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UNIT 1

Teopust cocraB/ieHUs 1eJI0BOH
KOPPeCHOHACHIIUU

1. CoBpeMeHHO0e 1eJ0B0e MUCHLMO

B YCJIOBHMSX VHU(DUKAIUHA

CocraBiieHue TEKCTa JEJI0BOr0 IMUChbMa — BCETJa akT PEUueBOIO
TBOPYECTBA, KAKMM ObI MUCHMO HH ObUIO — PETJIAMEHTUPOBAHHBIM
WIM HEPETrJaMEHTHPOBaHHBIM. OJTO TPy, MNpeArnoaramui
JIOCTaTOYHO BBICOKHMU YPOBEHb SI3bIKOBOM KOMIIETEHTHOCTH. He
3Hasi OCOOEHHOCTEH O(UIMAIBHO-IENIOBOIO CTUJS, HENb3s
HAayu4WuThCS MHCaTh JeJOBble MNucbMa TNpaBuiabHO. CeromHs
YBEJIMUUBAETCS YUCJIO >KAHPOBBIX PA3HOBUAHOCTEN J1€10BOI
KOPPECMOHICHIIUN U TMOBOJOB JJISi COCTABICHUS U OTIPABICHUS
JEJIOBBIX MHCEM. YMEHHE CaMOCTOATEIbHO  MBICIUTH U
(hopMynUpoBaTh CBOM MBICIH, KOMIIETEHTHO BECTH MHUCHhMEHHBIH
UalloT IIeHUTCA B JENOBbIX Kpyrax. K cokanmeHuro, aHamms
COBPEMEHHOM JEJIOBOM MEPENHUCKU II0KA3bIBAET OTCYTCTBUE Y
MHOTHX YyHOPaBIEHYECKHX pPaOOTHUKOB HABBIKOB COCTaBICHUS
nuceMm. HempaBunbHoe odopmileHHe TTHUChMA 3aTpyAHSET paboTy
C HHUM.

O¢dunuanbHoe MUCHMO — OJIMH W3 BAXHEUIINX KAHAJIOB CBS3U
MPEANPUATHS, OPraHU3AlNH, YUYPEKACHHUS C BHEUTHHUM MHUPOM.
Uepes nmnucbMa  BeAyTCS  HPEIJOrOBOPHBIE  IEPErOBOPHI,
BBISICHSIFOTCSL OTHOILIEHUS MEXIY MPEeNNpHUITHIMH, H3IaraioTcs
npereH3uu. [luceMa conmpoBoXkal0T MaTepuaibHbIE IIEHHOCTH B
nytd u T.4. HecMoTps Ha Hanmuuue COBpEeMEHHBIX (OpM CBS3H:
tenedona, Tenerpada, dakca, MOJEMHONW CBS3H H T.II., - 00BEM
MEePEenuCKN Jake Ha HEeOONBIIOM MPEANpPUATHU BEChbMa BEIHK.
OpHako Auamna3oH YNpaBICHUYECKUX CUTYyalUil, JArOIIUX IOBOJ
JUISL COCTaBJICHMS JETOBBIX MHCEM, JajeKko He OecrpeaencH U
MOJITAETCSl CPABHUTEIBHO UYETKOW Kiaccudukanuu. Beck cocrtas
uHpopMaliu B CIOY>KeOHOW  JOKYMEHTAllMd  HACTOJBKO
ctanapTeH. OTpoMHOE KOJMYECTBO MHCEM HPU OJHOTUITHOCTH




YIPaBICHYCCKUX CHUTyallud, TPeOYIOMMX WX COCTaBIICHUS,
BBI3BIBACT OCTPYI0 HEOOXOAMMOCTh B YHH(HKANMHU ICIOBOTO
MUChbMa. YHUQUIMPOBAHHBIA CTWIb M3JIOKEHUS B JICJIOBOM
nepenucke B cdepe MPOMBIIUIEHHOCTH U TOPTOBIA UMEET CBOIO
COIMANIbHYIO 0a3y — KOJJIEKTUBHBINA XapaKTep MPOU3BOJACTBEHHBIX
OTHOIIICHUH. TexHuueckou ero 6asoii SIBISICTCS
KOMITbIOTEpHU3alusl. YHHU(PUKAIMSA 3aTparuBacT BCE YPOBHU W
aCmeKThl  fA3bIKA: €ro CIIOBapHbI cocTaB, MOP(HONIOTHIo,
CUHTAKCUC, TpaduKy, MYHKTyallul0 W CTWIb. JleJoBoe MHUCHMO
JOJKHO 3aHMMaTh He Oosiee cTpaHHIbl. TeKCT OQHUIMATBLHOTO
MHChbMa HE JOJDKEH JIONMYyCKAaTh HECKOJBKMX TOJIKOBaHWW. BBHIY
MPaBOBON 3aBUCUMOCTH OQUIIHAIBHBIX MUCEM HX SI3bIK M CTUJIb
JOJDKHBI  YJIOBIICTBOPATH TEM e TPEOOBAaHUSM, UYTO U SI3BIK
3aKOHOB.

2. Cay:KeOHBIN ITHKET J1eJ0BbIX MMHCEM

J1enoBO¥ 3TUKET — ATO MOPSIIOK MOBEACHHUS B CUCTEME JICTIOBOTO
obmenusi. OCHOBY TIpaBHJ [eJI0BOT0 3THKETA COCTAaBIISIOT:
BEXIIMBOC W yBAKHUTEIHLHOE OTHOIICHHE K JICJIOBOMY MapTHEPY;
COONIOZICHUE OTPECIICHHON IUCTAHIIMM MEXIY pabOoTHHKaMHU,
3aHUMAIONIMMHU  pPa3HOE  CIy)XeOHOE TIOJOXKCHHE; YMEHHE
MPUHUMATH PEHICHUS] M CIIOCOOHOCTh WX BBITIONHSTH; YECTHOCTH;
TEPIUMOCTh K 4YY)KOMY MHEHHUIO, HE COBIIQJAIONIEMy C BalllM;
yMEHHE TPU3HABATh CBOU OIIHOKH, OBITH CAMOKPUTHUYHBIM;
YMEHHE WCIIOJIb30BaTh B CIIOpPE apryMEHTHI, a HE aBTOpUTET. B
MUCbMEHHOM  JIEJIOBOM  OOIIEHUH HEOOXOAMMO  COOIIOATh
JIETIOBOM ATHKET B (popMyrax oOparieHus, BBIPAXKEHUIX MPOCKO,
OTKa30B, MpEeTeH3ul, crmocobax aprymeHTanuu, (GpopMmyliupoBke
nopydyeHudt u Ap. OOpameHue — 3TO aneUsALMS K JUYHOCTH
aapecata. 3amada oOpalleHHUs — YCTaHOBUTh KOHTaKT C
aJipecaTtoM, NMPUBJICYh €r0 BHUMaHKE, 3aMHTEpecoBaTh. Hanbomnee
obmre popmyssl oOpalieHusi, KOTOpbIe MOTYT HCIIOIh30BaThCS B
TOOBIX CUTYAIMsIX JCIOBOTO OOIICHUS: Y8aocaemvlil 20CNOOUH....
(pamunus)! K HOMKHOCTHBIM JHUIIAM MOXKHO OOpamaThCcs C
yKa3aHueM JOJDKHOCTH U 0e3 damwmn: Yeaswcaemsiii ecocnooun
Ilpesudenm! B  nuchMax-IpUTTAMICHUSAX,  O3APABICHUAX




JIOIyCKaeTcsl 0OpaleHue 1Mo UMEHU M 0TYecTBY. [lpu oOparieHnn
K JHIaM OJHOTO0 MNpO(EeCCHOHAIBHOTO Kpyra BO3MOXKHO
oOpamienue: Yeaowcaemvie konneeu! B cOOTBETCTBHM ¢ IPaBUIAMHU
9THKETA, €CIT TeKCT TOKYMEHTa HAYMHAETCS C (POPMYJIBI JIMIHOTO
oOpalleHus K agpecary, TO U B KOHIIC TEKCTa, MEepPel MOIHCHI0
JOoDKHAa OBITh 3aKirouuTenbHas (opmyna BexumBocTH — «C
yeaocenuem...».  IlockonpKy — gmenoBoe  oOlIeHHE — SBIISETCA
o(UIMaNBHBIM TI0 CBOEMY XapakTepy, a €ro YYacTHHKHA — 3TO
JOJDKHOCTHBIC JIMIAa W PAOOTHUKH, JACHCTBYIOIIME OT HMMCHH
opraHmzauuii, 1npu  (QopMyIHpPOBKE  MpPOCHO,  3ampoCoB,
NPEATIOKCHUH, MHCHUI U T.II. PUHSITA OpMa BhIpaKEHUs OT 1-
TO JIUIIa MHO)KECTBEHHOT'O YUCIIa, IIPU 3TOM JIMYHOE MECTOMMEHHE
00BIYHO oOmycKkaercsi: Hanomunaem, umo CcpoK 6bINOIHEHUs
0oeosopa om 10.06.99 Ne 18/45 ucmexaem...

Bonbiioe 3HaueHHE WMEET COOJIIOJCHUE HOPM JICIOBOTO
3THUKETa MPH BEJCHUU Nepenucku. [lepBoe m OCHOBHOE MpaBHIIO
MEePEeNUCKU — HE 3aTATMBaTh C OTBETOM, HE 3aCTaBISITh CBOETO
KOppeCHOH/IeHTa XKAaTh. Eciu He mMeeTcsi BO3MOXXKHOCTH JaTh
OTBET B YCTAHOBJICHHBIH CPOK, HEOOXOJAUMO COOOLIUTH 00 3TOM
azpecary, Kak ¥ 0 TOM, Korja OyJeT J1aH OKOHYATeNIbHBII OTBET;
OpU 3TOM CIICAYeT W3BUHHUTBHCS 3a 33JCPKKY, OOBSICHUB €e
OOBEKTHBHYIO TpHYMHy. HeoO0XoauMo OBITh HMCKPEHHHM C
JICTIOBBIM TIAPTHEPOM U JOBepsATh eMy. He cremyer mwmcatb
HEHY)XKHBIX MHUCEM («OTIHCOK»). Kakmoe muchbMo MOKHO OBITh
MaKCHMaJIbHO MH()OPMATUBHBIM, HO HE MHOTOCIOBHBIM. Ecim
MOCTYNHBIIEE MUCHMO TOAINUCAT PYKOBOJHUTENb, OTBET HY>KHO
aJ[pecoBaTh Ha €ro UMs, C€CIH 3aMECTUTEIb PYKOBOIMTEIS —
oTBeuaTh HeoOXoaMMmo eMmy. B cienyromiem mucbMe K mapTHEPY
cleyeT noodgarogapuTh ero 3a otTeeT. Eciau naptHep oOpartuics ¢
NpoCcb0OH, KOTOPYIO HEBO3MOXKHO BBIMOJHUTH, TO CIEAYET
OOBSCHHUTH NMPHYMHY OTKa3a, MO BO3MOXKHOCTH IMPEJIOKHB YTO-
nu00 B3aMEH, WM MOPEKOMEHJOBAaTh OOPATUTHCS TO3XKE WIN B
apyroe yupexaeHue. CiieyeT UCKIIOYUTh BEIYYPHBIC BHIPOKCHHUS
thna: «byoeme max nobesnvly unu  «He omkascume 6
JobesHocmu coodwumsy, MCIONb30BaTh MECTOMMEHHUS «MBI» U



«Bw».  CrpamarenbHble  KOHCTPYKIHH  MPEANIOYTHTEIHHEES
JIEWCTBUTEIILHBIX «Hamu  Oyoem  GbINOIHEHOY, «Bamu
npeonoxcenoy. Ecium  HyXHO  HAallOMHHTH  TApTHEPY O
HEOOXOJMMOCTH BBIIIOJHUTH B3SATHIE MM 00s3aTENLCTBA, TO
HAallOMHHAHWE WU TPETCH3WsI (OPMYJIUPYIOTCS CIOKOWHO |
YeTKO, 0€3 Pe3KHX BBIPAKCHHIA.

3. SI3bIK M CTHJIb J1€JIOBBIX M CEM

SI3BIKOM JIETIOBOTO OOILEHUS SIBIISCTCS O(UIIHATBHO-1EI0BOI
CTHJIb — (byHKIIMOHATTEHAS Pa3HOBUIAHOCTH SI3BIKA,
npeaHa3HaueHHas il oOmieHHs B cdepe ymnpaBieHUs, T.c.
CHUCTeMa  S3BIKOBBIX  CIUHHI, TIPUEMOB WX OTOOpa ™
ynoTpeOsieHus,  OOYCJIOBJICHHBIX  COIMAJBHBIMH  3aJadyaMu
peueBoro oOmeHus. PeueBoe oOmienne B cdepe yrpaBieHHS
obnamaer psAaoM cHenupUUIecKux 0coOEHHOCTEH, OOBSICHIEMBIX
YCIIOBUSIMU ~ JICJIOBOTO  OOIICHWs.  YUYaCTHHUKAMHU  JIEJIOBOTO
OOIIECHUST SBJSIOTCS IOPUIMYECKUE JIMIA — OpraHU3alluH,
YUPSXKICHUS, TPEINPUITHS, IOJDKHOCTHBIC JHIA, PAOOTHUKH.
XapakTep U coaep:kaHue WHPOPMAIIMOHHBIX CBSA3EH, B KOTOPHIC
OHH MOTYT BCTYIaTh, 3aBUCAT OT MECTa OPTAHU3AINH B UEPAPXHUH
OpPTraHOB YIIPaBIICHHs, €€ KOMIICTCHIIUH, (YHKIIMOHAIHLHOTO
COJIEpKaHUsl NEATENBHOCTH W Jpyrux (akTopoB. OTHOIICHHS
MEXIy OpraHM3alUsSMHU YCTOWYHMBBI M  PETIAMEHTHPYIOTCS
MIPaBOBBIMU HOPMaMHU.

Crnenmduka neI0BOr0 OOIIECHUS BBIPAXACTCSI M B TOM, UTO
aBTOPOM U aJpecaToM JOKyMEHTa IIOYTH BCETAa SBISICTCS
OopraHuzanysi B IIeJIOM, HECMOTPS Ha TO, YTO B OOJBITUHCTBE
Cly4aeB  JOKYMEHT TOJINUCHIBACTCS  OJHUM  JIUIIOM  —
PYKOBOJIUTENIEM OpraHu3anuu. Jpyras BakHash XapaKTEpUCTHKA
JOKYMEHTHOTO  OOLIeHHs —  aJpecHOCTb  HH(OpMaIuH.
VYrnpasnendyeckas uHdoOpMaIus HE MOXET ObITh HH(pOpManUen
«BoOOmIEe» (Kak Tene-, paawo-, razetHas wuHopmanwms). OnHa
BCErJla HMMEET TOYHBIM ajpec, aapecoBaHa KOHKPETHOMU
OpraHM3allMi WM KPYTy OpTraHM3alWi, TOKHOCTHBIX JIHIl H
pabotaukoB. CymiecTBEHHBIM (DaKTOp JAETOBOTO OOIICHUS  —
IIOBTOPSIEMOCTh  YIIPABICHYECKUX JCUCTBUU M CUTYyalMH, 4YTO




00yCIIOBIMBAET HCIIOJIb30BAHUE OJHMX U TeX K€ S3BIKOBBIX
CPEICTB B CXOJHBIX CUTYaIIUSX.

Hpyrasi xapakTepHas OCOOEHHOCTHh JEJIOBOTO OOIICHHS —
TeMaTH4ecKas OrPAaHMYEHHOCTH KpyTa pelaeMbIx
opranm3zanye 3amad. @OyHKIMM  YYpPEXKACHUS  IOAJAKOTCS
OTMCaHUI0, KJIaccu(UKaIK, perJaMeHTanuu. B pesynbrare kpyr
BOIIPOCOB, OTHOCHUTEJIBHO KOTOPBIX CO3JAOTCSl YIPaBJIECHYECKHUE
JIOKYMEHTBI, HOCUT JIOCTaTOYHO CTaOWJIBHBINA XapakTep. Y CIOBHS
nenoBoro  ooOmeHus  GOPMUPYIOT  CIAEAYIONIME  CBOWCTBA
yhOpaBieHUYeckod — uHbopManuu:  opUIMATBHBIA  XapakTep
nH(poOpMalMy;  AAPECHOCTb; IOBTOPSAEMOCTb, TeMaTH4ecKas
OTPAaHUYEHHOCTh; TMPEABSABISIOT OMNpEIeIeHHbIE TPeOOBaHUS K
yIpaBJIeHYECKOH WHPOpPMaNWU, OT COOJIOACHUS  KOTOPBIX
3aBUCHT 3()(HEKTUBHOCTH JAETOBOTO OOIIEHUS.

OgHo W3 BaxHEWIMX TpeOOBaHMHW K  YIpaBJIEHYECKOU
nH(popManuu 00yCIOBICHO CaMOM CYIIHOCTBHIO YNpaBICHUECKON
NEeSITEIbHOCTH, KOoTopas 3aKJII04aeTcs B MPUHATHH
yIpaBIEHUYECKUX PEIICHUN C IeNIbI0 BO3ACHCTBHSI YIPABISIOIIETO
opraHa Ha ynpasiisieMble 00beKTbl. [IpuHsATHE pelIeHnii OCHOBaHO
Ha TIONYy4YEHUH, TMepepadoTKe M HCIOJIb30BaHUU HWH(MOpMALUU.
D¢ heKkTHBHOCTh YIPaBICHYECKONW NEATENFHOCTH TOJIBKO B TOM
clly4ae SBISETCS JOCTATOYHO BBICOKOW, KOTJA IJIA MPHUHSITUS
UCTONB3yeTcsl WHGOpMAIMs aKTyalbHas, ONTHMAJbHAas, Ba)KHAs
JUISL IESITENBHOCTH OpraHu3alid. AKTYaJdbHOCTh WH(pOpMAIUU
o0OecnieunBaeTcs Kak CaMHM COJAEpKaHMEM JOKYMEHTa, TaK H
CBOEBPEMEHHOCTBIO €ro mepefadd, oOpaOOTKH, TOBEACHUSA [0
3aMHTEPECOBAHHBIX MMOJAPA3JENCHUH W  JODKHOCTHBIX  JIMLL.
TpeboBanue n0CTOBEPHOCTH (00HEKTHMBHOCTH) O3HAYaeT, UTO
JIEJIOBOE COOOIIEHUE JOKHO OTpa)kaTh (PAKTHUECKOE COCTOSHUE
JieN, JaBaTh HEMpPEeIB3sATYI0, OECCTpacTHYIO OIIEHKY COOBITHH.
Y6enuTenbHOCTh (ApryMeHTHPOBAHHOCTD) nHpopmManuu
BbI3BaHA HEOOXOIMMOCThIO MOOYAUTH aJpecara COBEPIIUTh (MU
HE COBEPLINTb) ONpPEJEICHHbIE AEUCTBUSA; OT TOr0, HACKOJIBKO
000CHOBaH JOKYMEHT, OyJeT 3aBUCeTh M €ro HCIOJHEHHE.
TpeGoBaHre MOJMHOTHI TPENINONAraeT, YTO JOKYMEHT JOJKEH



coJepKaTh BCIO HEOOXOAMMYIO HHGOPMAIMIO ISl TPUHSITHS
000cHOBaHHOTO peuleHus. [ myOnuHa U310KeHUsT BOPOCa 3aBUCHUT
OT TeNiell TOKyMeHTa: B WH(GOPMAIMOHHOM IHCHME JIOCTATOYHO
Ha3BaTh (aKTbl WIM COOBITHS, B TMHMCbME-NPOChOE MpeaMeT
MUChbMa JIOJDKEH OBITh TOYHO OO0O3HAYeH M HCYEPIBIBAIONIC
obocHoBaH. HemocrarouyHocTh MH(OPMALMM MOXKET BbI3BIBATH
HEOOXOJMMOCTh  3allpallNBaTh JOMOJHHUTEIBHBIC CBEICHHUS,
MOPO’K/Aasi HEOMPABIAHHYIO IEPEIHCKY.

B Tekcre NOKyMeHTa JOIKEH HCIOJB30BaThCS ONPEIEIICHHBIN
SI3BIK M CTWJIb JIOKyMeHTa. B pe3ynpTare MHOI'OBEKOBOTO
pa3BuTusl B OQUIIMATLHO-IEIOBOM CTHJIE BBIPAOOTAIUCh TaKHE
S3BIKOBBIE CpEJICTBA M CHOCOOBI BBIPAXKEHMSI COZIEp KaHus,
KOTOpbIE TO3BOJISIIOT Hamboiee d3¢ddexkTuBHO (PUKCHPOBATH
yIpaBJIeHYECKYyI0 HH(OpMAIUIO, OTBeYass BCEM TpeOOBaHUIM,
KOTOpBIE NPEeAbABIAIOTCS K Hell. Kaxplil s13bIK, HaKonui B chepe
MUCBbMEHHOTO  JIeIOBOrO  OOIIeHUs  OECIICHHBIH  OIIBIT,
MPEJCTaBICHHbI  yHHU(DUIUPOBAHHBIMH W TpadapeTHBIMH
S3BIKOBBIMU (hOpMaMHM, TPAJULUSIMHU HCIIOJIB30BAHUS 3TUKETHBIX
cpeactB. OCHOBHBIMH OCOOCHHOCTAMH O(DUIIHMATIBHO-ECIIOBOTO
CTMJISL SBJSIFOTCS: HEWTpaJbHBIH TOH, TOYHOCTh U SCHOCTh
U3JI0’KEHUS, KPaTKOCTh TEKCTA.

HeiiTpaabHblii TOH U3JI0XEHUS — 3TO HOpPMa OQUIMAIBLHOIO
JIEJIOBOTO OOLIEHMSI, KOTOPAasi CBUAETEIBCTBYET O JIEJIOBOM OCHOBE
B3aMMOOTHOIIEHUI MeXy aBTOPOM U aIpecaToM JIOKYMEHTa, UX
HEJIMYHOM XapakTepe, HaJUuuu ONPEJCIIEHHON AMCTaHIUU
MeX1y HUMH. [lOCKONBKY yYacTHMKHM JEJIOBOrO OOILICHMS
JEUCTBYIOT OT UMEHH FOPUANYECKHX JIHII, CyOBEKTHUBHBI MOMEHT
B TEKCTaX JOKYMEHTOB CBOJUTCS K MUHMMyMY. Mckiodarorcs
CJI0Ba, 00JIaal0IIe YMOIIMOHAIEHO-IKCIIPECCUBHON OKPAacKo# (¢
YMEHBIIIUTENbHO-IaCKaTeIbHBIMU Cy(pdukcamu, ¢ cydduxcamu
MIPEYBEIUYEHUS U IPEYMEHBIICHUS, MEXIOMETHS U T.I1.).

TouyHocTh  u3NOXKEHHST HeoOXoauma  Juid  oOecredeHus
OJIHO3HAYHOCTH TIOHMMAaHUSl TEKCTa JOKYMEHTa U HUCKIIOYECHHUS
JIBYCMBICJIEHHOCTEH. AJIEKBaTHOCTh BOCIIPHUATHUS TEKCTa aBTOPOM
JNOKyMEHTa M €ro aJgpecaToM 4pe3Bbl4aliHO BaxkHA. lIpu 3TOM



CKOpPOCTh BOCTIPHSITHS TEKCTa HE HMEET 0co00ro 3HAYCHHS,
IIOCKOJIBKY TEKCT JOKyMEHTa — JTO IIMCBbMEHHBIH TEKCT,
paccuMTaHHBIA Ha 3pUTEIBHOE, @ HE CIIyXOBOE BOCIPUSATHUE, U IPU
HEOOXOJMMOCTH OH MOXeT ObITh nepeuyutaH. ToYHOCTH
U3JI0KEHUSL JOCTUTaeTcs YMNOTpeOJIeHUEM TEPMHUHOIOIHMYECKON
JIEKCUKH, MCIIOJb30BaHMEM YCTOHYMBBIX OOOPOTOB — SI3BIKOBBIX
dbopmMyn, OTCYyTCTBMEM OOpasHBIX CJIOB W  BBIPAKEHHIA,
OTPaHMYEHHOW  COYETaeMOCTBIO  CJOB,  MCIIOJIb30BaHHEM
YTOYHEHHH, JONOJHEHUI, OrOBOPOK B BHJE€ BBOAHBIX CJIOB U
000pOTOB, MPUYACTHBIX U JIEETIPUYACTHBIX 0OOPOTOB U JIp.

SlcHoCTh TEKCTa OmpeeNseTcs MPexXJIe BCEro MPaBUILHOCTHIO
€ro KOMIIO3UIIMOHHOM CTPYKTYpBl, OTCYTCTBHEM JIOTHUECKUX
OIHUOOK, TPOTyMAaHHOCTBIO U YETKOCTHIO (DOPMYIIUPOBOK.

KparkocTe  u31m0K€HMS  TEKCTa —  3TO  3KOHOMHOE
HCIIOJIb30BAaHUE  SI3BIKOBBIX CPEACTB, HCKJIIOYEHHE pPEUEBOil
U30BITOYHOCTH. B mucbMax He  JOMyCKaeTcss  HUKaKuX
rpaMMaTH4YecKuX cokpameHuii tuna ['m, don't, we've, u T.m.
Bce a1 ciioBa HyKHO ITUCATh ITOJIHOCTBIO.

SIpkoll  XapaKTepUCTUKOW 3TOTO JEJIOBOTO CTHIIS SIBISETCS
TAK)K€ OTKPBITasi NMYHKTYalHsi, T.€. OTCYTCTBHE HEHYXHBIX
TOUEK M 3aIAThIX. JTO JENAET CTPYKTYpy HHUCbMa Oosiee YeTKOM U
MIPO3pPaYHOM.

4. CTaHIAPTHBIN ACHEKT

KOMIIO3MIIMH 1€JIOBbIX ITMCEM

[log acmekToM mnHcbMa IMOHHUMAETCS MBICIb, BbIpaxkaemas
OJIHUM WM HECKOJIBKUMH TpemioxkeHusMu. Kaxmoe nemoBoe
MHUCBMO MOJKET COJIepKaTb OJWH WM HECKOJbKO AacHeKTOB;
M3JI0KEHUE KaXKJIOTO aclieKTa HAa4YMHAeTCs C HOBOro aOs3ama. B
KauecTBE  CaMOCTOATEIBHBIX  ACIIEKTOB  paccMaTpUBAIOTCA
pedeBbie (PparMeHTHl ¢ OJHOTUITHBIMU PEUYEBBIMU JACHUCTBUSMU —
npock0amu, COoOOIIeHUsAMH, NpuiokeHusIMU. CTpyKTypa MmuchMa
B OTOM CJIy4ae MOXET BBITIIAACTh CIEAYIOMUM oOpa3om: I
Ilpocum.., 1I. Taxoce npocum.., IlI. A makdce npocum...
Brinenenne KaxIoro peyeBOro JECUCTBUS B CaMOCTOSITEIbHBIN




aCTIeKT HEOOXOJUMO TIMOTOMY, 4YTO TIO KaXIoW mpochbe, To
KOKIOMY  TPEUIOKCHHIO  MPUHHUMAETCS  CaMOCTOSITENbHOE
pemieane. CTpyKTypa acmeKkTa OTJIMYAeTCs IKECTKOCTRIO U
OJTHO3HAYHOCTHI0. MHOT0aCIeKTHOE MUChMO MPEACTABISET COOOM
MOCJICZIOBATEIILHO TOBTOPSIOIINECS COJACPKATCIbHBIC AaCICKTEHI,
CHUHTaKcu4ecku odopMieHHbIE B Buie ab3aneB. OO6beM ab3aia
KOJIeOJeTCsl B JCJIOBBIX IMHCHhMax BeChbMa CYIIECTBEHHO — OT
OJTHOTO TIPENJIOKEHUsS 0 CTpaHulll U Oonee. KpacHoii cTpokoii
BBIICTISICTCS. HOBAasi MBIC/Ib, TEMa WM HOBBIM TIOBOPOT TEMBI
MUCHMa.

JenoBple mmchMa H OQHUIMANBHBIE OyMaru O(OpMIISIOTCS
CTPOTO B COOTBETCTBHHM C TMpaBWIaMH PyOpHUMPOBAHMSI.
JlenoBbie TMChMa 9acTO COAEPIKAT PA3IMIHBIC MIEPEYHH, KOTOPHIS
pPa3BUTAIOT, YCJIOXHSIOT CTPYKTYpy NPEIIOKESHHs, HHOTIA
ClIOBOCOYETaHMs. YEeTKOCTb B WIEHEHUHU pPyOpPUIIMPOBAHHOTO
TEKCTa JOCTHTaeTCsi TpU COONIOJCHUU CIEAYIOMUX TMPaBUI:
PUMCKUMHU TTUPpaMH HyMEpPYIOTCSl acIeKThl TUChMa, rpaduaecku
4acTo coBmajaroiie ¢ abds3amamu; apabckue nudpsl 6€3 cKoOOoK
MPEJICTABJISAIOT CPETHUI YPOBEHb WICHEHWsS, B KOHIE PYyOpHK
CPEIHEr0 YPOBHS CTaBUTCS TOYKA, Ia)Ke €CJIM OHU MPEACTABISAIOT
YacTH OJHOTO TPEUIOKEHUs: apaOckue mudpsl co CKOOKaMH |
CTpOYHbIE OYKBBI CO CKOOKaMHU HCIHONB3YIOTCS B KadecTBe
HU3IIETO YPOBHS YWICHCHHUS.

5. CocTaBHBIE YaCTH A€J0BOI0o nNnucbmMa

B Hacrosmee Bpems [ BCEM  JENOBOM  JOKYMEHTAlUU
XapaKTepHO HCIOJIb30BAHUE OJIOYHOM CTPYKTYpbl. CumTaercs,
YTO 3TO B HAWOOIBIIECH CTETIEHW COOTBETCTBYET COBPEMEHHOMY
JNEeT0BOMY  CTWO0. Takoid CTWIb MO3BOJSET, BO-TEPBBIX,
COKOHOMUTH BpeMs, a BO-BTOPBIX, MO//IePKUBATH
eanHoOo0pa3Hyo ¢GopMy IJIi BCEH JENIOBOM JTOKYMEHTAIIUH.
brounas cTpykTypa O3Ha4aeT, YTO MHCHMO MOXXHO Pa30UTh Ha
otnenbHble Onmokum — Jlata, Anpec, 3aromnoBok, [IpuBercTBue,
KonmoBka u T1.m. Yerko ompenencHHas OJIOYHAs CTPYKTypa
MTO3BOJISICT JIETKO COCTAaBHUTh MHUCHMO, a euHOOOpa3Has hopma —
OBICTPO OPUEHTUPOBATHCS B MOTOKE JIEJIOBON KOPPECTIOHICHITHH.
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HezaBucumo oT TOro, mnumiere M BBl JEJIOBOE IHCHMO,
CiykeOHYyI0 3alHCKy WJIH COOOIIEHUE ANEKTPOHHOW MOYTHI, PH
3TOM IKeNaTeNbHO CJIEeI0oBaTh OOIIMM MpPaBUIaM COCTABICHHS
OCHOBHOM 4YacTU JOKyMeHTa. Eciu TOKyMEHT MMeeT XOpOIIyIo
CTPYKTYpPY, @ TaKKe HalucaH XOPOIIMM JIEJOBBIM SI3BIKOM, —
€CTh BCE IIAHCHI, UYTO OH MPOU3BEIET HYKHOE BIIeYaTIICHUE.

1. Berynienne. D10 OOBSICHEHHE TOTO, 3a4eM BBl THUIIETE
nuceMo. ComuuTech Ha MpEAbIayIlIee MHCbMO, 3HAKOMCTBO,
pasroBOp WU IOKYMEHT.

Thank you for your letter of...

It was good to meet you again at last week’s conference.

We wish to hold our annual conference at a London hotel in
October.

[Ipumeuanue. Ecnu Bel HaunHaeTe npeioxenue ¢ Further to
your letter of..., To ero Bcerjaa Hy>KHO POJOJIKATH CIEAYIOLIIM
obpazom: Further to your letter of 15 May, I am sorry for the
delay in attending to this matter.

2. OcHoBHass wuHpopmauus (daktel u 1Mdps). [aiire
OCHOBHYIO MH(POPMAILIMIO CO BCEMHU NOAPOOHOCTAMU, udpamu u
natamu. Jlubo mompocute uHbopManuioo. Bo3MOXHO Takxke
coueTaHue oboux BapuantoB. MHdopmannio HeoOXoauMO JaBaTh
MIPOCTO U SICHO, pa3liefisisl €e Ha OTAeNbHbIe ab3allbl. DTOT pas3aen
JOJKCH MTPUBOJIUTH K JIOTHYECKOMY BBIBOJTY.

3. JeiicrBue (BbiBom). JledicTBHME, KOTOpO€ JOJKEH
NpeAnpUHITh,  uuTatedb. JIubo  neiicTBHe, KOTOpOE  BBI
MpeanpuMeTe. YKaKuTe KOHEUHBIH CPOK, €CITU 3TO HEOOXOAMMO.
B sTOM paznene coolmieHne NpUBOIUT K JTOTHYECKOMY BBIBOJTY.
Please let me have full details of the costs involved together with
some sample menus.

If payment is not received within seven days this matter will be
placed in the hands of our solicitor.

4. KonmoBka. OOBIYHO BCe, YTO HEOOXOIMMO IS OKOHYAHHUSA
COOOMICHUSI, — 3TO TIPOCTOE 3AKIIOYUTEIHHOE TPEIIOKEHHE,
cocrosimee W3 OAHOW CTpOoKU. OHO JOMKHO COOTBETCTBOBATH
COJIEPKAHUIO COOOIICHHUS.
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I look forward to meeting you at next month’s conference.

A prompt reply would be appreciated.

Please let me know if you need any further information.
Ilpumeuanue. Crnenyromue KOHIIOBKH SIBIISTFOTCSI

HE3aKOHYCHHBIMH, MMO3TOMY UX HE CIIEyeT HCIONb30BaTh. Hope

to hear from you soon. Looking forward to hearing from you.

6. IlpaBuya opopmiaeHus

U PEKBU3HUTEI J1€JI0BOIr0 MUCHhMa

OdunuanbHple NHCbMa MUINYTCS HA CHELUANbHBIX OJlaHKaX
nmuceMm ¢opmara A4 niam AS B 3aBHCHMOCTH OT pa3Mepa TEeKCTa
MUCbMa, COOTBETCTBYIOIIMX CTaHAapTy. Bbaank odunumansHOro
UchMa MIPECTABISET coboi JIMCT Oymaru C
BOCIIPOM3BEJICHHBIMU THIOTPapCKUM CHOCOOOM MOCTOSIHHBIMU
ayeMeHTaMu. biaHku MOryT OBITh Kak C YIJIOBBIM, TaK U C
MIPOIOJIHBIM PACIIONOKEHUEM PEKBU3HUTOB.

PexkBU3MTBI — 3TO 00s3aTeNbHBIC TPU3HAKH, YCTAHOBJICHHBIC
3aKOHOM WJIU TIOJIOKEHUSIMM U1l OTAEIbHBIX BUAOB IOKYMEHTOB;
COCTaB M  DACHOJIOKEHHE  PEKBU3UTOB  Ha  OJaHKax
OpPraHU3alMOHHO-PACHOPSIAUTENIBHBIX ~ JTOKYMEHTOB  JOJDKHBI
coorBerctBoBath ['OCT. Cranmaptel Ha (HOpMyIsipbI-00pa3Ibl
yCTaHaBIMBAIOT (OpMaThl M pa3Mepbl MOJNEH JTOKYMEHTOB, a
TaKke TpeOOBaHUS K TIOCTPOCHUIO KOHCTPYKIMOHHOW CETKH,
PEKBU3UTHI U MPAaBUJIAa UX PACIIONOKEHHs. JJOKYMEHTBI COCTOST U3
TPeX OCHOBHBIX 4YacCTeH, KOTOpBIC pacIoyaraloTcs B Ipejesiax
YeTKO  pa3rpaHMyeHHbIXx  30H.  Odopmiienne  OnaHka,
COOTBETCTBYIOIIEE  NPUHIUIIAM  TEXHHYECKOW  ICTETHKH,
MOJIOKUTETIBHO BIUSET Ha BOCIPHUATHE €ro  COJAEpKaHMS.
Hanpumep, yuuThIBasi CBOMCTBO YEJIOBEYECKOTO IJia3a Jierde
(¢buKcUpoBaTh  BEPXHIOID  YacTh  JIOOOr0  00bEKTa, TMpH
oopMIeHHH TOKYMEHTOB CIIEAyeT WX BEPXHIOIO YacTb JeaTh
Oosiee HaCBIIICHHOW. YCTaHOBJIEHHE CTaHIapTa Ha (opMyssip-
oOpaser, BBI3BAHO HEOOXOIMMOCTHIO YHH(HIMPOBATH IPOIECC
ero oopmnenus, 4TO MO3BOJISIET: OpraHu30BaTh
HEHTPAIU30BAaHHOE  HM3TOTOBJICHME  ONAaHKOB I IIHCEM;
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YMEHBIIUTH CTOMMOCTh MAIIMHOMHUCHBIX pPalOT; COKpPaTHThH
TPYA03aTpaThl Ha COCTaBJIECHUE U O(OPMIIEHUE THCEM; 00JIETYUTh
BU3YQJIBHBIA TIOUCK HEOOX0auMON HH(OpMAaINK;, pPaCIIMPUThH
BO3MOXHOCTH OpUMEHEHHUs BBIYUCIIUTENLHON u
OpraHU3AIMOHHON TEXHUKHU MPU 00pabOTKE MHUCEM.

CornacHo ['OCT noKyMeHTBI MOTYT COZIEpKaTh (B 3aBUCUMOCTH
OT HazHaueHwus1) 10 29 pexBu3uToB. OIHAKO HU OJUH JTIOKYMEHT
He Oo(opMIIseTcs] MOJHBIM HAO0OPOM pPEKBU3UTOB. [l Kaxzaoro
BHUJAa JOKYMEHTa OIpEeNeJeH HX COCTaB B 3aBUCUMOCTU OT
Ha3HA4YEHUs.

O0s3aTeIbHBIMH ~ PEKBU3UTAMH  THChMAa  SIBISTIOTCS:
HaMEHOBaHME OpraHM3allMu-aBTOPA; CIPABOYHbIE JaHHBIE 00
OpraHM3alliy; JaTa; perucTPallMOHHbII HOMEpP; CChUIKAa Ha JaTy U
HOMEp MOCTYNMBIIET0 JOKYMEHTA; aJipecar; 3aroJIoBOK K TEKCTY;
MOAINUCH; OTMETKa 00 UCIHOJHUTENE; B CONPOBOAUTEIBHBIX
MUCbMAaX — OTMETKa O HaJIM4YUM IMPUIIOKEHMS; B TapaHTUHHBIX
MUChbMAax — TedaTh. PekBH3UTaMU O(UIIMAIBFHOTO MHChMa
SBIISIIOTCSL:

1)  rocynapcTBeHHBbIH repo;

2) >mOnema OpraHu3aluu;

3) xox mpennpusitus no OKIIO

4)  xox mokymenta mo OKVY/I;

5) HauMeHOBaHHE OpraHu3aluu (MOJTHOE U COKPAIIEHHOE);
6)  TOYTOBHII U TenerpadHbIi aapec;

7)  HOMEp TenedoHa;

8)  Homep (dakca, Teneraiina;

9) HoOMep cueta B OaHKe;

10) nara;

11) wuHAEKC TOKYMEHTa;

12) cchuika Ha MHJEKC U JaTy BXOJALIETO JOKYMEHTa;
13) anmpecar;

14) 3aroioBOK K TEKCTY;

15) Texcr;

16) mnpunoxenHue;

17) mnoamuce;
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18) damwmus u TeneoH UCTIOTHUTEIIS.

COBOKYIHOCTb PEKBU3UTOB O(QUIMATIBHOIO NMUChMa Ha3bIBAETCS
¢popmyasipom. PexBusuthl 1-9 mnewaraioTcs, Kak IpaBHIIO,
tunorpagckuM crnoco6oM. OduuuanbHOe MNHCBMO  SBISETCS
€UHCTBEHHBIM JOKYMEHTOM, Ha KOTOPOM HE CTABUTCS Ha3BaHUE
€ro BUja.

7. Dopma 1eJ10BOr0 MUCbMA

3aronoBok nuceMa (Letterhead)
@upMeHHBIH 3HAK, Ha3BaHUE (UPMBI, aJpec, TeIe(oH,
Tenedakc, TeJIeKe
Wupnexc / cepuika / Reference
Anpec nonyuarenst Inside address
Hara / Date
KonkperHoe nuio / Attention Line
Oo6pamienne / Salutation
Oobee coneprxkanue / Subject Line

9.  Tekct/ Text

10. ®opwmyna BexnuBoct / Complimentary Close

11. Tlommucsk / Signature

12.  JlomxHocTs / Position

13.  Tpunoxenue / Enclosure

14.  Komuu / C.C. Notation

15. Otmetka 06 ucnionaurene / Executed by

3arosioBok (Letterhead) pasmeniaercs B BEpXHEil 4YacTH JIUCTA,
B 3aroJIOBOK BXOJST CJIEIYIONINE PEKBU3UTHI: (PMPMEHHBIN 3HAK;
MOYTOBBIA W TenerpadHbli  ampec; Homepa  TenedOHOB,
TelneTainoB, TenedakcoB. Homep cuera B OaHKe TaKxke
HEOOXOIMMO YKa3bIiBaTh Ha OjaHke muchbMa. Poccuiickue Gupmsl
MUOIYT 3arojIOBOK HAa PYCCKOM U aHTJIMKACKOM SI3BIKaX WJIU
JaTUHCKUMH OYKBaMH.

HNupexc (Reference) ucxondiero J0KyMeHTa — HOMEpP MHUCbMa
U €ro ycjJoBHOE 0003HaUE€HHE — OOBIYHO COCTOMT U3 HECKOJIBKUX
4acTeil: WHACKC CTPYKTYPHOTO TMOMAPA3JCICHUs, WHACKC IO
HOMEHKJIaType  Jel  Kiaccudukaropa  KOPPECHOHICHTOB,
WCIOJIHUTENEH, TOPSAIKOBBII HOMEP HCXOIAIIEr0 IHChMA,

N —
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nanpumep, Ne 2/16-2955 uau 18/275. Ccpiika Ha WHACKC U AATy
BXOJSILEr0 JOKYMEHTa paclojlaraeTcsl HMKE HHAEKCa M JIaThl
MCXOMAUIETO JOKYMEHTa. DTOT PEKBU3UT MPUCYTCTBYET TOJIBKO HA
6manke ans nuceM. ConocTaBiieHUE JaT OTIIPABKU U MOJTYyYEeHHUs
MMUCEM JIaeT TPEJICTABICHUE O CTETIEHH ONEPATUBHOCTH PAOOTHI
yUpeXkAeHus ¢ KoppecnoHaeHuuei. IIpu ccbuike Ha BXOASILIMIMA
JOKYMEHT CJIOBA «HAID, «BAID» YIOTPEOISATh HE PEKOMEHYETCS.
Haubonee paunonanbHa Takas ¢opma 3Toro peksusuta: Ha Ne
____om__. Hu B KOEM ciiy4yae He CIIeAyeT MOMENIaTh ITH JaHHbIC
B CAMOM TEKCTe IMUCcbMa. BHJ 3TOro pekBU3UTa B MUCbME JIOJKEH
ObITh cnenyromum: «Ha Ne 4520/144 om 17.05.01 ».

Anpec noayuartenss nucbma (Inside address) pasmemaercsa B
JIEBOM CTOpOHE OJIaHKa MOJ CChUIKOH. AJpecaT — HAUMEHOBaHUE
U aapec Todydarens mucbkMa (HaMMEHOBAaHUE M aJipec
OpraHu3aliy, CTPYKTYPHOH YacTH OpraHW3alud, (QUPMBI WIN
bamunus M aapec JMLA, KOTOPOMY HAmpaBiseTCss IHCHMO),
yKa3bIBaeTCsl Ha BEPXHEW NpaBOM CTOpOHE OjaHKa MHCbMa. JTO
BHYTpPEHHUH ajpec nuchbMa. B agpecate Ha3BaHue opraHu3aliu-
mojryyatessi THIIETCS B WMEHHTENBHOM Tmanexe. Hanpumep:
Hosocubupcroe obvedunenue « Okcudy. ITO 1ENAETCS C yUYETOM
MaIMHHON 00paboTkH. B mensx yckopeHHs HCIOTHEHHS NMHUChMa,
ecliu  u3BecTHa  (amwius  JuIa, Kotopoe Oymer  ero
paccMaTpuBaTh, PEKOMEHIYETCS YKa3blBaTh M OTY (HaMHIIHIO.
Cornacno I'OCT npu HanpaBiieHUM MHCbMA JOKHOCTHOMY JIUILY
Ha3BaHUE OPTaHU3AIMM YKA3bIBACTCS B UMEHUTEIILHOM TaJiexke, a
JOJDKHOCTB U (haMmiust — B JatenbHoM. Hanpumep: Kemeposckoe
AO «lpanumy A.H. Cmupnosy. Ecam mnucbMmo ajapecyercs
PYKOBOJUTENIO OpPraHMU3alUU, TO HAMMEHOBAHUE OpraHU3aALUH
JIOJDKHO BXOJIUTH B COCTaB HAWMMEHOBAHUS JOJDKHOCTH alpecaTa.
3HaKM TpenvHaHUs BO BHYTPEHHEM ajpece MOryT ObITh
omyieHsl. HanMeHoBaHue opraHu3anuu, UMs U (paMuiInio Juia,
KOTOpPOMY IHCBMO aJpECOBAHO, CJIEAyeT MUCaTh TaK, KaKk OHH
JaHbl Ha HMCXOJIICH OT 3TOW OpraHW3allii KOPPECTIOHACHINH
WINM KaK B CIpaBOYHUKE. B cocTaB pekBU3UTa «aapecar» MOXKET
BXOJHTH MOYTOBBIN anpec. [lopsinok u hopma 3amucu cBeIeHU O
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[IOYTOBOM M TeyerpapHoM ajpecax OpraHu3alud JOJKHBI
COOTBETCTBOBATH [10YTOBBIM IpaBUIAM.

Poccmiickuii anpec: pecrnyOnmka; o007acTh, Kpal; HHIEKC
ropoja, ropoj; yJjula, HoMep AoMa; (uUpMa WIM KOHKPETHOE
JUILIO.

EBponeiickuii aapec:

®dupma: Continental Supply Company

Howmep, HazBanue ynuupl: 321 Six Avenue

I'opon, Ha3Banue mrara win rpadersa: New York, N.Y. 11011

Crpana: USA.

Bpuranckuii agpec:

Anpecar: Ms J. Simpson

Homxkuocts: Foreign Rights Manager

®upma: Chapman & Hall Ltd.

Howmep, nazBanue ynunpl: [/ New Fetter Lane

I'opon, Ha3Banue mtaTa uiu rpapcersa: London EC4P 4EE

Crpana: England

AMepHKaHCKHIl aapec:

Anpecat: Ms A. Arafel

HomxHocTs: Product Information Manager

®upma: McCraw-Hill Book Co

Howmep, HazBanue ynunsl: 1221 Avenue of the Americas

I'opon, Ha3Banue mrata uinu rpadcera: New York, N. Y. 10020

Crpana: US4

OOpatuTe BHUMaHWE HA TIOYTOBBIM HHIEKC M COKpAICHUE
Ha3BaHUIl ITATOB.

IloutoBBII aapec HE MPOCTABIAETCS HA  JIOKYMEHTax,
HamnpaBsIEeMbIX B IPAaBUTEIbCTBEHHBbIE  OpPraHU3allUM U
MOCTOSTHHBIM KOPPECTIOHIEHTaM — B 3THX CITydasiX [eIecoo0pa3zHo
NPUMEHATh KOHBEPTHI C 3apaHee Hale4aTaHHBIMH aJpecamH.
Ecnu mmcemo azpecyercs o¢uuuanbHOMY JMIy, TO CHadaja
yKa3bIBa€TCsl JTOJDKHOCTb, 3aTeM (paMuiMsg M MHUIMAIBI, 3aTeM
aapec opranuzauuu. Eciu muceMo ajgpecyeTcssi 4aCTHOMY JIMILY,
TO CHayajla yKa3blBalOTCS IMOYTOBBIM HMHAEKC M aJpec, a 3aTeM
dbamunust 1 waAIAATEL morydarens. Cornacao [OCT wHUIEAIBI
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CTaBSATCS TOCIE (paMHIMH BO BCEX CIIydasX, KpoMe moanucu. B
MOANUCH WHUIMANBI MpeAmecTByoT (pamunuu. Ecom numo, Ha
UM KOTOPOrO MUILETCS MUCbMO, UMEET YUEHOEe 3BaHUE (YUEHYIO
CTENeHb), TO CIeAyeT yKa3blBaTh ero mepen damunuein. Umsa u
aJipec MoJryyaTessl T0JKHBl HAXOIUTHCS Ha Pa3HbIX CTpokax. Mms
mosydaresisi HY>KHO YKa3plBaTb B TOYHOCTH TakK, Kak OH
MOAINKCHIBAET CBOM mNHcbMa. Hampumep, ecnu moiydarenb
noanuckiBaetcss Douglas Parson, uMeHHO Tak U HY>XHO THUCATh
ero ums, no0aenss nepenr HuUM Mr. Ecinum nucbMO umeeT
KOH(UICHIMANBHBIM XapakTep, 3TO OOBIYHO YKa3bIBaeTcs B
oTnenbHOM cTpoke Haa anpecom - CONFIDENTIAL. Oty
MOMETKY MOXKHO JeNlaTh C TOMOIIBI0 CHUMBOJIOB BEpPXHETO
peaucmpa Uy noO4epKUBaHUs.

Mara (Date) mpocraBisiercss B JeBOM BepxHem yriy. [larta
JOJKHA OBITh MPHUBEAEHA MOJMHOCTHIO. JlaTol muchMa cuuTaeTcs
nata ero momnucaHus. OHa CIY)XUT TOWUCKOBBIM TMPU3HAKOM U
UCIONB3YeTCSl INpU  CChUIKE Ha nuchMo. JlomyckaroTcst
COKpallleHUs Ha3BaHUM MecsueB. Eciu gatel B mHCbME
opopmisIFOTCST  TU(GPOBBIM  CITOCOOOM,  DJIEMEHTBI  JIAThI
MPUBOJATCS B OAHOW CTpoke apabckumu nudpamMu B Takoi
MOCJIEZIOBATEIBLHOCTU: YHUCIO, Mecsl, rod. Hucio, mecsi u roj
3aMMCHIBAIOTCS TpeMsS JBYX3HAUHBIMH IUdpamu. Hanpumep,
15.10.01 (nomyckaetcst ¥ uHas 3anuch: /5.10.2001). Ecnu uncio
WM Mecsll 0003HaYaroTcst oHOM nudpoii, To mepea Hel CTaBUTCS
Houtb. Hanpumep, 12.01.01. Tlocne nByx mudp, 0003HATAOIINAX
YUCIIO W MeCAl, CTaBATCA TOYKH, Tociae AByX uudp,
0003HAYaIOIIKX I0JI, TOYKA HE CTABUTCH.

Jns BeukoOpuTAHUM XapaKTepeH CleAyomui Gopmar IaThl:
JICHB/MECAI/TO. 3amsThie He HCIIONIB3YoTes. [ 2 June 2005

B CIHIA wu HEKOTOphIX JAPYTUX CTpaHaX MCIOIb3yeTCs
clenyrommidi (opMaT IaThl: MECSIY/ICHB/TOA, IPUYEM IIOCIE JTHS
qacTo cTaBUTcd 3anartas. June 12, 2005

Yka3zanme Ha KOHKpeTHoe Jmno (Attention Line)
pa3MeniaeTcss HEMOCPEACTBEHHO IO BHYTPEHHUM aJpecoM U
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BCEr/a MoJYEepPKUBACTCS. Hanpumep: Bu.: [-n FO.P. Hsanos /
Attention: Mr. B. Willson

Oopamenne (Salutation) sBiIsIeTCS HEOTHEMJIEMOW YaCTBIO
JIEIIOBOTO MUChMAa U pa3MENIaeTcs MOJ BHYTPEHHUM aJpecoM Ha
OTAEJIBHON CTPOKE. Hanpumep: VYeaowcaemvie 2ocnooa,
Veaowcaemviii 2ocnooun, Yeasicaemasn 2ocnooica. 3apyOeKHBIMU
dbupmamu ynorpeOisiroTes cienyromue odpamienus: Gentlemen,
Ladies. Ctporo ocdunmansuo: Sir, Sirs, Madam, Mesdames.
Odwunmaneao: Dear Sir, Dear Sirs, Dear Madam, Dear
Mesdames. Menee odutmansno: Dear Mr. Allen, Dear Messrs
Allen and Cooper, Dear Mrs Allen, Dear Mmes Allen and Cooper.

AMepukaHcKue (QUpPMBI UCNONB3YIOT oOpauieHue Gentlemen,
anramiickne Qupmsl ynotpednstor Dear Sirs. Ecnu B anpece
MUChMa BbI YKa3ald UM MOJydareis (a He MPOCTO Ha3BaHUE
KOMITAHUH), TO HEOOXOJWMO HayaTh MHCHbMO C JIMYHOTO
npusercTBus - Dear Mr Smith.

Ecnu muceMo afipecoBaHO OpraHM3alvU, a HE KOHKPETHOMY
YeloBeKy, TO CJEAyeT UCIOJb30BaTh Oonee (opmanbHOoe
npuserctBue  Dear  Sirs. Ecium  muceMo  aIpecoBaHO
PYKOBOJIUTENIO OTAeNa WM OpraHu3alud, 4Ybe UMS BaM
HEU3BECTHO, TO CleAyeT UCToab30BaTh Dear Sir or Madam.

Yka3anue Ha o0mee cogep:kanue nucbma (Subject Line) He
SBIISICTCS 00S3aTENLHBIM, ITOMEIIACTCS TIePE]l OCHOBHBIM TEKCTOM
Ha OTHENBbHON CTpPOKe, MOAYEPKUBACTCS, YKa3bIBAe€TCS HOMEP
KOHTpaKTa WM JPYroro JOKyMEHTa, O KOTOPOM MOWIET peyb B
nuceMe. Hanpumep:

Ommuocumenvro.: Cmpaxosou noauc Ne 714085

Re: Policy 714096

In re: Letter of Credit 12/547

Subject: List of Addresses

Re; In re — no deny, kacamenbHo, OMHOCUMENLHO

3aronoBOK K TEKCTYy JOJDKEH OTpa)kaTh OCHOBHOW BOTPOC,
3aTPOHYTBIA B TUChbME, W OBITh KPAaTKUM ¥  EMKHM,
chOpMyIIMPOBaHHBEIM B OAHOW (pasze. 3aroioBOK MOMeEIIaeTcs
nepen TekcToM muchbma. OOBIMHO OH HAXOJIUTCS Yepe3 OIHY
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CTpOKy mocne mpuBercTBud. Kak mnpaBuio, g 3arojoBKa
WCIONB3YIOTCS CHMBOJIBI  BEPXHEr0 pPETUCTpa, HO MOXKHO
HCIOJIb30BaTh  TaKXe  IEpBble  MPOMHCHbIE  OYyKBBI U
MOIYEPKUBAHUE BCETO 3ar0JIOBKA.
INTERNATIONAL CONFERENCE — 23 September 2006
CopeprkaHue MucbMa BhIpaXkaeTcsi B HeM (OpMOit MPesIoKHOTO
majiexa ¢ TMpemoroM «o» («o0»). KaBblukamu 3aroiioBok He
BBIJICTISICTCSI, TIUILIETCS C MPOMHUCHON OYKBBI M HAUWHAETCS Cpaszy
OT JIeBOTO ToJisi mucta. Hanpumep: O6 opeanuszayuu vle30HOU
mopzoeau no koumpakmy Ne 33-02/567. 3aronoBoK He JOJIKEH
MpEeBBILIATh JBYX CTPOK; €CJIM K€ CTPOK JIBE, TO yHOTpeOiseTcs
ab3ar. 3aroloBOK JOJDKEH COCTaBJISITh HEMOCPEACTBEHHBIH
WCTIOJTHUTENb, KOTOPBIA IIydlle, YeM KTO-TUOO IpyToi, 3HaeT
comepxkanue nokymeHta. COTpyAHUKY, pa3OuparolieMy IouTy,
JOJDKHO OBITH  JTOCTaTOYHO IPOYHMTATh 3aroJOBOK, YTOOBI
OTpeAeNuTh, K KaKOH KaTeropuu TIHCEM OTHOCUTCS JIaHHOE
MUCHMO U Ky/ia €ro CJEyeT HalpaBHTh, YTO OCOOEHHO BAXKHO B
TeX Cilyd4asxX, KOTJa B aJpecare He YKa3bIBaeTCs KOHKPETHOE
JUI0, KOTOPOMY aJpecoBaHO NHUChMO. Kpome Toro, Oerblii
B3[JISII Ha 3arolioBOK  MOXKET U30aBUTh COTPYIHUKAa OT
HEOOXOJMMOCTH  TIEPEUMTHIBaTH  MHCHMO  TOJNHOCTHIO. He
PEKOMEHYETCSI B 3aroJOBKE YIOTPEONATh CIOBa «KacaTelbHOY,
«kacaetcsk». Taxke He cleayeT HucaTh «IO JEIy», TaK Kak
JAaHHOE BBIPAXXCHHE MPUHATO B IOPUANYECKON MPAKTUKE.
OcHoBHOii Teker mnmcbma (Text) sBisercss OCHOBHOM
CMBICTIOBOM YacThIO MHUChbMa. MakcuManbHas AJMHA CTaHIApTHOM
CTPOKH O(PUIIMATHHOTO MUChMa paBHA 64 MEYaTHBIM 3HAKaM, 4TO
coctaBisieT okoso 17 cm. OObIuHO cTpoka BMeniaeT 60-62 3Haka.
Beibop TakoW IMHBI  CTPOKM  OOBSACHSETCS  HamOoiee
ynotpebasiembiM popmatom A4, a Takke TEM, 4TO, UATasi TEKCT,
MBI, KaK MpaBWJIO, JEPKUM €ro Ha pacCTOSHUU OKOJIO 35 cM OT
rJ1a3, a yroil CeKTopa Hauiydlledl  BOCIPHUHUMYHUBOCTH
yenoBeyeckoro ryaza paBeH 30 rpagycam. Tekct 0OBIUHO
pa3zbuBaeTcs Ha ab3albl, MEXAYy KOTOPHIMU UMEIOTCS MHTEPBAJIbL.
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Kak mnpaBwio, Takux a03aineB Tpu, MOCICAHUM TPEACTABISIET
co00i1 3aKTIOUUTETBHYIO (Ppasy BEKIUBOCTH.

3akmounrtenbHasa ¢opmyna pexauBocTH (Complimentary
Close) momeriaercss Mo TEKCTOM MHUCbMa C TPaBOW CTOPOHBIL.
Camble pactipocTpaHEeHHBIC BapuaHTHI KOHIIOBOK: Yours faithfully
(ucmonb3yercs TONBKO B COYETaHWUW C oOpamienueMm Dear
Sir/Sirs/Sir or Madam) w Yours sincerely (Mcmonb3yeTcs B
COUYETaHWM C JUYHBIMH oOpamieHusMu). Ctporo odunmansHo: C
veaxcernuem, Yours falthfully, Yours truly, Falthfully yours, Truly
yours. Opuunansno: Hckpenne, Yours sincerely, Sincerely yours,
Sincerely. Menee opunnansuo: Cepoeuno, Yours cordially.

Iopnuer  (Signature) mnomemaercs  mox  (opmyJon
BEXIIMBOCTH CJIEBA MOJI TEKCTOM MUChMa cpa3y oT moist. B cocras
MOANKCH  BXONAT  HAaWMEHOBaHHE  JOJDKHOCTH  JIWIIA,
MOJIMMCHIBAIOIIETO THUCHMO, JINYHAS TIOANNCH U €€ paciur(ppoBKa.
[Tocne KOHIIOBKM HY>KHO MPOMYCTUTH 4-5 CTPOK, YTOOBI OCTaBUTH
MECTO /sl MOoANnucH. VIMs OTIpaBHUTENS MOKHO HAIKCaTh Kak
YTOAHO — LEIUKOM TMPOMHCHBIMU OyKBamH (T.€. C TIOMOIIBIO
BEPXHETO PETUCTPA) WIIM HCIIOIB30BATh BEPXHHUH PETHCTP TOIBKO
Ui TiepBbIX OykB. JIOMKHOCTH OTHpaBUTENs (UM Ha3BaHUE
OTJerNa) JOJDKHA OBITh YKa3aHa HEMOCPEICTBEHHO B CIIEAYIOMICH
ctpoke mon wumeHeM. OOparure BHUMaHue, u4to Mr He
WCTIOJB3YETCs, €CIM aBTOp MHCbMa — MyK4nHa. Ho ecnmu aBTOp
— JKCHIIIMHA, TO OOBIYHO B CKoOkax moOamistorT (Mrs). Eciam
JIeTIOBBIE TIMChMA MUY TCS Ha OJTaHKaxX YUpEeKICHHIA, TO Ha3BaHHUE
yupexXJIeHuss B TOANUCH He YykasbiBaetcs. Hanpumep: C
yeadcenuem,  Ilempos  B.A. Ynpasnarowuii  oupexmop
«MHBECTYy;. Falthfully yours, ”Dennis J. Stenberg, Manager.

JlBe moammcu CTaBATCA B TOM Cllydae, KOT/Ia HEOOXOAUMO
MOATBEPAUTh ACHCTBUTEIHHOCTh TEPBOM MOAMHCH, a TaKXkKe B
0c000 OTBETCTBEHHBIX [TOKYMEHTaX, HAlpUMep B TNHCHbMax IO
(bMHAHCOBO-KPEAUTHBIM BOIIPOCaM, HaIpaBisieMbIM (UHAHCOBO-
0aHKOBCKUM YYpEeXKIEHHUsIM. B Takux MUChbMax BCET/Ia CTaBHUTCS
MOAMNKUCH TIIaBHOTO (cTapiiero) Oyxranrtepa mpenmpustus. [Ipu
MOJIMMCAHNU TIHCbMa HECKOJIBKUMH JIOJKHOCTHBIMH JIUIIAMU WX
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MOAMKICH PACIOJIaraloT OJIHY IO IPYTOil B OCIIEIOBATEILHOCTH,
COOTBETCTBYIOIIEH 3aHMMaeMoil JoJpKHOCTH. [lpm mognmucanum
MHUCbMa HECKOJbKUMHU JIUIAMH, 3aHUMAIONIMMU OJIMHAKOBBIC
JOJKHOCTH, UX MTOAMKCH PacIioiararoTcsi Ha OJTHOM YpOBHE.

Bce sx3emmuisipel muceMm, OCTaroIIMeCs B Jejiax OpraHu3allui,
JOJDKHBI  COAEPKaTh MOMJIMHHBIE TMOJIUCH JOJKHOCTHBIX JIMIL.
Ecnun nomxHOCTHOE W10, MOAMHCH KOTOPOTO 3aroTOBJIEHA Ha
MIPOEKTE MHCbMA, OTCYTCTBYET, TO MUCHMO IMOANUCHIBAET JIUIO,
HCTIOJHSIONIEE ero 00s3aHHOCTH, WIIH €T0 3aMecTutelb. [Ipu aTom
00s13aTeNbHO  yKasbIBaeTcs  (pakTHUeckas JOJKHOCTh JIUIIA,
MOAMMUCABIIETO TMUCHMO (HallpuMeEp, «H.0.», «3aM») U €ro
¢dbamunus. He pekomenayeTcst HOAMUCHIBATH MUCHhMa C MPEAIOTOM
«3a» WIM TPOCTABICHUEM KOCOW 4YepThl MEepel HAaNMEHOBAaHUEM
NOJDKHOCTH. Eciam mucbMo 3a OTHOpaBUTENsS JOJKEH MOJINUCATH
KTO-TO JIPYTO#, TO OOBIYHO TIepe]] MMEHEM OTIPABUTEIIS MHUIIYT
for unu pp.— 3TO COKpalleHHO per procurationem, 4TO O3HAYAET
«OT uMeHW» Koro-mbo. Iloammcanne MTOKyMEHTa SBISICTCS
OJIHUM M3 CHOCO00B yaocToBepeHus ero. OdunuanbHOe MUCEMO
0€3 MOAMKICH HE UMEET FOPUIMUECKON CHUJITBI.

Ykazanne Ha npuioxkeHue (Enclosure) nomemaercs mocie
TEeKcTa B JIeBOM wyacTH nuchbMma. CaMblil pacrnpocTpaHEHHbIN
crocob yka3zaTh Ha TO, YTO B MUCHME €CTh BIIOKECHHS, — 3TO
Harucath Enc win Encs BHU3Y mUChMa, IPOITYCTUB OJHY CTPOKY
Mocje JIOJDKHOCTU otnpaButens. [lpunoswcenue: Konmpakm.
Enclosure: (Encl.) Contract. OTMETKa O HAJIUYUW TPUIIOKECHHS
JIeNIaeTCsl, €CNIU K MUChMY MPUIIOKEHBI KaKHue-TH00 TOKYMEHTHI. B
JIEBOM HIDKHEM YTy THUCbMa Cpa3y OT TMOJIsl CTAaBUTCS CJIOBO
«IIpunoxxenne», 3aTeM NOMEIIAIOTCA HAa3BaHUA MPUIIATAEMBbIX
JOKYMEHTOB B IIM(PPOBOH IOCICIOBATEILHOCTH C YKa3aHUEM
KOJIMYECTBA OK3eMIUIApOB U JucToB. Kaxknoe Ha3BaHue
pacnojlaraercsi  Ha  oThaenpbHOM  cTpoke.  [lom  cioBoMm
«IIpunoxxenne» HUKakas 3aluch HE MpPOU3BoAUTCA. Hanpumep:
Ipunosicenus. 1. Konus konmpaxkma c ¢pupmoti «Kennep» na 3 1.
6 1 9k3. YKazaHue Ha HaJlu4ue NPUJIOKEHHUS, YIIOMHUHAEMOrO B
TEKCT€ TMHChMA, MOXET OBITh CHENaHO B TaKOM BHJE:
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Ipunooscenue: na 1. 8 9K3. DTOT PEKBU3UT MOKET
ObITh 3aroToBlieH Ha OjaHke mucbMa. B cOpormropoBaHHOM
MPWIOKCHUN KOJMYECTBO JINCTOB He YyKasbiBaercs. Camu
JIOKYMEHTBI, BXOJSIINE B COCTaB MPWJIOKEHUS, JOJDKHBI UMETh
BCE HEOOXOIMMBIC PEKBU3UTHI: HAMMCHOBAHHWE BUAA JOKYMCHTA,
3arojioBOK, JaTy, moAamuch. KpoMe TOro, Ha NpPUIIOKEHUSX B
BEpPXHEM YTIIy CIpaBa JeJIaeTCs OTMETKA, YKa3bIBAIOIIAsl HA CBS3b
MPUJIOKEHUS C OCHOBHBIM JIOKyMEHTOM. Ecnu mnpuioxxeHue
SIBJIICTCS. CAMOCTOSITEIILHBIM JIOKYMEHTOM, TO OHO HAIPaBIISCTCS
C COMPOBOAUTENHHBIM MMHCEMOM.

Yka3zanne Ha konum (C.C. Notation). Yka3piBaeTcs, Kyaa U
KOMY HAampaBJSIOTCS KOIMHUHU, Pa3MENIaeTcsl MOJ MPHIOKEHUEM.
Ecnu Hy>XKHO OTIIPaBUTH KOIHIO MTUChMA TPETheMy JIHIY (OOBIYHO
W3 OpraHu3aldyd OTHpPaBUTENs), HAa O5TO MOXHO YKa3aTh C
moMoIIs0 abopeBuarypsl cc (copy circulated mmu courtesy copy)
win crnoBa Copy, 3a KOTOPBIM cJeayeT HMs U JOJKHOCTD
MoJTydaressi Komud. Eciu Komuu HY>KHO OTHPABHTH JIBYM HITU
0oJiee mosrydaTensiM, TO OOBIYHO UX MEPEUUCISIOT B ajapaBUTHOM
TTOPSITKE.

Copy Edgar Mason, Managing Director
Joanna Yung, Secretary
Andrew Wilson, Accountant

Eciu aBTOp muchMa He X04eT, YTOOBI MOJTyvaTelh MUChMa 3HA,
YTO JaHHOE€ THUChMO TIONYYUT TakKe TPEeThe JHIO, TO
ucnons3yite abopeBuarypy bee (blind courtesy copy). Koneuno,
3TO HE CleAyeT YKa3blBaThb HAa OPUTHMHAJE MHUCHbMA, a TOJBKO Ha
KOTTHUSIX.

OtMmeTka 00 ucnojHHMTENe (COCTaBUTENE MHUChbMA) BKIIOYAET
(haMUIMIO UCTIONHUTENT U HOMEpP €ro Cly’)keOHoro tenedoHa H
TIOMEIIIAeTCs Ha JTUIEBOM CTOPOHE MUCHMA.

KonBeptr. Agnpec Ha KOHBEpPTE [OJDKEH COBNAAATh C
BHYTpeHHUM ajpecoM. Ha xoHBepTe ykaswiBawoTcs: Agua — Air
Mail; Cpounas oocmaska — Express Delivery, Express Urgent;
3axasznoe — Registered; [lo eocmpebosanusi — Post Restante;
Jluunoe — Private; /[ns nepedauu — Care of (c/o).
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Qopaszey 0en068020 nucbMa HA AH2AUTLCKOM A3bIKE

15 October 2008

Mr James Hilton

General Manager

JMK Co Ltd
34 Wood Lane
London
Great Britain WC2 5TP
Dear James
2009 BUSINESS CONFERENCE, 10/11 DECEMBER 2009

I have pleasure in inviting you to attend our special conference
to be held at Sheraton Hotel, London on Thursday/Friday 10/11
December 2009.

This intensive, practical conference for businessmen aims to:

e increase your business productivity
e enable networking with business partners

The seminar is power-packed with a distinguished panel of
professional speakers who will give expert advice on many useful
topics.

If you would like to join us please complete the enclosed
registration form and return it to me before 30 August with your
fee of £50 per person.

I look forward to seeing you again at this exciting conference.

Yours sincerely
John Smith
Conference Secretary

8. Kiaccudukanusa nucem

CyIiecTByeT HECKOJIBKO BHIOB KJIacCCHU(UKAIIUU  JCIIOBBIX
IIMCEM, B OCHOBC HX JICKAT HC pastquIe IIoAX0JbI, a pa?)JII/I‘-IHI:Ie
KJIacCU(PpUKAIMOHHBIE TIpU3HaKu. [lo TeMaTWyeckoMy MpPHU3HAKY
MPOBOAUTCA B JIOCTAaTOYHOM MEPE YCIOBHOE pa3lciiCHUE
KOPPECIIOHICHITAHN Ha JIEIIOBYTO u KOMMEPUYECKYIO.
KOMMep‘-ICCKI/IC II1McCbMa COCTABJIAKOTCA HpI/I 3aKJIFOUCHUN U
BBIITIOJIHCHUN KOMMGp‘ICCKOﬁ CACJIIKM OT HMMCHH HOPpHUANYCCKUX
JIUI] 1 4aCTO UMCHOT HpaBOByIO CI/IHy. I[e.HOBBIe IIMcbMa peH_IaIOT
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OpTraHU3aIlOHHBIE BOMPOCHI, TPABOBBIE NPOOJIEMBI, a TaKXKe
BONPOCHl ~ 3KOHOMUYECKUX  OTHOLICHMH  KOPPECIOH/IEHTOB.
Mmuoroo6pasue GopM ¥ TEMATHYECKUX PA3HOBUIHOCTEH JCITOBBIX
IUCeM OTpaXkaeT MHOrooOpa3ue paccMaTpUBaeMbIX B HUX
BOIIPOCOB — OT KOPOTKHUX COOOILEHUH, paCIMCOK, MpUIIalleHUui
70 MHOTOCTPAaHHWYHBIX MpPOTOKOJOB. [lo ¢yHKIMOHATBEHOMY
MIPU3HAKY JIEIOBBIC NMMChMa ACTATCS Ha MHUIMATHBHBIC TUCHMA U
nucbMa-oTBeThl. [lo mpu3Haky ajapecara JeloBble NHUCbMa
JeNsATCsT Ha OOBIYHBIE M IMPKYJsipHbIe. LlMpKynspHOE MHCHEMO
HanpaBJsIeTCss U3 OJHOTO0 MCTOYHHKA B HECKOJIBKO aJpecoB, Kak
MIPaBWIO, TIOMYMHCHHBIX WHCTAHIWK (opranu3aruii). [lo dopme
OTIPABJICHUS MOXXHO BBIICIUTh HApSay C TPaJAULMOHHBIM
MTOYTOBBIM OTITPaBIICHHEM AIIEKTPOHHYIO JIETTOBYIO
KOppECTIOHIEHIINIO U (pakcoBble oTnpaBiieHus. [Io cTpyKTypHBIM
MPHU3HAKAM JIEJIOBBIC MHChMa JAETATCS Ha pEerjJaMEeHTHPOBAHHBIC
(craHmapTHBIE) W HEperJaMeHTUPOBAHHBIE (HECTaHAApPTHHIE).
PernmameHTHpOBaHHBIE TUCHMA COCTABIISIOTCS MO OMPEICICHHOMY
oOpa3iy (9TO KacaeTcss HE TOJbKO CTAaHAAPTHBIX acCIEKTOB
coJepkaHus, HO U opmara Oymaru, cCOCTaBa peKBU3HUTOB U T.II.).
HepernameHTupoBaHHOE /A€JI0BOE MUCBMO IPEACTABISAET COOOM
aBTOPCKUH TEKCT, peaju3ylolmuiics B BHUAE (QOpMalbHO-
JOTMYECKOT0 TOBECTBOBAaHUS WJIM 3THKeTHoro tekcra. Ilo
KOMIIO3UIIMOHHBIM OCOOCHHOCTSIM JICJIOBBIE NMUChMa JETATCS Ha
OJTHOACIEeKTHbIE W MHOroacnekTHble. OIHOACHEKTHOE IMUCHMO
paccMaTpuBaeT OAHY MPOOJieMy, BOIMPOC, a MHOTOACIIEKTHOE —
HEeCcKoJbKO. TakuM 00pa3oM, CIOXKHOCTb MpEeAMETa OTpa’kaeTcs
BO MHOXKECTBE IIOJIXOJIOB K €ro HM3yYeHHI0 W BO MHOXKECTBE
KJIaCCU()UKALMOHHBIX TOAXO/IOB.
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UNIT 11

Tunbl 1e;10BOM KOPPECMOHACHIINHT

1. HekoTopblie BHABI MHCEM
CV (Curriculum Vitae) — aBrobmnorpadus
Resume — pesrome
Letter of recommendation for a private individual -
pEKOMEHIaTeIhHOE TUCHMO ISl YACTHOTO JINIIA
Testimonial - xapakTepucTuka
Mail shot/circular - paccpuika/uHPpOpPMALMOHHOE TUCHMO
Job application — 3asiBka o nmpueme Ha paboTy
Report — oryer
Response to annual report - OTBeT Ha rO0BOM OTYET
Advertisement — 0OBsIBICHHE
Invitation - mpurnamenue
Contract — KOHTPaKT/AOTOBOP
Enquiry — 3ampoc
Counter-inquiry - BCTpe4YHBIH 3ampoc
Offer — npennoxxenue
Accepting of the offer — mpunsaTHe npennoxeHus
Order — 3aka3
Withdrawal of the order - oT3bIB 3aKa3a
Confirmation of the order — moaTBepKaeHUE 3aKa3a
Rejection of the order — oTkOHEHUE 3aKa3a
Changes in business - U3MEHEHUs yCIOBHMA
Payment - nmnaTex
Reminder of payment— Hanmomuuanue 06 oriaTe
Complaint — peknamanusi, xanobda
Claim - TpeboBanmue
Clarification — BeIsICHEHHE
Analysis of goods — skcnepTrsa ToBapoB
Notification of a control examination — yBegomienue 00
JKCIIEPTH3E
Apology — u3BMHEHUE
Memo — 3anucka (HanoMHUHaHUE)
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2. Resume

Pe3loMe Ha aHTIIMIICKOM $3bIKE, KaK MPaBUJIO, COCTOUT U3
CJIEIYIONIUX OJIOKOB.
1. Heading (First Name, Surname, Date of birth, Address, Phone
(Cellular phone, Home phone), E-mail) — manka pe3srome. IT0T
pasgen pe3loMe BKIOYaeT B ceOs: WMs, (QaMHIMIO, JaTy
POXKICHUS, aapec MPOXKUBAHUS, KOHTAKTHBIE  Tele(OHBI
(MOOMITBHBIH, TOMAIITHUH ), SIEKTPOHHBIN aIpec COUCKATEIIS.
2. Objective — nienb. B 3TOM 06510KE yKa3bIBaeTCs, Kak MPaBUIIO,
JIOJDKHOCTB, Ha KOTOPYIO MPETEHIYET COMcKarelb JTu0o cdepa, B
KOTOPOW OH TUITAHUPYET Pa3BUBATHCS.
3. Work Experience (Dates, Position, Title of company, City,
Major Duties, Special Projects, Accomplishments). JlanHBII
pasien pe3roMe Ha AaHTVIMHCKOM ONKCHIBACT OMBIT PaOOTHI
couckarensi (mepuosi padoThl, JOMKHOCTh, HA3BAHHE KOMIIAHUU,
TOpOJ, OCHOBHBIE OOSI3aHHOCTH, TIPOCKTHI, JOCTIKCHHUS).
4. Education (Dates, Title of educational institution, Major,
Degree). Oto pasnen comepxut uHpopMmanuo 06 oOpazoBaHUU
couckarens (mepuon y4eObl, Ha3BaHHE Y4YEOHOTO 3aBEJCHUS,
Crienaan3anmsi, 3BaHue/ydeHasi CTEeTeHb). TakkKe 371eChb MOYKHO
YIOMSHYTh O JIOTIOJIHUTEIHHOM O0Opa30BaHUM: TPEHUHTAX,
Kypcax.
5. Honors (Title, Awarding Organization, Date) — narpaabl
(Ha3BaHWE Harpajbl, OpraHU3alMs, KOTOpas BpydWsa, nara) —
YKa3bIBAETCS TI0 MEPE BO3MOKHOCTH.
6. Publications (Title and Type (Note, Article, etc.), Title of
Publication (Journal, Book, etc.), Publisher, Date Published) —
MyOJIMKAIMl B Ta3eTe, JKypHaie (Tema myOauKamu, THI —
3aMeTKa, CTaThsi W T.., B KaKOM J>KypHaje WM Tra3ere Oblia
omyOJMKOBaHa, Jaara MyOJWKAaMH) — YKa3bIBa€TCs 10 Mepe
BO3MOYKHOCTH.
7. Special Skills (fluency in a foreign language, knowledge of a
particular computer application) — npodeccroHaIbHbIE HABBIKH
(3nanume [1K, ”HOCTpaHHBIX S3BIKOB).
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8. Personal Information — nnuanas uadopmanus. B nanaom O0ke
pe3loMe Ha aHIVIMHCKOM S3BIKE MOXKHO yKas3aTh CBOe X000w,
CeMEWHOE MOJIOKEHHE, INIHBIC Ka4eCcTBa U T.11.

9. References — pexomenmanuu. Eciu nmeercss BO3MOXHOCTh
MPEJOCTaBUTh PEKOMEHIANNH C TPEABIIYIIEro MecTa padoThl WITH
y4eObl, MOXXHO YyKa3zaThb B KoHIE pe3tome: «References are
available upon request» (Pexomenmammu OyIayT mpeIoOCTaBIICHBI
1o TpeOOBaHUIO).

I[ncbMo-pekoMeHAaNMA SBISCTCS OQUIMATIBHBIM — IMHCHMOM
IUIL  TIONMYYeHUs JODKHOCTH B JApyroil ¢upme wmm uis
BBIMIOJIHEHUSI ~ KaKOW-IIMOO  paboTBl, B  KOTOPOH  JaeTcs
XapaKTEpPUCTHKA JIEJIOBBIX KAueCTB W TOPYYUTEIbCTBO 32
BBITIOJIHEHHE PAa0OT ATUM YEJIOBEKOM.

O0pazen nucbMa-peKOMeH AU

Mr. V. Ivanov

Manager, Marketing Services

Tatneft Oil AG

Nizhnekamsk, Tatarstan, 423570

8(8555)472611
Sergey Lazarev
Director, Marketing and Sales
McDonald’s Co.
Nizhnekamsk,

March 25, 2011

Dear Mr. Ivanov:

This is a letter of recommendation for Helen who has worked
for me as a Supervisor Personnel Manager for the past two years.
While under my supervision, her responsibilities have included
hiring, training, and supervising store service personnel.

Helen has established an outstanding rapport with store
managers and owners. Her ability to get work done through the
service personnel was outstanding. She is highly respected by the
people who work under her supervision, she is organized,
thorough in her paperwork, and is always on time.
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Helen did an excellent job in this position. She is extremely
organized, can work independently, and is able to complete all
projects in a timely manner. Helen has exhibited a rare
combination of speed and accuracy that enabled her to produce a
very high volume of work while maintaining very high standards
of quality. Helen was able to follow complex directions in a
thorough and detailed manner and also worked very
independently without close supervision when it was appropriate.

Helen is a hard-working resourceful, creative, and solution-
oriented person who functioned well as a team leader when
required, and also worked effectively as a team member under the
direction of other team leaders.

On the interpersonal side, Helen's strong verbal and written
communications skills allowed her to relay information in a clear
and coherent manner. She gets along extremely well with staff
under her supervision, as well as colleagues at her own level.

Helen has done an excellent job and I would highly recommend
her for a position with your organization. Please, feel free to
contact me if you need additional information or perspective.

Sincerely,
Sergey Lazarev.

3. Job application

Oo0pasen nucbMa-3asiBKM 0 IpUeMe HA padoTy
Shelby Cherry
3001 Camel Back Road
Bartlesville,OK
Zip:74003
Shelby.P.Cherry@trashymail.com
Phone: 918-661-4736

Dawn Frankel
Kemet Corp.

4648 Palmer Road
Columbus

OH

Date: 11-11-2010
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Dear Ms.Frankel,

As mentioned in the Jobing.com about the vacancy for
Advertising Account Executive I am keen to work with your
company, Kemet Corp. at Bartlesville. I think I can cope up with
the educational requirement mainly because of the work
experience that I possess.

My work experience includes: selling online as well as press,
client contact on a daily basis, identifying and contacting new
business prospects on a daily basis through own initiative,
generating new business, researching competitors through TGI,
analyzing the data and presenting it to my superiors as well as
looking at past trends to forecast future client spend, using TGI to
support new business presentations, cost negotiation, client
expenditure optimization.

I would appreciate your consideration for this job opening as |
believe that my skills are a suitable match for the job’s
requirements. [ appreciate your taking the time for reviewing my
credentials. Please feel free to get in touch with me for any
clarifications required.

Yours Sincerely,
Shelby Cherry

Otka3 B mpueme Ha paboTy - HENpHsTHas, HO HEU30EKHas
nporenypa. Haubomee dwactast gopma oTkaza - MonyanuBas,
KaH/JUJaTOM TIPOCTO INEPECTAlOT BBIXOAWTH Ha CBs3b. Ecim ke
TOT WHUIMUPYET KOHTAKT CaM, BEXKIMBO TOSCHSIOT, 4YTO, K
COXKAJICHUIO Uil Hero, Oojiee MOIXOJSIINM OKas3alcCs Ipyron
npeTeHaeHT. Kak 0Tka3 MOXKET 4acTo TPAaKTOBaThCs M (ppaza «MbI
BaM TI03BOHMM» BMECTO Mepexoja K Mporeaype Oo(pOopMIICHUS
OTHOWICHWH Tmocie (QuHaNpHOM cTamuum  otbOopa. Pexe
pacmpocTpaHeH BapuaHT OTKa3a, KOrJa BCEM IPETEHICHTaM,
KOTOpblE He Tpounum oT0op, WIM TeM, KTO OTCesics Ha
(UHANBHBIX CTaIUsAX PACCHUIACTCS TEPCOHAIBHOE COOOIICHHE.
OObryHO 3TO craHmapTHas (opma: KaHaWgaTa OJarofapsAr 3a
BHHMaHHE K KOMITAaHHH, C COKaJICHHEM MHQOPMHPYIOT O TOM, YTO
c/elaH BBIOOp HE B €ro TOJB3Y, M JKEJAI0T yCIeXoB. B stom
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«OTKa3HOM TIHCHME» MOXKET OBITh HCIIONB30BaHA (paza O TOM,
YTO KaHJIUAATypa aJipecaTa MOKET ObITh PACCMOTPEHA KOMITAHUCH
B Oyaymiem.
O0pa3zen nucbMa-0TKa3a B puemMe
Riverside Organ Studios
50 Station Road
New Malden
KT 1 R55
England
12 August 2011
JOHNSON TOYS
Grand Avenue
HOVE, BN3 2 LS
Great Britain

Dear Mr. Nichols,

Thank you for applying for the position of secretary at the
JOHNSON TOYS.

The selection of successful candidates was a difficult task
because many of applicants were well qualified and there were
more applicants than openings. Unfortunately, this time we cannot
offer you the position.

We appreciate your interest in our company. Your application
will be kept on file, and we will consider you if any vacancy
should occur in the near future.

Yours faithfully,
J. Lane, HR manager

4. Advertisement

N3BecTHO, UTO OCHOBOI BCSIKOW TOPIOBJIM SABJISETCS pEKIama.
HOBTOMy OHUM U3 MIAaroB K YCTAHOBJICHUIO ITPOYHBIX ACJIOBBIX
KOHTAaKTOB SIBJISIETCSI OOMEH pEeKJIaMHBIMU MaTepuaiaMH C LENbio
JaTh Kak MOXHO OoJyiee TpEJCTaBICHHWE O TOU MPOTYKIUU
(mabOpMaIK, ycayrax), MOXET CTaTb OCHOBOW OymyIiero
naptHepcTBa. Hanbosee momynsipHbIM, IPOCTBIM U JIOCTYITHBIM
CPEICTBOM peKjiaMbl ObUla M OCTaeTCd INedaTHas MPOAYKLUUS —
MPOCIIEKTHI, KATAJIOTH, PEKJIIAMHBIE JINCTOBKU U OPOIIIOPEI, Tpecc-
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penu3bl U Tp. B pekiIaMHOM mNHMCbMe XENAaTebHO MPOSBUTH
W3BICKaHHYIO BEXKIIUBOCTb.
Knuwe u gviparxcenus,
UCNOIb3YeMble 8 PEKIAMHbBIX RUCOMAX:
H3eeuienue o evicbliKe Mamepuanos:

1) We are attaching some information about... .- TlpuBoaum
HEKOTOPYI0 MHPOPMAIIHIO O.....

2) We enclose the description  of...- Ilpumaraem
OIIHCAHHE. ........

3) Enclosing a folder with information on our new... -
[Mpunaraem nmoammuBKy ¢ HHGOpPMAIMEH 0 HAIIUX HOBBIX. ..

4)  Qur new trade list will be available in a week and we are
making a note to send you one as soon as it comes off the press -
Hamur HOBBIN mepedeHb TOBApOB OYAET FOTOB Yepe3 HENENI0, U MBI
BEINIJIEM BaM 3K3eMIuIsip, Kak TOJIBKO OH BBIMJIET U3 TICUATH.

5) We would like to draw attention to the attached press release
announcing our launch of ... products and services. — X0Tenocn
Obl 00paTuTh Ballle BHUMaHUE Ha MPHUJIAracMbIi MPECCc-peus,
KOTOPBIM MBI HW3BEIIAEM O HaMIeH NPOAYKIMH W YCIyrax B
o0racTu.....

6) Our new catalogue will be published soon, and I shall send
you a copy when it appears - Ham HOBBIH KaTanor Bckope Oyner
W3J1aH, ¥ s BBIILTI0 BaM 3K3eMIuIsap, Kak TOJBKO OH TOSIBUTCS.

7) As you requested, we are enclosing a copy of our latest
catalogue. — Tlo Bameit mpocs0e npuiaraeM 3K3eMIUISp HaIIEero
MOCJICTHETO KaTajora

8) We are enclosing our price- list which gives you some idea of
the range of areas we promote information on so that you can see
whether or not we could be of service to you. — MbI nipuiaraem
Halll TpPEHCKypaHT, 4YTOObl Bbl CMOITM MONYyYUTH TOJHOE
MPEJCTaBICHHE O TOM, B KaKHX OOJACTAX MBI PaCIpOCTpaHsIeM
WHPOPMAIIHIO U MOXKEM JIH MBI OBITh MTOJIE3HBIMU JIJIs1 Bac.

9) We have just sent you, by separate mail, our resent catalogue
for this year. — Mbl TOJNBKO 4YTO BBICHAIM Bam OTHENbHBIM
MAaKeTOM Halll HOBBIY KaTaJIOT Ha STOT 0.
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10) We would be happy to send you both our monthly descriptive
brochures and our complete catalogue. — C yn0BOJIbCTBHEM
BBIIILUTIO Bam Hamm exemecsunbie 0030pHbBIE OPOUTIOPHI IO HOBOM
MIPOAYKLUH U OJIHBII KaTajor.
11) Enclosed you will find the latest of our production. —
[Ipumaraercst camplii  [OCIEAHUNW IIEPEYEHb HAIEW HOBOM
MIPOTYKITUH.
12) Enclosed is a backing of ... that we are promoting. —
[Ipunaraercs mnepedyeHb... BBIMYCK (MPOJAXy) KOTOPBIX MbI
BO300HOBJIsIEM
13) We will send our catalogues on a regular basis.- Mbl 0ynem
BBICBIIaTh BaM Halllu KaTajgoru peryJsipHo.

Konuyoexa c 6nazooapnocmuio:
1) We appreciate your cooperation. — Mbl BBICOKO IIEeHUM Harle
COTPYAHUYECTBO.
2) Thank you for continued support. — Criacu00 3a IOCTOSIHHYIO
MOJIICPIKKY.

3) Thank you for cooperation. — bnaromapum Bac 3a
COTPYAHUYECTBO.

4) Thank you for your interest in ... - bnaronapum Bac 3a uaTepec
K

5) May we thank you, once again, for giving us the opportunity ...
- [To3BomnbTe emie pa3 mobmarogaputh Bac 3a mpenocTaBiIeHHYIO
BO3MOKHOCTb. ..
6) We wish to thank you ... - Ms1 xoTenu Obl mo0narogaputs Bac
3a...

Ilpuznawenue omeemumsy Ha RUCOMO:
Would you please let us have your comments at your earliest
convenience. — XOTenochb Obl TpPU MEPBOM BO3MOKHOCTH
yCabIlIaTh OT Bac koMmMeHTapuil.

Ilpeonoscenue nomouju 6 oanvHenuiem:
1) Should you have any questions, feel free to contact me at...-
Ecnu y Bac nosBUTCS Kakre-TO BOIPOCHI, CPa3y K€ CBKUTECH CO
MHO. ..
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2) Please do not hesitate to write if you require additional
information. — lloxanyiicra, nummute O0e3 KojeOaHUH, eciH
noTpeOyeTcst TOTOHUTENbHAS HH()OpMAITHSL.
3) If you have any other questions, please get in touch with... -
Ecimu y Bac nosBsiTcs xakue MO0 APYrue BOIPOCHI, CBSIKUTECH,
TOXKAJIYyHCTA C .....
4) If you require further assistance. Please do not hesitate to
write ... - Ecnu BaMm moHagoOGuTCs OT HAac MOMOIb, Cpa3zy ke
coobmmTe 6e3 KoiIeOaHui. . .
5) If you require further information. we would be most pleased
to supply it. — Ecaim Bam mnoHamoOWTcsi MOMOJHUTEIbHAS
nH(popManus , Mbl OyJIeM CUaCTIIUBHI €€ MPEI0CTaBUTD,
6) We consider this activity as one of extreme importance, not
only to provide technology transfer, but to further understanding
and cooperation between our countries. — Mbl paccMaTpuBaeM
3Ty AESITENHbHOCTh KaK YPE3BbIUAfHO BaKHYIO HE TOJBKO B IJIaHE
nepeladyd TEXHOJOTMH, HO U B J€Jie NATbHEHIIEro pa3BUTHUS
B3aMMOIMIOHUMAHHUS U COTPYIHUYECTBA MEXIY CTpaHAMHU.
7) We have no doubt that we would find a satisfactory market
for...in your country.- Mbl He COMHEBaeMcsi, 4YTO HaWJIeM
JIOCTATOYHBIN CIIPOC HA ... B HAIIEHW CTpaHe.
1) 3aknwuenus c eviparcenuem 000poil eonu:
2) We trust to be to your satisfaction — We hope that this is to
your satisfaction.- Mbl Bepum, 4To 3T0 Bac ynoBieTBopur.
3) We trust that these arrangements meet with your approval. —
Mpi nonaraem, yto Bel oo0punu 661 paboTty.
4) We hope that this information will be of some assistance to
you.- Mbl HazieeMcs, 4TO JaHHas nHpopMalus OyaeT moie3Ha sl
Bac.
Oo0pa3zen nucbLMa-00bIBIEHUS
Letter to Potential website Advertizers

ODUDUWA of Oregon

PO Box 1716

Fairview, OR 97024

oduduwa of oregon@hotmail.com
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WEBSITE: OduduwaofOregon.org
5 April 2012
Sovereign Assurance Ltd
London Regional Marine Branch
24 Lime Street
LONDON
EC3 7JE

Dear Sir or Madam,

Have a direct advertising link to your website!! Advertising and
support of organizations with a widespread membership brings so
many customers to you, and that is what we are offering. We will
give you the best ad placement, and are requesting your patronage
for space. As a non-profit organization, ODUDUWA of Oregon,
founded over 5 years ago, consists of a growing population of
professional businesspeople, health-care providers, students,
homemakers, laborers and entrepreneurs dedicated to the
education and self enhancement for our youth and community.
ODUDUWA of Oregon promotes positive lifestyles, focusing on
children and families. For more information please visit our
website: oduduwaoforegon.org

With sincere thanks, and genuine gratitude in advance for your
consideration and participation. ODUDUWA of Oregon is a non-
profit organization, Federal ID#74-3067407.

Sincere Regards,
J. Newman, Secretary

5. Invitation

IIucbMo-npuriamenye - MUCEMEHHOE MIPUITIALIEHUE aJpecary
MIPUHSATH YYaCTHE B KAKOM-JIMOO TIPOBOIUMOM Mepornpustun. OHH
MOFYT aI[peCOBaTBCSI KaK KOHerTHBIM Jmnam, TakK H
yupexaeHusiM. B HuX packpbiBaeTcs XapakTep MHTPOBOJAMMOTO
MepOHpI/I}ITI/IH, yKa3bIBaIOTC$I CpOKI/I HpOBeI[eHI/IH nu YCJ'IOBI/IH
y4acTusi B HEM. [Tucema-nipurnamenuss MOTyT OBITh
o(uIMaNbHBIMU, aIPECOBAaHHBIMH OOJIBIIIOMY KOJIUYECTBY JIFOJCH,
OTIICHAaTAaHHBIMU B TI/IHOFpa(bI/II/I W 3apaHCC H3TrOTOBJIICHHBIMHA
tpadaperamu. [lucemMo-npurinameHie UMeeT Ha3BaHHUE, KOTOPOE

34



BBIIENIETCS 0COOBIM mmIpu(TOM. B THCEMax-mpHrianeHusx mo
Cly4ar0 TPA3AHUYHBIX W IOOWJICHHBIX JaT HCIOJB3YeTCs
MOCTICIOBATEIbHBI KOHTEKCT, B MUChMAax-TMPUITIANICHUAX Ha
OTKpBITHE  BBICTaBKH,  SIPMAapKd, HOBOTO  MPEINPHITHUS
WCTIOJB3YETCs TapaJIebHBI KOHTEKCT, MPEATIOKECHHUS C PSIIOM
OJJHOPOIHBIX UICHOB, TMOSCHSIOIMX OCHOBHYIO MbICHb. Ha
opunmanbHOE THCHMO-TIPHUTJIAIICEHUE MHUINYTCS — CIIEAYIOIINe
OTBETHI: MPUHATHE O(QUIMATBHOTO IMPUIJIAIICHUS WIM OTKa3 OT
o(HIIMaNEHOTO TPUTIIAIICHUSI.
O0pa3zen nucbMa-npurJjiamieHust

November 29, 2008

Mr. & Mrs. Resty Navarro

Gabon, Abucay, Bataan

Dear Mr & Mrs. Navarro:

We are pleased to inform you that BATAAN HEROES
MEMORIAL COLLEGE is celebrating her 30th (Pearl)
Foundation Anniversary on December 7-11, 2008.

For the steadfast confidence and unwavering loyalty you and
your family have reposed to BATAAN HEROES MEMORIAL
COLLEGE by entrusting to her the education of at least three of
your children who are now successful practitioners in their
respective fields. The college administration deems it proper and
fitting to award you with a Plaque of Recognition.

In this regard, may we cordially invite you together with your
children to receive your award in a program for the alumni and
parents on December 7, 2008 at 3:00 pm at Joyous Resort and
Restaurant. Please present this letter to the Registration Officials.

We hope to deserve your attendance. BHMC shall be deeply
honored with your presence in this once-in-a-lifetime affair.

Very truly yours,
WILFREDO C. AGUILA
College Administrator

6. Contract
KoHTpakT — 3TO0 cornameHnue, 3aKjioyaeMoe OT (PU3HYECKOTrO
WM ropuaudeckoro juuna (xkommaHuu). KoHTpakT ykasbiBaeT
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YeTKoe OompesesieHne O00sS3aHHOCTeH M 005S3aTENbCTB CTOPOH,
TOYHO OYEPYMBAET pAMKH OTBETCTBEHHOCTH OOCHUX CTODPOH,
pazzgenser OM3HEeC-pHCKH, 0003HAYAET YCJOBUS OIJIATHI U MEPHI
OpU  HECOONIONEHMHM  CTOPOHAMH  YCJIOBHH  JIOTOBOpA.
O0s13aTeNIbHBIMY ITYHKTaMU JOIOBOPA SBIISIOTCS:
1) Obosnavenue cmopon, 3akmouarowux coeaxy. CoryiacHo
3aKOHOJATEIbCTBY, MX JOJDKHO OBITh HEe MeHee IByX. Ecmm
JOTOBOP 3aKJIIOYAeTCsl OT IOPUAMYECKOTO JIMIA, HEOOXOANMO
0003HAYNTh KOHKPETHOTO YEJIOBEKa M €ro JOJDKHOCTH B ITOU
KOMIIAaHUH, KOTOPBIM  YMOJHOMOYEH IMOJIHCHIBATh  TaKHe
COTJIAIICHUSI.
2) Ilpeomem 0ozco60pa — TO, O YeM 3aKIIOYAETCS CHAETKa: O
MOKYIIKE WJIM TIPEJIOCTABICHUM OJHOW CTOPOHOH TOBapa WM
YCIIYTH IPYTOM, 00sI3aTEIbCTBA BBITOIHUTH YTO-THOO U T.JI.
3) Venosusa oocosopa. CTOpoHBI ONIPEACTAIOT yCJIOBUS AOTOBOpA
1o cBoeMy ycMoTpeHHto. O0sS3aTeIbHO TOKHBI OBITH TIPOITUCAHBI
0053aHHOCTH CTOPOH IO JOTOBOPY M CPOKH BBITIOJTHEHHUS STHX
00513aTeTIbCTB.
4) /lononnumensno B JOTOBOPE OHM MOTYT YyKa3aThb JApYyTHE
BOXHBIC JUII HUX JETadd CHCIKU: OXUAAEMBIH pe3ysbTar
MPEOCTABICHHBIX YCIYT, CIIy4adh, B KOTOPBIX CTOPOHA MOXET
HapYLIUTh yCJIOBUS KOHTPAKTa, MEPHI 32 HEBBIITOJHEHUE YCIOBHIA
JIOTOBOpA, YCIOBHSA PACTOP)KEHHsI, CIOco0 ormiatel, ¢opc-
Ma’KOPHBIE CUTYalluH U T.JI.
5) Iloomeepoicoenue obeumu cmopoHamu 3aKaO4eHus 002080pda.
NOJNMUCH W (HUPMEHHBIE TIe4aTH. [J1aBHOE JI0Ka3aTeNbCTBO
COTJIACHsI K&KIOH M3 CTOPOH C YCIOBHUSMH JIOTOBOPA.
6) [ama 0oco6opa - ¢ TOT0 MOMEHTA TOKYMEHT 00peTaeT CUly.
OO0pa3sen KOHTpaKTa
Lease Contract

Mr. Greensy (hereafter "Lessor") and Mrs. Horseberry (hereafter
"Lessee") hereby enter into a lease agreement under the following
terms:

Lessor shall convey to Lessee full possession and use of the
following property: the wooden house, Utah, 302/65.
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The term of this lease shall be from May,12, 2010 until May, 12,
2012 at midnight on each date.

The Lessee is obliged to pay Lessor a total of $250 for the rights
conveyed under this lease.

Upon expiration of this lease, Lessee shall have the option to
purchase the property for the price of $14.500. If Lessee exercises
this option to buy the property, X percent of all monthly payments
made by Lessee shall be applied towards the purchase price.

Thereafter, Lessee shall pay Lessor the sum of $250 on or
before the 10th day of each month until the expiration of this
lease.

If Lessee fails to make a payment on or before its due date, a
late fee of $275 shall be due and payable immediately to Lessor.

If Lessee fails to pay all amounts due within 30 days of their due
dates, then Lessor may terminate Lessor's obligations under this
lease and take back possession and control of the property.

Lessee shall be responsible for maintaining the property in clean
working order at Lessee's expense during the term of this lease.
Upon expiration or termination of this lease, Lessee shall return
the property to Lessor in substantially the same condition in which
the property was received by Lessee, taking into account normal
wear and tear.

In witness to their agreement to the terms of this contract, the

parties affix their signatures below:
This contract is tagged with these keywords: rent, rental contract, lease, lease
agreement, property rental, property lease

7. Enquiry

IMucbMa-npocb0bI UMEIOT MIMPOKUM THANA30H, MTOJYEPKUBAIOT
0c0o0yI0 3aMHTEPECOBAHHOCTh IOPHIMYECKOTO WIN (PU3MUECKOTO
auna B ee HcnoiHeHuu. Jlormueckas cxema MUChMa-IPOChObI
CIICAYIOUIast: YCJIOBUS BO3HMKHOBEHHS TIPOCHOBI; H3JIOKECHHE
MpOChOBI; BO3MOXKHOE JOCTHKEHHE pEe3yJbTaToB B Clyyae
BBINOJIHEHUST TPOckObl. [Tuchmo-3ampoc (inquiry wiu enquiry)
KOMITaHUS TIOCHLIAET, €CJIM HEOOXOAUMO:

- MOJTYYHUTh MOAPOOHYI0 HHGOPMAIUIO O TOBAPAX,
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- Y3HaTh, UMCIOTCS JIU OHH B HAWUUU (availability of goods);

- YTOUYHUTH BpeMs U CPOKHU TIOCTABKU (delivery dates);

- TIONYYUTh MH(POPMAIIUIO 00 yCIOBUSAX MOCTABKUA M CKUAKAX
(terms and discounts), crioco0e TpPaHCIOPTUPOBKHU (method of
transportation), CTpaxOBaHUU (insurance);

- IOJYYHUTh HH(POPMAIHIO O LIEHAX Ha TOBAPHI;

- TIOJTyYUTh KaTaJOTu U 00pa3ibl TOBApa, U T.I1.

[Ipn HammMcaHWM THCEM-3aIPOCOB CIEAYET KaK MOXKHO Ooiee
MOJIPOOHO H3IIOKUTH CYyTh BONpPOCA, YTO IO3BOJUT Bamemy
ZIeTIOBOMY TIaPTHEPY COKPATUTh BpeMs Ha COCTaBJIEHUE OTBeTa. B
cirydae,, eciy Bbl oOpariaeTech ¢ 3apocoM B JaHHYIO KOMITAHUIO
BIIEPBBIC, B IMCHMO JKEJIATEIbHO BKIIIOYHUTH CIIEIYIOIINE ITyHKTHL:

1. Yka3aHue Ha UCTOUYHUK UH(DOpPMALIMK O JAHHON KOMIIaHUU U
ee ToBape.

2. CyTs Bompoca.

3. Kparkue cBenenus o Bameit kommnaHuu.

4. BeipakeHHE HaeKIbI HA COTPYTHHYECTBO.

CoBceM He 00s3aTeNbHO CTPOTO TPHUICPKHUBATHCS JTAHHOM
MocJeIoBaTeIbHOCTH. [IpH MOBTOPHOM 3ampoce B IHCHMO
OOBIYHO BKJIIOYAETCS TOJIBKO BTOPOHM MyHKT. Kak n OOJBIIMHCTBO
IpyTUX JIEJOBBIX IHCEM, NHCHBMO-3alpoc, IMeJaTaercs Ha
¢upMeHHOM ONlaHKe, Ha KOTOPOM YKa3aHbl Ha3BaHUE KOMITAHUH-
OTIIPABUTEIIS 3aIpoca, €€ TIOYTOBBIN aapec, HoMepa Tele()OHOB U
¢akca.

O0paszen nucbMa-3anpoca
Pet Products Ltd/
180 London Road
Exeter EX4 4JY
England
25th February, 1997

Dear Sirs,

We read your advertisement in the «Pet Magazine» of 25™
December. We are interested in buying your equipment for
producing pet food. Would you kindly send us more information
about this equipment:
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- price (please quote CIF Odessa price)

- dates of delivery

- terms of payment

- guarantees

- if the price includes the cost of equipment installation and our
staff training.

Our company specializes in distributing pet products in
Ukraine. We have more than 50 dealers and representatives in
different regions and would like to start producing pet food in
Ukraine. If your equipment meets our requirements, and we
receive a favourable offer, we will be able to place a order for
your equipment.

Your early reply would be appreciated.

Yours faithfully,
U. Smirnov,Export-import Manager

Knuwe u gvipasxicenus, ucnonp3yemole 8 nucbMax-3anpocax:
1) We read your advertisement in ... of ..., we would ask you ...
- B cBs3u ¢ myOnukanueli Bameit pekiaMbl B ... OT ... MBI XOTEJIH
Ob1 onpocuts Bac ...

2) We have heard of your products from ... - Mbl y3Hanu o
MpoAyKIMH Bamei komanuuy us ...
3) We have seen your current catalogue showing ... - Mbl

oOparunu BHUMaHue Ha Bam mocimegHuii katamor, B KOTOPOM
OTIHMCAHHI ...

4) We are interested in buying (importing, etc) ... - Mbl xoTenu
OBl KynUTh (MMIIOPTUPOBATH U T.IL.) ...

5) Please inform us (let us know) as soon as possible ... -
[IpocuM coOOIIUTE HAM KaK MOKHO CKOpEe ...

6) Would you please inform us if it is possible to deliver ... -
[IpocuM cooOmuUTE HAM, CMOKeTe JTi BBl TOCTaBUTS ...

7) Please let us know what quantities you are able to deliver till
... - [loxkamyiicta, cooOIIUTE HAM, KAKOE€ KOJTMYECTBO BbI CMOXKETE
MOCTaBUTH JI0 ...

8) We would ask you to let us have a quotation for ... -
Coo0mute HaM, MOKATYHCTa, PACIICHKH Ha ...
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9) Would you kindly quote your prices and terms of delivery
(terms of payment, etc.) for ... - He mornu 06b1 Bel yCTaHOBUTH
HaM IIEHY W YCJIOBUS TMIOCTAaBKH (YCJIOBHUS OIUIATHI U T.II.) HA ...

10) We would like to have further details about ... - Mbl ObI
XOTEJH MOJIYIHUTh 0oJiee OApOoOHY0 HH(OPMAIIUIO O ...

11) We would like to represent your products in the Ukraine
market. — Mpbl Obl XOT€IM NPEACTABIATH Bamy nmpoaykinuio Ha
YKPaWHCKOM DPBIHKE.

12) Please send us samples of ... (your catalogues, leaflets, etc.)

- ITloxamyiicTa, BBIILIMTE HaM oOpas3lbl ... (CBOM KaTajoru,
OpOILIOPHI U T.I1.)

13) As distributors we have a large network of ... - Kak
JUCTPUOBIOTOPBI MBI IMEEM OOLLIMPHYIO CETh ...

14) In connection with this ... - B cBSI31 C 3THM ...

15) We are distributors (importers, retailers, etc) of ... - Mbl

SIBIISIEMCSI TUCTPUOBIOTOpaMH (MMIIOPTEPAMU, MPOJIABIIAMH U T.I1.)
16) We would like to get in touch with manufactures (suppliers,
sellers, etc.) of ... - Mbl Obl XOTeIM YCTaHOBUTh KOHTAKT C
MIPOU3BOIUTEISIMH (ITOCTABIIMKAMH, TIPOJIABIAMH U T.I1.) ...

17) There is a large market here for your products. — Bammu
W3JeNUsl HAWIyT Y HAaC CBOETO MOKYIaTedIsl.

18) For over ... years our company has imported from western

countries ... - bojee 4em ... JeT Halla KOMIAHHUS UMIIOPTHPYET
TOBAphbI U3 3aIaIHBIX CTPaH...
19) Our company was founded in ... - Hama xommnanusi Oblia

OCHOBaHa B ... TOJY.
20) We usually effect payment by letter of credit (cheque, bank
transfer, etc.) — Mbl OOBIYHO TPOU3BOJUM OIIATy MyTEM
OTKPBITHUS AKKPETUTHBA (YEKOM, TIEPEBOJIOM H T.II.)

21) If your prices are competitive (the samples meets the
standards, your equipment complies with our requirements, etc.)
we may be able to let your have regular orders. — Ecniu Bamm
LIEHBI YCTPOAT HAc (00pa3Isl OYIyT yAOBIECTBOPSATH TPEOOBAHUSIM
cTaHaapToB, Bamie obopynoBaHue OyIeT yAOBJICTBOPSATH HAIIUM

40



TpeOOBaHUAM U T.I.), Mbl OyJeM peryjspHO 3aKa3biBaThb Barry
MIPOYKITHIO.

22) We look forward to your early reply. — C HeTepIICHHEM XJIEM
Bamero orsera.

23) Your prompt answer will be (would be) appreciated. — Bynem
MIPU3HATENbHBI 32 OBICTPBINA OTBET.

8. Counter-inquiry

[Ipy HaNMMUYUU HECOTTACOBAHHOCTEM MEXIY MPEATOKEHUEM H
3aKa30M WM W3MCHEHUS YCIOBHH BO3HHKACT HEOOXOJUMOCTH
MoclaTh BCTPEYHbIii 3ampoc.

Cmpykmypa 6cmpeuro2o 3anpoca co CmopoHbl npooasyda.
1. bnarogapHocTh 3a 3aKas.
2. OnucaHue NpOTUBOPEUUH.
3. IlpennoxeHue BapuaHTa peUICHUS.

Cmpykmypa 6cmpeyHoco 3anpoca co CmopoHbl NOKYNAMEIsL.
1. Ccplnka Ha 3aKa3 WId JOTOBOD.
2. OnucaHue U3MEHEHUs WK KOPPEKTUPOBKH.
3. BnarogapHOCTSh 3a coryiacue Ha JOTIOJHUTEIBHBIC YCIYTH.

Knuwie u__eviparxcenus, WCIONb3yEMbIE BO BCTPEUYHBIX
3ampocax HUYEM HE OTJIMYAIOTCS OT KIIMIIE W BBIPAKCHHH,
WCIIOJIb3YEMBIX B MPOCTHIX MHUChMaX-3aMpocax.

9. Offer

[MuceMoM-TipesioskeHneM TMOCTaBIIMK (the Supplier) oObIYHO
OTBEYAaeT Ha MHUCbMO-3ampoc. OTBewass Ha OOIMMIA 3ampoc, OH
Onmarogaputr 3a TMPOSIBICHHBIM WHTEpEeC M OOBIYHO TMpUIIaraeT
npeickypanThl (pricelists), karamoru (catalogues) MMM ycCIOBUS
tunoBoro aorosopa (Typical Contract). OTBeT Ha CHELHATbHBIN
3ampoc  MpeaycMaTpuBaeT  OTBEThHl Ha  BCE  BOIPOCHI
MOTEHIIUATBHOTO KIUEHTA.

Cmpyxkmypa nucomMa-npeoyionceHus:

1. TIloBoxa HamucanHwus.

2. OtBeTbl HAa BONPOCHI NOTEHIIMAIBHOIO 3aKa34HKa.

3. JIOMONHUTENbHBIE TPEAJIOKEHUSI.

4. BelpaxeHue HaASK bl HA 3aKa3.
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OTBeuast Ha BOIPOCHI, CIIEAYET AaTh TOYHOE OMMCAHUE TOBAPA,
10 BO3MOXXKHOCTH CONPOBOJIUTH €ro (oTroMaTepHaniaMu H/WiIn
pUCYHKaM¥ W/wi obpasuamu (samples). [Ipu onpeneneHuy 1CHBI
(price) yUUTBIBAIOTCS BO3MOXKHBIE CKUAKH (discounts). OTaenbHO
pemaloTcs  BOMPOCHI  pacxXoJOB HA  YIAKOBKY  (packing),
TPAHCIIOPTHBIX ~ PACXONOB  (tramsportation  costs), yCIOBUI
TIOCTABKHU (terms of delivery) u otuiatsel (terms of payment).

[TuceMma-npeyioxKeHus HOCBUTAIOT TaKKe oe3
MPEIIECTBYIOMIETO 3apoca, €CIIM MOCTABIIUK KEJAeT MPHUBIICYbD
BHUMAaHHE T[IOTCHIMANBHBIX KJIMEHTOB WM HAWTH HOBBIX
3aKa34YMKOB Ha KOHKPETHbIE MPOAYKTHI (Special products) niam ux
accopTUMeHT (range). TBepmoe mupemioxenue (firm offer)
MpeyCMaTpUBAET OCOOBIE YCIIOBHS, HAapUMep, KOHEYHBIH CPOK
(deadline) mony4yenus 3akaza U CUCTEMY CKUIOK B 3aBUCHMOCTHU
OT KOJIMYECTBA TOBapa M IPYTUX YCIOBHA.

O0pazen nucbMa-npeaI0KeHHus
Mr Fred North
Purchasing Manager
Broadway Autos
11 November, 2009

Dear Mr North,

Thank you very much for your enquiry. We are of course very
familiar with your range of vehicles and are pleased to inform you
that we have a new line in batteries that fit your specifications
exactly.

The most suitable of our products for your requirements is the
Artemis 66A Plus. This product combines economy, high power
output and quick charging time and is available now from stock.
Our prices are very competitive. If you would like further
information, please telephone or telex us. Or you may prefer to
contact Mr John Martin of Fillmore S.A, his telephone number is
01 7799 02.

We look forward to hearing from you.

Yours sincerely,
Fred Stock
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Knuwe u evipasicenusn, ucnonibzyemole 86 _nucbmax-

NPeoIoHCeHUAX:
1) We were pleased to learn your interest in ...— Ham ObL10
MPUATHO y3HATh 0 Baliei 3auHTepecCOBaHHOCTH B ...
2) We are most pleased that you want to buy ... — Mbl oueHb
JOBOJIBHBI, UTO BRI MOKenanu KymuTh ...
3) We are glad to say that we can reserve you ... — Mbl pajisl

COOOIIUTB, YTO MOKEM OCTaBUTH 32 Bamu ...

4) It is generous of you to take so much interest in our work ... —
bouto ouenp mo0Oe3no ¢ Bamield cTOpoHBI MPOSIBUTH TakKoi
MHTEpEC K Hallei padoTe ...

5) We take pleasure to send you the desired samples and offer ...
— C yIoBOJNBCTBHEM TIOCBIIa€M BBIOpaHHBIE Bamu o0pasibl u
MpEeAJIaracm ...

6) As to your inquiry of ... we are informing you that ...— Ha
Bam 3ampoc ot ... MbI cooOiiaem Bawm, uTo ...

7) We enclose our catalogue with the latest price-list. — Mbl
IIpUJIaraeM Halll KaTajJor ¢ HOBEUIIUM IIPEHCKYPAaHTOM.

8) Our detailed price-list will convince you in diversity of our

assortment. — Ham mnoapoOHBI mpelickypaHT yOeauT Bac B
pa3Hoo0pa3uy HAIIETO aCCOPTUMEHTA.

9) Our proposal is valid till .. — Hame npexanoxeHue
JIEUCTBUTEINIBLHO 10 ...

10) We deliver our goods on CIF terms. — Mgl TIOCTaBIsIEM Ha
ycnoBusix CUD.

11) The price covers packing and transportation expenses. —
Ilena BKIItOYAET yIaKOBKY M TPAHCTIOPTHBIC PACXOIBI.

12) We can give you a 5 per cent discount. — Mbl MOXeM
MIPEIOCTaBUTh Bac 5 % CKUJKY.

13) As you can see from our price-list, our prices are at least by 3
% lower than market ones. —  Kak BugHO U3 Halero
MpENCKypaHTa, HallM LEHbl 0 KpaiHehw mepe Ha 3% HMKe
PBIHOYHBIX.

14) We call your attention especially on item ... — Mbl 0COOEHHO
oOparaeM Ballie BHUMAaHUE Ha MO3UIIHIO ...
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15) Besides above mentioned goods our company produces also...
— Kpome ynoMsiHyTBIX BBIIIE TOBApPOB Halla (hupMa MPOU3BOIHUT
TaKXKe ...

16) We would like to recommend you especially the following
positions in the price-list ... — Mpbl xoTenu Obl OCOOCHHO
MOPEKOMEHIOBATh BaM CJICIYIOIIIE MTO3UINU B TIPEHCKYpAHTE ...
17) The model ... will most meet your requirements.— J1yia Bamux
1eJIel BaM JIyYllle BCEro MoJOUIET MOJIENb ...

18) We ask you to discuss our proposal once more and inform us
whether we could expect getting your order. — Mpl pocuM Bac
ele pa3 OOCyAUTh Halle NMPEeIOKEHHE U COOOIUTh HaM, MOXHO
JIM PAaCCUYMTHIBAThH Ha MOJIyYCHHUE 3aKa3a.

19) We ask you to make the order faster as the quantity of this
product at our warehouse is limited. — Mpl pocuM Bac ObICTpee
oopMuUTh 3aKa3, TaKk KaKk KOJMYECTBO 3TOTO TOBapa Ha CKIaje
OTPaHUYCHO.

20) We would appreciate if we get the order from you as soon as
possible.— Mpl ObuTH OBI OYEHB PaJIbl TIOJYYUTH OT Bac 3aKa3 Kak
MOJKHO CKOpEe.

21) If you are not happy with our proposal please inform us
about its reason.— Eciu Bac He yCTpauBaeT Hallle MPEIOKEHHE,
TO Mbl ObulM Obl Oyaromapssl, ecnu Bel coobure Ham o
MpUYHHE.

22) We are looking forward to hearing from you soon. — C
HETEPIICHUEM JKJIeM OTBETA.

10. Order

Hnst Toro utoObl caenars 3aka3 (fto place an order) Ha
3aKylKy T€X WM HWHBIX TOBapOB OOBIYHO  3aTOJHSIOT
cCrienuanbHble OnaHku 3aka3oB (order forms), B KOTOPBIX
YKa3bIBACTCS KOJHMYECTBO (quantity) W3ACTUH, WX OIHCAHHE
(description), uena (price), ycnoBusi omiartsl (terms of payment),
nata nocrtaBku (date of delivery), ckunku (discounts) u 1.m. B
psizie ciry4aeB, KOTJa HeOOXOMMO TPOSICHUT OTACIbHBIC TYHKTHI
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3aKasza, IMUIIETCS COMPOBOIUTEIBHOE MUCBMO (cover letter), K
KOTOpOMY Tpujiaraercs OJlaHK 3aKasa.
Oopa3sen 3aka3a

21th March, 1997
Dear Sirs,
Our Order for Silk Shirts
In response to your letter of 17th March, we thank you for
sending us your catalogues of men's silk shirts. We are sure there
will be a great demand for them in Ukraine.
We are enclosing our Order No.144, and would ask you to
return its duplicate to us, duly signed, as an acknowledgement.
Yours faithfully,
Vladimyr Smurov
Export-Import Manager

Enc. Order No.142

Knuwe u sviparicenus, ucnoibzyemole 86 _nUCbMax--3aKazax:
1) In reply (response) to your letter (fax) of (dated) ..., we thank
you for ... - B orBer Ha Bame mmcemo (¢akc) oOT ..., MBI
Omaromapum Bac 3a ...
2) We are pleased to enclose our Order No... - Hmeem
yIIOBOJIBCTBHE TIPUIIOKUTH K TaHHOMY IMUChMY Ham 3aka3 No ...
3) We enclose (are enclosing) our order for ... - Mbl ipuaraem
HAIll 3aKa3 Ha ...
4) We accept your offer and have pleasure in placing an order
with you for ... - Mbl npuanMaem Baiie npensioskeHne u uMeeM
yIIOBOJILCTBHE Pa3MeCTUTh Y Bac 3aka3 Ha ...
5) Please confirm that you can supply ... - Ilpocum oATBEpIUTS,
4yTO BBl MOXETE MMOCTaBUTH ...
6) Please send the copy of this order to us, duly signed, as an
acknowledgement. - B xauecTBe MOATBEP)KICHUS 3aKa3a MPOCHM
BBICTIATh HaM IO/NMCaHHYI0 Bamu komnuro 3akasa.
7) Please supply/send us ... - [IpocuM TOCTaBUTS ...

11. Withdrawal of the order
OT13pIB 3aKka3a HEOOXOAWMO TMOATBEPAMTH B IMHChMEHHON
dbopme. Cmpyxmypa nucbma-oms3viéa 3aKasa.
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1. Ccbuika Ha 3aKas.

2. OOGocHOBaHHE MPUYUHBI €T0 OT3bIBA.

3. H3BuHeHuUs U, BO3BMOXHO, OOCIIaHus Ha Oyay1iee.

Knuwe u gvipasycenus,
UCHOIb3VEeMble 8 NUCLMAX-OM3blEAX 3AKA3a:

1) We have ordered..., but unfortunately made a mistake. —Mpl
3aKa3ajii..., HO, K COXKaJIEHUIO JOIYyCTUIIN OLINOKY.
2) Unfortunately we have to withdraw out order of...-K
COYKaJICHHIO, MBI BEIHYKJICHBI OTO3BaTh HAIII 3aKa3 OT...
3) We are so sorry, but we have to withdraw our order.- Ham
OYEHB Kallb, HO MBI IOJDKHBI aHHYJIMPOBATh 3aKa3.
4) Unfortunately we cannot sell the goods to another party.- K
COXAJICHHIO, MBI HE B COCTOSTHIH MIPO/IAaTh TOBAp Ha CTOPOHE.
5) Because of urgent reorganization of our production we cannot
use the ordered material.- W3-3a cpoyHOW peopraHusaluu
NPOM3BOJACTBA MBI HE MOXXKEM HCIIOJIb30BaTh 3aKa3aHHBIN
MaTepHal.
6) We are sorry to inform you that our client became insolvent. -
C cokajeHueM cooOIaeM BaM, 4YTO Hall KIHEHT CTall
HETIaTeKECTIOCOOHBIM.
7) We can only consider placing an order if you can give us a
price reduction of 10 %. — Mbl cMOk€M IFOBOPUTH O pa3MEIICHUU
3aKa3a TOJbKO B TOM CJIy4ae, €CJId Bbl CHU3UTE LieHy Ha 10 %.
8) We plan to compensate your losses by a new order. — Mbl
TUTAHUPYEM KOMIICHCHPOBATh BaM yIIepO HOBBIM 3aKa30M.
9) We promise to turn to you if demand is available. — O6emaem,
9TO 0OpaTHMCS K BaM IPH BOSHUKHOBEHHH CIIPOCA.

C npyroif CTOpOHBI, OT3bIB 3aKa3a, HECOMHEHHO, BBI30OBET
HEYJIOBJICTBOPEHUE TTAPTHEPA.
1) The contents of your letter have surprised us. - ConepxaHue
BaIlleTO MIChMa yTUBUIIO HAC.
2) This sets up a chain involving several complications. — 910
BBI3BIBACT IICTIH OIPEICIICHHBIX 3aTPYHCHUH.
3) I simply cannot understand why you did not tell us. — 51 npocto
HE MOTY TIOHSTh, IOYeMy BBl He npemynpeaninn Hac.
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4) We are very disappointed about this fact, and hope that you
can help us clear up this very strange situation. — Mbl O4YeHb
OTOpYEHBI JaHHBIM OOCTOSATENHCTBOM W HAJIEeMCs, YTO BBHI
OOBSICHUTE HaM 3Ty CTPAHHYIO CUTYAITHIO.

5) Your offer was disappointing; we had expected better terms. -
Mgl pa3o4apoBaHbl BalllUM MPEJIOKEHHUEM; MbI O3KUIAITH JTYUIINX
YCJIOBUU.

12. Confirmation of the order
Ecnu IMponasen (Seller) wnu IloctaBuiuk (Supplier) ToBapa B
COCTOSIHUY BBITIOJIHUTH 3aKa3, OH mockuiaeT [lokymaremto (Buyer)
noATBepkaeHue  3akaza  (order  acknowledgement, or
confirmation), KOTOPOE€ Yalle BCETrO MPEJICTaBIsIeT CO0O0M KOMUIO
3akaza (order copy, or duplicate), noanucannywo [IpomaBiom.
OObIuHO MOJITBEPKICHUEC 3aKaza npuIaraeTcs K
COIIPOBOJIUTENIFHOMY INMHUChMY, B KoTopoM llponmaBer; BwIpaxaer
OJaroslapHOCTh 3a 3aka3, a Takke coodmiaer [lokymaremo o Tex
WJIM MHBIX U3MEHEHUSX (LIeH, CPOKOB IMIOCTABKH H T. I1.).
OO0pasen noaTBep:KICHUA 3aKa3a
Vysteria Ltd.
P.O.Box 82
Kiev 253206
Ukraine
28th March, 2008
Ref: Order #142 of 21th March, 2008

Dear Sirs,

Thank you for your letter of 21th March, 1997. We are pleased
to acknowledge your order for 400 men's silk shirts and enclose
the copy of it, duly signed, as requested.

Delivery will be made immediately on opening a letter of credit
with our bank for the amount of $4212.

We hope our shirts will be in great demand in Ukraine and you
will be able to place large orders with us in the future.

Yours faithfully,
Alfred Smithers
Sales Manager
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Knuwe u sviparicenusn,

UCROJIb3YeMble 8 RUCLMAX, HOOMBEPHCOAOUWUX 3AKA3bL:
1) Thank you very much for your order No ... of (dated) ... -
bnaromapum Bac 3a Bam 3aka3z N ... oT ...
2) As requested we enclose (are enclosing) the copy of your
order, duly signed, as an acknowledgement. - Kak Bwl nmpocunu,
MBI TIpWJIaracéM KOMHWIO 3aka3a, TOJIMUCAHHYI0 HaMH, Kak
noaTBepxkaeHue Bamero 3akasa.
3) We confirm that delivery will be made by .. - Mbl
MOJITBEPXKIAEM, YTO MOCTaBKa OyIET MPOU3BECHA K ... (TaKOM-TO
naTe).
4) We hope that you will have a good turnover, and that we will
be dealing with your company in the future. - Hageemcs, 9to B
Oyzere UMeTh XOpoIMid 000pOT, U MBI OyJeM COTPYAHHYATH C
Bameii komnaHuei 1 B JadbHEUILIEM.
5) Delivery will be made in confirmity (accordance) with your
instructions. - TloctaBka OyneT mpow3BeleHa B COOTBETCTBHU C
Bamvmu uHCTpYKIUSAMHU.

13. Rejection/Refusal of the order

Ecmu Tlpomasenr nm6o IlocTaBuimk ToBapa 1Mo KaKHUM-JIHOO
MpUYMHAM HE B COCTOSHUHU BBITIOJHUTH 3aKa3, OH JHOO
OTKa3bIBaeTCsl OT 3akasza (fo refuse (to reject, to decline) the
order), mubo mpeanaraeT ageKBaTHYIO 3aMeHy (substitute) ToBapy,
KOTOPOTO HET B HAJTMYHWH.

IIncbMo0-0TKA3  COCTaBIsIETCST 1O CIEAYIOUIEH  CXeMe:
MMOBTOPEHHE  NPOCBOBI;  OOOCHOBaHWE  TPUYMH  OTKA3a,
KOHCTaTaIlMs 0TKa3a; MEePCIEeKTHBBI COTPYIHUYECTBA B Oy IyIIEM.
CobOmromaiiTe creayromiee MpaBUIO: HE HAYWHAWTE THUCHBMO C
KOHCTaTallM: 0TKa3a.

Veaoicaemvie cocnooa.

Hawa ¢upma nonyyuna Bawe nucemo ¢ npocvbotl npuciamo
HeobX00UMY10 mexHU4ecKyo 00KyMeHmayuio Ha obopyoosanue. B
CBA3U CO CRONCUBWEUCS 0OCMAHOBKOU HA pblHKe Hawla gupma
BPDEMEHHO NpPeKpamuia 6blnycKk OanHo2o o0bopyodosanus. K
coorcanenuro, Bawa npocvba ne moscem o6vimo yooenemeopena. O
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B0300HOGNIEHUU  NPOU3BOOCMBA  HaAwla  Qupma  cooowum
OONOIHUMENbHO.
Knuwe u svipasicenusn,

UCROJIb3yeMble HPU OMKIOHEHUU 3AKA308:
1) We are sorry (we regret) to let you know (to inform you) that
we cannot execute your order because of (through) ... K
COXKaJICHHIO BBIHYXKICHBI COOONMTH BaM, 9TO MBI HE MOXEM
BBITIOJIHUTH Baill 3aka3 1o npu4uHe ...
2) The goods you ordered are no longer available. — ToBapa,
KOTOPBIi Bl 3akazanu, O0blle B HATMYUHA HE HMEETCS.
3) We can offer you a substitute. - MoxeM TpeIoXRUTh Bam
3aMeHY.

14. Changes in business

Pa3znuyHble M3MEHEHNs1, BbI3BAHHBIE CIUSHUEM, TIOTJIOIICHUEM
(¢upM, HOBBIMH HA3HAYCHHUSIMH, TIEPEXOJOM JIOJICH Ha JpyTrHe
MecTa paboThl U T.J., JOBOJBHO YacTO BCTPEYAIOTCS B JIEIOBOM
npakTuke. YacTo BO3HHKAET HEOOXOIUMOCTh IMOCTABUTH 00 3TOM
B U3BECTHOCTh CBOUX JIEJIOBBIX MTAPTHEPOB.

Knuwe u svipascenus,
onucvleaouiue paznuyHble U3MEHEeHUA:

1) We have pleasure in notifying you/ announcing that our
business has been amalgamated with...- C yIOBOJBCTBHEM
coolOmaeM BaM O TOM, 4YTO Hama ¢upMa OObEIUHHIA CBOU
YCHIIUA C...
2) Please note that last week we opened our new branch/ factory
at...- Ydyrute, MNOXalTyicTa, YTO Ha MPOUUION HEJAEIE Mbl
OTKPBLIM HOBBIN (unuain/ ¢pabpuky B...
3) To mark the occasion we are making a special offer of...- 1ns
TOTO 4TOOBI OTPEArupoOBaTh HA BOHUKIIIHME MPOOIEMBI MBI JIeTIaeM
0co00€ MpeIJI0KEHHUE. . .
4) We are writing to inform you that Mr R. Bellman has been
appointed as Director in succession to Mr A. Sage.- Mpl nuiiem,
yToOBI cOOOmMTL BaMm 0 TOM, uTo rocmoaud P. Bamnman ObLn
Ha3HAY€H IUPEKTOPOM Kak mpeeMHUK M-pa A. Coitmxka.
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15. Payment

B coBpeMeHHOI MeXITyHapOTHOW TOPTOBJIE MOYKHO BBIJICIHUTH
CJIEAYIOLINE BUbI PaCUETOB.
1) [Inatexx no omxpeimomy cuemy (YUCTBIM IIaTexxk — clean
payment) 3aKiloyaeTcs B OIUIaTe IOKyINaTesleM, Kak IpaBuio,
0aHKOBCKMM TEPEBOJIOM MM YEKOM, CUeTa MpOJaBIa 3a TOBAPHI
WIN YCIYTH.
2) Ilpu pacuerax eexcenamu (by draft = Bill of Exchange)
YCIOBHO MOKHO BBIJICIIUTh «UMIIOPTHBIN» M «3KCIIOPTHBIN
Bekcelst (import or export draft) B 3aBUCIMOCTH OT TOTO, BBIJIaH
OH B CTpaHe MOKYyIaTes WU MpoJaBIia.
3) llpu oOoxymenmapnom unxacco (documentary collection)
JKCIIOPTEp HAMpaBisIeT 4epe3 OaHK-pEeMUTEHT — remitting bank
(0ObryHO  cBOM ~ 0aHK)  KOHTpPAaKTHBIE  JTOKYMEHTHI B
MHKaccupymomuil 6ank — collecting bank (xak npaBuio, B CTpaHe
UMIOpTEepa) s OIUIaThl (JIOKYMEHTHI TPOTHB TUIATe)Ka —
documents against payment) WIH aKIeNTa TPATThl (IOKyMEHTHI -
MPOTHUB aKkienTa — documents against acceptance). mmoptep
(importer) mony4aeT IOKYMEHTBI TOJIBKO IIOCIE IjIaTexa WId
aKIenTa.
4) Hoxymenmapnwiti akkpeoumue (Letter of Credit = L/C)
npeAcTaBiasieT co0oM  00s3aTebCTBO 0OaHKa, JaBaeMoe UM
CaMOCTOSITENIFHO MJIM 10 YKa3aHUI0 UMIOPTEpa, MPeJOoCTaBUTh B
pacniopsbkeHne OeHedunmapa — beneficiary (dkcnoprepa —
exporter) 0003HaUYECHHYIO CyMMY B (DUKCHUpPOBAHHOW BalIOTe MpPH
TOYHOM COOII0ICHNN YCIIOBHI, MIPEyCMOTPEHHBIX
aKKPEIUTHUBOM.

a) Irrevocable L/C — 0e30T3BIBHON aKKPEIUTHB, KOTOPBIN

MOXET OBbITh OTKJIOHEH TOJBKO C COIJIAaCUSl 4YeJIOBEKa,

O’KU/IAIONIETO OTUIATy 3a TOBAp WU YCIYTY.

b) Confirmed L/C — TOATBEPKICHHBIM AaKKPEAUTUB, K

KOTOPOMY BBITUIAYMBAIONINI OaHK MpHIIaraeT TapaHTHIO TOTO,

YTo oOmlata OyJeT Npou3BeAeHa IOCie IPEeICTABICHUS

OTIpENIeIEHHBIX TOKYMEHTOB.
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Oo0pa3en akkpeauTHBA
To: Stample Bank, Tokyo
Attn.: Documentary credits department
From: Detroit Reserve Bank, Detroit

We herewith open our irrevocable transferable documentary
credit No54255699 which please advise to beneficiaries without
adding your confirmation as follows:

This LC is subject to the Uniform Customs and Practice for
Documentary Credits, Revision 1993, ICC Publication 500.

Credit applicant: Unusito Company, Tokyo

Beneficiary: Jerico Company, Detroit

Amount: up to USD 2.500 000 maximum

Validities: For shipment: latest November, 2012

For presentation of documents: latest 21 days after shipment
within credit validity time at our counters

Date and place of expiry: April, 2011 in Tokyo

Covering: 37 metric tons +/— 10% of hard humpy metallur-
gical chrome ore of Turkish origin with the price USD 273/ metric
ton:

Terms of delivery: FOB ST Tokyo.

Payment: Payable at sight against presentation of the
Certificate of Origin, issued by the Chamber of Commerce, one
original and one copy at our counters in Detroit

Special instructions:

1. Part shipment allowed.
2. Transshipment not allowed.
3. Charter party Bill of Lading permitted.
4. All documents should be issued in the English language.
5. All bank, commissions and charges outside XXX country for
beneficiary account.

In case we receipt documents which are not in conformity with
credit terms we shall charge the remitter our discrepancy fee
amounting to at least USD 50.00 or equivalent.
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16. Reminder of payment

IucbmMa 0  muarexXax W NMHCbMa-HANOMHHAHHSA
OTHPABIISIIOTCS, KOTJa OIUlaTa B CPOK HE NPOU3BOAUTCA, M
HEOOXOMMO HANIOMHHUTH JIOJDKHUKY O HEOIUIAaueHHOM CueTe.
[lepBoe mHCHMO-HaIOMHUHAHWE NHIIETCS B JPYKECKOM TOHE.
OpmHako ecn B OTBET Ha 3TO NHCBMO IUIATEX BCE €IIe HE
MPOM3BE/ICH, TO KPEIUTOP MHIIET CHOBA B 00JIee TBEPAOM TOHE.

Oo0pasen nucbMa-HANIOMMHAHUA 00 o1IaTe
Carsons Inc.
Bay Avenue, San Francisco

July 23, 2008

Dear Mr. Carsons:

Accordingly to our records payment of our invoice No.
35823, sent to you in April, has not yet been made. As
specified on all our estimates and invoices our terms of
business are 30 days net. Your invoice has now been
outstanding for 90 days. In the case of unsettled debt of this
duration it is our company policy to take legal action.

We would naturally prefer not to have to go so far. Would
you please send us a check by return. In case you have lost
or mislaid the original I am enclosing a copy of our invoice.

We look forward to receiving your payment by return.

Yours sincerely,
Pierre Lacoste, Credit Controller
Knuwe u gviparxcenus
UCNONb3VEeMble 8 NUCOMAX-HANOMUHAHUAX:

1) Payment by irrevocable L/C in US dollars on a United States
bank, allowing part-shipment and transshipment, and valid for 90
days from order date. — Ilnarex ocyuiecTBisieTcs 6€30T3bIBHBIM
aKKpPEeIMTHUBOM, NEHCTBUTENBHBIM B TeueHne 90 nHEW OoT nmaThl
3aka3za, uepe3 JO0oW amepukaHckuii Oank. Ilpu 3TOM
pasperraercsi YacTHYHas OTrpy3Ka M IepeBajka (C OJHOTO CyIHa
Ha JpyToe).
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2) Payment with order by banker’s draft or check on a UK bank.
— Ormlara Mo mpuKasy MOCPEACTBOM OAHKOBCKOHM TpPaTThl WM
YEKOM Ha aHTJIMHCKUN OaHK.

3) We have pleasure in enclosing our check for § 500. — C
yI0BOJIbCTBUEM BKJIaJpIBaeM Haul uek Ha 500 nosnapos.

4) Payment is being made by banker’s draft in settlement of your
invoice for $500. — Ilmatexx Oymer NMpou3BeACH OaHKOBCKHM
BEKCEJIEM B MOTallICHHE Balero cueta-haktypsl Ha 500 1oiuiapos.
5) The Lloyds Bank will accept your draft. — Jlinoin3 OGaHk
MIPUMET Balll BEKCEITb.

6) We have opened L/C with the Lloyds Bank. — Mbl OTKpbUTH
aKkkpeauTHuB uepe3 JInoia3 6aHK.

7) Please draw $500 on us at 90 day’s sight. — Bemmummure,
noxanyicra, Ham c4yeT Ha 500 pomnapoB co cpokoM omiaatel 90
JTHEH.

8) May we again remind you that this account is still overdue.
— TTo3BosbTe emE pa3 HAIOMHUTH BaM, YTO HAIl CUET BCE eII¢ He
OIlJTaueH.

9) According to our conditions of sale, your remittance was due
on March 12. — B cOOTBETCTBUU C YCIOBUSMHU Hallled CIEJKH,
Balll IEPEBOJ IOJKEH ObUI MOCTYNHTH 12 Mapra.

10) It is no doubt through an oversight on your part that
settlement is three months overdue. — HaM KaxkeTcs, 4TO BBI
3a0BbUIM TOTAaCHTh CBOW JIOJIT, CPOK KOTOPOTO MCTEK 3 Mecsiia
Ha3ajl.

11) We must insist on receiving payment by 31th January, failing
this we shall be compelled to take legal action. — Mpl
HACTaWBaeM Ha TOJYYCHUU IUIaTexa K 31 sHBaps; €Clid 3TOro He
MIPOU30MIET, TO MBI OyIeM BBIHYKICHBI OOPATHTHCS B CY/I.

12) We have often reminded you of the outstanding amount, but
have received no reply or remittance from you. — Mpbl 4acTo
HATIOMUHAJIM BaM O HEOTUTAYCHHOM CYeTe, HO HE TOIYYHIIH OT Bac
HU OTBETa, HU IEPEBOJIA.

13) Would you allow me to postpone settlement of your account?
— [IpocuM pa3pemuTs HaM 3a/Iep>KaTh OIUIATY BAIIETO CUeTa.
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14) The recent devaluation of the dollar has caused a setback in
business. — TlocnenHss neBaibBaIlMsl JoJUTapa TpUBENA K
CHIDKEHHIO JICIIOBON aKTHBHOCTH.

15) Since you have always met your obligations in the past, we
are prepared to allow you a postponement of payment. — Tak Kak
B MPOIIIOM BbI BCETJia BBITIOJHSIN CBOM 0053aTEIIbCTBA, TO MBI
MO>KEM pa3pelInTh BaM 331ep)KaTh OIUIATY.

16) Please send us half of the amount, by return, and sign the
enclosed acceptance for the remainder. — Iloxaiyiicta, BepHUTE
HaM TIOYTOH TOJOBUHY CYMMBI U TIOJIIHUIIUTE BIOKEHHBIN aKIETT
Ha OCTaTOK.

17) We trust you will settle the remainder by paying in monthly
installments. — Mpbl Hajieemcsl, YTO Bbl IIOTACUTE OCTATOK ITyTEM
BBIIIJIATA €KEMECSIUYHBIX B3HOCOB.

17. Complaint

B nenoBoii mpakTHKe OCHOBHBIMH MPUYUHAMHU OTIPABKU

nHuceM-peKJIaMaluii SBISIOTCS CIIeTyIOIINe:

- HeJIOMOCTaBKa ToBapa (short-delivery, short-shipment),

- IOCTaBKa HEJOOPOKaUYECTBEHHBIX TOBAPOB JHOO HE TEX TOBAPOB,
KOTOpBIE OBLIN 3aKa3aHbl (substandard or wrong goods),

- 33JIEP)KKU B TIOCTaBKe (delays in delivery);

- OTHpaBKa MO HEMpaBUIBLHOMY anpecy (misdirection and errors
in addressing);

- IOBpPEXKAEHUE ToBapa (damages of goods);

- TpOU3BOACTBEHHBIE JaedeKTsl (manufacturing  defects),
oOHapy>XeHHBIC TIPU DKCIUTyaTallik OOOPYIOBaHUS (equipment
operating).

Hecmotpss Ha pasnpakeHue, KOTOPOE€ MOKET BO3ZHUKHYTH Y
MOKyTaTeNs (3aKa3urKa) B CBS3H C BOSHUKIIIMMU IIpoOJieMaMHu, a B
MUChbMe-peKJIaMallui eMy CIeAyeT KaK MOXKHO SICHEE M3JI0XKHUTh
CYyTh ITHX TPOOJIEM W MPEIJIOKUTh CBOUM MYTH HX PEHICHUS.
OcoOblli  TakT cleayer coONroaaTh B OTBETE HAa IMHCHMO-
peKIamMaIfio U B PEIICHUN HM3JI0KEHHBIX B HeM mpobinem. Ecnu
kanoba WM TIpeTeH3us Oblla O0O0OCHOBAaHHOM, TO KpOMeE
M3BUHEHUH HEOOXOMMO MOJIPOOHO HAMKCaATh, KAaKUe Mephl OyIyT
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MPUHSTHI AJI TOT0, YTOOBI UCIIPABUTh OIUIOIIHOCTG. Eciu skanoba
WIM TpeTeH3us Oblla HEOOOCHOBAHHOW, TO HEOOXOIUMO
MOJIPOOHO M3JI0KHUTH CBOU JOBOJBI M IPEIOKUTH MYTH PEIICHHS
BO3HHKIIIUX MTPOOIIEM.
Oo0pa3en nucbMa-pexkJjgaManun

Men’s Clothes Dealers Ltd.

142 South Road

Sheffield S20 4HL

England

18th April, 2007
Ref: Our Order #142 of 21th March, 2007

Dear Sirs,

Thank you for your delivery of men’s silk shirts which we
ordered on 21th March, 2007. At the same time we would like to
draw your attention to the following.

After examination of the shirts we discovered some
manufacturing defercts:

a) there are oil stains on 12 shirts;

b) the colour of buttons of 5 shirts does not match the colour of
these shirts;

c¢) one shirt 1s in a different style.

We are returning defective shirts by separate mail, carriage for-
ward, and would ask you to replace them by shirts in the colours
and sizes specified by the order.

We would appreciate a prompt reply.

Yours Faithfully,
Export-Import Manager
Knuwe u evipasicenus,
UCHOJIb3YEeMbLE 8 HUCOMAX -PEKTAMAUUAX
1) We would like (have) to remind you that ... - Mbl x0Tenu Obl
(BBIHYKZI€HBI) HAIOMHUTH Bawm, 4ro...
2) We wish to draw your attention to the fact that ....- Mbl
XOTHM 00paTuTh Baie BHIMaHue Ha TOT QaKT, 4To. ..
3) We are disappointed to find that the quality of the equipment
(goods) you supplied does not meet (comply with, satisfy, match)
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the requirements of... - K coxaleHUI0O MbI OOHApYXHIH, YTO
o0opynoBaHue(TOBaphl), KOTOpble BbI TMOCTaBHIM HaMm, He
yIIOBJIETBOPSIIOT TPEOOBAHMUSM. . .
4) To prove our statement we enclose( are enclosing)... - B
MTOATBEPKICHUE HAIIICTO 3asBIICHUS MBI ITPHJIATACM ...
5) The delay in delivery is causing us great inconvenience,
as...- 3aiepkKa B ITOCTABKE MPUBOJUT K OOJBIINM HEYI00CTBAM,
MOCKOJIBKY. ...
6) We find it necessary to note...- CuutaeM HEOOXOIUMBIM
OTMETHT...
7) We are returning...and would ask you to replace...-
BosBpamaem BaM. .. pocuM 3aMEHHUTS. ..
8) So far we have received no reply...- Jlo cux mop Msl He
MOJIyYHIIH OTBETA. ..
9) Four containers in the consignment were found to be
damaged.- Yerplpe KOHTCHHEpa B TMapTUU  OKAa3alUCh
MTOBPEIKICHHBIMHU.
10) We duly informed you about the breakdown of the
equipment.- Mbl TOIDKHBIM 00pa3oM mpouH(popmupoBanu Bac o
BBIXOJIC U3 CTPOSI 000PYAOBAHMUS.
11) At present your failure to deliver the goods greatly worries
us. - B Hacrosiee Bpemsi Mbl KpaliHe 00€CIIOKOEHBI TeM, YTO Bl
HE MOJKETE IMIOCTaBUTH TOBAP.
12) When we installed the equipment, we found that it was faulty.
- Korga mel ycranoBwin 000pyoBaHue, TO 0OHAPYKWIH, 9YTO OHO
He paboTaer.
13) When we examined the goods, it turned out that ...- Ilocne
O0CMOTpa TOBapa 0Ka3ajochk, 4To...
OO0pa3sen oTBeTa HA MUCHMO-PEKJIAMALMIO

Vysteria Ltd.

P.O.Box 82

Kiev 253206

Ukraine

21th April, 2007

Ref: Order # 142 of 21 th March, 2007
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Dear Sirs,

Your letter of 18" April, 2007, was duly noted. The shirts you
returned us are indeed defective. We have to admit that these
defects were overlooked by our controller and offer apologies for
the oversight.

We are sending you new shirts as a replacement this week by
air, carriage paid, and would ask you to confirm their receipt by
fax.

If any other problems arise, please do not hesitate to contact us
in the shortest possible time.

Yours faithfully,
Claims Department Manager
Knuwe u svipasicenusn,
UCROJIb3YeMble 8 OMEEMAX HA HCal00bl U NPEeMEeH3UU:
1) We have carefully studied your claims...- Mbl BHUMATEILHO
n3yunin Bammm npereHsum...
2) You were right to let us know about...- [lpaBunbHO crenanm,
YTO COOOIIMIIA HaM O. ..
3) After investigating your complaint, we have to admit that...-
[Mocne wm3ydenust Bamieir xanoObl Mbl BBIHYXICHBI TPU3HATh,
qT0. ..
4) We can assure you that...- Moxem 3aBepuTh Bac B TOM,
qT0. ..
5) Step are being taken immediately to avoid such mistakes in
future.- Mpbl HEMENJICHHO TpPHUMEM MEpHl Ui TOTO, YTOOBI
n30exaTh MOJOOHBIX OMIMOOK B OyayIIEM.
6) Please accept our apologies for...- llpumure Hamu
W3BHHECHMUS 34. ..
7) We apologize for...- IIlpocum mipoiiieHus 3a. ..
8) A replacement for the substandard goods will be delivered
next week. - 3aMeHa HeJOOPOKAYEeCTBEHHOMY TOBapy OyIer
MOCTAaBJICHA HA CIICIYIOICH Helee.
9) May we remind you, however, that...- B Toxe Bpems, Mbl
XOTeNu Obl HAMOMHUTH Bawm, 4rto. ..
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10) We would ask you to return the faulty equipment at your
convenience, carriage forward.- Ilpocum Bac Bo3BpaTuTh Ham
OpakoBaHHOEe 00OpyIOBaHWEe B yaoOHOe mius Bac Bpems, 0e3
OILJIaThI IEPEBO3KH.

11) However we hope you will also try to see our point of view.-
O/HaKO HaM XOTEJIOCh ObI U3JI0KUTh TAKXKE CBOIO TOUKY 3PCHUSI.
12) We regret that we cannot exchange...since...- K coxaneHuto
MBI HE MOKEM 3aMEHHTb. .., IIOCKOJIBKY ...

13) We regret to inform you that we cannot accept your claim
because of...- K coxanaeHHIO BBIHYXIECHbI COOOLTUTH, YTO MBI HE
MOKeM MPUHSTH Barry mpeTeH3nto, MOCKOIbKY. ..

14) We would like to inform you that the delay in delivery
occurred through no fault of ours.- Mpl OBl XOTeIH COOOUIUTH
Bawm, uTo 3ajepkKa B MOCTaBKE MPOU30IILIA HE 110 HAIIeH BUHE.
15) It is not our fault that...- D10 He Hama BUHA, YTO...

16) Needless to say that both our companies suffered unnecessary
losses that hopefully will be avoided in the future.- Her
HEOOXOJUMOCTH TOBOPUTH O TOM, YTO 0O0€ HAIIM KOMIIAHUH
MOHECIU YOBITKH, KOTOPBIE MbI HaJleeMCsl U30€KaTh B OyyIlEM.

18. Apology

IIncbMo ¢ M3BMHEHMSAMHU OTIIPABISETCA B OTBET Ha KayloOy.
OtBer Ha kajlo0y KIMEHTAa/MapTHepa N0 OHW3HECY TaKKe
OTHOCHUTCS K "TpyIHBIM" MHChMaM, IOCKOJIBKY B HEM Hazo Oyzer
JIaThb ~ UcYeprblBaroliee OOBSICHEHHE MPUYMH, BbBI3BABIINUX
HE/IOBOJILCTBO KJIMEHTA/MapTHEepa, COXPAHWB IPU STOM JIULO
cBoei koMmmaHuu. HayaTe ciemyeT ¢ BBIPAXEHUS] COXKAJICHUS,
JUYHON 00eCIIOKOCHHOCTH CJIOKUBLLIEHCS CUTYyalHE.
Heo6xomumMo 00BsACHUTD, KaKue mark Oy 1y T/ObUTH MpeIIpUHSITHI,
YTOObl YCTpaHHTh NpPoOJIeMy M H30EKaTh €€ MOBTOPEHHUS B
Oyymiem.

Oopa3zen nucbMa-u3BUHEHUS
RNT Limited
16 Moorland Road, Luton, Bedford, MK44 7YG
Telephone: (01234) 136987
Registered in England No. 9145628
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18 High Street
Milton Keynes
MK12 7TR
22 April 2010

Dear Mrs Charles

Thank you for your telephone call of 20 April.

I understand that you received an invoice from us, dated 19
April, which quoted an incorrect bill amount.

I have investigated the matter with our Accounts department
who were responsible for sending out the invoice. It appears that a
member of staff typed the wrong number by mistake.

I apologise for this and the inconvenience it has caused. I agree
that on this occasion our service has not been to the high standards
we aim to achieve.

As a result of your complaint, our Accounts manager is
reviewing staff training to ensure that this does not happen again.

Thank you again, Mr Charles, for bringing this to my attention. I
hope this letter has resolved your concerns, but if you need any
more information please contact me on my direct line 01234
130989.

Yours sincerely

Caroline Ashworth

Customer Service Manager

Knuwe u gvipasycenus,
UCHOb3VeMble 8 NUCbMAX-U3BUHCHUAX:

1) Thank you for bringing the matter/issue/problem to our
attention. - Cronacubo, dYTOo CoOOWIMAM HaM 00 JTOM
nene/mpoodieme.
2) I appreciated your advising me of this incident. - Jns meHst
OYEHB Ba)KHO Ballle COOOIICHHE.
3) We are very sorry to hear that. - Ham TsKeno cisimatb o0
3TOM..
4) I am very sorry for this situation. - 51 04eHb COXaJlew O
CITO)KMBILECHCS CUTYAITHH.
5) We apologise for... - Mbl IpoCUM TPOIICHUS 3a...
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6) Please accept our apologises for... - Ilpumute Hamwm
W3BHUHECHUSI. . .

7) Please be assured that we will... - Bynpre yBepeHbI, UTO
MBL...

8) You have my assurance that ...- 5l rapaHTUpYIO BaM...

9) To compensate for the inconvenience caused... - Jlnga

BO3MEIIEHUS MPUUYNHEHHBIX HEYA00CTB. ..

10) We are doing everything we can do to resolve the issue. - Ml
JIeTIaeM BCe BO3MOXKHOE JUTsl pEIICHHSI TPOOIIeM.

11) I can assure you that this will not happen again . - O6emaio,
YTO 3TO BIIPEb HE TOBTOPUTCS.

12) I am trying to sort it out/sort the problem out as a matter of
urgency. - 51 IbITAIOCh pa300paThCs C STUM/PEIIUTH 3Ty MPOOIEMY
HEMEJICHHO.

13) Please return the faulty goods, and we will refund you/repair
them/replace them. - lloxanyiicra, BepHUTE HEKayeCTBEHHBIN
TOBAap W MBI BO3MECTUM BaM yOBITKH/OTPEMOHTHPYEM /3aMEHUM
ero.

14) We value your custom highly. - Jlis Hac O4Y€Hb BaXHO
COTPYIHHYECTBO C BAMHU.

19. Memo

IIncbMo-HanoMuHaHue ajapecyercs K (upMme-mapTHEpY ¢
IENbI0  JAPYKECKOTO, KOPPEKTHOTO HAMOMUHAHUS YCKOPHUTH
HEKOTOphIE€ OIEpaluy, CBS3aHHBIE C IUIATE)KaMU, BBIIOJHEHUEM
JIOTOBOPHBIX 0053aTE€NBCTB, ar€HTCKUX COTJAIIeHUud u T.4. ['pud
«BTOPUYHO» TIOMEIIAETCSl Ha TOJe MHUChbMa M YyKa3blBaeT Ha
IOBTOPHOE HanmoMuHaHue. [IMChMO COCTOMT W3 [BYX 4YacCTei:
HallOMHMHAHUE O BBIMIOJIHEHUU O00s3aTENILCTB U Mepax, KOTOpbIe
OyIyT IPHUHSTHI B CITy4ae UX HEBBITIOTHEHHMS.

Yeaowcaemvie cocnooa,

Hanomunaem, yumo Baw cuem oxa3zancs HeonnauenHulM, CPOK
onnramul ucmexkaem 10 maa. Ilpocum Oamv o00vAcHeHUs 6
Onudicatiuee 8pems, 8 NPOMUBHOM CLyuae Mbl OVOeM GbIHYHCOEeHbl
nodams Ha e6ac 6 apoumpadic. 3apanee npumume HauLy
b1a200aprocmy, Hadeemcsi Ha OanbHelluee COmpyOHULeCmao.
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I[IucbMo-BOCCTAHOBJIEHHE TIPSKHHUX CBSI3EH  HAIpaBIICTCS
JICIOBBIM MIApPTHEpaM B TOM Ciy4ae, Korma OT (GUPMBI He
MOCTYMAIOT 3aKa3bl, JJIs BBIACHEHUS NMPUYHUHBI U BO3OOHOBICHUS
COTPYAHUYECTBA COCTABIISIOTCS CICAYIOIINAE TTHCHMA.

Veaoicaemvie cocnooa,

Hawa ¢gupma pezynsapno nonyuana Bawu 3axazvl 8 npoutiom,
Kak credyem u3 amaiusza Ooxymenmayuu. Mbvl nepecmanu
noayyams ux 06a 200a Hasad. Pupma xomena Ovl 3HaAMb, eCMb IU
9MOMY  Cepbe3Hasi NpUuduHa, 34  KOMOPYK  Mbl  Hecem
0MBemcmeeHHOCMb, a UMEHHO. HeC80e8PEMEHHO UCNOTHEHHbIe
3aKazvl,  KAYecmeo, He  coomeemcmsyoujee  mpeodyemvim
CManoapmam; owuobKU npu 8bINOTHEHUU 3aKa308;
HEKOHKYPeHMOCnocoouvle  yenol u m.0. Haodeemcs Ha
80300HO61IeHUe 0eN08biX céA3ell ¢ Bamu u 63aumosvicoonoe
napmuepcmeo.
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UNIT 111

IIpakTuka nepeBojaa 1eJ10BoOH
KOpPPeCHOHAeHIIUN

1. 3asaBKa 0 MpUeMe HA padoTy
Job application

15" June 2011

Air Space Freight Forwarding
100 Thornburg Road
NEWCASTLE

NO2 6ZE, England

Dear Sir or Madam,

I am writing in reply to your advertisement in the European
News of June 12" for the post of Sales Manager in your European
Division.

I am aged 27, of German nationality, single, bilingual
German/English and am currently employed as Freight
Coordinator with Federal Express (Deutschland) in Dusseldorf
where I am responsible for freight movements to and from the US
and the UK. I have held this post for three years now and would
welcome an opportunity to work in Britain. I now have a total of 5
years' work experience in freight forwarding, having completed a
2 1/2-year training course as a freight forwarder with Kuhne &
Nagel, Dortmund, where I stayed for a further two years after
completing my training period before taking up my current post at
Federal Express. My current performance-related salary is in
excess of £3000 p.a.

I enclose a full curriculum vitae and the names of two referees
as stipulated.

I look forward to your reply at your earliest convenience.

Yours faithfully,
Ziegfried Danz
Glossary Notes:

Freight Coordinator — koopounamop ¢ppaxmog
freight movement — ¢hpaxmoswiii mpancnopm
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welcome an opportunity — 80Cnonb308amMbCsi BOIMONCHOCHILIO
freight forwarding — ghppaxmosas omnpaexa, paccwiaka
freight forwarder — sxcnedumop

performance related — 6 3a6ucumocmu om 00CMUICEHUL

£ 30K p.a. - 30000 ¢gynmos cmepaunzos 6 200

referee 30ecb.: 1Yo, oarouee peKoMeHOayuro

stipulate — mpebosamu(cs1), norazamucs, 00yCiL061UBAMb

2. PexomeH1aTeIbHOE MM CbMO J1JIS1 YACTHOI'O JTHIA
Letter of recommendation for a private individual

3 February 2010

National Chiswick Bank Ltd

27 Chiswick High Road

Chiswick

LONDON, W4T 6PP, England

For the attention of the Manager

Dear Sir or Madam,

As our company has enjoyed excellent relations with your bank
in the past we would be most grateful if you could assist our
newly appointed Market Research Coordinator (U.K. Division),
Herr Franz Lahusen, on his arrival in London at the beginning of
next month.

Herr Franz Lahusen has been entrusted with the task of drawing
up energy consumption profiles for major energy users in the
process engineering sector in the south of England and would
therefore appreciate any assistance your bank can give him as
regards potential customers and their suitability. We feel that your
wide experience in dealing with corporate customers and the
considerable skill with which you have handled our affairs in the
past will greatly aid Herr Lahusen in this undertaking.

We wish to take this opportunity to extend our thanks to you in
advance for any assistance given to him in this matter and remain,

Yours faithfully
GEA Energietechnik GmbH

Glossary Notes:
market research - cneyuamucm no MapKemuH206bIM UCCTIEO08AHUSIM
draw up - pazpabamvicamo
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energy consumption profile - npoguns snepeonompebnenus
process engineering - niam npoyecca

suitability - npueoonocmo

undertaking - npeonpusimue, 0eno, niaH, npoexm

extend - 30ech. gbipadcams

3. PekomeHniaTe1bHOE MMUCHBMO
Testimonial

To whom it may concern

Ms. MARIA SCHNELL

Ms Schnell worked with Technology Transfer Systems Ltd. as
Departmental Head in our software development and
documentation department during the period from 1 January 2001
to 31 March 20009.

After having rapidly taken stock of the resources available in
this department, both In terms of manpower and technology, she
was able to proceed to evaluating its strengths and weaknesses,
Her restructuring of the section fed to an immediate improvement
in morale and performance resulting in greater efficiency and
dedication from all concerned.

The areas for which she took responsibility involved many
skills: documenting, typing and layout of a user manual, testing
the software system during development and liaising with
software engineers as bugs or queries were raised.

Her ability to chair meetings and conduct them in a manner
conducive to constructive results has proved invaluable in the
course of her three years with our company.

Technology Transfer Systems Ltd will sadly miss the skills and
dedication of which Ms Schnell's departure will deprive the
company. We do not hesitate to recommend her to any future
employer.

Yours faithfully
James Bloomberg,

HR manager
Glossary Notes:
to whom it may concern- mem, K020 MO MONCEM KACAMbCA
take stock- osnaxomumoca
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manpower- pabouas cuna

efficiency- ksanupurayusi, ymenue

dedication- eoenevennocmo

liaise- noodepoicueamo c6:13b

bug- 30ecw: depexm, neoouem

chair- gecmu cobpanue, Obims npedcmasumenem Ha cOOPAHUU

4. Ilpuriamenue Ha codecel0BaHUE
Invitation to an interview
21 June 2011
Mr Peter Schulz
Alte Bahnhof str. 100
44892 Bochum, Germany

Dear Mr Schulz,

Thank you for your letter of 15 June in which you submit your
application for the post of European Division Sales Manager.

Interviews for the post in question are being held in London at
the Novotel at Heathrow Airport during the weekend of July 19-
20. We are inviting suitable candidates to attend for a preliminary
interview on the Saturday. On the Sunday short-listed candidates
will then proceed to a second round of inter-, views conducted by
a panel made up of our Human Resources Manager and staff.

All short-listed candidates will be notified approximately 10 days
after interview.

Travel and accommodation expenses will be borne by the
company for all candidates living outside the UK who are invited
to interview.

Please confirm your participation by return, indicating your time
of arrival

Yours sincerely
Air Space Freight Forwarding
Henry Fuller,
HR Division
Glossary Notes:
short-listed- npowedwuii nepsuunbvlii omoop
panel- ombop, KOHKYpC; KOMUCCUSL
human resources- omoen Kaopos
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S. Mudopmanus Ui NOTEHUHAJTBHOIO KJIMEHTA
Information for a prospective customer

28 April 2012

Couper Links 401

9000 GENT, Belgium

Fax: 00 32 56 773058

Dear Sir or Madam
RE: SOURCING GINSENG ROOTS

With reference to our fax of 22 April please note that our
contacts in China have just confirmed that small samples and
descriptive literature have been dispatched. As soon as we receive
his material we will pass it on to you.

The price CIF Antwerp is generally something in the region of
USS$ 25 per kg — types, quality, minimum order quantity, delivery
etc. to be confirmed.

In the meantime we would appreciate some information on your
company’s background and financial standing. We would point
out at this juncture that it is to be expected that the Chinese
supplier will stipulate payment by letter or credit.

Should you have any queries please do not hesitate to contact us.

Yours faithfully

Lancashire Enterprises plc
Mannix Fu, Project Executive
Trade Dept.

Glossary Notes:

source - KacameibHo, NO NOBOOY

descriptive literature - ungopmayuonnvie mamepuaol
financial standing - ¢punancosoe nonosicenue

at this juncture - 6 HACMoOAWULL MOMEHM

stipulate - cmasumy yciosuem, 00yciLagIueans

6. Pacchlaka/mHGopManMoOHHOE MHCHMO
Mail shot/circular
18 February 2009
Prince DIY Centre
75-95 New Hall Street
OXFORD, OX1 7THH
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Dear Customer
DIY ON YOUR DOORSTEP!

We are delighted to report that customer demand to our
unbeaten range of "do-it-yourself" equipment and materials has
increased at such a staggering pace, that we are shortly to be
opening a second branch just outside town on the new Price-wise
Trading Estate.

Our new branch, at 42-50 Grove Road, will provide ample
parking facilities and will stock oil I he lines you have come to
know and rely on together with a whole new range of modestly
priced accessories for the DIY-enthusiast working on his own.
This range will include "one hand" tools enabling the handyman
(or woman!) to manipulate equipment with one hand only, leaving
the other free.

Just to convince you how serious we are, we’re offering a 5%
discount on ail cash sales over $25 during the first month of
business as from the first of next month. We'll deliver all bulky
items (marked with a red star on the price tag) to your front door
absolutely free of charge within a 25-mile radius.

So don’t miss the chance of cashing in on our once-in-a-lifetime
throw-away offers! We’re looking forward to greeting you on our
new premises on June 1% and we’re absolutely certain you’ll be
glad you came!

Yours sincerely

Kelvin Hover
Glossary Notes:
diy - coenaii cam
handyman - ymeney, macmep Ha 6ce pyKi

7. OTUeT HPEeaCcTABUTEIS
Agent’s report

Modern Sports Sportkleidung
Bahnhofstr.112

40489 Diisseldorf, Germany
E-mail: modern.sports@gmx.de

67



1 November 2009
Land&Hunter Sportswear Specialists
12 Thames Street
KINGSTON
KT1 1PF, England
Dear Mr Land
Report on First Quarter Sales

We are pleased to inform you that sales activity has been brisk
throughout this first quarter with a balance of €17,000 in your
favour. On presentation of your draft drawn on us for this amount
of 30d/s it will be accepted and returned to you immediately, as
agreed.

We feel that our advertising campaign, launched as it was at the
end of the summer season, was particularly effective because
waxed cotton jackets are most suited to weather conditions at this
time of year. The new German TV series bought from Thames
Television entitled “Outdoor Style” featuring prominent British
TV personalities wearing your company’s anoraks has also
certainly had a beneficial effect on sales. We enclose some
material al from the advertising campaign and press coverage of
the TV series for your information.

For the next quarter we expect an even greater turnover,
particularly in the bigger men’s sizes with large waist
measurements. Please make sure that these sizes are available in
greater numbers to accommodate the market here.

As regards pricing policy, we feel that the current weakness of
the pound should be passed on to our customers and suggest an
across- the — board price reduction of 10% on the trade prices
quoted.

We look forward to your comments on this matter and are
confident that the market will continue to offer considerable
potential for the foreseeable future.

Yours sincerely
MODERN SPORTS SPORTKLEIDUNG
Theo Kohl, Managing Director

Encs
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Glossary Notes:

first quarter sales — obopom 6 nepsom Keapmaie
brisk - oorcugnennviii

balance in your favour — canvoo 6 eauty noivsy
on presentation — no nPeovIGICHUIO

draft — mpamma, nepesoouwiii gexcens

waxed cotton — 60ujeHblll XIONOK

feature - nokaszvieamo

turnover - obopom

across- the-board - 2nobanbHulil

trade price — (pabpuunas yena, onmosas yera

8. OT4eT 0 MAPKETHHIOBBIX HCCJIEI0BAHUAX
Market research report
June 25, 2008
Constance Cummings
Cosmetics Manufacturers
One World Trade Center
Suite 7691
New York, NY 10048
U.S.A.

Ladies and Gentlemen:

We are now in position to provide you with the first results of
our market survey on German consumer habits as regards the use
of cosmetics.

Our field-workers conducted a representative survey of females
aged 15-60 years and completed a questionnaire with the test
persons on their preferences as regards hair and skin preparations.
Our survey incorporated questions on the recycling of packaging,
vivisection issues and a possible multicultural image of society. In
addition, we asked questions on matters such as manufacturing
methods and the sourcing of ingredients used for beauty
preparations (low-wage labor in the Third World, Amazon rain
forest depletion, “natural” an “green” products, herbal remedies,
cosmetic substances used by ancient cultures etc.).

Our conclusions and recommendations are set out in detail in the
charts included with this letter. In essence, we recommend that the
15-25 year-old age group be approached with explicit reference to
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environmentally friendly products, developed on human test
subjects and in no way involving the use of animals. Here a
synthesis should be achieved between fashion-consciousness and
“natural” beauty. We suggest using both European and African
models in harmonious but also dynamic and exciting situations in
your advertising.

The 25-40 year-olds will probably best respond to an
“enlightened” and realistic approach to the problems of “getting
the best out of your looks” with a little help from cosmetics. Here,
an “intimate” approach is important, i.e. the cosmetic industry is
secretly helping you to enhance your to enhance your looks,
whilst unsuspecting males think it's natural (hair rinses, skin
toners, anti-wrinkle preparations).

The 45-60 year-olds will probably best respond to even more
subtle allusions to the need for nature to be helped along a little,
but here we recommend the idea of, “Go on, enjoy yourself now”,
or, “Treat yourself to something really good!” Prices for age
group can be increased by 5%-10% to underline market
segmentation.

We trust you will be able to incorporate our suggestions in your
advertising campaign and will be pleased to clarify any of our
findings, should you request us to do so.

Sincerely yours,
DAWSON&DAWSON
A.P.Schleifer

Senior Consultant
Glossary Notes:
market survey - MapKemunzovle Uccied08aHUs.
questionnaire ankema
vivisection issue - mema aHaiu3a
Amazon rain forest depletion evipybra Odicyneneiit Amazouku
fashion-consciousness - co3Hanue Moovl
hair rinse - ononrackugamens 078 8010C
skin toner cpeocmea - no yxooy 3a menom
anti-wrinkle preparation - cpedcmea om mMopujuH
allusion - annrozus, navex
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9. OTBeT Ha F010BOI 0TYET IJIABHOIO NPEANPUATHS
Response to parent company’s annual report
Harvard Plastics Inc. (UK)
Bull Ring Industrial Estate
Birmingham BI§ 9LL
e-mail: HVplastics@aol.com
4™ July 2010
The President
Harvard Plastic Inc.
Broadway
New York, NY 10018
USA

Dear Mr Pollock

We have studied your Annual Report for 2009 and come to the
conclusion that the loss in pre-tax profits of $1.2bn incurred by
Harvard Plastics world-wide was mainly attributable to high
labour costs and import duty on plastics entering Europe.

The conclusion we have come to is that relocation of part of
your manufacturing facilities in one of the cheaper EU countries
(UK, Ireland, Portugal, Greece) may be the answer to import
duties, for in this way the “80% local content” ruling as regards
goods manufactured by companies in non-EU ownership can be
complied with. Over 1,000 Japanese companies already have a
production site in the UK alone.

We feel that every effort should be made to contact the
municipalities in areas designated by the EU as “regional
development areas” in order to obtain EU funding and low-priced
land. We are convinced that any effort to bring jobs to Europe will
be warmly welcomed by the government and local population
concerned, with good chances of highly favorauble tax relief
arrangements for an initial period and, especially in the UK, a
pool of skilled labour available immediately.

Our Public Relations Department has already started to sound
out local authorities in suitable areas in the UK and we will be
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sending you a report of our findings in good time for your AGM
on 1 September.

You may rest assured that our recommendations will remain
confidential, until such time as the matter of relocation in Europe
has been discussed at the highest level.

Yours sincerely

Henry Wilberforce
Chief Executive
Harvard Plastics (UK)

Glossary Notes:

Loss in pre-tax profits - nomeps 6 00Han1020601 npubbLLIU

Bn=billion

Incur - nomepnems, nonecmu

Manufacturing facilities - npomviuinentsvie npeonpusmus

The 80% local content ruling - 3axon, no komopomy 80% npoodasic dondxicHbl
€cOCosAmMbd U3 MeCmHOU NPoOyKYuu

Sound out - naxoOums, obHapyscusams

AGM=Annual General Meeting - excecoonoe obujee cobparue

10. IIpocroii 3anpoc
Simple enquiry
25 November 2011
Clearcut Lawnmowers Ltd
90 -100 Clover Drive
TORRINGTON
Kent
TZ3 -8727
United Kingdom
Dear Sirs
We are a newly-established firm specializing in the supply of
gardening equipment. As we are currently in the process of buying
In stock in good time for the coming spring season, we would be
grateful if you would send u3 a catalogue of your full lawn-mower
range, both mechanical and electric.
Would you also indicate ate how much lima should be allowed
for delivery and include details of your export prices and quantity
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discounts. Please also state whether goods on a sale or return basis
can be supplied and what your position on after-sales service is.

If your products are to good standard and delivery is prompt, we
feel sure that there will be ample opportunity for your company to
acquire a substantial share of the market here.

Yours faithfully
Brill Gartengerate GmbH
Thomas Wolf
Assistant Manager
Glossary Notes:
buy in stock — cozdasamv cknadckue 3anacwei
lawnmower - 2azonoxocunka
range- accopmumernm
quantity discount - KonuuecmeenHas, CKUOKA

sale or return - noKynxa ¢ npasom 6038pama
after-sales service - cnyocba pabomoel ¢ nokynamensimu

11 3anpoc
Enquiry
Computronic Inc.
PO Box 8732
Austin, TX 75110
USA

Ladies and Gentleman:

ENCRYPTION SOFTWARE

We read your advertisement in the latest edition of DataNews,
in which you state that you have developed new software for the
encryption of electronic data.

We are in the process of reviewing our company's security
procedures and wish to introduce a hierarchical system of data
access using unbreakable passwords.

We would be most interested in receiving a demonstration
version of your encryption program, which we would then attempt
to crack. If, using a powerful mainframe computer, we do not
succeed, we will place a substantial order for your software.

We look forward to receiving your comments on this matter,
together with details of on-site after sales service and up-date
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facilities, should you feel that your product will pass the test we
intend it to undergo.
Yours truly,
BOCHUMER DATENTECHNIK
Reinhardt Deutsch
Software Engineer
Glossary Notes:
Encryption-pacuugposxa, kooupoexa,
Security procedure — mepul no obecneuenuro 6e30nacHocmu;
Mainframe computer — 20106101 KOMRBIOMED,
On- site — na mecme;
After-sales service - cyacoa pabomul ¢ noKynamensmis,
Up-date — 06H06151mb KOMNOHEHMbI ONEPAYUOHHOU CUCTIEMbL UTU NPOSDAMMBL.

12. 3anpoc Ha OCHOBAHMH TeHepa
Enquiry based om a tender
TELEFAX

23 March 2007
TO: POLISH CHAMBER OF' COMMERCE
FAX: +4822 274673
FROM: BILL JAMBOR, Lancashire Enterprises plc
FAX: +1773 721029
Dear Sirs
My company is at present tendering for an EC project in
Romania. I would be pleased if you could send me details of
Polish companies able to supply the following equipment:
1. Engine compressor spare parts, engine spare parts and
pistons for Ikarus motor vehicles Types 260.50, 280.33, 280,64.
2. Spare parts for: "Tatra" Trams, type T4R
3. Electrolyte copper cathode and 18mm diameter copper
winding wire
4. Equipment and spare parts for diesel electric and electrie
locomotives
5. Rail coach batteries, locomotive starter batteries and
locomotive storage batteries.
The exact details and conditions of tender will be sent to the
relevant companies.
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We unfortunately have very little time to submit our tender and
would thus be grateful to receive details from you as soon as
possible and in any event in no later than two weeks from now.

Yours faithfully
BILL JAMBOR,
Lancashire Enterprises plc
Glossary Notes:
tender — npednazams (nucbmenHo), 8bl08UaMb MeHOep (3AA8KY HA MOP2ax),
BbLICMABTAMb HA MOP2U
engine spare part — 3an4acmu MAuiHol
winding wire — cnupanvHas npoeoJioka, obmomxa,
rail coach battery — saconnas bamapes,
starter battery — akkymynsamopuas bamapest
submit — npeocmasname (00Kymenm)

13. 3anpoc Ha OCHOBAHUM 00bSABJICHUS

Enquiry in response to an advertisement
From: jackson&partners@tel.com.uk
To: m.prinzen@liberty.de
Date: 22 March 2008.
Subject: Request for sales literature

For the attention of Monika Prinzen
Dear Ms Prinzen
LADIES' SUMMER WEAR

We refer to your advertisement in this month's edition of
"Fashion Plus". We are a major importer of ladies' fashion wear
with a network of retail outlets throughout the UK. For the past 10
years we have, with considerable Success, been dealing in
fashions for teenagers and the early 20s. Our lines are strictly up-
market and are always in instant response to current trends.

Please send us your catalogue, a current export price-list
including terms of payment and delivery and details of quantity
discounts. We would also appreciate it if you would include
representative samples of some of this season's garments to enable
us to assess their quality.
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We feel sure that there Gould be considerable openings for
competitively priced goods of the right design and look forward to
hearing from you in good time for the coming season.

Postal address:

Jackson & Partners Ltd.

P.O. Box 11058, LONDON, SW1 3YK, U.K.
Yours sincerely
Jackson & Partners Ltd.

Glossary Notes:

major importer — bonee KpynHwili UMHOpMeED

retail outlet - mouka po3HUYHOU MOP206IU

the early 20s — 0sadyamunemuue, ROKoIeHUE 08a0YAMUTICIHUX

line — cmunv, KoneKyuUs

be strictly up-market — coomeemcmeogams camvim 6bICOKUM 3aNPOCAM

be in instant response - HemeOeHHO peasuposamy

current trend — akmyanbHuil MpeHo

openings — OmKpbvleaowyuecst 603MOHCHOCMU

14. 3anpoc 0 NpoIeHTAaX 10 CTPAXOBKE
Enquiry about insurance rates
5 April 2007
Sovereign Assurance Ltd
London Regional Marine Branch
24 Lime Street
LONDON
EC3 7JE
Dear Sir or Madam
Please let us have your quotation for insurance cover against all
risks, warehouse to warehouse, for a consignment of 50 bales of
raw silk from Liverpool to Marseille on board the vessel “M.S.
Northern Star” of the M&P Line.
Replacement value is £5,000.
Cover is required as from June 1*.
Yours faithfully
Turnpike Trading Co. Ltd.
Ronald Soames
Director

76



Glossary Notes:

quotation - npeonodicenue

insurance cover — HOKpbimue Cmpaxoexu
warehouse — cknao

consignment — napmust Moeapos, 2py3
bale — kuna, miok

raw silk — wenx-coipey

as from — ¢ (o epemenu)

15. Berpeunoe npeaiokeHne
Counter-offer

Mediquip Ltd
Richmond Industrial Estate
RICHMOND
SU9 JK, England
Your Offer No.1093 for Surgical instruments.

Thank you for the above-mentioned offer of December 1 st.

We have studied your prices and compared them with those of
your competitors and, despite being well pleased with the quality
of the goods, must point out that your prices are some 10% too
high for the market here.

If you can see your way clear to accommodating us with a 10%
reduction we will be pleased to place an order for the equipment
listed on the order-form enclosed.

We look forward to your response to our proposal.

Yours faithfully
DR. ZANDER KLINIKEN
Michael Schmidt Manager

Glossary Notes:
if you can see your way clear - eciu evt ycmampugaeme 603MONCHOCIU

accommodate s.0. - UOMU HA cMpeyy KOMY-IL.
order form - baauk 3axasa

16. CaMmocTOSITEILHOE NPEII0KEeHHE
Unsolicited offer
12 December 2011
Lancashire Enterprises plc
Enterprise House
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17 Ribblesdale Place

Winckley Square

Preston PR7 3NA
Genesis Medical Ltd
115 Gloucester Road
LONDON, SW 7 3WW

Dear Sirs
SINGLE USE TRANSFUSION SET

We were given your name by our mutual business associate, Nel
Smith at Medical System (International) Ltd, who recommended
that we contact you.

Lancashire Enterprises plc is actively involved in eastern
Europe, having won major contracts to help revitalize the
industrial base of countries effecting the transition to a market
economy. Included in this work is the provision of a trading
service.

In this respect we have been approached by a Polish
manufacturer of Single Use Transfusion Sets (sample enclosed),
who has requested us to seek business contacts in western Europe
on his behalf.

As sole UK agents for the manufacturer, we are able to supply
you the sets at a CIF unit price of £273. We are able to supply
8500 units per shipment and up to three shipments per month.

The manufacturing process used conforms to international
standards. The manufacturer is in the process of applying for
Department of Health certificate and would welcome an order
subject to obtaining such certification.

In addition, if a good response from UK firms is forthcoming,
the packaging will be modified and the instruction will be printed
in English.

Furthermore, should you so require, the product can be modified
to suit individual requirements.

We look forward to your response and would welcome an
opportunity to strengthen ties with eastern Europe. We also
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enclose for your information a brochure describing our activities
in this field in more detail

Yours faithfully

Lancashire Enterprises plc

Bill Jambor, Project Executive
Enc
Glossary Notes:
Single use transfusion set — 00HOpa308bili HAOOP 0115 NEPENUBAHUS KPOBU
Business associate-denosoil napmuep
Win major contacts-nonyuume docmyn Kk 60jiee KpynHbiM 3aKa3am
Revitalize- osxccusname
Effect the transition to-ocywecmensimo nepexoo Kk yemy-muoo
Provision-30ecw.: cnabcenue
Sole agent-sxcknio3ueHulil npedcmasumens
Department of Health-(6pum.) Munucmepcmeo 30pasooxparnenus
Subject to-npu ycnosuu (eciu):npu cobniooenuu, npu yciosuu coomo0eHuss; Ha
Mom cyyail ecau, 8 mom ciyyae eciu
Be forthcoming-cnedosamu nociedosams

17. Ilpenjio:xenne 00 IKCKJIK3UBHOM NPEACTABUTEIbCTBE
Offer of sole agency
30 March 2008
Modern Sports Sportkleidung
Trautmann &Sander
Bahnhofstr. 112
40489 Dusseldorf, Germany
Dear Mr Kohl

Sole Agency Agreement

Many thanks for your letter of 20 March, in which you express
an interest in marketing our goods.

We are, indeed, looking for an agent for our products in
Germany and it sounds as if your organization could well fit the
bill. Qur products are tremendously successful over here in the
UK. Waxed cotton clothing is now all the rage and the market is
expanding fast. We enclose the samples you request together with
illustrated sales literature and our latest trade price-list. We feel
sure that the quality will give you no grounds for complaint, as
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our products are truly state-of-the-art and wused by top
mountaineers throughout the world.

The Gunzelmann Bank describes your organization as sound
and efficient and therefore, provided you are satisfied with the
samples, all that remains is for our lawyers to draft a sole agency
agreement ready for signature.

We suggest a meeting here in Kingston to sign the agreement
and to get to know each other a little better.

Yours sincerely
LAND & HUNTER

Glossary Notes:

sole agency agreement - 002060p 06 IKCKNIOZUSHOM NPEOCTNABUNENbCNGE
fit the bill - coomeemcmeosamv mpebosanusm

be all the rage - 6bimb Ha epebHe MOObL

illustrated sales literature - unnrocmpuposanuvie pekiammvie Mamepuaibl
give no grounds for complaint - ne dagamv ocrHoganuil 014 JHcanrod
State-of-the-art — Hoseliuee cocmosiHue, HOBeUUWUIl YPOBEHb

sound - conuoHblil, 8adiCHbLI

to draft an agreement - cocmaenams 002080p

18. 3aKka3 Ha NOKYIKY aKIui
Order for shares

14 May 2012
South Western Investment Centre
PO Box 205
WATFORD
DW 1 1BP, England
Portfolio No:D/281248-2-93
Dear Sir or Madam,
Please buy positions in the following shares in accordance with
the limits indicated. A total value of £15.000 should not be
exceeded.

1) TCC Shares to the value of €5.000
2) EuroRoad Shares to the value of €1.000
3) PowerGen to the value of €9.000

(rights issue as per allotment letter)
Total €15.000
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Please debit the appropriate amount to my South-Western
Investor Account.
Yours faithfully,
G.P. Courtney (Dr)

Glossary Notes:
portfolio - nopmghens
rights issue - 6bInYCK YeHHbIX OyMae ¢ NPasom NOJLYYeHUs.
allotment letter - pacnpedenumenvroe 0oiesoe NUCbMO

19. ITocTaBImIMK OTK/IOHSACT 3aKA3
Supplier rejects order
12 August 2009
Riverside Organ Studios
50 Station Road
New Malden
KT 1 R55, England

Dear Mr. Marshall,

We confirm receipt of your order for two Vox Z1 47
synthesizers but regret having to inform you that Vox Ltd have
now gone out of business-thus making it impossible for us to
accept your order.

There is a wide variety of similar instruments on the UK
market? However? And for your information we enclose our latest
catalogue and price list.

At present orders for the instruments listed can be processed
within 4 weeks of receipt of order.

Assuring you of our best attention at all times we remain,

Yours sincerely,
Terry Webb, Export Sales

Glossary Notes:
synthesizer - cunmeszamop

20. IToaTBep:KAEHHE 3aKa3a
Confirmation of order
Societe Misr de Filature
et de Tissage Fin
KAFR EL DAWAR A.R.E.
EGYPT
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Your ref.: 5769F/KED
Our ref.: GE/tt

1 November 2009
Dear Sirs

Thank you for your letter of 17 October.

We hereby confirm your Purchase Order No.5769 F/KED for
5,000 rubberized spindles for Northrop looms, total price
£4,190.00, FOB U K. port, payment to be made by confirmed L/C.

We note your Conditions of Shipment and confirm that the order
will be affected as per the provisions of your Insurance and
Freight Circulars.

As requested we enclose a new pro-forma invoice and ten copies
thereof.

We trust the goods will arrive punctually and in_good condition
and look forward to doing further business with you in the future.

Yours faithfully
LUPTON BROS LTD

G. Etherington, Export Manager
Encs
Glossary Notes:
rubberized spindle - npopesunennoe éepemeno
loom - mkaykuii cman (oK), mkayxkas Mautuna
as per - co2nacHo

21. KiineHT BHOCHT M3MEHEHHUS B 3aKa3
Customer amends his order
August 17, 20..
Hitech Software Inc.
400 Sunnyvale Boulevard
San Jose CA 94021, USA
Ladies and Gentlemen:
Our Order of 1 August for 10 Site Licenses
for Software Application
We refer to our above-mentioned order for site licenses for your
Megamerge application and wish to point out that, at the time of
placing our order, Megamerge 3.0 was the latest version commer-
cially available. As you have since brought out Megamerge 3.1
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we wish to amend our order accordingly, as we only install state-
of-the-art software.
We trust this amendment will not bring about any delay in
delivery. Should this be the case please fax us immediately.
Sincerely yours,
ZIMMERMANN INFORMATIK
Jens Zimmermann Proprietor

Glossary notes:

Amend - yenumo, uzmensmo

State-of-the-art — coomeemcmeosams HOBeUUEMY YPOBHIO MEXHUKU
Bring about - noaneus 3a coboui

22. IHCcTpYKINMH 0 NepeBojie aKKPeANTHBA
Letter of Credit transaction instruction
To: Amsterdam Civil Bank,
Documentary credit department

We ask you to transfer an irrevocable transferable confirmed
L/C No. 11111 issued in our favour by the New York Trade Bank
as follows:

Second beneficiary: Data Plus Company, New York

Advising bank: First Bank of Munich, Munich

Date and place of expiry: Oct 10, 2009, New York Trade
Bank, NY

Credit amount: USD 100,320.00 (one/ zero/ zero/ three/ two/
zero/00)

Presentation of documents: latest 14 days after shipment within
credit validity

Goods: 80.0 metric tons (net weight) of canned pork meat in
own juice, trade mark “Super”, at price USD 1254.00 per metric
ton net CIF New York

Documents: Insurance policy form against all risks, for 118 %
of the value of goods, full set of originals.

Additional conditions:

1. No document except invoice and insurance policy as above
must show value of goods and/or unit price.
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2. We retain our right to refuse to allow advising amendments to
the second beneficiary.

3. Document No.2 should bear a note “on behalf of Data Plus
Company” after sender's name.

All bank charges and commissions outside USA for account of
the second beneficiary. In case these commissions and charges
will not be paid, the credit transfer must not be advised by
advising bank.

All other terms and conditions as per original L/C.

At the same time we surrender to you five signed invoices in
blank and authorize you to complete these in case of necessity.
Further we agree that amendments of this credit may be
required/accepted by us only, if you as confirming bank also
agree to, such amendments.

For transfer and confirmation charges please debit our account
No. 2285446672.

Yours faithfully,
Data Plus Company

23. Cuét KJIHeHTA: BbIICHEHHE PACX0KICHUSA
Customers account : clarification of a discrepancy
12 July 2012
Ms Maria de Lurdes Fontes Pereira
Fontes & Melo Ltda.
Rua de D. Afonso Henriques, 49
P- 1300 Lisboa, PORTUGAL
Dear Ms Pereira
Balancing of Quarterly Account
To June 30 th 2012
We confirm the receipt of your quarterly account showing a
debit balance for us of $ 475.50.
After comparing your statement with our figures, however, we
find that there is a discrepancy.
According to our records our debit balance only amounts to $
375. 50. We have checked our invoices thoroughly and have been
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unable to find any irregularities in our payments. Could it be that
your figure is a misprint?

We have today advised our invoicing Department to remit the
equivalent of $ 375.50 in euros.

To your account by bank transfer and would request you to
check your figures once again. Should you arrive at a figure
differing from ours, please let us know, specifying the exact
nature of the difference of $ 100.00 , for which we ourselves have
no explanation.

We hope that this matter can be solved quickly and without any
further inconvenience. For your information we are sending you
enclosed a copy of our own statement.

Yours sincerely
F.T. James,

Invoicing Department
Glossary Notes:
quarterly- (esice)keapmanvHulii
debit balance- oebemogoe canboo
Statement -@bINUCKA U3 C4éMa
irregularity- noepewrocmeo
invoicing department- omoen cuemos
remit- nepegooums (Oenveu )

24. Ilpocb6a o0 npeaBapuTebHOI pakType
Request for pro-forma invoice
10 April 2008
Diamantsagen Wilde GmbH
RitterstraBe 9
22089 Hamburg , GERMANY
Dear Mr Wilde
Our Enquiry P1./384 of 2nd March 2008
Your Offer No. 58391 of 21st March 2008
We are pleased to inform you that your DX 33 saw-blades
wholly conform to our quality requirements. We should therefore
like to place an order for 25 units, provided you can see your way
clear to granting us a further rebate of 5% on your prices as
quoted in the above-mentioned offer. We feel that the volume of
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the order we are interested in placing would justify this small
concession.

However, to enable us to import these saw-blades into India we
will need to apply for an import license from our local
Government authorities and would therefore ask you to send us a
pro-forma invoice to include the following details:

- exact description of the goods

- unit and total price with discounts

- terms of payments and delivery CIF Calcutta
- packing list

We would be grateful if you would send the pro-forma invoice
by registered mail. As soon as we have received the import
license, we shall telex our order to you and open the L/C with our
bankers.

Yours sincerely

J. Smith, Manager
Glossary Notes:

saw-blade - nonommno nunvl

rebate - ckuoka

authority - yupexcoenue, opean

pro-forma invoice - obpasey cuema-gaxmypsl, npedgapumenvras paxmypa
by registered mail- 3axasnoe

25. I1pocb0a 00 OTKPBITHIX CPOKAX MJIaTekKa
Request for open account terms
November 25, 2010
Seaboard Industries plc
Grand Avenue
HOVE,BN3 2 LS
Great Britain

Ladies and Gentlemen:

As you know, we have been customers of your company for
almost two years now and have always settled our invoices
punctually by letter of credit in the pre-agreed way.

This is why we feel that we can now request you to grant us
payment on open account terms for further deliveries, viz a 3-
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month payment period against presentation of your quarterly
statement.

We feel that we have now earned this short-term credit facility,
particularly because we aim to be placing further and possibly
more substantial orders with you in near future.

Awaiting your news with interest,

Sincerely yours,
Marting & Campals Inc.
Christopher P. Jefferson

Assistant Manager
Glossary Notes:
settle an invoice -onramums cuém
in the pre-agreed way- 02060pEHHbBIM CNOCOOOM
Viz -mo ecmv, a umenno
A 3- month payment period -mpexmecsiunbiil nepuoo cpox Onianvl
Quarterly statement (edice) -K6apmanbHas bINUCKA U3 CYEMA
Short-term credit facility -603M04#CHOCMb KPAMKOCPOYHO20 Kpeouma

26. KiieHT NPUHOCHT M3BHHEHHUS 32 32/ICPKKY IIaTeKA
Customer apologizes for delay in payment
June 17, 2009.
Hudson Mechanical Engineering Inc.
782 Fairweather Street
Boston, MA 02116, USA

Ladies and Gentlemen:

We received your letter of 10 June and are sorry that there has
been a delay in paying your Invoice No. 094/5/93.

We have unfortunately been hit by the economic downswing in
Europe as a whole and in the engineering sector in particular,
which has resulted in temporary financial difficulties for our
company.

A considerable number of our customers have had to file
applications for bankruptcy and, pending decisions in these cases,
which could go on for months, we are not in a position to press
them for payment. We have, nevertheless, been given assurances
by our bankers that part-payment of your invoice is possible. We
have therefore transferred 50% of the sum outstanding to your
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account.

With respect to the outstanding balance we are unfortunately
compelled to request you to grant us an extension of a further 30
days for this sum. If you can see your way clear to granting us this
facility please send us a draft at 30 d/s drawn upon ourselves to
this effect, which we will accept and return to you immediately.

We trust you will understand our predicament, which, as you
can see, is entirely due to circumstances beyond our control.
Sincerely yours,
Gambols Research Co,
Emmet Brown
Invoicing Department Manager
Glossary Notes:
economic downswingf IKOHOMUYECKULL Kpusuc
engineering sector — mexHu4eckutl cekmop
file an application for bankruptcy — 6036y0ums xooamaticmeo o 6ankpomcmee
press s.o. forpayment - nptuofC()amb K020-1Ub0 K naameosicy
outstanding balance — canvoo k onname
draft at 30 d/s (days/sight) — mpamma co cpoxom naamesica 30 Oneti no
npeovasieHUl
drawn upon ourselves — evinucaunwlil Ha Hawe UM
predicament — 3ampyOHUmenbHOe NON0NCEHUEe

27. [IpexpanieHue miaTexei
Cessation of payments

2 April 2008
Carpetidale Wholesale Grocery Supplies Ltd
YorkshireTrading Estate
LONDON, N8 9IP
Dear Sirs
We regret to inform you that the recent opening and proximity
of a new branch of the "Cash & Carry Supergreen" greengrocer's
chain has led to a disastrous decline in the trading situation of our
business. This, in turn, has resulted in our no longer being able to
meet our current and long-term financial obligations.
Our preferential creditors have obtained a receiving order, under
the provisions of which we have been granted a month's grace,
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during which time we have the opportunity to reach an amicable
settlement with our non-preferential creditors. Should we not
achieve voluntary composition, the court will issue an
adjudication order and appoint a trustee to take charge of
liquidating our assets.

We would therefore respectfully invite you to attend the
creditors' meeting which will take place on April 15 next on our
premises.

You may rest assured that each application will be treated on its
merits and in good faith.

Yours faithfully
Quick Turnover Greengroceries LTD
Harold Archer

Chief Accountant
Glossary Notes:
trading estate -npomvluiieHHAsA 30HA
receiving order- uCHOIHUMENbHBLIL TUCT
an amicable settlement -non6osHoe coznawenue
voluntary composition- 000posobHOe coznauerue (Cymma, gpiniaquueaemas
HeCoCmoamenbHblM O0JINCHUKOM Kpeoumopy)
adjudication -cy0ebHoe pewierue (8 dene o bankpomcemae)
trustee- noneuumens, ONEKYH, TUYO, KOMOPOMY 008EPEHO YNPAGLEHUE

28. Bropoe HanmoMyHaHUeE
Second reminder

AL/GL

10 August 2010

Satic Optik GmbH

Kemnaderstr.33

58456 Witten, Germany
Attention: Herr Holler

Dear Herr Holler,

Your Ref.: 023/499
Account No.: SO/894377
Balance Due: €4,231.92
Due Date: 15 June 2011
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I am disappointed to note that, despite our previous reminder of
12 July, your account with us still remains unpaid. You will recall
from our Conditions of Sale that all outstanding balances due to us
must be paid within thirty days after receipt of our invoice. By
placing an order with us you indicated your agreement to our
terms. According to my records no query has been raised with
regard to the goods delivered or the accounts rendered.

Under the circumstances I would be grateful if you could
arrange or the above sum to be paid by return. Should you fail to
do so I shall have no alternative but to add interest to the balance
at the rate of 25% per annum as prescribed by our Conditions of
Sale.

Yours sincerely
NORTHERN OPTICS LTD
Alan Gore

Credit Controller
Glossary Notes:
balance due-oebemosoe canvoo
due date-0ama nnamesica
outstanding balances-neyniauennoe canvoo
with regard to the accounts rendered-omnocumenbHo npoU3BOOCMEEHHBIX
pacuemog
by return - cpouno
at the rate of25% per annum-25% 20008bix

29. [Tocaennee HAMOMUHAHUE
Final demand

AL/GL

18 August 2010

Satic Optik GmbH

Kemnaderstr.33

58456 Witten, Germany
Attention: Herr Holler

Dear Herr Holler,

Balance Due: €4,231.92
Interest Accrued: € 352.52
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Despite repeated reminders your account still remains unpaid.
Unless I receive a remittance covering all balances due within
four days from the date of this letter I will have no alternative but
to instruct our solicitors to take legal action against you.
In this case proceedings will be instigated without further notice
to regain the sum owed, the interest accrued for the outstanding
period and the costs of legal action.
Yours sincerely
NORTHERN OPTICS LTD
Alan Gore
Credit Controller

Glossary Notes:

interest accrued—mapocuiue npoyermul

remittance—nepegoo

take legal action against you-nauame cydebHoe pacciedosanue , 8030y0umv

deno

proceedings-npouzsoocmeo(cydebroe)

instigate-30ecwb: 8030yxc0amv , HAYUHAMb

without further notice-6e3 npedynpecoenus

costs of legal action-cyoebnvle uzdepoicku

30. Pexnamanus
Complaint

20 March 2010
Lupton Bros Ltd
P.O. Box 8
ACCRINGTON
BB5 1RJ, England
Dear Sirs
Our Purchase Order No. 5769F/KED
With reference to the above-mentioned order for 5,000
rubberized spindles we regret to advise you that checks have
revealed that the rubber at the base of approx. 40% of the spindles
is in an unsatisfactory condition. It could appear that the rubber is
perished owing to storage in strong sunlight or as a result of
having been left outside for a prolonged period of time.
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We have airmailed you a sample spindle under separate cover
for you to inspect yourselves. You will appreciate that we are
unable to install the defective parts in our looms and are therefore
forced to run our mill at reduced capacity. This, in turn, has
caused delays in delivery for our clients, who, should the delay
continue, will have no alternative but to seek an alternative source
of supply.

We therefore need 2,000 replacements in perfect condition
immediately and would suggest that you dispatch them to us by
air freight, carriage paid.

We feel obliged to point out that your handling of This matter
will determine whether we will be able to continue our business
relationship in future.

Yours faithfully
SOCIETE MISR DE FILATURE

ET DE TISSAGE FIN

Glossary Notes:
rubberized spindles - npope3unennoe gepemeno
to be perished - bbimob ucnopuenHvim
loom - mxayxuii cmanok
mill - 3a600, gpabpuxa
handling - nonp3oBaHne

31. Pexiamanus Ha ie)eKTHbIC TOBAPbI
Complaint about imperfect goods
7 December 2010
Turnpike Traders Ltd.
Units 1-4
Greenman Industrial Estate
BLACKBURN, BB1 5QW
Dear Sirs
This morning we took delivery of the 50 boards of prime quality
teak ordered as per our letter of 1 November (Order No. WW-T1).
The quality of 2 of the boards is, however, unsatisfactory as they
contain large, unsightly knots rendering them unsuitable for use.
We feel sure that this an oversight on your part but, owing to the
considerable number of orders in hand, we had to alternative but
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to return the goods in question to you, carriage forward, on the
assumption that you will arrange for replacement to be sent to us
by return to enable us to keep to production schedules.

We trust that you will be in agreement with this course of action
and look forward to receiving replacements corresponding to your
otherwise high standards.

Yours faithfully
WELLING&BURBURY LIMITED
William Welling, Chief Executive

32. PexjamManus no npMYuHe TPAHCIOPTHOIO yiepo6a
Complaint about damage in transit
28 April 20008
Eurofreight Ltd 49
Tenterlowe Lane
HiLUNGDON
MUS 8DE, England
Dear Sirs

Our ref.: UNG/009.92.1
15 Drums of Bitumen (10.565 kg)

We took delivery of the above-mentioned consignment on 19
April and note that 3 drums are damaged with leakage. Our
suppliers, Glaxo Ltd., waive liability and claim that the goods
were delivered to you in good condition, as evidenced by the
carrier's receipt. We therefore have no alternative but to hold you
responsible for the damage, which obviously occurred in transit.
We include a copy of the insurance agent's report and photographs
of the drums for your information.

Glaxo are prepared to supply us with replacements at short
notice - carriage forward - in order to enable us to meet our
commitments to our customer here. We have instructed them to
supply us with 3 more drums and will forward the invoice to you
for payment.

We trust this matter will be solved to our mutual satisfaction.

Yours faithfully
BUDAPEST! VEGYI MUVEK
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Glossary Notes:

carrier’s receipt - pacnucka nepeso3uuKa

at short notice — 6 ckopom épemenu

to meet one's commitments - 6bINOJIHAMb CEOU 00A3AMENbCNEA

33. IloaTBepsKaeHHE PeKIAMALHA
Adjustment of a claim
March 26, 2012
Magnetische Informations- und Datensysteme
Gewerbepark
59069 Hamm, GERMANY
Attn: Mr. Andreas Schulz

Dear Mr. Schultz:

Subject: Complaint re DRT/398 Semi-conductors

Thank you for your communication of March 10, in, which you
state that the semi-conductors supplied are not up to standard.
Having looked into the matter we are now able to tell you that you
were mistakenly supplied with DRT/298 semi-conductors, which,
despite having similar properties to the latest version, are not able
to perform as consistently as their successor.

We apologize for the inconvenience caused and would suggest
that we either take back the consignment, carriage forward with
insurance covered by us and replace in by DRT/398s, or reduce
the price of the goods you have received to the standard list-price,
with a further discount of 10% to make up for the inconvenience
caused.

Please fax us your reply at your earliest convenience. Should
you opt for a replacement delivery we will rush the goods to you
by airmail.

Sincerely yours,
Quality Division Manager
Glossary Notes:
Prime quality teak — mukoeas dOpesecuna nepeozo copma
Oversight — nedocmomp
Order in hand — nacmoswuil 3axas
Carriage forward — nepesoska 3a cuem HOKYRamens; ¢ HeONAAUEHHOU
nepegosKou
By return — ¢ obpammuou noumoti, cpouro
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Make up for — 6o3mewyamo yuep6
Opt for — pewiamuvcsi Ha UmMo-1.
Replacement delivery — nocmaeka-3amena

34. HanpaBJjieHHe peKJAMANNU KJIHEHTA
B CTPaXOBYI0O KOMIAHUIO
Referral of customer complaint to insurance company
5 May 2011
Budapesti Vegyi Muvek
Budapest XII
Radnoti Miklos Utca 23,
1367, HUNGARY
Your ref.: UNG/009.92.1

Dear Mr Zold

Thank you for your letter of 28 April in which you give details
of damage to 3 drums of bitumen delivered by ourselves to your
company on April 19th. We regret the inconvenience caused and
feel you acted correctly by having the damage assessed by your
insurance agent.

We have looked into the matter and examined the driver's log
for the trip in question and have discovered that our vehicle was
involved in a minor accident. The case is currently in the hands of
our lawyers and should be settled by the end of the month. Our
insurance cover provides for indemnification for any eventuality
so we would therefore request you to approach our insurers,
whose name and address are as follows:

Accident Insurance Europe
Insurance House

London EC1A4WW
England.

Please quote policy No. GLX/342-00/93.

We trust the matter will be settled to your satisfaction in due
course.

Yours sincerely

EUROFREIGHT LTD

Glossary Notes:
have the damage assessed — koncmamuposamso yuepo
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look into the matter — paccmompemsv deno

log - cyooeoii srcypuan; xcypHan ooumens
insurance cover - nOKpuimue Cmpaxoeku
indemnification - 6éo3mewenue ywepba
eventuality - 603MONCHOCMb

approach — 30ecwv: obpawamvcs K KoMy U0
policy - noauc

3S. TpeOoBaHMe BbIIVIATHI CTPAXOBKH 110 IPUYMHE yiiepoa
Insurance claim after sea-damage
15 June 2012
Lion Assurance Ltd
42 Leadenhall St
London, EC1 322
Dear Sirs
We have just taken delivery of a consignment of 200 bales of
raw silk which was insured by your-selves. The merchandise was
shipped on S.S. Anastasia, which docked in Plymouth on June 10.
When our agents inspected the load they discovered that 15 of the
bales were spoiled as a consequence of a storm in the South China
Sea (survey report included).
We are therefore placing a claim for the damaged goods with
you, the details of which are as follows:
Sea-damage 15 bales raw silk 1,000 per bale 15,000.00
Additional expenses 48.00
Total 15,048.00
Please arrange to have this sum transferred to our account with
the Bergman Bank in Dusseldorf.
We include all documentations related to this consignment as
follows:
1. Insurance as certificate
2. Freight report
3. Copy of the B/L
4. Ship broker’s refusal to grant our claim
We trust you will be able to settle the matter swiftly.
Yours faithfully
Terry Uncle, Manager
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Glossary Notes:

bale — kuna, miok

raw silk — wénx-coipey

merchandise - mosap

survey report — npomoxon / akm 0ocmompa

be related with — 6bimb césa3aHHbIM C YEM-TUOO
insurance certificate — cmpaxogoii cepmughuxam
[freight forwarder - ¢hpaxmoswiii s5xcnedumop
B/L=bill of lading — konocamenm

ship broker - cyooeou mapkep / bpokep

36. YBegomieHue 00 dKCepTu3e Ka4ecrBa

Notification of a quality control examination
Stahlexport GmbH
Taunusstr. 12-14
46119 Oberhausen, Germany
2nd May 2011
Dear Mr Meier

Our Order 19345692 Tl

Thank you for your telex of April 25 in which you state that the
steel plates will be ready for dispatch and awaiting shipment in a
fortnight's time.

In our L/C we stipulate that we require a commercial invoice,
the B/L and the insurance certificate for shipment CIF Bangkok
together with a quality control report. As regards this latter we
have entrusted the company we name below with quality control
and they will be contacting you in the next few days. They are:

SGS
Societe Generate de Surveillance
German Office Hamburg

Would you please enclose this company's assessment with the
documentation to be presented to both the issuing and the advising
bank.

Thank you in advance for your help.

Yours sincerely
Martin Cybak
SOUTH EAST ASIA STEEL
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Glossary Notes:

steel plate-cmanvhas niuma

await shipment-ooicudams omepy3Ku/omnpagku

quality control report-npomokon, axm 3Kcnepmu3bl Kavecmsa
assessment-30ecb. akm, npomoKo

issuing bank-ucxooawuil 6anx (npu akkpedumuse)

advising bank-asuzupyrowuii bank (npu akkpeoumuee)

37. DxcnepTH3a TOBAPOB
Analysis of goods

21 October 2009
Cornwall Plastics Ltd
49 Torrington Road
PENZANCE, PE3 91K
Dear Sirs
4,200 KG POLYETHERESTER OF SILICIC ACID
We have duly examined the above mentioned consignment and
are pleased to submit our “Clean Report of Findings” to you as
follows:
Goods submitted 4,200 kg polyester of silicic acid

for inspection: as per pro-forma invoice No.
91900252 dated 1 October 20..

Seller: Cornwall Plastics Ltd
Penzance PE3 91K,
Cornwall, UK

Importer: Slumberland Foam Inc.
92 Fence Rail Road
Pitsburg
Pensylvania PA49721, USA

FOB value: US$ 19,812.00

CFR value: US$ 20,412.00

Country of supply: Great Britain

Quantity: 20

Packing: drums

Gross weight 4,543.00 kg

Net weight: 4,200.00 kg

Marks: CP/PSA92/1-20
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Glossary Notes:

report of findings — npomoxon/axm ocmompa

pro-forma invoice — obpaszey ghaxmypuol, npedsapumenvHas paxmypa
gross weight — eec bpymmo

net weight — eec Hemmo

mark - maprupoexa

38. Ilepeaya roroBOro K OTHpaBKe 3aKa3a
g_)DaXTOBOMV IKCIEAUTOPY
Placing a shipping order with a freight forwarder
4 July 2011
INTRASHIP LTD
Eastern Dock
DOVER, DV9 6GY, England

Dear Mrs Horrocks,

In the course of this week you will be receiving, FOB Dover, 2
containers of electric guitars and amplifiers marked S.W./93 1-2.
They are to be shipped on the first available vessel to Rock
Nouveau, 16 rue du General Leclerc, Bayonne, France. Insurance
will be covered by us.

Please make out the B/L to order in triplicate and send all three
copies to ourselves. Please also notify us of the name of the vessel
as soon as this is known to you.

Yours sincerely
MUSIC AND MORE LTD

Timothy Dearing, Sales Director
Glossary Notes:
vessel-cyono
make out-evinucvisamo
B/L - bill of Lading-xonocamenm
to order-no npukazy
in triplicate-6 mpex 3K3eMnaAPax

39. UHCTPYKIIMH 10 CTPAXOBKE M OTIPY3KE,
pPacTaMOKHBAHHIO
Insurance and shipping instructions, customs clearance
Societe Misr de Filature
et de Tissage Fin
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KAPF EL DAWAR A.R.E
EGYPT
Dear Sirs
INSURANCE AND FREIGHT CIRCULAR

Further to our attached order we wish to draw your attention to
our Insurance & Shipping Instructions and would point out that
they are also those observed by ourselves.

1.SHIPPING METHOD

(a) Goods must be transported in the hold of the ship.

(b) Shipping to be effected using ships not more than 20 years
old and also according to the Institute of London Underwriters
classification clause.

2. SHIPPING INSTRUCTIONS

All cases should be marked S.M. followed by the number of the
case, followed by the total number of cases in the consignment.
Example: If the cases are part of order 8706 and the total number
of cases in the consignment amounts to 4, the cases should be
marked:

S.M./8706/1/4 S.M./8706/2/4 S.M./8706/3/4
S.M./8706/4/4

When dispatching the order please airmail us the NAME of the
SHIP on which the goods are to be shipped and the number of the
purchase order relating to the consignment. This information will
be of great assistance to us in tracing the goods upon their arrival
at port and in proceeding with their clearance through customs

immediately, thus avoiding delay.
Glossary Notes:
attached - 6 npunosicenuu
hold - mprom
cargo-bearing ship -cyowno, necywee 2py3
effect shipping -npouzeooums omepy3xy
classification clause - nynkm/paspsao kiaccugpuxayuu
Underwriter -cmpaxosuux
purshase order - 3axynounsiii opoep
trace 30ecb: -HAXOOUMb
proceed with -30eco: npogoduma, yraxcueamas
clearance through customs - pacmamodcugarue
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40. DAKC
Facsimile Cover Sheet
CYBER INFORMATION SERVICE

To: Mirek Zlotkowski

Company: Quantum Plus

From: Lynn Dougherty

Phone: +1 203-358-4389

Fax: +1 203-358-4300

E-mail: lynn.dougherty@cybernet.com
Date: 9/28/20..

Pages: 1of2

Comments:

I hope you enjoyed the National Center for Database Marketing
Chicago Show as much as I did. I thought it was a great success
because everyone was so enthusiastic and willing to share their
experience, so we could all learn from one another.

I'm writing now with a special invitation to continue benefiting
from the experience of your colleagues in database marketing. My
marketing department has authorized me to extend to you a one-
year subscription to the CYBER DATABASE for 20% off the
normal subscription rate.

To order simply fax the attached Order Form or call our Order
Hotline at 203-358-4355. We hope to hear from you soon.

Regards,

Lynn Dougherty

Senior Editor

Cyber' Information Service

41. CoobuieHue 2JIeKTPOHHOM NMOYTHI

E-mail
From: PrecisionEngineering@webside.de
To: merkur.gmbh@germanet.de

Date: 15 Oct 20..
Subject: High Pressure Valves
Dear Mr. Merkur
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Thank you very much for the samples of your high pressure
valves, which we received on 15 April.

We were impressed by the quality of the valves but feel that
they are rather expensive in comparison with similar equipment
on offer from foreign competitors.

If you are able to reduce your prices by 10% we will place an
order for'20,000 valves now and a further 10,000 in six months'
time.

We look forward to your reply with interest.

Yours sincerely
Harold Thomas
Precision Engineering Co
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UNIT IV

CIIpaBO‘lHI)Ie MaTEpHaJIbl
ba3uchbie yYciaoBusda NMOCTaBKU, HCITOJB3YyEMBIC

IPH 3aKJIIYC€HUNA KOHTPAKTOB
(6 coomsemcmeuu ¢ “INCOTERMS - «Medicoynapoonvimu
NpasuIamu MOIKOBAHUSL MOP2OBLIX MEPMUHOBY)

B nenoBoii npakTrke HauOOJbIEE PACIPOCTPAHEHUE MTOTYYHIIN
CJIEAYIOUIME TUIBI Oa3UCHBIX YCIOBHM MOCTABKH, MCIOJIb3YEMbIX
IIPU 3aKJIFOYEHUU KOHTPAKTOB.

1. Arbitration — apOutpax, Tpeteiickuii cya. Haubonee vacto
npu 3aKITIOYCHUN MEKTyHApOIHBIX KOHTPAKTOB
IpeayCMaTpUBACTCA paspellieHre CIOPOB B apOMTPakKHOM Cye
r.Crokronpma, apOWTpax IO TpaBWIAM  MEXIyHApOIHOU
TOPTOBOM ManaTel, TMOO pa3peuieHrue Cropa B TPETEUCKOM CyIe.
[Ipu oTCyTCTBMM B KOHTpPAaKT€ OTOBOPKHM O TOM, Kakoe€ IPaBO
JIOIDKHO  TPHUMEHATBCS U paspelieHHs  KOH(JIHMKTOB,
UCTIONB3YeTCsl  MPaBO  CTPaHBl, TAE€ YyYPEkKACHA, HUMEeT
MECTOXKHTEIBECTBO MJIM OCHOBHOE MECTO JAEATEIBHOCTH CTOPOHA,
SIBIISTIOIIASICS TIPOIABLOM (TIOCTABIIMKOM, JTMIIEH3UAPOM H T.II.)

2. Ycnoeus ¢popmuposanun yen:
1) EX-Factory, EX-Mill, EX-Works - «ueHa 3aBoja-
noctaBiuka». [Ipu 3THX yCIOBHSAX LIEHA HA TOBAp OINpPEAEIsAeTCs
ero cebecTOMMOCTBIO U pacyeTHOM MNpHUOBLIbIO IMPOJABIA.

ITokynarens HECeT  BCE  pacxojpl, CBSI3aHHBIC c
TPaHCIIOPTHPOBKOM TOBapa C 3aBOJIa-ITOCTABIIHKA.
2) EX-Store — «co ckmaga». llokymartenp omiauuBaeT  BCe

pacxozpl, CBsI3aHHBIE C TPAaHCIOPTHPOBKOM TOBapa cO CKiIazaa, a
TAKKE IUIATUT 3a JOCTABKY TOBapa Ha CKJIaJ.

3) EX-Stock — «u3 Hacrosmux 3amacoBy». Ilpu 3TuX ycnoBusix
[ICHa YCTAHABJIMBACTCA U1 TEKyLIMX IIOCTaBOK TOBapa. B
OyayIieM IieHa Ha TOBap MOXeET ObITh U3MEHEHA.
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IlocnenHue nBa THUHA YCIOBUM HCIOJIB3YKOTCS TJIABHBIM
00pa3oM JJ1s TOCTAaBOK TOBAPOB HA HEOOJIBIINE PACCTOSHUS, a TaK
K€ TIIpU 3aKIIOYECHUHM KOHTPAKTOB MEXIYy ONTOBBIMH H
PO3HUYHBIMHU TOPrOBLIAMU.

3. /lokymenmul 0nsa nepeeo3Ku zpy3a:

Bill of Lading — xoHocamMéHT (IIOKYMEHT, BbIAaBaeMbIil
MEPEBO3UMKOM Tpy3a (consignor, shipper) TpPy30BIaJeibILy
(consignee)). KoHOCAMEHT BBINOIHIET OJJHOBPEMEHHO HECKOJIBKO
@dynxyuil:

1) pacnucka nepeBo3urKa B MOJyYEHUU Ipy3a JUIsl NEPEBO3KH, C
OJIHOBPEMEHHBIM OMUCAaHUEM BUIUMOTO COCTOSIHUSI TPY3a;

2) TOBapHO-TPAHCIIOPTHAsI HakKJIaJHas IpPU KEJIE3HOJOPOKHBIX,
aBTOMOOWJIBHBIX M aBHANIEPEBO3KaX (rail, road, or air waybill);

3) moaTBEpKIECHHUE JI0TOBOpa MEPEBO3KU IPy3a;

4) ToBapOpACTIOPSIUTENbHBIN JTOKYMEHT, YAOCTOBEpSET IpPaBo
COOCTBEHHOCTHU Ha OTTPY>KEHHBIN TOBAp;

5) MOXeT CIyXHUTb OOecreueHHuEeM KpeauTa IOJ OTIPY>KEHHBIE
TOBApHI.

[TepBoHayanbHO KOHOCAMEHT MPUMEHSLICS npu
TPAHCIIOPTUPOBKE TPYy30B MOpPCKUM TpaHcropToMm. Ceivac
KOHOCAMEHT MOXET OXBaThIBaTh MEPEBO3KH HE TOJBKO MOPCKUM
WIN PEYHBIM TPAHCIOPTOM, HO M T€ CIIy4ad, KOTJa MEPEeBO3KH
OCYIIECTBIISIIOTCSA Pa3HBIMU BUJAMH TpaHcIopra. B aTom ciydae
KOHOCAMEHT HA3bIBAETCS] CKBO3HBIM.

Buowvl KoHOCaMEHTOB:

1) dirty/clean Bill of Lading — «Tpsi3HBII»/«UUCTBI» KOHOCAMEHT
- COJIEpJKaIlllMii/HEe COAEpX Al TMPUITUCOK O TOM, 4YTO TPy3
MOJTy4EH OT IPY300TIPABUTEIIS B TOBPEKICHHOM BHUJIE);

2) through Bill of Lading — ckBO3HOW KOHOCAMEHT, O3HAYAIOIIIHH,
YTO OTHPABUTENH U MOYyYaTeh IPy3a OCBOOOXKIECHBI OT 3a00T IO
Meperpy3Ke ero B MopTy NeperpysKu;

3) original Bill of Lading - opuruHan KOHOCaMEHTa;

4) order/straight Bill of Lading — opaepHBI/MMEHHON
KOHOCAMEHT.
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4. Ycnoeusa nepeeosxku u oocmasku zpysa:

1) FAS (Free alongside Ship) — «cBoOogHO BIOIL OOpTa
cyanay. [Ipu 3Tux ycinoBusx npojgasell (MOCTaBIIMK) 32 CBOM cUET
MIPOU3BOIUT:

MOCTaBKy  TOBapa C  MNPWIOKCHHEM  JOKYMCHTOB,
MOATBEPKIAIOIIUX €0 COOTBETCTBUE TPEOOBAHUSIM KOHTPAKTA;

- YIAKOBKY TOBapa JUIsl TPAHCTIOPTHPOBKU;

- JIOCTaBKy TOBapa B YKa3aHHbIE B KOHTPAKT€ CPOKH B MOPT U
CKJIAJIUPOBAHME €T0 Ha MpHUYaje (on quay) BIOIL O0pTa CyIHa;

- YBEJIOMIIEHHUE TIOKYTaTeNs O pa3MEelIeHUU TOBapa Ha Mpuyaje u
nepenady eMy paciucKy MopTa O MPUHSATHH IPy3a.

Kpome Toro, mpomaBer; (mocTaBIIMK) 00si3aH MO TIPOCKOe
MOKyTaTelss W 3a €ro CYeT OKa3aTh IOCJIeTHEMY IOMOIIb B
MOJIyYeHUU JOMOJHUTENBHBIX JOKYMEHTOB, HEOOXOTUMBIX IS
BBO3a TOBapa B €T0 CTPaHYy.

ITokynarens 3a CBOM CYET:

- ¢paxTyeT CyJHO W HW3BENIACT MpojaaBia (MOCTABIIMKA) O JlaTe
MpHUOBITHS CyAHA HA TIOPT;

- CTpaxyeT rpy3 U OIUIaYMBACT MOTPY3KYy TOBapa Ha CYJIHO;

- MPOU3BOJIUT OILIATy TOBapa.

Puck noBpexnenus (damage) wnu ytpathl (loss) rpy3a, a Tak
e TpaBO COOCTBEHHOCTH Ha HEro (property in the goods)
MEePEXOIAT OT MPOJIAaBIa K IMOKYNATEI0 B MOMEHT pa3MEIICHUS
TOBapa Ha Mpuyae.

2) FOB (Free on Board) — «cBoGogHO Ha O60pTy cymHay. [Ipu
ITUX YCIOBHUSX MpoJaBell o0s3aH TakKe 3a CBOM cueT, Kpome
NCHUCTBUM YKa3aHHBIX JUISI TMPEABLIYIICTO Cliydas, TOJIYYUTh
JKCIIOPTHYIO JTUIEH3UIO, BBITIOJTHUTD TaMO>KEHHBIE
(dbopMaapbHOCTH, TIOTPY3HTH TOBap HA CYyJHO, W3BECTHUTH
MOKyTaTenss O MOTPpy3Ke U TepenaTh eMy AOKYMEHTHI (B T.4. U
KOHOCAMEHT) O TIPHHSITHHU TPy3a Ha CYIHE.

[Toxymarens mpu 3Tux Oa3HCHBIX YCIOBUSX (B OTIMYHUU OT
MPEIBIIYIIEero ciydas) HE OIUIaYMBacT IOTPY3Ky TOoBapa Ha
CyJIHO, HO OIJIauMBaeT pa3melieHue TtaMm. ( YcioBue “Free on
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Board and Trimmed” mnpennonaraeT M pa3MELICHHE CBITy4YHX
rpy30B (0OBIYHO yTJIs) HA OOPTY 3a CUET MPOJaBIia.)

Puck moBpexnmeHWss WM YTpaThl Tpy3a, a TaKkKe IPaBo
COOCTBEHHOCTH Ha HEro MepexosT OT MPOJaBlia K NOKyHaTesio B
MOMEHT IepeceueHus Tpy3oM OopTa cyaHa.

3) YcnoBus FOR (Free on Rail) — «cBOOOJHO B BaroHe» (Ha
x/n atpopme), FOT (Free on Truck), FOC (Free on Car)-
«CBOOO/IHO Ha TIPY30BHUKE» SBIAIOTCS AHAJIOTUYHBIMU YCIIOBUSAM
FOB.

4) FOB Airport — «cBobGogHo B aspomnopty». llpm 3THX
YCIOBHAX  MPOAABENl  TIOCTAaBISET TOBAp  ABUAIMOHHOMY
MEPEBO3YMKY, 3aKJII0YaeT JOTOBOP C IMEPEBO3YMKOM OT CBOETO
UMEHH, TIOJy4YaeT »OKCHOPTHYIO JIMIEH3WI0 ¥  BBIOJHSET
TaMOXEHHbIe (OPMAILHOCTH, MEpeaeT MOKyHaTear0 KOMIUIEKT
JOKYMEHTOB (B T.4 W aBuaHakiaaHylo). llokymarenb noikeH
OIJIATUTh TOBAP W BCE pAcCXOAbl, CBS3aHHBIE C  €ro
TPAHCIIOPTUPOBKOM, IMOCJE MEPEeNIadyd €ro NepeBo3urKy. Puck m
IIPaBO COOCTBEHHOCTH MEPEXOJAT OT MpoJaBlia K IOKYNAaTEINto
1ocJie Iepejaun ToBapa NePeBO3YUKY .

5) C£F, CAF (Cost and Freight) - «cTOUMOCTb U QpaxT». ITU
yciaoBus otaumyaroTcs oT ycinosud FOB tem, uro mpopasern 3a
CBOM cueT (paxTyeT CyqHO 10 mopTa HazHaueHus. [lokymarens
MIPU 5TOM HECET BCE PACXO/bl, CBSI3aHHBIE C TPAHCIIOPTUPOBKOM,
3a uckiIoyeHueM (Qpaxra. IIpaBo cOOCTBEHHOCTH Ha TOBap
MEPEeXOANT OT MPOJABIA K IMOKYTATEII0 B MOMEHT TepECeUCHHS
rpy3oM 6opTa cyHa.

6) CIF (Cost, Insurance, Freight) - «<CTOUMOCTb, CTPaXOBaHUE U
¢paxt». Otu ycnoBus aHanornyHel ycinoBusMm CE£F, 3a
HCKJIIOYEHUEM TOT'O, YTO MPOJABEl JOJKEH €Ile 3acTpaxoBaTh
TOBAp J10 MECTa Ha3HAYEHUS.

HoBbie Tepmunbl, BkJIO4YeHHble B «INCOTERMS». DTt
TEPMUHBl ~ MCIIOJIB3YIOTCSI B~ OCHOBHOM,  KOTJAa  TIpy3
TPAHCHIOPTUPYIOT B  KOHTECHWHEpaxX HECKOJBKHUMH  BHIAMH
TpaHCHOPTa (3KEJIE€3HOA0POKHBIM, aBTOMOOMIIBHBIM U T.I1.).
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7) FRC (Free Carrier named port/point) - «CBOOOITHO
MEPEBO3UYMUKOM /10 0003HAYEHHOTO MOPTA/MYHKTa». DTH YCIOBHS
MOJHOCTBIO aHAIOTMYHbI yciiousM FOB, 3a uckintouenuem Toro,
YTO PHUCK TMOBPEXKICHUS WIM YTpaThl Ipy3a, a TakkKe IMpaBo
COOCTBEHHOCTH HAa HETO MEPEeXOST OT MPOAABIA K MOKYIATEIIO
HE B MOMEHT NEpecedeHHs] rpy30oM OOpTa CyAHa, a B MOMEHT
nepeiady rpy3a nIepeBo3UrKy B YKa3aHHOM ITYHKTE.

8) DCP (Freight/Carriage Paid to named port/point) - «ppaxt
WM JJOCTaBKa OTUTAYEHBI 10 0003HAYEHHOTO MopTa/mmyHKTay. [Ipu
ATUX yCIOBUSX MPOJABEI] 32 CBOM CUET MPOU3BOJIUT:

- TOCTaBKy TOBapa C JOKyMEHTaMH, IOATBEPKAAIOIIMMH €ro
COOTBETCTBHUE YCIOBHUSIM KOHTPAKTA;

- 3aKIIIOYEHHE JIOTOBOPA O MEPEBO3KE TOBApa B yKa3aHHBIN MyHKT
Y OTLIaTy MEPEBO3KHU;

- Iepeady ToBapa IMepeBO3YUKY B yCTaHOBIICHHBIH CPOK;

- YBEOOMJIEHHE TIOKYMaTedss M OTCBUIKY €My KOMIUIEKTa
JOKYMEHTOB C KBHTAHIIHEH O IpUeMe rpy3a K IIepEeBO3KE;

- TIOJy4Y€HHE SKCTIOPTHOM JMIIEH3UH U OIJIaTy BHIBO3HBIX MOILIHH
1 cOOpOB.

[Toxymatens 3a CBOM CYeT OIUTAYMBAET TOBAap MPOJABILY,
CTpaxyeT ero, TIOKPhIBa€T BCE pacXoXbl, CBS3aHHBIE C
TPAHCIIOPTUPOBKOM (KpOMe OIIaThl MEpPEeBO3KH), a TaKxkKe
pacxo[iel, CBsI3HBIE C BBO30M TOBapa B €ro cTpaHy. PUCK u mpaBo
COOCTBEHHOCTH Ha TOBAp MEPEXOAAT OT MPOJaBIa K MOKYIATENIO
B MOMEHT IepeJadd MpPOJaBIOM Tpy3a IEPBOMY IE€PEBO3UUKY
(mepeBo3ka MOXKET OCYIIECTBIIATHCS HECKOJIbKUMU
TPAHCIIOPTHBIMH (PUPMaMH).

9) Ycnosus CIP (Freight or Carriage and Insurance Paid to
named port/point) «ppaxt WU TOCTaBKa U CTPAXOBKA OILIAYCHBI
10 0003HAUYEHHOTO MOPTA/MyHKTa» aHAJOTUYHBI MPEIbIAYIINM, 32
WCKJIFOYEHHEM TOTO, YTO MPOJABEIl OTUIAYNBACT TAKIKE CTPAXOBKY
TOBapa.

107



Jluteparypa
1. TlaneBumk, B.B. JlenoBoe MUCBMO : MPaKTHYECKOE MOCOOHe. — 2-¢ M3, —
MuHck. : Amandes, 2000. — 160 c.
2. Kupcanosa, M.B. Kypc nenonponssoacrsa JIOY : yue6noe nocobue / M.B.
Kupcanosa, FO0.M. Akcenos. — M.: UTHOPA-M, 2001. - 92 c.
3. CrentokoB, M.B. CrpaBounuk cexkpetaps. — M. : U3g-so «ITPMOP», 2000.
-95c.
4. bacakoB, M.W. [lemonmpon3BOACTBO M KOPPECIIOHICHINS B BOIPOCAX H
oTBeTax : ydyeOHOe TOCOOME [UIS CTYIOCHTOB SKOHOMHYECKHX BY30B H
KOJUIemKei. — 2-¢ wm3m., mepepab. m mom. PocroB /Il : M3marenbcTBO
«Dennkcey, 2000. — 320 c.
5. Opranuszauusi paboThl ¢ JOKyMEHTaMHu : yueOHHK / mox pex. mpod. B.A.
Kynpsiea.— 2-e uzn. nepepa0. u gomn. — M. : UHOPA-M, 2001. — 592 c.
6. Kupcanosa, M.B. [lemoBas mepenucka : yuyeOHoe mocobue / M.B.
Kupcanosa, H.H. Aronuna, FO0.M. Akcernos. — M. : UTH®PA-M, HoBocubupck
: Cubupckoe cormamienue, 2001. — 92 c.
7. Konrtynoa, M./l. lenoBoe nucbMo: UTO HY>KHO 3HATh COCTaBUTENIO. — 4-€
m3g. — M.: Jleno, 2000. — 112 c.
8. Jonromonosa, H.®. [lenoBas KOPPECTIOHIEHIINS | METOANYECKUE YKA3AHHUS
/ H.®. Homromonora, lO.B. CyxauweBa. — Openbypr : 1'OY BIIO
«OpeHOyprckuii rocyaapcTBeHHBIN yHIBepcHTeTY, 2002.
9. JparynkuH, A.H. ONTUMH3MPOBaHHBIH YHHBEPCAIbHBIN Y4eOHUK
anrumiickoro si3bika / A.H. JIparynkun. - CII6. : Uznarensckuii oM «AHIpay,
200.
10. Kocteiruna, C.U. AHTrIuiicKui SI3bIK A1 CTYICHTOB YHHBEPCUTETOB.
UreHune, mICbMEHHasl MPAaKTHKa W MpaKTUKa yCTHOW peud : B 2 u. Y 1. / C.1.
Kocteiruna, O.A. bepesuna. - M. : Akagemusi, 2006.
11. SHctpebora, E.b. Kypc aHrimmickoro si3pika Ajisi CTYACHTOB SI3BIKOBBIX
By30B / E.B. Slctpeboga, JI.I'. Bnansikuna. - M. : Dk3amen, 2007.

108



01NNk W~

031N N~ W~

Ne)

~N NN BN~

Conep:xanue
Unit I. Teopus cocTaB/ieHUsI 1eJI0BOii KOPPeCHOHAeHIINH

. COBpeMEHHOE JICIIOBOE MTUCHMO B YCIOBHSX YHUDUKAIIUU
. Ciryxe0HBII 3TUKET IEJIOBBIX TUCEM

. SI3BIK ¥ CTHIIb JCJIOBBIX ITUCEM

. CTanmapTHBINA aclIeKT KOMIIO3UIIUH IEJIOBBIX THUCEM

. CocTaBHBIE YaCTH JIEITOBOTO MHACHMa

. [IpaBuna oopmieHwst 1 peKBU3UTHI AETOBOTO TUChMa

. ®opmMma J1e10BOTO MHUCHhMaA

. Knaccuduxanms nmucem

Unit II. Tunsl nej10Boil KOppecOHAEHIMHA

. Hexotopsle BUbI HceM

. Resume

. Job application

. Advertisement

. Invitation

. Contract

. Enquiry

. Counter-inquiry

. Offer

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.
Unit III. IIpakTuKa nepeBoaa 1eJI0BOM KOPPECIOHIeHINH

. 3asBKa 0 mIpreMe Ha paboTy

. PexoMenaTenpHOE MACHMO IS YACTHOTO JIUTIA

. PexomennarenbHOE MUCHMO

. [Ipurnamenne Ha cobeceoBaHMe

. Uadopmarus 11 moTEeHIMATBHOTO KIIHEHTA

. Pacchinka/uHpopMaIimOHHOE TUCHMO

. OTuer npeacTaBUTENS

Order

Withdrawal of the order
Confirmation of the order
Rejection/Refusal of the order
Changes in business

Payment

Reminder of payment
Complaint

Apology

Memo

109

25
26
28
30
34
35
37
41
41
44
45
47
48
49
50
52
54
58
60

62
63
64
65
66
66
67



8. OT4eT 0 MapKETUHTOBBIX HCCIICIOBAHUIX 69

9. OTBeT Ha TOA0BOI OTUET IITABHOTO MPEAIPUATHS 71
10. IIpocroii 3ampoc 72
11. 3ampoc 73
12. 3anpoc Ha OCHOBaHHMHM TEHAEpa 74
13. 3anpoc Ha OCHOBaHUH OOBSIBICHUS 75
14. 3ampoc o poIeHTaX 1Mo CTPAXOBKE 76
15. Berpeunoe npeanoxkeHne 77
16. CamocTosTeNbHOE NPEATOKEHNE 77
17. IlpeanoxxeHune 06 SKCKIIO3UBHOM MPEACTABUTEIIECTBE 79
18. 3aka3 Ha MOKYIKY aKIMH 80
19. IlocTaBIIMK OTKJIOHSET 3aKa3 81
20. [ToaTBepxaeHue 3aKkasza 81
21. KnveHT BHOCHT U3MEHEHHS B 3aKa3 82
22. IHCTpYKIMHU O TEepeBoie aKKPEeTUTHBA 83
23. Cyér KnMeHTa: BBISICHEHUE PAacX0XKISHHS 84
24. IIpocrba o mpeaBapuTEILHOM BaKkType 85
25. Ilpocr0a 00 OTKPBITHIX CPOKaX IIaTexa 86
26. KiaueHT NpuHOCHT U3BUHEHUS 3a 3a/IepiKKy IUIaTeXa 87
27. llpekpaiuenue nuatexei 88
28. Bropoe HanloMUHaHUE 89
29. IlocnenHee HaOMHUHAHUE 90
30. Pexnamarus 91
31. Pexnmamarnus Ha AeEKTHBIE TOBAPHI 92
32. PekmamManius 1o npuduHe TPAHCIIOPTHOTO yIiepoa 93
33. [loaTBepxaeHUE peKIaMalluu 94
34. HanpaBiieHue pekiamMalnuy KINEHTa B CTPAXOBYH0 KOMITAHUIO 95
35. TpeGoBaHue BHITIATH CTPAXOBKH I10 MPUYKHE yiiepoa 96
36. YBenomienue 06 SKCIepTU3e KauecTBa 97
37. DkcnepTusa TOBapoOB 98
38. [lepemaya TOTOBOTO K OTIIPaBKE 3aKa3za (ppaxTOBOMY IKCIIEAUTOPY 99
39. MHCTpYKLNU IO CTPAXOBKE U OTIPy3Ke, pacTaMOXHBAHUIO 99
40. ®akc 101
41. CooOmieHre IEKTPOHHOM MOYTHI 101
Unit IV. CnpaBo4Hble MaTepHaJbl
basucHble ycinoBus OCTaBKU IpHU 3aKITIOYEHUH KOHTPAKTOB 103

JlntepaTtypa 108

110



YuedHOE M31aHNE

AnucumoBa Tamapa UBanoBHa
KaHauaaT neaarorndeCKmux HaykK

benoBa Upuna MuxaiiiioBHa

DEAR SIRS,

Teopusa u npakmuka padomut
C 0€/108011 KOppecnoHoenuueu

YYEBHOE [TOCOBUE

Koppexkrop I'abnypaxumosa T.M.
Xyn. penakrop ®enopona JL.I.

Cnano B Habop 14.12.2012.
Tloanucano B meyats 17.12.2012.
Bymara nucuas. 'apaurypa Taiimc.
VYen. neu. 1. 6,9. Tupax 100.
3aka3 Ne61.

HXTHU (¢pumman) ®I'BOY BIIO «kKHUTY »,
r. Hmwkaekamck, 423570, yn. 30 ner [ToGensr, a. Sa.

111



