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BBEJIEHHUE

Hacrosiniee yueOHO-IpaKTUYECKOE MOCOOME MPEACTABISIET COOON CHUCTE-
MaTU3UPOBAHHBIA TEMAaTUYECKUIN MOJ00p MaTepUaioB K MPAKTUYECKUM 3aHs-
TUSM Ha aHTJIMHACKOM SI3BIKE TIO0 JIETIOBOM KOMMYHHUKAIIUU M KOMMEPYECKOU
KOPPECTIOHICHIINU ISl KYPCAHTOB U clyliaresieid o0pa3oBaTesibHbIX OpraHu3a-
it MBJl Poccun paznuuHbixX crienuaibHocTel. Ilocodue coctout u3 2 pasjue-
JIOB, MEPBBIN U3 KOTOPBIX MOCBAIIEH JAEJI0BOMY OOIIIEHUIO, @ BTOPOH — KOMMEP-
YECKOM KOPPECTIOHICHIINH.

JlaHHO€ MmocoOue COAEpKUT OOIIMPHBIA MEPEUYCHb MPAKTUYECKUX PEKO-
MEHJAIMi U MPUMEPOB BBIMOJHEHUS PA3JIMYHBIX BUIOB JEJIOBOW aKTUBHOCTH,
MPENNOoNaraéMbpIX B XOJ€ W3YYEHHUS JEIOBOM KOPPECTOHACHIIMM Ha aHTJIUii-
CKOM SI3bIKE: MPOBEJEHUE MPE3EHTAIMIA, BCTPEU U MEPErOBOPOB, COCTABJICHHE
pe3toMe, HalMcaHue pa3HbIX THIOB JeN0oBbIX muceM. [locobue mpemaraer yc-
JIOBHO-KOMMYHHUKATUBHBIE U TBOPUYECKHE 3a/IaHUS C IPUBJICYEHUEM COBPEMEH-
HBIX MH(POPMALIMOHHBIX TEXHOJIOTUH.

AKTyalnbHOCTb U3/1aHUS 00ECIIEYNBAETCS €r0 YETKON HAMpaBIEHHOCTHIO B
CTOPOHY TEMAaTHUKHU M MPAKTHUK JEIOBOM KOMMYHUKAIIMM B COBPEMEHHOM MUDE:
MPUMEHEHHE COBPEMEHHBIX TEXHMUYECKHX CPEICTB, MCIIOJIb30BAHHUE AJIEKTPOH-
HO MOYTHl U UHTEPHET-PECYPCOB, CO3/IaHNE BEO-CTpaHUIL U TIP.

Oco0oe BHMMaHHE MPU COCTABJICHUH MOCOOMS OBUIO YJIEJIEHO COLUalb-
HBIM M KYJIbTYPOJIOTHUYECKUM aCIeKTaM B3aMMOIIOHMMAHUS ¥ B3aWMOICUCTBUS
B COBPEMEHHBIX YCIOBUSX TTI00ATM3AINY.

YueOHo-TIpakTHYeCKOe MOCOOME PEKOMEHJO0BAHO KakK JJisi ayJAUTOPHOM,
TaK U JJIsl CAMOCTOSTENIbHOM paboThl KypCaHTOB U ciyliarenei oOpa3oBaTelib-
HbIX opranu3anuid MB/[ Poccuun pasznmuusbiX crnienuaibHOCTEW. JlaHHOE Mmoco-
Oue TakKke MOXKET NPEACTABISTh MHTEpec NIl Oojiee MIMPOKOro Kpyra JIMIL:
IpernojaBaTenei, aAbIOHKTOB, ISl BCEX >KENAIOIIUX MOBBICUTH CBOM YPOBEHD
aHTTIUICKOTO sI3bIKa B c(epe JeI0BOM KOMMYHHUKAIIMH U KOMMEPYECKON Kop-

PECIIOH/ICHITNH.



PA3JAEJI 1. CTPYKTYPA U OCHOBHBIE
XAPAKTEPUCTHUKMU JJEJJOBOH KOPPECIIOHJAEHIIUA

1.1. Uudopmanuonnoe mucomo (Information letter)

NudopmanimoHHOe MHUCHMO MPEACTABISAECT COOON YBEJOMIIEHHUE O KOM-
MEPYECKUX, OPUANIECCKUX U SKOHOMUYECKUX JIEUCTBUSIX, BHI3BAHHBIX OCHOB-
HOM TpPOQEeCCUOHATBHON JEATENbHOCThI0. JTO HamOoJiee pacnpoCTpPaHECHHBIN
BUJI KOMMEPYECKON, IOPUINYECKON M SKOHOMUYECKOU KOPPECIOHCHIINH, KO-
TOpasi OTJIMYAETCS 10 CBOEMY XapakTepy, TOHY U 00beMy uH(popmanuu. [Ipu-
MEpPOM TAKOTI'0 MUChbMA MOXET CIYKHUTh O(UIIMATbHOE WHPOPMAIIUOHHOE 00b-
SCHEHUE OT aJBOKATOB, HAIIPaBJICHHOE B ApOUTpakHYI0 KOMHUCCHIO, JIH O(u-
[AAJIBHOE YBEJIOMIICHUE OT MpEACTaBUTENEH (UPMBI, CYJOBBIX areHTOB IO Te-
KyIIUM JieJaM, COJIeprKalllee KIIMIINE B Hauyajle MUCbMa: Mbl OOJJCHbL OMMe-
MUmv;, Ymo Mvl OOAHCHBI COOOUUMD; Mbl OOJIHCHbL CKA3AMb; Mbl XOMUM NOO-
meepoums; Mbl QO0JHCHbL CNPOCUMb 8ac. B ATUX KIIMIIIE MHOT/Ia €CTh Hapeuus
«HACTOSIIIUMY, KOTOPHIE B TAHHOM CIIy4ae SIBJISIOTCS IOPUIUYECKUM TEPMUHOM
(YIpOIIEHHBIN PYCCKUI YKBUBAJICHT «3TUM HACTOSIIITUM)).

[IpumepoM Takoro muchMa MOXKET OBITh CyXOe, MOAPOOHOE, HAITMCAaHHOE B
COOTBETCTBUHU C OYKBOM 3aKOHa MH(POPMAIIMOHHOE MUCHMO O KOHTPAKTE, 3aKIIIO-
YEeHHOM MEXIy AByms dupmamu. [lucemMo Goraro riaroiamu 00s13aTeIbCTB, MO-
JAJIbHBIMU TJIaroJIaMH, CIIOKHBIMH WH()UHUTUBHBIMUA U YCUJIEHHBIMU KOHCTPYK-
IUsIMH, Oe3MMYHBIMH (Dpazamu, opMaMH COCIIaraTeIbHOTO HAKJIOHEHHUS, CIIOXK-
HOM CHHTaKCUYECKOM CTPYKTypoul: «IIpaso omozeams cyoHo, 00HAKO, noOpa3zy-
Mesaem 3anpem, Ho, C Y4emoM YCI08UU 2apanmuly, Oniama mMo2ia Oblms noyye-
Ha om bauka, u moavbko nocie moeo, KaxK 2apaHmus 3aKOHYUNACH, U C1e0YIoUULL
niamedic He Obll YNIA4eH OOJIHCHLIM 00pA30M, MO HO HAWEMY MHEHUI0, CYOHO
MO2710 ObIMb 6€30NACHO OMO38AHO OE3 NPABA BO3PANCEHUAY.

«The right to withdraw the ship, however, purports to exit but, having due
regard to the terms of the guarantee, payment could have been collected from
Bank and it was not until the guarantee had been exhausted and the next
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payment due had not been paid that in our opinion the vessel could have been
safely withdrawn without the argument right».

Crnenyromuil mpuMep npeacTaBisieT co0or moapoOoHy0 HHGOPMAIIHIO, TO
CCTb OH ABJIACTCA OTUCTOM aJIBOKATOB 110 CTPAXOBAHUIO O CYI[66HOM HCKC I'Py-
30M0JTyqaTess 3a MPUUUHEHHBIN yiiepO, HanmucaHHbIi Ha 19 cTtpanunax. B atom
MIPUMEPE MOXHO PACCMOTPETh rpaMMaTUUYecKue (POpPMbI CTPAIaTEILHOTO 3aJ10-
Tra, (1)0pMBI cocJIaraT€JIbHOTO HAKJIOHCHUA, 4YHCJIA, I_II/I(I)pBI, KOMIUICKCHYIO H0-
KYMEHTAIIUIO0, JIEHeXXHbIE eMUuHUIBL. « /000 ke Opesecunvi, 00CmMABIEeHHOU U3
Cubupu Ha 12 no konocamenmam 1,2 u 3, npeocmagnsainu coooti Opegecuny u3
meepovlX Nopood, Makyr e, umo u oxono 20 % samoii Opesecunvl, OMNpasieH-
Hou Ha nobepedxcve Couu, Komopas ObLIA GIANCHOU U NPOSHUBULEU NPU 00C-
masxke na 1e. Ecau uck mucmepa Heanoea moorcem 6vimo VYMEHbULEH 00 2...
5 % om yovimka 6 60 %, mo obwas cymma ucka modxicem Obims npeocmasiend
u cocmasum oxozo 100 oonnapos 3a 100 ke 6e3 yuema npoyenmosy.

«1000 kg of the wood delivered from Siberia to the south under Bills of
Lading 1, 2 and 3 was hardwood, the same as about 20 % of same wood sent to
the coast of Sochi were wet and rotten when delivered to the south. If the claim
of Mr. Ivanov can be reduced to 2 ... 5 % of the loss in 60 %, then the total
amount of the claim can be presented and will be about $ 100 per 100 kg ex-
cluding interest».

I/IH(I)OpMaL[I/IOHHBIG IMMCbMa TAaKKE MOT'YT BKIIOYATb B ce0s BBIPA3HUTCIIb-
HBIE OIIEHOYHBIE 3yieMeHThl. Hanpumep, B ©”HOOPMAIIMOHHOM MUChME OT areH-
TOB MOCTpaAaBIIel (PUPMBI IJIOXOE COCTOSIHUE JOCTaBJIEHHOTO Ipy3a Mmojauep-
KMBAETCSI UCIIOIB30BAHUEM HAPEUUI: mMaK nioxo, HAMHO20 Ooabule, Ype3mMepPHO,
3HA4YUmMeIbHO, makK pa3poO3HEHHO, mepmbzd; a makoice pafmequHoﬁ 014€H011H011
JIEKCUKOU.: noHecmu ywepb, ycyeyoums yuepo, epsasHblil U HecOOmeenmcmayio-
WUl 5momy muny epy3d, HEHOPMAIbHbIM 00PA30M U Opyaue.

Ha aHrmmiickoM si3bIKe 3TH CJI0Ba BBIPAXKCHBI CJICTYIONIMM oOpa3oM: SO bad-
ly, far in excess, excessively, considerably, so disinte grated, and also by the marked
estimation vocabulary (lexis): to suffer the damage, to aggravate the damage, dirty
and not adequate for this type of cargo, abnormal manner and others.
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1.2. ConpoBoauteibHoe mucbMo (Covering letter)

ConpoBoUTENbHOE MUCHMO MPECTABISET CO00M HEKOTOpYI0 MH(pOpMa-
OU0 O ACTAaJIAX OCHOBHOM HpO(l)GCCI/IOHaHBHOfl ACATCIIBHOCTH, 4 UMCHHO KpaT-
KYIO CIIPAaBKy O INPCAIPHUHATBIX IHIArax, IOATBCPKACHHYIO JOKYMCHTAMMH, CIIHU-
COK KOTOpBIX mpuiaraercs. Kak mpaBuio, Takoro poja mucbMa XapakTepU3y-
IOTCSl CYXUM, O(UITUATBLHBIM TOHOM M CONIPOBOXKAAIOTCS 1MIa0JOHHBIMU (HOpMY-
JJaMU BCKJIMBOCTH.

— Mbl 6)/06]!4 OUE€Hb NPUSHAME/IbHbL 3d NOJIYYEeHUe om eac...,

— we would very much appreciate receiving from you...;

— He Mo2u 0bl 8bl 008eCHU MO BONPOC 00 €20 C8EOCeHUs,

—would you be in a position to bring this question to his attention;

— cnacubo 3a 1be3Hoe compyoOHUYecmaeo,

— thank you for kind cooperation;

— npunazaem ciedyrouue O0KyMeHmul;

— we have the pleasure in enclosing the following documents;

— Mbl 8 8auiem pacnopsadceHuu OJisi NOay4eHus a00ut OONOHUMENbHOU
qubopmaL;uu U m. 0. U MEXHUYECKUX Cl08: HacmoAwum, K Hacmosuemy -
«npunazaem Konuro NUcCbMa, ¢ y0080JIbCMBUEM Npuiazaem creoyiouuil 0oKy-
MEHm, KOnus ux omeema npuiacaemcs,

— we are at your disposal for any further information etc. and clerical
words: herewith, hereto — «we enclose herewith a copy of a letter, we have
pleasure in enclosing the following document herewith, the copy of their reply
Is attached hereto».

1.3. IucsMmo-3ampoc (Inquiry letter)

[TucbMoO-3anpoc MOKET UMETH JIBa BUJa MHUCEM-3AIPOCOB U MUCEM-3aBOK
(MMCBbMO-3ampoCc U MUCHbMO-3asiBiieHUE). B mucebMe-3amnpoce oTnpaBUTENb MPO-
CUT MOATBEPAUTH HEKOTOpbIE (PaKThI, cOOUpaTh UHPOPMALIMIO IO UHTEPECYIO-

IEMY €ro BOIPOCY, Pa3pelIuTh OMpeeleHHbIe JeucTBUs u T. 1. [lucemo-
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3asiBJICHUE HOCHT, KaK IPaBWIIO, Pa3BEPHYTHIM XapaKTep W COCTABISICTCS OT
MMEHH JINIIA, 3aWHTEPECOBAHHOTO B IOJOXKHUTEILHOM PEIIEHWH BOMPOCA W B
CBSI3M C TMPEACTOSIINM PaCCMOTPEHHEM 3TOro Bompoca. [IucpMo-3ampoc u3ia-
raeTcsi aBTOPOM KPaTKO U OOBIYHO COCTOWT M3 OJHOTO WIJIH JABYX MPETOKESHUM.
WNHorma, mo aHaJIOTuu ¢ TUCbMOM-3asBKOM, OHO MOJKET OBITh OOITUPHBIM U CO-
nepxkaTth mpeaMOyiny. DTa npeamOylia 3HAKOMHUT ajipecarta ¢ pakramu jena u
HAYMHACTCS ¢ BBOJHBIX (hpa3, HAPUMeEp, <«JIJIs Balle HHPOPMAITUN» HITH, <KaK
BBI 3HAETE»..., @ TAKXKE CO CJIOB OJAroJIapHOCTH (32 paHee OKa3aHHYIO YCIyTY,
CEpJICUHBIN TIPUEM) WJIM MOXKET HAUMHATHCS C BBOJHBIX MPEIIOKEHUHN MOATO-
TOBKa ajjpecara K IMOJ0KHTEIIbHOMY TIPUHATHIO 3arpoca: « Xoms mbvl nNOHUMaem
mpyoHocmu paxmosarusi Kopaobis, Mvl NOAb3YEMCS SMOU B03MONCHOCMBIO,
OCHOBbIBASACL HA KOJIUYECMBe HAWUX NACCANCUPOS 8 NPOULIOM 200) U HA MOM
Gakme, ymo Ham camum y0aniocv 3agpaxmosamsv camonemsl u3 JIoHoona 8
bpaszunuu 6e3 kaxux-1ubo cooes, umobwvt nonpocums komnanuio Fly u Mop-
CKYIO 80IHY 3ahpaxmosamp... ».

«Although we understand the difficulties of chartering a ship, we are tak-
ing the opportunity based on our huge amount of passengers last year and on
the fact that we, ourselves, had managed to charter the aircrafts from London
to Brazil without any failure, to ask the Fly and Marine wave to charter...».

O06e pa3HOBUIHOCTH MHUCEM-3aIIPOCOB XaPAKTEPU3YIOTCS CTEPEOTUITHBIMU
oOpasmnamMu BEeKJIUBOCTH BHAUAJIE: Mbl NPOCUM, He MO2U Obl 8bl NOUCKAMD...;
He Mo2nu Obl bl NOIYYUMb TH00VI0 UHDOpMayuo;, noxcanyiucma, 0yoome 00C-
MmamouHo nbe3Hbl, Ymobbl omeemums, 0yoem paobl, eclu 8bl...; Mbl Oyoem
00513aHbl, eclu 8bl NOOMeepoume, Mol ObLIU Obl OYEHb NPUHAMENbHbL 3d OM-
8embl Ha onpeoeieHHble BONPOChl, 00y OYeHb NPUHAMENEH, eCllU bl TH0OE3HO
oaoume MHe 3HamMb, ObLL Obl BeCbMa NPUIHAMENEH, eCli Obl 8bl MO2TIU ...

OtH ycroiuuBbie (Dpa3bl UMEIOT CIIOKHBIE TPAMMATHUYECKHUE KOHCTPYK-
ITUY Ha aHTJIMACKOM SI3BIKE:

we would request; we kindly request; could you search...; could you get
any information; please be kind enough to reply; we shall be pleased if you...;
we should be obligated if you would confirm; we would very much appreciate
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receiving answers to certain questions; | should be greatly obligated if you
could kindly let me know; | would very much be most obligated if you could...

B ABYX IIOCJICIHHUX ITpUMCPaAX JIMYHOCTHBIN XapaKTEp 3aMHTCPCCOBAHHO-
CTH, KOTOpBIfI NPpOABIIAACTCA B HCIIOJIB30BAHHMH JIMYHOI'O MCCTOMMCHUS <CI»,
YCUIICH 3MOI_II/IOHaJ'IBHO-BBIpaSHTGHBHOﬁ JIekcukou. B KOHIC IMHUCbMa CJIICAYCT
BCKJIMBAsd HpOCB6a YCKOPHUTL OTBCT HJIN I[ef/iCTBI/IeI Mbl Xomenu Obl noayiumos
omeem KakK MOJCHO CcKopee, Mbl 5y0€M OUE€Hb NPpU3IHAMEIIbHbl 3a 6AdUL CKOpelZ—
wuti omeem u opyaue.

We would like to receive a reply as soon as possible, your soonest reply,
will be greatly appreciated and others.

1.4. OrBeTHOE ICcHLMO (Reply letter)

OTBeTHOE MUCHMO OOBIYHO ATO MUCHMO, HCXOJSAIIEEe M3 IPOTHBOIIOIOXK-
HOTO HaIlpaBJICHHUSA, B KOTOPOM JAa€TCsl OTBET Ha TOCTABJIICHHBIM BOIPOC HIIH
poCch0a, M COACPKHUTCS HEKOTOpas NOIOJHUTEIbHas umH(opmarusa. B stom
MIChME OYCHb YaCTO COJCPKUTCI MHGPOpMAIUs, KOTOpas OYCHb BakKHA JIJIS al-
pecata. [loaTomMy oTmpaBUTENh, MPUBOIAIINN HHTEPECHBIC (DAKTHl M BBIJIBH-
rarolIuil CBOM apryMEHTHI, OYeHb YacTO CCHIIACTCS Ha IUTaThl u3 PermamenTa
IIPY pacclieIOBAaHUH KaKOW-TMOO0 MPETeH3WH, IUTATHl U3 MHChMa areHTOB, KO-
TOpPBIC 3aHUMAFOTCSI 3THM BOIIPOCOM, CCBIJIAIOTCS Ha (POTOKOIINH, BIIOKCHHBIC B
OTBETHOE MHUCHMO. UTOOBI OTBET OB O0JIee MMOHATHBIM M TOYHBIM, JaHHAS WH-
dbopMarus pazdorTa Ha a03allbl.

B oTBeTHBIX MHUCHMax BCET/Ia €CTh CChIIKA HAa MPEABIAYIIee MICHMO aape-
caTa WIM OTHPABUTENh CCHUIACTCS HAa COOCTBEHHOE MHUCHMO, KOTOpPOE Mpe/l-
CTaBJIsIET COOOM JIOMOJIHUTEIbHYI0 HH(POPMAIUIO K JaHHOMY MHUChMY C 00s3a-
TEJILHBIM yKa3aHUEM JIaThl U Mecsia. Takum o0pa3oM, OTBETHBIE MHChMa OTJIH-
YarOTCs OT MPEABIAYIINX IO CJICTYIONAM OTIMYHTEIIHLHBIM ITPU3HAKAM: IIUTATHI,
HaJMYHe CCHUJIOK, a03allbl, BBIJICIICHHOE pa3JelieHue C HyMepamueil MyHKTOB,
JBOWHAS JaTa, a UMEHHO, OJHA JaTa MPUHAIJICKAT CaMOMY MHUCHbMY, a Apyras
JaTa — MAChbMY, Ha KOTOPBINA JTaH OTBET: Mbl noomeepoicoaem noyuenue sauie-

20 NUCbMAa Om 5-20 YUCIA CO CCHLIKOU HA Haule NUCbMO K 8am om 25-20 ultimo
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[Instant (inst) oznauaem mexkywuil mecsay 6 0el08blX nucobmax, ultimo ozuaua-
em nocieOHul mecayl;, co ccolIKoU Ha Haule unmepsvio ¢ eamu 1 oexabps;
CO CCBLIKOU Ha éaute nucoemo om 16 aescycma, co CCHLIKOU HA 8aule ebluieyno-
MAHYmMoOeE NUcCobmo, A dymafo .., Mbl 7’10077166}797‘00616]!4 Hauwie uHmepesvro ¢ 6dmu ...
om 3 anpesa».

«We acknowledge receipt of your letter dated 5th, with reference to our
letter to you of the 25th ultimo [instant (inst) means current month in business
letters; ultimo means last month]; with reference to our interview with you of
the 1st December; referring to your letter of the 16th August; with reference to
your as above letter, | think...; we confirm our interview with you..., dated
3d April».

1.5. Iperensus (Claim)

1. HI/ICBMO-HpeTeHBI/IH npeacCTaBjJICHO ABYMA BUJAAMU: IIMCbMaMHU C IIPC-
TCH3MAMU KU IMHCbMaMM IIPOTECTA, TEM CaMbIM COICPKUT IMPCTCH3UIO OJHOI'O
JINIAa NN (prMBI K Apyromy Jmany, HJIn JIIOAAM B CBA3MW C HCBBIIIOJIHCHUCM B341-
TOro Ha ce0st 00s3aTeILCTBA. HpHMCpOM MOXCT CIHYKUTb HCYILJIATa arcHTa
OGCmaHHOP’I CYMMBI UJIHN XaJIATHOC OTHOIONCHHUEC K CBOUM 00s13aHHOCTIM KOH(I)I/I-
JNEHIHUAIBHBIX JIUI] U Apyrue. JJig 3Toro Tuna nuceM xapakTepHa ocobasi cTpo-
Tro 0(1)I/ILII/IaJ'IBHa$I (I)OpMa ACJIO0BOI'O IIMCbMaA, BbIpaKaromiasacsa B UCIIOJIb30BAHUU
panrOHaJIbHO OHeHeHHOﬁ JCKCUKHM KW S5MOIMOHAJIBHBIX BbIPA3UTCIIBHBLIX 3JIC-
MCHTOB: KamezopudecKku npomecmoedmbv, 3HA4YUmejlbHvle U HeOHCUOaHHble
y6b1ml<u; Kieeemamuv 8cemu cnocobamu u ecemu cpedcmeajwu; CJIYIoICUms eepoﬁ
U npasoou 0oncoe 8pems, 0e33100HAsL Hepmea CEOUX UHMPUS U 3A2080PO8;
HAUTYYUUM 06pa30M auuugams UHnepecsvl, nojaydunivb NnoJIHoe 05007-!06617—1146,’
nooams camvlil QOpMAibHLILL npomecm, OblMb NPeOelbHO OCMOPONCHLIM U
opyeaue.

To protest rigorously; considerable and unexpected losses; to slander in
all ways and by all means; to serve faith- fully and honestly since long time;
unmalicious victim to their intrigues and plots; to safeguard interests in the best
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way; to obtain full justification; to lodge our most formal protest; to be ex-
tremely careful and others.

2. Fpa(I)I/I‘ICCKOC BBIACIICHUC MCCTOUMMCHHUA «BbI», €I'0 ITIOBTOPCHUC C MO-
JaJIbHBIM TI'JIarOJIOM «AOJDKCH), IIOJYCPKHBAKOIICC KATCIOPHUYHOCTH aBTOpa
IMUCbMa, CJIyKaT IJI1 BBIACICHUA BBICKA3bIBAHHUA WU BMCCTC C OTPHLATCIIbHBIMU
OOCHOYHBIMH IIPUJIAraTCIIbHBIMH «HCE3aKOHHO» W CYIICCTBUTCIIbHBIM <«HC3a-
KOHHOCTB» OKa3bIBAOT SMOIIMOHAJIbBHOC U BBIPA3UTCIIbLHOC BJIMAHUC HA aapeCa-
ta: «u Bbl, kax 3axonHwvlie eracmu, OO0JHCHbI NOHUMAMb, YMO SMO HE3AKOHHO,
u oqeeudno, umo sma HE3AKOHHOCMb ompasicaen noaumuKy KOMRanuu»).

«And YOU as legal Authorities, you must realize that this is illegal and it
Is obvious that this unlawfulness reflects the Company’s policy».

3. AHAJIOTUYHOE BIIUSHHUE CO31a€TCA B IIUCBME C HCIIOJIB30BAHUEM MO-
JNAJbHOTO TJIAroja «must» M 3MOLMOHAIBHOW OKPACKU «YpPE3BBIYANHO OCTO-
POKHO», BBIPAXKAKOIIEH YIIPEK B aapec MoJydaress nmucbma: «/lockonvky kaue-
CMBO U, C1e008aAMeNbHO, YeHA OMIUYAEMC, 8bl OO0NJHCHbL OblMb NPEOEIbHO OC-
MOPOIHCHBL C OOCWZCI@KOIZ, umoowl uzbedxcamo MS’MeHeHuIZ, 3d Komopbvle 6bl He-
ceme omeemcmeeHHOCmb».

«As the quality and consequently the price differs, you must be extremely
careful with the delivery, in order to avoid changes for which you would be liable».

4. BockiunaTenbHble TPEAJIOKEHUS, 1JIsI KOTOPBIX XapaKTepHa SPKO BBI-
pPa)XCHHAs SMOIMOHAJIbHAA ApKasd HAIIPABJICHHOCTb, MOKHO HaWTH B IMPUBCACH-
HOM IIpUMeEpE:

«Mecmo He nooxooum 0 XxpauneHus u3-3a 60abULO20 KOJUUeCm8a NbLiU U
PA3NTUUYHBIX 6euiecme HA 3eMle, Konmopvle Mmocym noepe()umb Jaucmesl, eciu OHU
cmarym nponumaHHiblMu, 4mo coenaem ux Henpueodnbmu 07151 UCNONBL30BAHUS
no HA3HA4eHUro, Ymo npusedem K nomepe cmoumocmu. Tpyono ckazame, Ka-
KOl yuiep6 moscem npudunHums 00x4#cov! Bol o0eunseme mens, umo a Hu pa-
3y He yuacmeosat 6 3ace0anuax Apﬁumpaofcnozo Komumema é Pocmoee-na-
Jlony. Imo nenpaeoa'»

«The place is inappropriate for storage, owing to the large quantity of
dust and various substances on the ground, which will damage the sheets

11



if these become impregnated, that is making them unfit for the purpose for
which they were intended causing a loss of value. There is no telling what
damage might result in case of rain! You blame that I never took part in the
sessions of the Arbitration Committee in Rostov-on-Don. This is untrue!»

5. IIncema IMpOTCCTa BCCTAa OTIINYAKOTCA CTPOTUM O(I)I/ILII/IEUIBHBIM CTHUIIEM
noctpoeHus. Bce muchbMO paszfeneHo Ha HEOOJBbIIME OTPHIBKH, B KOTOPBIX
KpaTko (GOPMYJIHPYIOTCS MPETEH3UM OTIPABUTENSA, U B KaXKJIOM OTPBIBKE CO-
JEPXKUTCS HOBOe TpeOoBaHue. Takas oduIiMaibHas CTPOTrOCTh BMECTE C dJie-
MCHTaMHU 3MOHI/IOHaHBHOﬁ OKpAaCKH YCUJIIMBAKOT KaTCTOPHUYIHOC BIICHATICHHAC.

B MNPE3CHTAIIMOHHOM ITMCbMC, HAIIMCAHHOM OT OJHOI'0 JIMOa, IIOMHMO
YIOOMSAHYTBIX BBIIIC CPCACTB SMOIMOHAJIBHO-BBIPASUTCIIBHOI'O BO3I[€I>1CTBH$I Ha
ajpecara HCIIOJIB3YIOTCA COKPAIICHHBIC TIJ1Ar'OJILHBIC q)OpMI:I, Pa3roBOPHLIC
KOHCTPYKIIMU U YCTHasi pa3roBopHasi )pa3eosiorusi, CrocoOCTBYIOIAs CMbIBa-
HHIO JKaHPOBBIX I'PAHUI] O(I)I/II_II/IaJ'IBHBIX ACJIOBBIX ITHCEM. HUUE20 He cavblualil...,
CKOpO 6ce 6 omom oene NPOACHUMCA, K COINCATIEHUIO, GMaMMO, meneps 6EPpHEMCA
K 3A6€PERUAM..., 6C€ PABHO MHE HE 3anjladmujiu..., ONKPOBEHHO 20B0p:, A pe-
WUI..., HA MOU 6327150, 4moobbl Ayyuie noHAms..., Oblmb 6 PyKax, Kpome, OHU
oKJjleeemda.jiu MEHA.

| haven’t heard anything..., it’ll not be long that everything in this matter
would be put into clear; unfortunately, evidently, now to come back to the as-
surances...; still I haven’t been paid...; being frank I decided...; in my opinion,
to give a better picture of...; to be in hands; besides; They slandered me...

XOTs MPETEH3UOHHBIE MHUChMa COJIEPKAT HEKOTOPbIE OCOOEHHOCTH, Xa-
PAKTCPHBIC IJIsI YACTHBIX IMHCEM, HCKOTOPLIC 3JICMCHTLI, OTHOCAINUCCA K OPY-
rOMy CTHJIIO, OJTHAKO OHHU PEAU3yIOT O(UIIMATBHBIN JIETOBOM CTUIb U UCIIOb-
3YIOT B OCHOBHOM 3JICMCHTHI, IIPUCYIIHUC 3TOMY CTUIIIO. Hpem/:[e BCCTrO, 3TO
CTaHJIApTHBIA KOHTAKTHBIA (perM: ygasicaemvle 20cnood... C y8adxiceHuem...,
ocmarnCb UCKPEHHe Bawum. 3amem nauano xiuwe: 6 omHoweHuu eauieo
nucbma, KAK yKa3aHo evlule, s Oymaio

Dear sirs..., Yours faithfully..., I remain sincerely yours. Then cliché be-
ginning: In reference to your as above letter | think...
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6. IIpeTeH3noHHBIE TTHChMA OOTAThI JINTEPATYPHOU JICKCUKOM, IOpUIAYE-
CKUMHU TE€PMUHAMH, O(PUIIMATBLHONU JEIOBOM JIEKCUKON U (pazeosiorueit: 0
nooauu x#anoowl, Apobumpasichviii Komumem, coziauierHue ObLlo Hedelucmasu-
mMeJjlbHbIM, Kpome noco, 0151 8auie2o C@B@BHLDZ,’ 8bl 00JIIICHbL ommemums, Kasa-
J10Cch ObL U Opyeue.

To lodge a complaint, Arbitration Committee, the agreement was null and
void; furthermore, for your information; you have to note; it would appear and
others.

1.6. BaaromapcrBennoe mucbMo (Letter of thanks)

1. BJIal“O,I[apCTBCHHOC IMMCbMO — 3TO €€ OANH BHUJ ACJIOBOI'O ITMCbMaA, Xa-
PaKTEPU3YIOIMIHUICA COOCTBEHHBIMH, JUG(PEpPEHIIMPOBAHHBIMU  3HAKOBBIMHU
CpCaACTBAMHU BBIPpAXKCHUA U COOCTBEHHBIM mparMaTu3MOoM. LICJ'IBIO TAKOI'O IIHNCh-
Ma SABJIACTCA BBIPAXKCHHC 6J'Ial“OI[apHOCTI/I 3a BBIIIOJIHEHHEIE O0SI3aHHOCTHU WJIU
OKa3aHHYIO YCIIYI'y, HAIIPUMCP: IIMCbMO PYKOBOAUTCIIO OpPraHrU3allun 3a XOPO-
mee OOCHTY)KMBAaHUE WM PYKOBOJUTENIO MEXKIYHAPOJHOTO MACCaXKUPCKOTrO
TPaHCIIOPTa 3a paz[ymHLIﬁ IMpueM, U IIPOABJIICHHOC I'OCTCIIPUUMCTBO. Hauano
TAKOTI'0 IMMCbMA, KaK IIpPaBUJIO, COACPIKUT HCCKOJIBKO CJIOB 6Hal“O,I[apHOCTI/I, BbI-
pPaX€HHBIX (POPMOM coClIaraTeIbHOTO HAKJIOHEHUS: Mbl Xomeau Obl 8blpa3ums
nawy onazooaprocms. \We would like to express our gratitude.

CnoBa 0JaroJapHOCTH YacTO YCUIJIMBAIOTCSI HAPEUUAMU: JEHCTBUTEILHO,
OT BCCTO CCpAalla WM IJIaroJIomM «ICJIaTb): «bwvino oeticmeumenvro ouenv npu-
amuo eudems Bac 6 Hawem copoode. brazooapio 3a cocmenpuumcmeo.

«It was indeed very nice to see you in our city. | do thank you for your
hospitality».

2. B CpGI[HGﬁ YaCcTHU ITMCbMa HCIIOJBb3YCTCA JICKCHKA C ITOJIOKUTCIbHBIM
OTTCHKOM: O4Y€Hb OOGOJZQH, UCKDEHHASL 2OMOBHOCMD, yenoeeyecKull I’lOOXO@, uc-
KPEeHHAS U OpydicecKkas ammocghepa, menias u UCKpeHHss 01a200apHOCmb, 00-
Hadeofcueafomue pesyiibmaniol.

Very pleased, sincere willingness, human approach, sincere and friendly
atmosphere, warm and sincere thanks, encouraging results.
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Yro kacaercsi TOHaA Im1McbmMa, TO OOBIYHO OHO HAIMCAHO TOPKCCTBCHHO
BO3BBIIIEHHBEIM TOHOM: «Om Hauwe2o umenu mvl 0COOEHHO 6Jzaeodapww 6cex
compdeukoe omdeﬂa, Komopble He ocnmalucob pCZGHOOyWHbZMM u nomoceiu Ham
Haumu nomepAsuULEeCOCA MAIbYUKA ... ».

«On our behalf we especially thank all the employees of the department
who did not remain indifferent and helped us find the lost boy ...».

qDOpMYJIBI BCKIIMBOCTHU B KOHIIC ITMCbMA, KaK IIPAaBHUJIO, YCHUIINBAIOTCA HaA-
peyueM MPEBOCXOIHOM CTEMEHU WM MPEJICTaBICHBI JopMaMu cocaaraTeiabHO-
0 HAKJIOHEHUA: Mbl XOmeu Obl umems..., A Obl1 Obl BEeCLMA npusHamelen, eciu
Obl 6b1 MO2TU nepeciams ...

We would like to have...; | would very much be most obligated if you
could transfer...

9MOLII/IOHaJ'IBHa$I BBIPA3UTCIIbHOCTD 6JIaFO,Z[apCTBCHHBIX IMNCEM Y4acCTO 3a-
BHCHUT CKOpPECC OT LCIIM, MIOCTaBJIEHHOU ABTOPOM IIMCbMA, YCM OT HX COACPIKaA-
HUA. 3a cjaoBaMM OJIarogapHOCTH OOBIYHO CJEAYeT Mpochba ajapecary, B BbI-
IIOJIHEHU U KOTOpOfI OYCHb 3aMHTCPCCOBAH OTIIPABUTCIIbL ITHCbMaA. BJIaFO,Z[apCT-
BEHHBIE MHUChbMA OOBIYHO MMEIOT CIIECIYIOIIYI0 KOMIIO3UIIMOHHYIO CTPYKTYPY:
HecmaH()apmnoe Hauaalo co Cjioe6 6Jza200apﬂocmu Uu eovlpasicenue, niadeHo nepe-

xoosuee 8 npocvOy, U CHOBA 3aKIIOYUMeENbHAs paza 61a200apHOCmuU 8 KOHYe.
1.7. F'apanTuiinoe mucomo (Letter of guarantee)

["apanTuiiHoe MUCHbMO MPEACTABISAECT COOOM TOKYMEHT-TapaHTHUIO BBIOJI-
HEHUS OJTHUM JIUIIOM WJIM KIIMEHTOM Iepe]l IPYTUM BCeX 0053aTeNbCTB, Ipeay-
CMOTPEHHBIX KOHTAKTOM, 3aKJIFOYEHHBIM MEXIy KiIueHTamu. B mpeamOyie K
rapaHTUMHOMY INHMCbMY, Ha4WMHAsL CO ClOBa «[IpunHumas 6o @Humauue, ymoy;
«Whereas» rpadudecku BbIJCIICHA W OTJCICHA OT CJICAYIONICH YacTH CChLIKA
Ha JIOTOBOP, 3aKJIIOUYEHHBIN MEXy JIByMsl KJIMEHTAMH, YKa3bIBAIOTCS UX O(du-
IUAIbHBIC HAMMEHOBAHUSA, JaTa 3aKJIIOYEHUS JOTOBOpPA, €ro MpPEeAMET U
YCJIOBHSL. 3aTe€M MEPEUUCIISIOTCS IYHKTHI C MOAPOOHBIM U3TI0KEHUEM TapaHTU,
KOTOpPBIE JIOJIKHBI ObITh BBIMOJHEHBI. DTy YacTh MUChbMa BBOJST rpaduyecku

BBIJICJICHHBIC CJIOBA.

14



HE HACTOALUM CBUHIETEJIBCTBYET, NOT IT IS HEREBY
WITNESSED.

Yro kacaercs JICKCUKH, TO TapaHTHﬁHOC IMNCBbMO XapPaKTCPU3YCTCA HC-
IIOJIb30BAHNCM HMMCHHO HOPHAUYCCKHUX TCPMHUHOB: CIMMOpPOHA, HACMOAWUM, 2cA-
panmusi, CpoK, Kanyeusapckue u ycmapesuiue cioed, xapakmepuvie 0as oQpuyu-
AaJIbHbIX OOKyMeHWlOG 8 OanbHetwem: mo dice camoe, ceudemeﬂbcmeoeamb,
ABUMDBCA, moz20a KaxKk 6 coomeemcmeuu C, uacmo ynompe@zﬂe/wbm 2nazoiom
«00JIICER) B0 6NMOpPOM U mpembem Juyax, 6svlpastcaroujum 00s3amenbecmeo u
00bIYUHO ynompe@merbZM 6 dozcymenmax 6 OMOoM 3HaAYeHrHuu.

Party, hereby, guaranty, term; clerical and obsolete words characteristic
of official documents hereafter, the same, to witness, to appear, whereas, pur-
suant to; by the frequently used verb «shall» in the second and third persons,
expressing obligation and usually used in documents in this meaning.

Yro kacaercs rpaMMaTuKi, TO 3TO IMHCBMO XapaKTCPU3YCTCA CJIOKHOM
CUHTAaKCUYECKON CTPYKTYPOM, BKJIIOYAIOLIEH PAa3BETBJICHHYIO CETh MPUAATOY-
HBIX Hp@I[JIO)K@HHfII «Mbuvi cocilawaemcsa, 4umo Hauwa omeemcmeeHHOCmb no
MO 2APAHMUU HUKOUM 00PA30M He NO8IUsem HA Kakoe-1ubo epems uiu opy-
2ue nobnaxcku, komopule 6vl Modiceme npeoocmasums Mary Blue ¢ omuoue-
HUU ee omeemcmeeHHocmu, 6 coomeemcmeuu c Ocnosnvim cociawienuem, npu
yciosuu, umo oHo He pacnpocmpansemcs nocie 11 cenmsabpsa 2001 2., koz20a
CPOK Oelicmeusi IMol 2apaHmuu ucmexaem, eciu mojibKO OHA He Oydem co-
eepuieHa no 63auUMHOMY COSHAUIEHUIO CNTOPORY.

«We hereby agree that our liability under this guarantee shall not be af-
fected in any way by any time or other indulgence which you may grant to Mary
Blue in respect of her liability under the Principal Agreement provided it does
not extend beyond the 11th September, 2001 at which date this guarantee shall
expire, unless it is renewed by mutual agreement between the parties».

15



PA3JIEJI 2. CTPYKTYPA U OCHOBHBIE XAPAKTEPUCTUKHU
IOPUJNYECKHUX IIMCEM

Obsa3amenvhble 271eMeHmbl IOPUOULECKUX 0el0BbIX NUCEM.

Konuuecmeo u 6vibop snemenmos, cocmagiaiowux opuoudeckue 0eno-
8ble NUCbMA.

CrneyuanvHoe pacnonodicenue KOMNOHEHMOo8 0108020 NUCLMA.

Heobs3amenvHvie snemenmul u ux pacnonodxcenue.

Paznuunvie sapuanmuol mapruposku HeKomopwix oemaineli.

Kounsepm. Cocmaenenue u nanucanue odpaujeuil.

® Sender’s ad- © Vitta Wolf City

dress 15C 00400 Paris
France
® Date (2] 13 March 2021

® Inside address © Law House
7 Russian Street
Minsk
OSS 7CC Belorussia

O Attention line O For the attention of the Le-
gal Department

@® Salutation ® Dear
Sirs

® Subject title ® Purchase

@ Body of letter @ Your firm has been recom-
mended to me by one of your
long-standing  clients,  Mr
Ivanov. Briefly, | have agreed
to purchase the above property
and wish to instruct a compe-
tent firm of solicitors to handle
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the conveyance, | should be
grateful if you would kindly
send me a copy of your stand-
ard terms and conditions by re-
turn of post

® Complimen- © 1 look forward to hearing

tary close from you
Yours faithfully
® Signature ® Vitta Wolf

(Misses) Vitta Wolf

Sender’s address

B xoppecnionnenniuu 6e3 pupMeHHOro OjaHka ajpec OTHpaBUTEINS IO-
MEIIaeTCsl B MPABOM BEpPXHEM YTy cTpaHulibl. OOpaTuTe BHUMAHUE, YTO 3aIsi-
ThIE HE CTaBATCS IOCJE OTACIbHBIX CTPOK aJpeca: 8 Hauiu OHU 8 aopecax He
NPUHAMO CMABUMb 3HAKU NPENUHAHUSL.

AOG3alHbINi CTHIIb SBIIAETCS HanboJiee MHUPOKO UCIOJIb3yEeMbIM, T. €. KaX-
7asi CTPOKa HAaYMHAETCS HETMOCPEIACTBEHHO IO CTPOKOM, PACIIOIOKEHHON BbI-
mie. B oTiiMune oT HEKOTOPBIX CTPaH, B €BPONEHCKUX CTpaHaxX HE MPUHSTO IU-
caTh UMs OTIPABUTEIIS MEPEJT €T0 aTPECOM.

Date

JlaTa yka3bIBaeTCs HEMOCPEACTBEHHO MOJ aJPEcCOM OTIPABUTEINSI YEpe3
npo6Oen. B nepenucke ¢ GupMeHHBIM OJJaHKOM OH OOBIYHO THILETCS B MPaBOM
4acTH CTpaHuIlbl. B OpuTaHCKOM aHTIMHCKOM OOBIYHO CHayajna MUIIYT JEHb
MecsIa, 3aTeM Mecsll, a 3ateM ToJl. JleHb JomKeH ObITh 3amucaH nudpoii, Me-
CsII CIIOBOM, a Toj Iudpoi. Mexay pa3HbIMH YacTsIMU JAThl HEJIb3sl MCIIOJIb30-
BaTh 3HaKW npenuHanus. Hanpumep, 17 October 2021. M3-3a pazmuunii Mexmy
OpUTAHCKMMH U aMEPUKAHCKUMHU KOHBEPTaMH JIaTy HE CIIEAYyeT YKa3bIBaTh 1UQ-

pamu. IT0 MOXKeT cOuTh ¢ Tosky. Hammpumep, 17.10.21 6yner o3navars 17 Octo-
ber 2021 in British English, but October 17th, 2021 in American English.

17



Inside address

BHyTpenHui ampec, aapec auia, KOTOPOMY OTIIPABIIAETCS KOPPECIIOH-
ACHIUA, HAIIKUCAH IO aApCCOM OTIIPABUTCIIA U B JIEBOW YacTu CTpaHuLbI, I'1C
PAacCIIOJIOKCH TaK, YTOOBI €r0 MOKHO OBLIIO BUJICTD.

Ecnu BbI 3HaeTe nMs YCJIIOBCKA, KOTOPOMY IMUIICTC, HAIIUIIHUTE CI'0 B IICP-
BO# cTpoke aapeca. JloOaBbTe MHMIMAIBI yenoBeka his / her first given name:
Mr J.E. Smith or Mr John Smith not Mr Smith.

B apecCax UCIIOJIB3YIOTCs CIACAYIOINUEC HA3BAHU A

— Mr (pronounced (‘mista) — 3To 0OBIYHOE BEXKJIMBOE OOpaIleHue MYXK-
YUHBI;

— Ms (pronounced (miz) or (mas), no unabbreviated from) ucmons3yercs
KaK I 3aMY’KHUX, TdK U JJII HC3AMYJKHUX KCHIIIWH. Ero yacto HCITIOJB3YIOT
BHC 3aBHUCHUMOCTHU OT TOI'O, COCTOUT JIM KCHIIIMHA B 6pa1<e nJIn HCT, U, 6€3y0-
JIOBHO, PEKOMEHTyeTCs UCIIOIb30BaTh 3Ty (hOpMY K ajapecaTy, €CiIu Bbl HE yBe-
PCHBI UJIN HC 3HACTC, KaKou TUTYJI OHA ITPCAIIOYNTACT,

— Mrs (pronounced (‘misiz) MOXHO HCIOJIB30BaTh IS 3aMYXKHHUX JKCH-
T H

— Miss (pronounced (miz), not an abbreviation) — M0O>XHO HCITOJIB30BaTh
HJIA HCB&MY)KHCFI KCHIIIMHDBI,

— Messrs (pronounced (‘mesaz), cokpaiieHue st (ppaHIy3CKUX TOCIO/I,
KOTOPOC HUKOT'Ia HC NCIIOJIB3YCTCA B aHTJTUHCKOM HOPpUINICCKOM HIIN JCJIIOBOM
KOHTCKCTC, HO HWHOrAa HUCIIOJIb3YCTCA I ABYX HIIHU ooJtee MYJ)KYHH, 4Yalllc
MPEJCTABIISIIOT YacTh Ha3BaHUs (PUPMBbI (4ACTO MAPTHEPCTBA, & HE KOMITAHUN).
]lpyrne TUTYJIbI BKJIIOYAOT aKaICMUYICCKHUC HIIN MCIUIIMHCKHC 3Banuda. Doctor
(Dr), Professor (Prof.); military titles, e.g. Captain (Capt.), Major (Maj.),
Colonel (Col), General (Gen.); and aristocratic titles, e.g. Sir, Dame, Lord, La-
dy. Sir usually means that the addressee is a knight, and is always followed by a
first name, e.g. Sir John Brown, never Sir J. Brown or Sir Brown. It should not
be confused with the salutation Dear Sir.
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Attention line

JlobGaBneHre MMEHH TOTy4aTess Wik JOJDKHOCTH B aipece SIBJISIETCS CIO-
coOOM BbIpakKeHUs] BHUMaHUSI.

Salutation

Dear Sir — oTKpbIBacT MUCHMO, HAITMCAHHOE YEJIOBEKY, UMSI KOTOPOTO BBI
He 3Haere. Dear Sirs ucnonb3yercst it 0003HaYCHHST GUPMBI, B KOTOPOM, IO
KpaiiHeil Mmepe, oiuH U3 wieHoB pupMbl — MykunHa. When writing to American
firms, Dear Sir or Madam is preferred, since it does not assume that the person
who opens the letter will be a man.

Dear Mesdames — ucnoms3yercst s ooparenus Kk ¢pupme (penko!), Bce
YJICHBI KOTOPOU — KCHIITMHBI.

Dear Madam — ucrosib3yeTcst 1Jis 0OpalieHus K JKCHIMHE, He3aMYyKHEH
WJIM 3aMY>KHEH, UM KOTOPOU BBl HE 3HAECTE.

Dear Sir or Madam (or Dear Sir / Madam) — ucrnonb3yercs s oOpaiiie-
HUS K YETIOBEKY, €CJIM BbI HE 3HAETE €ro UMEHH WJIU TT0J1a.

Subject title

B GosbIIMHCTBE IOPUAMYECKUX COOOIIEHUN MPUHATO MHUCATh 3arojJOBOK
TEMBbI, KOTOPBIN JOJIKEH COAEPKATh KPATKOE OMHMCAHUE BOIIPOCA, O KOTOPOM BBI
numieTe. 1o U30aBiIsieT OT HEOOXOJIMMOCTH BBOAUTH TEMY B IEpBOM al3alle,
Cpa3y MpHUBJIEKaeT BHUMAHHUE K TEME MUChMa, TI03BOJISIET aBTOPY CChIIATHCSA Ha
Hee MOBCIOAy. XapakTep MPEeIMETHOrO 3aroJioBKa BapbUPYETCS B 3aBUCUMOCTHU
OT THITA OPUANYECKOTO XapakTepa. Bapuamus 9acTo 3aBUCUT OT TOTO, SBJISIETCS
JY THT IOPUIAYECKOTO MUChMa HEKOH(MIMKTHBIM, T. €. HE CBSI3aHHBIM C CyAe0-
HBIM pa30UpaTeTbLCTBOM, MJIM CIOPHBIM, BKIIOUas CyJeOHOE pa3OupaTeabCTBO.
Hanpumep, npu npojiake HEIBM>XKUMOCTU (0€3 CIIOPOB) OOBIUHO YKa3bIBAETCS
anpec cooctsennoctr: Sale of 35 Drive Road, London.

Ecnu nmucbmo kacaercs cyJeOHOro pa3oupaTeiabCcTBa, TO €CTh SIBIISIETCS
CIIOPHBIM, U JIeJI0 (PAKTUYECKH HAYaJIOCh B CYJE, 3aroJIOBOK TEMbI MOXET CO-
JepKaTh CTaHIapTHOE 0003HaueHue aeia: Brothers v. Artur.

B mepenucke Mexay IOpUAMYECKUMU GUPMaMH, KaKAast U3 KOTOPBIX JCH-

CTBYCT OT MMCHHU Pa3HBIX KIIMCHTOB, 6}’,[[1: TO B CIIOPHOM HJIN HCKOH(I)J'II/IKTHOM
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6I/IBH€C€, OOBIYHBIM HOIIOJIHCHHUECM K 3aroJIOBKY TCMbI ABJIACTCA I/II[CHTI/I(I)I/IKaLII/I}I
KJINEHTOB, HAIIpUMeEDP:

— Your client: John Brown;

— My client: Mary Blue;

— Sale of 25 Hamley Drive, Groundwich.

Mo>kHO, HO He 00s3aTeIbHO, HAYMHATh 3aroJIoBOK TeMbl ¢ Re (oTHOCH-
TenbHO), HanpuMep, Re: Sale of 35 Drive Road, London.

[Ipu ornpaBke cOOOIIEHUIN IEKTPOHHOM MOYTON 3TO MOXKET JaxKe cOu-
BaTh C TOJIKY, NOCKOJIBbKY RE — 3T0 cokpamenne ot orseta. Kpome toro, crout
OTMCTUTB, YTO Re HHOTAa HUCIIOJIB3YCTCA B KAYCCTBC CTAHAAPTHOIO 00o03Haue-
HUA Haz[exceﬁ B OTUYCTAX 110 OIIPCACIICHHBIM THIIAM CYI[G6HBIX JI(AI N

Complimentary close

IIncemo KOMY-TO, KOI'O BblI XOpOIIO 3HACTC, MOKCT 3daKaAHYMBATLCA HC-
CKOJIbKUMH HehOpMaJIbHBIMU (hpazamu:

— Kind regards;

— Regards;

— Best;

— With best wishes;

— With best regards;

— Best wishes;

— Best regards.

Signature

Bo mHorux mopuandeckux (Gupmax Nucbma, aJpecOBAHHBIE B JAPYTYIO
IOPUANYECKYI0 (PUpMy HIIM OpraHU3alliio, HauyuHAIOTCA co ciioB Dear Sirs u
MOJIIMCAHbl HA3BaHUEM (PUPMBI.

HpI/I IMCPCIINCKE C KIIMCHTOM BCCT A YKaBBIBaI\/'ITG CBOC UM U, CCIIN HEeO0O-
X0JUMO, Ha3BaHHUEC JOJIDKHOCTH ITO/ CO6CTB€HHOpyLIHOI7I NOAIINCHIO.

HpI/IMep IMMcbmMa — 3TO OTBECT (1)I/IpMBI Ha ITUCBbMO ITOTCHIUAJIBbHOI'O KIINCH-
Ta B AHMU. OHO yKa3bIBaeT Ha HEKOTOPhIE OCOOEHHOCTH TUIIMYHOTO FOPUIU-

YCCKOI'O ITMChbMa.

20



Letterhead

[leuatHblii 01aHK GUPMBI Ja€T MHOTO MH(POpMAIUH.

Type of firm

BOABIMMHCTBO TPaIUIIMOHHBIX OPUANYECKUX (PUPM HA CaMOM JieJie SB-
JISIFOTCSl MTAPTHEPCTBAMU. DTO 03HAYAET, UTO MPUObUIL PUPMBI pacipeensercs
MEXIy €€ mapTHEpaMu B COOTBETCTBHUH C YCIOBHUSIMHU MX MapTHEPCKOTO COTJIa-
meHusi. [lapTHepsl HECYT COJIUIAPHYIO OTBETCTBEHHOCTH MO 3aKOHY. DTO O3Ha-
9aeT, YTO €CJIM TOBAPUINECTBO HECET JIOJITH, KaK BCEM MapTHEpaM BMECTE, TaK U
KOKJIOMY TMapTHEPY B OTIEITHLHOCTH MOXET OBITh MPEIBSBICH UCK O BBITIJIATE
nonra. MiIMeHa mapTHEpOB 4acTO yKa3bIBalOTCA Ha (UPMEHHOM OlaHke J0O0
BHH3Y, TM0O B CTOJIOLE IO 00€ CTOPOHBI OT TEKCTA.

Address

[TomuMmo ampeca oduca, U3 KOTOPOTO OTHPABISIETCS MUCHMO, Ha (PUPMEH-
HOM OJIaHKE TaK)Ke€ MOKET OBbITh YKa3aH aJipec TOJIOBHOrO oduca U J0ObIX (Hu-
JWAJNOB WIH APYTHX O(HUCOB, KOTOphIE MOMJEPKUBACT opuandeckas (upma.
Taxxxke OynyT ykazaHbl HOMepa Tenedona u (dakca. BoJIbIIMHCTBO OpUANYE-
CKUX (pUPM B HACTOSIIEE BpPEMs TaKKE€ MCHOJB3YIOT AJIEKTPOHHYIO MOYTY U
MOAICPKUBAIOT BEO-CANTHI, U B 3TOM CJIy4ae OHH OYyAyT BKIIOYCHBI.

References

CChUIKM 9acTO YKa3bIBAIOTCS, YTOOBI OBLIO MOHSATHO, O Y€M WJET PedYb B
NUCHbME M Ha KaKYIO MEPENUCKy CIEIYyEeT CChUIaThCs MPU OTBETE. bONBIIMHCTBO
IOPUINYECKUX (DUPM HCIIOIB3YIOT CCBUIKU ISl 0003HAYCHUS

1) aBTOpa nucrMa;

2) KJIIUEHTa, 0 KOTOPOM OHH MUIIYT;

3) HOMep Jena.

®upmbl OOBIYHO TPUMEHSIOT OTHOCUTENIBHO MPOCTYI0 CUCTEMY HIEHTH-
¢uKaru KJIMEeHTa U Jiejia B CIIPaBOYHHUKE.

Hanpumep, B cipaBounuke AB (Smith.10-3):

AB — uaentudunupyer agBokara, BEIyIIero JAemo.

Hampumep, Smith — 310 kiaueHThI, YbK (haMHIIMK HAYMHAIOTCSA HA SMith.

10 — upeHTUPUIIMPYET KOHKPETHOTO KJIMEHTa M0 UMeHH CMHUT.
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3 — ompenensieT TPETUl BOMPOC, KOTOPBIM ¢upma pemmiaa Ajis 3TOTO
KJIMEHTA.

Enclosures

Ecnn k muchbmMy npuiararotrcsi Kakue-Jinoo JOKYMEHTBI, XOTS OHU MOTYT
OBITH YIIOMSIHYTHI B CAMOM TTHUCbMeE, Takke oObryHO nuinyT Enc. win Encl. mox
noanuchbio. Eciam mMeercs HECKOJIBKO JOKYMEHTOB, OHM MOTYT OBITh TIE€pPEUHC-
JIEHBI, HAIPUMED:

[Ipunoxenue

1. ITpoekT kKOHTpakKTa.

2. JIulileH3MOHHOE COTJIAIlICHHUE.

3. JIoBEpEHHOCTb.

1. Draft contract.

2. Licensing agreement.

3. Power of attorney.

Private and confidential

Ota (hpaza MoxkeT ObITh HANMCaHa B Ha4aJie MUChMa U, 4TO 00Jiee BAXKHO, HA
KOHBEPTE — YaCTO B BEPXHEM JIEBOM YTITy, B T€X CIIydasx, KOrja MUCbMO MpeaHa-
3HAYEHO JIJI1 YTEHUS TOJIBKO ajjpecaToM. Y 3ToW (Ppa3bl MHOTO BapHallMii, HAMIPH-
MEp: KOHOUOEHYUANbHO, CIMPO20 KOHOUOEHYUANbHO, OMKDPbIEAEeMCsl MOJIbKO A0-
pecamom, HO MEX]Ty 3TUMHU (ppazaMu HET OOJBIION Pa3HUIIbI B 3HAYCHUH.

Ha npaktuike Bce IOPUCTHI M UX COTPYAHHUKUA HECYT MPOGECcCHOHATBHYIO
00s13aHHOCTh COOJIFOIaTh CTPOTYI0 KOH(MUIAECHUIMAIBbHOCTh B OTHOLICHHH JIET
CBOUX KJIUEHTOB. Y OOJBIIMHCTBA IOPUIUUYECKUX (GUPM €CTh BHYTPEHHUE TPO-
HEeAyphl, peryiaupyromue odpaiieHue ¢ BXoAsmie moyroil. Yacto Bcsi BXOJs-
1asi mo4Ta COPTHPYETCS OAHUM M3 COTPYJIHUKOB MM (B Ooyiee KpymHOU (Gup-
ME) HEOOJIBIIION TPYIIONH COTPYJHHUKOB B COOTBETCTBUHU C YCTAHOBIICHHBIMU
npaBwiamMu. Bce KOHBEPTHI, aJJpeCOBaHHBIE TOJIBKO (UPME B II€JIOM, OTKPHIBA-
I0TCSI, U COAEPKUMOE MEePEAAeTCsl OTACIbHBIM MOTyYaTeNsiM 100!

a) HAa OCHOBAHUHM CCHUIKH, YKa3aHHOW B MUCHME;

0) Ipu OTCYTCTBHM CCBUIKH, KaK B HOBOM 3aIlpoCe, B 3aBUCUMOCTH OT THU-

I1Ia PUANICCKOTO BOIIPOCA, YKA3AHHOT'O B COACPIKAHNH.
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Bce koHBepThI, aipecoBaHHbIC (PU3MYECKUM JIMIIAM, TepeaaroTcss WHIU-
BUAYAJIbHBIM ITIOJIYHATCIIAIM B HCPACIICHATAHHOM BUJIC. HOBTOMy B OOJIBIIINHCT-
Be cllydaeB 3amuch Ha koHBepte Private and Confidential na korBepTe npocto
CIIYXKUT I[Ol'[OJ'IHPITCJ'IBHOfI l“apaHTI/Ief/'I KOH(I)I/I,HGHI_II/IaJ'IBHOCTI/I.

©® 7 High Wright Street Sydney

OB5 7BB

telephone: +47 (0) 183567542

fax: +44 (0) 186577528

e-mail: infooff@b&bco.com

®  Your reference

Our reference

Date

Mr J. Virtan Kovatie 13V 00500 Helsinki Finland

Dear Mr Virtan

GL (VIR.1-112 March 2021

Purchase of The Office, Whittlington

Thank you for your enquire. | confirm that this firm would be glad to act
on your behalf in relation to this transaction. This matter has been passed to me
to deal with, as a Senior Assistant Solicitor in this firm’s Residential Property
department.

| enclose a copy of our standard client care letter in duplicate. This sets
out our terms and conditions. Please read these through, and, if they are ac-
ceptable to you, kindly sign and return the duplicate copy.

| look forward to hearing from you. Yours sincerely,

Larisa Lee

® p.p. George Bell

Senior Assistant Solicitor

O Enc.

Client care letter
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ADDRESSING ENVELOPES

AJnpeca KOHBEpTA 3aMKCHIBAIOTCS aHAJIOTUYHO BHYTpEeHHUM aapecam. Ho
HHOT a4 OOJILIIIUMU 6YKBaMI/I JJIS1 BGJII/IKOGPI/ITaHI/II/I Ha3BAHUC TOPOada U CTPpAHBbI
MOKET 6BITB HAaITMCaHO 3arjlaBHbIMHU 6YKBaMI/I, a TTOYTOBBIN HHACKC MOXKET
OBITH HAIMCAH OTACJIBHO.

Ms A. Bannister 33 Bell Road

BOURNEMOUTH BH17QD

Dorset

Messrs Standford, Glseadon & Co 3-5 Hinch Avenue

LONDON VAC 6UZ

CLIENT CARE LETTER

BceMm HOBBIM KiIMeHTaM pacCblIacTCA MUCbMO O IIOAACPIKKEC KIIMCHTA HUJIU
IMUCbMO C YCIIOBUSMMU. 9TO0 MUCHEMO pacCKa3bIBaCT 06 YCJIOBHAX, HA KOTOPBIX
angBoKaT OyzeT padotatTh /i kiaueHTa. @akrudecku. OHO GOPMUPYET TOTOBOP
MCXKAY aJIBOKATOM MU KIIMCHTOM, B COOTBCTCTBHU C KOTOPBIM aJABOKAT IIPEAOC-
TaBJISAACT HpO(beCCI/IOHaJIBHBIe YCIYTH, a KIIMCHT UX OINIAYMBACT.

IIucemo o pa60Te C KIIMCHTOM HHOI'’Ida HA3bIBAIOT «IIPCABAPUTCIIBHBIM
IIUCBMOM). Korz[a IINCHbMO ITOAIIMCHIBACTCA KIIMCHTOM, OHO CTAHOBHUTCA KOH-

TPaKTOM Ha yCIIyTH, IPEOCTaBIsIEMbIE IOPUINIECKON (HUPMOIA.

GUMBER & PARTNERS SOLICITORS
1 Amberton Road, Leicester LE2 9 TV
Telephone +44(0)116892445, Fax

+44(0)116892446
e-mail:"eng@g&p.co.uk

Your ref
Our ref JTF(DAN.2-1
3 August 20-

Mrs E. Dance

1B The Bram

Leicester

LE1 8RC

24



Dear Mrs Dance

Thank you for instructing Gumber & Partners to act
on your behalf. | set out below the terms and condi-
tions on which your case will be conducted.
Management of matter

| am a partner in this firm and will have overall re-
sponsibility for your case. Work will be delegated
to other staff as and when appropriate.

If you have any queries at any stage, they should be
raised initially with me.

If I am unable to resolve the matter to your satisfac-
tion, please contact our client care partner, Ms Fe-
licity Matterson. The matter will then be investigat-
ed under our client complaints handling procedure
with a view to re- solving any differences. The re-
sult of any investigation will be notified to you as
soon as possible. If we cannot resolve the matter to
your satisfaction, the Law Society provides a com-
plaints and redress system. Terms of business

Basis of charging

This firm’s general practice is to charge on a time
basis.

My charging rate is £195 per hour.

Other applicable current hourly rates are:

— Partners / associates: £155-£195

— Solicitors / consultants: £125-£165

— Legal executive: £110-£140

— Administrators / case workers: £75-£140

— Trainee solicitors: £90

— Secretaries: £50

— All routine letters and telephone calls are deemed
to be six minute time units for the purposes of
charging.
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Our charges are reviewed annually and we will ad-
vise you of any increase or variation made. We are
obliged to add to our charges VAT, currently at the
rate of 17.5 %.

It may be necessary from time to time to pay other
expenses. These may include court and search fees,
payments to counsel, valuations, travel expenses,
and bank transfer fees. Some, but not all, of these
costs attract VAT.

In the event that we are obliged to carry out urgent
or particularly complex work on your behalf, or if
we are required to carry out work after 8 p.m. or
overnight or at weekends, a mark-up of 50 % will
be added to our charges.

Payments on account

This firm reserves the right to request payment on
ac- count where a matter is long-running or where
significant costs will be incurred. All payments
made on ac- count will be placed in a client account
in your name. Further payments may be requested
as the matter progresses.

Billing periods

We send out bills at six-monthly intervals or when
un- billed fees, disbursements, and expenses ex-
cluding VAT exceed £2,500, whichever is the soon-
er. However, we reserve the right to bill at two-
monthly intervals if costs rise very quickly.

Terms of settlement

All our bills must be settled within 30 days, unless
agreed otherwise.

We add interest to unpaid bills at the rate of 8 % per
annum, commencing from the expiration of the 30-
day payment period.
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The firm reserves the right to cease to act, and,
where appropriate, to withdraw from the court rec-
ord if

1 invoices are not settled within 30 days and the
firm believes that the level of invoices delivered
and un- paid is unacceptable, or

2 payment on account has been requested and you
do not within14 days send the funds requested.
Regulatory matters

Money laundering

The firm is obliged to obtain satisfactory evidence
of the identity of its clients. If we are not familiar
with you, we may ask you to produce evidence of
your identity (e.g. passport or driving license). We
must cease to act where such evidence has been re-
quested and is not produced within 14 days.

Data protection

The Data Controller for the purposes of the Data
Protection Act 1998 is David Berkeley and any in-
formation provided by you to us will be used solely
for the purposes of carrying out instructions re-
ceived from you.

However, from time to time it may be necessary to
re- lease information on a strictly confidential basis
to other advisers, for example, counsel or account-
ants.

Financial services

We are not authorized to provide financial services
un- der the Financial Services and Markets Act
2000 but are able in certain circumstances to offer
to clients a limited range of investment services by
virtue of our member- ship of the Law Society. We
are able to provide these services where they form
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an incidental part of professional services we have
been engaged to provide.

Standard of work

We shall provide a friendly and efficient service.
We are audited by external auditors from time to
time, including the Legal Services Commission and
the International Organization for Standardization.
During the course of audits, your files may be
checked but the information in them will remain
confidential.

E-mails

If you contact us by email or print an email address
on any letters we receive from you, we shall assume
that you have no objection to its use.

We assume that we have the right to communicate
in the course of business using un-encrypted email.
We cannot accept responsibility for intercepted
emails or viruses. We will assume safe arrival of
emails 24 hours after they are sent.

Storage of papers

Unless we receive written instructions to the contra-
ry, we shall keep your papers for at least seven
years, after which they will be destroyed.

Any deeds, documents, or wills deposited in safe
cus tody will not be destroyed.

No charge will be made for retrieval of files, alt-
hough we may charge for producing particular doc-
uments to you.

On conclusion of a matter, we reserve the right to
pub licize the fact that we have acted for you.

Other matters

For insurance and safety reasons, we will only ac-
cept cash payments below the sum of £250. We re-
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serve the absolute right to refuse to issue cheques or
other forms of payment to third parties.

If the need arises for us to refer matters pursuant to
the Proceeds of Crime Act 2002, you will by agree-
ing to these terms waive your right to legal profes-
sional privilege.

Governing law

The terms of this letter are governed by the laws of
England and you irrevocably agree that the English
courts shall have exclusive jurisdiction to settle any
dispute which may arise out of or in connection
with this letter.

Agreement

If you agree with the terms set out above, please
sign and return one copy of this letter.

If you continue to instruct me before signing this
letter, | shall deem you to have agreed the terms and
conditions set out in this letter.

Yours sincerely
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PA3JIEJI 3. CTUJIb U A3bIK FOPUANYECKUX ITMCEM

Inanuposanue sawezo nucoma. HAcnocmo. I pammamuka. Tounocms. Yc-
JI06HblEe 0O03HAYUECHUA.

LEGAL DOCUMENTS

BakHO MOMHUTB, YTO HOpUUWYECKAsl MEPEeNUcKa — 3TO JIUIIb HeOOIbIIas
4acCThb IIMCbMA, BBIIIOJIHACMOI'O FOPUCTAMU. bonpmmHaCcTBO IOpUCTOB TPATAT 3HA-
YUTCJIIbHOC KOJIMYCCTBO BPECMCHH Ha CO3JaHUC IOPUANYCCKUX HTOKYMCHTOB, KO-
TOPBIC MOT'YT OBITD MpCaAHa3Ha4YCHbI JJIA UCITOJIL30OBAHU S 1100 B CYI[C6HBIX pas-
6I/IpaTeJ'IBCTBaX, 100 B HE CIIOPHBIX J€JIaX, TAKMX KaK IIpoJaKa 3C€MJIKM, TOBaA-
POB U YCIIYT. Tunuunelie AOKYMCHTBI, KOTOPBIC IOPUCTBI I'OTOBAT JJIA UCITOJIb30-
BaHUA B CYAC, BKIIIOYAIOT 3a4BJICHUA 110 ACIY, 3adBJICHUA O CBUACTCIIAX, PA3BO-
IBI, TIpoIeHus o OaHkpoTcTBe W adpdumasut. Statements of case, witness state-
ments, divorce petitions, petitions for bankruptcy, and affidavits.

Tunuuneie HAOKYMCHTBI, IIOATOTOBJICHHBIC HOPHUCTAMHU JIsI HC CIIOPHBIX
Iejael BKIIIOYAIOT: nepeoauy 3eMau (Uiu nepeoavy 3emiu), KOHOUOeHyudab-
HOCMb, KOHmMpaxKkmul HA npodaofcy moeapoe, 3616€p€HuIZ, OOKyMeHWlOG, yuacm-
HUKOE 00beOUHeHUS KOM?ZLZHMIZ, JAUYEeH3UuU, onyuu.

Transfers of land (or land transfers), contracts for sale of goods, wills,
deeds, articles of association for companies, licences, options.

Ctuin IM1McbMa, I/ICHOJIBE}yeMBII\/JI B OPUAUYICCKUX NOKYMCHTAX, OTIINYACTCS
OT CTHUJIA, UCIIOJIb3YEMOI'O B IOpHI[H‘-IGCKOfI ICPCIIUCKE. 9t10 IIOTOMY, 4TO LCJIb
IOPpUANYCCKUX JOKYMCHTOB HHasd. boapmmHCcTBO IOPpUINICCKUX JOKYMCHTOB,
UCIIOJB3YEMBIX B CYyJ€OHOM pa3z0upaTenbCTBE, JUOO BBICTYNAIOT B KAaYECTBE
A0Ka3aTCJIbCTB B INOAACPIKKY HJIN 3aIlUTY KaKoro-ianoo HCKa, 100 COACpIKarT
YTBCPKACHUSA W APTyMCHTBI B IIOAACPIKKY HIIM 3allUTy HCKaA. boapmmHCcTBO
HOPpUINIYCCKUX HTOKYMCHTOB, HCIIOJIb3YCMbBIX B HeKOH(bJ'II/IKTHBIX ACJIOBBIX OIIC-
panusix, (UKCHPYIOT COTJAIlleHHe MEeXIy CTOpOHaMHu. Takue JTOKYMEHTHI
npcaAHa3sHa4YCHbI, IIPECKIAC BCCTO, I PCTYJIIMPOBAHHA BCCX ACIICKTOB COIJiamic-
HHUA, JOCTUTHYTOI'O MCKAY CTOPOHAMH. Ounnu YCTAaHABJIWBAKOT 065[3aTCJ'IBCTBa,

KOTOPBIC HNOJIDKHA BBIIIOJHHUTL KaxKjasd CTOPOHA, M OILPCACIIAIOT ITOCIICACTBHA
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oTkaza. OHM TIpU3BaHbl UMETh HOPUAUYECKYIO cuily B cyjae. CremoBatenbHO,
SI3BIK, UCTIOJIB3YEMBIM B IOPUANYECKAX JOKYMEHTaX, UMEET HEKOTOPhIE THUITHY-
HbIE OCOOCHHOCTH, KOTOPBIE YaCTO 3aTPY/IHSIOT UX YTEHUE.

Hcnonvzosanue mepmuros. ITO CIOBA, KOTOPHIE UMEIOT TOYHOE U OIpe-
NeleHHoe puandeckoe 3HaueHre. OHU MOTYT OBITh HE3HAKOMBI Hempodec-
CHOHAJIaM, HO WX HEJIb3s 3aMEHUTh NPYTHMMH cioBamu. [IpumMepsl TepMHHOB
BKJIIOYAIOT 3aJI0roBoe yaep:kanue — lien (mpaBo ogHOro JMIla COXpaHATh Bja-
JICHUE TOBapamu, MPUHAIICKAIIIMHU APYTroMy JHUITy, 10 TEX MOp, ToKa Tpebdo-
BaHUS BIIaJIe/IbIla K BIQJCIbIly HE OyIyT yAOBIECTBOPEHBI) U BO3MEIEHHE — IN-
demnity (cornameHnue 0HOIO JIMIIA O BBIILIATE APYTOMY JIMILY IPUYUATAOIIUXCS
CYyMM, WJIA MOXET CTaTh 33JI0JDKCHHOCTHIO TIEPE HUM WIN €1 TPETHUM JIUIIOM).

Hcnonvzosanue onpeodenennvlx mepmuros. MHOTHE IOPUIUYECKUE JOKY-
MEHTBI COZIepKaT pa3iell ONpeACICHUN, B KOTOPOM CTOPOHBI COTJIAMIAIOTCS, YTO
OTIPE/ICJICHHBIC CII0BA, MTOBTOPSIIONINECS B JOKYMEHTE, IOJKHBI UMETh COTJIaco-
BaHHOE 3HaueHue. Hampumep, CTOPOHBI MOTYT JOTOBOPUTHLCSA O TOM, YTO CIIOBA
«mata 3aBepieHus» — completion date 6ymyT o3nauars 07 despans 2021 rona,
wi uto cioBa «Kommanus» — the Company OyayT o3HayaTh KOMIAHHUIO IO/
OTIPE/ICIICHHBIM Ha3BaHHUEM.

Hcnonvzosanue HenoHAMHOU 1OPUOUYECKOU MEPMUHON02UU. ITO MOKET
cOMBATH C TOJKY HenmpodecCHoHalIa JIMOO MPOCTO MOTOMY, UTO SI3bIK HE3HAKOM,
JU00 TOTOMY, YTO HCIIOJIB3YEMbIE CJIOBA UMEIOT APYroe 3Ha4eHUE B OOBIYHOM
aHrIuiickoM. Hampumep, B IOpHIMYECKOM aHIJIUHCKOM CIIOBO «CONstruction»
4acTO HCIONIb3yeTcs JUIsd 0003HaueHus uHTeprnperanuu, «furnish» — mis 06o-
3HAYCHUS MPEIOCTaBIICHUs, a «considerationy» oTHOCUTCS K IICHE, COTJIacCOBaH-
HOM MEXTy CTOPOHAMH KOHTPAKTA.

Hcnonvzosanue dyniemog u mpoex. ITO Pl CIOB, UCIIOJIb3yEMbIX BMe-
CTO OJIHOTO CJIOBA IO MPHYMHAM IOpHANYECKON Tpamuinu. [Ipumepsl BKIIIOYa-
ot null and void, all and sundry, and give, devise, and bequeath.

Iloemoproe ucnonvzosanue cnos shall and must qomkHO U JOIKHO BEI-
pakaTh 0053aTeIbCTBA, @ MOXKET BBIPAXaTh YCMOTpPEHUE (KOT/Ia CTOPOHBI NMeE-

10T IIPaBO 4YTO-TO ACJIATh, HO HC 00s3aHBI 3TO ,I[GJIEITB).
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Omcymcmeue nynkmyayuu. MHOTHE IOPUIUIECKUE TOKYMEHTHI, HaIPH-
Mep apeHa, opopmIsitoTcsl 0€3 3HAKOB MPENUHAHUS; TaKe TOYKH 4acToO OIMyC-

KaroTC.

LEGAL CORRESPONDENCE

HI/ICBMGHHOCTB, HCIIOJIb3yCMasl B IOpHI[H‘-IGCKOfI ICPCIINCKC, 0OBIYHO
HMMCCT UHYIO IICJIb. OOBIYHO OHA npcaHasHadYCHa JIA IIPCaAOCTaBICHUSA I/IH(bOp-
Many U COBETOB, BbIIBUKXCHUA HpeI[J'IO)KeHI/Iﬁ u HHCTpYKHI/Iﬁ TpETbUM CTOPO-
HaM.

OCHOBHBIMU OeJiIsIMHU IOpPII[PI‘ICCKOﬁ IMCPCIIMCKNU BO BCCX ClIydadax sBJIA-
OTCA SACHOCTb U TOYHOCTbD. OI[HaKO CTUJIb IICPCIIMCKHU 6YI[6T HEMHOT'O OTJIU-
HaTbCAa B 3aBUCHUMOCTH OT TOT'O, AJIA KOI'O OHAa ITHUIIICTCA.

Letter to another lawyer

This letter relates to a claim for compensation made in a personal injury
case

TURN GEORGE SMIT & CO.

7 High Old Street Standford
OS3 7PBB
telephone: +47 (0) 182537562
fax: +47 (0) 136537528
e-mail: lawinfo@t&co.com
Your reference HB(BAN.7-2
Our reference LD(VIR.1-1
Date 12 March 2021
Messers Pearson and Wain 16 Friars Avenue
Reading RG17FG
Dear Sirs
Our client: Gail Angus
Your client: Banner Insurance Ltd
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Thank you for your letter of 5 March. We are pleasedto note that liability is
no longer in dispute.

We enclose by way of service the following documents:

1 Copy of medical report prepared by Dr L. Hobson.

2 Copies of our client’s pay slips for the six months preceding our cli-
ent’s accident.

Kindly acknowledge receipt.

You will note that Dr Hobson’s opinion is that our client will be able to
return to full-time employment within about four months. Therefore, in addition
to general damages, our client will be seeking compensation for loss of wages
calculated from the date of the accident to a date four months hence.

There are further expenses which our client has incurred as a direct result
of the accident. These include medical, care, and travel expenses. We will re-
vert to you shortly with the schedule of special damages.

Yours faithfully

Turn, George, Smit & Co.

Enc. | Medical report 2 Copies of pay slips

OOpammasch K IpyroMmy OPUCTY, aBTOP MOXET MPEINOI0KUTh, YTO IOpPH-
JTUYCCKUNA CTHUIb U TEPMHUHBI OyyT MOHATHBI M HE HYXIAIOTCS B OOBSCHEHUH.
Cnedyem nposgnsmes 0CMOPONCHOCHb, YMOoObl 00BbACHUMb IOPUOUYECKUE MOH-

Kocmu 6 mepmurax, NORAMHbIX Hecneyuaiucmy.

PLANNING YOUR LETTER

SIcHOCTPB BBIpaXEHHUS 3aBHCUT OT IPABHJIBHOTO BbIpaXeHUs MbIciau. Hau-
HUTE C PAaCCMOTPEHUS O0IIeH 1enu Baiiero nuckMa. Ilogymaiite, 4To Bbl cOOU-
paeTech CKa3aTh U Kak BBl 3TO CKakeTe. 3ajaiTe cebe BOMPOCHI:

— YT0 5 mBITalOCh CKAa3aTh?

— Komy s meITarock 310 cka3aTh?

— YT0 UM HYKHO 3HATH?
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— Kakoit ToH MHE BBIOpaTh?

— Kakue cimoBa BbIpassiT TO, YTO 5 MBITAIOCh CKa3aTh?

— Kak s ctpykTypupyto 10O, 4TO COOMparOCch cKa3aTh?

— Kak s Mory pa3znenuts CBOM TEKCT Ha yIpaBJisieMbIe 4acTu?

— Mory 1u s cnenarh ero kopoue?

Paragraphs

Barire nucbMo J0JDKHO OBITH TTOACIICHO Ha pa3/ieiibl C TTOMOIIBIO a03a1leB.
AO3a11el He TOJKHBI ONIPeNesAThCs 10 iMHe. VX ydiie Bcero paccMaTpuBaTh
KaK €IMHUIIBI MBICTH. J[pyruMu clioBamMu, Kax bl ad3all JOJKEH KacaTbes OJ1-
HOW MBICJIM WK TeMbl. [lepexo/isi K HOBOW MBICIIHA WJIA TEME, HAUMHANUTE HOBBIN
a63ai1. OH He OoKeH OeCTOPSIAOYHO TUISICAaTh MEXKIY pa3sHbIMU HaesiMu. AO3a-
bl JIOJIKHBI HAYMHATHCSI C OCHOBHOM MJIEH, a 3aTEM KacaThCsl BTOPOCTENEHHBIX
BOIpocoB. Hamurcanne H0MKHO JTOTUYECKH IEPEXOIUTH OT OJHOM UIEH K APYTOM.
AG3a1ibl B FOPUIMYECKUX MUChMaX WHOTJIAa HYMEPYIOTCS, UTOOBI pa30OUTh TEKCT U
00JIeryuTh OOpallieHue K OTJeIbHBIM a03amaM B nmucbMe. HymepoBaHHbIe ab3alibl
0O0JIbIIIE TIOIXOAT /711 OAHUX BUIAOB IOPUAMYECKON MEPETMCKH, YeM IS IPYTHX.
OHu 0cOOEHHO TTOAXOAIT OoJiee JVIMHHBIM MUChMaM, Hampumep, koraa: 1) uzma-
raroTcs I1aru, KOTOpble HEOOXOIUMO MPEATPUHSATE, UK 2) TIEPEYUCIISIIOTCS pas-
JIMYHBIE YAaCTU IOPUANYECKON aprymeHTannu. OHUM MeHee NOAXOJAT, €CJIH MUCh-
MO KOPOTKOE€ U / WJIM €ro CoJiepKaHue HOCHUT OIMCATEIbHbIN WM HEeTeXHUYe-
CKHUH XapakKTep.

A03a11pl U3 OJHOTO TPEIJIOKEHUS HE CJIEAYET MCIOJIb30BaTh CIUIIKOM
4acTO, HO OHU MOTYT OBbITh MOJIE3HBI B OMPEIEIECHHBIX 00CcTOsITeNbcTBaX. O0-
paTUTE BHUMaHUE Ha TO, KaK a03allbl BBITJISASAT Ha cTpaHulle. TeKCT, paBHO-
MEpHO pa3/ieIEHHBIN Ha ab3aibl yJO0OHOTO pa3Mepa, a MHOTJa U 0ojee Ko-
POTKHE, BBITJISAUT MPHUBIEKATEAbHO I yuTaTels. OrpoMHbie, HENPEpPhIB-
HbI€ YYaCTKU TEKCTA OYEHb HEYJIOOHBI JJIsl UMUTATENS, U UX CIEAyeT U30eraTh.
To ke camoe clIelyeT cKa3aTh U O HEJIOTUYHBIX MOCIEA0BATEILHOCTIX OYCHb

KOPOTKHX a03alleB.
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First paragraph

BCTYHI/ITGJIBHOG MNPCIIOKCHHUEC NI 2163211_[ BaXXHbI, T. K. OHHM 3a4a0T CTUJIb
IMMCbMa U IIPOU3BOAAT IICPBOC BIICHATIICHUC. Ecnu BBl oTBeuaeTe Ha npeabiay-
mee€ IMMCbMO, HA4YHUTE C 6JIaFOI[apHOCTI/I KOPPCCIIOHACHTY 3a €10 IIMCbMO!
Thank you for your letter of 17 March 2021.

Ecnu Bl numeTe KOMy-TO BIIEpBbIC, UCIIOIL3YUTE MEPBHIN ab3all, YTOObI
IpEeICTaBUTHCA, TEMY ITUChMa M rmodeMy Bol numiete: We act on behalf of Smit
Hold Ltd and write concerning the lease on 1 Avenue, French Trading Store.

Mt oeticmseyem om umenu Smit Hold Ltd u nuwem no nosody apenowt na
1 Avenue, Farnley Trading Store.

Middle paragraphs

OcHoOBHas 4acTh Ballero mucbMa 6y,I[€T KacCaTbCA TOI'O, UYTO HYKHO CKa-
3aTb, OTBCTOB, KOTOPBIC Bbl XOTUTC YCJIbIIIATL, UJIKM BOIIPOCOB, KOTOPLIC BbI XO-
TUTE 3a4aTh. Hx TouHBIHI XapaKTep 6y/:[eT BO MHOI'OM 3aBUCCTH OT THUIIA HAIIHU-
CaHHOI'O MrnuchbmMa.

Final paragraph

B KOHIC BalICTo IIMCbMA, CCJIM OHO aAPCCOBAHO KIIMCHTY HWJIIN TpeTBefI
CTOpPOHC, Bbl JOJDKHBI YKa3aTb, YTO C BaMMU MOI'YT CBA3aTLCA, CCJIM BallICMy
KOPPECIOHJEHTY IMOTPEOyeTCsl IOMOJHUTEIbHAsT WH(OpMAIUs WA TOMOIIb.
HpI/I HGO6XOI[I/IMOCTI/I Bbl TAKXKC MOXKCTC YyKa3aTb APYIoro 4cCJIOBCKa B BalICM
0(1)1/106, C KOTOPBIM MOJXKHO CBA3aTbCiA, CCJIHM Bbl OTCYTCTBYCTC, HAIIPpUMCP:
Please do not hesitate to contact me, or my assistant, George Brown, if you re-
quire any further information.

O,Z[HaKO ATO HE ABJIAETCSA OOBIYHBLIM ACJIOM B ITMCBMC K IPYTOMY HOPHUCTY,
JNEUCTBYIOIIEMY OT HMEHH JAPYTrOM CTOPOHBI B AEIIE.

Clarity

ITocie TOoro, KaKk Bbl CINIAHUPOBAIA OCHOBHYIO CTPYKTYPY CBOErO IUCHMA
U IIPUMCPHO 3HACTC, KAKUC THUIIbI a63aueB BaM l'IOHaI[O6}ITC}I, SICHOCTH MOXHO
I[O6I/ITBC$I, O6paTI/IB BHHUMaHUE Ha 00JIee MEJIKHUE CANMHUIBI IIMCbMA, KOTOPBIC BbI

OyJzieTe co3aBarh, T. €. MPEIJIOKEHUS U CJIOBA.
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Sentences

JlenaliTe npenyioxKeHust Kak MOKHO KOpoue. ITO HE BCErJa 03Ha4aeT, 4To
BCE€ MPEIIONKEHUSI JOJDKHBI OBITh KOPOTKUMHM (YTO MOKET CO3/IaTh HEMPHUSTHBIN
3 PEeKT OTPHIBUCTOCTH), HO YTO BCE HEHYXKHBIE CJIOBA JIOJKHBI OBIThH YJIaJICHBI.
[Tocrapaiitech, 4TOOBI B MPEJIOKEHNN ObLIa TOJIBKO OJHA OCHOBHAas ujes. Ec-
JX BBl XOTUTE A00aBUTH 00Jiee OJHOTO 3JIEMEHTa JOMOJIHUTEIbHONM MH(OpMa-
IIMU O MPEIMETE, BBEICHHOM B MPEIJIOKEHNE, TIOTyMaiTe O TOM, YTOOBI HaYaTh
HOBOE TMpeiokeHue. Takke paccMOTpPUTE MOCIEAOBATEIbHOCTb, B KOTOPOM
nHpOpMAaIUs MPeACTaBIeHa B MPEITOKEHUH.

Words

Hcnonp3ynre cnoBa, KOTOPbIE MEPENAIOT TO, UTO Bbl UMEETE B BUAy. Mc-
MOJIb3YHTE CJI0BA, KOTOPBIE MEPEaaroT CMbICH, U He Oojee Toro. Hukorma He
UCIIOJB3YUTE CJIOBA MPOCTO MOTOMY, YTO OHHU BBIVISIAST BIICUATIISAIONIE, U BBI
XOTUTE WCIIOJB30BaTh WX, WJIM IOTOMY, YTO BaM HPaBUTCA HMX 3By4YaHUE.
B ropuandeckoi nutepaType €CTh TEHJICHIUS UCIIOIb30BaTh HEHYXKHBIE, HETO-
HATHBIC CJIOBA, @ HE UX OOBIYHBIC SKBUBAJIECHTHI, BOBMOXKHO, U3-3a OILIYIIEHUSI,
YTO HESICHBIE CJIOBA KAaKUM-TO 0Opa30oM MPOM3BOIAT OOJbIIEE BIICUATIICHUE.
Huxkorna He UCMONb3yilTe JUIMHHBIE CIIOBA TaM, TJIE MOXHO HCIOJIb30BaTh KO-
potkue, Hampumep: With regard to, with respect to, in reference to, and so on,
instead of aboult.

Grammar

[To BO3MOXKHOCTH HU30€raiiTe HeraTUBHBIX CTPYKTYp. B OonbIMHCTBE Ji€e-
JIOBBIX M IOPUJAMYECKUX IHcCaTeIeld €CTh TEHJICHIUS CMATYUTh BO3JCHCTBUE
CKa3aHHOTO0, UCIIOJIb3YS TaKue POpMYJIUPOBKHU, KaK:

— HeOE€30CHOBATEIIBHO;

— HE BO3MOXHO;

— HE SIBJISIETCS HEOIPaBAaHHbIM,

— HEMBICJIUMO;

— HEMaJIOBaXKHO.

Takue CTpyKTYypHhI J€Iat0T TO, YTO BBl TOBOPUTE, MEHEE SICHBIM U OTpE]ie-

JICHHBIM. 3a HUMU CTAaHOBUTCSI OUCHbB TPyAHO CJICA0BATh, KOTlda B OJHOM IIPCHO-
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JIOKCHHUH UCIIOJIB3YCTCA ooJtee OJHOT'0, HAITPpUMCEDP: «He UCKJIIOYEeHO, Ymo 5mom
60NPOC OKAdNCEM HEMANOBAINICHOE 6/IUSAHUEC HA HAULE DeUlerRuUe.

B nepeBoje Ha 0OBIYHBIN AHTTTUHUCKUN 3TO 3BYYHT TaK:

«It is possible that this issue will significantly affect our decision».

HJIN XKE:

«Omo mooicem CYWeCmeerHHo noeiusims Ha Haute peuterHue .

«This can significantly affect our decision».

IIo BO3MOXKHOCTHU I/ICHOJ’ILBYﬁTG AKTHUBHbBIC TIJ1arojibl, a HE HOMHWHAaJIN3a-
ouun: pacwwampueaﬁme, ad He ydeﬂﬂﬂme 6HUMAHUE, NpOMueocCmosims, dad He
NpOMUBOCMOAMb, NPOMUBOPEYUMb, A He npomusopeyums. B 0oyiee MIMHHBIX
(bpasax, HN3BCCTHBIX KAaK HOMHWHAJIM3AIUH, IJIaroJ CTajl CYHMCCTBHUTCIIbHBIM.
Oco0eHHoO K HUM IMPUBA3aHbI AHTJIO-aMCPHUKAHCKHC FOPUCTHI.

Hcnionp30Bane HOMUHAIN3AIUN JE€JIaeT IIMCbMO 00Jiee MJIMHHBIM U Me€-
HCC TMHAMUWYHBIM, HAIIPUMCP:

«We are in agreement that our firm will give consideration to the docu-
ments».

DTO npeyIoKeHue ObIUIO ObI JIYUIIE BEIPA3UTh:

«We agree that our firm will consider the documents».

OnHako B HOPUIWYECKOW MUCBMEHHON (opMe €CTh ONpeieeHHBIE CITy-
4an, KOorJa HOMHHaJIN3anuss yMmeCTHaA. HaHpHMep, IOPUCTEI COoIJIallaroTCsa HC Ha
apouTpax, a Ha apOUTpax: apOUTPax — ATO OMPEICIICHHBIN TPABOBOM MPOIIECC,

Ha KOTOPBIN CIEAYET CChUIATHCS B €I0 HOMUHAIBHOU (hopMme.
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PA3JAEJ 4. IEPEBO/J IOPU/IMYECKOI'O IIMCBMA

Letter 1

LLC «Lawyer» guarantees to the newly created LLC «New solutions» the
provision of a legal address in the premises located at the address: [zip code,
city, street, house, room] with the subsequent conclusion of a lease agreement
in accordance with applicable law.

This premises belongs to LLC «Lawyer» on the right of ownership, which
Is confirmed by the registration certificate No. [...] from[...] 9.

[Date] [position, name of the head].

Letter 2

The lessor LLC «Lawyer» provides the address: [address] as the legal ad-
dress of LLC «New solutions» in accordance with the attached agreement.

The above legal entity guarantees:

— within 30 days after the registration of the enterprise, submit to the Reg-
istration Chamber information about its bank details, qualification codes, con-
firmation of registration with the tax office and after all changes;

— fulfillment of the requirements established by law for the storage and
timely submission of reports of the specified enterprise to the tax office at the
place of registration and access of the controlling state bodies to the enterprise's
documentation.

If, as a result of the activities of the above-mentioned enterprise, a third
party suffers damage related to the location of [full name of the registered en-
terprise] [name of the legal entity — lessor] shall be jointly and severally liable
with this enterprise for damage caused to the third party.

The premises at the address: [address] is the property of New Solutions
LLC, is on the balance sheet [...].

[Date] [position, name of the head].
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Letter 3

Dear Vladimir Ivanovich,

| would like to hire your firm to represent our company in a lawsuit
against Sviridov A.B. As we discussed during the business meeting on
01.07.2021, | am confident that your firm will cope with the requests that we
submit.

| have attached the relevant documents on the basis of which you can fa-
miliarize yourself with our case. Please let me know if you need anything else.
| look forward to a fruitful work with you.

Yours faithfully,

Ivan Vladimirovich

Letter 4

Komy: OAO «PX/»

V1. Hosag Vnuna, 2
Bonrormap, 107174, Poccus
Buumanue: Oner HoBukos
[Ipe3unent

Adunsl, 22 mas 2021 1.
Ref. No: 16793

YBaxkaeMbiil rocnioguH [Ipe3unenr,

MBI C YIUBJIECHUEM U COKAJICHUEM YUTAEM COJIEp>KaHHE U KOMMEHTApHUU,
C/IeJIaHHbIC B BallleM HEJaBHEM MHTEPBbIO MHPOPMAILIMOHHOMY areHTcTBy MH-
TepOyk oTHOcuTenbHO TeHaepa TRAINWAY. S npuzHato BO3MOXHOCTh TOTO,
YTO TaKO€ COJAEpP>KaHUE U YTBEPXKIECHUSI MOTJU OBITh PE3yJbTATOM IE3UH(OP-
MallM1 UM HEJIOCTAaTOYHOW TOYHOCTH OT4YeTOB. [loaTOMY s muImry BaM, 4TOOBI
TOYHO MPOUH(OPMUPOBATH BaC O pealibHbIX (paKTaX U OOCTOATEIIHCTBAX TEHJIE-

pa ¥ BOCCTAHOBUTH UCTHUHY.
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Kak Bam m3BectHo, OAO «Poccuiickue xenesnnie aoporu» (PXKII) pe-
IIWJIO MPUHSATH YY4acTHUE B TTepBOM IpuBaTth3aliioHHOM KOHKypce TRAINWAY,
KoTophIi Havascs B Mae 2020 rona u 6611 oTMeHeH B ssHBape 2021. PXK]I rakke
PENINIO YYacTBOBATh B MOCIEAYIOIIEM, BTOPOM TEHIEPE, KOTOPBIN ObLT OOBSIB-
JeH B KoHue sHBaps 2021, mo KkoTopomy 00s3aTellbHbIE MPEIOKEHN ObLIN
npezacTaiieHsl 6 anpens 2021 r., u Ternepb OH OBLT MPUCYXKIEH SIUHCTBEHHOMY
YYacTHHKY KOHKypca Vien Vaer. B 3TOM KOHTEKCTE MO3BOJIBTE MHE MPOWH-
dbopmupoBaTh U HanOMHUTH BaM, 4To ¢ 2020 mo ampens 2021 pyKoBOJCTBO
P2K]] HECKOIBKO pa3 BCTPEUaIoCh C MPEICTaBUTENSIMU MPaBUTENbCTBA [ perun
u pykoBogutensmMu HRAD B I'peniun u B Poccun Ha pa3iudHBIX YPOBHSIX
cTapimrHCcTBa. Bo BpeMs Bcex 3TUX BCTpeU KaxAbld acleKT TeHepa (JeI0BOH,
(rMHaHCOBBIN, TPAaBOBOM, HOPMATUBHBIN, TEXHUUECKUH U T. J.) HEOJHOKPATHO U
UCYEPIIBIBAIOIIE 00CYKIaCs, BKJIOYAs Pa3IMUHbIE OTPAHUYECHHS MEepUMETpa
NpUBaTU3AllMM, YCTAaHOBJIEHHBIE 00s13aTeNbLCTBAMHU U 0Os3aTeNbCcTBaMU [ peue-
ckoit Pecrryonuku nepen EC.

Muctep npe3uaeHT,

o0s13aTenibHOE TIpesyiokeHue Obl1o mojano 3 ampens 2021 roga xomria-
uueit Vien Vaer o npuooperenuun 100 % TRAINWAY, takxke npoBepeHO KOH-
cyaprantamMu HRAD, B 1OJTHOM COOTBETCTBUU U B COOTBETCTBUU C YCIOBUAMMU
[IucbMa o mpoBeaeHUN TEHIepa U Mpollecca IpuBaTU3aliy B 1eoM. Kak tako-
Boi oH ObLI IpuHAT CoBeToMm aupektopoB HRAD 14 ampens 2021 rona.

51 Hanerch, YTO Bbl HEMPEMEHHO OLIEHUTE ATOT (DaKT U OKaKeTe HaM
CBOIO MOMOIIb B BOCCTAHOBJIEHWM WCTUHBI. Sl XoTen Okl 3apaHee moOjarojaa-
pUTHh Bac W OCTAIOCh B BAIlIEM PACHOPSKEHUU JJI JIFOOBIX JTOMOTHUTEIBHBIX
Pa3bsICHEHUM, KOTOPbIE MOTYT BaM MOTPEOOBATHCH.

Hckpenne,

Jxou bpaiin

IIpencenarens npaBiaeHUs
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Letter 5

YBaxkaeMbiil MUCTEDP J[KOHCOH,

MBI TIOJIYYMJIM CETOJHS yTPOM JOCTaBKy Hamrero 3akasa Ne 130.

K coxanenuto, HEKOTOphIE SIIMKK OBLUTN MOBPEXKACHBI, U MPU UX pacra-
KOBKE Mbl OOHAPYX UJIM HECKOJIBKO MOJIOMOK. MBI mpe/noaaraeM, 4to 3TO CBS-
3aHO JUOO C HEMPABWJIHLHOM YMAaKOBKOM, JMOO C aBapueil BO BpeMsi TPaHCIIOP-
TUPOBKHU.

[TockonibKy mpojaxa ObUla Ha OCHOBAaHWUM, MBI MPEIIOIaracéM, 4To BbI
notpedyeTe KOMIEHCAIMIO OT TIEpeBO3YMKA. Mbl OLICHUBAEM CTOMMOCTD YIIIEp-
6a mpumepHo B 900 mgosutapoB. MbI, KOHEYHO K€, COXpPaHUM IOBPEKICHHBIC
AIAKA U UX COAEPKUMOE ISl TIPOBEPKH.

[To ycnoBusaM rapaHTuu, Mbl OyJieM IPU3HATEIbHBI, €CJIU Bbl OTIPABUTE
3aMEHY MOBpEXKICHHOMY npeametry. VX cnucok npuiaraercs. Ml JOJKHBI TO-
MPOCUTH BaC CPOYHO 3aHSITHCA 3TUM BOIPOCOM, TaK KaK 3Ta 3aJepikKa JI0CTaB-
JsieT HaM OOJIbIIINE HEeY100CTBA.

MBI ¢ HETEpPIIEHHEM KAEM CKOPEUIIIETO OTBETA.

Hckpenne Bamn

NBan MBaHOB

Oten 3aKynok
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PA3JIEJI 5. TIPAKTHYECKASA YACTb

5.1. OdopmiieHne 3JIEKTPOHHBIX MU CEeM, (PpaKCOB, KOHBEPTOB
(Envelope, Faxes and e-mails)

Oo0pa3sen 3an0/IHEHUSI KOHBEPTAa

Sender’s address

CHavayia HeoOX0IMMO YKa3bIBaTh ajapec ormnpaButes (Sender’s address)

3arem cienyet aapec noayyatens (Mailing address)

[Topsitok pacmoioKeHUs PEKBU3UTOB B aJIpece YKa3bIBACTCS CIECIYIONTUM
o0pa3om:

1-1 cTtpoka — mMms, pamunus aapecata i ortnpaButens (the address-
ee/the sender);

2-51 CTpOKa — yKa3blBaeM Ha3BaHUE (UPMBI WU YUPEXKICHUS MO0 OTIpa-
BUTEJIS, TMOO mosrydarens (the company’s name);

3-s cTpoka — HoMep aoMa u yauiia (the street name and house number);

4-s ctpoka — Ha3BaHue ropoja (the town the letter is sent to/comes from);

5-51 cTpoKa — moutoBbIi HHAEKC (the ZIP code);

6-s1 cTpoka — Ha3BaHWE CTPAHbI OTIPABUTEIS WK mosy4darens (the coun-
try the letter is sent to/comes from).

BAJKHO: Ha KOHBEpTE BO3MOXKHO HCITOJIb30BAaHHE HEKOTOPBIX COKpaIIe-
uuii: Road (Rd), Avenue (Av), Street (St).

HazBanwue ropoja u MHACKC MOTYT HaXOJIUThCS HA OJTHOM CTpPOKE.

Ha koHBepTe MOTYT MPHUCYTCTBOBATH CICAYIOIIME OTMETKH, KOTOpPHIE
00BIYHO

JIEJIal0TCsl B BEPXHEM JIEBOM YIUIy KOHBEpTA U, KaK MPaBUIIO, 0003HAYAIOT
cnoco6 moctaBku nuckMa (type of delivery):

Air mail Asuamnoura

Express Oxcrpecc

Urgent Cpouno
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Registered 3aka3Hoe

To be called for Jlo BocTpeOoBaHus

Poste restante Jlo BocTpeOoBaHMS

Confidential KoHpuaeHmaibpHo
Please forward [Tpockba mepeciaTh
Private (Personal) JlnanaO

Printed matter [TeyaTHOE M3MAHUE

OOpa3err HanMcaHUA aipeca Ha KOHBEPTE:
Mr. T. Jones

Messrs. Jones. & Co., Ltd

42 Grand Street,

New York A9816HE,

USA

Coommnecume qu)opMauuro HA KOHeepnie ¢ mem, 4no OHda obo3nauaem.
Rapstor, Plc;

1265 Pierce Av;

London;

NR 1412;

United Kingdom;

Mr V. Tarasov,

139 Taganskaya St;

Rostov — on Don;

9 Russia.

O N OO O & WO DN P

— the ZIP code in the return address (uaaekc oTpaBUTEs);

— the town the letter is sent to (ropoa moayuarens);

— the addressee (agpecar);

— the house number in the mailing address (Homep nmoma mosyvaresns);
— the town the letter comes from (ropox oTnpasurens);
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— the country the letter is sent to (cTpana nomydares);

— the sender’s company name (Ha3BaHue KOMITAHHH OTIIPABUTEIIS);

— the house number in the return address (Homep moMa oTmpaBUTENS);
— the country the letter comes from (cTpana oTnpaBuress).

Odopmiaenne 3JIeKTPOHHBIX muceM U (pakcoB (Faxes and e-mails)

JIns HanmucaHus NEKTPOHHOIO MUChbMa WU (Pakca 0OBIYHO UCHOJIB3YIOT
opunranbHbIN TOH. OHU OTINYAIOTCSI KPATKOCTHIO, T. K. MOTYT BKJIFOYATh B Ce-
0s Bcero OJHO MJIN HECKOJIBKO HpC,I[J'IO)KGHPIfI, IIO3TOMY B HHUX YaCTO HCIIOJb-
3YIOTCSI pa3jIMYHbBIE COKpAIllEHUs, HalIpuMep:

cc — copy to, copies (komus, Komy);

FAQ - frequently asked questions (dacto 3agaBaeMbie BOIIPOCHI);

tifn — that’s it for now (mmoxa »To Bce);

BTW - by the way (kcratn);

TIA — thanks in advance (3apanee 0aromapio);

enc(s) — enclosure(s) (mpunoxenue/s);

Ref — reference (kxacarenbHO).

O6pazen opopmIIeHHS FIEKTPOHHOTO TUChMa

Subject: Trip to Hawaii

Date: 30.06.2021

From: g.thomas@gmail.com

To: hawaiitrip@trip.com

Dear Sir/Madam

Having seen your advertisement for the trip to Hawaii, We would be in-
terested in booking it.

| look forward to hearing from you

Yours sincerely

dakc (Fax Message)
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To: From:

Riviera Hotel Allan Smith

Fax No.: Fax No.:

0063 55 66 487 0577 22 11 906

Tel. No.: Tel. No.:

0063 55 66 487 0577 22 11 906

Subject: Reservation

Page/s: 1of 1 Date: 02.07...

Dear Sir/Madam

| would like to hire a car for the coming weekend. | would be grateful if
you could send me information on the different models available, as well as an
indication of your current rates.

Yours faithfully

Pacnonoorcume vacmu 0eno6o2o nucoma 6 COOmEemcmeuu ¢ npasujlbHobim
NOpPSIOKOM.

1) To: jhonson.ltd@jhonson.com;

2) Harry Mitchell;

3) We have seen your advertisement in «American Sport» and shall be
obliged if you send us your General Catalogue of sports equipment;

4) Dear Sir/Madam;

5) Subject: Enquiry;

6) Yours faithfully;

7) From: russport.ltd@russport.ru;

8) Sales manager;

9) Date: 25.11.2020.
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Cay:xeonas 3anucka (Memorandum or memo)

CnyxeOHast 3amucka — 3TO oOmas opMa AeNOBbIX MUCEM, KOTOPHIMU
0OMEHHUBAIOTCS YIEHBI OJJHOM U TOM ke opranu3anuu. Ciy>keOHas 3anMcKa Ha-
npaBjieHa Ha YacTh OMpPEACIICHHOW HH(POPMAILIMHU U COACPKUT B cebe mpochOy 0
BBITIOJTHEHUH KaKUX-HUOYAb nopydeHuid. OObBIYHO OHA OTIPABIISIETCS OJHOMY
4yesioBeKy uiu rpynne jui. CyliecTByeT MHOTO Pa3IMYHbIX TEXHOJOTHM, Hc-
MOJIb3YEMbIX B 0)OPMIIEHUHU CIY>KEOHBIX 3aUCOK, TOATOMY HEOOXOJIUMO MpPHU-
MEHUTH ONPEACICHHBIE OCHOBHBIE MTPABUIIA, @ UMEHHO:

— TaK Kak ciy>keOHasl 3alucka sIBJIIeTCsl MeHee O(pUIIMaTbHBIM JEIOBBIM
MHACHbMOM, JIYUIlle UCHOJIb30BATh MPOCTOM SI3bIK (YMOTPEOAUTE MPOCTHIE U KO-
POTKHE TIPEATIOKEHUS);

— clly’keOHas 3amucka He JIOJHKHA ObITh 00beMOM 0oJiee OJTHOW CTpaHU-
Ibl, TAK KaK Y OOJIBIIMHCTBA COTPYITHUKOB HET BPEMEHHU Ha €€ MIPOUTEHUE.

JlaBaiiTe pacCMOTpPUM MPUMEP TAKOW CITY>KEOHOM 3aMKUCKH.
Memo

DATE (aara) 10" January

TO (komy) Robert Pearson, Human Resource Manager

FROM (ot xoro) Alicia Walls, Marketing Director

SUBJECT (Tema oopamenusi) Seminars on Marketing

(Texct oopamenusi) The seminars are to be held on 17-19 January

Could you contact the participants of Seminar and inform me about
the following:

The topics that these seminars cover

Short description of each topic

Whether you think we should use reports printed in advance

We haven’t got much time, so could you do this a.s.a.p.(as soon as
possible) and also check the availability of the participants involved in the-
se seminars.
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5.2. O01masi CTpPyKTypa /1eJIOBbIX MUCEM:
3aMpPoChl, MPeJI0KeHUs, CIYKeOHbIe 3alIMCKH
(General Structure of Business Letters: Inquiries, Offers, Memos)

Odopmnenue [lemoBoro muchMa, Kak IpaBUjIO, BKIIIOYAeT B ceOs clie-
AYIOIINE YACTH:

1) 3aromnooxk (letterhead);

2) HaMMEHOBaHHWE M ajpec mojydaTens mucbMa (recipient’s name and
address);

3) nmara nucwMa (the date);

4) BcTynurenabHOe oOpareHue (opening salutation);

5) ocnosHoit TekcT nucbMa (body of the letter);

6) s3axmounTenbHas Gpopmyiia BexuBoctH (closing salutation);

7) moamwmcs (Signature);

8) mpunoxenus (enclosures).

Bce nemoBbie muchMa MUIIYTCS 110 OpeeaeHHon Gpopme Ha prupMEeHHOM
Onanke. B 3arooBke 0OBIYHO yKa3bIBAETCS JIOTOTUIT (GUPMBI U ee aapec. Apec
MOJTyYaTeNis MUChMa PacIojlaraeTcst ¢ JICBOW CTOPOHBI, a Jara yKa3bIBaeTCs
CrpaBa Ha OJHOM YPOBHE C IMEPBOM MJIM MOCIEAHEH CTPOKOH MMOTydaTes.

Ecnu muceMo aapecyercs ¢pupMme, B Ha3BaHUU KOTOPOH UMEIOTCS (haMHu-
JIMM KaKuX-JIK00 JIUII, TO Mepejl ee Ha3BaHUEM MPUHATO CTaBUTH clIoBO Messrs.,
HarpuMep:

Messrs. Johnson & Johnson, Ltd.

Messrs. Smith & Sons.

Ecnu B Ha3Banuu (GUpMbI HET paMUIHiA JIUII, TO CIIOBO MESSIS. He yroT-
peOsaeTcs, HampuMep:

Sport equipment Corporation.

Koraa mucbMo aapecyercst OTASIbHOMY JIHILY, TO Tepea dhaMuiiei cTa-
BUTCS CIICAyIOIIEE:

Mr — 10 OTHOIIIEHHUIO K MY>KYHHE;

Mrs — 110 oTHOIIEHHIO K 3aMY)I(HCI>'I KCHIIIUHC,
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MIsSS — 110 OTHOIICHHIO K He3aMYyKHEH KEeHIUHE (yCTapeBacT);

MS — 1Mo OTHOIIIEHHUIO K JKEHITUHE, O KOTOPOH HEM3BECTHO, 3aMY)KEM OHa
WM HeT (IpuodpeTaeT NomyJISIPHOCTD).

Ecnu ums moydarenss HEM3BECTHO, MOKHO YKa3aTh €0 JOJIKHOCTb, TPH
YCIIOBHH, YTO OHA SIBJISICTCS €IMHCTBEHHOW B OpraHHU3aIlMH, HAIPUMED:

The Chairman,

Hi-Tech Machine Tool Corporation.

BerynurensHoe oOpallieHHe pacIioyiaraeTcsli Ha JIEBOH CTOPOHE MUChMa
1I0JT BHYTPEHHUM ajipecoM. B Hacrosiiee BpeMs B JCITIOBOW KOPPECIIOHACHIINH
HanboJiee pacpOCTPaHEHBI CIICAYIONUE POPMYJIBL:

Dear Sir/Madam — o oTHoIIeHHIO K GUPME WM JIMILY, Ybs (GaMUIHSI U
TI0J1 HCU3BECTHBI.

To whom it may concern (aMepuKaHCKHi aHTI.).

Dear Mr/Mrs/Ms Smith — o OTHOIICHHIO K JIMIY, Ybd (paMHINS W3-
BECTHA.

3aKIFOYHTEIbHBIC GOPMYIIBI PACIIOIAratloTCs Ha TPaBOW CTOPOHE MHUCHMA,
B KOHIIE OCHOBHOTO TeKCTa. Ecimu muchMo HaumHaioch (pasamu Dear
Sir/Madam, To whom it may concern, To oHO JOJDKHO 3aKaHYHUBAThCS CIIO-
BaMH:

Yours faithfully (6puranckuii anrmuiickumii).

Yours truly, Trully yours (ameprukaHCKui aHTJTHHACKUI).

Ecim mucbMo azipecoBaHO JIMIlYy, Ybe UMsS H3BECTHO, 3aKIIIOUHTEIbHBIC
(b pasbl JOJKHBI OBITH CIETYIOIUMMU:

Yours sincerely (Oputanckuii aHTTTUHCKHIA).

Yours truly, Very trully yours, Sincerely (yours) (amepukaHCKuii aHT-
JUHCKUI).

[Tonmuch Ha MUCHME CTOUT BCET/Ia C MPABOH CTOPOHBI MEXKTY 3aKJTFOUH-
TEJILHBIMH CJIOBAMH TIPOIIIAHUS W HalleyaTaHHOW (paMuiIvel OTIpaBUTEINsI, HHO-

raa ¢ yKasaHuem €ro 10JKHOCTHU, HAIIpUMEDP:
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Yours faithfully

R. Smith

R. Smith

Export Manager

[Mpunoxkenns ENc(s) maum ENcl(S) oObIYHO yKa3bIBAIOT, YTO K MHCHMY

MPUJIOKEHBI IOKYMEHTHI (U€KU, KaTaJIOTH, MPEIJIOKEHUS U JIp.).

1. Ilpoumume nucemo u Hauoume 8 HeM OSKBUBALEHMbL CLEOYIOUUX
BbIPANCEHU.

Ecnu BBI HeE pacnojiaracTe CBO60I[HBIMI/I HOMCpaMH, MHC HY>XHO, C yBa-
AKEHUEM, s XOTesd Obl 3a0pOHUPOBAThH, PACIEHKH, YBaXKAEMBIE TOCMHOJA, KakK
MOXHO CKOpee, 51 ObUT OBl OJ1arojapeH.

Dear Sir/Madam,

We would like to book a single room at your hotel for two week of
1% —14™ September. We require a double room with a balkony.

I would be grateful if you could confirm our booking as soon as possible,
and provide us with your rates per night including breakfast.

Yours faithfully.

2. Pacnonooicume yacmu 0e106020 nucobma 6 npasujibHoOm nopﬂdke.
1) we have received your letter for which we thank you;

2) messrs. Smith &Co., Ltd, Green Street 21, London;

3) yours faithfully;

4) dear Sirs.

3. Hononnume denosoe nucbmo nooxoosuumu hpazamu.
Dear Mr. White

1) of 12° July;

2) your invitation;

3) as official supplier to her Majesty the Queen;
4) receiving further;
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5) regarding the tender procedure;
6)

1. Cevinamoca Ha nucoemo:

In reply to your letter
Regarding your correspondence
About your invitation

2. Ilpunumamo npeonodicenue:
we are glad to accept

we have pleasure in accepting
we must accept

3. Yuacmeosams 6 konxypce:
to apply for a position

to work

to tender for a contract

4. [Ipocumwv o0 donoaHumenvbHou uHghopmayuu.
We are keen on

We look forward to

We would be interested in

5. «llucemernnwvlll Mamepuany:.
news

brochures

instructions and documentation

6. 3axnouumenvuasn goopmyna npowanus.
Yours sincerely

Regards

Yours faithfully
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3anpocsl (Enquiries)

UtoObI MOJYy4YUTh HEOOXOAUMYIO MH(GOPMAIUMI0O HEOOXOJIUMO COCTaBUTH
nucbmo-3arpoc. [oBoa 11 cocTaBieHUs 3ampoca pa3jindyeH. ITO IOJyYCHUE
uHpopmanuu o0 akIUsAX U CKUIKAX, TEKYIIUX 1IEH Ha TOBap, MOJyYEHHUE JTOKY-
MEHTOB, ITPAKC-JIUCTOB, KAaKUX-JTM0O CBEIECHUIA.

3anomuume Cﬂedy;omue 6blpAINCEHUAL, Haubonee yacmo ecmpeuaruuecs
6 PA3HbIX 8uUoax 3anpocoe.

1. We learn from (or have been informed by) ... that you are manufac-
tures (or exporters) of ... MsI y3HaeM oT (Wi ObUTH TIPOMH(DOPMHUPOBAHEI) ...
YTO BbI SABJISECTECH MPOU3BOAUTEIAMU (UM SKCIIOPTEPAMHU) ...

2. We have seen your advertisement (or We refer to your advertisement)
in ... . MeI Bugenu Bamry pekiamy (Wi MBI cchllaeMcsl Ha Ballly PEeKJIamy)

3. We are interested in ... advertised by you in ... . MbI 3auHTEepECOBaHbI
B ... pEKJIIaMUPYEMOM BaMU B ... .

4. We shall be obliged if you will send us your latest catalogues, brochures
containing a description of ... . MbI OyaeM IpHU3HATENBHBI, €CIIA BBl MPHUIILIETE
HaM CBOMH INIOCJICAHHUEC KaTaJIOI'u, 6pOIJ_IIOpLI, COACPKAIUC OIIMCAHUC. ..

5. Please send us samples of your manufacturers ... . IToxanyiicra, nmpu-
IIUTUTE HaM 00pa3Iibl Ballle MPOaYyKIIUH ...

6. Please let us know if you can offer us ... . Iloxanyiicta, malite Ham

3HAaTb, CCJIX Bbl MOXKETC IIPCIAJIOKUTD HAM...

1. Ilpoumume nucbmo u Halioume 8 HeM IKEUBANEHMbL CAEOYIOUUX Bbl-
PadiceHul.
€XKEroJIHO, COBETHHMK, 3allpalliBaTh, ONTOBBIA TOProBell, OTPAaHUYNBATD,

CTOMMOCTb, 00pa31ibl, MOKYIKHU, TOCAEIHUN U3 Ha3BAHHBIX.

Dear Sirs,

At the suggestion of Mr. T.M. Proklov, the Commercial Counsellor of
Russian Embassy in Australia , we write to enquire whether you could supply
us with Cotton Piece Goods.
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We are wholesalers of cotton fabrics and normally draw our supplies from
the U.S.A., the U.K. and India. From the last-named country we have been buy-
ing annually goods to the value of about $ 300,000.

Please let us know the types of Cotton Textiles available for export from
Russia sending us samples and advising us of your prices and terms. We do not
restrict our purchases of textiles to special types and are interested in both
printed cotton cloth and grey cloth.

We look forward with interest to your reply.

Yours faithfully

2. Cocmagbme nucbMo-3anpoc, UCHONb3YSL IeKCUKY 3a0anus 1.

Ipenno:xenus (Offers)

Takue nmucbMa OOBIYHO OTIIPABISIIOTCS BallleMy MOTEHIMAIBLHOMY JE0-
BOMY ITapTHEPY C BAIIUMU YCIOBUSIMH U IPEMJIOKEHUSIMU O COTPYTHUYECTBE.

3anomnume cnedyrowue 8vipaxcenus, Hauboee Yyacmo 8cmpeyarujuecs
8 PA3HBIX BUOAX KOMMEPUECKUX NPEONOHCEHUL.

1. We have pleasure in offering you ... . MBI ¢ yJI0BOJIBCTBHEM MOKEM
Bam npeiiioxuTs.

2. This offer is made subject to your acceptance by fax (or subject to an
immediate reply). Dto npemnoxeHue aenaercs Ipyu yCIOBUU BAIlIEr0 COTJIACHS
1o (hakcy (Wi Opu yCIOBUM HEMEIJICHHOTO OTBETA).

3. We offer you the goods subject to receiving your confirmation within
... days of the date of this letter. — MsI npeayiaraem BaM TOBap HpU YCIOBHH
MOJYYEHHS BallleTO IMOJTBEPXKICHUSI B TE€UEHUE ... THEW C AaThl HACTOSIIETO
MMChMa.

4. We hold (or We are holding) this offer open for your acceptance until

. . MBI aepxum (WU AEPKUM) ATO MPEJI0KEHUE OTKPBITHIM JJIsI BAIIETO

IPHUHATHA 10 TCX 110D, IIOKA.
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5. We have pleasure in offering you, without engagement (or without ob-
ligation) ... . MBI ¢ yI0OBOJILCTBHEM ITIpeIiaracM Bam, 0e3 00s13aTeIIbCTB.

6. This offer is made subject to the goods being unsold on receipt of your
reply. — Hacrosimiee npeayio)keHue JEHCTBYET MPH YCIOBHH, YTO TOBap HE OY-

ACT IPOAaH ITOCJIC ITOJYUYCHUA BAIICTO OTBCTA.

l. Hpoqmume NUCLMO U HaAUoume 6 HeM DKEUBANEHMbl Cﬂe()yiou;ux 6bl-
PadiceHul.

BBITIOJTHEHNUE, HAJIMYHBIMM, 0€3 YMaKOBKHU, (DaKC CIETYIOIIETO COJepKa-
HUS, TTPOU3BONUTH IUIATEX, MPEOCTABIIATh (JIOKYMEHTHI), OTOOp 00pa3IoB, Ta-
paHTHﬁHoe IINCBbMO, BBIITOJTHCHHUC.

Dear Sirs,

We thank you for your fax of 6" September reading as follows:

«Yourlet 2" September please send offer onethousand tons ore».

In reply we have pleasure in offering you, subject to receiving your con-
firmation within one week from today:

1,000 tons (10 per cent more or less at our option) of ore at the price of
$20 in bulk for December shipment. Payment is to be effected in cash against
shipping documents in Edinburg. You are to submit, within 5 days of the date
of signing the agreement, a letter of guarantee of a first-class British bank for
the full contract value of the goods as security of the fulfillment of the contract.

Sampling and analysis will be carried out by our laboratory at the port of
loading, and the result of the analysis shall be considered final and binding up-
on both parties.

Our General Conditions are stated in the enclosed Form of Contract.

We look forward with interest to your answer.

Yours faithfully

Notes:
Youlet (B Tenerpammax) = your letter.
Onethousand (B Teaerpammax) = one thousand.
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IpunsaTue W OTKJIOHeHHMe Tpexaoxkennid (Accepting or Declining
Offers)

1. Ilpoumume cneodyrouwue 0sa denosvix nucoma. Onpedenume, K KAKOMY
sudy ookymenmayuu (accepting or declining offers) omuocumcs xascooe ux
Hux. Buinuwume xnrouesvie d)paf)’bl, Komopbsle nomozciu 6dm onpedejzumb mun
nucem.

Dear Sirs,

We thank you for your letter of 1% October offering us generators at the
price of $250 per unit. We accept your price and the terms stated in your letter,
subject to our General Conditions sent you with your letter of 27" November.

Our contract will be sent you tomorrow.

Dear Sirs,

In reply to your letter dated 22™ November we regret not being able to
accept your offer as other firms have offered us better prices and more favora-
ble terms.

If you are in position to quote us lower prices and improve your terms, we
revert to the matter again.

2. Onpeoenume, Kk KaKkoMy 8UOY OOKYMEHMA OMHOCUMCS NPeOCMABIeHHOE
Hudce nucomo. llepesedume e2o Ha pyccKuil s3viK.

Dear Sir,

We have received your letter of the 15" June for which we thank you.

We have given careful attention to your counter-offer and discussed the
matter with our sub-contractors the Main Electrical Company, Ltd. The results
of this is that we are prepared to allow you 7 % discount from the prices quoted
in our letter of the 26™ September and accept the order for the total firm price of
$11,320.

We regret that we cannot reduce the price further.

As to the time for delivery, we have asked our sub-contractors to look in-
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to the time required for the delivery of the Transformer to our works, and they
have agreed to reduce their time down to twelve months.

In a similar manner we have also examined the time required to manufac-
ture the Transformer-Set, carry out running tests and prepare and pack the
whole set for shipment. We offer now a reduced delivery time of 12 months,
and this time would date from receipt of your order with instructions to enable
us to proceed to the work.

We have also considered the terms of payment suggested by you as well
as your General Conditions and, wishing to develop our business relations, we
agree to accept them.

We wait your decision with interest.

Yours faithfully

Pexaamanuu u nperen3uu (Complaints and Claims)

Bblpa)l(eHHﬂ, HUCIMOJIb3YEMbBIC [JId OINMCAHMA 3aJICPKKU TIOCTAaBKHU

(Delay in delivery)

1. The goods were ordered on 9" October (order no. NQ589) have not
yet arrived. ToBap, 3aka3zanubiii 9 okTa0ps (3akaz Ne NQ589), emie He npuObLI.

2. We have not yet received your order no. 89 which we understood was
shipped on 7" November. MsI ewte He monydry Bamr 3aka3 Ne 89, KOTOpBII,
KaK MBI TIOHSJIN, OBLT OTIIPABJICH 7 HOSIOPS.

3. If you cannot deliver within the next 3 weeks, we shall have to cancel
the order and obtain the goods elsewhere. Eciau Bbl He cMOXKeTe TOCTaBUTh TO-
Bap B TCUHCHHUC CICAYIOIIUX 3 HCACIIb, HAM IIPHUACTCA OTMCHUTDL 3aKa3 U IIOJIY-
YUTH TOBAP B APYT'OM MCCTC.

4. Your delay in delivering the goods against Order no. 654 causes us
considerable inconvenience. Bara 3anaepikka ¢ JOCTaBKOH ToBapa IO 3aKasy

Ne 654 npuunHsieT Ham 3HaYUTEIbHBIE HEYT00CTBA.
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5. We must insist on your unconditional guarantee that the goods will be
delivered at the end of September. Mb1 10/KHBI HacTaWBaTh Ha Ballel Oe3yc-
JIOBHOM rapaHTuu TOro, 4T0 TOBApP 6y/:[eT JOCTAaBJICH B KOHIIC CGHTSI6p$I.

6. We are sure you will give this matter your immediate attention. Me1

YBCPCHEBI, YTO Bbl HEMCIJICHHO YACIUTC 3TOMY BOIIPOCY CBOC BHUMAHUC.

HOBpe)KI[eHI/Ie WA HEYAOBJIETBOPUTEJIBbHOEC COCTOSIHUE NMOCTABJICHHO-
ro ToBapa (Unsatisfactory or damaged goods)

1. We took delivery on 12" December of our order no. 3345. However,
several crates were missing, and others had been damaged. MsI npunsIN K0C-
TaBKy 12 nexabps Hamrero 3aka3za Ne 3345. OqHako HECKOJIBKO SIITUKOB OTCYT-
CTBOBAJIM, a IPpYyIruc ObLIH IIOBPCIKACHBI.

2. We regret to report that our consignment of 7" April was delivered
this morning in an unsatisfactory condition. A detailed list of the damaged
items is enclosed. MsI ¢ coxaneHreM cooOIaeM, 4To Hall rpy3 OT 7 ampens
ObLI AOCTABJICH CCTOJHA YTPOM B HCYHOBJIICTBOPUTCIIBHOM COCTOSAHHH. HOI[-
pO6HBIﬁ CIIMCOK ITOBPCKACHHLIX IIPCAMETOB IIpHUJIaracTcsy.

3. The goods shipped by you in execution of our Order no. 50 do not
correspond with the sample on the basis of which the order was placed (or
which led to our placing the order). ToBapsl, oTnpasieHHbie Bamu Bo ucmol-
HeHue Hamiero 3akasza Ne 50, He COOTBETCTBYIOT 00pa3ily, Ha OCHOBAHUU KOTO-
poro ObLI clieiaH 3aKka3 (MM KOTOPBIN MPUBEII K HAILIEMYy Pa3MENICHUIO 3aKa3a).

4. The packing of goods is inadequate and unsuitable to local conditions.
YnakoBka TOBAPOB HCAJICKBATHA U HC COOTBCTCTBYCT MCCTHBIM YCJIOBHAM.

5. A considerable amount of cases arrived in a badly damaged condition,
the lids being broken and the contents crushed. 3HauuTenpbHOE KOJIMYECTBO
SAIMMUKOB l'IpI/I6BIJ'IO B CHJIbHO IMOBPCKACHHOM COCTOAHHUH, KPBIIIKH OBLIM CJIOMa-

HBbI, 4 COACPIKUMOC Pa3aaBJICHO.
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Ipennoxenune pemenust (Reconsideration of claims)

1. We are returning the articles in question. Please credit us with the val-
ue of returned goods. Msl Bo3BpaiaeM TOBap, 0 KOTOPOM HJIET pedb. Iloxka-
HyﬁCTa, YKaXHUTC HAM CTOMMOCTDL BO3BPAIICHHOI'O TOBApa.

2. If you were to deduct the sum of $ 500 from our next order, we would
consider the matter closed. Eciu BbI BeruTeTe cymmy B pazmepe 500 momiapos
Y3 HAIIEro CIEIYIONIETO 3aKa3a, Mbl OYJIEM CUMTATh 3TOT BOIPOC 3aKPHITHIM.

3. Please arrange for reimbursement of the value of the returned goods.
HomanyﬁCTa, AOTOBOPUTCCH O BO3MCHICHHHM CTOUMOCTH BO3BPAIICHHOI'O
TOBapa.

4. We have taken up the matter with the Shipping Company and request-
ed them to send an explanation to your direct. Mb1 oOcyamiii 3TOT BOIIPOC C
TpaHncropTHON KOMIAHUEW W TONPOCUIN OTIPABUTh OOBSICHEHHE HAIMPSIMYIO
PYKOBOJICTBY.

a. Hpoqmume NUCLMO U HaUlOume 6 Hem IKEUBAIeHMbl Cﬂedyiowux pyc-
CKUXx 6blpa.?fC€Hu1/7.'

IJIs1 OCMOTpPa, IMEPCBO3YUK, CIIMCOK IPUIIAracTcCsa, K COXaJICHHUIO, YIIAKOB-
Ka, YpCryaiupoBarb BOIIPOC KAK MOXHO CKOpCC, Tpe60BaTB KOMIICHCAIIUKO 34

YOBITKH, OTJET 3aKyTOK.

Dear Mr. Thomson,

We took delivery this morning of our Order no. 2109UH.

Regrettably, some of the crates were damaged, and on unpacking them we
found a number of breakage. We would suggest this is due either to inadequate
packing or to an accident in transit.

As sale was on the basis, we presume you will be claiming compensation
from the carrier. We estimate the value of the damage at around $ 4 600. We
will, of course, be keeping the damaged crates and their contents for inspection.

Under the terms of the guarantee, we would be grateful if you could send
a replacement for the damaged items. A list of these is enclosed. We must ask
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you to attend to the matter with the utmost urgency as this delay is causing us
great inconvenience.

We look forward to an early reply.

Yours sincerely

M. Brown

Purchasing Department

b. Hatioume 6 mekcme evipadicenusi, noomeepacoaowue e20 NnpuHao-
JIEJCHOCNTb K NUCOM)Y-NPEMEHIUU.

C. 3akonuume credyrouue npeoodCeHus.
We regret to inform you that the examination of the goods shipped by ...
We can accept the goods only on condition ...
We estimate that the damage amounts to ...
This is not the first time we have had to complain ...
We agree to consider a settlement of the claim ...

o~ wbd e

5.3. CocraBienune kourpakroB (Drawing up Contracts)

3anomuume 6bIPAIICEHUA, KAacarowuecsa pasjiuiHblx U008 KOHMpAaKkmoe.

1. With reference to our decision/your letter/our telephone conversation,
we are pleased to confirm ... . Co cchlikoli Ha Hallle pelIeHHe/Balle MUCh-
MoO/Halll TeJIe(OHHBIN pa3roBOpP, Mbl Pajibl HOATBEPIUTS. .. .

2. Enclosed are two copies of the contract. Mel npuiaraeMm aBe KOIHU
KOHTpaKTa

3. If you have any further queries regarding the conditions of the con-
tract please do not hesitate to contact me. Eciiu y Bac ecTh Kakue-au00 JIOTOJ-
HHUTCJIIBHBIC BOIIPOCBI OTHOCHUTCIIBHO YCJ'IOBI/II\/’I KOHTpPAKTa, l'IO)KaJ'ny/'ICTa, HEC
CTECHSITECh 00paIaThCs KO MHE.

4. Please let us know within three weeks if these terms are acceptable.
[Toxanyiicta, cooOlIUTE HAM B TEUEHHE TPEX HEJEIb, IPUEMIIEMbI JIU 3TH YyC-
JIOBHUA.

5. This contract is made between ... . KOHTpakT 3akit0ueH MEKIY... .
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6. The goods sold under the present contract shall be of the following
specification ... ToBapsl, mpogaBaeMble MO HACTOSIIEMY JOTOBOPY, JOJKHBI
HMCTD CIICAYIOINUC XapPpaAKTCPUCTUKMH. .. .

7. The quality of the goods sold under the present contract shall be in full
conformity ... . KadecTBO TOBapoB, peaan3yeMbIX IO HACTOSIIEMY JOTOBODY,
JOJI?KHO ITOJIHOCTBKO COOTBECTCTBOBATH ... .

8. All expenses incurred on the territory of ... in connection with the
present contact are to be paid by the Buyer. Bce pacxo/bl, HoOHECEHHBIE Ha TEp-
PUTOPHHU ... B CBA3U C HACTOAIIKMM KOHTAKTOM, OINIAYMBAIOTCA HOKYHaTeJIeM.

9. The contract may be cancelled by either party subject to ... months’
notice. - JloroBop MOKeT OBITh PaCTOPTHYT JIFO0O0H U3 CTOPOH C YBEIOMIICHUEM

3a ... MCCALBI.

2. Hatioume 6 npagoti KoJOHKe pYCcCKUue 9K8UBALEHMbI AHSIULCKUX Bbl-

PasiceHul.
the agency agreement crop
our partnership KpOME TOI'0
our joint venture pacxoXkJICHHE
the franchise HETPEIBUICHHOE 00CTOATEIBCTBO
insurance JOTOBOP O IIOCPEIHUYCCTBE
hereinafter 3asIBJICHHE
whereby HECOOTBETCTBUE
divergence HAIlle COBMECTHOE MPEATIPUITHE
dispute MMEHYEMBIH B TalibHEHIIIEM
furthermore dbpaHgaii3uHT
declaration OCPEACTBOM KOTOPOI'O
contingency CTpPaxOBaHHE
non-conformity Hallle COTPYHHYECTBO
duration 3asIBJICHHC
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3. Ilpoumume 0ocosop o mopeosom npeocmasumenvcmae. Hatioume 6
HeM 9K8UBAIeHMbl C1e0YIOUWUX PYCCKUX GbIPANCECHULL:

Ha OCHOBAHWM, €CIIM Y BaC BO3HHMKHYT HOBBIE BOIPOCHI, MOAMKUCATH 00a
AK3EMILISIPA, SKCKIIFO3UBHOE MPEICTABUTEIBCTBO, B IPHJIOKEHUHN BBl HAWIETe, 5

B BallICM PaCIIOPsAKCHUH, HAllla ITPCACTOAIIAA BCTPCHA.

4. [lepesedume 002080p HA pYCCKULL SA3bIK.

With reference to our telephone conversation of Monday, | am pleased to
confirm the agency agreement giving you sole agency for our products in Rus-
sia.

Enclosed are two copies of our terms for the agency agreement. Would
you please sign both copies and return them to me, together with any comments
or amendments you would like to make regarding the contents? Should you
have any further queries concerning the conditions of the agency agreement
please do not hesitate to contact me.

| look forward to our forthcoming meeting to discuss the final contract,
and hope this is the beginning of a long and mutually beneficial association.

5. Hatioume 6 cnedyroujem KOHmMpaKme 3K8UBALEHMbL PYCCKUX BbIPAdICE-
HUU.:

CpOK IICPBOHAYAIBHOT'O I[Cf/iCTBI/ISI A0T0BOpPa, Ha KOMHCCHOHHOM OCHOBC,
MOJKET OBITh TIPOJIJICH.

The general conditions of the contract are as follows:

The contract is limited initially to 7 years, but may be renewed for a fur-
ther year based on an annual evaluation of your company’s performance.

Our representatives work on a commission basis.

Commission is payable on all orders.

6. 3axonuume creoyowiue npeoioiceHus.
1) Please sign both copies and ...
2) | am pleased to confirm the franchise agreement ...
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3) The company is prepared to spend ...

4) The contract may be cancelled by ...

5) The contract is limited initially to ...

6) The contract may be renewed for ... .

7) There will be a trial period of 3 months at the end of which ...
8) We would like to offer our services as ...

9) The agent must undertake ...

Yeaousa miarexka (Terms of Payment)

3anomuume 6bIPAIICEHUA, KAcalouuec ywzoem? onjamaul.

1. Our conditions / terms of payment are as follows. Hamu ycrnoBus
IJI1aTexa CJICAYIOoIuc.

2. Payment should be made (in cash)... Omiara gomkHa OBITH HaIHY-
HBIMHU...

3. Are you able to offer /allow discount? Ber moxeTe nmpeioKuTh HaM
CKUJIKY?

4. We do not give credit. Mb1 He 1aeM paccpouKy.

5. Enclosed is our invoice amounting to ... Ilpuiaraercs Haml cyeT Ha
CYMMY ...

6. We are pleased to confirm receipt of ... MbI paasl MOATBEPIUTH
MOJIyYCHHE ...

7. We enclose a credit note for the sum of ... MsI npuaraem Kpeaut-
HBI BEKCEJIb HA CYMMY ...

8. Enclosed is our invoice amounting to ... Ilpunaraercs Ham cyeT Ha
CYMMY ...

9. We would be grateful if you would forward your remittance in settle-
ment of the enclosed invoice. — Msl ObUTH OBbI IPU3HATEIIBHBI, €CIM ObI BBl Ha-
MPABWJIM CBOM JEHEXKHBIN MEPEBO/I B OIUIATY MPUIIAraeMoro cueTta-GakTypsbl.

10. Could you grant us a preferential rate for this bulk order? He mornu

OBI BBI NpeaoCTaBUTh HAM JIBI'OTHYIO CTABKY IJIAA 3TOT'O OIITOBOI'O 3aKas3a?

61



1. Hatioume 6 npaeoui KOJOHKe pPYCcKue KEUBALEHMbl AHSIULCKUX Gbl-
PasiceHul.

cheque oOMeHHBIN KypC

bank transfer xBapranbHBIN/eKEMECTIHBIN TIIATEK

cash in advance aBaHC HaJIUYHBIMHU

inclusive of tax 6e3 yuera Hanora

exclusive of tax cymma k BbImiaTe

VAT (value added tax) OecrmouuIMHHBIH

tax free, duty free c yuerom Hanora

cash on delivery pacueT npu BbIaue 3aka3a

exchange rate 6aHKOBCKHii epeBo/

amount due uexk

made payable t0 Ha0KEeHHBIN IIATEXK

quarterly/monthly payment akkpeauTus

cash with order momtexarmmii ortare

letter of credit manor Ha qo6GaBIEHHYIO CTOUMOCTH

2. Ilpoumume cnedyrowee nucomo. Haiioume 6 nem @pa3svl, kacaro-
wuecs ycaosui niamedica. llepesedoume ux Ha pycckuii s3viK.

Dear Mr. Stewart,

We refer to your recent enquiry regarding our conditions of payment. Our
terms are 30 days net, but we can allow you two months’ credit for subsequent
orders.

Payment should be made by irrevocable Letter of Credit or order cheque.

We look forward to receiving your initial order.

3.  Hononnume mexcm nooxooswumu Qpazamiu.

Ourusual 1 are 60 days 2 .Wecan3 ___ you 1 month’s
further 4 for repeat 5 . Payment 6 by bank transfer.

1 payment 4 invoice

terms of payment cash in advance
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cheque credit

2 net 5 orders

due supply

of demand

3 provide 6 made payable to
allow should be made

give must be done

4. Ilpoumume uacms Kouwmpaxma, 6 KOMOPOU ONUCHIBAIOMCS VCI08US
onnamol. Hatioume 6 nem sxeusaienmol ciedyroujux pyccKux blpadceHui:

U3MEHEHHE, CTPAXOBOMW MOJUC, MIaTa 3a MPOCTOM, cueT-(hakTypa, BaltOT-
HBII KypC, B pa3Mepe, OCYUIECTBIIATh IJIATEXK, aKKPEAUTUB, OTIPY3Ka, UCIOJIb-

30BaHuE, MEPTBBIN (paxT, BO3MENIaTh (AE€HbIN).

Yceaosusa nocrasku (Terms of Delivery)

Hepeeedume U 3anomMHume 6oblpasiCeHusd, Kacarouuecs yCJZOGLH:i nocmaexku
moeapa.

1. Delivery will be made within two months. /locraBka mokHa OBITH
OCYIICCTBJICHA B TCUCHHUC AIBYX MCCAILICB.

2. The consignment is ready for immediate delivery. ITaptus rpysa ro-
TOBA K HeMeI[HeHHOﬁ OTIIPpaBKCE.

3. The items should be ready for dispatch by next Monday. ToBapsl
JOJIXKHBI OBITH TOTOBEI K OTIIPABKE K CICAYIOIIEMY ITOHCACIbHUKY.

4. The goods will be delivered in hermetically sealed, shock-proof
crates. ToBap OyaeT JOCTaBJieH B TE€PMETHYHO 3aKPBITHIX, YAapOMPOYHBIX
AIHUKAX.

5. As agreed, the goods will be delivered to you on Monday morning. ITo
AOT'OBOPCHHOCTH TOBAp 6YI[6T AOCTAaBJICH BaM B ITIOHCIACIIBHUK YTPOM.

6. We will dispatch the goods tomorrow by air freight. Msr otmipaBum

TOBAp 3aBTpPa BO3AYIIHBIM TPAHCIIOPTOM.
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7. Delivery can be made from stock. /foctaBka MoeT OBITH IPOU3BE/IEC-
Ha CO CKJiaza.

8. As arranged, the consignment will be transported by air/rail/sea
freight. ITo JIOTOBOPEHHOCTH rpy3 oyner MIEPEBO3UTHCS
BO3I[YIJ_IHBIM/ )KGJ'IGSHOI[OpO)KHBIM/ MOPCKHUM TPAHCIIOPTOM.

9. The goods sold under the present contract are to be delivered by
Sellers and accepted by Buyers. ToBapsl, npogaBaeMblie 10 HACTOSIIEMY JIOTO-
BOPY, AOJIDKHBI OBITH IIOCTABJIEHEI HpOI[aBI_[aMI/I U IIPUHATHBI HOKyrIaTeJISIMI/I.

10. Please note that delivery should be made to the following address.
HO)KaJ'ny/JICTa, O6paTI/ITe BHUMAHHUC, YTO OJOCTaBKa JOJI’KHA OBITH IIPOU3BCICHA

0 CIEAYIONIEMY aJIpecy.

1.  Hauoume 6 cnedyroweu uacmu KOHMpakma @pasvl, Kacaroujuecs
yenosuti nocmaeku moeapa. Ilepesedoume ux Ha pycckuii s3viK.

The goods shall be delivered within the period stipulated in the specifica-
tions agreed upon between the parties. The date shown on the Bill of Lading or
on the Railway Bill shall be considered as the date of delivery.

Expert Delivery have the right to deliver the goods prior to the stipulated
dates, notifying the Agents beforehand.

Expert Delivery undertake to advise the Agents by cable of shipment of
the goods, indicating the date of shipment, port of shipment or station of dis-
patch, name of ship, number of the Bill of Lading when shipment is effected by
sea, or of the Railway Bill when the goods are dispatched by rail, as well as
gross net weight.

Simultaneously with the shipment of the goods Expert Delivery shall send
to the Agents a specified proforma-invoice in two copies giving the value of the
goods shipped in accordance with clause 3 of the present contract. When ship-
ment is effected by sea Expert Delivery shall send along with the goods a copy
of the Bill of Lading and two copies of specification by Captain’s mail.

64



2. Jlononnume mexcm nooxoosawumu ppazamu.

Dear Mr. Michel

1 your order no. 88. 2 within two months of 3
4,

the consignment will be transported 5 fob from Moscow to your
warehouse in Rome, Italy.

Our prices are cif for land/sea transportation to Italy.

6 more rapid delivery, 7 for the goods to be sent by air
freight, but 8

Insurance is 9

9 and will be pleased to answer any further queries you
might have regarding the shipment

1. As regards

We refer to

We have referred to

2. Delivery will be made

Delivery has been made

Delivery would be made

3. Your order

The ship’s arrival

Receipt of your order

4. As arranged

As convenient

As you know

5. By train and ship

by rail and sea freight

in a train and on a ship

6. If you require

Should you be in need of

If you must have

7. We can allow
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we have arranged

We can arrange

8. This will be charged as extra costs
this will be charged to your bankers
this is very costly

9. Payable on arrival

payable by you

optional

10. Thanks a lot for your order

We look forward to your next order
We thank you for your custom

3akonuume credyrouue npeoslodCeHus.

We refer to your order ...

Please note that delivery should be made ...

Delivery will be made within ...

Owing to problems in our manufacturing plant, we are unable to de-

el A

liver ...

o

Shipment is to be effected during ...
6. We are pleased to inform you that we have dispatched ...
7. We have not yet received your shipping program for ...
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PA3JAEJI 6. COCTABJIEHHUE PE3IOME
N CONMPOBOAUTEJBHOI'O IIMCBMA.
COBECEJJOBAHME ITPU IPUEME HA PABOTY
(RESUME, COVERING LETTER, INTERVIEW)

Korma xommaaun HEOOXOAUMO HAHITh HOBBIX JIIOJICH, OHa MOXKET PEK-
JaMupoBaTh pabOTy WU JOIAKHOCTH MO-Pa3HOMY. 3aMHTEPECOBAHHbBIC JHUIIA
MOTYT T0JIaTh 3asSBKY Ha pabOTy, OTIPABUB MUCHMO-3asBKY WJIU COMPOBOIU-
TelbHOEe TUCHhMO (compoBoautTenbHoe nucbmo CIIA u Ouorpaduueckue
nannele unu pesome (B CIIIA — pe3rome), coaepxaiine noapooHyo uH)op-
Maluoo 00 ux 00pa3oBaHUU M OmbITe. KOMIaHus TakKe MOXKET MOMPOCUTH
KaHJMUaaTa 3aloJIHUTh CTaHAapTHYI (opMmy 3asBKH. 3aTeM OTAeN KaJapoB
KOMITAaHUM BBIOEpET HamboJIee MOAXOAAIINE 3aIBKH U MOATOTOBUT KOPOTKHUM
CIIUCOK KaHAWAATOB WJIM MPETEHAESHTOB, KOTOPhIe OYMYyT MPUTJIAIIEHBI Ha CO-
oecenoBanue. Eme ouH ¢cnoco0d HaHATH KOMIAHHUIO — BOCIIOJIb30BaThCS YC-
JyraM KaJpoBOr0 areHTCTBA, KOTOPOE MPEAOCTABISAET CIUCOK MOIXOIAIINX
KaHJIUJIaTOB.

Bce OoJiblliee 4KMCIO KOMIIAHUN HE YJOBIETBOPSAIOTCA TPAJAUIIMOHHBIMU
cobeceoOBaHUSIMU MPH TIpueMe Ha paboTy. BMecTo 3Toro oHu TpeOyroT, YTOOBI
KaHJWU1aThl HA MHOTHE padoyne MecTa «OeIbIX BOPOTHUYKOB» MPOIILIA CEPUIO
MHUCbMEHHBIX TECTOB, YIPAXHEHWM IO POJIEBBIM HIpPaM, UMHUTAIIMOHHBIX YII-
PAXHEHHUM 110 MPUHATUIO perieHui. Jlpyrue mpoBOIST KaHAUAATOB uepes
JUIMHHYIO CEPUI0 MUHTEPBBIO C Tcuxojoramu. Pabotonarenu XOTST OLIEHUBATH
KaHAUJAATOB IO CJICAYIOIIUM KaueCTBaM:

— SBIISICTCS JTX KaHAUJAT TBOPUYSCKUM U MPEATPUHUMINBBIM;

— MOXET JIM KaHAuAaT PYKOBOJIUTh U TPEHEPOM;

— SIBJISIETCS JTU KaHAUJAT TUOKUM U CITIOCOOHBIM K 00y4EHUIO;

— JIOCTATOYHO JIM Y KaHAuaTa HaBBIKOB U 3HAHUM;

— KaK KaHauaaT OyaeT (yHKIIMOHUPOBATD I0/T JaBJICHUEM;

— OyZeT ¥ TOTEHIMAIBHBIA PEKPYT COOTBETCTBOBATH KOPIOPATHBHOM

KyJbTYpE.
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OHM MOTYT CTOJIKHYTBCSI C TaKMUMH Bolpocamu, Kak «KTo gydmmii Mme-
HEJ[KEP, Ha KOTOPOTO BhI KOrJa-1udo padoranu, u noyeMy?» unu «Kak BbIris-
IUT Ball Jy4dmud apyr?». [IpyunHa 1onpocoB sicHa: MHOTHUE HAHSITHIE KaH]IH-
JaThl T10X0 padoTatoT. CTOMMOCTh MPUBJICYEHUS HY>KHOTO YEJlIOBEKa Ha OOpT
WHOTJIa OTPOMHA.

HccnenoBanus moka3aiu, 9YTO OOJBITUHCTBO JIUI] IPUHUMAIOT PEIISHUE O
npueMe Ha paboTy B IEpBBIC MATh MUHYT COOECEIOBAHHUS, a OCTAIbHOE BpeMs
TPaTSIT HA pallMOHAIN3AIIUI0 CBOET0 BHIOOPA.

Pe3tome mpezacTaBiser paboToOAATENIO Ballly KBadu(DUKAIMIO, HABBIKA U
aTpuOyThl. Pe3toMe JODKHO OBITh TOYHBIM, KPaTKUM U SICHBIM. OHO JOJKHO
OBITh MIPE3eHTAOCIIBHBIM, YTOOBI TPOU3BECTH HAUITYUIIIEE BIICUATICHUE U OBIThH
3aMEUYEHHBIM, a TaK)Xe OBITh aKTyaJIbHBIM — OPUEHTHUPOBAHHBIM Ha MOTPEOHO-
CTH KOXI0W KOHKPETHOM JIOJKHOCTH.

Xopoliiee pe3roMe JT0JKHO:

— MpUBJICYb BHUMAHUE;

— CO371aTh ITOJIOKUTEILHOE BIICYATIICHHE;

— YeTKO 1 JJAKOHUYHO M3JI0KUTE CBOM HaBLIKM 1 KaueCTBA.

CocTaBbTe COOCTBEHHOE PE3IOME, UCTIOIB3Ys IPUMED, PUBEICHHBIN HIKE:

Peter Townsled

35 Green Road

Spokane, WA 87954
Phone (503) 456 — 6781
Fax (503) 456 — 6782
E-mail petert@aabe.com.
Marital status: Married
Nationality: US

Objective
Employment as a manager in important clothing retailer. Special interest
in developing computer time-management tools for in-house use.
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Work experience
2005 — Present Jackson Shoes Inc. Spokane, WA
Manager

Responsibilities

— Manage staff of 10;

— Provide helpful service to customers concerning shoe choices;

— Design and implement computer based tools using Microsoft Access
and Excel for staff;

— Suggest changes in product offerings on a quarterly basis based on de-

tailed analysis of sales patterns;
— Provide in-house training for new employees as needed.

Education

2001 — 2005 Seattle University Seattle, WA

Bachelor of Business Administration

— Four year business administration course focusing on retail work envi-

ronments.

Professional memberships

— Rotary Club Member, Spokane WA.

—Young Business Administration Club President 2003-2005, Seattle, WA

Additional Skills

Advanced level skills in Microsoft Office Suite, basic HTML program-
ming, spoken and written proficiency in French.

REFERENCES
Available upon request
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ConpoBoaurteabnoe nucbmo (Covering letter)

[ar 1. Hanumure yHUKaJIbHOE MUCHMO.

Kaxxnoe conpoBouTEIbHOE TUCHMO JTOJKHO OBITh YHUKAIBHBIM. T0, 4TO
BBl HA CaMOM JIEJIE TTIOMEIIAETE B COMPOBOJUTENBHOE MUCHMO, MOJHOCTHIO 3a-
BHUCHUT OT TOr'0, YTO 3TO 32 00bsBIeHUE. Vcnonb3yiiTe 00BsABICHNE B KAUECTBE
PYKOBOJCTBA O TOM, YTO CJIEAYET IOMECTUTh B COPOBOAUTEILHOE MTUCHMO.

[IIar 2. ITlepcoHanu3upymTe CBOE MUCHMO.

Baire conpoBoauTenbHOE MUCHbMO OTMEUYEHO 0COOBIM TOHOM. Camoe 3a-
MeUaTesIbHOE, YTO BbI JEUCTBUTEIHLHO MOXKETE MEPCOHAIU3UPOBATH €ro. B To
BpeMs Kak pe3l0OME MOXKET ObITh 00Jiee OOIIKUM, COMPOBOJIUTEIHHOE MUCHMO —
3TO AEHUCTBUTEIBHO Balll IIIAHC MTOKA3aTh UM, YTO Bbl IOHUMAETE, YTO OHU FOBO-
PAT B CBOUX OOBSABICHUSIX. DTO TO, YTO OHU HIIYT — BOT BbI MOKA3bIBAECTE UM,
4TO y Bac 3T0 ecTh. [loaTomMy, naxke mpouynTaB Balle CONPOBOAUTEIBHOE MUCH-
MO, OHM YBHUJST, YTO Bbl SIBJISIETECHh KaHJUJATOM: Bbl MPOYUTAIN PAOOTY, BBI
3HAETE, YETO OHU XOTST, U y BaC 3TO €CTh.

[TogymaiiTe 0 CONMpPOBOAUTENHHOM NMHCbME B Tpu 3Tana. [Ipexne Bcero,
BBISICHUTE, [IOYEMY BbI CBA3BIBAETECh C HUMU U Ha KaKyl pabOTy Bbl MPETEH-
nyete. Bo-BTOPBIX, YTO Bbl MOXKETE MPEMIOKUTh. [lokaxku UM, 4TO y Bac 3TO
ecTh. Mcnonp3yliTe IMEHHO ATH CIIOBA — TPU-YETHIPE MyHKTA, YTOOBI TOKA3aTh,
YTO y Bac €CTh TO, YTO OHM MPOCAT B 00BsiBIeHWU. Homep Tpu — 3aKOoHUHTE
MPU3BIBOM K JIECTBUIO: Bbl MOKETE MO3BOHUTH UM, JTOJKHBI JIM OHU TO3BOHUTH
BaM? OOBIYHO 00 3TOM TOBOPUTCSI B OOBSBICHUHU.

lar 3. UneanbHbII MakKeT.

Tenepp npocTO MPUBELY NMPUMEP OCHOBHOIO COMPOBOAUTEIBHOTO MHUCH-
Ma, 4yTOOBbI BBl YBUJIEIHU, KaK JIETKO S CAENaJl €ro 3/eChb. Y CTAHOBUTE CBA3b.
Haunute ¢ paboThl, Ha KOTOPYIO Bbl IIPETEHyETE. 3aT€EM MEPEUUTE K CBOEMY
OTBITY M OOPATUTECh KOHKPETHO K OOBSBICHUIO.

3ananme. CocTtaBbTe€ COOCTBEHHOE COMPOBOAMUTENBHOE MUCHMO, MCIIOJIb-

3ysl IPUMED, IPUBEACHHBIN HUKE:

ABC Company Office Building
55 East 52nd Street 21st Floor
New York, NY 10022
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Grigoriy Ovchinnikov

Ul. Pushkina 6

143350 Moscow

Tel. 777 77 77
grigoriy.ovchinnikov@gmail.com
Moscow, 26.09.2014

Dear Sir or Madam,

| am writing in response to your advertisement on site: work-in-new-
york.com dated 25 September 2014. | would like to apply for the position Mar-
keting Manager in your company.

As outlined in my resume, which I have enclosed, | graduated from Fi-
nancial University under the Government of the Russian Federation in 2010
with a master degree of Economics.

| am currently employed as Assistant Managing Director at Sberbank of
Russia, where my duties include the organization of staff and stock, as well as
the allocation of budget within the sales department. | am also responsible for
overseeing the whole business.

| believe that | would be an ideal candidate for the position you have out-
lined, as | have had extensive marketing training. | have a number of good
business contact in New York. Finally, I am willing to relocate at short notice,
which | understand to be a requirement of the position.

| easily learn new things and | am open to new challenges. | am good at
handling stress situations, where one has to act quickly and calmly. | am a crea-
tive, articulate person who finds it easy to communicate with others. | can work
efficiently both in a team and

| believe my qualifications and experience make me well suited to the po-
sition you are advertising. My enclosed CV provides additional details about
my background. | thank you for considering my application and am willing to
attend an interview at any time.

| look forward to hearing from you.

Yours faithfully,
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CobecenoBanue (Interview)

[ar 1. [TonyuuTte npaBUIbHYIO UH(HOPMAIIUIO.

3HaiiTe, Korja U Kyjaa Bbl ujaere. He omazapiBaiiTe, HO U HE NPUXOJUTE
TyJa ciauikoM pano. [locrapaiitech ObITh TaM Ha 10 MUHYT paHbIlIe BpEMEHHU.

Beisicuure, kTo Oyner OpaTh y Bac HMHTEpPBBIO. OJTO Oyner odwuc-
MeHexep? Kakoro MHTEpBRIO 0XXKUAATh? ByleT I 3TO OYE€Hb CTPYKTYpHUPO-
BaHHOE MHTEPBbBIO MJIK ATO OyJieT 00jiee CIOKOMHOE HHTEPBbIO?

YOenurech, 4TO y Bac e€CcTh omucaHue padoThl. Bce Ha cobecenoBaHuu
OyJlIeT OCHOBBIBATHCSI HA OMMCAHUM PAOOTHI.

Y3HaiTe gpecc-KoJ.

[lar 2. 3HaiTe CBOIO LEND.

V3HalTe 0 KOMIIaHUH BCE, UTO CMOXKETE. Y3HaWTe KaKk MOKHO OOJbIIIE O
KOMIIAHUM JI0 COOece/0OBaHMs. 3aliuTe Ha CalT. Y3HaWTe, KaKue MPOaYKTHI,
KaKUe yCIyTH, KTO SIBIIIETCA KOMAHAOM BBICIIETO PYKOBOJICTBA, B KAKHUX CTpa-
HaX OHM HAXOAATCS, a TAKXKE MOTCHIUAIBHO — B KAKOM KOHKPETHOM OT[IEJIe
WJIM CEKITUU BBl MOXKETE paboTaTh. Y3HANTE KaK MOKHO OOJIbIIIE O HUX B O TOM,
KaK OHU OTHOCSTCS K 0OIIel KapTHUHE.

Cneaute 3a HOBOCTSAMH B TOCJIEJHUE HEIEIH, 4TOOBl y3HAaTh O HHX. O
HUX MOXET OBITh pacckas, KOTOPHIA Bbl MOXKETE MPUBECTH Ha coOECeOBaHHUE.
Toraa Bl MOKETE BBITJISIIETh OUEHb-0YEHb 3aMHTEPECOBAHHBIM KaHWUIaTOM B
HCCIICIOBATEIIN.

IIIar 3. ITo3uatite ceos.

[To3HaliTe ceOs B CpaBHEHUU C TEM, YEro OHHM XOTAT. BBIICHHUTE, KaKOTo
MMEHHO KaHAWJAaTa OHU WIIYT, ¢ KAKUMU HaBbIKAMHU, C KAKUM OIIBITOM, U CO-
MOCTABbTE C TEM, YTO y BAC €CTh. DTO JYUIlIas MOJATOTOBKA, KOTOPYIO BBl MOKeE-
Te caenarh it cooecemoBanus. Ha camoMm jene, 94To eme BBl MOXKETE ITOJIr0TO-
BUTH — IIPUMEPHI, TOCTUKEHHS U UCIOJIB30BATh UX BO BPEMS UHTEPBBIO.

Onennte u kBauuuupyire ceds. Ecau Bbl mpoaaBell — CKOJIBKO BBl Ha
CaMOM JIeJIe IPOJAJIN, HACKOJIBKO YBEJIUYUIIUCH MTPOJaXKH. byIbTE€ OUE€Hb-OUYECHB
KOHKPETHBI.

Hakonen, nepeuntaiite cBoe pestome. Xyxke Bcero ckaszarb: «Mnm s
BKJTFOUHMJI ATO B pe3toMe». DTo youmiina. Yoeaurech, 4TO Bbl 3HaeTe ce0sl U To,
YTO BBl MOYKETE MPETIOKHUTD.
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[IIar 4. IToATOTOBBTECH K OUEBUIHBIM BOIIPOCAM.

[ToaroToBhTECH K CTAaHAAPTHBIM BOIIPOCAM: CHUJIBHBIE U CJ1a0ble CTOPOHHI,
MOYEMY Bbl XOTUTE MOJYUUTh 3TY pabOTy, OUYEMY S5 JIOJKEH Bac HAHSITh U T. 1.
Het Hukakoro ornpaBaaHusi TOMY, YTO Bbl HE TOJATOTOBWIUCH K 3TUM COOBITHSIM.
Urtak, HanmumuTe ClieHapUil U MPOCMATPUBANUTE €ro, AAXKE €CJIM BaM MPUIETCS
CTOSATH Iepes 3€pKaJioM B BaHHOM. YOenuTech, YTO Bbl TOYHO 3HAETE, HA YTO
cobupaeTech OTBETUTh, M XOPOIIIO MOJArOTOBHTECH.

[IIar 5. IToaroToBBHTE BOMPOCHI, UTOOKI 33]1aTh HX.

Uto OBl BBl XOTeNH y3HaTh? UTO NEUCTBUTENIBHO Ba)KHO Jj1s1 Bac. Ilomy-
MalTe O TOM, YTO HY>KHO 3HaTh O CTHJIE YIPABJICHHS, €TO CTPYKTYpE, MOTECH-
HUaJIe MMPOJABUKEHHUS, HA YEM BaM CJIEIYE€T COCPEOTOYUTHCS B IEPBBIC TPU ME-
Csilla, KOMY BBl OTUUTHIBAETECH U T. JI. DTO XOPOIIUH CIIOCOO MOJYyYUTh JTUAJIOT.
IToaroroBsTE ABa WK TPU BOMPOCA.

IlepeBenuTe npeacraBjieHHOE HUKE HHTEPBBIO.

Employer: Good morning! How are you?

Candidate: Fine, thank you very much.

Employer: We made this appointment to speak about your personality
traits and your professional skills. Please, tell us about yourself.

Candidate: I'm a very friendly person. Love to people helps me at solving
different problems. I am responsible and diligent. I'm really good at working
with personal computers and I'm very interested in programming (software en-
gineering). When | was a university undergraduate | was twice awarded the se-
cond prize in the database programming competition.

Employer: Can you explain us, why should our company hire you?

Candidate: | can work very well with other people, because I'm a real
team player. My qualification and professional skills help me to get any job
done.

Employer: You mean you have never had a confrontation with your col-
leagues at your last place of work?

Candidate: No | haven't. | always resolved difficult problems without
confrontation. I'm a very hard worker.

Employer: Tell us about you main negative and positive traits.
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Candidate: | am outgoing optimist. I like people and | enjoy being around
them. What about my negative traits... Well, I like to discuss the newest gadg-
ets with my friend Paul very much, because they are a very important part of
my life. Often we are fully unmindful of time and depress our relatives.

Employer: Maybe this side of your character exercises significant influ-
ence on your private life but it cannot be bad for your professional abilities.

CooTHecHTE YACTH NMPENJIOKEHHUH.

1. Wear the conservative style a.  about the prospective company
before the interview.

2. Everything in the job interview b.  not having prepared for obvious
questions.

3. Find out exactly what kind of candidate c¢.  beforehand on the
Website.

4.  Tryto be at the job interviewd. s going to be based on the job
description.

5. Keep an eye on news in leading weeks for stories about the compa-
ny e. thecompany is looking for.

6.  Find out as much as you can f. if you doubt about what the
dress code is.

7.  Thereisnoexcuse foryou ¢. 10 minutes ahead of time.

8. Do not ask obvious questions you could have found out h to look a
very interested research candidate.
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PA3JEJ 7. TPEHUPOBOYHBIE 3AIAHUSA
(TRAINING TASKS)

1. CootHecuTe UHGOPMAITUIO MO/ OINPEIeICHHBIM HOMEPOM Ha KOHBEPTE
C TEM, 4TO OHa 0003HavaerT.

1. Mr. Tom Ford

Internal Logistics, JSC.

2. 13 Oliver St,

Edinburg NM 04092

UK.

3. Air Freight, Ltd234 Sadovaya St Moscow

4. 849002 Russia.

— the ZIP Code in the mailing address;

— the sender’s name;

— the house number and the street name in the return address;
— the addressee.

2. CootHecuTe HHGOPMAIIMIO IO OIPEACICHHBIM HOMEPOM Ha KOHBEPTE
C TEM, 9TO OHA 0003HAYacT.

ROVI Fashion, Itd

1. Fashion Clothing

198 North Av

Brighton.

2. 9094SWA

CARGO GENERAL, Itd

109 Ravens St.

3. London DS3710F.

4. UK,
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—the ZIP Code in the mailing address;
— the addressee’s company name;

— the country the letter comes from;

— the town the letter comes from.

3. CooTHecuTe I/IH(bOpMaL[I/IIO moJa onpCACICHHbBIM HOMCPOM Ha KOHBCPTC
C TEM, 9TO OHA 0003HAYacT.

1. Valar, Jsc

32/2 Taganrogskaya St

Rostov on Don 344103.

2. Russia.

3. Smith & Brown, Ltd

19 Green St.

4. Chicago.

5. IN97 USA

— the addressee;

— the ZIP code in the mailing address;
— the town the letter sent to;

— the sender’s company name;

— the country the letter comes from.

4. CootHecuTe MHMOPMAIIUIO TIOJ OMPEAEICHHBIM HOMEPOM Ha KOHBEPTE

C TEM, 4TO OHa 0003Hayaer.
1. RUSFREIGHT, Plc.
2. 78 Moskovskaya St
Rostov-on-Don 344000
Russia.
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3. WESTERN PORTS, Jsc.

4. 3734 Land St.

5. Rotterdam 57SAD87.

6. Netherlands.

— the town the letter is sent to;

— the addressee;

— the house number in the mailing address;
— the country the letter is sent to;

— the sender’s company name;

— the house number in the return address.

5. CootHecure I/IH(bOpMaL[I/IIO moJa onpCACiICHHbBIM HOMCPOM Ha KOHBCPTC
C TEM, 4TO OHa o003Hayaer.

1. CENTER LOGISTICS, Ltd.

25 Victoria St

Leeds.

2. RE 946 BJ.

3. UK FREIGHT CHARTER, Ltd 211 Gaudi Street.

4. Dublin GSA2345.

5. Ireland.

— the ZIP Code in the return address;
— the sender’s company name;

— the country the letter sent to;

— the town the letter sent to;

— the country the letter comes from.

6. CooTHecuTe I/IH(bOpMaLII/IIO moJa onpCACICHHBIM HOMCPOM Ha KOHBCPTC
C TEM, 4TO OHa 0003Hayaer.

1. The Telecoms, Ltd.

2. 38 Cheapside St.

3. Chicago.

4. EC 55 26 USA.

5. The Rusavto. Ltd.
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6. Nevskaya St,23.

7. Moscow 54397 Russia.

— the ZIP code in the return address;

— the addressee;

— the house number in the mailing address;
— the town the letter is sent to;

— the sender’s company name;

— the house number in the return address.

1. Hepel'II/II]_II/ITe ACJIOBOC IMMCBbMO, PACIIOJIOKHUB €T'0 YaCTHU B IIPABUIIBHOM
HOpSIKE.

1. To: f.reinolds@gmail.com.

2. Thank you for your e-mail of November 15™ .

3. Dear Mrs Reinolds.

4. 1 would like to confirm that I will be available to see you at my office
on Monday 25" at the time you propose.

5. Subject: Appointment.

6. Tom Ford.

7. From: t.ford@gmail.com.

8. Yours sincerely.

9. Date: 18.11.2020.

8. IlepenummTe MEI0BOE MUCHMO, PACTIONOXHUB €T0 YaCTH B TIPABUILHOM
IMOpPAAKE.

1. Attachment: Order 22.xIs.

2. We have since received the full catalogue and have attached our first
order. We are very impressed by the quality and choice your company offers.

3. To: t.harrison@hotmail.com.

4. Thank you for your fax, with the catalogue pages we requested.

5. Victoria Evans.

6. Subject: Catalogue.
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7. Dear Mr. Harrison.

8. From: v.evans @gmail.com.
9. Yours sincerely.

10. Date: 15.10.2020.

9. Hepel'II/IIJ_II/ITC ACJIOBOC IMMCBbMO, PACIIOJIOKHUB €T'0 YaCTHU B IIPABUIIBHOM
HOPSIKE.

1. Martin Evans.

2. We look forward to receiving your initial order.

3. Re: Conditions.

4. We refer to your recent enquiry regarding our conditions of payment.
Our terms are 20 days net, but we can allow you two months’ credit for subse-
quent orders.

5. Dear Tom Miller.

6. To: t.miller@gmail.com.

7. From: m.evans@gmail.com.

8. Yours sincerely.

9. Date: 31.01.20.

10. Tlepenmmute neI10BOE MIUCHMO, PACIIONOKUB €T0 YaCTH B MPABIIHHOM
IMOpAAKE.

1. Yours sincerely.

2. 11" November 2021.

3. Re.: Delivery arrangements.

4. We thank you for your custom, and will be pleased to answer any fur-
ther queries you might have regarding this shipment.

5. Dear Mr. Parker.

6. To: k.parker@hgmail.com.

7. From: n.simons@hotmail.com.
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mailto:m.hardwell@hotmail.com

8. N. Simons, Sales Manager.

9. We refer to your order no. 89. Delivery will be made within two
months of receipt of your order. As arranged, the consignment will be trans-
ported by rail and air.

11. PacnonokuTe 4acTu AeJI0BOr0 MMChMa B IIPABUILHOM MOPSIKE.

1. Evans&Sons. Ltd

78 High Street

Bristol TWS 239 Q

United Kingdom.

2. Yours faithfully

N. Gibson

Buyer.

3. Dear Sirs,

We read about your new trailers in your September catalogue.

We would be grateful if you would send us further information including
unit cost, discounts, delivery period and payment terms.

Thank you for an early reply.

4. 22 Nov, 2020

Autotrans Inc.

618 Albano St

Rome 428901

Italy.

A-1,4,3, 2.

B-1,2, 3, 4.

C-4,3,1,2.

D-2,1,3,4.
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12. PacmonoxuTe 94acTu JeJI0BOTO MHChMa B IIPABUIILHOM MOPSIIKE.

1. Mr. Gotfried

Purchase Department Manager

High Tool Company

76 Washington Street

New York, NY3489

USA.

2. Dear Mr. Gotfried,

We would like to take this opportunity of introducing our company to you
as one of the oldest and largest generators-manufacturing companies in the
USA. Our generators are manufactured to the highest standards and are market-
ed all over the world. With this letter we are enclosing leaflets which illustrate
and describe our range of generators as well as spare parts.

If you have any enquiries of any further information on our motors to be
provided, please contact us.

3. Truly yours,

Mr. Felix Zoom

Director.

4. Design Plus

55 Stevenson Road

Loa Angeles MA 483N

USA

17* November, 2014.

A-41 2,3
B-1,3,4 2
C-3,1,4,2
D-4,2,1,3.
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13. PacnionioxuTe 9acTu IeJI0OBOTO MUChMa B MPABHIIBHOM MOPSIIKE.

1.11 Dec 2014

Russian Colours, Jsc

20 Mozhayskaya St

Moscow 772373

Russia.

2. Yours faithfully,

Felix Crick

Purchase Department Manager.

3. DLS, Plc

Kensington Road, 47

London LFT735 E

UK.

4. Dear Sirs,

We learn from the Russian Trade Delegation in London that you produce
olive oil for export . There is a demand here for goods of this type.

Will you please send us your catalogues and full details of your export
prices and terms of payment together with any samples you can let us have.

We look forward to hearing from you soon.

A-3,1,4,2.

B-1,4,2,3.

C-4,3,1,2.

D-21,3,4.

14. PacnionoXuTe 4acTu AeJI0BOr0 MMChMa B IPABUIILHOM MOPSIKE.
1. 12" October, 2019

Navaga, Ltc.

82 Washington Street

Chicago, MA 018234

USA.
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2. Dear Sirs,

We are pleased to receive your request of 1 September for the information
about our airproof material.

We will be happy to send you the samples of the items you mention in
your letter. We hope this will be the beginning of a long and pleasant business
association. We hope to receive your order soon.

3. Yours sincerely,

Smith &Co

M.K . Hugo

Marketing manager.

4. Smith &Co

46 Oxford Street

Brighton BN 13 XB

UK.

A-4,1,23.

B-1,3,4,2.

C-3,1,4,2.

D-4,2,1,3.

15. Onpenenute, K KAKOMY BUJY JI€JIOBOTO MTMChbMa OTHOCUTCS OTPBHIBOK.

We read about logistics services your company provides in the latest cata-
logue. The services you offered would be most suitable for our company.

Would you kindly send detailed information as well as quotation of your
current rates.

A —an inquiry letter.

B — an offer.

C — a letter of complaint.

D — a letter of adjustment.
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16. Onpenenute, K KAKOMY BUIY JIEJTIOBOTO TUCbMa OTHOCUTCSI OTPBIBOK.

We would be grateful if you send us your new catalogue for the latest

model of a track maintenance vehicle. If you can guarantee prompt delivery and

quote really competitive prices we shall be able to place an order with you for 7

units.

A —an inquiry letter.

B — an offer.

C — a letter f complaint.

D — a letter of adjustment.

17. OHpC,I[GJII/ITC, K KaKOMY BUY JACJIOBOTO ITMCbMa OTHOCUTCA OTPBIBOK.
Dear Sirs,
We are pleased to make you a firm offer regarding our products in the

size you require.

All the models can be supplied by the middle of December 2015. If you

prefer the goods to be delivered by air freight, this kind of shipment will be

charged extra cost:

— terms of delivery;

— a letter of application;
— an offer;

—an order.

18. Onpenenute, K KAKOMY BUIY JIEJTOBOTO TUChMa OTHOCUTCSI OTPBIBOK.

Education: 2005-2010 Rostov State Transport University, Specialist in

railway operation

Skills: organizational skills, good time management, fluent English.
A —an enquiry letter.

B — a contract.

C —aresume.

D — covering letter.
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19. Onpenenure, K KAKOMY BUAY AEIOBOTO MHCbMA OTHOCUTCS OTPBIBOK.

I would like to apply for the position of senior assistant to personnel
manager advertised in the «Daily News» on 9" October. A copy of my resume
Is enclosed. From this you will see that | am at present working as a junior as-
sistant in the personnel department at James Associates. Although | enjoy my
work, | feel I would now like to take on a position with more responsibility
and in a larger organization. | can be available for interview at any time, and |
look forward to hearing from you.

A —an enquiry letter.

B — an offer.

C —a memo.

D — covering letter.

20. OHpCI[GJII/ITC, K KaKOMY BUY JACJIOBOTO ITMCbMa OTHOCUTCA OTPBIBOK.

I am applying for the job in your sales department, which you advertised.
| am graduating from college this year and would like a job in sales. Please find
enclosed my resume. | hope you will find me suitable and that | will hear from
you soon.

A —an enquiry letter.

B — an offer.

C —amemo.

D — covering letter.

21. PaccTaBbTe Cl10Ba WX COYETAHUS CJIOB B JOKYMCHTC TaK, YyTOOBI OHU
OTpaKaJIi 0COOEHHOCTH OPOPMIICHUS CITYKEOHOM 3alKUCKHU:

.... Marketing Department Staff

From: ...

.... Customer Presentation

Date: ...
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The Marketing presentation you prepared last week to show our new
product line was exceptional! Your enthusiasm, sales strategy, and product
knowledge were impressive and sealed the deal with Mr. Lockhart.

Thank you for your outstanding work. Bonus checks will be distributed
next week.

My sincere congratulations to all of you!

I11-To.

[12 — Karen Moore, Marketing Director.

I13 — Subject.

14 — April 18, 2013.

22. PaccraBbTe Cll0Ba WX COYETAHUS CJIOB B JTOKYMEHTE TaK, 4yTOOBI OHU
OTpakaJIi 0COOEHHOCTH O(POPMIICHHS CITYKEOHOM 3aIUCKHU:

... - Ms Jackson

From: ...

... . International conference

Date: ...

| attach a copy of a letter of 23 November to Director from Michael Ow-

en, Director of the 215t Century Trust, asking for suggestions for participants at
the international conference. Please, set out your criteria for the sort of people
the Trust is looking for and make certain suggestions for persons.

I11 -To.

I12 — James Miller, Personal Manager.
I13 — Subject.

14 — 7 December 2009.

OHpeL[eJII/ITe, K KaKOMy BI/II[y I[OKYMCHTOB OTHOCUTCHA OTpBIBOK.
New York , 23" November, 2020
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Dear Sirs,

Our company is interested in buying electrical products of your produc-
tion. Please provide us with detailed information about your products, first of
all, the price list and samples of materials. In addition, we are interested in the
purchase price of products purchased wholesale and retail, as well as the ap-
proximate production time of the average batch of goods.

Yours faithfully,

A — an answer to an inquiry letter/offer.
B — an offer.

C —a memo.

D — covering letter.

OHpeI[eHI/ITe, K KaKOMy BI/II[y I[OKYMGHTOB OTHOCUTCHA OTpBIBOK.
Berlin , 18" March, 2019

Dear Sirs,

We saw your product range at the exhibition in Milan. We are very inter-
ested in your clothing models. Please send us the catalogues with your latest
models.

Yours faithfully,

A —an inquiry letter.
B — an offer.

C —a memo.

D — covering letter.
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OHpeI[eHI/ITe, K KaKOMY BUAY JOKYMCHTOB OTHOCHUTCS OTPBIBOK.

Work experience:

10. 2008-07. 2014 Head of Sales Department

NNN-group LLC (www.nnn-grup.com), St. Petersburg

The company's field of activity: wholesale of construction equipment and

components

Management of the sales department (subordinated to up to 5 people);

Working with key clients, resolving disagreements;

Working with accounts receivable.

A —an inquiry letter.

B — an offer.

C —a memo.

D —aresume (CV).

OHpCI[GJII/ITC, K KaKOMY BUAY JOKYMCHTOB OTHOCHUTCA OTPBIBOK.

Your company has published a vacancy for the position of a lawyer on
the website (specify the source). My legal experience is ... years, | have seri-
ous experience in law, and | would like to offer you my professional assis-
tance. | graduated from the institute (specify), | am well versed in all branch-
es of civil law. Worked as a lawyer (specify a specific specialization) in such
companies as (to list at least a few). He compiled lawyer's requests and
statements of claim to the court, conducted office work, work with docu-
ments (specify your specific classes). He also had a successful practice, won
several cases in the courts.
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| have a good command of office programs and legal systems. | prefer the
team method of work, among my qualities — responsibility, the desire to delve
into the essence of the next problem.

| hope you are interested in my resume. | would be grateful for the invita-
tion to the interview.

A —an inquiry letter.

B — an offer.

C —a memo.

D — covering letter.

OHpC,I[GJII/ITC, K KaKOMY BUAY JOKYMCHTOB OTHOCHUTCA OTPBIBOK.

On the website ..... the vacancy of the credit specialist of your bank was
published. You may be interested in my candidacy.

| have already worked in the banking sector as an employee of the credit
department. The specifics of the work are familiar to me, and | am sure that |
will cope with the new responsibilities, and my skills can be useful to your or-
ganization. | have read a lot about your bank, and all the reviews about it have
been extremely positive. | am very interested in the banking sector, and | would
like to continue my development in this segment.

| am ready to come to the interview so that you can see my experience
and knowledge. My phone number (specify).

A —an inquiry letter.

B — an offer.

C —a memo.

D — covering letter.

OHpeI[eHI/ITe, K KaKOMY BUAY JOKYMCHTOB OTHOCHUTCS OTPBIBOK.

Your company has published on the site ..... a vacancy for the position of
accountant. I am sure that my knowledge and qualifications will be suitable for
your work.
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My experience in accounting is ... years, so | have professional experi-
ence. | have a specialized higher education, | know how to conduct accounting,
| work with all accounting programs (specify other skills in my specialty). My
mindset is analytical, | know how to act in a team. You can learn as much as
possible about my advantages from my CV (attached).

Thank you for your time with my letter.

A —an inquiry letter.

B — an offer.

C —a memo.

D — covering letter.

OHpCI[GJ'II/ITC, K KaKOMY BUAY JOKYMCHTOB OTHOCHUTCA OTPBIBOK.

| was interested in the vacancy of a manager in your company offered by
you on the website. | have carefully studied the requirements you have speci-
fied for the applicant, and | am sure that | fully meet them.

| have a diploma of higher education in the profile of your company. |
worked as a manager (specify where exactly) and | want to offer my candidacy
for your consideration.

My useful skills include the ability to work with clients and with docu-
mentation. He led the client base, engaged in consultations, conducted tele-
phone conversations with clients. | own all the package computer programs. My
experience in the field of management is ... years.

Thank you for reviewing my resume (attached). | hope for good coopera-
tion, I am ready to come to the interview at the time specified by you.

With respect, ...

A —an inquiry letter.

B — an offer.

C —a memo.

D — covering letter.
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OHpeI[eHI/ITe, K KaKOMY BUAY JOKYMCHTOB OTHOCHUTCA OTPBIBOK.

| have reviewed the vacancy offered by your company for the position of
... . I do not have the required experience in this specialty, but | have the deter-
mination to learn a new business for me. I really want to develop professionally
and improve my knowledge.

I can list my qualities such as (specify what, in your opinion, is most suit-
able for working in the company you have chosen).

| would be grateful if you would invite me for an interview. My contact
details (specify).

Thank you for your time.

A —an inquiry letter.

B — an offer.

C —a memo.

D — covering letter.

OHpCI[GJII/ITC, K KaKOMY BUAY JOKYMCHTOB OTHOCHUTCA OTPBIBOK.

Dear HR Manager!

Please consider my resume for the position of «assistant brand manager».

| am an effective performer and organizer, | can analyze a large amount of
information in the context of solving diverse tasks. I try to find non-standard so-
lutions to improve the quality, while reducing the time to complete the tasks.

My strengths are: analytical skills, efficiency and independence in deci-
sion-making, high learning ability.

An experienced user of MS Outlook, Word, Excel, PowerPoint; | know
the basics of business correspondence and business etiquette; 1 am fluent in
English.

A high level of self-organization, attention to detail and excellent com-
munication skills will help me become an indispensable assistant for a brand
manager.
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Thank you for your attention to my resume.
A —an inquiry letter.

B — an offer.

C —a memo.

D — covering letter.

OHpeI[eHI/ITe, K KaKOMY BUAY JOKYMCHTOB OTHOCHUTCS OTPBIBOK.

| ask you to consider my resume for the vacant position of «assistant edi-
tor», which | saw on the website of your company «N».

Currently, | work in the company «Crystal» as a researcher. |1 would like
to start a career in publishing. Graduated from the Moscow State University
with a degree in Russian language and literature. At the university, | gained a
lot of experience working for a student newspaper as a journalist, so | am very
familiar with publishing.

I know how to work in stressful situations and | like to work in a team. |
am also fluent in English.

| will be very happy to meet you in person.

| look forward to hearing from you.

A —an inquiry letter.

B — an offer.

C —a memo.

D — covering letter.

OHpeI[eHI/ITe, K KaKOMY BUAY JOKYMCHTOB OTHOCHUTCA OTPBIBOK.

Please consider my resume for the analyst position.
| have gained 3 years of marketing experience working in international
companies, in countries such as France, Scotland and Spain. Now | work in the
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company «X», which is the leader in the sale of the brand «H» not only in Rus-
sia, but also in Europe.

| am engaged in the preparation and analysis of weekly reports on internal
and external sales (turnover, units, retail outlets, SKU, margin). | use the P&L
model for pricing (discount amount, price forecasting, and preparation of price
offers).

Conducting and analyzing market research has allowed me to develop my
analytical skills and ability to work with large amounts of information.

Thank you for your attention to my resume.

A —an inquiry letter.

B — an offer.

C —a memo.

D — covering letter.

OHpCI[GJII/ITC, K KaKOMY BUAY HJOKYMCHTOB OTHOCHUTCA OTPBIBOK.

| ask you to consider my resume for the vacancy «Internet marketer».

Experience of more than 12 years of independent management of adver-
tising companies, promotion of mobile applications; SEO, SMM, content mar-
keting, guerrilla marketing, Email marketing.

Well aware of the web Analytics tools (Google Analytics, Yandex direct,
Metric), know how to analyze and develop a system of performance indicators:
an audit of traffic sources, set goals, segments, events, calculate the efficiency
of advertising campaigns, inbound and key performance indicators of the web-
site.

I know how to work in a team, interact with contractors and negotiate,
find optimal solutions, and work in multitasking mode.

| approach my work creatively, using the entire additional arsenal of In-
ternet marketing tools, looking for new ways and sources of online promotion,
monitoring and testing online innovations.
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Thank you in advance for your interest in my resume.
A —an inquiry letter.

B — an offer.

C —a memo.

D — covering letter.
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	ВВЕДЕНИЕ
	РАЗДЕЛ 1. СТРУКТУРА И ОСНОВНЫЕ  ХАРАКТЕРИСТИКИ ДЕЛОВОЙ КОРРЕСПОНДЕНЦИИ
	1.1. Информационное письмо (Information letter)
	Информационное письмо представляет собой уведомление о коммерческих, юридических и экономических действиях, вызванных основной профессиональной деятельностью. Это наиболее распространенный вид коммерческой, юридической и экономической корреспонденции,...
	Примером такого письма может быть сухое, подробное, написанное в соответствии с буквой закона информационное письмо о контракте, заключенном между двумя фирмами. Письмо богато глаголами обязательств, модальными глаголами, сложными инфинитивными и усил...
	«The right to withdraw the ship, however, purports to exit but, having due regard to the terms of the guarantee, payment could have been collected from Bank and it was not until the guarantee had been exhausted and the next  payment due had not been p...
	Следующий пример представляет собой подробную информацию, то есть он является отчетом адвокатов по страхованию о судебном иске грузополучателя за причиненный ущерб, написанный на 19 страницах. В этом примере можно рассмотреть грамматические формы стра...
	«1000 kg of the wood delivered from Siberia to the south under Bills of Lading 1, 2 and 3 was hardwood, the same as about 20 % of same wood sent to the coast of Sochi were wet and rotten when delivered to the south. If the claim of Mr. Ivanov can be r...
	Информационные письма также могут включать в себя выразительные оценочные элементы. Например, в информационном письме от агентов пострадавшей фирмы плохое состояние доставленного груза подчеркивается использованием наречий: так плохо, намного больше, ...
	На английском языке эти слова выражены следующим образом: so badly, far in excess, excessively, considerably, so disinte grated, and also by the marked estimation vocabulary (lexis): to suffer the damage, to aggravate the damage, dirty and not adequat...
	1.2. Сопроводительное письмо (Covering letter)
	Сопроводительное письмо представляет собой некоторую информацию о деталях основной профессиональной деятельности, а именно краткую справку о предпринятых шагах, подтвержденную документами, список которых прилагается. Как правило, такого рода письма ха...
	– мы будем очень признательны за получение от вас…;
	– we would very much appreciate receiving from you…;
	– не могли бы вы довести этот вопрос до его сведения;
	– would you be in a position to bring this question to his attention;
	– спасибо за любезное сотрудничество;
	– thank you for kind cooperation;
	– прилагаем следующие документы;
	– we have the pleasure in enclosing the following documents;
	– мы в вашем распоряжении для получения любой дополнительной информации и т. д. и технических слов: настоящим, к настоящему - «прилагаем копию письма, с удовольствием прилагаем следующий документ, копия их ответа прилагается»;
	– we are at your disposal for any further information etc. and clerical words: herewith, hereto – «we enclose herewith a copy of a letter, we have pleasure in enclosing the following document herewith, the copy of their reply is attached hereto».
	1.3. Письмо-запрос (Inquiry letter)
	Письмо-запрос может иметь два вида писем-запросов и писем-заявок (письмо-запрос и письмо-заявление). В письме-запросе отправитель просит подтвердить некоторые факты, собирать информацию по интересующему его вопросу, разрешить определенные действия и т...
	«Although we understand the difficulties of chartering a ship, we are taking the opportunity based on our huge amount of passengers last year and on the fact that we, ourselves, had managed to charter the aircrafts from London to Brazil without any fa...
	Обе разновидности писем-запросов характеризуются стереотипными образцами вежливости вначале: мы просим; не могли бы вы поискать…; не могли бы вы получить любую информацию; пожалуйста, будьте достаточно любезны, чтобы ответить; будем рады, если вы…; мы...
	Эти устойчивые фразы имеют сложные грамматические конструкции на английском языке:
	we would request; we kindly request; could you search…; could you get any information; please be kind enough to reply; we shall be pleased if you…; we should be obligated if you would confirm; we would very much appreciate receiving answers to certain...
	В двух последних примерах личностный характер заинтересованности, который проявляется в использовании личного местоимения «я», усилен эмоционально-выразительной лексикой. В конце письма следует вежливая просьба ускорить ответ или действие: мы хотели б...
	We would like to receive a reply as soon as possible, your soonest reply, will be greatly appreciated and others.
	1.4. Ответное письмо (Reply letter)
	Ответное письмо обычно это письмо, исходящее из противоположного направления, в котором дается ответ на поставленный вопрос или просьба, и содержится некоторая дополнительная информация. В этом письме очень часто содержится информация, которая очень в...
	В ответных письмах всегда есть ссылка на предыдущее письмо адресата или отправитель ссылается на собственное письмо, которое представляет собой дополнительную информацию к данному письму с обязательным указанием даты и месяца. Таким образом, ответные ...
	«We acknowledge receipt of your letter dated 5th, with reference to our letter to you of the 25th ultimo [instant (inst) means current month in business letters; ultimo means last month]; with reference to our interview with you of the 1st December; r...
	1.5. Претензия (Claim)
	1. Письмо-претензия представлено двумя видами: письмами с претензиями и письмами протеста, тем самым содержит претензию одного лица или фирмы к другому лицу, или людям в связи с невыполнением взятого на себя обязательства. Примером может служить неупл...
	To protest rigorously; considerable and unexpected losses; to slander in all ways and by all means; to serve faith- fully and honestly since long time; unmalicious victim to their intrigues and plots; to safeguard interests in the best way; to obtain ...
	2. Графическое выделение местоимения «вы», его повторение с модальным глаголом «должен», подчеркивающее категоричность автора письма, служат для выделения высказывания и вместе с отрицательными оценочными прилагательными «незаконно» и существительным ...
	«And YOU as legal Authorities, you must realize that this is illegal and it is obvious that this unlawfulness reflects the Company’s policy».
	3. Аналогичное влияние создается в письме с использованием модального глагола «must» и эмоциональной окраски «чрезвычайно осторожно», выражающей упрек в адрес получателя письма: «Поскольку качество и, следовательно, цена отличается, вы должны быть пре...
	«As the quality and consequently the price differs, you must be extremely careful with the delivery, in order to avoid changes for which you would be liable».
	4. Восклицательные предложения, для которых характерна ярко выраженная эмоциональная яркая направленность, можно найти в приведенном примере:
	«Место не подходит для хранения из-за большого количества пыли и различных веществ на земле, которые могут повредить листы, если они станут пропитанными, что сделает их непригодными для использования по назначению, что приведет к потере стоимости. Тру...
	«The place is inappropriate for storage, owing to the large quantity of dust and various substances on the ground, which will damage the sheets  if these become impregnated, that is making them unfit for the purpose for which they were intended causin...
	5. Письма протеста всегда отличаются строгим официальным стилем построения. Все письмо разделено на небольшие отрывки, в которых кратко формулируются претензии отправителя, и в каждом отрывке содержится новое требование. Такая официальная строгость вм...
	В презентационном письме, написанном от одного лица, помимо упомянутых выше средств эмоционально-выразительного воздействия на адресата используются сокращенные глагольные формы, разговорные конструкции и устная разговорная фразеология, способствующая...
	I haven’t heard anything…, it’ll not be long that everything in this matter would be put into clear; unfortunately, evidently, now to come back to the assurances…; still I haven’t been paid…; being frank I decided…; in my opinion, to give a better pic...
	Хотя претензионные письма содержат некоторые особенности, характерные для частных писем, некоторые элементы, относящиеся к другому стилю, однако они реализуют официальный деловой стиль и используют в основном элементы, присущие этому стилю. Прежде все...
	Dear sirs…, Yours faithfully…, I remain sincerely yours. Then cliché beginning: In reference to your as above letter I think…
	6. Претензионные письма богаты литературной лексикой, юридическими терминами, официальной деловой лексикой и фразеологией: для подачи жалобы, Арбитражный комитет, соглашение было недействительным; кроме того, для вашего сведения; вы должны отметить; к...
	To lodge a complaint, Arbitration Committee, the agreement was null and void; furthermore, for your information; you have to note; it would appear and others.
	1.6. Благодарственное письмо (Letter of thanks)
	1. Благодарственное письмо – это еще один вид делового письма, характеризующийся собственными, дифференцированными знаковыми средствами выражения и собственным прагматизмом. Целью такого письма является выражение благодарности за выполненные обязаннос...
	Слова благодарности часто усиливаются наречиями: действительно, от всего сердца или глаголом «делать»: «Было действительно очень приятно видеть Вас в нашем городе. Благодарю за гостеприимство».
	«It was indeed very nice to see you in our city. I do thank you for your hospitality».
	2. В средней части письма используется лексика с положительным оттенком: очень доволен, искренняя готовность, человеческий подход, искренняя и дружеская атмосфера, теплая и искренняя благодарность, обнадеживающие результаты.
	Very pleased, sincere willingness, human approach, sincere and friendly atmosphere, warm and sincere thanks, encouraging results.
	Что касается тона письма, то обычно оно написано торжественно возвышенным тоном: «От нашего имени мы особенно благодарим всех сотрудников отдела, которые не остались равнодушными и помогли нам найти потерявшегося мальчика … ».
	«On our behalf we especially thank all the employees of the department who did not remain indifferent and helped us find the lost boy …».
	Формулы вежливости в конце письма, как правило, усиливаются наречием превосходной степени или представлены формами сослагательного наклонения: мы хотели бы иметь…; я был бы весьма признателен, если бы вы могли переслать ...
	We would like to have…; I would very much be most obligated if you could transfer…
	Эмоциональная выразительность благодарственных писем часто зависит скорее от цели, поставленной автором письма, чем от их содержания. За словами благодарности обычно следует просьба адресату, в выполнении которой очень заинтересован отправитель письма...
	1.7. Гарантийное письмо (Letter of guarantee)
	Гарантийное письмо представляет собой документ-гарантию выполнения одним лицом или клиентом перед другим всех обязательств, предусмотренных контактом, заключенным между клиентами. В преамбуле к гарантийному письму, начиная со слова «Принимая во вниман...
	НЕ НАСТОЯЩИМ СВИДЕТЕЛЬСТВУЕТ; NOT IT IS HEREBY WITNESSED.
	Что касается лексики, то гарантийное письмо характеризуется использованием именно юридических терминов: сторона, настоящим, гарантия, срок; канцелярские и устаревшие слова, характерные для официальных документов в дальнейшем: то же самое, свидетельств...
	Party, hereby, guaranty, term; clerical and obsolete words characteristic of official documents hereafter, the same, to witness, to appear, whereas, pursuant to; by the frequently used verb «shall» in the second and third persons, expressing obligatio...
	Что касается грамматики, то это письмо характеризуется сложной синтаксической структурой, включающей разветвленную сеть придаточных предложений: «Мы соглашаемся, что наша ответственность по этой гарантии никоим образом не повлияет на какое-либо время ...
	«We hereby agree that our liability under this guarantee shall not be affected in any way by any time or other indulgence which you may grant to Mary Blue in respect of her liability under the Principal Agreement provided it does not extend beyond the...
	РАЗДЕЛ 2. СТРУКТУРА И ОСНОВНЫЕ ХАРАКТЕРИСТИКИ ЮРИДИЧЕСКИХ ПИСЕМ
	Обязательные элементы юридических деловых писем.
	Количество и выбор элементов, составляющих юридические деловые письма.
	Специальное расположение компонентов делового письма.
	Необязательные элементы и их расположение.
	Различные варианты маркировки некоторых деталей.
	Конверт. Составление и написание обращений.
	Sender’s address
	В корреспонденции без фирменного бланка адрес отправителя помещается в правом верхнем углу страницы. Обратите внимание, что запятые не ставятся после отдельных строк адреса: в наши дни в адресах не принято ставить знаки препинания.
	Абзацный стиль является наиболее широко используемым, т. е. каждая строка начинается непосредственно под строкой, расположенной выше. В отличие от некоторых стран, в европейских странах не принято писать имя отправителя перед его адресом.
	Date
	Дата указывается непосредственно под адресом отправителя через пробел. В переписке с фирменным бланком он обычно пишется в правой части страницы. В британском английском обычно сначала пишут день месяца, затем месяц, а затем год. День должен быть запи...
	Inside address
	Внутренний адрес, адрес лица, которому отправляется корреспонденция, написан под адресом отправителя и в левой части страницы, где расположен так, чтобы его можно было видеть.
	Если вы знаете имя человека, которому пишете, напишите его в первой строке адреса. Добавьте инициалы человека his / her first given name: Mr J.E. Smith or Mr John Smith not Mr Smith.
	В адресах используются следующие названия:
	– Mr (pronounced ('mistə) – это обычное вежливое обращение мужчины;
	– Ms (pronounced (miz) or (məs), no unabbreviated from) используется как для замужних, так и для незамужних женщин. Его часто используют вне зависимости от того, состоит ли женщина в браке или нет, и, безусловно, рекомендуется использовать эту форму к...
	– Mrs (pronounced ('misiz) можно использовать для замужних женщин
	– Miss (pronounced (miz), not an abbreviation) – можно использовать для незамужней женщины;
	– Messrs (pronounced ('mesəz), сокращение для французских господ, которое никогда не используется в английском юридическом или деловом контексте, но иногда используется для двух или более мужчин, чаще представляют часть названия фирмы (часто партнерст...
	Attention line
	Добавление имени получателя или должности в адресе является способом выражения внимания.
	Salutation
	Dear Sir – открывает письмо, написанное человеку, имя которого вы не знаете. Dear Sirs используется для обозначения фирмы, в которой, по крайней мере, один из членов фирмы – мужчина. When writing to American firms, Dear Sir or Madam is preferred, sinc...
	Dear Mesdames – используется для обращения к фирме (редко!), все члены которой – женщины.
	Dear Madam – используется для обращения к женщине, незамужней или замужней, имя которой вы не знаете.
	Dear Sir or Madam (or Dear Sir / Madam) – используется для обращения к человеку, если вы не знаете его имени или пола.
	Subject title
	В большинстве юридических сообщений принято писать заголовок темы, который должен содержать краткое описание вопроса, о котором вы пишете. Это избавляет от необходимости вводить тему в первом абзаце, сразу привлекает внимание к теме письма, позволяет ...
	Если письмо касается судебного разбирательства, то есть является спорным, и дело фактически началось в суде, заголовок темы может содержать стандартное обозначение дела: Brothers v. Artur.
	В переписке между юридическими фирмами, каждая из которых действует от имени разных клиентов, будь то в спорном или неконфликтном бизнесе, обычным дополнением к заголовку темы является идентификация клиентов, например:
	– Your client: John Brown;
	– My client: Mary Blue;
	– Sale of 25 Hamley Drive, Groundwich.
	Можно, но не обязательно, начинать заголовок темы с Re (относительно), например, Re: Sale of 35 Drive Road, London.
	При отправке сообщений электронной почтой это может даже сбивать с толку, поскольку RE – это сокращение от ответа. Кроме того, стоит отметить, что Re иногда используется в качестве стандартного обозначения падежей в отчетах по определенным типам судеб...
	Complimentary close
	Письмо кому-то, кого вы хорошо знаете, может заканчиваться несколькими неформальными фразами:
	– Kind regards;
	– Regards;
	– Best;
	– With best wishes;
	– With best regards;
	– Best wishes;
	– Best regards.
	Signature
	Во многих юридических фирмах письма, адресованные в другую юридическую фирму или организацию, начинаются со слов Dear Sirs и подписаны названием фирмы.
	При переписке с клиентом всегда указывайте свое имя и, если необходимо, название должности под собственноручной подписью.
	Пример письма – это ответ фирмы на письмо потенциального клиента в Англии. Оно указывает на некоторые особенности типичного юридического письма.
	Letterhead
	Печатный бланк фирмы дает много информации.
	Type of firm
	Большинство традиционных юридических фирм на самом деле являются партнерствами. Это означает, что прибыль фирмы распределяется между ее партнерами в соответствии с условиями их партнерского соглашения. Партнеры несут солидарную ответственность по зако...
	Address
	Помимо адреса офиса, из которого отправляется письмо, на фирменном бланке также может быть указан адрес головного офиса и любых филиалов или других офисов, которые поддерживает юридическая фирма. Также будут указаны номера телефона и факса. Большинств...
	References
	Ссылки часто указываются, чтобы было понятно, о чем идет речь в письме и на какую переписку следует ссылаться при ответе. Большинство юридических фирм используют ссылки для обозначения:
	1) автора письма;
	2) клиента, о котором они пишут;
	3) номер дела.
	Фирмы обычно применяют относительно простую систему идентификации клиента и дела в справочнике.
	Например, в справочнике AB (Smith.10-3):
	AB – идентифицирует адвоката, ведущего дело.
	Например, Smith – это клиенты, чьи фамилии начинаются на Smith.
	10 – идентифицирует конкретного клиента по имени Смит.
	3 – определяет третий вопрос, который фирма решила для этого  клиента.
	Enclosures
	Если к письму прилагаются какие-либо документы, хотя они могут быть упомянуты в самом письме, также обычно пишут Enc. или Encl. под подписью. Если имеется несколько документов, они могут быть перечислены, например:
	Приложение
	1. Проект контракта.
	2. Лицензионное соглашение.
	3. Доверенность.
	1. Draft contract.
	2. Licensing agreement.
	3. Power of attorney.
	Private and confidential
	Эта фраза может быть написана в начале письма и, что более важно, на конверте – часто в верхнем левом углу, в тех случаях, когда письмо предназначено для чтения только адресатом. У этой фразы много вариаций, например: конфиденциально, строго конфиденц...
	На практике все юристы и их сотрудники несут профессиональную обязанность соблюдать строгую конфиденциальность в отношении дел своих клиентов. У большинства юридических фирм есть внутренние процедуры, регулирующие обращение с входящей почтой. Часто вс...
	а) на основании ссылки, указанной в письме;
	б) при отсутствии ссылки, как в новом запросе, в зависимости от типа юридического вопроса, указанного в содержании.
	Все конверты, адресованные физическим лицам, передаются индивидуальным получателям в нераспечатанном виде. Поэтому в большинстве случаев запись на конверте Private and Confidential на конверте просто служит дополнительной гарантией конфиденциальности.
	( 7 High Wright Street Sydney
	OB5 7BB
	telephone: +47 (0) 183567542
	fax: +44 (0) 186577528
	e-mail: infooff@b&bco.com
	( Your reference
	Our reference
	Date
	Mr J. Virtan Kovatie 13V 00500 Helsinki Finland
	Dear Mr Virtan
	GL (VIR.1-112 March 2021
	Purchase of The Office, Whittlington
	Thank you for your enquire. I confirm that this firm would be glad to act on your behalf in relation to this transaction. This matter has been passed to me to deal with, as a Senior Assistant Solicitor in this firm’s Residential Property department.
	I enclose a copy of our standard client care letter in duplicate. This sets out our terms and conditions. Please read these through, and, if they are acceptable to you, kindly sign and return the duplicate copy.
	I look forward to hearing from you. Yours sincerely,
	Larisa Lee
	( p.p. George Bell
	Senior Assistant Solicitor
	( Enc.
	Client care letter
	ADDRESSING ENVELOPES
	Адреса конверта записываются аналогично внутренним адресам. Но иногда большими буквами для Великобритании название города и страны может быть написано заглавными буквами, а почтовый индекс может быть написан отдельно.
	Ms A. Bannister 33 Bell Road
	BOURNEMOUTH BH17QD
	Dorset
	Messrs Standford, Glseadon & Co 3-5 Hinch Avenue
	LONDON VAC 6UZ
	CLIENT CARE LETTER
	Всем новым клиентам рассылается письмо о поддержке клиента или письмо с условиями. Это письмо рассказывает об условиях, на которых адвокат будет работать для клиента. Фактически. Оно формирует договор между адвокатом и клиентом, в соответствии с котор...
	Письмо о работе с клиентом иногда называют «предварительным письмом». Когда письмо подписывается клиентом, оно становится контрактом на услуги, предоставляемые юридической фирмой.
	PLANNING YOUR LETTER
	Ясность выражения зависит от правильного выражения мысли. Начните с рассмотрения общей цели вашего письма. Подумайте, что вы собираетесь сказать и как вы это скажете. Задайте себе вопросы:
	– Что я пытаюсь сказать?
	– Кому я пытаюсь это сказать?
	– Что им нужно знать?
	– Какой тон мне выбрать?
	– Какие слова выразят то, что я пытаюсь сказать?
	– Как я структурирую то, что собираюсь сказать?
	– Как я могу разделить свой текст на управляемые части?
	– Могу ли я сделать его короче?
	Paragraphs
	Ваше письмо должно быть поделено на разделы с помощью абзацев. Абзацы не должны определяться по длине. Их лучше всего рассматривать как единицы мысли. Другими словами, каждый абзац должен касаться одной мысли или темы. Переходя к новой мысли или теме,...
	Абзацы из одного предложения не следует использовать слишком часто, но они могут быть полезны в определенных обстоятельствах. Обратите внимание на то, как абзацы выглядят на странице. Текст, равномерно разделенный на абзацы удобного размера, а иногда ...
	First paragraph
	Вступительное предложение или абзац важны, т. к. они задают стиль письма и производят первое впечатление. Если вы отвечаете на предыдущее письмо, начните с благодарности корреспонденту за его письмо: Thank you for your letter of 17 March 2021.
	Если вы пишете кому-то впервые, используйте первый абзац, чтобы представиться, тему письма и почему вы пишете: We act on behalf of Smit Hold Ltd and write concerning the lease on 1 Avenue, French Trading Store.
	Мы действуем от имени Smit Hold Ltd и пишем по поводу аренды на 1 Avenue, Farnley Trading Store.
	Middle paragraphs
	Основная часть вашего письма будет касаться того, что нужно сказать, ответов, которые вы хотите услышать, или вопросов, которые вы хотите задать. Их точный характер будет во многом зависеть от типа написанного письма.
	Final paragraph
	В конце вашего письма, если оно адресовано клиенту или третьей стороне, вы должны указать, что с вами могут связаться, если вашему корреспонденту потребуется дополнительная информация или помощь. При необходимости вы также можете указать другого челов...
	Однако это не является обычным делом в письме к другому юристу, действующему от имени другой стороны в деле.
	Clarity
	После того, как вы спланировали основную структуру своего письма и примерно знаете, какие типы абзацев вам понадобятся, ясности можно добиться, обратив внимание на более мелкие единицы письма, которые вы будете создавать, т. е. предложения и слова.
	Sentences
	Делайте предложения как можно короче. Это не всегда означает, что все предложения должны быть короткими (что может создать неприятный эффект отрывистости), но что все ненужные слова должны быть удалены. Постарайтесь, чтобы в предложении была только од...
	Words
	Используйте слова, которые передают то, что вы имеете в виду. Используйте слова, которые передают смысл, и не более того. Никогда не используйте слова просто потому, что они выглядят впечатляюще, и вы хотите использовать их, или потому, что вам нравит...
	Grammar
	По возможности избегайте негативных структур. В большинстве деловых и юридических писателей есть тенденция смягчить воздействие сказанного, используя такие формулировки, как:
	– небезосновательно;
	– не возможно;
	– не является неоправданным;
	– немыслимо;
	– немаловажно.
	Такие структуры делают то, что вы говорите, менее ясным и определенным. За ними становится очень трудно следовать, когда в одном предложении используется более одного, например: «Не исключено, что этот вопрос окажет немаловажное влияние на наше решение».
	В переводе на обычный английский это звучит так:
	«It is possible that this issue will significantly affect our decision».
	или же:
	«Это может существенно повлиять на наше решение».
	«This can significantly affect our decision».
	По возможности используйте активные глаголы, а не номинализации: рассматривайте, а не уделяйте внимание; противостоять, а не противостоять; противоречить, а не противоречить. В более длинных фразах, известных как номинализации, глагол стал существител...
	Использование номинализации делает письмо более длинным и менее динамичным, например:
	«We are in agreement that our firm will give consideration to the documents».
	Это предложение было бы лучше выразить:
	«We agree that our firm will consider the documents».
	Однако в юридической письменной форме есть определенные случаи, когда номинализация уместна. Например, юристы соглашаются не на арбитраж, а на арбитраж: арбитраж – это определенный правовой процесс, на который следует ссылаться в его номинальной форме.
	РАЗДЕЛ 4. ПЕРЕВОД ЮРИДИЧЕСКОГО ПИСЬМА
	Letter 1
	LLC «Lawyer» guarantees to the newly created LLC «New solutions» the provision of a legal address in the premises located at the address: [zip code, city, street, house, room] with the subsequent conclusion of a lease agreement in accordance with appl...
	This premises belongs to LLC «Lawyer» on the right of ownership, which is confirmed by the registration certificate No. [...] from [...] g.
	[Date] [position, name of the head].
	Letter 2
	The lessor LLC «Lawyer» provides the address: [address] as the legal address of LLC «New solutions» in accordance with the attached agreement.
	The above legal entity guarantees:
	– within 30 days after the registration of the enterprise, submit to the Registration Chamber information about its bank details, qualification codes, confirmation of registration with the tax office and after all changes;
	– fulfillment of the requirements established by law for the storage and timely submission of reports of the specified enterprise to the tax office at the place of registration and access of the controlling state bodies to the enterprise's documentation.
	If, as a result of the activities of the above-mentioned enterprise, a third party suffers damage related to the location of [full name of the registered enterprise] [name of the legal entity – lessor] shall be jointly and severally liable with this e...
	The premises at the address: [address] is the property of New Solutions LLC, is on the balance sheet […].
	[Date] [position, name of the head].
	5.1. Оформление электронных писем, факсов, конвертов
	R. Smith


