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—

Style Guide

Russian

Welcome to the Microsoft Localization Style Guide for Russian. This guide will help you
understand how to localize Russian content in a way that best reflects the Microsoft
voice.

Before you dive in:

e Make sure you understand the key tenants of the Microsoft voice.
e Familiarize yourself with the recommended style references in Russian.

1.1 Reference material

Unless this style guide or Microsoft Language Portal provides alternative instructions,
use the orthography, grammar, and terminology in the following publications.

Normative references

Adhere to these normative references. When more than one solution is possible,
consult the other topics in this style guide for guidance.


https://www.microsoft.com/en-us/language

1. TMpaBuna pycckor opdorpadunm n NyHkKTyaumn. NMoaHbIM akageMmnyeckmii CNpPaBoOYHNK. —
ACT-TMpecc, 2020 .

2. TonkoBblI cnoBapb pycckoro si3bika. Hanpumep, Oxeros C. U., Leegosa H. HO.
ToNKOBbIV C/I0Bapb Pycckoro a3bika / Poccuiickas akagemMus Hayk. IHCTUTYT pycckoro
A3blka UM. B. B. BuHorpagosa. — M.: Mup 1 O6pasoBaHue, 2017.

3. Opdorpaduuecknin cnosapb. Hanpumep, Pyccknin opdorpadumueckmin cnosapb /
Poccuiickaa akagemusa Hayk. IHCTUTYT pycckoro a3bika um. B. B. BuHorpagosa / O. E.
ViBaHoBa, B. B. JlonatunH (oTB. pea.), V. B. Heuaesa, /1. K. Yenbuosa. — Mocksa, 2005.

4. CnpaBOYHWMK NO NPaBOMUCAHWUIO N UTepaTypHo npaske / [. 3. Po3eHTanb; noa pea. V.
b. Flony6. — M.: Anpuc-npecc, 2016.

Informative references

These sources may provide supplementary and background information.

1. A. 3. MunbuuH, J1. K. Yenbuosa. CnpaBoYHMK nsgatens n astopa. PegakuyMoHHO-
n3patenbckoe opopMaeHME N3aHnsA. 2-e n3jaHne, UCNpPaBAEeHHOE N AOMOAHEeHHoe. M.:
OJIMA-Mpecc, 2003.

2. http://www.gramota.ru (be careful when using spravka.gramota.ru as there can be some

mistakes there)

Pycckasa rpammatumka / AH CCCP. NH-T pycckoro a3bika. T. I-Il. — M.: Hayka, 1980.

4. Tony6 N.b. Ctnaunctumka pycckoro a3bika. — M., 1997.

w

2 Microsoft voice

Microsoft's brand personality comes through in our voice and tone—what we say and
how we say it. The voice used across Microsoft products, services, and experiences
hinges on crisp simplicity.

Three principles form the foundation of our voice:

Warm and relaxed: We're natural. Less formal, more grounded in honest conversations.
Occasionally, we're fun. (We know when to celebrate.)

Crisp and clear: We're to the point. We write for scanning first, reading second. We
make it simple above all.

Ready to lend a hand: We show customers we're on their side. We anticipate their real
needs and offer great information at just the right time.


http://www.gramota.ru/

The Microsoft voice targets a broad set of users from technology professionals and
enthusiasts to casual computer users. Although content might be different for
different audiences, the principles of the Microsoft voice are the same. However, the
Microsoft voice also requires us to keep the audience in mind. Choose the right words
for the audience: use technical terms for technical audiences, but for consumers use
common words and phrases instead.

These key elements of the Microsoft voice should extend across Microsoft content for
all language locales. Each language has specific choices in style and tone that evoke the
Microsoft voice in that language. The following guidelines are relevant for US English
and for many other languages.

2.1 Choices that reflect Microsoft voice

Translating Russian in a way that reflects the Microsoft voice means choosing words and
grammatical structures that reflect the same style as the source text. It also means
considering the needs of the audience and the intent of the text.

The general style should be clear, friendly, and concise. Use language that resembles
everyday conversation, rather than the formal, technical language that's often used in
technical and commercial content.

When you're localizing source text written in the Microsoft voice, feel free to
choose words that aren’t standard translations if you think that's the best way to stay
true to the intent of the source text.

Because the Microsoft voice has a conversational style, translating the source text
literally may produce target text that's not relevant to customers. To guide your
translation, consider the intent of the text and what the customer needs to know to
complete the task.

2.1.1 Flexibility

It's important for translators to modify or rewrite translated strings so that they are
appropriate and sound natural to Russian customers. To do so, try to understand the
whole intention of the sentences, paragraphs, and pages, and then rewrite just like
you're writing the content yourself. Sometimes, you need to remove unnecessary
content.



English text example Russian text example

collection.

popcorn.

Whether you're an aspiring Annie
Leibovitz—or just take occasional
pictures of the kids—Windows can
help you organize, fix up, share, and
show off your growing photo

A friend recently asked me how | use
Windows 10 for work. That's too
long a conversation for one lunch.

doTorpadum.

And now you're done—unless (like
me) you still need to go burn the

NTaK, MOXXHO HauMHaTb NnPoOCMOTP.

He BaxxHO, fiBNSi€TECH 1N Bbl BCEMUPHO N3BECTHbIM
doTorpadom mam npocto ntobute poTtorpadmpoaTtb
cBoux geten, Windows nomMo>xeT BaM AennTbCs
CHUMKaMWK, a Takxe ynopago4mBaTh, pejakTMpoBaTth 1
AEMOHCTPMPOBATh CBOKD PaCTYLLYHO KOANEKLMIO

HezaBHO Apyr cnpocun MeHs, Kak s UCMOo/b3yHo
Windows 10 B pabote. B Byx cnoBax 06 3ToM He
pacckaxelub.

2.1.2 Precision

Omit needless words—don't use two or three words when one will do. But keep clarity
and readability in mind.

Source Do Don’t Comment
Follow these YT06bI CMEHUTD YT06bI CMEHUTD npvBeAeHHble
steps to CBOM CBOW Mapo/ib, BbIMOAHUTE | HWXKe sounds
change your naponb, caenavite npuBeAEeHHbIE HMXKE too long and
password. cnepyroLee: AEeNCTBUS. formal.

Go to
Programs in OtkpownTe OtkponTe Mporpammbl B .

9 P P porp Sometimes

the Control Mporpammbl B naHenu .
: o you can omit
Panel. Find naHenu ynpasaeHus. | ynpasneHua. Hangute hole bhrases
. : o . . w

Office 365 in Harigute Office 365 | Office 365 B cnncke . avoiz

the list of N HaXKMUTE KHOMKY nNporpamMm 1 HaxxmmuTe -
overexplaining

programs, and | BoccraHoBUTb nau KHonky BocctaHoBUTH .

. . and repetitions.
click Repair or | U3meHUTb. nan A3meHunTb.
Change.




Avoid unnecessary adverbs.

Source

issues were

shouldn’t

reading this

No accessibility

found. Persons
with disabilities

have difficulty

presentation.

Do

Hepocrtatkm

Jlroan ¢

UTEHWUW 3TOTO

YNTAEMOCTUN He
obHapy>eHbl.

OrpaHMYeHHbIMM
BO3MOXHOCTAMMW He
6yAyT NCnbITbIBaTb
3aTpyAHEHUM Npw

Don't

HepocTatkm
YMTAEMOCTU He
obHapy>eHbl. Jltoam ¢
OrpaHVYeHHbIMM
BO3MO>XHOCTAAIMUN He
6yAyT NCnbITbiBaTb
HWKaKMX 3aTpyAHEHUN
NPV YTEHUWN 3TOTO

Comment

Don't
overemphasize
the ease of use.

AOKYyMeHTa.
AOKyMeHTa.
Choose words with a clear meaning.
Source Do Don’'t Comment
Avoid words that
You can can be hard for
personalize Bbl MOXeTe some users to
your HacTpouTb cuctemy | Bbl understand, such
system by Tak, Kak Bam MOXeTe nepcoHanmsmposatk | as children or
choosing yAobHo, Bbibpas cuctemy, Bblbpas pasnunuHble | elderly people.
different pa3ninyHble rnapamMeTpbl. Some terms can
settings. rapaMerpel. be replaced by
generic words for
clarity.
Do you Avc?id translating
want to Bbl xoTute Bbl xoTute "th.IS" as AaHHbIU
keep this COXPaHMUTb 3TV COXPaHWTb AaHHble as it can Ieagl to
data? AaHHbIE? cBeAeHus? fgn:ulsllon with
ata.

Choose single-word phrases over multiple-word phrases—unless the multiple-word

phrase is friendlier and more familiar.




Source

Do you want to
cancel the delete
operation?

Do

Bbl xoTuTte
OTMEHUTb yaaneHue?

Don’t

Bbl xoTunTe
OTMEHWUTb onepayuo
yaanenua?

Comment

Beware of
such nouns
as onepauus,
npoueaypa,
aenicreue. If
there is
another
(verbal) noun
after them, in
the majority
of cases they
should be
deleted.

To avoid losing all
your work when
stuff like that
happens, make
sure AutoRecover
and AutoSave are
turned on:

Utobbl HE NOTepATb
pe3ynbTaTbl CBOEN
paboTbl B TakmXx
cnyyasx, BKaounuTe
aBTOCOXpaHeHue

M aBTOBOCCTAaHOBJIEHUE!

Ytobbl n3bexatb
noTepu pe3yabTaTtoB
cBOel paboTbl B TaKMX
cnydasx, ybeanrecs,
YTO aBTOCOXPaHeHne
7
aBTOBOCCTaHOB/IEHWNE
BKJIFOUYEHO:

In English
"make sure"
often means
that you
should do
some action,
not simply
check
whether it is
done.
Therefore,
just translate
structures
with "make
sure + verb"
as action
verbs.

Don’t use verbal nouns instead of verbs. Don’t convert verbs into the structure
"generic verb + verbal noun."




Source Do Don’t Comment

YT10bbI
YTobhl
To connect... MNOAKAHOUNTBLCA None
YCTaHOBUTb MOAKAOYEHME. ..
Beware of the verb
BbIMNOJIHUTBL: Often it
YTobbl YTobhl .
To delete... ANUTE BLIMOAHUTS VASTEH e can be changed into
i Ui an action verb with a
clearer meaning.

2.1.3 Words and phrases to avoid

The Microsoft voice avoids an unnecessarily formal tone. To write successfully in the
Microsoft voice in Russian, avoid the formal words and expressions listed in the table.

en-US . . -
Russian word or phrase to avoid Preferred Russian word or phrase
source
currentl B Z@HHbIA MOMEHT, B TEKYLLNIA o
Y A , yi ceiivac
now MOMEHT
then,
BMOCNEACTBUN 3aTeMm, NOTOM, Jasiee, No3jHee, No3xe
afterwards
print BbIBECTU Ha MeyaTb pacrneyataTb
display BbIBECTM Ha 3KpaH nokasatb
do BbIMNOJIHUTb AENCTBUSA caenatb
above BblLLeyKa3aHHbIN YKa3aHHbIl, 3TOT
configure 3aaTb KOHPUrypaLuo HacTpowuTb
. . onpeaenuTtb, 06Hapy>XnTb, HaUTK
identify naeHTMPMLMpoBaTh e ' i ' '
nepeyncaunTb, ykasatb
be MMeTb MecTo 6bITb, BO3HMKATb U T. A.




6bITb MAM BOObLLE 63 NCNoAb30BaHMA
be NMeTbCA rnarona: There are 3 solutions to the
issue. = Y 3ToM npobaembl TpU peLLeHns
Ka3aHHble HUXE, CreayroLme
below HVXXenepeyncaeHHble y i CERPLOEE
nocnegyroume
obecneurBaeT BO3IMOXHOCTb,
helps no3BoaseT, moMoraet
NpesocTaBiseT BO3MOXHOCTb
obpatuTech Kk (When speaking o
refer to CM., Bbl MOXETe HalTu B...
about documents)
people No/ib30BaTENM noam
before, npesBapuTebHO CHauana, Ans Hayana, paHblue
previously Reasek ds P
be, exist NPWUCYTCTBOBATb 6bITb, HAXOANTHCS
be, exist CyLLLecTBOBATb 6bITb, 6€3 rnarona

2.1.4 Word choice

General rules
These are the general rules to guide your word choice:

e Use terms that are common in the business or industry.

e Use words that are specific (not vague) and crystal clear.

e Use words that are used in daily life by ordinary people. For example, don't use "bookish,"
official words such as npoueaypa (unless they are technical terms and are necessary in the
context).

e Use standard words, not slang.

e Try to use verbs, not verbal nouns.

Correct Russian

English text . Incorrect Russian translation
translation

Y1obbl CMEeHUTL CBOW [na nsmeHeHusa napons
naponb, caenante NCNONb3yKMTe NPUBEAEHHYIO HUXKE

cnepyrouee: npoueaypy.

Follow these steps to
change your password.




Terminology

Use approved terminology from Microsoft Language Portal where applicable—
for example, for key terms, technical terms, and product names.

Short word forms and everyday words

Writing US English text in the Microsoft voice means using the short, simple words
spoken in everyday conversations. In English, shorter words are generally friendlier and
less formal. Short words also save space on-screen and are easy to read quickly. Precise,
well-chosen words aid clarity, but it's important to use everyday words that customers
are familiar with.

In Russian, the Microsoft voice can be conveyed through similar means,
by using shortened words or short words used by people in daily conversation.

Russian word Russian word usage

Use it instead of anekmpoHHas nouma, if it's clear that

email rnoyTa .
the sentence refers to email.
email Use it instead of coobweHue snekmpoHHoU noumel, if
coobuleHne, NMcbMo | ., .
(message) it's clear that the sentence refers to an email message.

Use it instead of the literal translation, omnpasume

to email HanucaTb B coobujeHue 31eKmpoHHOU NoYmel 8 C1yx6y Nodoep KKU.
(support) CNyX6y noasep>KKn You can also use another translation if it suits your
context better.

You can omit nosb3osamens if it's clear from the

user context that the user is meant. If the context doesn't
y4yeTHas 3anucb
account make that clear, use the full form: yuem+as 3anuce
no/sb3osamens.
<pam cnam Use it instead of HexxesnamesnoHas nouma if you need to
P save space or use more informal language.
Use it instead of 310ymeiwuneHHUk where appropriate.
hacker G Use modern words that sound natural and have made it

into dictionaries. Remember that you can request to
change a term if you find that it's obsolete or unnatural.



https://www.microsoft.com/en-us/language

Here are some more examples of casual terms that may be helpful:

English source Russian term Russian casual term usage

ID na
hard disk

flag dnar

KECTKUIN ANCK  AWCK

NAEHTUPUKATOP, KOA

bnaxok

2.1.5 Word-for-word translation

Avoid word-for-word translation, which can make the contents hard to understand and
even ridiculous sounding. It also makes the tone stiff and unnatural. The text may be
split into different sentences if that helps to simplify the translation. Sometimes you can
omit descriptors before product names to make the text snappier.

English text

Correct Russian translation

Incorrect Russian
translation

You'll never miss a
racquetball game or
forget an anniversary.
And, if you click Delete,
no one has to
remember your
birthday.

Ever open a closet and
see a sport coat you
hadn’t worn in two
presidential
administrations?

There's nothing more
frustrating than
installing a hot new
title and finding out it
doesn't play.

Bbl HMKOraa

He nponycTuTe GyTOONAbHBIN MaTy U He
3abyseTe O rof0BLUNHE CBOEM
cBagbbbl. A eCciv HaXxkmeTe KHOMKY
Ypanutb, He obuxkalTech, eI HUKTO
He BCMOMHWT O BalleM AHe POXAEHUS.

Bbl korga-Hnbyab HaxoAnAN B CBOEM
wkady CMOPTMBHYIO KypPTKY, KOTOPYHO
CTO NIeT He HajeBanun?

HunuTo He paccTpamBaeT 60blUE, YEM
HEBO3MOXHOCTb 3anyCTUTb TOJILKO YTO
YCTaHOBJ/IEHHYHO HOBYHO UTPY.

Bbl HMKOraa He
nponycTuTe urpy B
6acketbon n He 3abygete
O roAoBLIVHe. A ecin
HaXkmeTe KHOMKY
Yaanntb, HAKTO He
0653aH NOMHUTb O
BalLEM JHE POXAEHMA.

Koraa-Hnbyab
obHapyXxvBanu B
COBCTBEHHOM LUKady
CMOPTUBHYHO KYPTKY,
KOTOPYHO He HazZeBau 3a
BpeMs JByX
npe3naeHTCKUX CPOKOB?

HunuTo He MoXxeT Tak
paccTpouTb, Kak
CUTyaLms, KOraa Bbl
yCTaHaBAVBaeTe Camyto
HOBEWLLYIO Urpy U




o6Hapy>KMBaeTe, UTo €€
HEBO3MOXXHO 3amnyCTUThb.

2.2 Sample Microsoft voice text
The following sections have examples of source and target phrases that illustrate the intent of

the Microsoft voice.

2.2.1 Focusing on the user action

To make choices and next steps obvious for the user, focus on the action that the user

needs to take.

Russian target

US English

The password isn't
correct, so try again.
Passwords are case-
sensitive.

3TO HenpaBUAbHbIN NapPob.
MonpobywTe elle pa3. He
3abbIBaliTe NPo perucrp.

Explanation

The user has entered an
incorrect password, so provide
the user with a short and
friendly message that lets them
know that they need to try
again.

This product key didn't
work. Check it and try
again.

DTOT K/HOY NPOAYKTa He
nogowen. NpoBepbTe €ro
nonpobyuTe ele pas.

The user has entered an
incorrect product key. The
message casually and politely
asks the user to check it and try
again.

All ready to go

Bce rotoBo

A casual and short message
informs the user that setup has
completed and the system is
ready to be used.

Would you like to
continue?

Bbl xOTUTE NPOAOMKNTL?

The use of the second-person
pronoun "you" is a polite way
to ask the user if they would
like to continue.

Give your PC a name—
any name you want. If
you want to change
the background color,

HazoBuTe cBOW KOMIMbHOTEP Tak,
KakK BaM HpPaBUTCA. Ecav Bbl
XOTUTE NSMEHNTb LIBET CI)OHa,
OTK/IKOUNTE BbICOKYHO

Address the user directly, using
the second-person pronoun, to
help the user to take the
necessary action.




turn high contrast off
in PC settings.

KOHTPACTHOCTb B OKHe
«[MapameTpbl KOMMbIOTEPA».

2.2.2 Explanatory text and providing support

US English

The updates are
installed, but Windows
11 Setup needs to
restart for them to
work. After it restarts,
we'll keep going from
where we left off.

Russian target

O6HOB/IEHNS YCTAaHOBNAEHBI, HO
HY>KHO nepe3anycTuTb Nporpammy
yctaHoBku Windows 11, utobbl
npvMeHuTb Ux. Mocne nepesanycka
Mbl NMPOAO/IXMM C 3TOr0 MecTa.

Explanation

The language is natural,
the way people talk. In this
case, the voice is
reassuring, letting the user
know that we're doing the
work. The use of "we"
contributes to a personal,
friendly tone.

If you restart now, you
and any other people
using this PC could lose
unsaved work.

Ecan Bbl Nnepesarpysute KomnbroTEp,
Bbl W ApYrve N0AW, NCNONb3yoLLne
ero, MoxeTe

noTepsATb HECOXPaHEHHbIE AaHHbIE.

The tone is clear and
natural, informing the user
what will happen if this
action is taken.

This document will be
automatically moved to
the right library and
folder after you correct
invalid or missing
properties.

TOT AOKYMEHT ByseT aBTOMaTnyecku
nepemMeLleH B HY>XXHY0 brubanoteky
WK Nanky, Kak TObKO Bbl MCMpaBUTe
HeAOMyCTMMble AN OTCYTCTBYHOLLME
CBOWCTBA.

The text is informative and
clearly and directly tells
the user what will happen.

Something bad
happened! Unable to
locate downloaded files
to create your bootable
USB flash drive.

Kaxxetcs, y Hac npobaema. He
yAan0Cb HaNTU cKayaHHble Ganbl,
yTObbI CO3zaTh 3arpy3ouHoe USB-
YCTPOWCTBO.

Short, simple sentences
inform the user what has
happened.

2.2.3 Promoting a feature

US English

Russian target

Explanation

Picture password is a
new way to help you
protect your

touchscreen PC. You

lpaduryeckmii Nnaposib — 3TO HOBbI
Cnocob 3aLLnTbl KOMMBHOTEPOB C
CEHCOPHbIMU 3KpaHaMu.

YT06bI CO34aTb CBOM YHUKANbHbIN

The text promotes a specific
feature through the use of
the present active tense (Bbl
BblbupaeTte) instead of a




choose the picture—
and the gestures you
use with it—to create
a password that's
uniquely yours.

naponb, Bbl Bb|6mpaeTe KapTUHKY n
NnpnAyMbIBa€TE, Kakne XecCTbl
MCMNo1b30BaTh.

neutral contruction (Hy>Ho
BblbpaTb) or imperative
(BbIOEpPUTE).

The order of clauses is
changed for a more natural-
sounding text in Russian.

Let apps give you
personalized content
based on your PC's
location, name,
account picture, and
other domain info.

Pa3peLLIMTb NPUIOXKEHNAM
npeanaratb BamMm
nepcoHaan3npoBaHHOE CoaepXMMoe
Ha OCHOBE CBeAeHI/Il‘/JI o
pacnonoXxeHnn KoOMnbOTEPAa, BalleM
MMEHW, aBaTape N JOMEHE.

Promoting the use of apps:
depending on the context,
commonly used words, such
as aBatap, can help make
the text sound familiar and
friendly.

2.2.4  Providing how-to guidelines

m Russian target Explanation

To go back and save your
work, click Cancel and
finish what you need to.

To confirm your current
picture password, watch
the replay and trace the
example gestures shown
on your picture.

It's time to enter the
product key. When you
connect to the internet,
we'll activate Windows for
you.

YT06bI BEPHYTLCA Y COXPaHUTb
CBOW AaHHblE, HAXXMUTE KHOMKY
OTmeHa.

(v

Ytob6bl NOATBEPANTL rPpadmyUecknin

napob, MPOCMOTPUTE €ro elle pas .

N NMOBTOPUTE XKEeCTbl, MOKa3aHHbIE
Ha KapTUHKE.

MNMopa BBECTU KAKOY MPOAYKTa.
Korga Bbl mogxatoumTech K
NHTepHety, Windows
aKTVBMpyeTca.

3 Inclusive language

The second-person pronoun
and short, clear direction help
the user understand what to
do next.

The tone is simple and natural.
The user isn't overloaded with
information; we tell them only
what they need to know to
make a decision.

The second-person pronoun
"you" and direct, natural
language clearly tell the user
about entering the product
key.

Microsoft technology reaches every part of the globe, so it's critical that all our
communications are inclusive and diverse. These guidelines provide examples on how to
use inclusive language and avoid habits that may unintentionally lead to
marginalization, offense, misrepresentation, or the perpetuation of stereotypes.




General guidelines
Comply with local language laws.

Use plain language. Use straightforward, concrete, and familiar words. Plain and
accessible language will help people of all learning levels and abilities. Some examples
include using a two-syllable word over a three-syllable word or several clear words
instead of one complicated term or concept.

Be mindful when you refer to various parts of the world. If you name cities,
countries, or regions in examples, make sure they're not politically disputed. In examples
that refer to several regions, use equivalent references—for example, don't mix
countries with states or continents.

In text and images, represent diverse perspectives and circumstances. Depict a
variety of people from all walks of life participating fully in activities. Show people in a
wide variety of professions, educational settings, locales, and economic settings.

Don't generalize or stereotype people by region, culture, age, or gender, not even if
the stereotype is positive. For example, when representing job roles, choose names that
reflect a variety of gender identities and cultural backgrounds.

Don't use profane or derogatory terms.

Don’t use slang that could be considered cultural appropriation.

Don't use terms that may carry unconscious racial bias or terms associated with
military actions, politics, or controversial historical events and eras.

Use this Not this Use this Not this
English examples Russian examples
primary/subordinate | master/slave TNaBHbIA/MOAYMHEHHBIN | XO38MH/NOAHEBO/bHbIN
homeless bum 6e310MHbIN BoMXK
stop responding hang He oTBeyvaeT TOPMO3UT
expert guru sKcnepT/cneymnanmnct rypy
meeting pow wow cobpaHune/BcTpeya cTpesnka




colleagues; everyone;

guys; ladies

KO/Neru; Bce;

pebaTa; MapHW; Aambl 1

all and gentlemen | konnekTvB rocrnoja
labor
migrant/migrant illegal alien TPYZAOBOW MUTpaHT ractapbantep
worker

- mother or oanTens/poanTent Mama 1 nana; oTeL, 1
P father PoA Pk MaTb

3.1 Avoid gender bias

Use gender-neutral alternatives for common terms. Avoid using the masculine or
feminine gender when referring to the user. Use neutral structures and select verbs that

don't have gender bias.

The table below contains examples of gender-specific constructions that should be
avoided in Russian and the alternative that should be used to promote gender

neutrality.

Use this

Al npuHumato ycnosus

JINUEH3VNOHHOIO CcornalleHuna

MHoro npounTaHa/n3ydyeHa
NoINTUKA KOHOUAEHLIMANIBHOCTH

Not this

Russian examples

fl cornaceH c ycnosuamu
JNMUEH3NOHHOrO CornalleHms

1 03HaKOMUACSA C MOAUTUKOWM
KOHq)I/IAeHLI,I/IaﬂbHOCTI/I

Comments

Please keep
gender neutrality.

Please keep
gender neutrality.

When presenting generalization, use plural noun forms (for example, s1100u,
KoJ/l/lekmue, KoJ1/1e2u, no/ib3oeamenu, etc.).

Don't use gendered pronouns (oHa, ee, oH, e2o, etc.) in generic references. Instead:

e Rewrite to use the second (plural form) or third person (plural form).

e Rewrite the sentence to have a plural noun and pronoun.

e Try not to use pronouns before nouns (for example, dokymeHm instead of ezo

dokymeHm).

e Refer to a person's role (4wumamesne, compyOHuk, 3aka3zduk, or kaueHm, for example).




Use this Not this Use this

Monb3oBaTenb C
COOTBETCTBYHOLLNMM
npaBamu MoOXxeT
HaCTpPOUTb Napoau
APYrux nonb3oBaTenen.

A user with the If the user has the
appropriate rights  appropriate rights,
can set other users' he can set other
passwords. users' passwords.

A developer needs
Developers need
access to servers

access to servers in i his Pa3paboTumkam HyxeH
their development [OCTYN K cepBepaM B KX
. development
environments, but . cpese pa3paboTku, HO
, environment, but

they don't need , MM He HY>XEeH AOCTyn K
he doesn't need

access to the cepsepam Azure.

. access to the
servers in Azure. .
servers in Azure.

To call someone,
select the person's
name, select Make
a phone call, and
then choose the
number you'd like
to dial.

To call someone,
select his name,
select Make a
phone call, and
then select his
number.

YT106bI NO3BOHUTH
No/b30BaTesto,
BblbepuTe UMms,
BblbepuTe «[103BOHUTL»
1 BbibepuTe HOMep.

Not this

English examples Russian examples

Ecan Yy nosb3oBarTesiAa
€CTb
cooTBeTCTBYHOLME
npaBsa, OH MOXET
HaCTPOWUTb Naposn

APYrmx
rno/sb30oBaTesien.

Pa3paboTumky Hy>xeH
AOCTYN K cepBepam B
ero cpegse pa3paboTky,
HO eMy He Hy>eH
AOCTYN K cepBepam
Azure.

YT106bI NO3BOHUTH
NoJ1b30BaTEeNO,
BbibepuTe ero nms,
BbibepuTe
«[103BOHUTb» U
BblbepuTe ero Homep.

In cases where the person is represented by a placeholder/variable to be replaced by a
name, use neutral “Mosnb3oBateny” before placeholder or the verb ending in

parentheses.

Example:

Source text: {user} replied to your message

coobuieHme. coobuieHme.

Monb3oBatens {user} OTBETUA Ha Balle {user} oTBEeTUA Ha Balle




{user} oTBeTUA(-a) Ha Balle coobLleHMe. {user} oTBeTMNA Ha BaLle
coobuleHme.

When you're writing about a real person, use the pronouns that the person

prefers, whether it's oH, oHa, oHu, or another pronoun. It's OK to use gendered pronouns
(like oH, oHa, ezo, and ee) when you're writing about real people who use those
pronouns themselves.

Note: Gender-neutral language should be used in new products and content going
forward, but it's acceptable that we don't update all existing or legacy material.

3.2 Accessibility

Microsoft devices and services empower everyone, including people with disabilities, to
do the activities they value most.

Focus on people, not disabilities. Don't use words that imply pity, such
as nopasunabosesHewith or cmpadaemuem-aubo. The preferred option is not to
mention a disability unless it's relevant.

Use this Not this Use this Not this
English examples Russian examples
NHBaNWJ, Kaneka;
person YeNoBeK/NOAN C
. . yesioBek/Ntoan ¢ 0cobbiMU
with a handicapped OrpaHNYeHHbIMM
L notpebHoCcTAMM
disability BO3MOXXHOCTAMMW/C
bU3NYECKMM HEeAOCTATKOM
yenoBek 6e3 0cobbix
person <
. normal person; noTpebHOCTEW; YenoBek, He . .
without a < " HOpPMaJibHbIW; 340P0BbIN
o healthy person  oTHocAwWwMICA K kKaTeropum "c
disability 7
0CO6bIMU NOTPEBHOCTAMM
sign .
body language >ecToBbIN A3bIK A3bIK XXECTOB
language

Use generic verbs that apply to all input methods and devices. In procedures and
instructions, avoid verbs that don't make sense with alternative input methods used for
accessibility.



Use this Not this Use this

English examples Russian examples

Select Click Bbibepute/BbibpaTh  HaxkmuTe/HaxaTb; LLEeNKHNTE/LEeNKHYTb

Keep paragraphs short and sentence structure simple. Read text aloud and imagine
it spoken by a screen reader.

Spell out words like naroc and oxos0. Screen readers can misread text that uses
special characters like plus sign (+) and tilde (~).

4 Language-specific standards
This part of the style guide contains information and guidelines specific to Russian.
4.1 Grammar, syntax and orthographic standards

This section includes information on how to apply the general language and syntax rules
to Microsoft products, online content, and documentation.

4.1.1 Abbreviations

You might need to abbreviate some words in the Ul (mainly buttons or option
names) due to lack of space. This can be done in the following ways.

List of common abbreviations:

Expression Acceptable abbreviation ‘

cTpaHuLa cTp.
PUCYHOK puc.
cmoTpute CM.

M Tak ganee nT. A
“ ToMy nogobHoe | n T. n.




yac Y
MWUHYyTa MUH
cekyHza C
roa r.
Mecsal, mec.
Heaens Hea,
JleHb AH.
Knnobaut Kb
mMerabant Mb
KMnobut KOuUT

Don't abbreviate such words as Hanpumep. Moreover, don't abbreviate other
words arbitrarily; use only the commonly accepted abbreviations listed above.

4.1.2 Acronyms

Acronyms are words made up of the initial letters of major parts of a compound term.
Some well-known examples are WYSIWYG (What You See Is What You Get), DNS
(Domain Name Server), and HTML (Hypertext Markup Language).

Localized acronyms
English acronyms with a well-known Russian translation should be translated.

No ending is added to the acronym.

Example:

en-US source Russian target ‘

RAM o3y

OS OoC




Don't use the abbreviation MK for "PC" unless there are space restrictions; use
komnbroTep instead. You can also use IK to distinguish between a PC and a Mac (as in 5
MK nan komnerotepos Mac).

Unlocalized acronyms

Acronyms that don't have an established translation will be used as they are in English.
The following general rules apply:

e No ending is added to the acronym. If there is a plural ending in the source, use a
singular form in Russian, and try to reflect the plural meaning by other means (for
example, use the plural form for the verb, modifier, or descriptor).

e The gender of the acronym is determined by the main word in the full translation.
Descriptors (usually the main words from the translation) can be added to provide for
the declination, but they can be omitted if there are length restrictions (for example in
Ul) or for the sake of fluency. Don't omit the descriptor if doing so leads to ambiguity.

e There used to be a general tendency to expand English acronyms, translating them as
descriptive phrases in Russian. That led to the expansion of text and sometimes resulted
in truncations. To avoid this problem, try to use English acronyms without a
descriptive Russian translation.

4.1.3 Capitalization

Follow standard capitalization conventions and use sentence casing for titles and
headings. This means capitalizing only the first word of a title or heading, just like you
would in a normal sentence. For example, in Russian proper nouns that consist of several
words, capitalize only the first word. Here are more examples:

English Incorrect usage Correct usage Comments

The names of things like
exit Design | BbIxog U3 pexxnma BbIXOJ, U3 pexunma modes and wizards aren't
view KoHcTpykTOpa KOHCTpyKTOpa capitalized when referred to
descriptively.

More JononHutenbHble JononHntenbHble The word "chapter" (and
details in cBeJieHVsa cM. B [naBe | cBefeHus cM. B riaBe | similar units) isn't
Chapter 25. | 25. 25. capitalized.

Capitalize Microsoft

product names that sound like
generic nouns and could be
confused with them.

Open

OTKpOMTE KaneHpapb OoTKpoiTe KaneHaapb
Calendar




In general, follow the capitalization used in the English source when translating Ul
elements and stylized text, such as marketing campaigns. For example: “Select the Edit
button” should be translated as "HaxmuTe kHONKy «/3MeHNTb»".

4.1.4 Conjunctions

Use of conjunctions is another way to help convey a conversational tone. For example,
starting a sentence with a conjunction can convey an informal tone and style.
Translators can freely add conjunctions to connect ideas in a way that sounds natural.

Source text example Russian text example

Add a display picture or video clip
of yourself at the top of your
window. Or use a dynamic display
picture—a picture that changes
when you send emoticons to your
friends.

And with 64-bit support, you can
take full advantage of the latest in
powerful 64-bit PCs.

But if you and your laptop will be
going mobile a lot, smaller might
be better: screen is a major factor
in both a laptop's weight and its
battery life.

[lo6aBbTe KapTUHKY MW BUAEO3aNNCh B BEPXHEW YacTu
OKHa. Vv ncnonb3synTe XMBYO KapTUHKY, KOTOpas
N3MEeHSAETC BMeCTe C BallMM HacTPOEHNEM.

A bnarogaps noaaepxke 64-paspsagHbiX CUCTEM Bbl
MOXeTe MCMONb30BaTb BCE MPENMYLLECTBA HOBEMLLMX
TEXHOJIOTUIA Ha MOLLHBIX 64-pa3psaHbIX KOMMbIOTEPaX.

Ho ecau Bbl Nn1aHMpyeTe ncnonb3oBaTb HOYTOYK
NpenMyLLLeCTBEHHO B NyTW, HEH6O/IbLLOW pa3mep MOXeT
6bITb 60ON€E NPeAnoYTUTENIEH: pa3Mep 3KpaHa — 3TO
OCHOBHOW $aKTop, BAVAIOLLMI Ha BEC YCTPOWUCTBA U
Bpems paboTbl OT baTapew.

In Russian, writing in the Microsoft voice avoids formal conjunctions:

en-US source text Russian old use of conjunctions

Russian new use of conjunctions

because BC/I€ACTBME TOTO, YTO Tak Kak, 13-3a TOro, 4To
because MOCKOJIbKY Tak KakK, MOTOMy 4TO

in order to B LlesiIfiX, C LieNbto yTOObI, AN

but OJlHaKo HO




4.1.5

Localizing colloquialisms, idioms, and metaphors

The Microsoft voice allows for the use of culture-centric colloquialisms, idioms, and
metaphors (collectively referred to as "colloquialism").

To express the intent of the source text appropriately, choose from the following

options:

e Translate the intended meaning of the colloquialism in the source text (as opposed to
literally translating the colloquialism).
e Replace the source colloquialism with a Russian colloquialism that means the same thing
in that particular context.
e If the colloquialism can be omitted without affecting the meaning of the text, omit it.

Omit any references to colloquialism in the translation.

e Alittle humor is OK, but it must be used very carefully. Avoid colloquialisms and idioms
that might be offensive or too expressive. For example, don't use irony or sarcasm, and
don't use jokes that might not be understood by elderly people. Don't use jokes that are
very popular now or refer to the latest movies, TV programs, and other pop culture
events because they might cease to be funny very soon. Don't use too many jokes on
one screen. Be mindful of cultural considerations and globalization.

English example ‘

With Windows 11,
you can set up your
PC in no time

Russian example

C Windows 11 HacTpoWka
KOMMblOTepa 3aiMeT cHumaHvoie
CeKyHOWbI.

Comment

If possible, replace the source
colloquialism "in no time"
with a Russian colloquialism
that fits the same meaning.

"At home, work, or
school—do
everything you need
to in record time”

"[loma, Ha paboTe nan B LWKone —
BbINOJIHANTE BCE HEOOXOANMbIE
3aZa4un MOMeHMasibHo".

If possible, replace the source
colloquialism "in record time"
with a Russian colloquialism
that fits the same meaning.

We've hit a snag...

KaxeTtcs, y Hac npobsema...

You can use a neutral word
(npobnema) if a colloquial
expression sounds awkward.

Uploads are limited to
100 MB. Got
something smaller?

MakcrManbHbIn pa3mep danna —
100 Mb. Xomume po06aButb uto-
HWOyAb NOMeHbLUEe?

Literal translation (EcTb uTO-
HMbyab NnomeHbLwe?) might
sound rude and should be
avoided.

Bummer...

Bot docada...




Translating "bear with us"
literally would sound
awkward.

Working on it... Bear Mbi paboTaem Hag,
with us. 3TUM... [Todo>k0ume MUHymKy.

4.1.6 Nouns
Grammatical animation of program components

All program components and applications such as wizards, agents, clients, and browsers
should be treated as unanimated nouns in all Microsoft materials in Russian.

Incorrect usage ‘ Correct usage

ncnoJsib3oBaTh (KOro?) Mactepa | MCNo/b30BaTh (YTO?) MacTep

YyCTaHOBUTb (KOro?) KAneHTa YCTaHOBWUTb (YTO?) KNVEHT

Plural formation

Use the following standardized plural forms:

Singular Russian form Plural Russian form ‘

KOMMblOTEP KOMMbHOTEpPbI
ApaviBep ApanBepsl
cepsep cepBepbl
macTep MacTepbl

4.1.7 Numbers

This topic includes guidelines when to use numerals (the
symbol that represents a number, for example, 7, 2, 3, and 234) and when to spell out
numbers (for example, one, two, three, and two hundred thirty-four).

In Russian, one-digit numbers may be spelled out or written as numbers.

If possible, numbers should be spelled out at the beginning of a sentence. The numeral
is preferred with currencies and units of measurement, including such units as MB or GB.



Example:

[na yctaHoBKkM noTpebyetcs:
100 Mb cBO60OAHOrO MecTa Ha >KeCTKOM AMnCKe.

4.1.8 Prepositions

Be careful to use prepositions correctly in the translated text. Many translators,
influenced by the English source text, omit them or change the word order.

Preposition use is another consideration when trying to achieve a casual and
conversational tone. In the Microsoft voice, starting or ending a sentence with a
preposition is acceptable.

In Russian, avoid using formal, bookish prepositions.

Source text

. Inappropriate usage Appropriate usage
expression Pprop 9 pprop 9
due to BC/NEeACTBUE 13-3a, Tak KaK, MOTOMY 4TO, B CBf3U C
C MOMOLLbIO, NPU MOMOLLK, NyTeM, not
through nocpescTBOM - P pal
translated
in order, for B LeAsx, C Lenbro Ans
KacaTeNibHO,
about o
OTHOCUTENIbHO

4.1.9 Pronouns

In the Microsoft voice in Russian, personal pronouns are used much more often than in
traditional writing. Nevertheless, that doesn't mean that you should use a personal
pronoun in the translation whenever it's used in English.

For example, we translate "your" only when it applies directly to the user or the noun
belongs personally to them. We don't translate "your" when it serves a grammatical
purpose and doesn't have a meaning of its own or when it is obvious that something
belongs to the user. Specifically, we translate "your" in "your settings" (settings that the
user made) or "your files" (the user’s personal files), but not in "your hand" (it's obvious
that the text refers to the user’s hand, not somebody else’s), "connect your mouse"
("your" here doesn't add meaning, it simply means "a mouse").



"|I" n

The same applies to me," and "mine"—they're appropriate when the user is the
focus, but don't translate each and every "I," "me," and "mine," and avoid unnatural-
sounding sentence structures. Don't translate "you" and "I" as "nosnb3oBatenb" (user) as
we used to do.

Also remember that in some cases "your" and "mine" correspond to the
Russian pronoun «cBom».

The pronouns "we" and "us" usually refer to Microsoft or its products and should be
translated using the pronouns mbl and Haw. Avoid using Kopnopauusa Marikpocodr,
which was traditionally recommended. In general, avoid literal translations, and use
personal pronouns only if they sound natural. For example, don't translate "we" as "mbI"
if it refers to a service or system, not to a group of people.

Example:
Inappropriate usage ‘ Appropriate usage
MO>HO N3MEeHWUTb BPeEMA YCTaHOBKWN HOBbIX Bbl MO>XeTe N3MEeHUTb BpeMA YCTaHOBKM
06HOB/IEHUN. HOBbIX OBHOB/IEHW.
3anoMHWTb Napob 3anoMHMUTb MOW Napob
PekomeHayeTca perynsipHO apxvB1poBaThb Mbl coBeTyeM BaM peryaspHo
NN4YHble Gannbl. apxvBMpoBaTb CBOW Ganbl.
YCTaHOBUWTb 3TO NPUNOXEHNE? Bbl xOTWTe yCTaHOBUTL 3TO NpuaoxeHue?
Mbl gobaBnsem Baww dpannbl Ha cepeep. Baww pannbl gobaBnatotca Ha cepBep.
Windows nomoraet Bcem noab3osatensam — He BaX<HO, fiBNSieTECH 1N Bbl BCEMUPHO
Kak BCEMVPHO M3BECTHbIM poTorpadam, Tak U | U3BECTHbIM GoTorpadom nam NpPocTo
Tem, KTO NpPOCTo Ntobut potorpaduposatsb nobute potorpadmposatb CBOUX
CBOWX AeTein, — AeNnNTbCA CHUMKamK, a Takke | getert, Windows nOMOXeT BaMm JennTbCs
yrnopsagounBaTtb, pejakTupoBaTtb CHMMKaMW, a TaKkXXe ynopsaao4mBars,
1 JEMOHCTPUPOBATbL CBOKD PaCTYLLYHO peAaKkTMpoBaTh 1 AEMOHCTPUPOBATL CBOKO
Koanekunto potorpadpui. pacTyLLyto Koanekumo Gotorpaduil.
Ecan Ha koMnbloTEpe ecTb HECKONBbKO
< o Ecaun Ha BalueM KOMMbrOTEPE HECKObKO

YYETHbIX 3anuncei, To 4pyroin 4YenoBek MoXeT o <

< YYETHbIX 3amnncein, 4pyron 4enoBek MOXeT
BOWTM B CUCTEMY, BOCNOJIb30BABLLMNCH o

< BOWTW B CMCTeMy ObICTPOro nepektoveHms
PyHKLMEeN BbICTPOro nepektoyeHns <
< nosb3oBaTenel, a Bam Npw 3TOM He

nosb3oBaTenen, a TekyLemMy noib3oBaTento




npw 3TOM He NPUAETCA BbIXOAWTb U3 CUCTEMbI | NMPUAETCA BbIXOAWUTb U3 CUCTEMbI UK
WA 3aKpbIBaTb CBOW MpOrpaMmbl 1 dGambl. 3aKkpblBaTb CBOW NpOrpaMmsbl 1 Ganbl.

4.1.10 Punctuation
General rules

e Don't use abbreviations. It's OK to use approved acronyms, however.

e Avoid semicolons. Two shorter sentences are often better than a single long sentence
and are easier to read.

e You can use question marks in places like FAQs and headings to indicate direct
interaction with the user.

e In general, stick to Russian punctuation rules and don't copy the punctuation in the
source.

e Use a colon before all bulleted lists, even if the source sentences end with a period.
Exception: When the list isn't an actual bulleted list, but consists of several paragraphs,

it's OK to use a period.
Commas
Commas with Hanpumep
The word Hanpumep should be used with commas before and after it:

e Hanpwvmep, 3TO MOXET NPOU30ITH, €CAN AYeliKa yXKe YAaneHa C ncTa.
e CxaTue He yaeTcs BbINOMHUTb, HaNpUMep, NP Nepecbiake cxkaTbix $halrnos.

If Hanpumep is used at the beginning or at the end of an unattached clause
(060cobneHHbIN 060pOT), it isn't separated with a comma:

. 3ap,a|7|Te AonyCTMble eJNHWNLLBI, Hanpumep AI-OI7IMbI AN CaHTUMETpPBbI.

If Hanpumep is used within a parenthetical construction (BcTaBHas KOHCTPyKLMSA CO
ckobkamu), commas are used as usual:

e HekoTopble anemeHTbl (Hanpumep, CNUCKK pacCbiiKK) He yAaeTcsa 3KCNopTMpPOBaTh B
vCard.

Commas with no ymonuanuio

The phrase no ymonuaruro shouldn't be used with commas.



e [lo ymonuaHuto 3HaueHne cumtaeTtca paBHbiM REG_SZ.

Colon

A colon after "Attention," "Caution," and other words meant to attract the reader's
attention should be replaced with an exclamation point.

Example:

US English Russian target

Caution: BHuMaHMe!

Remember that regular text may not be capitalized after a colon in Russian.

Such capitalization is considered to be a language error. This guideline doesn't apply
to lists and direct speech. If a colon is followed by a new paragraph, it can start with a
capital letter.

Dashes and hyphens
Three different dash characters are used in Russian.
Hyphen

The hyphen is used to divide words between syllables, to link parts of a compound
word, and (in English only) to connect the parts of an inverted or imperative verb form.
In Russian, a hyphen has no spaces before or after it and shouldn't be used instead of a
dash.

Example:

US English Russian target

online shop | nHTepHeT-marasunH

En dash

The en dash is used as a minus sign, usually with spaces before and after. Space is
omitted only when the minus is used to show that the number is negative.

Example:



US English Russian target

The en dash is also used in number ranges, such as those specifying page numbers. No
spaces are used around the en dash in this case.

Example:

US English Russian target

See pages 10-20. | Cm. ctp. 10-20.

En dashes are also used as bullets to separate list items.
Em dash

The em dash should only be used when it has a grammatical function, for example to
emphasize an isolated element or to introduce an element that's not essential to the
meaning conveyed by the sentence. Don't substitute hyphens for dashes.

When using em dashes, follow Russian punctuation rules; don't just use em dashes
whenever they are used in the English source text. Also, don't forget to add spaces
around the dash:

Source text example Russian text example

It's easy to rearrange your lineup of Bbl MOXXeTe fierko n3aMeHaTb MopAA0K
taskbar buttons—just click and drag PacnoNoXeHNa KHOMOK Ha naHenu 3agay —
them. And Jump Lists give you quick NpOCTO LWenKarTe 1 nepetackmaamte ux. A ¢

access to what you use the most—like =~ momoLLbo CNNCKOB Nepexos0B MOXHO OTKPbIBaTb
frequently-viewed websites or favorite ~ uacTto nocewaemblie Be6-canTbl, n3bpaHHble
documents. AOKYMEHTbI 1 MHOTO€ Apyroe.

Ellipses (suspension points)

Place the ellipsis directly after the text, without a space. Use a true ellipsis (U+2026);
don't use three periods (U+002E).



Period

Use a period instead of a colon after such words as Note.

Example:
US English Russian Comment
Note: For more Mpumeuanne. The period should have the
information, see JononHutenbHble cBeaeHNA same formatting as the preceding
Chapter 1. cMm. B rnaBe 1. word.

Quotation marks

Quotation marks are used when referring to Ul items, such as menus and commands,

if they don't have special formatting (such as bold or italic). In the software Ul,

in product help, and on webpages, use straight quotation marks (the same as

in English). Don't use single quotation marks. In printed documentation, usually
chevrons are used, and inside chevrons, straight quotation marks are used. For example,
«KHOMKa "[oToBO"».

Whenever double quotation marks can't be used for technical reasons, workarounds
should be used in the Russian text to display double quotation marks ("..." or «»).
Examples of such workarounds include using two sequenced single quote characters (")
and using code (such as &quot; in HTML) instead of characters.

Parentheses

In Russian, there is no space between the parentheses and the text inside them. The
placement of a period with the parentheses depends on what they refer to: if they
enclose a part of the sentence, the period is placed after the closing parenthesis; if they
enclose a full sentence, the period is placed inside the parentheses.

Example:

US English Russian target

Click Next to continue. You might  YT06bl NPOAOAXKNUTL, HAXKMUTE KHOMKY «/lanee» (MoXeT
need a product key. notpeboBaTbCs KAHOY NPOAYKTA).




Click Next to continue. You Ytobbl NPOAOIXKNTE, HAXMUTE KHOMKY «[lanee». (MoxeT
might need a product key. noTpeboBaTbCa KNHOY NPoAyKTa.)

4.1.11 Sentence fragments

The use of sentence fragments helps to convey the conversational tone recommended
in the Microsoft voice. Use sentence fragments whenever possible because they're short
and to the point. They are especially helpful before lists of items, instructions, and
similar text. When you use sentence fragments, make sure that they fit the context and
don't break grammar rules.

Russian sentence

US English source text Russian long form
fragment
To <verb> Ytobbl <verb> <optional noun>,
. BbIMOJIHWTE yKa3aHHble HuXe genctBusa.  YT1obbl <verb>
<optional noun> do the . .
following: [Ons <optional noun> Heobxoanmo <optional noun>:
9 BbINOJHUTb CheaytoLLee:
. . B aToM cTaTbe paccmaTpumBaroTCa .
In this article: P P B aToM cTatbe:
cneayroLme BONpoChI:
MoarotoBbTeE:
. Bam notpebyroTcs:
Prepare the following MNepes HayanoM ycTaHOBKM Tpebyetca Peby
. . Bam noHagobutcs:
before installation: NOAroTOBUTL C/iefyroLlee:
Bam moxcet
noHagobunTbcs:
CM. TakxKe:
- OMOJIHUTENbHbIE
See the details in the JlononHuTeNbHbIE CBEAEHWSA CM. B fLBe,ﬂ,E‘HVIFI'
following topics: CNeflytoLLMX CTaThAX: )
g top RPREE MNoapobHee 06 3TOM:
MNMoapobHocTM:
To do this follow the [lna 3TOro BbINOAHWTE NepeYncaeHHble [ns Tor0:
instructions below. HUXe AencTBnS. ’

4.1.12 Sentence structure

In general, use the active voice, which emphasizes the person or thing doing the action.
It's more direct and personal than the passive voice, which can be confusing or sound
formal. But use the passive voice to avoid a wordy or awkward construction, when the



action rather than the doer is the focus of the sentence, or when the subject is
unknown.

Source Do Don't Comment

Korga

When you save Korga Bbl coxpaHuTe 3T0T
3TOT JOKYMEHT

There are too many

this document, AOKYMEHT, OH byaeT passive structures in

" byAeT coxpaHeH, OH .

it'll be updated OBHOBJ/IEH C yYeTOM the sentence—it would

. . 6yaeT 06HOB/EH C

to include N3MEHeHUN, . be natural to speak
YYETOM U3MEHEHW, .

changes made by BHeceHHbIX Apyrumu about the user in the
BHECEHHbIX . .

other authors. aBTOpamMu. active voice.

APYrMMU aBTOpaMu.

Using the active voice

Bbl ewe He o "
Your copy of with "you" in error
. OTa KONuA Nporpammsl aKTMBMPOBa/IM
software is messages can sound
. eLe He aKTMBMpPOBaHa CBOO KOMMHIO .
not activated rude as if you are
nporpamMmbl

blaming the user.

Simplify. Short sentences are easier to read quickly.

Russian "before” example Russian "after" example
HesaBuncrmble aHUMaLum NpeAoCTaBAsIOT Pa3paboTumkun MOryT aHUMMpPOBaTh
pa3paboTumkam cnocob aHnUmaLmnm nx COBCTBEHHbIV NMOJIb30BATE/IbCKMM
NoAb30BaTeNbCKOro UHTepdeiica He3aBUCMMO nHTepdenc He3aBNCUMO OT NOTOKa
OT MOTOKa NO/Nb30BaTe/IbCKOro MHTepdelica MoAb30BaTENbCKOrO UHTepdeiica
NPUAOXKEHUS. NPUOXKEHNS.

In headings, translate "How to + verb" structures as "Kak + verb" instead of as a noun
phrase.

Russian "before” example Russian "after” example

Ncnonb3osaHune nctopun pannos  Kak nonb3oBaTbcs nctopven Gpannos

CkaymBaHue v yCTaHOBKa Kak cka4aTb n YCTaHOBUTb




4.1.13 Symbols and nonbreaking spaces

Whenever it's technically possible, use nonbreaking spaces to avoid a part of a word or
phrase moving to the next line. For example, they are used:

e As athousand separator (10 000)

e Before % in documentation (10 %)

e Between a number and the following unit (5 kr, 5 °C)

e Between a person’s initials and last name (A. A. Cngopos)
e In contractions n 7. a.)

e Before a dash (®ann — 3710...)

Note: Nonbreaking spaces sometimes cause problems in the generation of the final
documents. Nonbreaking spaces should not be in online help and documentation live
content.

4.1.14 Verbs

The US English source text uses simple verb tenses to support the clarity of the
Microsoft voice. The easiest tense to understand is the simple present, like we use in this
guide. Avoid the future tense unless you're describing something that really will happen
in the future and the simple present tense isn't accurate.

Use the simple past tense when you describe events that have already happened.

For Russian in general, use the active voice, which emphasizes the person or thing
doing the action. It's more direct and personal than the passive voice, which can be
confusing or sound formal.

Source Do Don't Comment
There are too
When you save Korga Bbl Korga stot many passive

this document, it'll | coxpanuTe 3toT AOKYMeHT byaet structures in the

be updated to
include changes
made by

other authors.

AOKYMEHT, OH byaet
OBHOBJIEH C y4YeTOoM
N3MEHEHWNI, BHECEHHbIX
APYTMMK aBTOpaMW.

COXpaHeH, oH byaeT
O6HOBJIEH C y4YeToM
N3MEHEHW, BHECEHHbIX
APYrvMu aBTOpamMu.

sentence—it
would be natural
to speak about
the user in the
active voice.

Use the passive voice to avoid a wordy or awkward construction, when the action
rather than the doer is the focus of the sentence, when the subject is unknown, and in




error messages, when the user is the subject and might feel blamed for the error if the
active voice were used.

Comment

Using the active voice with

Your copy of JTa Konusa Bbl ele He N o
. you" in error messages can
software is NnporpamMMsbl eLLe He | akTMBUPOBAaAN CBOHO . ,
. sound rude, as if you're
not activated | akTMBMpoOBaHa KOMWIO NporpamMmel

blaming the user.

Use the imperative—a command or request with an implied you—to save space and talk
directly to the customer in procedures. The imperative can sound short and abrupt,
though, so don't overdo it. Although the imperative mood in individual instructions may
sound OK, too many commands will have the cumulative effect of the customer feeling
as if they're being talked down to and ordered to do something. Therefore, don't change
“you can” (Bbl MOxeTe) structures into imperative ones. On the other hand, it's better to
use the imperative than “you must” (Bbl 4o>kHbI) structures.

Imperative forms are often used in the titles of help articles. Translate them using an

imperative verb phrase, not a noun phrase, to address the user directly.

Source

Do

Don’t

Comment

You can now
create a table.

Tenepsb BbI
MoOXeTe co34aTb
Tabanuy.

CoszpganTte Tabaumuy.

You need to motivate
users, not boss them
around.

You should
create a folder
before adding
files to it.

Co3paniTe nanky,
npexae yem f06aBnaTb
dannbl B Hee.

Bbl 4OMKHBI

co3gatb nanky, npexae
yem fob6aBAATb Painbl
B Hee.

JO>KHbI sounds too
direct and can be
even rude.

Protect your
files in case of
a crash—turn
on
AutoRecover
and AutoSave

3awmTtute cBom dannbl
Ha cnyyan cbos —
BKKOUNTE
aBTOCOXpaHeHue u
aBTOBOCCTaHOB/IEHWNE

3awmTa parnoB Ha
cnyyam cbos —
BKJIFOUEHMNE
aBTOCOXPaHEHMA U
aBTOBOCCTaHOB/EHUA

The old style required
translating headings
using nouns, not
verbs, but in many
cases, that method
doesn't work. Nouns
can sound too formal
and distant or—as in
this case—simply not
fluent.




In Russian, feel free to use the future or past tense if it sounds more natural, even if the
source text uses the present tense.

Russian appropriate

US English source text Russian inappropriate usage
9 pprop 9 usage
The wizard has finished YcTaHOBKa NporpamMmbl C MOMOLLbHO MacTep ycTtaHoBUA
installing the program. MacTepa 3aBepLueHa. nporpamMmmy.
You are now connected to  YcTaHOB/NIEHO NogKAtoUeHne Bbl noakaoumMAnCh K
the internet. K VIHTepHery. NHTepHeTy.

5 Localization considerations

Localization means that the translated text needs to be adapted to the local language,
customs, and standards.

The language in Microsoft products should have the "look and feel" of a product
originally written in Russian, using idiomatic syntax and terminology, yet it should
maintain a high level of terminological consistency, so as to guarantee the maximum
user experience and usability for our customers.

This section contains guidelines for localization into Russian. For example, in many cases
you may need to use Russian names rather than English, such as Edward—
Bnagmmup, New York—BnaguneocTtok.

5.1 Accessibility

Accessibility options and programs make the computer usable by people with cognitive,
hearing, physical, or visual disabilities.

Hardware and software components engage a flexible, customizable user

interface, alternative input and output methods, and greater exposure of

screen elements. Some accessible products and services aren't available in Russian-
speaking markets. If you have questions about the availability of a specific accessibility
product or service, double-check with the appropriate resources.

General accessibility information can be found at https://www.microsoft.com/en-
us/accessibility/.



https://www.microsoft.com/en-us/accessibility/
https://www.microsoft.com/en-us/accessibility/

5.2 Applications, products, and features

The names of applications and products can be trademarks or may be trademarked
in the future and are therefore rarely translated. Occasionally, feature names
are trademarked, too (e.g. IntelliSense).

If a product name, or part of a product name, is easily localized, then it usually is. Always
check Microsoft Language Portal for the correct translation.

The preposition "for" is always translated in product names, unless the whole product
name (including “for") is trademarked or copyrighted.

Example:

US English Russian target

Access for Microsoft 365 Access ana Microsoft 365

If the product edition name is localized, it should not be declined.

US English Russian target

To activate Windows 11 Business:  YT06bl aktnBuposats Windows 11 gna busHeca:

Version numbers

Version numbers always contain a period (for example, Version 4.2). Note the following
punctuation examples of "Version x.x":

US English Russian target

Version 4.2 | Bepcua 4.2

Version numbers are usually also a part of version strings, but technically they aren't the
same.

Translation of version strings

Product, feature, and component names are often located in the so-called
"version strings" as they appear in the software.



Version strings that contain copyright information should always be translated.

Example:
US English Russian target
© 2022 Microsoft Refer to Microsoft Language Portal to check the correct
Corporation. All rights translations of "All rights reserved" and "Microsoft
reserved. Corporation."

5.3 Software considerations

This section refers to all menus, menu items, commands, buttons, check boxes, and
similar Ul elements, which should be translated consistently in the localized product.

5.3.1 Arrow keys

The arrow keys move input focus among the controls within a group. Pressing the right
arrow key moves the input focus to the next control in tab order, whereas pressing the
left arrow key moves the input focus to the previous control. Home, End, Up, and Down
keys also have their expected behavior within a group. Users can’t navigate out of a
control group using arrow keys.

All arrow key names should be localized and capitalized, as described in the topic Keys.

5.3.2 Error messages

Error messages are messages sent by the system or a program, informing the user of an
error that must be corrected in order for the program to keep running. The messages
can prompt the user to take action or inform the user of an error that requires rebooting
the computer.

When translating error messages, translators are encouraged to apply the Microsoft
voice principles to help ensure that the target translation is natural sounding,
empathetic, and not robot-like.

Russian style in error messages

It's important to use consistent terminology and language style in the localized error
messages. Don't just translate them as they appear in the US English product.


https://www.microsoft.com/en-us/language

Many error messages in English end with exclamation points, but usually exclamation
points shouldn't be used in Russian. On a case-by-case basis, use your best judgment to
decide whether an exclamation point is appropriate.

Standard phrases in error messages

The phrases in the following table commonly occur in error messages. When you're
translating them, try to use the target phrases provided. However, feel free to use other
ways to express the source meaning if they work better in the context.

English Translation English example Russian translation
He yaaetcs... . He yaaetca HacTpouTb...
s Cannot configure ... I P
He moxer... Word He MOXeT OTKpbITb
Word cannot open
HeB0o3MOXHO... AOKYMEHT...
Cannot ... He MosxeTe the document ... N —
Can't... . L Cannot divide by 0.
Avoid translating HEBO3MOXHO.
You cannot add
cannot as Henb34 as Bbl He moxeTe 106aBUTbL
) another account.
it can sound rude eLe OfHY YYETHYHO 3amnuchb.
Could not activate
help. He yaanock Bbi3BaTh
Failed to ... Unable to configure s
. CnpaBky.
Failure of ... He VAAN0CH HACTDONTE
Could not ... He yaanoce... The system was He yAaHOCb CTaEOBMT;"
Couldn't ... unable to install your i vy
. Balle YCTPOMCTBO.
Sl e SIS He yaanocbk co3aatb kaTtanor
Failed to create b A ’
directory.
. < Remove operation .
... failed. Céon... . P C6ow ypaneHus.
failed.
Do you want to
. Bbl xoTuTE NpeobpazoBaTtb
Do you want convert this font to
Bbl xoTuTe... . 3TOT WpndT B popmat
to .. TrueType during TrueType npw yctaHoBKe?
installation? ype ripny '
Are you sure . <
ou want to Bbl gencrBmntenbHo Are you sure you Bbl fencrButenbHO xoTute
y xoTure... want to delete ... yAanuUTh...




ol t
s no The requested

available 3anpoLueHHble pecypcsbl
. HepoctyneH resources were not
.. IS i HeAOCTYMHbI.
i available.
unavailable
An error An error occurred
Mpowusowna owmnbdka . . Mpowusowna owmnbka npwm
occurred U while formatting the ST EE EIOCHTE
while... Py media. P P ’

An error was

detected while O6Hapy>keHa owwnbka npu
An error was - ObHapyxera accessing the oCTyne K KOHpUrypawum
detected ... owmnbka npw... 9 . ypak
program nporpammbi.

configuration.

Error messages containing placeholders

When you localize error messages that contain placeholders, try to find out what will
replace the placeholder. This is necessary for the sentence to be grammatically
correct when the placeholder is replaced with a word or phrase. Note that the
letters used in placeholders convey a specific meaning. See the examples below:

%d, %ld, %u, and %lu means <number>
%cC means <letter>
%s means <string>

Examples of error messages containing placeholders:

"Checking Web %1!d! of %2!d!" means "Checking Web <number> of <number>."
"INI file "%1!-.200s!" section" means "INI file “<string>" section."

Take the meaning of the placeholder into account when translating strings. Treat the
placeholder as if it were the actual element (for example, a noun or numeral), and move
it to the relevant position within the string to comply with grammar rules:

US English Russian target

%164d%% CPU Usage Wcnonb3osaHue LIM: %164d%%




Strings with number placeholders may require different grammatical word forms,
depending on the values of the placeholder. One of the following three options should
be used:

e Change the sentence structure so that it's grammatically correct with all possible values.

US English Russian target

%1 folders are detected. O6Hapy>xeHo nanok: %1.

e Use abbreviations.

US English Russian target

%1 days left for activation. Ha BbinonHeHwe akTMBauum octanocb %1 AH.

e Change the structure so that the noun is in the genitive case, which has the same forms
for all plural numbers:

US English Russian target

Press the button for %1 seconds. HaxwumawiTte kHonky He MeHee %1 CeKyHA.

Don't use forms like «<HanaeHo %1 danin(-a, -oB)» or structures that will

become grammatically incorrect with some possible values. For "years," translators
should first try to find a grammatical structure that will always be valid. If that isn't
possible, "years" may be translated as «roga» or «net»—translators are encouraged to
use the most probable translation in each particular case.

5.3.3 Keyboard shortcuts

Sometimes, there are underlined or highlighted letters in menu options, commands,
or dialog boxes. These letters refer to keyboard shortcuts, which help the user to
perform tasks more quickly. For example, the following menu options:

New
Cancel
Options



Whenever possible, assign keyboard shortcuts to Cyrillic letters or numbers, not to Latin
letters, so that users don't need to switch to a non-Russian keyboard layout.

When translating product help and other descriptive documents, be sure to refer to the
actual Russian apps to make sure the keyboard shortcuts are correct in the text.

Usage: Is
it
allowed?

Keyboard shortcuts special

options

A keyboard shortcut can be assigned to

a character with a downstroke if there are
No no other options (that is, if all other

characters have keyboard shortcuts

assigned to them).

Characters with downstrokes,
SUCh as iy pl y, CI), U, L, ﬂll Llu LLII
can be used as

keyboard shortcuts.

An additional letter,

appearing between brackets after
the item name, can be used as a
keyboard shortcut.

No

A number, appearing between
brackets after the item name, can  No
be used as a keyboard shortcut.

A punctuation mark,

appearing between brackets after
the item name, can be used as a
keyboard shortcut.

No

Duplicate keyboard shortcuts are
allowed when no other character No
is available.

No keyboard shortcut is assigned
when no more characters are Yes
available (minor options only).

Content writers usually just refer to "keyboard shortcuts” in content for a general
audience. In localization, however, we distinguish the following terms:



A subtype of keyboard shortcut. A letter or number that the user types to access Ul
controls that have text labels. Access keys are assigned to top-level controls so that
access the user can use the keyboard to move through the Ul quickly.
key Example: F in Alt+F
Example in Ul localization: H&ome
In keyboard shortcuts, most access keys are used with the Alt key.

The letter or number that appears in the ribbon when the Alt key is pressed.

In Ul localization, the key tip is the last character present in the strings after the
" character.

Example: In Ul localization Home'™H

Document2 - Word

key t'P Insert Design Layout
™ s Segoe Ul “12 ~ A A Aa- P E v ': v "__‘_’ ¢E i
Paste : = P AW B R===|1=.
S ¥ Format Painter BT M e e x| e el
Chipboard e Font e Paragraph

A subtype of keyboard shortcut. A key that the user types to perform a common
action without having to go through the Ul. Shortcut keys are not available for
every command.

:I;(:rtcu Example: Ctrl+N, Ctrl+V
y In keyboard shortcuts, most shortcut keys are used with the Ctrl key.
Ctrl+letter combinations and function keys (F1 through F12) are usually the best
choices for shortcut keys.
5.3.4 Keys

In English, references to key names, like arrow keys, function keys, and numeric keys,
appear in normal text and sentence-style capitalization (not in small caps). In Russian,
such references should be in all caps (except when the name is descriptive, such as
knasnwa Windows).

Example:

US English Russian target

Press Alt + F. Haxwmute knasmwm ALT+F3.




Use the following localized key names (other names are left in English):

US English Russian target ‘

Down arrow CTPEJIKA BHI3
Enter BBOA

Left arrow CTPEJIKA BJIEBO
Right arrow CTPEJIKA BINMPABO
Spacebar MPOBEJ

Up arrow CTPEJIKA BBEPX
w::gzxz :;ego = knasuwa Windows
Menu key KNaBuLla MEHHO

5.3.5 Numeric keypad

Avoid distinguishing keys on the numeric keypad from other keys, unless it's required
because the software makes that distinction. If it isn't obvious which keys the user needs
to press, provide the necessary explanation.

5.3.6 Shortcut keys

Shortcut keys are keystrokes or combinations of keystrokes used to perform defined
functions in an app. Shortcut keys replace menu commands and are sometimes given
next to the command that they represent. Access keys can be used only when available
on the screen, whereas shortcut keys can be used even when they’re not accessible on
the screen.

When referring to shortcuts, use HaxxmuTe KnaBuLLK, NOt HAXXMUTE COYeTaHWe KaBULL.
Key names in shortcuts should be separated with a plus sign without spaces (even if
they have a different format in the source).



Standard shortcut keys

US command

US English

shortcut key

Russian command

Russian shortcut
key

Help window

Context-sensitive
Help

Display pop-up
menu

Cancel

Activate/deactivate
menu bar mode

Switch to the next
primary applicatio
n

Display next
window

Display pop-up
menu for the
window

Display pop-up
menu for the
active child

window

Display property
sheet for current
selection

Close active
application
window

General Windows shortcut keys

F1

Shift+F1

Shift+F10

Esc

F10

Alt+Tab

Alt+Esc

Alt+Spacebar

Alt+-

Alt+Enter

Alt+F4

OkHO cnpaBku

KoHTekcTHas cnpaBka

BbiBOA, BCM/IbIBAOLLETO MEHIO

OTmeHa

BknroueHure 1 oTknroueHue
CTPOKWN MEHIO

MNepexog K cnegyrowiemy
OCHOBHOMY MPWUIOXEHWIO

BbiBOA Cneayrollero okHa

BbiBOA, BCMAbIBAKOLLLETO MEHHO
ANA OKHa

BbiBOA, BCMAbIBAKOLLLETO MEHHO
AN aKTUBHOTO JOYEpPHEro okHa

BbIBOZ, CTpaHuLbl CBONCTB ANS
BbIbBpaHHOro o6bekTa

3aKprTI/Ie dKTNBHOTIO OKHa
NPUIOXKEHUA

F1

SHIFT+F1

SHIFT+F10

ESC

F10

ALT+TAB

ALT+ESC

ALT+TPOBEN

ALT +-

ALT+BBOJ

ALT+F4




Switch to next
window

within (modeless-
compliant)
application

Capture active
window image to
the clipboard

Capture desktop
image to the
clipboard

Access Start
button in taskbar

Display next child
window

Display next
tabbed pane

Launch Task
Manager and
system
initialization

New

Open

Close

Save

Save as

Print Preview
Print

Exit

Alt+F6

Alt+Prnt Scrn

Prnt Scrn

Ctrl+Esc

Ctrl+F6

Ctrl+Tab

Ctrl+Shift+Esc

Ctrl+N

Ctrl+O

Ctrl+F4

Ctrl+S

F12

Ctrl+F2

Ctrl+P

Alt+F4

Mepexog Kk cneayroemy
HEMOAAaNbHOMY OKHY

MNomeLleHne n3obpaxeHuns
aKTVBHOro OKHa B bydep obmeHa

MNMomeLleHne n3obpaxeHuns
pabouero ctona B bydpep obmeHa

Joctyn Kk kHornke «[lyck» Ha
naHenun 3agad

BbIBOA cnegyrouiero Jo4epHero
OKHa

MNepexog K cneayroLent obaactu
C BKJ1aZKaMu

3aI'IyCK AuncneTyepa 3ajad v
MHUUMann3aymna CUCTeMbl

File menu
Co3aatb
OTKpbITb
3aKpbITb
CoxpaHuTb
CoxpaHuTb Kak
MNpeaBapuTeNbHbIA NPOCMOTP
MNeyvatb

Bbixos

ALT+F6

ALT+PRINT
SCREEN

PRINT SCREEN

CTRL+ESC

CTRL+F6

CTRL+TAB

CTRL+SHIFT+ESC

CTRL+N

CTRL+O

CTRL+F4

CTRL+S

F12

CTRL+F2

CTRL+P

ALT+F4




Undo
Repeat
Cut

Copy

Paste

Delete

Select All
Find
Replace

Go To

Help

Italic
Bold

Underlined/word
underline

Large caps

Small caps

Centered
Left aligned

Right aligned

Ctrl+Z
Ctrl+Y
Ctrl+X
Ctrl+C
Ctrl+V

Ctrl+Backspac
e

Ctrl+A
Ctrl+F
Ctrl+H

Ctrl+G

F1

Ctrl+1

Ctrl+B

Ctrl+U

Ctrl+Shift+A

Ctrl+Shift+K

Ctrl+E
Ctrl+L

Ctrl+R

Edit menu
OTmeHuTb
MoBTOPUTH
BbipesaTtb
Konuposatb

BctaButh

Yaanntb

Bbliagenntb BCe
Hantu
3aMeHuTb
MNepentu
Help menu
CnpaBka
Font format
Kypcus

Mony>XnpHbIN

MNoauepknBaHne/noguepknBaHm

e CJioB

MponucHble

Manbie nponncHble

Paragraph format

Mo ueHTpy
Mo neBomy Kpato

Mo npaBomy kpato

CTRL+Z

CTRL+Y

CTRL+X

CTRL+C

CTRL+V

CTRL+BACKSPAC
E

CTRL+A

CTRL+F

CTRL+H

CTRL+B

F1

CTRL+I

CTRL+G

CTRL+U

CTRL+SHIFT+A

CTRL+SHIFT+K

CTRL+E

CTRL+L

CTRL+R




Justified Ctrl+) Mo wupuHe CTRL+J

5.4 Trademarks

Trademarked names are usually not localized, but sometimes local laws require
translation. In Russian the trademarked name "Microsoft Corporation” is

translated as «Kopnopauus MaiikpocodT». A list of English Microsoft trademarks is
available for your reference at the following location: https://www.microsoft.com/en-
us/legal/intellectualproperty/trademarks/usage/default.aspx.

5.5 Using the word Microsoft

Both in English and in Russian, it is prohibited to use "MS" as an abbreviation for
"Microsoft."

Unlocalized product names: The word "Microsoft" is not transliterated in unlocalized
product names.

Example: Microsoft Word

Localized product names: In localized product names, it is recommended to translate
the word "Microsoft" using the following pattern: <Translated product name in
Russian> (Mawikpocodr).

Example: Microsoft People — Jlroan (Mankpocodr)
Note: From the Russian law perspective, this is not mandatory. It is acceptable to leave

Microsoft in English in localized product names, such as "Coobwectso Microsoft.”

Referencing Microsoft Corporation in text: The word "Microsoft" is translated as
MawnkpocodT or Kopnopaumsa MankpocodT when referring to Microsoft Corporation or
its products descriptively in text. In this case, the descriptor Kopnopauusa can be omitted
for the sake of fluency.

Example: Microsoft products — npogykTsl MankpocodT or noctaBasemMble
Kopnopauueinn MankpocodT npogykTsl; Microsoft software — nporpammHoe
obecneueHne MarkpocodT.

Legal documents: In the definition section, include the following note:
Microsoft Corporation (ganee Kopnopaumsa MainkpocodT) and use Kopnopaums
MavikpocodT in the body of the document.


https://www.microsoft.com/en-us/legal/intellectualproperty/Trademarks/
https://www.microsoft.com/en-us/legal/intellectualproperty/Trademarks/

LCA agreements: Note that the word "Microsoft" isn't translated in LCA agreements.
This is the only exception to the general rule.

5.6 Voice video considerations

A video that successfully conveys the Microsoft voice has these qualities:

e It addresses only one topic (one customer problem).

e It's brief.

e It has high-quality audio.

e Its visuals add to and complement the information.

e It uses the right language variant, dialect, and accent in the voice-over.

Successful techniques for voicing video content

e Focus on the intent. Show the best way to achieve the most common task, and stick to it.

e Show empathy. Understand and acknowledge the viewer's situation.

e Use SEO (search engine optimization). Include search phrases in the title, description,
and headers so that people can easily find the topic.

o Talk to the customer as if they're next to you, watching you explain the content.

e Record a scratch audio file. Use it to check for length, pace, and clarity.

5.6.1 English pronunciation

General rules

Generally speaking, English terms and product names that are left unlocalized in the
target material should be pronounced as English words. For instance, Microsoft must be
pronounced the way it is in English. However, if your language has an established
pronunciation for a common term (such as “server”), the local pronunciation should be
used. Moreover, pronunciation can be adapted to the Russian phonetic system if the
original pronunciation sounds very awkward in Russian.

Example Phonetics Comment
SecurlD [srijusr a
di:]
NET [dot net]
Windows Pronounce "Windows" the way it's pronounced in English,

Server 2022 and pronounce "server" and "2022" as Russian words




Office Online Pronounce as Russian words oduc and oHnaH

Skype [skaip] 9|  Pronounced as in English

Acronyms and abbreviations

Acronyms are pronounced like real words, adapted to the local pronunciation:

Example Phonetics Comment

RADIUS  [pagvyc]

RAS [pac]

ISA [ncal

MAPI [Manu]

URL This ?s an excepti'on' and should be pronounced letter by letter, using
Russian pronunciation: [fo-ap-31].

Other abbreviations are pronounced letter by letter. Use the English letter names, but
adapt their pronunciation if needed:

Example Phonetics ‘

ICMP [an-cn-3m-nu]

IP [an-nu]

TCP/IP [Tn-cn-nn-an-nuj

XML [3kc-3M-31b]

HTML [eny-Tn-3M-311b]

SQL [3c-kt0-31b]
URLs

"http://" should be left out; the rest of the URL should be read.

"www" should be pronounced as [Tpu gaba-to].


https://grststyleguideprod.blob.core.windows.net/document/Skype_ru-RU.wma

The "dot" should be omitted, but can also be read aloud. If read aloud, it must be
pronounced the Russian way, as Touka.

Phonetics

http://www.microsoft.com/rus [Tpu faba-t0 MarikpocodT ToUKa KOM Kocas yepTa pyc]

Punctuation marks

Most punctuation marks (such as ?!:; ) are naturally implied by the speaker's tone of
voice.

En dashes (-) are used to emphasize an isolated element. An en dash should
be pronounced the way a comma is, that is, as a short pause.

Special characters

Pronounce special characters such as /\ ™ < > + - using the Russian translations
provided in Microsoft Language Portal.

5.6.2 Tone

Use a tone that's appropriate for the text and target audience. For example, an informal,
playful, and inspiring tone may be used for most Microsoft products and games, while a
more formal, informative, and factual tone is appropriate in technical content.

5.6.3 Video voice checklist

Topic and script

e Apply the following Microsoft voice principles:
o Single intent

Clarity

Everyday language

Friendliness

Relatable context

o O O O

Title

e Includes the intent
e Includes keywords for search

Intro: 10 seconds to set up the issue


https://www.microsoft.com/en-us/language

e Put the problem into a relatable context.

Action and sound

Keep something happening, both visually and audibly, but ...

... maintain an appropriate pace.

Synchronize visuals with the voice-over.

Alternate between first and second person if that sounds more natural.
Repeat major points if that's appropriate.

Visuals
e The eye is guided through the procedure
o Smooth, easily trackable pointer motions

o Judicious use of callouts
e Appropriate use of motion graphics, branding-approved visuals, or both

Ending

. Recaps are unnecessary



