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1 Welcome 

 

            A guide to the Microsoft  voice in Russian 

2 About this style guide 
 

This style guide is intended for the localization professional working on localized 

products that run on a Microsoft platform. Itõs not intended to be a comprehensive 

coverage of all localization practices, but to highlight areas where Microsoft has specific 

preferences or deviates from standard practices for Russian localization. 

 

The primary goal of this guide is to help you understand and learn how to address all of 

the necessary linguistic and stylistic nuances of Russian during the localization of your 

products and services. 
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The style guide covers guidelines and recommendations for translating the Microsoft 

voice into Russian including words, grammatical structures, the needs of the audience, 

and the intent of the text that are to be considered. Each of these areas is supplemented 

with samples. 

 

Other language considerations covered in this style guide are accessibility, trademarks, 

geopolitical concerns and specific software considerations. 

 

We welcome your feedback, questions and concerns regarding the style guide. Please 

send your feedback via Microsoft Language Portal. 

 

2.1 Recommended reference material 

Unless this style guide or the Microsoft Language Portal provides alternative 

instructions, use the orthography, grammar, and terminology in the  following 

publications: 

Normative references  

When more than one solution is possible, consult the other topics in this style guide for 

guidance. 

1. ȴɕɅɇɍɐɅ ɕɘɖɖɏɓɎ ɓɕəɓɈɕɅəɍɍ ɍ ɔɘɒɏɗɘɅɛɍɍ. ȴɓɐɒɠɎ ɅɏɅɉɊɑɍɜɊɖɏɍɎ 

ɖɔɕɅɇɓɜɒɍɏ. ñ ȱ.: ɂɏɖɑɓ, 2009. 

2. ȷɓɐɏɓɇɠɎ ɖɐɓɇɅɕɡ ɕɘɖɖɏɓɈɓ ɤɌɠɏɅ. ȲɅɔɕɍɑɊɕ, ȳɋɊɈɓɇ ȶ. ȭ., ȽɇɊɉɓɇɅ Ȳ. Ƀ. 

ȷɓɐɏɓɇɠɎ ɖɐɓɇɅɕɡ ɕɘɖɖɏɓɈɓ ɤɌɠɏɅ / ȵɓɖɖɍɎɖɏɅɤ ɅɏɅɉɊɑɍɤ ɒɅɘɏ. ȭɒɖɗɍɗɘɗ 

ɕɘɖɖɏɓɈɓ ɤɌɠɏɅ ɍɑ. ȧ. ȧ. ȧɍɒɓɈɕɅɉɓɇɅ. ñ ȱ.: ȳȳȳ èȭȷȭ ȷȪȺȲȳȰȳȨȭȭé, 2003. 

3. ȳɕəɓɈɕɅəɍɜɊɖɏɍɎ ɖɐɓɇɅɕɡ. ȲɅɔɕɍɑɊɕ, ȵɘɖɖɏɍɎ ɓɕəɓɈɕɅəɍɜɊɖɏɍɎ ɖɐɓɇɅɕɡ / 

ȵɓɖɖɍɎɖɏɅɤ ɅɏɅɉɊɑɍɤ ɒɅɘɏ. ȭɒɖɗɍɗɘɗ ɕɘɖɖɏɓɈɓ ɤɌɠɏɅ ɍɑ. ȧ. ȧ. ȧɍɒɓɈɕɅɉɓɇɅ / ȳ. Ȫ. 

ȭɇɅɒɓɇɅ, ȧ. ȧ. ȰɓɔɅɗɍɒ (ɓɗɇ. ɕɊɉ.), ȭ. ȧ. ȲɊɜɅɊɇɅ, Ȱ. ȯ. ȼɊɐɡɛɓɇɅ. ñ ȱɓɖɏɇɅ, 2005. 

4. ȶɔɕɅɇɓɜɒɍɏ ɔɓ ɔɕɅɇɓɔɍɖɅɒɍɣ ɍ ɐɍɗɊɕɅɗɘɕɒɓɎ ɔɕɅɇɏɊ / ȩ. ɂ. ȵɓɌɊɒɗɅɐɡ; ɔɓɉ 

ɕɊɉ. ȭ. Ȧ. ȨɓɐɘɆ. ñ ȱ.: ȥɎɕɍɖ-ɔɕɊɖɖ, 2005. 

These sources are meant to provide supplementary information, background, and 

comparison. 

https://www.microsoft.com/en-us/language
https://www.microsoft.com/en-us/language
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1. ȥ. ɂ. ȱɍɐɡɜɍɒ, Ȱ. ȯ. ȼɊɐɡɛɓɇɅ. ȶɔɕɅɇɓɜɒɍɏ ɍɌɉɅɗɊɐɤ ɍ ɅɇɗɓɕɅ. ȵɊɉɅɏɛɍɓɒɒɓ-

ɍɌɉɅɗɊɐɡɖɏɓɊ ɓəɓɕɑɐɊɒɍɊ ɍɌɉɅɒɍɤ. 2-Ɋ ɍɌɉɅɒɍɊ, ɍɖɔɕɅɇɐɊɒɒɓɊ ɍ ɉɓɔɓɐɒɊɒɒɓɊ. 

ȱ.: ȳȰȱȥ-ȴɕɊɖɖ, 2003. 

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

some mistakes there) 

3. ȵɘɖɖɏɅɤ ɈɕɅɑɑɅɗɍɏɅ / ȥȲ ȶȶȶȵ. ȭɒ-ɗ ɕɘɖɖɏɓɈɓ ɤɌɠɏɅ. ȷ. I-II. ð ȱ.: ȲɅɘɏɅ, 1980. 

4. ȨɓɐɘɆ ȭ.Ȧ. ȶɗɍɐɍɖɗɍɏɅ ɕɘɖɖɏɓɈɓ ɤɌɠɏɅ. ð ȱ., 1997.  

3 Microsoft voice 

Microsoftõs brand personality comes through in our voice and toneñwhat 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:  Weõre natural. Less formal, more grounded in honest conversations. 

Occasionally, weõre fun. (We know when to celebrate.) 

Crisp and clear:  Weõre to the point. We write for scanning first, reading second. We 

make it simple above all. 

Ready to lend a hand:  We show customers weõre on their side. We anticipate their real 

needs and offer great information at just the right time.  

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. 

http://www.gramota.ru/


 
 

Page 6 of 49 

 

3.1 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 arenõt standard translations if you think thatõs 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. 

3.1.1 Flexibility 

Itõs 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  

Whether youõre an aspiring Annie 

Leibovitzñor just take occasional 

pictures of the kidsñWindows can 

help you organize, fix up, share, and 

show off your growing photo 

collection. 

ȲɊ ɇɅɋɒɓ, ɤɇɐɤɊɗɊɖɡ ɐɍ ɇɠ ɇɖɊɑɍɕɒɓ ɍɌɇɊɖɗɒɠɑ 

əɓɗɓɈɕɅəɓɑ ɍɐɍ ɔɕɓɖɗɓ ɐɣɆɍɗɊ əɓɗɓɈɕɅəɍɕɓɇɅɗɡ 

ɖɇɓɍɚ ɉɊɗɊɎ, Windows ɔɓɑɓɋɊɗ ɇɅɑ ɉɊɐɍɗɡɖɤ 

ɖɒɍɑɏɅɑɍ, Ʌ ɗɅɏɋɊ ɘɔɓɕɤɉɓɜɍɇɅɗɡ, ɕɊɉɅɏɗɍɕɓɇɅɗɡ ɍ 

ɉɊɑɓɒɖɗɕɍɕɓɇɅɗɡ ɖɇɓɣ ɕɅɖɗɘɞɘɣ ɏɓɐɐɊɏɛɍɣ 

əɓɗɓɈɕɅəɍɎ. 

And now you're doneñunless (like 

me) you still need to go burn the 

popcorn. 

ȭɗɅɏ, ɑɓɋɒɓ ɒɅɜɍɒɅɗɡ ɔɕɓɖɑɓɗɕ. 

A friend recently asked me how I use 

Windows 10 for work. That's too 

long a conversation for one lunch. 

ȲɊɉɅɇɒɓ ɉɕɘɈ ɖɔɕɓɖɍɐ ɑɊɒɤ, ɏɅɏ ɤ ɍɖɔɓɐɡɌɘɣ 

Windows 10 ɇ ɕɅɆɓɗɊ. ȧ ɉɇɘɚ ɖɐɓɇɅɚ ɓɆ ɢɗɓɑ ɒɊ 

ɕɅɖɖɏɅɋɊɝɡ. 
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3.1.2 Precision 

Omit  needless wordsñdonõt use two or three words when one will do. But keep clarity 

and readability in mind.  

Source Do Donõt  Comment  

Follow these 

steps to 

change your 

password. 

ȼɗɓɆɠ ɖɑɊɒɍɗɡ 

ɖɇɓɎ 

ɔɅɕɓɐɡ, ɖɉɊɐɅɎɗɊ 

ɖɐɊɉɘɣɞɊɊ: 

ȼɗɓɆɠ ɖɑɊɒɍɗɡ 

ɖɇɓɎ ɔɅɕɓɐɡ, ɇɠɔɓɐɒɍɗɊ 

ɔɕɍɇɊɉɊɒɒɠɊ ɒɍɋɊ 

ɉɊɎɖɗɇɍɤ. 

ɔɕɍɇɊɉɊɒɒɠɊ 

ɒɍɋɊ sounds 

too long and 

formal. 

Go to 

Programs  in 

the Control 

Panel. Find 

Office 2010 in 

the list of 

programs, and 

click Repair or 

Change. 

ȳɗɏɕɓɎɗɊ 

ȴɕɓɈɕɅɑɑɠ ɇ 

ɔɅɒɊɐɍ ɘɔɕɅɇɐɊɒɍɤ. 

ȲɅɎɉɍɗɊ Office 2010 

ɍ ɒɅɋɑɍɗɊ ɏɒɓɔɏɘ 

ȧɓɖɖɗɅɒɓɇɍɗɡ ɍɐɍ 

ȭɌɑɊɒɍɗɡ. 

ȳɗɏɕɓɎɗɊ ȴɕɓɈɕɅɑɑɠ ɇ 

ɔɅɒɊɐɍ 

ɘɔɕɅɇɐɊɒɍɤ. ȲɅɎɉɍɗɊ 

Office 2010 ɇ ɖɔɍɖɏɊ 

ɔɕɓɈɕɅɑɑ ɍ ɒɅɋɑɍɗɊ 

ɏɒɓɔɏɘ ȧɓɖɖɗɅɒɓɇɍɗɡ 

ɍɐɍ ȭɌɑɊɒɍɗɡ. 

Sometimes 

you can omit 

whole phrases 

to avoid 

overexplaining 

and repetitions. 

Avoid  unnecessary adverbs.       

Source Do Donõt  Comment  

No accessibility 

issues were 

found. Persons 

with disabilities 

shouldnõt 

have difficulty 

reading this 

presentation. 

ȲɊɉɓɖɗɅɗɏɍ 

ɜɍɗɅɊɑɓɖɗɍ ɒɊ 

ɓɆɒɅɕɘɋɊɒɠ. 

Ȱɣɉɍ ɖ 

ɓɈɕɅɒɍɜɊɒɒɠɑɍ 

ɇɓɌɑɓɋɒɓɖɗɤɑɍ ɒɊ 

Ɇɘɉɘɗ ɍɖɔɠɗɠɇɅɗɡ 

ɌɅɗɕɘɉɒɊɒɍɎ ɔɕɍ 

ɜɗɊɒɍɍ ɢɗɓɈɓ 

ɉɓɏɘɑɊɒɗɅ. 

ȲɊɉɓɖɗɅɗɏɍ 

ɜɍɗɅɊɑɓɖɗɍ ɒɊ 

ɓɆɒɅɕɘɋɊɒɠ. Ȱɣɉɍ ɖ 

ɓɈɕɅɒɍɜɊɒɒɠɑɍ 

ɇɓɌɑɓɋɒɓɖɗɤɑɍ ɒɊ 

Ɇɘɉɘɗ ɍɖɔɠɗɠɇɅɗɡ 

ɒɍɏɅɏɍɚ ɌɅɗɕɘɉɒɊɒɍɎ 

ɔɕɍ ɜɗɊɒɍɍ ɢɗɓɈɓ 

ɉɓɏɘɑɊɒɗɅ. 

Don't 

overemphasize 

the ease of use. 

Choose words with a clear meaning.  
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Source Do Donõt  Comment  

You can 

personalize 

your 

system by 

choosing 

different 

settings. 

ȧɠ ɑɓɋɊɗɊ 

ɒɅɖɗɕɓɍɗɡ ɖɍɖɗɊɑɘ 

ɗɅɏ, ɏɅɏ ɇɅɑ 

ɘɉɓɆɒɓ, ɇɠɆɕɅɇ 

ɕɅɌɐɍɜɒɠɊ 

ɔɅɕɅɑɊɗɕɠ. 

ȧɠ 

ɑɓɋɊɗɊ ɔɊɕɖɓɒɅɐɍɌɍɕɓɇɅɗɡ 

ɖɍɖɗɊɑɘ, ɇɠɆɕɅɇ ɕɅɌɐɍɜɒɠɊ 

ɔɅɕɅɑɊɗɕɠ. 

Avoid words that 

can be hard for 

some users to 

understand, such 

as children or 

elderly people. 

Some terms can 

be replaced by 

generic words for 

clarity. 

Do you 

want to 

keep this 

data? 

ȧɠ ɚɓɗɍɗɊ 

ɖɓɚɕɅɒɍɗɡ ɢɗɍ 

ɉɅɒɒɠɊ? 

ȧɠ ɚɓɗɍɗɊ 

ɖɓɚɕɅɒɍɗɡ ɉɅɒɒɠɊ 

ɖɇɊɉɊɒɍɤ? 

Avoid translating 

"this" as ɉɅɒɒɠɎ 

as it can lead to 

confusion with 

"data." 

Choose single -word  phrases over multiple -word phrasesñunless the multiple-word 

phrase is friendlier and more familiar.     

Source Do Donõt  Comment  

Do you want to 

cancel the delete 

operation? 

ȧɠ ɚɓɗɍɗɊ 

ɓɗɑɊɒɍɗɡ ɘɉɅɐɊɒɍɊ?  

ȧɠ ɚɓɗɍɗɊ 

ɓɗɑɊɒɍɗɡ ɓɔɊɕɅɛɍɣ 

ɘɉɅɐɊɒɍɤ? 

Beware of 

such nouns 

as ɓɔɊɕɅɛɍɤ, 

ɔɕɓɛɊɉɘɕɅ, 

ɉɊɎɖɗɇɍɊ. If 

there is 

another 

(verbal) noun 

after them, in 

the majority 

of cases they 

should be 

deleted. 
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To avoid losing all 

your work when 

stuff like that 

happens, make 

sure AutoRecover 

and AutoSave are 

turned on: 

ȼɗɓɆɠ ɒɊ ɔɓɗɊɕɤɗɡ 

ɕɊɌɘɐɡɗɅɗɠ ɖɇɓɊɎ 

ɕɅɆɓɗɠ ɇ ɗɅɏɍɚ 

ɖɐɘɜɅɤɚ, ɇɏɐɣɜɍɗɊ 

ɅɇɗɓɖɓɚɕɅɒɊɒɍɊ 

ɍ ɅɇɗɓɇɓɖɖɗɅɒɓɇɐɊɒɍɊ: 

ȼɗɓɆɠ ɍɌɆɊɋɅɗɡ 

ɔɓɗɊɕɍ ɕɊɌɘɐɡɗɅɗɓɇ 

ɖɇɓɊɎ ɕɅɆɓɗɠ ɇ ɗɅɏɍɚ 

ɖɐɘɜɅɤɚ, ɘɆɊɉɍɗɊɖɡ, 

ɜɗɓ ɅɇɗɓɖɓɚɕɅɒɊɒɍɊ 

ɍ 

ɅɇɗɓɇɓɖɖɗɅɒɓɇɐɊɒɍɊ 

ɇɏɐɣɜɊɒɓ: 

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. 

Donõt use verbal nouns instead of verbs . Donõt convert verbs into the structure 

"generic verb + verbal noun."  

Source Do Donõt Comment  

To connectê 

ȼɗɓɆɠ 

ɔɓɉɏɐɣɜɍɗɡɖɤ 

ê 

ȼɗɓɆɠ 

ɘɖɗɅɒɓɇɍɗɡ ɔɓɉɏɐɣɜɊɒɍɊê 
None 

To deleteê 
ȼɗɓɆɠ 

ɘɉɅɐɍɗɡ... 

ȼɗɓɆɠ 

ɇɠɔɓɐɒɍɗɡ ɘɉɅɐɊɒɍɊê 

Beware of the verb 

ɇɠɔɓɐɒɍɗɡ: often it 

can be changed into 

an action verb with a 

clearer meaning. 

3.1.3 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 

source 
Russian word or phrase to avoid  Preferred Russian word or phrase  
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currently, 

now 

ɇ ɉɅɒɒɠɎ ɑɓɑɊɒɗ, ɇ ɗɊɏɘɞɍɎ 

ɑɓɑɊɒɗ 
ɖɊɎɜɅɖ 

then, 

afterwards 
ɇɔɓɖɐɊɉɖɗɇɍɍ ɌɅɗɊɑ, ɔɓɗɓɑ, ɉɅɐɊɊ, ɔɓɌɉɒɊɊ, ɔɓɌɋɊ 

print  ɇɠɇɊɖɗɍ ɒɅ ɔɊɜɅɗɡ ɕɅɖɔɊɜɅɗɅɗɡ 

display ɇɠɇɊɖɗɍ ɒɅ ɢɏɕɅɒ ɔɓɏɅɌɅɗɡ 

do ɇɠɔɓɐɒɍɗɡ ɉɊɎɖɗɇɍɤ ɖɉɊɐɅɗɡ 

above ɇɠɝɊɘɏɅɌɅɒɒɠɎ ɘɏɅɌɅɒɒɠɎ, ɢɗɓɗ 

configure ɌɅɉɅɗɡ ɏɓɒəɍɈɘɕɅɛɍɣ ɒɅɖɗɕɓɍɗɡ 

identify  ɍɉɊɒɗɍəɍɛɍɕɓɇɅɗɡ 
ɓɔɕɊɉɊɐɍɗɡ, ɓɆɒɅɕɘɋɍɗɡ, ɒɅɎɗɍ, 

ɔɊɕɊɜɍɖɐɍɗɡ, ɘɏɅɌɅɗɡ 

be ɍɑɊɗɡ ɑɊɖɗɓ Ɇɠɗɡ, ɇɓɌɒɍɏɅɗɡ ɍ ɗ. ɉ. 

be ɍɑɊɗɡɖɤ 

Ɇɠɗɡ ɍɐɍ ɇɓɓɆɞɊ ɆɊɌ ɍɖɔɓɐɡɌɓɇɅɒɍɤ 

ɈɐɅɈɓɐɅ: There are 3 solutions to  the 

issue. = ȸ ɢɗɓɎ ɔɕɓɆɐɊɑɠ ɗɕɍ ɕɊɝɊɒɍɤ 

below ɒɍɋɊɔɊɕɊɜɍɖɐɊɒɒɠɊ 
ɘɏɅɌɅɒɒɠɊ ɒɍɋɊ, ɖɐɊɉɘɣɞɍɊ, 

ɔɓɖɐɊɉɘɣɞɍɊ 

helps 
ɓɆɊɖɔɊɜɍɇɅɊɗ ɇɓɌɑɓɋɒɓɖɗɡ, 

ɔɕɊɉɓɖɗɅɇɐɤɊɗ ɇɓɌɑɓɋɒɓɖɗɡ 
ɔɓɌɇɓɐɤɊɗ, ɔɓɑɓɈɅɊɗ 

refer to 
ɓɆɕɅɗɍɗɊɖɡ ɏ (when speaking 

about documents) 
ɖɑ., ɇɠ ɑɓɋɊɗɊ ɒɅɎɗɍ ɇê 

people ɔɓɐɡɌɓɇɅɗɊɐɍ ɐɣɉɍ 

before, 

previously 
ɔɕɊɉɇɅɕɍɗɊɐɡɒɓ ɖɒɅɜɅɐɅ, ɉɐɤ ɒɅɜɅɐɅ, ɕɅɒɡɝɊ 

be, exist ɔɕɍɖɘɗɖɗɇɓɇɅɗɡ Ɇɠɗɡ, ɒɅɚɓɉɍɗɡɖɤ 

be, exist ɖɘɞɊɖɗɇɓɇɅɗɡ Ɇɠɗɡ, ɆɊɌ ɈɐɅɈɓɐɅ 
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3.1.4 Word choice 

3.1.4.1 General rules 

These are the general rules to guide your word choice:  

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

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

¶ Use words that are used in daily life by ordinary people. For example, don't use "bookish," official 

words such as ɔɕɓɛɊɉɘɕɅ (unless they are technical terms and are necessary in the context). 

¶ Use standard words, not slang. 

¶ Try to use verbs, not verbal nouns. 

English text  
Correct Russian 

translation  
Incorrect Russian translation  

Follow these steps to 

change your password. 

ȼɗɓɆɠ ɖɑɊɒɍɗɡ ɖɇɓɎ 

ɔɅɕɓɐɡ, ɖɉɊɐɅɎɗɊ 

ɖɐɊɉɘɣɞɊɊ: 

ȩɐɤ ɍɌɑɊɒɊɒɍɤ ɔɅɕɓɐɤ 

ɍɖɔɓɐɡɌɘɎɗɊ ɔɕɍɇɊɉɊɒɒɘɣ ɒɍɋɊ 

ɔɕɓɛɊɉɘɕɘ. 

  

Terminology  

Use terminology from the Microsoft Language Portal where applicable, for example 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.  

en-US 

word  
Russian word  Russian word usage  

email ɔɓɜɗɅ 
Use it instead of ɢɐɊɏɗɕɓɒɒɅɤ ɔɓɜɗɅ, if it's clear that 

the sentence refers to email. 

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

(message) 
ɖɓɓɆɞɊɒɍɊ, ɔɍɖɡɑɓ 

Use it instead of ɖɓɓɆɞɊɒɍɊ ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ, if 

it's clear that the sentence refers to an email message. 

to email 

(support) 

ɒɅɔɍɖɅɗɡ ɇ 

ɖɐɘɋɆɘ ɔɓɉɉɊɕɋɏɍ 

Use it instead of the literal translation, ɓɗɔɕɅɇɍɗɡ 

ɖɓɓɆɞɊɒɍɊ ɢɐɊɏɗɕɓɒɒɓɎ ɔɓɜɗɠ ɇ ɖɐɘɋɆɘ ɔɓɉɉɊɕɋɏɍ. 

You can also use another translation if it suits  your 

context better. 

user 

account 
ɘɜɊɗɒɅɤ ɌɅɔɍɖɡ 

You can omit ɔɓɐɡɌɓɇɅɗɊɐɤ if itõs clear from the 

context that the user is meant. If the context doesn't 

make that clear, use the full form: ɘɜɊɗɒɅɤ ɌɅɔɍɖɡ 

ɔɓɐɡɌɓɇɅɗɊɐɤ. 

spam ɖɔɅɑ 
Use it instead of ɒɊɋɊɐɅɗɊɐɡɒɅɤ ɔɓɜɗɅ if you need to 

save space or use more informal language.  

hacker ɚɅɏɊɕ 

Use it instead of ɌɐɓɘɑɠɝɐɊɒɒɍɏ where appropriate. 

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 unnatu ral. 

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

English source Russian term  Russian casual term usage  

ID ȭȩ ɍɉɊɒɗɍəɍɏɅɗɓɕ, ɏɓɉ 

hard disk ɋɊɖɗɏɍɎ ɉɍɖɏ ɉɍɖɏ 

flag əɐɅɈ əɐɅɋɓɏ 

  

3.1.5 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 befo re product names to make the text snappier. 

English text  Correct Russian translation  
Incorrect Russian 

translation  
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Youõll never miss a 

racquetball game or 

forget an anniversary. 

And, if you click Delete, 

no one has to 

remember your 

birthday.  

ȧɠ ɒɍɏɓɈɉɅ 

ɒɊ ɔɕɓɔɘɖɗɍɗɊ əɘɗɆɓɐɡɒɠɎ ɑɅɗɜ ɍ ɒɊ 

ɌɅɆɘɉɊɗɊ ɓ ɈɓɉɓɇɞɍɒɊ ɖɇɓɊɎ 

ɖɇɅɉɡɆɠ. ȥ Ɋɖɐɍ ɒɅɋɑɊɗɊ ɏɒɓɔɏɘ 

ȸɉɅɐɍɗɡ, ɒɊ ɓɆɍɋɅɎɗɊɖɡ, Ɋɖɐɍ ɒɍɏɗɓ 

ɒɊ ɇɖɔɓɑɒɍɗ ɓ ɇɅɝɊɑ ɉɒɊ ɕɓɋɉɊɒɍɤ. 

ȧɠ ɒɍɏɓɈɉɅ ɒɊ 

ɔɕɓɔɘɖɗɍɗɊ ɍɈɕɘ ɇ 

ɆɅɖɏɊɗɆɓɐ ɍ ɒɊ ɌɅɆɘɉɊɗɊ 

ɓ ɈɓɉɓɇɞɍɒɊ. ȥ Ɋɖɐɍ 

ɒɅɋɑɊɗɊ ɏɒɓɔɏɘ 

ȸɉɅɐɍɗɡ, ɒɍɏɗɓ ɒɊ 

ɓɆɤɌɅɒ ɔɓɑɒɍɗɡ ɓ 

ɇɅɝɊɑ ɉɒɊ ɕɓɋɉɊɒɍɤ. 

Ever open a closet and 

see a sport coat you 

hadnõt worn in two 

presidential 

administrations?  

ȧɠ ɏɓɈɉɅ-ɒɍɆɘɉɡ ɒɅɚɓɉɍɐɍ ɇ ɖɇɓɊɑ 

ɝɏɅəɘ ɖɔɓɕɗɍɇɒɘɣ ɏɘɕɗɏɘ, ɏɓɗɓɕɘɣ 

ɖɗɓ ɐɊɗ ɒɊ ɒɅɉɊɇɅɐɍ? 

ȯɓɈɉɅ-ɒɍɆɘɉɡ 

ɓɆɒɅɕɘɋɍɇɅɐɍ ɇ 

ɖɓɆɖɗɇɊɒɒɓɑ ɝɏɅəɘ 

ɖɔɓɕɗɍɇɒɘɣ ɏɘɕɗɏɘ, 

ɏɓɗɓɕɘɣ ɒɊ ɒɅɉɊɇɅɐɍ ɌɅ 

ɇɕɊɑɤ ɉɇɘɚ 

ɔɕɊɌɍɉɊɒɗɖɏɍɚ ɖɕɓɏɓɇ? 

There's nothing more 

frustrating than 

installing a hot new 

title and finding out it 

doesn't play. 

Ȳɍɜɗɓ ɒɊ ɕɅɖɖɗɕɅɍɇɅɊɗ ɆɓɐɡɝɊ, ɜɊɑ 

ɒɊɇɓɌɑɓɋɒɓɖɗɡ ɌɅɔɘɖɗɍɗɡ ɗɓɐɡɏɓ ɜɗɓ 

ɘɖɗɅɒɓɇɐɊɒɒɘɣ ɒɓɇɘɣ ɍɈɕɘ. 

Ȳɍɜɗɓ ɒɊ ɑɓɋɊɗ ɗɅɏ 

ɕɅɖɖɗɕɓɍɗɡ, ɏɅɏ 

ɖɍɗɘɅɛɍɤ, ɏɓɈɉɅ ɇɠ 

ɘɖɗɅɒɅɇɐɍɇɅɊɗɊ ɖɅɑɘɣ 

ɒɓɇɊɎɝɘɣ ɍɈɕɘ ɍ 

ɓɆɒɅɕɘɋɍɇɅɊɗɊ, ɜɗɓ ɊɊ 

ɒɊɇɓɌɑɓɋɒɓ ɌɅɔɘɖɗɍɗɡ. 

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

the Microsoft voice. 

3.2.1 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. 

US English Russian target  Explanation  

The password isnõt 

correct, so try again. 

Passwords are case-

sensitive. 

ɂɗɓ ɒɊɔɕɅɇɍɐɡɒɠɎ ɔɅɕɓɐɡ. 

ȴɓɔɕɓɆɘɎɗɊ ɊɞɊ ɕɅɌ. ȲɊ 

ɌɅɆɠɇɅɎɗɊ ɔɕɓ ɕɊɈɍɖɗɕ. 

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. 
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This product key didn't 

work. Check it and try 

again. 

ɂɗɓɗ ɏɐɣɜ ɔɕɓɉɘɏɗɅ ɒɊ 

ɔɓɉɓɝɊɐ. ȴɕɓɇɊɕɡɗɊ ɊɈɓ ɍ 

ɔɓɔɕɓɆɘɎɗɊ ɊɞɊ ɕɅɌ. 

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 ȧɖɊ Ɉɓɗɓɇɓ 

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? 
ȧɠ ɚɓɗɍɗɊ ɔɕɓɉɓɐɋɍɗɡ? 

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 nameñ

any name you want. If 

you want to change 

the background color, 

turn high contrast off 

in PC settings. 

ȲɅɌɓɇɍɗɊ ɖɇɓɎ ɏɓɑɔɡɣɗɊɕ ɗɅɏ, 

ɏɅɏ ɇɅɑ ɒɕɅɇɍɗɖɤ. Ȫɖɐɍ ɇɠ 

ɚɓɗɍɗɊ ɍɌɑɊɒɍɗɡ ɛɇɊɗ əɓɒɅ, 

ɓɗɏɐɣɜɍɗɊ ɇɠɖɓɏɘɣ 

ɏɓɒɗɕɅɖɗɒɓɖɗɡ ɇ ɓɏɒɊ 

èȴɅɕɅɑɊɗɕɠ ɏɓɑɔɡɣɗɊɕɅé. 

Address the user directly, using 

the second-person pronoun, to 

help the user to take the 

necessary action. 

3.2.2 Explanatory text and providing support 

US English Russian target  Explanation  

The updates are 

installed, but Windows 

8 Setup needs to 

restart for them to 

work. After it restarts, 

weõll keep going from 

where we left off. 

ȳɆɒɓɇɐɊɒɍɤ ɘɖɗɅɒɓɇɐɊɒɠ, ɒɓ 

ɒɘɋɒɓ ɔɊɕɊɌɅɔɘɖɗɍɗɡ ɔɕɓɈɕɅɑɑɘ 

ɘɖɗɅɒɓɇɏɍ Windows 8, ɜɗɓɆɠ 

ɔɕɍɑɊɒɍɗɡ ɍɚ. ȴɓɖɐɊ ɔɊɕɊɌɅɔɘɖɏɅ 

ɑɠ ɔɕɓɉɓɐɋɍɑ ɖ ɢɗɓɈɓ ɑɊɖɗɅ. 

The language is natural, 

the way people talk. In this 

case, the voice is 

reassuring, letting the user 

know that weõre 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. 

Ȫɖɐɍ ɇɠ ɔɊɕɊɌɅɈɕɘɌɍɗɊ ɏɓɑɔɡɣɗɊɕ, 

ɇɠ ɍ ɉɕɘɈɍɊ ɐɣɉɍ, ɍɖɔɓɐɡɌɘɣɞɍɊ 

ɊɈɓ, ɑɓɋɊɗɊ 

ɔɓɗɊɕɤɗɡ ɒɊɖɓɚɕɅɒɊɒɒɠɊ ɉɅɒɒɠɊ. 

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 

ɂɗɓɗ ɉɓɏɘɑɊɒɗ ɆɘɉɊɗ ɅɇɗɓɑɅɗɍɜɊɖɏɍ 

ɔɊɕɊɑɊɞɊɒ ɇ ɒɘɋɒɘɣ ɆɍɆɐɍɓɗɊɏɘ 

ɍɐɍ ɔɅɔɏɘ, ɏɅɏ ɗɓɐɡɏɓ ɇɠ ɍɖɔɕɅɇɍɗɊ 

The text is informative and 

clearly and directly tells 

the user what will happen. 
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invalid or missing 

properties. 

ɒɊɉɓɔɘɖɗɍɑɠɊ ɍɐɍ ɓɗɖɘɗɖɗɇɘɣɞɍɊ 

ɖɇɓɎɖɗɇɅ. 

Something bad 

happened! Unable to 

locate downloaded files 

to create your bootable 

USB flash drive. 

ȯɅɋɊɗɖɤ, ɘ ɒɅɖ ɔɕɓɆɐɊɑɅ. ȲɊ 

ɘɉɅɐɓɖɡ ɒɅɎɗɍ ɖɏɅɜɅɒɒɠɊ əɅɎɐɠ, 

ɜɗɓɆɠ ɖɓɌɉɅɗɡ ɌɅɈɕɘɌɓɜɒɓɊ USB-

ɘɖɗɕɓɎɖɗɇɓ. 

Short, simple sentences 

inform the user what has 

happened.  

3.2.3 Promoting a feature 

US English Russian target  Explanation  

Picture password is a 

new way to help you 

protect your 

touchscreen PC. You 

choose the pictureñ

and the gestures you 

use with itñto create 

a password thatõs 

uniquely yours. 

ȨɕɅəɍɜɊɖɏɍɎ ɔɅɕɓɐɡ ñ ɢɗɓ ɒɓɇɠɎ 

ɖɔɓɖɓɆ ɌɅɞɍɗɠ ɏɓɑɔɡɣɗɊɕɓɇ ɖ 

ɖɊɒɖɓɕɒɠɑɍ ɢɏɕɅɒɅɑɍ. 

ȼɗɓɆɠ ɖɓɌɉɅɗɡ ɖɇɓɎ ɘɒɍɏɅɐɡɒɠɎ 

ɔɅɕɓɐɡ, ɇɠ ɇɠɆɍɕɅɊɗɊ ɏɅɕɗɍɒɏɘ ɍ 

ɔɕɍɉɘɑɠɇɅɊɗɊ, ɏɅɏɍɊ ɋɊɖɗɠ 

ɍɖɔɓɐɡɌɓɇɅɗɡ. 

The text promotes a specific 

feature through the use of 

the present active tense (ɇɠ 

ɇɠɆɍɕɅɊɗɊ) instead of a 

neutral contruction (ɒɘɋɒɓ 

ɇɠɆɕɅɗɡ) or imperative 

(ɇɠɆɊɕɍɗɊ). 

The order of clauses is 

changed for a more natural-

sounding text in Russian. 

Let apps give you 

personalized content 

based on your PCõs 

location, name, 

account picture, and 

other domain info.  

ȵɅɌɕɊɝɍɗɡ ɔɕɍɐɓɋɊɒɍɤɑ 

ɔɕɊɉɐɅɈɅɗɡ ɇɅɑ 

ɔɊɕɖɓɒɅɐɍɌɍɕɓɇɅɒɒɓɊ ɖɓɉɊɕɋɍɑɓɊ 

ɒɅ ɓɖɒɓɇɊ ɖɇɊɉɊɒɍɎ ɓ 

ɕɅɖɔɓɐɓɋɊɒɍɍ ɏɓɑɔɡɣɗɊɕɅ, ɇɅɝɊɑ 

ɍɑɊɒɍ, ɅɇɅɗɅɕɊ ɍ ɉɓɑɊɒɊ. 

Promoting the use of apps: 

depending on the context, 

commonly used words, such 

as ɅɇɅɗɅɕ, can help make 

the text sound familiar and 

friendly.  

 

3.2.4 Providing how-to guidelines 

US English Russian target  Explanation  

To go back and save your 

work, click Cancel and finish 

what you need to. 

ȼɗɓɆɠ ɇɊɕɒɘɗɡɖɤ ɍ ɖɓɚɕɅɒɍɗɡ ɖɇɓɍ 

ɉɅɒɒɠɊ, ɒɅɋɑɍɗɊ ɏɒɓɔɏɘ ȳɗɑɊɒɅ. 

The second-person 

pronoun and short, clear 

direction help the u ser 

understand what to do 

next. 

To confirm your current 

picture password, watch the 

replay and trace the example 

gestures shown on your 

picture. 

ȼɗɓɆɠ ɔɓɉɗɇɊɕɉɍɗɡ ɈɕɅəɍɜɊɖɏɍɎ 

ɔɅɕɓɐɡ, ɔɕɓɖɑɓɗɕɍɗɊ ɊɈɓ ɊɞɊ ɕɅɌ ɍ 

ɔɓɇɗɓɕɍɗɊ ɋɊɖɗɠ, ɔɓɏɅɌɅɒɒɠɊ ɒɅ 

ɏɅɕɗɍɒɏɊ. 

The tone is simple and 

natural. The user isnõt 

overloaded with 

information; we tell 

them only what they 
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need to know to make a 

decision. 

Itõs time to enter the 

product  key. It should be on 

the box that the Windows DVD 

came in or in an email 

that shows you bought 

Windows. When you connect 

to the internet, weõll activate 

Windows for you. 

ȴɓɕɅ ɇɇɊɖɗɍ ɏɐɣɜ ɔɕɓɉɘɏɗɅ. ȳɒ 

ɘɏɅɌɅɒ ɒɅ ɏɓɕɓɆɏɊ ɖ DVD-ɉɍɖɏɓɑ 

Windows ɍɐɍ ɇ ɖɓɓɆɞɊɒɍɍ, ɏɓɗɓɕɓɊ 

ɇɠ ɔɓɐɘɜɍɐɍ ɔɕɍ ɊɊ ɔɓɏɘɔɏɊ. ȯɓɈɉɅ 

ɇɠ ɔɓɉɏɐɣɜɍɗɊɖɡ ɏ ȭɒɗɊɕɒɊɗɘ, 

Windows ɅɏɗɍɇɍɕɘɊɗɖɤ. 

The second-person 

pronoun "you" and 

direct, natural language 

clearly tell the user 

about entering 

the product key. 

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 UI (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  

ɖɗɕɅɒɍɛɅ ɖɗɕ. 

ɕɍɖɘɒɓɏ ɕɍɖ. 

ɖɑɓɗɕɍɗɊ ɖɑ. 

ɍ ɗɅɏ ɉɅɐɊɊ ɍ ɗ. ɉ. 

ɍ ɗɓɑɘ ɔɓɉɓɆɒɓɊ ɍ ɗ. ɔ. 

ɜɅɖ ɜ 

ɑɍɒɘɗɅ ɑɍɒ 
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ɖɊɏɘɒɉɅ ɖ 

Ɉɓɉ Ɉ. 

ɑɊɖɤɛ ɑɊɖ. 

ɒɊɉɊɐɤ ɒɊɉ. 

ɉɊɒɡ ɉɒ. 

ɏɍɐɓɆɅɎɗ ȯȦ 

ɑɊɈɅɆɅɎɗ ȱȦ 

ɏɍɐɓɆɍɗ ɏɆɍɗ 

Donõt abbreviate such words as ɒɅɔɕɍɑɊɕ. 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. All 

translations of acronyms should be approved and checked in Term Studio. 

No ending is added to the acronym.  

Example: 

en-US source  Russian target  

RAM ȳȬȸ 

OS ȳȶ 
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Don't use the abbreviation ȴȯ for "PC" unless there are space restrictions; use 

ɏɓɑɔɡɣɗɊɕ instead. You can also use ȴȯ to distinguish between a PC and a Mac (as in 5 

ȴȯ ɍɐɍ ɏɓɑɔɡɣɗɊɕɓɇ Mac). 

Unlocalized acronyms  

Acronyms that don't have an established translation will be used as they are in English. 

The following general rules apply: 

¶ 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). 

¶ 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 

UI) or for the sake of fluency. Don't omit the  descriptor if doing so leads to ambiguity.  

¶ 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. If such descriptive translations are approved in 

Term Studio, submit feedback asking to change the approved 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  

exit Design 

view 

ɇɠɚɓɉ ɍɌ ɕɊɋɍɑɅ 

ȯɓɒɖɗɕɘɏɗɓɕɅ 

ɇɠɚɓɉ ɍɌ ɕɊɋɍɑɅ 

ɏɓɒɖɗɕɘɏɗɓɕɅ 

The names of things like 

modes and wizards aren't 

capitalized when referred to 

descriptively. 

More 

details in 

Chapter 25. 

ȩɓɔɓɐɒɍɗɊɐɡɒɠɊ 

ɖɇɊɉɊɒɍɤ ɖɑ. ɇ ȨɐɅɇɊ 

25. 

ȩɓɔɓɐɒɍɗɊɐɡɒɠɊ 

ɖɇɊɉɊɒɍɤ ɖɑ. ɇ ɈɐɅɇɊ 

25. 

The word "chapter" (and 

similar units) isn't 

capitalized. 

Open 

Calendar 
откройте календарь откройте Календарь 

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

In general, follow the capitalization used in the English source when translating UI 

elements and stylized text, such as marketing campaigns. For example: òSelect the Edit 

buttonó should be translated as òȲɅɋɑɍɗɊ ɏɒɓɔɏɘ èȭɌɑɊɒɍɗɡéó.  

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 

Messenger window. Or use a 

dynamic display pictureña picture 

that changes when you send 

emoticons to your friends. 

ȩɓɆɅɇɡɗɊ ɏɅɕɗɍɒɏɘ ɍɐɍ ɇɍɉɊɓɌɅɔɍɖɡ ɇ ɇɊɕɚɒɊɎ 

ɜɅɖɗɍ ɓɏɒɅ Messenger. ȭɐɍ ɍɖɔɓɐɡɌɘɎɗɊ ɋɍɇɘɣ 

ɏɅɕɗɍɒɏɘ, ɏɓɗɓɕɅɤ ɍɌɑɊɒɤɊɗɖɤ ɇɑɊɖɗɊ ɖ ɇɅɝɍɑ 

ɒɅɖɗɕɓɊɒɍɊɑ. 

And with 64-bit support, you can 

take full advantage of the latest in 

powerful 64-bit PCs. 

ȥ ɆɐɅɈɓɉɅɕɤ ɔɓɉɉɊɕɋɏɊ 64-ɕɅɌɕɤɉɒɠɚ ɖɍɖɗɊɑ ɇɠ 

ɑɓɋɊɗɊ ɍɖɔɓɐɡɌɓɇɅɗɡ ɇɖɊ ɔɕɊɍɑɘɞɊɖɗɇɅ ɒɓɇɊɎɝɍɚ 

ɗɊɚɒɓɐɓɈɍɎ ɒɅ ɑɓɞɒɠɚ 64-ɕɅɌɕɤɉɒɠɚ ɏɓɑɔɡɣɗɊɕɅɚ. 

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 i ts 

battery life. 

Ȳɓ Ɋɖɐɍ ɇɠ ɔɐɅɒɍɕɘɊɗɊ ɍɖɔɓɐɡɌɓɇɅɗɡ ɒɓɘɗɆɘɏ 

ɔɕɊɍɑɘɞɊɖɗɇɊɒɒɓ ɇ ɔɘɗɍ, ɒɊɆɓɐɡɝɓɎ ɕɅɌɑɊɕ 

ɑɓɋɊɗ Ɇɠɗɡ ɆɓɐɊɊ ɔɕɊɉɔɓɜɗɍɗɊɐɊɒ: ɕɅɌɑɊɕ ɢɏɕɅɒɅ 

ñ ɢɗɓ ɓɖɒɓɇɒɓɎ əɅɏɗɓɕ, ɇɐɍɤɣɞɍɎ ɒɅ ɇɊɖ 

ɘɖɗɕɓɎɖɗɇɅ ɍ ɇɕɊɑɤ ɕɅɆɓɗɠ ɓɗ ɆɅɗɅɕɊɍ. 

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 ɇɖɐɊɉɖɗɇɍɊ ɗɓɈɓ, ɜɗɓ ɗɅɏ ɏɅɏ, ɍɌ-ɌɅ ɗɓɈɓ, ɜɗɓ 

because ɔɓɖɏɓɐɡɏɘ ɗɅɏ ɏɅɏ, ɔɓɗɓɑɘ ɜɗɓ 

in order to  ɇ ɛɊɐɤɚ, ɖ ɛɊɐɡɣ ɜɗɓɆɠ, ɉɐɤ 
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but  ɓɉɒɅɏɓ ɒɓ 

   

4.1.5 Gender 

Avoid using the masculine or feminine gender when referring to the user. Use 

neutral structures and select verbs that don't have gender bias.  

 

4.1.6 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: 

¶ Translate the intended meaning of the colloquialism in  the source text (as opposed to 

literally translating the colloquialism).  

¶ Replace the source colloquialism with a Russian colloquialism that means the same thing 

in that particular context.  

¶ If the colloquialism can be omitted without affecting the meaning of the text, omit it. 

Omit any references to colloquialism in the translation. 

¶ A little 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  Russian example  Comment  

With Windows 10, 

you can set up your 

PC in no time 

ȶ Windows 10 ɒɅɖɗɕɓɎɏɅ 

ɏɓɑɔɡɣɗɊɕɅ ɌɅɎɑɊɗ ɖɜɍɗɅɒɠɊ 

ɖɊɏɘɒɉɠ. 

If possible, replace the source 

colloquialism "in no time" 

with a Russian colloquialism 

that fits the same meaning. 

"At home, work, or 

schoolñdo 

everything you need 

to in record timeó 

"ȩɓɑɅ, ɒɅ ɕɅɆɓɗɊ ɍɐɍ ɇ ɝɏɓɐɊ ñ 

ɇɠɔɓɐɒɤɎɗɊ ɇɖɊ ɒɊɓɆɚɓɉɍɑɠɊ 

ɌɅɉɅɜɍ ɑɓɑɊɒɗɅɐɡɒɓ". 

If possible, replace the source 

colloquialism "in record time" 

with a Russian colloquialism 

that fits the same meaning. 
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Weõve hit a snagê ȯɅɋɊɗɖɤ, ɘ ɒɅɖ ɔɕɓɆɐɊɑɅê 

You can use a neutral word 

(ɔɕɓɆɐɊɑɅ) if a colloquial 

expression sounds awkward. 

Uploads are limited to 

100 MB. Got 

something smaller? 

ȱɅɏɖɍɑɅɐɡɒɠɎ ɕɅɌɑɊɕ əɅɎɐɅ ñ 

100 ȱȦ. ȺɓɗɍɗɊ ɉɓɆɅɇɍɗɡ ɜɗɓ-

ɒɍɆɘɉɡ ɔɓɑɊɒɡɝɊ? 

Literal translation (Ȫɖɗɡ ɜɗɓ-

ɒɍɆɘɉɡ ɔɓɑɊɒɡɝɊ?) might 

sound rude and should be 

avoided. 

Bummerê ȧɓɗ ɉɓɖɅɉɅ...  

Working on itê Bear 

with us. 

ȱɠ ɕɅɆɓɗɅɊɑ ɒɅɉ 

ɢɗɍɑê ȴɓɉɓɋɉɍɗɊ ɑɍɒɘɗɏɘ. 

Translating "bear with us" 

literally would sound 

awkward. 

 

4.1.7 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  

ɍɖɔɓɐɡɌɓɇɅɗɡ (ɏɓɈɓ?) ɑɅɖɗɊɕɅ ɍɖɔɓɐɡɌɓɇɅɗɡ (ɜɗɓ?) ɑɅɖɗɊɕ 

ɘɖɗɅɒɓɇɍɗɡ (ɏɓɈɓ?) ɏɐɍɊɒɗɅ ɘɖɗɅɒɓɇɍɗɡ (ɜɗɓ?) ɏɐɍɊɒɗ 

Plural  formation  

Use the following standardized plural forms:  

Singular Russian fo rm  Plural Russian form  

ɏɓɑɔɡɣɗɊɕ ɏɓɑɔɡɣɗɊɕɠ 

ɉɕɅɎɇɊɕ ɉɕɅɎɇɊɕɠ 

ɖɊɕɇɊɕ ɖɊɕɇɊɕɠ 

ɑɅɖɗɊɕ ɑɅɖɗɊɕɠ 
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4.1.8 Numbers 

This topic includes guidelines when to use numerals (the 

symbol that represents a number, for example, 1, 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: 

ȩɐɤ ɘɖɗɅɒɓɇɏɍ ɔɓɗɕɊɆɘɊɗɖɤ:  

100 ȱȦ ɖɇɓɆɓɉɒɓɈɓ ɑɊɖɗɅ ɒɅ ɋɊɖɗɏɓɑ ɉɍɖɏɊ. 

4.1.9 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 

expression  
Inapp ropriate usage  Appropriate usage  

due to ɇɖɐɊɉɖɗɇɍɊ ɍɌ-ɌɅ, ɗɅɏ ɏɅɏ, ɔɓɗɓɑɘ ɜɗɓ, ɇ ɖɇɤɌɍ ɖ 

through  ɔɓɖɕɊɉɖɗɇɓɑ 
ɖ ɔɓɑɓɞɡɣ, ɔɕɍ ɔɓɑɓɞɍ, ɔɘɗɊɑ, not 

translated 

in order, for ɇ ɛɊɐɤɚ, ɖ ɛɊɐɡɣ ɉɐɤ 

about 
ɏɅɖɅɗɊɐɡɒɓ, 

ɓɗɒɓɖɍɗɊɐɡɒɓ 
ɓ 
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4.1.10 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 u ser 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 userõs personal files), but not in "your hand" (itõs obvious 

that the text refers to the  userõs hand, not somebody elseõs), "connect your mouse" 

("your" here doesn't add meaning, it simply means "a mouse").  

The same applies to "I," "me," and "mine"ñthey'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 "ɔɓɐɡɌɓɇɅɗɊɐɡ" (user) as 

we used to do. 

Also remember that in some cases "your" and "mine" correspond to the 

Russian pronoun èɖɇɓɎé. 

The pronouns "we" and "us" usually refer to Microsoft or its products and  should be 

translated using the pronouns ɑɠ and ɒɅɝ. Avoid using ɏɓɕɔɓɕɅɛɍɤ ȱɅɎɏɕɓɖɓəɗ, 

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 "ɑɠ" 

if it refers to a service or system, not to a group of people.  

Example:   

Inappropriate usage  Appropriate usage  

ȱɓɋɒɓ ɍɌɑɊɒɍɗɡ ɇɕɊɑɤ ɘɖɗɅɒɓɇɏɍ ɒɓɇɠɚ 

ɓɆɒɓɇɐɊɒɍɎ. 

ȧɠ ɑɓɋɊɗɊ ɍɌɑɊɒɍɗɡ ɇɕɊɑɤ ɘɖɗɅɒɓɇɏɍ 

ɒɓɇɠɚ ɓɆɒɓɇɐɊɒɍɎ. 

ȬɅɔɓɑɒɍɗɡ ɔɅɕɓɐɡ ȬɅɔɓɑɒɍɗɡ ɑɓɎ ɔɅɕɓɐɡ 

ȵɊɏɓɑɊɒɉɘɊɗɖɤ ɕɊɈɘɐɤɕɒɓ ɅɕɚɍɇɍɕɓɇɅɗɡ 

ɐɍɜɒɠɊ əɅɎɐɠ. 

ȱɠ ɖɓɇɊɗɘɊɑ ɇɅɑ ɕɊɈɘɐɤɕɒɓ 

ɅɕɚɍɇɍɕɓɇɅɗɡ ɖɇɓɍ əɅɎɐɠ. 



 
 

Page 24 of 49 

 

ȸɖɗɅɒɓɇɍɗɡ ɢɗɓ ɔɕɍɐɓɋɊɒɍɊ? ȧɠ ɚɓɗɍɗɊ ɘɖɗɅɒɓɇɍɗɡ ɢɗɓ ɔɕɍɐɓɋɊɒɍɊ? 

ȱɠ ɉɓɆɅɇɐɤɊɑ ɇɅɝɍ əɅɎɐɠ ɒɅ ɖɊɕɇɊɕ. ȧɅɝɍ əɅɎɐɠ ɉɓɆɅɇɐɤɣɗɖɤ ɒɅ ɖɊɕɇɊɕ. 

Windows ɔɓɑɓɈɅɊɗ ɇɖɊɑ ɔɓɐɡɌɓɇɅɗɊɐɤɑ ñ 

ɏɅɏ ɇɖɊɑɍɕɒɓ ɍɌɇɊɖɗɒɠɑ əɓɗɓɈɕɅəɅɑ, ɗɅɏ ɍ 

ɗɊɑ, ɏɗɓ ɔɕɓɖɗɓ ɐɣɆɍɗ əɓɗɓɈɕɅəɍɕɓɇɅɗɡ 

ɖɇɓɍɚ ɉɊɗɊɎ, ñ ɉɊɐɍɗɡɖɤ ɖɒɍɑɏɅɑɍ, Ʌ ɗɅɏɋɊ 

ɘɔɓɕɤɉɓɜɍɇɅɗɡ, ɕɊɉɅɏɗɍɕɓɇɅɗɡ 

ɍ ɉɊɑɓɒɖɗɕɍɕɓɇɅɗɡ ɖɇɓɣ ɕɅɖɗɘɞɘɣ 

ɏɓɐɐɊɏɛɍɣ əɓɗɓɈɕɅəɍɎ. 

ȲɊ ɇɅɋɒɓ, ɤɇɐɤɊɗɊɖɡ ɐɍ ɇɠ ɇɖɊɑɍɕɒɓ 

ɍɌɇɊɖɗɒɠɑ əɓɗɓɈɕɅəɓɑ ɍɐɍ ɔɕɓɖɗɓ 

ɐɣɆɍɗɊ əɓɗɓɈɕɅəɍɕɓɇɅɗɡ ɖɇɓɍɚ 

ɉɊɗɊɎ, Windows ɔɓɑɓɋɊɗ ɇɅɑ ɉɊɐɍɗɡɖɤ 

ɖɒɍɑɏɅɑɍ, Ʌ ɗɅɏɋɊ ɘɔɓɕɤɉɓɜɍɇɅɗɡ, 

ɕɊɉɅɏɗɍɕɓɇɅɗɡ ɍ ɉɊɑɓɒɖɗɕɍɕɓɇɅɗɡ ɖɇɓɣ 

ɕɅɖɗɘɞɘɣ ɏɓɐɐɊɏɛɍɣ əɓɗɓɈɕɅəɍɎ. 

Ȫɖɐɍ ɒɅ ɏɓɑɔɡɣɗɊɕɊ Ɋɖɗɡ ɒɊɖɏɓɐɡɏɓ 

ɘɜɊɗɒɠɚ ɌɅɔɍɖɊɎ, ɗɓ ɉɕɘɈɓɎ ɜɊɐɓɇɊɏ ɑɓɋɊɗ 

ɇɓɎɗɍ ɇ ɖɍɖɗɊɑɘ, ɇɓɖɔɓɐɡɌɓɇɅɇɝɍɖɡ 

əɘɒɏɛɍɊɎ ɆɠɖɗɕɓɈɓ ɔɊɕɊɏɐɣɜɊɒɍɤ 

ɔɓɐɡɌɓɇɅɗɊɐɊɎ, Ʌ ɗɊɏɘɞɊɑɘ ɔɓɐɡɌɓɇɅɗɊɐɣ 

ɔɕɍ ɢɗɓɑ ɒɊ ɔɕɍɉɊɗɖɤ ɇɠɚɓɉɍɗɡ ɍɌ ɖɍɖɗɊɑɠ 

ɍɐɍ ɌɅɏɕɠɇɅɗɡ ɖɇɓɍ ɔɕɓɈɕɅɑɑɠ ɍ əɅɎɐɠ. 

Ȫɖɐɍ ɒɅ ɇɅɝɊɑ ɏɓɑɔɡɣɗɊɕɊ ɒɊɖɏɓɐɡɏɓ 

ɘɜɊɗɒɠɚ ɌɅɔɍɖɊɎ, ɉɕɘɈɓɎ ɜɊɐɓɇɊɏ ɑɓɋɊɗ 

ɇɓɎɗɍ ɇ ɖɍɖɗɊɑɘ ɆɠɖɗɕɓɈɓ ɔɊɕɊɏɐɣɜɊɒɍɤ 

ɔɓɐɡɌɓɇɅɗɊɐɊɎ, Ʌ ɇɅɑ ɔɕɍ ɢɗɓɑ ɒɊ 

ɔɕɍɉɊɗɖɤ ɇɠɚɓɉɍɗɡ ɍɌ ɖɍɖɗɊɑɠ ɍɐɍ 

ɌɅɏɕɠɇɅɗɡ ɖɇɓɍ ɔɕɓɈɕɅɑɑɠ ɍ əɅɎɐɠ. 

                

  

4.1.11 Punctuation 

General rules  

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

¶ Avoid semicolons. Two shorter sentences are often better than a single long sentence and are 

easier to read.  

¶ You can use question marks in places like FAQs and headings to indicate direct interaction with 

the user. 

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

¶ 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  ɒɅɔɕɍɑɊɕ 

The word ɒɅɔɕɍɑɊɕ should be used with commas before and after it:  

¶ ȲɅɔɕɍɑɊɕ, ɢɗɓ ɑɓɋɊɗ ɔɕɓɍɌɓɎɗɍ, Ɋɖɐɍ ɤɜɊɎɏɅ ɘɋɊ ɘɉɅɐɊɒɅ ɖ ɐɍɖɗɅ. 

¶ ȶɋɅɗɍɊ ɒɊ ɘɉɅɊɗɖɤ ɇɠɔɓɐɒɍɗɡ, ɒɅɔɕɍɑɊɕ, ɔɕɍ ɔɊɕɊɖɠɐɏɊ ɖɋɅɗɠɚ əɅɎɐɓɇ. 
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If ɒɅɔɕɍɑɊɕ is used at the beginning or at the end of an unattached clause 

(ɓɆɓɖɓɆɐɊɒɒɠɎ ɓɆɓɕɓɗ), it isn't separated with a comma: 

¶ ȬɅɉɅɎɗɊ ɉɓɔɘɖɗɍɑɠɊ Ɋɉɍɒɍɛɠ, ɒɅɔɕɍɑɊɕ ɉɣɎɑɠ ɍɐɍ ɖɅɒɗɍɑɊɗɕɠ. 

If ɒɅɔɕɍɑɊɕ is used within a parenthetical construction (ɇɖɗɅɇɒɅɤ ɏɓɒɖɗɕɘɏɛɍɤ ɖɓ 

ɖɏɓɆɏɅɑɍ), commas are used as usual: 

¶ ȲɊɏɓɗɓɕɠɊ ɢɐɊɑɊɒɗɠ (ɒɅɔɕɍɑɊɕ, ɖɔɍɖɏɍ ɕɅɖɖɠɐɏɍ) ɒɊ ɘɉɅɊɗɖɤ ɢɏɖɔɓɕɗɍɕɓɇɅɗɡ ɇ 

vCard. 

Commas with ɔɓ ɘɑɓɐɜɅɒɍɣ 

The phrase ɔɓ ɘɑɓɐɜɅɒɍɣ shouldn't be used with commas. 

¶ ȴɓ ɘɑɓɐɜɅɒɍɣ ɌɒɅɜɊɒɍɊ ɖɜɍɗɅɊɗɖɤ ɕɅɇɒɠɑ REG_SZ. 

Colon  

A colon after "Attent ion," "Caution," and other words meant to attract the reader's 

attention should be replaced with  an exclamation point. 

Example: 

  

US English Russian target  

Caution: ȧɒɍɑɅɒɍɊ! 

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. 
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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 ɍɒɗɊɕɒɊɗ-ɑɅɈɅɌɍɒ 

 

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  

1 ð 2 = ð1 1 ð 2 = ð1 

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 10ð20. ȶɑ. ɖɗɕ. 10ð20. 

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 thatõs 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: 
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Source text example  Russian text example  

It's easy to rearrange your lineup of 

taskbar buttonsñjust click and drag 

them. And Jump Lists give you quick 

access to what you use the mostñlike 

frequently-viewed websites or favorite 

documents. 

ȧɠ ɑɓɋɊɗɊ ɐɊɈɏɓ ɍɌɑɊɒɤɗɡ ɔɓɕɤɉɓɏ 

ɕɅɖɔɓɐɓɋɊɒɍɤ ɏɒɓɔɓɏ ɒɅ ɔɅɒɊɐɍ ɌɅɉɅɜ ñ 

ɔɕɓɖɗɓ ɞɊɐɏɅɎɗɊ ɍ ɔɊɕɊɗɅɖɏɍɇɅɎɗɊ ɍɚ. ȥ ɖ 

ɔɓɑɓɞɡɣ ɖɔɍɖɏɓɇ ɔɊɕɊɚɓɉɓɇ ɑɓɋɒɓ ɓɗɏɕɠɇɅɗɡ 

ɜɅɖɗɓ ɔɓɖɊɞɅɊɑɠɊ ɇɊɆ-ɖɅɎɗɠ, ɍɌɆɕɅɒɒɠɊ 

ɉɓɏɘɑɊɒɗɠ ɍ ɑɒɓɈɓɊ ɉɕɘɈɓɊ. 

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 

information, see 

Chapter 1. 

ȴɕɍɑɊɜɅɒɍɊ. 

ȩɓɔɓɐɒɍɗɊɐɡɒɠɊ ɖɇɊɉɊɒɍɤ 

ɖɑ. ɇ ɈɐɅɇɊ 1. 

The period should have the 

same formatting as the preceding 

word. 

  

Quotation marks  

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

if they don't have special formatting (such as bold or italic). In the software UI, 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, èɏɒɓɔɏɅ "Ȩɓɗɓɇɓ"é. 

Whenever double quotation marks can't be used for technical reasons, workarounds 

should be used in the Russian text to display double quotation marks ("ê" or «»). Examples 

of such workarounds include using two sequenced single quote characters ('') and using 

code (such as &quot; in HTML) instead of characters. 
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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 

need a product key. 

ȼɗɓɆɠ ɔɕɓɉɓɐɋɍɗɡ, ɒɅɋɑɍɗɊ ɏɒɓɔɏɘ èȩɅɐɊɊé (ɑɓɋɊɗ 

ɔɓɗɕɊɆɓɇɅɗɡɖɤ ɏɐɣɜ ɔɕɓɉɘɏɗɅ). 

Click Next to continue. You 

might  need a product key. 

ȼɗɓɆɠ ɔɕɓɉɓɐɋɍɗɡ, ɒɅɋɑɍɗɊ ɏɒɓɔɏɘ èȩɅɐɊɊé. (ȱɓɋɊɗ 

ɔɓɗɕɊɆɓɇɅɗɡɖɤ ɏɐɣɜ ɔɕɓɉɘɏɗɅ.) 

 

  

4.1.12 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. 

US English source text  Russian long form  
Russian sentence 

fragment  

To <verb> 

<optional  noun> do the 

following:  

ȼɗɓɆɠ <verb> <optional noun>, 

ɇɠɔɓɐɒɍɗɊ ɘɏɅɌɅɒɒɠɊ ɒɍɋɊ ɉɊɎɖɗɇɍɤ. 

ȩɐɤ <optional noun> ɒɊɓɆɚɓɉɍɑɓ 

ɇɠɔɓɐɒɍɗɡ ɖɐɊɉɘɣɞɊɊ: 

ȼɗɓɆɠ <verb> 

<optional  noun>: 

In this article: 
ȧ ɢɗɓɎ ɖɗɅɗɡɊ ɕɅɖɖɑɅɗɕɍɇɅɣɗɖɤ 

ɖɐɊɉɘɣɞɍɊ ɇɓɔɕɓɖɠ: 
ȧ ɢɗɓɎ ɖɗɅɗɡɊ: 
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Prepare the following 

before installation: 

ȴɊɕɊɉ ɒɅɜɅɐɓɑ ɘɖɗɅɒɓɇɏɍ ɗɕɊɆɘɊɗɖɤ 

ɔɓɉɈɓɗɓɇɍɗɡ ɖɐɊɉɘɣɞɊɊ: 

ȴɓɉɈɓɗɓɇɡɗɊ: 

ȧɅɑ ɔɓɗɕɊɆɘɣɗɖɤ: 

ȧɅɑ ɔɓɒɅɉɓɆɍɗɖɤ: 

ȧɅɑ ɑɓɋɊɗ 

ɔɓɒɅɉɓɆɍɗɡɖɤ: 

See the details in the 

following topics:  

ȩɓɔɓɐɒɍɗɊɐɡɒɠɊ ɖɇɊɉɊɒɍɤ ɖɑ. ɇ 

ɖɐɊɉɘɣɞɍɚ ɖɗɅɗɡɤɚ: 

ȶɑ. ɗɅɏɋɊ: 

ȩɓɔɓɐɒɍɗɊɐɡɒɠɊ 

ɖɇɊɉɊɒɍɤ: 

ȴɓɉɕɓɆɒɊɊ ɓɆ ɢɗɓɑ: 

ȴɓɉɕɓɆɒɓɖɗɍ: 

To do this follow the 

instructions below. 

ȩɐɤ ɢɗɓɈɓ ɇɠɔɓɐɒɍɗɊ ɔɊɕɊɜɍɖɐɊɒɒɠɊ 

ɒɍɋɊ ɉɊɎɖɗɇɍɤ. 
ȩɐɤ ɢɗɓɈɓ: 

  

4.1.13 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 Donõt  Comment  

When you save 

this document, 

itõll be updated 

to include 

changes made by 

other authors. 

ȯɓɈɉɅ ɇɠ ɖɓɚɕɅɒɍɗɊ ɢɗɓɗ 

ɉɓɏɘɑɊɒɗ, ɓɒ ɆɘɉɊɗ 

ɓɆɒɓɇɐɊɒ ɖ ɘɜɊɗɓɑ 

ɍɌɑɊɒɊɒɍɎ, 

ɇɒɊɖɊɒɒɠɚ ɉɕɘɈɍɑɍ 

ɅɇɗɓɕɅɑɍ. 

ȯɓɈɉɅ 

ɢɗɓɗ ɉɓɏɘɑɊɒɗ 

ɆɘɉɊɗ ɖɓɚɕɅɒɊɒ, ɓɒ 

ɆɘɉɊɗ ɓɆɒɓɇɐɊɒ ɖ 

ɘɜɊɗɓɑ ɍɌɑɊɒɊɒɍɎ, 

ɇɒɊɖɊɒɒɠɚ 

ɉɕɘɈɍɑɍ ɅɇɗɓɕɅɑɍ. 

There are too many 

passive structures in 

the sentenceñit would 

be natural to speak 

about the user in the 

active voice. 

Your copy of 

Office is 

not  activated 

ɂɗɅ ɏɓɔɍɤ Office ɊɞɊ 

ɒɊ ɅɏɗɍɇɍɕɓɇɅɒɅ 

ȧɠ ɊɞɊ ɒɊ 

ɅɏɗɍɇɍɕɓɇɅɐɍ 

ɖɇɓɣ ɏɓɔɍɣ Office 

Using the active voice 

with "you" in error 

messages can sound 

rude as if you are 

blaming the user. 

Simplify. Short sentences are easier to read quickly. 

  

Russian "before" example  Russian "after" example  
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ȲɊɌɅɇɍɖɍɑɠɊ ɅɒɍɑɅɛɍɍ ɔɕɊɉɓɖɗɅɇɐɤɣɗ 

ɕɅɌɕɅɆɓɗɜɍɏɅɑ ɖɔɓɖɓɆ ɅɒɍɑɅɛɍɍ ɍɚ 

ɔɓɐɡɌɓɇɅɗɊɐɡɖɏɓɈɓ ɍɒɗɊɕəɊɎɖɅ ɒɊɌɅɇɍɖɍɑɓ 

ɓɗ ɔɓɗɓɏɅ ɔɓɐɡɌɓɇɅɗɊɐɡɖɏɓɈɓ ɍɒɗɊɕəɊɎɖɅ 

ɔɕɍɐɓɋɊɒɍɤ. 

ȵɅɌɕɅɆɓɗɜɍɏɍ ɑɓɈɘɗ ɅɒɍɑɍɕɓɇɅɗɡ 

ɖɓɆɖɗɇɊɒɒɠɎ ɔɓɐɡɌɓɇɅɗɊɐɡɖɏɍɎ 

ɍɒɗɊɕəɊɎɖ ɒɊɌɅɇɍɖɍɑɓ ɓɗ ɔɓɗɓɏɅ 

ɔɓɐɡɌɓɇɅɗɊɐɡɖɏɓɈɓ ɍɒɗɊɕəɊɎɖɅ 

ɔɕɍɐɓɋɊɒɍɤ. 

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

  

Russian "before" example  Russian "after" example  

ȭɖɔɓɐɡɌɓɇɅɒɍɊ ɍɖɗɓɕɍɍ əɅɎɐɓɇ ȯɅɏ ɔɓɐɡɌɓɇɅɗɡɖɤ ɍɖɗɓɕɍɊɎ əɅɎɐɓɇ 

ȶɏɅɜɍɇɅɒɍɊ ɍ ɘɖɗɅɒɓɇɏɅ ȯɅɏ ɖɏɅɜɅɗɡ ɍ ɘɖɗɅɒɓɇɍɗɡ 

4.1.14 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:  

¶ As a thousands separator (10 000) 

¶ Before % in documentation (10 %) 

¶ Between a number and the following unit (5 ɏɈ, 5 °C) 

¶ Between a personõs initials and last name (ȥ. ȥ. ȶɍɉɓɕɓɇ) 

¶ In contractions (ɍ ɗ. ɉ.) 

¶ Before a dash (ȹɅɎɐ ñ ɢɗɓê) 

4.1.15 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 acti ve 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 Donõt  Comment  
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When you save 

this document, itõll 

be updated to 

include changes 

made by 

other authors. 

ȯɓɈɉɅ ɇɠ 

ɖɓɚɕɅɒɍɗɊ ɢɗɓɗ 

ɉɓɏɘɑɊɒɗ, ɓɒ ɆɘɉɊɗ 

ɓɆɒɓɇɐɊɒ ɖ ɘɜɊɗɓɑ 

ɍɌɑɊɒɊɒɍɎ, ɇɒɊɖɊɒɒɠɚ 

ɉɕɘɈɍɑɍ ɅɇɗɓɕɅɑɍ. 

ȯɓɈɉɅ ɢɗɓɗ 

ɉɓɏɘɑɊɒɗ ɆɘɉɊɗ 

ɖɓɚɕɅɒɊɒ, ɓɒ ɆɘɉɊɗ 

ɓɆɒɓɇɐɊɒ ɖ ɘɜɊɗɓɑ 

ɍɌɑɊɒɊɒɍɎ, ɇɒɊɖɊɒɒɠɚ 

ɉɕɘɈɍɑɍ ɅɇɗɓɕɅɑɍ. 

There are too 

many passive 

structures in the 

sentenceñit 

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. 

Source Do Donõt  Comment  

Your copy of 

Office is not 

activated 

ɂɗɅ ɏɓɔɍɤ Office 

ɊɞɊ ɒɊ 

ɅɏɗɍɇɍɕɓɇɅɒɅ 

ȧɠ ɊɞɊ ɒɊ 

ɅɏɗɍɇɍɕɓɇɅɐɍ ɖɇɓɣ 

ɏɓɔɍɣ Office 

Using the active voice with 

"you" in error  messages can 

sound rude, as if you're 

blaming the user. 

Use the imperative ña command or request with an implied youñto save space and talk 

directly to the customer in procedures. The imperative can sound short and abrupt, though, 

so donõt 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 òyou canó (ɇɠ 

ɑɓɋɊɗɊ) structures into imperative ones. On the other hand, itõs better to use the imperative 

than òyou mustó (ɇɠ ɉɓɐɋɒɠ) 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 Donõt  Comment  

You can now 

create a table. 

ȷɊɔɊɕɡ ɇɠ 

ɑɓɋɊɗɊ ɖɓɌɉɅɗɡ 

ɗɅɆɐɍɛɘ. 

ȶɓɌɉɅɎɗɊ ɗɅɆɐɍɛɘ. 

You need to motivate 

users, not boss them 

around. 
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You should 

create a folder 

before adding 

files to it. 

ȶɓɌɉɅɎɗɊ ɔɅɔɏɘ, 

ɔɕɊɋɉɊ ɜɊɑ ɉɓɆɅɇɐɤɗɡ 

əɅɎɐɠ ɇ ɒɊɊ. 

ȧɠ ɉɓɐɋɒɠ 

ɖɓɌɉɅɗɡ ɔɅɔɏɘ, ɔɕɊɋɉɊ 

ɜɊɑ ɉɓɆɅɇɐɤɗɡ əɅɎɐɠ 

ɇ ɒɊɊ. 

ɉɓɐɋɒɠ sounds too 

direct and can be 

even rude. 

Protect your 

files in case of 

a crashñturn 

on 

AutoRecover 

and AutoSave 

ȬɅɞɍɗɍɗɊ ɖɇɓɍ əɅɎɐɠ 

ɒɅ ɖɐɘɜɅɎ ɖɆɓɤ ñ 

ɇɏɐɣɜɍɗɊ 

ɅɇɗɓɖɓɚɕɅɒɊɒɍɊ ɍ 

ɅɇɗɓɇɓɖɖɗɅɒɓɇɐɊɒɍɊ 

ȬɅɞɍɗɅ əɅɎɐɓɇ ɒɅ 

ɖɐɘɜɅɎ ɖɆɓɤ ñ 

ɇɏɐɣɜɊɒɍɊ 

ɅɇɗɓɖɓɚɕɅɒɊɒɍɤ ɍ 

ɅɇɗɓɇɓɖɖɗɅɒɓɇɐɊɒɍɤ 

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 orñas in 

this caseñsimply 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.     

US English source text  Russian inappropri ate usage 
Russian appropriate 

usage 

The wizard has finished 

installing the program.  

ȸɖɗɅɒɓɇɏɅ ɔɕɓɈɕɅɑɑɠ ɖ ɔɓɑɓɞɡɣ 

ɑɅɖɗɊɕɅ ɌɅɇɊɕɝɊɒɅ. 

ȱɅɖɗɊɕ ɘɖɗɅɒɓɇɍɐ 

ɔɕɓɈɕɅɑɑɘ. 

You are now connected to 

the internet. 

ȸɖɗɅɒɓɇɐɊɒɓ ɔɓɉɏɐɣɜɊɒɍɊ 

ɏ ȭɒɗɊɕɒɊɗɘ. 

ȧɠ ɔɓɉɏɐɣɜɍɐɍɖɡ ɏ 

ȭɒɗɊɕɒɊɗɘ. 

 

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. 
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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 Edwardñ

ȧɐɅɉɍɑɍɕ, New YorkñȧɐɅɉɍɇɓɖɗɓɏ. 

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/. 

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). Before translating any application, 

product, or feature name, verify that it can in fact be translated and isn't protected in any 

way. This information needs to be obtained from the Microsoft team. For more information 

check the Trademarks section.  

If a product name, or part of a product name, is easily localized, then it usually is. Always 

check Term Studio 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  

Word for Windows  Word ɉɐɤ Windows 

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

https://www.microsoft.com/en-us/accessibility/
https://www.microsoft.com/en-us/accessibility/
https://worldready.cloudapp.net/Styleguide/Read?id=1405&topicid=2610
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US English Russian target  

To activate Windows Professional: ȼɗɓɆɠ ɅɏɗɍɇɍɕɓɇɅɗɡ Windows ȴɕɓəɊɖɖɍɓɒɅɐɡɒɅɤ: 

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 ȧɊɕɖɍɤ 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. When localizing version strings, use the following 

guidelines as advised by Microsoft Legal and Corporate Affairs (CELA): 

Version strings that contain copyright information should always be translated. 

Example: 

US English Russian target  

© 2019 Microsoft 

Corporation. All rights reserved. 

Refer to Term Studio to check the correct translations of 

"All rights reserved" and "Microsoft Corporation."  

5.3 Geopolitical concerns 

Part of the cultural adaptation of the US-English product to a specific market is the 

resolution of geopolitical issues. Although the US-English product should 

have been designed and developed with neutrality and a global audience in 

mind, the localized product should be relevant to the particular target country/region. 

Sensitive issues or issues that might be offensive to the users in the target country/region 

may occur in any of the following: 

http://aka.ms/termstudio
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¶ Maps 

¶ Flags 

¶ Names of countries/regions, cities, and languages 

¶ Art and graphics 

¶ Cultural content, such as encyclopedia content and other text where historical or political 

references are present 

Some of these issues are relatively easy to verify and resolve: the objective should be for 

the localizer to always have the most current information  available. Maps and other 

graphic representations of countries/regions should be checked for accuracy and existing 

political restrictions. The names of countries and regions, cities, and languages change on 

a regular basis and need to be checked, even if they were previously approved. 

The localizer needs a thorough understanding of the culture of the target market so that 

they can check the appropriateness of cultural content, clip art and 

other visual representations of religious symbols, and body and hand gestures. 

5.4 Software considerations 

This section refers to all menus, menu items, commands, buttons, check boxes, and similar UI elements, 

which should be translated consistently in the localized product. 

5.4.1 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 canõt navigate out of a control 

group using arrow keys. 

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

5.4.2 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. 

Here is an example: 

https://worldready.cloudapp.net/Styleguide/Read?id=1405&topicid=2616
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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  

Itõs 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. 

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 youõre 

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  

Cannot ê 

Canõt ê 

ȲɊ ɘɉɅɊɗɖɤê 

ȲɊ ɑɓɋɊɗê 

ȲɊɇɓɌɑɓɋɒɓê 

ȲɊ ɑɓɋɊɗɊê 

Avoid translating 

cannot as ɒɊɐɡɌɤ as 

it can sound rude 

Cannot configure ê 

Word cannot open 

the document ê 

Cannot divide by 0. 

You cannot add 

another account. 

ȲɊ ɘɉɅɊɗɖɤ ɒɅɖɗɕɓɍɗɡê 

Word ɒɊ ɑɓɋɊɗ ɓɗɏɕɠɗɡ 

ɉɓɏɘɑɊɒɗê 

ȩɊɐɊɒɍɊ ɒɅ ɒɓɐɡ 

ɒɊɇɓɌɑɓɋɒɓ. 

ȧɠ ɒɊ ɑɓɋɊɗɊ ɉɓɆɅɇɍɗɡ 

ɊɞɊ ɓɉɒɘ ɘɜɊɗɒɘɣ ɌɅɔɍɖɡ. 

https://styleguides.azurewebsites.net/Styleguide/Read?id=1405&topicid=2514
https://styleguides.azurewebsites.net/Styleguide/Read?id=1405&topicid=2514
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Failed to ê 

Failure of ê 

Could not ê 

Couldnõt ê 

Unable to ê 

ȲɊ ɘɉɅɐɓɖɡê 

Could not activate 

help. 

Unable to configure 

ê 

The system was 

unable to install your 

device. 

Failed to create 

directory. 

ȲɊ ɘɉɅɐɓɖɡ ɇɠɌɇɅɗɡ 

ɖɔɕɅɇɏɘ. 

ȲɊ ɘɉɅɐɓɖɡ ɒɅɖɗɕɓɍɗɡê 

ȲɊ ɘɉɅɐɓɖɡ ɘɖɗɅɒɓɇɍɗɡ 

ɇɅɝɊ ɘɖɗɕɓɎɖɗɇɓ. 

ȲɊ ɘɉɅɐɓɖɡ ɖɓɌɉɅɗɡ ɏɅɗɅɐɓɈ. 

ê failed. ȶɆɓɎê 
Remove operation 

failed. 
ȶɆɓɎ ɘɉɅɐɊɒɍɤ. 

Do you want 

to ê 
ȧɠ ɚɓɗɍɗɊê 

Do you want to 

convert this font to 

TrueType during 

installation? 

ȧɠ ɚɓɗɍɗɊ ɔɕɊɓɆɕɅɌɓɇɅɗɡ 

ɢɗɓɗ ɝɕɍəɗ ɇ əɓɕɑɅɗ 

TrueType ɔɕɍ ɘɖɗɅɒɓɇɏɊ? 

Are you sure 

you want to 

ê 

ȧɠ ɉɊɎɖɗɇɍɗɊɐɡɒɓ 

ɚɓɗɍɗɊê 

Are you sure you 

want to delete ê 

ȧɠ ɉɊɎɖɗɇɍɗɊɐɡɒɓ ɚɓɗɍɗɊ 

ɘɉɅɐɍɗɡê 

... is not 

available 

... is 

unavailable 

ȲɊɉɓɖɗɘɔɊɒ 

The requested 

resources were not 

available. 

ȬɅɔɕɓɝɊɒɒɠɊ ɕɊɖɘɕɖɠ 

ɒɊɉɓɖɗɘɔɒɠ. 

An error 

occurred 

whileê 

ȴɕɓɍɌɓɝɐɅ ɓɝɍɆɏɅ 

ɔɕɍê 

An error occurred 

while formatting the 

media. 

ȴɕɓɍɌɓɝɐɅ ɓɝɍɆɏɅ ɔɕɍ 

əɓɕɑɅɗɍɕɓɇɅɒɍɍ ɒɓɖɍɗɊɐɤ. 

An error was 

detected ê 

ȳɆɒɅɕɘɋɊɒɅ 

ɓɝɍɆɏɅ ɔɕɍê 

An error was 

detected while 

accessing the 

program 

configuration.  

ȳɆɒɅɕɘɋɊɒɅ ɓɝɍɆɏɅ ɔɕɍ 

ɉɓɖɗɘɔɊ ɏ ɏɓɒəɍɈɘɕɅɛɍɍ 

ɔɕɓɈɕɅɑɑɠ. 

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: 
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%d, %ld, %u, and %lu means <number> 

%c 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  

%I64d%% CPU Usage ȭɖɔɓɐɡɌɓɇɅɒɍɊ Ȼȴ: %I64d%% 

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: 

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

US English Russian target  

%1 folders are detected. ȳɆɒɅɕɘɋɊɒɓ ɔɅɔɓɏ: %1. 

¶ Use abbreviations. 

US English Russian target  

%1 days left for activation. ȲɅ ɇɠɔɓɐɒɊɒɍɊ ɅɏɗɍɇɅɛɍɍ ɓɖɗɅɐɓɖɡ %1 ɉɒ. 

¶ 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. ȲɅɋɍɑɅɎɗɊ ɏɒɓɔɏɘ ɒɊ ɑɊɒɊɊ %1 ɖɊɏɘɒɉ. 
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Don't use forms like èȲɅɎɉɊɒɓ %1 əɅɎɐ(-a, -ɓɇ)é 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 èɈɓɉɅé or èɐɊɗéñtranslators are encouraged to use the 

most probable translation in each particular case. 

5.4.3 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. 

 

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. 

Currently, keyboard shortcuts are often assigned automatically by a special tool, so be 

sure to ask your manager whether you need to pay attention to keyboard shortcuts or not. 

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. If it's not 

possible to check the software, contact your project manager. 

Keyboard  shortcuts special 

options  

Usage: Is 

it 

allowed?  

Notes  

Characters with downstrokes, 

such as ɉ, ɕ, ɘ, ə, ɛ, ɞ, ȩ, Ȼ, Ⱦ 

can be used as 

keyboard shortcuts. 

No 

A keyboard shortcut can be assigned to 

a character with a downstroke if there are 

no other options (that is, if all other 

characters have keyboard shortcuts 

assigned to them). 

An additional letter, 

appearing between brackets after 
No  
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the item name, can be used as a 

keyboard shortcut. 

A number, appearing between 

brackets after the item name, can 

be used as a keyboard shortcut. 

No  

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 

is available. 

No  

No keyboard shortcut is assigned 

when no more characters are 

available (minor options only). 

Yes  

Content writers usually just refer to òkeyboard shortcutsó in content for a general 

audience. In localization, however, we distinguish the following terms: 

Term  Usage 

access 

key 

A subtype of keyboard shortcut. A letter or number that the user types to access UI 

controls that  have text labels. Access keys are assigned to top-level controls so that 

the user can use the keyboard to move through the UI quickly.  

Example: F in Alt+F 

Example in UI localization: H&ome 

In keyboard shortcuts, most access keys are used with the Alt key. 

key tip  

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

In UI localization, the key tip is the last character present in the strings after the 

ò`ó character. 

Example: In UI localization Home`H 
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shortcu

t key  

A subtype of keyboard shortcut. A key that the user types to perform a common 

action without having  to go through the UI. Shortcut keys are not available for 

every command.  

Example: Ctrl+N, Ctrl+V 

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. 

5.4.4 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 

ɏɐɅɇɍɝɅ Windows). 

Example: 

  

US English Russian target  

Press Alt + F. ȲɅɋɑɍɗɊ ɏɐɅɇɍɝɍ ALT+F3. 

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

  

US English Russian target  

Down arrow ȶȷȵȪȰȯȥ ȧȲȭȬ 

Enter ȧȧȳȩ 

Left arrow ȶȷȵȪȰȯȥ ȧȰȪȧȳ 

Right arrow ȶȷȵȪȰȯȥ ȧȴȵȥȧȳ 

Spacebar ȴȵȳȦȪȰ 

Up arrow ȶȷȵȪȰȯȥ ȧȧȪȵȺ 

Windows key 

Windows logo key 
ɏɐɅɇɍɝɅ Windows 

Menu key ɏɐɅɇɍɝɅ ɑɊɒɣ 
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5.4.5 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. 

5.4.6 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 theyõre not accessible on 

the screen. 

When referring to shortcuts, use ɒɅɋɑɍɗɊ ɏɐɅɇɍɝɍ, not ɒɅɋɑɍɗɊ ɖɓɜɊɗɅɒɍɊ ɏɐɅɇɍɝ. 

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 

General Windows shortcut keys  

Help window F1 ȳɏɒɓ ɖɔɕɅɇɏɍ F1 

Context-sensitive 

Help 
Shift+F1 ȯɓɒɗɊɏɖɗɒɅɤ ɖɔɕɅɇɏɅ SHIFT+F1 

Display pop-up 

menu 
Shift+F10 ȧɠɇɓɉ ɇɖɔɐɠɇɅɣɞɊɈɓ ɑɊɒɣ SHIFT+F10 

Cancel Esc ȳɗɑɊɒɅ ESC 

Activate/deactivate 

menu bar mode 
F10 

ȧɏɐɣɜɊɒɍɊ ɍ ɓɗɏɐɣɜɊɒɍɊ 

ɖɗɕɓɏɍ ɑɊɒɣ 
F10 

Switch to the next 

primary applicatio

n 

Alt+Tab 
ȴɊɕɊɚɓɉ ɏ ɖɐɊɉɘɣɞɊɑɘ 

ɓɖɒɓɇɒɓɑɘ ɔɕɍɐɓɋɊɒɍɣ 
ALT+TAB 
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Display next 

window 
Alt+Esc ȧɠɇɓɉ ɖɐɊɉɘɣɞɊɈɓ ɓɏɒɅ ALT+ESC 

Display pop-up 

menu for the 

window 

Alt+Spacebar 
ȧɠɇɓɉ ɇɖɔɐɠɇɅɣɞɊɈɓ ɑɊɒɣ 

ɉɐɤ ɓɏɒɅ 
ALT+ȴȵȳȦȪȰ 

Display pop-up 

menu for the 

active child 

window 

Alt+ - 
ȧɠɇɓɉ ɇɖɔɐɠɇɅɣɞɊɈɓ ɑɊɒɣ 

ɉɐɤ ɅɏɗɍɇɒɓɈɓ ɉɓɜɊɕɒɊɈɓ ɓɏɒɅ 
ALT+- 

Display property 

sheet for current 

selection 

Alt+Enter 
ȧɠɇɓɉ ɖɗɕɅɒɍɛɠ ɖɇɓɎɖɗɇ ɉɐɤ 

ɇɠɆɕɅɒɒɓɈɓ ɓɆɟɊɏɗɅ 
ALT+ȧȧȳȩ 

Close active 

application 

window 

Alt+F4 
ȬɅɏɕɠɗɍɊ ɅɏɗɍɇɒɓɈɓ ɓɏɒɅ 

ɔɕɍɐɓɋɊɒɍɤ 
ALT+F4 

Switch to next 

window 

within  (modeless-

compliant) 

application 

Alt+F6 
ȴɊɕɊɚɓɉ ɏ ɖɐɊɉɘɣɞɊɑɘ 

ɒɊɑɓɉɅɐɡɒɓɑɘ ɓɏɒɘ 
ALT+F6 

Capture active 

window image to 

the clipboard 

Alt+Prnt Scrn 
ȴɓɑɊɞɊɒɍɊ ɍɌɓɆɕɅɋɊɒɍɤ 

ɅɏɗɍɇɒɓɈɓ ɓɏɒɅ ɇ ɆɘəɊɕ ɓɆɑɊɒɅ 

ALT+PRINT 

SCREEN 

Capture desktop 

image to the 

clipboard 

Prnt Scrn 
ȴɓɑɊɞɊɒɍɊ ɍɌɓɆɕɅɋɊɒɍɤ 

ɕɅɆɓɜɊɈɓ ɖɗɓɐɅ ɇ ɆɘəɊɕ ɓɆɑɊɒɅ 
PRINT SCREEN 

Access Start 

button in taskbar  
Ctrl+Esc 

ȩɓɖɗɘɔ ɏ ɏɒɓɔɏɊ èȴɘɖɏé ɒɅ 

ɔɅɒɊɐɍ ɌɅɉɅɜ 
CTRL+ESC 

Display next child 

window 
Ctrl+F6 

ȧɠɇɓɉ ɖɐɊɉɘɣɞɊɈɓ ɉɓɜɊɕɒɊɈɓ 

ɓɏɒɅ 
CTRL+F6 

Display next 

tabbed pane 
Ctrl+Tab 

ȴɊɕɊɚɓɉ ɏ ɖɐɊɉɘɣɞɊɎ ɓɆɐɅɖɗɍ 

ɖ ɇɏɐɅɉɏɅɑɍ 
CTRL+TAB 

Launch Task 

Manager and 
Ctrl+Shift+Esc 

ȬɅɔɘɖɏ ɉɍɖɔɊɗɜɊɕɅ ɌɅɉɅɜ ɍ 

ɍɒɍɛɍɅɐɍɌɅɛɍɤ ɖɍɖɗɊɑɠ 
CTRL+SHIFT+ESC 
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system 

initialization  

File menu  

New Ctrl+N  ȶɓɌɉɅɗɡ CTRL+N 

Open Ctrl+O ȳɗɏɕɠɗɡ CTRL+O 

Close Ctrl+F4 ȬɅɏɕɠɗɡ CTRL+F4 

Save Ctrl+S ȶɓɚɕɅɒɍɗɡ CTRL+S 

Save as F12 ȶɓɚɕɅɒɍɗɡ ɏɅɏ F12 

Print Preview Ctrl+F2 ȴɕɊɉɇɅɕɍɗɊɐɡɒɠɎ ɔɕɓɖɑɓɗɕ CTRL+F2 

Print Ctrl+P ȴɊɜɅɗɡ CTRL+P 

Exit Alt+F4 ȧɠɚɓɉ ALT+F4 

Edit menu  

Undo Ctrl+Z ȳɗɑɊɒɍɗɡ CTRL+Z 

Repeat Ctrl+Y ȴɓɇɗɓɕɍɗɡ CTRL+Y 

Cut Ctrl+X ȧɠɕɊɌɅɗɡ CTRL+X 

Copy Ctrl+C ȯɓɔɍɕɓɇɅɗɡ CTRL+C 

Paste Ctrl+V ȧɖɗɅɇɍɗɡ CTRL+V 

Delete 
Ctrl+Backspac

e 
ȸɉɅɐɍɗɡ 

CTRL+BACKSPAC

E 

Select All Ctrl+A ȧɠɉɊɐɍɗɡ ɇɖɊ CTRL+A 

Find Ctrl+F ȲɅɎɗɍ CTRL+F 

Replace Ctrl+H ȬɅɑɊɒɍɗɡ CTRL+H 

Go To Ctrl+G ȴɊɕɊɎɗɍ CTRL+B 

Help menu  

Help F1 ȶɔɕɅɇɏɅ F1 
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Font format  

Italic Ctrl+I  ȯɘɕɖɍɇ CTRL+I 

Bold Ctrl+B ȴɓɐɘɋɍɕɒɠɎ CTRL+G 

Underlined/word 

underline 
Ctrl+U 

ȴɓɉɜɊɕɏɍɇɅɒɍɊ/ɔɓɉɜɊɕɏɍɇɅɒɍ

Ɋ ɖɐɓɇ 
CTRL+U 

Large caps Ctrl+Shift+A  ȴɕɓɔɍɖɒɠɊ CTRL+SHIFT+A 

Small caps Ctrl+Shift+K ȱɅɐɠɊ ɔɕɓɔɍɖɒɠɊ CTRL+SHIFT+K 

Paragraph format  

Centered Ctrl+E ȴɓ ɛɊɒɗɕɘ CTRL+E 

Left aligned Ctrl+L ȴɓ ɐɊɇɓɑɘ ɏɕɅɣ CTRL+L 

Right aligned Ctrl+R ȴɓ ɔɕɅɇɓɑɘ ɏɕɅɣ CTRL+R 

Justified Ctrl+J ȴɓ ɝɍɕɍɒɊ CTRL+J 

5.5 Trademarks 

Trademarked names are usually not localized, but sometimes local laws require 

translation. In Russian the trademarked name "Microsoft Corporation" is 

translated as èɏɓɕɔɓɕɅɛɍɤ ȱɅɎɏɕɓɖɓəé. 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. 

5.6 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, we translate the word "Microsoft" 

using the following pattern: <Translated product name in Russian> (ȱɅɎɏɕɓɖɓəɗ).  

Example: Microsoft Wallet ñ ȦɘɑɅɋɒɍɏ (ȱɅɎɏɕɓɖɓəɗ)  

https://www.microsoft.com/en-us/legal/intellectualproperty/trademarks/usage/default.aspx
https://www.microsoft.com/en-us/legal/intellectualproperty/trademarks/usage/default.aspx
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Referencing Microsoft  Corporation in text:  According to Civil Code of Russian 

Federation (article 1473 paragraph 3), each legal entity must have one full corporate 

name in the Russian language. Therefore the word "Microsoft" is translated 

as ȱɅɎɏɕɓɖɓəɗ or ɏɓɕɔɓɕɅɛɍɤ ȱɅɎɏɕɓɖɓəɗ when referring to Microsoft Corporation 

or its products descriptively in text. In this case, the descriptor ɏɓɕɔɓɕɅɛɍɤ can be omitted 

for the sake of fluency.  

Example: Microsoft Knowledge Base ñ ɆɅɌɅ ɌɒɅɒɍɎ ȱɅɎɏɕɓɖɓəɗ; Microsoft products ñ 

ɔɕɓɉɘɏɗɠ ȱɅɎɏɕɓɖɓəɗ or ɔɓɖɗɅɇɐɤɊɑɠɊ ɏɓɕɔɓɕɅɛɍɊɎ ȱɅɎɏɕɓɖɓəɗ ɔɕɓɉɘɏɗɠ; 

Microsoft software ñ ɔɕɓɈɕɅɑɑɒɓɊ ɓɆɊɖɔɊɜɊɒɍɊ ȱɅɎɏɕɓɖɓəɗ.  

Legal documents:  In the definition section, include the following note: 

Microsoft Corporation (ɉɅɐɊɊ èɏɓɕɔɓɕɅɛɍɤ ȱɅɎɏɕɓɖɓəɗé) and use 

"ɏɓɕɔɓɕɅɛɍɤ ȱɅɎɏɕɓɖɓəɗ" in the body of the document.  

LCA agreements : Note that the word "Microsoft" isn't translated in LCA agreements. This 

is the only exception to the general rule.  

5.7 Voice video considerations 

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

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

¶ It's brief. 

¶ It has high-quality audio. 

¶ Its visuals add to and complement the information.  

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

Successful techniques for voicing video content  

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

¶ Show empathy. Understand and acknowledge the viewerõs situation. 

¶ Use SEO (search engine optimization). Include search phrases in the title, description, and 

headers so that people can easily find the topic. 

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

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

5.7.1 English pronunciation 

5.7.1.1 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 
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pronunciation for a common term (such as òserveró), 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  

SecurID 
[sĔõkjǔr aĔ 

di:] 
 

.NET [dot net]   

Windows 

Server 2013 
 Pronounce "Windows" the way it's pronounced in English, 

and pronounce "server" and "2013" as Russian words 

Office Online  Pronounce as Russian words ɓəɍɖ and ɓɒɐɅɎɒ 

Skype [skaip]  Pronounced as in English 

Acronyms  and abbreviations  

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

Example  Phonetics Comment  

RADIUS [ɕɅɉɍɘɖ]  

RAS [ɕɅɖ]  

ISA [ɍɖɅ]  

MAPI [ɑɅɔɍ]  

URL  This is an exception and should be pronounced letter by letter, using 

Russian pronunciation: [ɣ-Ʌɕ-ɢɐ]. 

Other abbreviations are pronounced letter by letter. Use the English letter names, but 

adapt their pronunciation if needed: 

Example  Phonetics  

ICMP [ɅɎ-ɖɍ-ɢɑ-ɔɍ] 

https://worldready.blob.core.windows.net/document/Skype_ru-RU.wma
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IP [ɅɎ-ɔɍ] 

TCP/IP [ɗɍ-ɖɍ-ɔɍ-ɅɎ-ɔɍ] 

XML [ɢɏɖ-ɢɑ-ɢɐɡ] 

HTML [ɊɎɜ-ɗɍ-ɢɑ-ɢɐɡ] 

SQL [ɢɖ-ɏɣ-ɢɐɡ] 

XP [ɢɏɖ-ɔɍ] 

URLs 

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

"www" should be pronounced as [ɗɕɍ ɉɅɆɐ-ɣ].  

The "dot" should be omitted, but can also be read aloud. If read aloud, it must be 

pronounced the Russian way, as ɗɓɜɏɅ. 

Example  Phonetics  

http://www.microsoft.com/rus  [ɗɕɍ ɉɅɆɐ-ɣ ɑɅɎɏɕɓɖɓəɗ ɗɓɜɏɅ ɏɓɑ ɏɓɖɅɤ ɜɊɕɗɅ ɕɘɖ] 

Punctuation marks  

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

voice.  

En dashes (ð) are used to emphasize an isolated element. An en dash should 

be pronounced the way a comma is, that is, as a short pause. 

5.7.2 Video voice checklist 

5.7.2.1 Topic and script 

¶ Apply the following Microsoft voice principles: 

o Single intent 

o Clarity 

o Everyday language 

o Friendliness 

o Relatable context 
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5.7.2.2 Title 

¶ Includes the intent 

¶ Includes keywords for search 

5.7.2.3 Intro: 10 seconds to set up the issue 

¶ Put the problem into a relatable context. 

5.7.2.4 Action and sound 

¶ Keep something happening, both visually and audibly, but ê 

¶ ê 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. 

5.7.2.5 Visuals 

¶ The eye is guided through the procedure 

o Smooth, easily trackable pointer motions 

o Judicious use of callouts 

¶ Appropriate use of motion graphics, branding-approved visuals, or both 

5.7.2.6 Ending 

¶ Recaps are unnecessary 


