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English for Business writing

AHTTIUICKUI /I COCTaB/IeHUA
IeTOBBIX MUCeM

”Salutation
”IIpusemcmeue
Dear Mr. (Brown) — Ysaxcaemviii mucmep/zocnodun (bpayr)
Dear Ms. (Green) — Ysaxcaemas mucc/zocnoxca (Ipur)
Dear Sir — Ysasmaemuviii cap/eocnodun
Dear Madam — Ysasxcaemas madam/zocnosica

Dear Sir or Madam — Ysascaemvie damot u 2ocnoda

”Starting
” Hauano nucoma
I am writing to inform you that — 4 nuwy Bam, umo6ui coo6usums, umo
to confirm — umo6vr noomeepoumo
to request — umobv nonpocumv Bac
to enquire about — wmo6v: sanpocumv danmvie
to put forward — umo6u: npednosumo Bam

to express my concern about... — umo6vl 8vipaszume c60to 03a604eHHOCHD 1O
10800y...

to express my alarm at hearing — wmo6v: svipasumo ceou onacenus kacamenvro
nocmynueuieti ungopmayuu

I am contacting you for the following reason... — A o6pawaroce x Bam no
cnedyrouseti npuiuHe. ..

I am writing in reference to... — 4 nuwy Bam 6 cesisu c...
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I have recently read/heard about... and I would like to... — A nedasro npouuman
/ yenvluiarn o... u s xomen Ool...

Having seen..., I would like to... — Yaudes..., s xomen 6oL...
I would be interested in... — Mrue 6vi10 661 unmepecto...
I am writing in response to... — A nuuiy 6 omsem Ha...

I am writing with respect/ regard/ reference to... — A nuuiy 6 cessu/ kacamenvro
/ omuocumenvHo

I am writing to request more information concerning/ regarding... — A nuwy,
4mobbL 3aNpocumy 00NOTHUMETLHYI0 UHMHOPMAUUIO 0/KACAMENBHO. ..

” Referring
»
Ccoinka Ha npedvioyusyto nepenucky/
00cyxcoenue/ ouanoz

Thank you for your letter of... — Brazodapio Bac 3a Bawie nucvmo om...
Thank you for contacting us. — brazodapum Bac 3a Bawe o6pawjerue.
In reply to your request,... — B omsem na Baw 3anpoc,...
Thank you for your letter regarding... — Cnacu6o 3a Bawe nucvmo o...

With reference to our telephone conversation... — B npodomicenue nawezo
menegoHHO20 paszosopa...

Following our meeting, let me... — Ilpodonicas memy, noonsmyio namu na
ecmpete, N0360bLME MHE. ..

Further to our meeting... — B npodomsenue duanoza, Hauamozo Hamu Ha scmpete. ..
In the view of/Owing to... — B ces3u ¢/Bcnedcmetue...
It was a pleasure meeting you in... — A 6vu1 ouenv pao naweii 6cmpeue 6. ..

I enjoyed having... with you last week in... — 5 nonyuun ucxpenmee yoosonscmeue
om... ¢ Bamu Ha npouinoil Hedere @...
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I would like to confirm the main points we discussed on... — A 661 xomen
ymouHumb Bau,{y NoO3UUUN N0 OCHOBHYLIM MOMEHMAM, KOmOpbl@ Mbl
obcyxncoanu. ..

Thank you for taking time to discuss... — Cnacu6o 3a mo, umo Bo nawinu epems
obcyoum. ..

I appreciate the time you and the team took in telling me about... — 4 yenio
mo epems, Komopoe Bvi u Bawia komanoa cmoznu vi0enump 0715 1o2o, 4moobl
pacckaszamp mHe o...

I greatly appreciated the opportunity to meet with you and your team... —
A xpatire npusHamesner 3a 603MOIHOCHb BCmpemumocs ¢ Bamu u Baweii
KOMAHOOIL. ..

After meeting with you, I am further convinced that... — ITocre scmpeuu ¢ Bamu,
5 euge Goree y6eOUsCS 8 MOM, 4Mo...

As mentioned when we met... — Kax yce zosopunoce na nawieti npouiniot
scmpete...

I appreciate your patience in waiting for a response. — A 6zazodaper Bam 3a Bawe
mepneHue 8 OHCUOAHUU MOe20 0meema.

” Making a request
” @opmynupoexa npocvbvi/3anpoca

We would appreciate if you could/would... — Mot 6vinu 661 npusnamenvrol, ecnu
6v1 Bt cmoenu...

I would be grateful if you could... — 4 6ydy ouenv npusnamenen, ecnu Bol
cmosmeme...

Could you please send me... — He moznu 6ot Bot 6vicniams me...

In addition, I would like to receive... — Kpome mozo, s 6v1 xomen nonyuumo...

It would be helpful if you could send us... — Hawm 61 ouerv nomozno, eciu 6v: Bot

MO2u 8blCaAmMvb HAM...

I am interested in... — Mmue 6vi10 661 unmepeco...

English for Business writing ¢ AHIIMIICKWIT 47151 COCTAaB/IEHNS A€/IOBBIX IIMCEM



I would appreciate your immediate attention to this matter. — 4 6vi1 661
HpM3Ham€7l€H, ecniu 6bl Bot cmoenu npucmynLth KpachompeHwo aaHHOZO

sonpoca 6 bnuscatiuiee 6pems.

Please let me know what action you propose to take. — IToxcanyiicma, coobusume
MHe 0 Mom, Kakue mepvl bl npednazaene npednpuHsmo.

Giving good/bad news... — Pad coobusums Bam xopowiue Hosocmu/K coxcaneruio, si
BbIHYIHDeH CO0BU4UMb NIOX1UE HOBOCT. ..

We are pleased to announce that... — Mu: pade: coo6usums Bam o mom, umo...

I am delighted to inform you that... — Pao coo6uumv sam, umo...

You will be pleased to learn that... — Bam 6ydem npusimmno ysnamo, umo...

We regret to inform you that... — K coxanenuio, mol evirysxoens coobugumo Banm,
umo...

I am afraid that it would not be possible to... — A 6oroce, umo 6ydem
HEBO3MONCHO. ..

Unfortunately, we cannot/ are unable to... — K coxanenuio, mol te moxcem/re 6
CoCmosHULU. ..

After careful consideration we decided not to... — IMocne muamenvtozo usyuenus

8onpoca Mmvl peliunu He...

” Complaining and Apologising

? XKanobwvt unu uzeuHeHus

I am writing to express my dissatisfaction with... — 5 xomen 61 soipazums ceoe
Hed0B0/IbCIMBO. ..
I am writing to complain about... — A o6pawaioce k Bam ¢ sano6oii na...

Please, note that the goods we ordered on... have not yet arrived. —
HOJffllﬂylszll, 06pamume B8HUMAHUE HA MO, YMmo mosapw, KOWlOpble Mbvl
3akasanu..., 8ce euie Ham He docmasrneul.

We regret to inform you that our order Nr.... is now considerably overdue. — K
coxcaneHuro, BblHnyCaeHbl Bam C006M1/lmb, ymo CPOK B8bINOTHEHUA HAULE20 3aKA3a
Ne... sHauumenvHo I’lpeBle@H.
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We are sorry for the delay in replying to... — IIpunocum céou ussunenus 3a
3a0epiacKy ¢ Omeenom Ha...

I regret any inconveniences caused (by)... — A coxaznero o n06vix Heydobcmaax,
NPUHUHEHHDIX. ..

I would like to apologize for the... — A 6v: xomen npunecmu ceou uzsunenus sa...

Once again, please accept my apologies for... — Ewe pas, noxanyiicma, npumume
MOU U3BUHEHUA 34...

” Making/Receiving orders
” Hanpaenenue/npuem 3axka3oe
Thank you for your quotation of... — Brazodapum Bac 3a Bawie npednoscerie...

We are pleased to place an order with your company for... — M padw
pa3Mecmumb 3axa3 Ha... 8 Baweti xomnanuu.

We would like to cancel our order... — Muw: xomenu 661 ommernumo Haw 3axas...

Please confirm the receipt of our order — Iloxcanyiicma, noomeepoume nonyuernue
Haule20 3aKa3a.

I am pleased to acknowledge receipt of your order Nr... — Pad nodmsepoump
nonyveHue Bauwezo 3axaza Ne...

Your order will be processed as quickly as possible. — Baw saxas 6ydem
obpaboman 6 kpamuaiiuiue cpoku.

It will take about... weeks to process your order. — Ha o6pa6omky Bauiezo 3axasa
yiidem nopaoKa... Heoesb.

We can guarantee you delivery before... — Mui mosnem eapanmuposams docmasky
do...

Unfortunately, these articles are no longer available/ are out of stock. — K
coxcaneHuro, oammbie no3uyuu bonvuLe He NOCMABASIOMC/UX HeMm 8 HAZIUYUU.
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” Referring to payment
” O6c¢cyncdenue onpoca onnamol

Our terms of payment are as follows... — Huoxce npusederuvi nawiu ycnosus
onnamei...
Our records show that we have not yet received payment of... — B

CO0MBEMCMBUY ¢ HAUUMU JAHHBIMU, 6bl eUu4e He NPOU3BENU ONaamy...
According to our records... — ITo nawum darmvinm. ..

Please send payment as soon as possible. — Ioxcanyiicma, npouseedume onnamy e
bnuxcativiee spems.

You will receive a credit note for the sum of... — Bam 6ydem svicmasnena
6033pammm HAKA0HAS HA CYMMY...

” Enclosing documents
” [Ipunoxcenus

Please find attached/ enclosed — Ilosxanyiicma, o6pamume srumanue doxymerme,
NpUOJNcEHHDLE K HACMOSULEMY NUCOMY:. ..

I am enclosing — Huoxce st npunazato. ..

You will find attached... — B npunosxcernuu k nucomy Boi natideme...
I have forwarded... to you — A nanpasun Bam...

I am forwarding... to you — A nanpasnsio Bam...

I have ccd/cceed/copied... on this email — A nepecnan... na smom adpec
3/leK'mpOHH01:l no4vmeol.

” Closing remarks
”3aeepwatousue ppasvi

If I can be of any further assistance, please let me know. — Iloxcanyiicma, daiime
MHe 3Hamov, eciu g moey Bam %eM—Hu6y(3b euie nomoubn.
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If I can help you any way, please do not hesitate to contact me. — O6s3amenvto
cssacumecnop co MHOLVI, ecnu g moey Bam %eM-HH6yab nomoubn.

If you require more information... — Eciu Bam neobxoduma dononnumensHas
UHPOPMAUUSL. ..
For further details... — /] nonyuenus 6onee noopo6roii ungopmayuu. ..

Thank you for taking this into consideration. — brazodapum Bac 3a mo, umo yunu
OaHHy10 UHMOPpMALUI0.

Thank you for your help. — Cnacu6o 3a Bawy nomouse.

We hope you are happy with this arrangement. — Mu: Hadeemcs, umo Bot
Y00671€mMB0PeHbL NPeONONEHHBIM PelUeHUeM.

We hope you can settle this matter to our satisfaction. — Muw: nadeemcs, umo Bu
cmoxceme peuums OaHHbLiL 80NpPOC, yUUmMvleas HAULU NOH#eaHUA.

If there are any questions... — Ecnu y Bac ocmanucy kaxue-n160 80npocol...

” Referring to further contact
” Vka3anue Ha yxcenanue npoooiceHus
compyoHuuecmea
We look forward to a successful working relationship in the future. — Muw: ¢

HemepneHuem oxudaem na000meopHoeo compyoruuecmea ¢ Bamu 6 6yoyusem.

We would be very pleased to do business with your company. — Mu: 6111 601
oueHv padvl compyoHuuams ¢ Baweti komnarueti.

We would be happy to have an opportunity to work with your firm. — M 6vi1u
6v!L padvl umemv 603MONHOCL compyoHuuamy ¢ Baweil komnanueti.

We are looking forward to seeing you on our premises. — Muvi ¢ Hemepneruem
Hdem scmpeuu ¢ Bamu 6 nHawem oguce (Ha 3asode/cmpoumenvHoii nnouwaoxe). ..

We are looking forward to meeting you. — Mui ¢ Hemepneruem xdem ecmpeuu ¢
Bamu.
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” Ending business letters
” Konuosxa 0enosvix nucem

Sincerely,... — Vcxperre Bawi(a)...

Yours sincerely ,... — Hckperre Bawi(a)...

Sincerely yours,... — Hckpenre Bawi(a)...

Yours faithfully,... — C uckpennum ysanenuen,...
Regards,... — C ysasxenuen,...

Best regards,... — C naunyuwumu noxenanusmu,...
Kind regards,... — C ysasxceruen,...

With best regards,... — C naunyuwumu noxenarnusmu,...
Warm wishes,... — C naunywwumu noxenanusmu,...
Yours truly,... — Hckperre Bawi(a)...

Best wishes,... — C naunyuwumu noxenanusmu,...

” Linking words and Phrases
”Cnosa u pasvl, ucnonvdyemvie 01 653U
npeonoxiceHutl

To express a personal opinion

[ns eviparncenus nuuH020 MHEHUS
In my opinion/view... — Ilo moemy mHenuo,...
To my mind... — Ha moti 832n50,...
To my way of thinking... — ITo-moenmy,...
I am convinced that... — A y6esxden(a), umo...
It strikes me that... — Mwue xaxemcs, umo...
It is my firm belief that... — 5 msepdo ybexoen(a), umo...
I am inclined to believe that... — A cknonen (cknonna) nonazamo, umo...
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It seems to me that... — Mue kaxemcs, umo...

As far as I am concerned... — Ymo kacaemcs mens,...

I think that... — 4 dymaro, umo...

I reckon that... — A cuumaro, umo...
From my point of view... — C moeii mouxu 3perus,...
To list the points

Jna nepeuucnenus nyHKmoe/nononceHuil
Firstly,... — Bo-nepsuvix,...
First of all,... — ITpesxde scezo,...

In the first place,... — B nepsyio ouepedo,...

First and foremost,... — Ilepsoe u naubonee saxcroe,...
To start/begin with... — Jlns nauana,...
Secondly,... — Bo-smopuix,...

After this/that,... — ITocne amozo...
Afterwards,... — Jlanee...

Then — 3amenm...

Next — ITocre uezo...

Finally — B saxniouerue

To add more points

Jns nepeuucnenuss 00NOTHUMENLHBIX NYHKINOB/NONONCEHUT
What is more... — A maxore...
Furthermore... — Bozee mozo...
Apart from that/this — Kpome mozo,...
In addition... — K momy e, ...
Moreover... — Bonee mozo,...
Besides... — Kpowe...

English for Business writing « AHIIMIICKIIT /I COCTaB/ICHN [Ie/IOBBIX IICEM



...not to mention that fact that... -... He roBops yxe 0 TOM, 4TO...

Not only... but also — He monvxo... no maxace u...

To express effect
Ins popmynuposxu pesynomama

Thus — Taxum o6paszom

Therefore — Credosamenvio

So — Tax

Consequently — Benedcmeue amozo

As a result — B pesyrvmame

As a consequence — Kaxk cnedcmsue

To make contrasting points

[na npedcmasnenus konmpapzymenmos

Yet... — I sce xce

However,... — Oonaxo,...
Nevertheless,... — Kak 6v: mo #u 6vL70, ...
Nonetheless,... — Team He menee,. ..
Notwithstanding... — Hecvomps na...

Even so... -JJaxxe B aTOM cry4ae...
Although... — Ecnu 6w daxce...
Even though... — Xoms...

Regardless of the fact that... — Hecvomps na mo, umo...
Despite the fact that... — Hecvomps na mo, umo...
While... — B mo epems xax...

On the one/other hand,... — C 0onoti /0pyzoii cmoponu...
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To conclude

B 3axnouenue
Finally/ Lastly/ All in all... — /1 naxoneu/Haxoneu/B yenom...

Taking everything into account/ consideration... — IIpunumas 6o sHumarue sce
paxmot...

On the whole... — B yenom...

All things considered... — Yuumuisas sce o6cmosimenvcmea...

In conclusion... — B saxnwouenue...

On balance... — B umoce...

For the above mentioned reasons... — Yuumuisas sce sviuieckaszartoe. ..
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English for Negotiations

AHTTTUICKUI /15 BEMEeHNA
IIeperoBopoB

”Starting negotiations
” Hauano nepezoéopos

I'd like to welcome you to.... — IIpusemcmsyio Bac...

Shall we get down to business? — JJasaiime nepetidem x 06cyxncderuio ocHosHbIX
80MPOCOB.

I suggest we start by (doing smth) — Ilpednazaro nauwame c... (npucmynume «...)
What we need to decide is... — Ham neo6xo0umo npunamo pewienue kacamensro...

Can we agree on an overall procedure? — Mu: npuuinu k coenawenuio
OMHOCUMenvHo obueti npouedypui?

We would like to reach an agreement on... — Mot xomenu 66 npuiimu
coenauieHuro 8 OMHOUEeHU. ..

What we hope to achieve is... — Mo nadeemcs npuiimu k coznaweruio
KacamenvHo...

Let’s establish some common ground. — Jlasaiime nepeuucnum sonpocu., 6
OMHOUIEHUU KOMOPbIX HAULU MHEHUA cosnaoarom

Wed also like to discuss... — Mt 6v maxoce xomenu o6cyoumo...

” Asking for opinion

” Kax ymounumo mHeHue cobeceOHUKa
What do you think (about)...? — Ymo Bu dymaeme (0)...7
What are your thoughts (on)...? — Kakue y Bac moicnu (kacamenvho)...?
How do you feel (about)...? — Kaxue y Bac coobpascenus (8 omuoweruu)...?
What’s your view/opinion (on)...? — Kaxoso Baue mrerue (no sonpocy)...?

Do you think we should...? — Kax Bo: cuumaeme, domsicrot v mol...?
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Do you agree? — Bui coenactvi?

.... would you like to say something? —..., Bur xomume umo-mo dobasumv?
Let’s ask.... about that. — JJasaiime cnpocum... 06 amom.

I'll have to check with... — Mnue neobxodumo ymounume dannwiii sonpoc y...

I'd now like to ask ... to speak (about) that. — 5 6u: xomen(a) cnpocum...
(nozosopumu c... 06 amom).

..., do you have anything to add? —..., y Bac ecmv, umo do6asumv?

... could you say something about that? —..., Bu mosmeme umo-1u6yov dobasump
1no amomy eonpocy?

” Giving opinions
” Kax évipa3umv c60e mHeHUe

I (don’t) think we should/could/ought to... — A (ne) dymaio, nam cmoum/

cnedyem...
You/We could (perhaps) .... — Bo/mot moznu 6ot (603mo1cH0)...
It might be a good idea to .... — Mre xaxemcs nennoxoii udeetl...
Don't you think we should... — He kaxemcs nu Bam, umo nam cnedyem. ..
In my view/opinion, we should... — Ha ol 8321510/n0 moemy mmenuro, moi
O07IHCHYL. ..

Why don’t we...? — Iouemy 6vt Ham He... ?

My proposal is to... — A npednazaro...

Our proposal is that we.... — Mu: npednazaenm...

I'd like to propose that.... 51 6b1 XOTen IPeIIOKUTS. ..

My suggestion is... — Bom moe npednosenue...

Instead of...... how about...? — Buecmo mozo, umo6vL... mosxem 6oimy...?
Rather than ..., we might be able to... — Buecmo... mvi moznu 6ui...

Could... instead? — Moenu 6v muvi/Bot... 6mecmo amozo?
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Perhaps a better idea would be to... — Boswmodcro nam nyuue 6110 6vi...
I know you'll agree that... — A snaro, umo But coenacumeco...

I'm sure you'll agree that... — A ysepen, umo Bot coznacumece...

” Responding to opinions
” Kax evickazamv coznacue/He co2nacumocs ¢
MHEHUem
(That’s a) good idea — (9mo) xopowas udes
That sounds good/fine to me — 3syuum, xax xopowas udes

I agree — A coenacen (coenacna)

I (can) see your point/what you mean, but... — 4 nonumaro Bawy mouxy spenus/
4mo Buvl umeeme 660y, 00HAKO...

I don’t think that would work — A re dymaro, umo amo cpa6omaem.
I'm not sure I agree — He ysepeti(a), umo mozy coenacumocs...
That’s not quite what we had in mind. — 9mo we coscem mo, umo mor umenu 66udy.

I'm afraid 'm not convinced by that — Borocs, 51 He y6excoer 6 yenecoobpasrocmu...

I'm afraid I have some reservations about that. — borocs, y mers ecmv commenus
10 31momy 10600y

That really isn’t on. — A coscem ne coenacen (coznacra).
I can’t go along with that. — A we mozy ¢ amum coenacumocs.
That’s out of the question. — 9mo we o6¢cyndaemes.

I'm afraid it’s not acceptable. — Borocw, amo o mens/nac ne npuemnemo.
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” Prioritising
” Paccmanosxa npuopurmemos
It would/might be better to focus on ... — Bwiio 6v1 1yuue cxonyenmpuposamocs
Ha...
Id prefer to... rather than ... — 4 6w ckopee npednouen (npednouna)... nexcen. ..
Our main aim should/ought to be to... — Haweii ocrosroii adaueii donncro
cmamo...
... isn’'t as important as... —... e mak 8axcHo, Kax...
... is less important than ... — menee sasxcro, uem...
The key issue here is... — Ocrosroii sonpoc 3deco —...
One thing that i want to look at is... — Odun sonpoc, komopuiii st xomen(a) 6
obcyoum. ..
What we need to talk about now is... — Bom o uem mot deiicmeumensto donichol

no2osopumeo, mak 3mo...

We now come to the most important phase of our discussion. — Bom mvi u
NOOOWTIU K CAMOMY 8AICHOMY IMany nepezosopos.

” Bargaining
” Kaxk o6cyxcoamv ycnosus

If you can guarantee that ..., then we will accept the proposal — Ecnu Bot mosxceme
2apaHmMuposam. .., Mo mvl npumem Bauie npeonoxcerue.

Provided that ..., then we could accept... — IIpu ycnosuu..., mor moznu npurisme...
If you..., we could ... — Eczu Bot, mo mot moznu Gvl...
If you can...., then we are prepared to ... — Ecu Bot mosxceme, mo mvi 20mosoL...

” Checking understanding ¢ Clarifying

” YmouneHnue

I'm sorry, did you say...? — IIpowsy npowjerusi, Bot ckazanu...?
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When you said..., did you mean...? — Kozda Bui z0s0punu o..., Bo umenu 66udy ..?

I'm sorry, I didn't catch that. — IIpousy npouwsenus, s e coscem nowsin(a).

I'm not sure if I've understood you correctly. — A ne ysepen(a), umo npasunvro
Bac nonsan(a).

No, not exactly. — Hem, e coscem.
That’s not really what I meant. — 9mo ne coscem mo, umo s umen(a) 6udy.

What I wanted to say was... — A xomezn(a) ckazamv, umo...

”Summarising

”Ilooeedenue umozo06
Perhaps I could just...? — Bosmosicro, s moz(na) 6v npocmo...?
I'd just like to... — A npocmo xomen(a)6vL...

Can I just go over/summarise (what we've agreed)? — Mozy 51 nodsecmu umozu
(mozo, 0 uem mbL 002080punUCcH)?

Let’s just recap/go through (what we've discussed) — Zasaiime nosmopum/
cymmupyem (8ce, 0 Hem Mol 002080PUNUCD)

To sum up/recap,... — Cymmupys...

” Confirming agreement
” Kax nodmeepoumo 00cmuzHymyo
002080peHHOCMD
Do you agree? — Bui coenachuvi?
Do you have anything to add? — Bu xomume umo-nu6yov dobasumov?
Have I missed anything out? — A umo-nu6yov ynycmun(a)?
Do we need to discuss anything else? — Hyicro nu Ham 06cyoums umo-nu6o euse?
Are you happy with that? — Bui yoosnemeopenv: docmuzrymoii dozosopentocmoio?

I think we've covered everything — ITonazaro, Mo 06cyounu ece sonpocoL.
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Ok, it’s deal. — Xopouwo, doz0s0punuce.

We can shake on that — JJozosopunuce.

” Outlining future action
” Kak 0603nauumuv 6yoyujue Oeticrneus
yoyu
So, (we've agreed) you're going to/you will ... — Mmax, (mvr npuwinu x coenaweruio
0 mom, 1'll’l’lO) 8bl npucmynume K...

As agreed, we will/are going to...- B cooTBeTCTBUM C JOTOBOPEHHOCTHIO, MBI
IPUCTYNUM/I/ITAHUPYEM. ..

You've agreed to ... — But coenacunuce...
One point we still need to agree is ... — Hawm sce ewse nysxcro o6cyoums euje 00un
sonpoc...

English for Negotiations « AHIJIMIICKWIT /151 Be[leHNUs IIePerOBOPOB



s .
L]

®
A

20

English for Presentations

AHIINIICKUN J/1 IPe3eHTalni

” Greeting
”IIpusemcmeue

Good morning/ afternoon ladies and gentlemen. — Jlo6poe ympo/do6puwiii derv,
0amvl U 20cno0a.

First of all, let me thank you all for coming here today. — Bo-nepsuix, s xomen 6v1
n0671a200apump 6cex 84c 3a Mo, Ymo 8vl NPULUTLU Ce200HS C100a.

It’s my pleasure to welcome you here today. — A ouenv pao npusemcmesosams ecex
84C Ce200HS 30€Ch.

I'm happy/ delighted that so many many of you could make it today. — 4 max
paod/eneuamer mem, 4mo Max MHO20 1100eil CMOTIU NPULIMU C100a Ce200HS.

it’s good to see you all here. — A ouenv pad sudems sac ecex cez00ms.

” Introducing yourself
” HemHo20 o cebe
Let me introduce myself. 'm... — A xomen 6v1 npedcmasumocs. A...

For those of you who don’t know me, my name is... — [Jns mex, kmo mers e
3Haem, MeHs 308yMmi...

Let me start by introducing myself. My name is... — ITozsonvme npedcmasumucsi.
Mens 308ym...

As some of you, I'm a... (e.g. key account manager) — Kax u nexomopuoie u3 sac,
... (Hanpumep, meHedxncep no pabome ¢ Ka04e8bIMU KAUEHINAMU)

I'm a... here and an responsible for... — A sensioce... 30eco u omseuaro sa...

I'm here in my function as the head of... — 30ecv 5 vinonnsio pabomy 6 xauecmse
enasvl (pyxosooumens)...

I'm the... in charge of... — A sensroco... u omseuarom 3a...
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” Introducing the topic
” [Ipedcmaenenue memot

What id like yo present to you today is... — Cezo0ms 5 xomen 6v1 npedcmasumo
BauleMy BHUMAHUIO CTIedyIOuee. ..

I'm here to present... — S npuwien cioda cezo00ms, umo6u npedcmagumy cnedyioujee. ..

Today’s topic is... — Tema cezodnsurezo svicmynnerus. .

The subject/ topic of my presentation/ talk is... — Tema/npedmem cezoomsuunezo
Moe20 8bicmynieHust / npe3eHmanuu — smo...

In my presentation i would like to report on... — B moeii npesenmauuu s xomen
6vL pacckazamy o...

In my talk I'll tell you about... — 4 xomen 6w pacckasamv sam o cnedyroujen...

Today I'm going to talk about... — Cez00ws 5 xomen 6v1 nozosopume o
cnedyouem. ..

I'll be talking about... — A 6ydy zosopums o...

I plan to say a few words about... — A naanupyio ckazamv Heckonvko c108 o...
The theme of my presentation is... — Tema moeii npesermauu — smo...
I'd like to give you a(n) brief/short overview of... — A xomen 6v1 sxpamue

pacckasamv eam o czzeayrowgem. ..

The reason I am here today is to talk about... — A npuwien cioda cez00ms, umo6v!
paccrcasamb 8am o...

Today’s topic is of a particular interest to those of you who... — Tema moezo
BYICMYNJIEHUS Ce200Hs 6ydem 0cobeHHa uHmepecHa 0. ..

My topic is particularly relevant to those of us who... — Tema amoezo
8blCMYNneHUA 0cobeHHO 3auHmepecyem mex, Kmao...

My topic is/ will be very important for you because... — Tema moezo
BYICMYNTIEHUS S1671AemCs/0ydem o4eHb 6axcHa O 64C, MAK KAx...

English for Presentations e AHIIMIICKMII /15 TIPE3€HTALINIT




22

|

By the end of this talk you will be familiar with... — B xonue moezo svicmynnenus
861 O3HAKOMUMECD C...

”Structuring

” Cmpyxkmypuposatue
I've divided my talk into... parts. — 5 pasdenun ceoe svicmynnerue Ha... wacmeil.
My talk will be in... parts. — Moe svicmynnenue 6ydem cocmosimo u3... uacmeil.
I'm going to divide... — A co6upatoco pasoenume...

In my presentation I'll focus on three major issues... — B moeii npesenmavuu s
6y0y paccmampusams mpu 0CHO8HbLX 60HPOCA. ..

”Sequencing
” IlociedosamenvHocmo
First/ Second/ Third... — Bo-nepsvix/Bo-emopuvix/B-mpemvux
In the first part... — B nepsoii uacmu...
Finally... — /1 naxoneu. ..
Point one deals with... — B nepsoti wacmu mo. paccmampusaem. ..
First I'll be looking at... B nmepByto o4yepenp, s 6yny paccMaTpuBarh. ..
I'll begin/ start off by... . Then I'll move to... Then/Next/After that... — 4

HAuHy c/HA4Hy pacckasvleams o... 3amem 5 nepetioy K... 3amem/nocne 31mozo/
snocnedcmeuu s nepeiioy...

I'll end with... / fI 3akoH4Yy C/IeAYIOIIVIM. ..

” Timing
”Cpoxu

My talk will take about... minutes. — Mos peus satimem npubnusumensto...
mMurym
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The presentation will take about... hours but there will be a... minute break in
the middle. We'll stop for lunch at... oclock. — Mos npesenmavus 6ydem
OMUMbCA NPUOTUSUMENLHO. .. HAC08, 00HAKO, Oydem npedocmasieH. .. MUHYmMHublil
nepepuié 6 cepedute. bydem coenawn nepepuvié Ha 06e0 6... HACO8.

It will take about... minutes to cover these issues.- I 6yny BbICTynIaTh
IPUOIU3UTENIBHO. .. MUHYT, YTOOBI OCBETUTD JAHHBIE BOIIPOCHL. -

This won't take more than... — 9mo ne 3aiimem 6onee...

” Policy on questions/ discussion
” I[lopsidox Hanpaenenust 60npocos /
o0cyncoeHust

Please, interrupt if you have any questions. — Ioxanyiicma, ocmarosume mens,
ecnu y sac ecmbo Kaxue-1u6o 80Mpocwyl.

If you have any questions, feel free to interrupt me at any time. — Ecnu y sac
ecmv Kaxue-1u6o 6OT’lpOCbl, noaiamyﬂcma, ocmarosume mMeHs U 3adatime ux 8
n11060€e 8pemsi.

Feel free to ask questions at any time during my talk. — Bo: moxceme sadasamo
BOHPOCbl 8 1boe BPEMH 80 BPEM}I npeseHmabguu.

After my talk there’ll be time for discussion and any questions. — ITocre
npesenmavuu 6ydem npedocmagneHo pems O 00CyHOeHUll U 80NPOCO8.

There will be time for questions after my presentation. — bydem npedocmasnero
cneuuanvHoe BpeMﬂ 07151 BAUUX BOI’IPOCOS nocie OKOH4YaHus npe3er1mauuu.

We'll have about... minutes for questions in the question and answer period. —
Y nac 6yoem npubnusumenvHo... Murym 07 60Np0OCOB 6 meueHue UHMepeaa
BPQMeHM 0ns BOHPOCOG u omeermoas.

”Summarising a point
” Bvt800vL no meme

Before I mover on, I'd like to recap the main points. — /Jo mozo xax s nepeiidy x
Cﬂeby}omemy BOHPOC}/, no3sosnvme Kpamrco nepeuuczzumb OCHOBHbLE MOMEHIMDL.
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Let me briefly summarise the main issues — Ilossonvme mue xpamio 0606usumeo
OCHOBHDIE MOMEHDL.

I'd like to summarise what I've said so far... — A xomen 6v: cOenamv 8v1600vt no
Mamepuany, KOmopulii & nPedcMasus 6am...

” Moving to a new point
”IIepexo0 k HOB01I meme

Turning now to... — Ilepexodst k Hogomy 80npocy...

What I'd like to talk about now is... / A ceityac MHe XOTelI0Ch 6bI IOTOBOPUTD

0...

Now Id like to describe... — Ceiiuac mue xomenoco 6v1 ocsemumo credyrousyro
memy...

Now let’s move on the next point which is... — A menepv dasaiime nepeiidem x

c;zeby;omemy BOI’IPOCy, a UMEeHHO...

This leads directly to my next point. — A menepwv mor mosicem nepetimu nanpsmyio k
CnedytouseMy 80npoCy Moeil NPe3eHMayUi. ..

”Going back and Adding ideas
” Bozepam Kk npouinvim udesim U Ho6vle uoeu
As I said/ mentioned earlier... — Kax s ckasan/ynomsmyn panee...

Let me come back to what I said before... — ITossonvme mne seprymocs k momy, o
Yem 5 2080pUSI patiee. ..

Let’s go back to what we were discussing earlier.- [laBaiiTe BepHEMCS K TOMY,
4TO MBI 00CYX/a/N O 9TOTO. ..

As I've already explained,... — Kax 5 ysxe o6wschsia...
As I pointed out in the first section,... — Kax 5 yxce ykasviean 6 nepsom pasdere...

In addition to this, I'd like to say that... B qomonnenue x BblleykasaHHOMY, 5
XOTes OBl CKa3arhb YTo. ..

English for Presentations ¢ AHITIMIICKMII /151 Ipe3eHTaLINIT



25

Moreover/Furthermore, there are other interesting facts we should look at. —
KPOME m020/60ﬂ€€ moceo, Cyu/gecmtsyfom UHbvle uHmepeCHbze (ﬁaKmbl, KOmOpble
MblL OONIHCHDL PACCMOMPEND.

Apart from being... — Kpome mozo, umo...
” Highlighting information
” BviOenenue ungopmavuu

I'd like to stress/ highlight/ emphasise the following point(s)... — A xomen
6vL N00UepKHYMb/cOenamv aKueHm Ha cnedyrouem Momenme (cnedyouux

MOMEHMAx). ..

Let me point out that... — 5 xomen 661 noduepxrymo, umo...

I'd like to focus your attention on... — 4 xomen 6v: npusneus eauie srHumare K
momy, umo...

What's really important here is... — 3deco ocobento saxcrvim sensemes
cnedyiouyee. .

” Concluding

? 3axnrouenue

I'm now approaching/ nearing the end of my presentation. — A cesiuac s
NPUOTIUIAIOCH K KOHUY MOell npe3eHmayu.

Well, this brings me to the end of my presentation. — Yo sce, som u xoneu, moeil
npeseHmavuu.

That covers just about everything I wanted to say about... — A pacckazan sam
npakmu1ecku 060 8cem...

Ok, I think that’s everything I wanted to say about... — Xopowo, dymaro, umo
Mo 8ce, 4mo A Xomes cKa3ambv 8am.

As a final point, I'd like to... — U naxoneu, s xomen 6vL...

Finally, I'd like to highlight the key issue — /1 6 xonye s xomen 6w yxazamv na
0CHOBHOTI MOMeHM
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Before I stop, let me go over the key issues again.- Ilepey Tem, kak 51 3aKOHYY,
II03BOJ/IbTE MHE BEPHYTHCSI K OCHOBHBIM BOIIPOCAM.

Just to summarise the main point of my talk... — /1 eciu nodvimoscume, ocrosnas
mema moeii npeseHmayuu. ..

I'd like to run through the main points of my talk again... — A ceiivac s xouy ewje
pas eepHymuvca K 0CHOBHbIM MOMEHMAM Mmoeti npeseHmauvuu. ..

To conclude/ In conclusion/ To sum up, Id like to... — /1 6 saxnioueruu / xouy
noabtmoyfcumb / U HaAKoHeu, A xomean 6bl...

To recapitulate what I've been saying... — Ecnu 0606ujumpv sce mo, o vem s
2080pu, Mo...

” Dealing with questions
” Bonpocwt
That concludes... of my talk. Now Id like to invite your comments. — 9o

OKOHYaHUe... moetl npeseHmavuu. A cetluac st xomern 6vL ycnovluiamos eauii
KOMMeHmapuu.

Now we have... for questions and discussion. — A menepo y nac... dns 6onpocos u
o6cynoeHu.

Right. Now, any questions or comments? — Xopouio. A menepy, ecniu i y 8ac
Kaxue-nu60 80NPOCHL UMY KOMMEHMAPUU?

So, now I'd be very interested to hear your comments. — A meneps mre ouensv
UHMepecHo YCavliiamp sauiu KOMM@HmdpMU.

We just have time for a few comments.- A Terepb y Hac ecTb BpeMs /st TOTO,
‘-ITO6IJI ycablIaTb HECKO/IbKO KOMMEHTapUEB.

And now I'll be happy to answer any questions you may have.- A Teneps =
CYACT/INB OTBETUTD Ha T0OBIE BOIPOCHI, KOTOPbIE Y BAC BOSHUKIII.

I'm afraid I didn’t (quite) catch that. — Borocw, umo 5 ne ouenv xopowio (re énone)

NOHATL 3MO.
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I'm sorry, could you repeat your question, please? — Bui e moznu 6vt nosmopume
6aul 60NPOC, NOHANYUCHA.

So, if I understood you correctly, you would like to know whether... — Eciu s
NOHATI 84C NPABUTILHO, 8bl XOMUme y3Hamo...

So, in other words you would like to know whether... — Wmax, unoimu cnosamu,
8bL Xomume y3Hﬂmb. ..

If I could just rephrase your question. Youd like to know... — Mozy 1 s
nepegpazuposamov éau 6onpoc. Bot xomume snameo...

Does that answer your question? — 4 omsemun na saw onpoc?

If you don’'t mind, could we discuss that on another occasion? — Ecru e
8o3pazxcaeme, moenu 6vl Mol 06¢yOumy 3mo 8 opyzoti pas?

I'm afraid that’s not really what we’re discussing today. — Borocw, amo we
OMHOCUMCS K MeMe HALe20 ce200HIULHe20 pﬂ32060pl1.

Well, actually I'd prefer not to discuss it today. — Bui snaeme, 51 6v1 npednouen e
00cyH0amyv amo cezo0Hs.

Sorry, I don't know that off the top of my head. — Mssunume, ne snaw, nepsoe,
Yo NPuxXoOUM 6 207108y, IMO. ..

I'm afraid I'm not in a position to answer that question.- borocs, 51 He B
COCTOSIHMY OTBETHUTD Ha 9TOT BOIIPOC.

Sorry, that’s not my field. — Mssurume, amo e 6 npedenax moeii komnemerui.

I don’t have much experience in that field.- ¥ meHns Het 60sbI10ro omnbita B
JaHHBIX BOIIpOCaX.

If you don’t mind, I'll deal with/ come back to this point later in my pres-
entation. — Eciu He 603pascaeme, s paccMompio/6epHycb K 0GHHOMY 60HpPOCY
no3omee 8 moeil npeseﬂmauuu.
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Can we get to this point a bit later? — Mui 1e moznu 6v1 seprymuvcs k danmomy
801POCY HEMHO20 N030HeE?

Perhaps we could go over this after the presentation. — Bosamozcto, mot moznu o1
paccmompemb amo nocrne npeseﬂmauuu?

” Dealing with visuals
” Unmocmpamueénvie mamepuannl
Wnniocmpamusrvie mamepuanvt/ punvm/ 6udeo/ kapmunka/ ouazpamma/ epapux/
cekmopHas ouazpamma 6 Kpyee (cezmenm)/ mabauua (x oco u y ocv)/ nuHeliHAs

ouazpamma (HenpepovLBHAS TUHUA/ NYHKMUPHAT TUHUSA/ TOMAHAS TUHUS)/ 6710K-
cxema / nuKkmozpamma

First, let me quickly explain the... — Bo-nepsvix, nossonvme xpamio o6schume...

You can see that different colours have been used to indicate... — Kak sudume,
pa3/zthbte usema 6bl/l1/l UCnoiv308aHul, 117’}’[0617[ yica3amb Ha...

The new models are listed across the bottom. — Hosvie modenu yxaszanvl 6 nuscretl
wacmu.

The biggest segment indicates... CambIil 60/IbIIIOJ CETMEHT yKa3bIBaeT Ha...

The key in the bottom left/right-hand corner... — Cumson 6 nesom nuxcrem yeny/
npasom yery...

I'd like to show you... — A xomen 6v1 npodemorcmpuposams sam...

Have a look at this... — ITocmompume na amo...

This... shows/ represents... — 9mo yxasvisaem / npedcmasnsem...

Here we can see... — A 30eco moL moscem ysudemo. ..

Let’s look at this... — JJasaiime nocmompum na amo...

To illustrate this, let’s have a closer look at... — Ymo6u. npounnocmpuposamo,

dasaiime 6onee NOOPOOHO PACCMOMPUM. ..

I have a slide here that shows... — 30ecv y mens cnaiio, komopuiii noxasvieaem...
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Here you can see the trend in... — 30eco 661 moxceme ysudemv mpeno, komopuiii

3aKknwvaemcs 6 czzeby;omem. .

As you can see there... — Kax suoume, 30eco...

This compares... with... -9To MO>XXHO CPaBHUTG... C...
Let’s compare the... — /Jasaiime cpasrum...

Here you can see a comparison between... — 3decv 6ot moxceme ysudemo
cpasHeHue mexucoy...

” Describing trends
” Onucanue mpeHoos

to go up/ to increase/ to rise/ to climb/ to improve — nodusmocs ssepx /

YBeNUUUMBCS / NPOOEMOHCIPUPOBAMD YBenuteHUe / NPoOeMOHCHPUPOBAIDL

ynyduierue

an increase/ a rise/ a climb/ an improvement — ysenuuenue / nodvem / ycunerue /

ynyuuierue

to recover/ to get better — soccmarosumo / ynyuwume

arecovery/ an upturn — goccmarosnetue / nodsem

to level out/ to stabilise/ to stay the same — docmuuv svipasnusarus /
CMABUNUZUPOBAMBCS / OCTMAMbCS HA NPEHHEM YPOBHE

a levelling out — suipasnusarive

to reach a peak/ to reach a maximum/ to peak — docmuuv nuxa / docmuus
maxkcumyma / docmuub 8vicuiett Ommemku

a peak — svicuas ommemxa
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to undulate/ to fluctuate — xone6amocs sonno06pasto / omrxnonamocs

an undulation/ a fluctuation — sonroo6pasroe xonebarue / omxnonenue

to go down/ to decrease/ to fall/ to decline/ to deteriorate — cruxcamocs /
YMeHbuampcst / nadamv / COKpAuAmvcs / yxyouamocst

a decrease/ a fall/ a decline/ a deterioration/ a slump — ymenvuenue / naderue /
coxpawjerue / yxyouerue / cnao

to get worse — yxyowamocs

a downturn — cHuscerue

to reach a low point/ to hit bottom — docmuus munumanvroii ommemxu / docmuun
HynIe80il ommemku

a trough — camas nuskas ommemxa

dramatically/ markedly/ slightly/ significantly/ moderately/ sharply/ suddenly/
gradually — xapounanvro / samemo / cneexa / cywsecmeero / ymepento /
pesko / eHe3anHo / nocmenenHo
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English for Telephoning

AHrnnitcknii mjisa renedOHHBIX
IEePEroBOPOB

” Answering the phone/Making contact
” Kax omeéemumv Ha 360HOK/HAMAMD PA32060P
Hello, Mr. Brown speaking. — 3dpascmasyiime, z060pum mucmep bpayr

Good morning. (name of the company). How may I help you? — Zjo6poe ympo.
(Hassanue komnanuu). Yem s mozy Bam nomouv?

Whoss calling, please? — Kax s mozy Bac npedcmasump?

Could you tell me what’s it about? — He moznu 661 Bot mre coobusums o uem Bol
xomernu 6vL nobecedosamsy c...?

Could you put me through to...? — He moznu 661 6v1 coedurump mers c .7
I'll put you through. — Ceiiuac s Bac coedunio.

Can you hold on a moment, please? — Ilodosxoume murymiy, noxanyiicma.

Hold the line, please. — Ocmasaiimeco na nuruu, noxanyiicma

You seem to have got the wrong extension. — Mrue kaxemcs, Boi nabpanu
HegepHbLil 006a60UHDbLIL HOMED

Can you transfer me to his extension? — He moznu 6v1 But nepexniouums mers Ha
€20 006a804HbIlL HOMeEP?

”Stating the reason for a call
” Kax coobusumvo o npuuute 360HKA

Hello. My name is.... — 30pascmeyiime. Mers 308ym....
This is ... from ... — Mens 308ym ..., 5 0m ...

It’s ... from ... here — Bawm ssonum... om...
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I'm ringing to ... — A 3goni0, umo6vr ...

I'm ringing/calling about ... — IJen moezo 3601Ka saxnouaemes 6...
I'm phoning because ... — A 3gow10, nomomy umo ...

I have a question about ... — A xomen(a) 6v: 3adamv sonpoc o...

I wanted to ask about ... — A xomen(a) 6vi cnpocumv o ...

Are you the right person to ask? — Moezy nu s nozosopumsv 06 amom ¢ Bamu?
I'd like to speak to... — A xomen(a) 61 nozosopumo c...

I'm trying to get through to... Is he/she there at the moment? — I numaroco
00380HUMBCA 00 ... OH/ona cetivac Ha mecme (y ce6s1)?

” Asking for information
” Kax sanpocumv dannvie/ymouHumo
ungopmauuio
I need some information about ... — Mue nyxna ungopmayus o ...

Could you give me a few details? — He mozenu 601 Bor npedocmasums mie Gonee
noopobHyto ungopmauuio o... ?

When could you give us...? — Kozda Bor cmoseme npedocmasumo Ham...?

Can you tell me...? — He moznu 6vi Bt coobusumy mHe...?

” Leaving and taking messages

” Kak moycHo ocmasumo/npunsameo coobuierue
Can I leave him a message? — Mozy 1u st ocmasumo emy coobujerue?
Can I give him a message? — Mozy nu 51 ocmasumv 0715 Hezo coobuyerue?
I'll pass that on her — 4 e amo nepedam

Could you ask her to get back to me? — He moznu 6o 661 nonpocume ee
nepe3soHUMb MHe?
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Could you tell him/her that I rang? — He moznu 6v1 6v1 nepedams eay/ eii, umo s
380HuUn(a)?

Could you ask him/her to call me back? — He moznu b1 Bort nonpocumo ezo/ ee
nepe3soHuUmy MHe?

I'm afraid there’s no answer. Can I take a message? — Bowocw, Hukmo He
omaeuaem. Mozy nu s umo-nubo nepedamov?

” Asking for repetition
” Kax nonpocumv noémopumv omeem)/
ungopmayuio
Sorry, I didn’t quite catch that. — K comanenuio, st ne paccnviman(a).

Could you repeat that, please? — He moznu 6v1 Bot ewje pas amo nosmopumo,
noxcanyticma?

Could you speak up a little? — He amoznu 6v1 661 2080pump Hemmozo nozpomue?

Sorry, I didn’t hear what you said. — K cosaneruio, s ne cnoiwan(a), umo Boi
ckasanu.

What did you say the.... was? — Tax Bot ckazanu, umo... 6vin(a)...?

” Calling someone back
” Kak nepe3géonumuv Komy-Hub6yov
Sorry, I'm really busy at the moment. Can I call you back later today/ in ten

minutes? — K coxanenuo, s ouenv 3ausm 6 0anHwviil momenm. Moey nu st
N03B0HUMb 6aM N03Jie 6 meueHue OHs/uepes 0ecsTmb MuHym?

I'm actually talking to someone on the other line. — B danwuviii momerm s
paszosapusao no napaienvHoLl AUHUY.

I think i’ve got your number, but can you give it to me again just in case? — A
oymaro, umo y meHs ecimv Baws Homep, Ho He moenu 6vt Boi 0amv mHe e2o cHO8a
Ha 8cAKULL cryuaii?
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” Making arrangements

” Kak 00z060pumuvcst 0 6cmpeye no meneony

Could we meet some time next month? — He moznu 661 mvr scmpemumucs 8
cnedytouem mecsiye?

I was wondering if you might have time to meet next week. — 4 xomezn(a)
ymouHumo, He 6ydem nu 'y Bac epemenu scmpemumocs co MHOU HA credyouiell
Hederte.

It would give us a chance to talk about ... — 9mo nossonum nam nozosopumo o ...
When would be a good time? — Kozda Bam 6ydem yoobree?

When would suit you? — Kaxoe spems Bam 6onvuse nodxooum?

Would... at ... suit you? — Ilodoiidem nu Bam ... 6 ... ?

What about ...? — Kak nacuem ...?

Maybe you can pencil me in on Monday afternoon? — Mosem 6vime, v
cMoNceme 3aniucams MeHs Ha NOHede/IbHUK 80 Bmopoﬁ nonosuHe OHsA?

That would be fine! — 9mo 6vi10 6v1 npexpacto!
No, sorry, I can’t make it then. — Hem, « coxcaneruro, 51 sarsm(a) 6 smo epems.

Sorry, I'm too busy next week. — K coxcanenuio, st cnuwixom 3ansim(a) va
cnedytouseti Hederne

” Changing arrangements
” Kax énecmu usmenenue 6 0020860peHHOCD

We have an appointment for next month, but ... — ¥ nac 6vina nasnauena
scmpeua 8 credyroulem mecsive, 00HAKo ...

I'm afraid I can’t come on that day. — Bowocw, 51 He cmozy npuiimu 6 mom deno.
I'm afraid something has come up. — K coxcanenuio, y mens usmenunuce nnaro..

I was wondering if we could reschedule our appointment. — 4 xomen(a)
YMOUHUMY, MO/ Obl Mbl NEPeHeCU HAULY 6cmpeny.
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Could we fix an alternative? — Mosem nu mor dozosopumucs 0 Opyzom epemeHu?

” Confirming information/action
” Kax noomeepoumv ungopmavuro/oeiicmeue

So... — Mmakx,...
Can I check that? You said ... — [Jasaiime, s nposepio ewje pas? Bui ckasanu ...
To confirm that ... — /[ns mozo, umo6v: noomeepoums ...

Can you/Can I confirm that by fax? — He moznu 61 Boi/Mozy nu s nodmesepoums
amo no gaxcy?

Fine. Shall I just read that back to you? — Omauuno. Mue npocmo sauumamo smo
Bam?

Let me just check. What you need is.... Is that right? — ITozsonvme rmre
nposepumv. Bam nyxcHo ... Bce npasunvro?

Could you spell that, please? — He amoznu 6v1 Bor npoustecmu amo no 6yxean,
noxcanyticma?

What exactly do you mean by...? — Ymo umenno sv umeeme 6 sudy noo ...?
Sorry, I don't follow you. — IIpocmume, st ne coscem Bac nonumaro.

Are you saying that...? — Bu cosopume, umo ...?

I'll check it out right away. — A npsawmo ceiiuac amo nposepro.

I'll get on to it immediately. — 4 cpasy sce amum saiimyco.

I'll call you back as soon as I can. — A nepessonio Bam xax monvko cmozy.

”Ending a call
” Kak 3aéepuiumo pa3zoeop

Thanks for your call. Bye now. — Cnacu6o 3a 3sonox. Iloka.
Thank you for your call. Goodbye. — Cnacu6o 3a Baw 3s0nox. Jlo ceudanus.

Thanks very much for your help. — Bonvuioe cnacu6o 3a Bauty nomousp.
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Do call if you need anything else. — O6szamenvio ssonume, ecnu Bam
nOHAO0OUMCS umMo-HUOYOb euje.

I look forward to seeing you/your call/your letter/ your email/ your fax/ our
meeting. — A ¢ nemepnenuem xdy ecmpeuus ¢ Bamu / Bawezo 360nka / Bauiezo
nucvma / e-mail om Bac/ dpaxc om Bac/ nawetl scmpeuis.

Goodbye and thanks. — o céudarus u cnacu6o Bam.

Bye for now. — JJo ceudanus
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