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April 14, 2015 

Sydney Bristow 
Office Manager 
Credit Dauphine 
Leningradskiy pr., 60a 
Moscow, Russia 
125167 

Dear Miss Bristow: 

Enclosed in this packet you will find all the documentation required for the integration of your future 
employees into your new Moscow office. 

This packet includes information regarding professional behavior in the office, out in public locations, 
and at clients’ personal living spaces.  

Our Los Angeles based Human Resources Department is ready and willing to help you and your 
agents if more assistance is required, or if new training protocols need to be implemented. 

Good luck in Moscow, Miss Bristow. Everyone here at Credit Dauphine has high expectations for you 
and your office, and I am more than confident that you will be able to exceed these expectations. 

Sincerely, 

Steven Butler 
Sr. Office Manager 
  
 
 
 
 
 
 
 
 
 
 
 
 



Credit Dauphine Moscow Office Opening 
 

April 16, 2015 
TO: Employees moving to Moscow Office 
FROM: Steven T Butler, Los Angeles office manager 
SUBJECT: Work Environment of Russia 
 
The Decision 
 
As you all are aware, Credit Dauphine has been growing rapidly in the credit and financial holdings sector of 
international banking. Our financial offerings have garnered the attention of individuals and major 
corporations all around the globe. As a consequence, we are expanding our physical footprint so we are better 
able to serve our growing client base. One of our largest areas of growth is in Russia, where you are going to 
be re-located to run our new Moscow office. This is an exciting time not only for Credit Dauphine, but also for 
all of you that are going to be our brand ambassadors to our new Russian clientele. 
 
A Changing Landscape 
 
Moves from one city to another here in the United States are often complicated and messy. Not only are you 
new to the geographical location, but also each city has it’s own way of life; the speed is different, manners 
can be different, social climates may be different, even the grocery store chains may not be the same. 
Everything you have grown to be used to may be different. The same is to be said for moves from the United 
States to a foreign location, however, everything becomes much more complicated. The language is different, 
the cars are different, the laws are different, and most importantly for all of you, the way business is 
conducted and what is correct with regards to business etiquette is very different from what you are used to in 
the United States. 
 
In anticipation of this changing landscape for all of you, Credit Dauphine’s Human Resources department has 
been hard at work researching all the various differences and changes you will encounter upon your arrival to 
Russia. We understand that the transition for all of you will be difficult for your personal lives, and our human 
resources team will be preparing a separate package to assist each of you with your move in your personal 
lives. This package, however, will be focused on the changes you will face in the business world. Credit 
Dauphine needs all of you to be your absolute best for our new Russian clients. 
 
 
Included In This Package 
 
Credit Dauphine’s Human Resources department has conducted extensive research into the professional 
business climate of Russia. They have researched everything from correct introduction etiquette, correct 
methods to refer to a person, correct ways to format letters to clients, ways to create Power Points, how the 
Russians regard punctuality, and the sorts of clothes that are acceptable for various forms of meetings. 
 
While we at Credit Dauphine understand this is a lot of information to take it, and it will require major 
adjustments on the parts of each and every one of you, the management of Credit Dauphine is beyond 
confident in your abilities to learn and adapt quickly to these new ways of business life. Each of you was 
handpicked for this assignment for various reasons. We know you will not let us down. 
 

Всего наилучшего! 
 
Everyone here in management at Credit Dauphine is thankful for your acceptance of this assignment. Beyond 
that, know that we are devoting an entire human resources department to ensure that the inter-personal 
workplace environment is as unchanged as we can make it, in an effort to ease your transition. That same 
department is also there to relay your needs to upper Credit Dauphine management, and know that we will do 
anything we can to help make this move easier for you, and hopefully a pleasant and rewarding experience. 
Dasvidanya, and good luck! 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 

 


