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1.IIEPEBO/I JIMINIOMATHYECKOM TOKYMEHTAIIUM C
AHTIJIMIACKOT O SI3bIKA HA PYCCKHM SI3bIK

JledoBele  CBA3M  HEMBICIMMBI ~ 0e3  oOMeHa  JEIOBOM
KoppecrnoHjeHuel. Bekamu ckiaJpIBarOIMiACS MUCbMEHHBINA JEI0BOM
STHKET BCE MPOYHEE 3aBOCBBIBACT CBOM ITO3UIUH, HECMOTPS HA TO, YTO Y
HEr0 TOSBWINCH TaKWe HAOWpAIOIIUEe CHIY CONCPHUKH, Kak TenedoH,
TeNnekc, (pakc, CIyTHUKOBAsl U KOMITBIOTEPHAsS CBs3b, BUIeoTenedoH. Kpome
TOTO, BCE MEHBIIC W MEHBIIE IMPOOJIEM COCTABJISICT MEPEIeT U3 OIHOU
CTpaHbl B JAPYIYIO JUIS JIMYHBIX KOHTAKTOB. TeM HE MeHee, MOMHMO
MPEUMYIIECTB YCTHBIX IIEPErOBOPOB, CKa)XXeM, OIEPATUBHOCTH OOMEHa
WHpOpPMANUEH MpH MEepPeroBopax IO TelIePoHy, CYIIECTBYIOT H CBOH
HEIOCTaTKU — BBICOKAs CTOMMOCTH IEPErOBOPOB M, YTO CaMOE TJIaBHOE,
JTIOBOJIEHO YacTOE JIEMEHTAPHOES HEITOHUMAaHHE.

WHoe neno w3moeHWe CBOMX MEBICIEH Ha Oymare, Korja ecTh
BpeMsI ITOTyMaTh, 3aTJISIHYTh B CIIPABOYHUK, B CIIOBAPb.

CocraBlieHHE JEIOBBIX MHCEM — TPYH MOHAYaNy HEIPOCTOU, HO
IIPU HEKOTOPOM HAaBBIKE YK€ MOXHO OYyJeT C JICTKOCTHIO ONEPUPOBATH
0oraTeIM apceHaiOM MUCHMEHHOTO JIEIIOBOT'O ATHKETA U COOJIIOJATh JaBHO
CJIOXKUBIIICECS BIIOJHE YETKUE KPUTEPUU KA4eCTBa JICTIOBOIO MHUCEMa: CTHIIb,
TOH, KJIHIIE, CTPYKTYPY.

Pazymeercs, mepen cOCTaBICHUEM JETOBOTO MHCEMa BHI JOJIXKHEI
YETKO YSCHHUTH, YTO MMEHHO BBl XOTHTE COOOIIUTH B CBOEM IIOCIAHHH, YTO
y3HaTh. He numHUM WHOrAa ObBaeT HaOpocaTh YEPHOBUK INHChMAa U
TIOIBITATHCSI U3JIOKHUTh CBOM MBICIH IO BO3MOXKHOCTH KpPaTKO, HO M HE B
yIepO CMEICTY.

N30biTouHast HH(OPMAIHS B ISTIOBOM MHCEME HE MPUBETCTBYETCS.
KoHkpeTHOE MUCHMO JTOHKHO OBITH MOCBAIICHO KOHKpETHOMY Bompocy. He
CIIEIyeT TIOJNb30BAThCS 3aMBICIIOBATHIMH  BBIPAKCHUSAMH W CIOXXHBIMU
rpaMMaTHYCCKUMU KOHCTPYKIUAMU. [IOCTOSHHO IOMHHTE, YTO YHTATh
BaIlle MUCHMO OYAYT JEIOBBIC JIOAH, KOTOPHIX HE HHTEPECYIOT HE Ballld
MUCATENTbCKUE CIIOCOOHOCTH, a YETKO U3JIOKEHHAsI HH(pOpMAIHs, CyTh Jela.

WHoraa monyvaercs Tak, 9TO B JISIOBOM MHCHEME TPYIHO OOOUTHCH
0e3 MOCTOSTHHOT'0 TIOBTOPSHUS OJTHUX M TeX e coB. [1o 3ToMy moBoay He
CTOUT 0C000 OCCIIOKOUTHCS. B JENOBBIX MHUChMaX TaBTOJOTHUS BIIOJNHE
YMECTHA, W TIIATEIHHO MOA0MPATh CHHOHUMBI 3]IECh HET HYXKIBI.

Eme onHo cymiectBeHHOe 3ameuanue. B aHrimickom
MMUCBMEHHOM JICJIOBOM 3THUKETE HE MPUHATO YIOTPEOIATH MPOCTOPEUHBIC
CIOBa W OKAproHbl, IOTOMY 4YTO HAJIWYHEC WX B IHCHME MOXKET
chopMHpOBAThL HETaTUBHOE OTHONICHHWE K  OTIPABHTEIIO KaK K
HEKYJIBTYPHOMY uelioBeKy. OJTHAKO OTMETHM, YTO B KOMMEPUECKOM BHJIC
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JeJIOBOrO MUCbMa, OCOOEHHO €clu  JeNo Kacaercs peKIaMHON
HaNpaBJICHHOCTH TIOCJIAHMS, YacTO MOXXHO BCTPETUTb M Pa3TOBOPHEIE
(OpMYIIBI, U CIIEHT.

AkkypaTHOCTH O(hOPMIIEHHUS MTHChMa, OTCYTCTBHE OIMIMOOK, KpacoTa
pacHonoxeHuss MaTepuala — BCe 3TO paclojaraeT K BaM aJpecarta,
BBI3BIBAET €ro yBaxkeHHe. J[eoBoe MUCbMO, KaK BIPOYEM U JI000€ APYroe,
JOJDKHO OBITh TIIATENBHO U aKKypaTHO oQopmieHo, 0e3 oledaTox WiIH
OIMCOK, CO CTPOTUM COOJIIOJEHUEM IHCBMEHHOIO JAEIOBOTO 3THKETa OT
3arojoBKa A0 noxanucu. OCoOEHHO 3TO CIPaBEATHBO, KOIZA pedb UAET O
JIETIOBBIX ITUChMaXx.

CTpyKTypa [eloBOrO THChbMa B  aHIJIOSN3BIYHBIX  CTpaHax
HECKOJIBKO OTJIMYATCSl OT CTPYKTYPHl YaCTHBIX IHCEM, HO 3TO OTJIHYHE
HE3HAYMTEIbHO. B /1e110BOM nrchMe UMEIOTCS BCE TE XKe YacTH (3JIEMEHTHI),
4YT0 M B HeopHUIMaTbHOM IucbMe. Kpome TOoro, B HeM MOTYT OBITH U
HEKOTOpbIE, CBOWCTBEHHBIE TOJBKO JIEIOBOMY ITUCEMY, 3JIEMEHTHI.

HepeqncnnM YacCTH AC¢JI0OBOro muCcbmMa:

1. 3aro/ioBOK, BKJIIOYAKINNA HAHMEHOBAaHHE KOMIAHMH H
agpec ornpasutens (Company letter heading; Sender’s
address)

. Jarta nucema (Date)

Anpec noayuaress (Inside address)

Oopaenne (Salutation)

Yxka3zanue Ha cogepaxanne nucbMma (Subject line)

OcHoBHoil TekceT nucsMa (Body of the letter)

3aknmounTtenbHast ¢opmyna Bexusoctu (Complimentary

close)

NANEWN

8. IMomnucek oTnipaBuTeJia (Signature)

9. Naummansl aBropa muceMa u ucnonnurens (Identifying
initials)

10. Ykazanue Ha npuioxeHusi (Enclosures)

11. IHocTckpunTy™M, Te NPUIHCKA K OKOHYEHHOMY HHCBMY
(Postscript)

12. YBenomiienue o Haanuuu konuii (Notation of copies sent).

CJIe)]yeT 3aME€TUTh, 4YTO B [JA€¢JIOBOM IIMCbBME HeE 00513aTEILHO
HAIWYHC TEPCUYMCICHHBIX BbIIIEC COCTABHBIX qgacTeu. CKa)KeM, nmpu
OTCYTCTBUH le/lﬂomeﬂl/lﬁ, HeOﬁXO}]HMOCTb B 3TOM pasjaeje nmucbmMa
oTnagae RULEES
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1.1. 3arosnoBox

HameuaTanHplii THIOrpa)ckuM CrocoO60M 3arojioBOK COJIEPXKHT
HaVMEHOBaHUE M aJpeC OpraHW3alMu WIM (HUPMBI, OTIIPABISIONIEH
MIUCHMO, U PSAJ] TOAPOOHOCTEH, KaK TO: afpec s TeJlerpaMM, HOMEp U
YCIOBHOE Ha3BaHME TeJjieTaiillia, HoMepa TeleOHOB, Ha3BaHUS
KOMMEpPYECKHX KOJIOB, YIMOTPeOIsIeMbIX JUIsl TeJerpadHbIX CHOLICHUH 1
1.n. Ilog Ha3BaHumeM opraHu3alMd 4YacTo YKa3bIBAaeTCsl poOIx €€
JIeSITENbHOCTH. B 3aromoBkax MHCEM aHIIMHCKUAX AKIIMOHEPHBIX
KOMITaHWH MHOT/IA MTPOCTABIISAIOTCS (PaMHUINU TUPEKTOPOB KOMITAHHH.
Ha3BaHusi BHEIIHETOProBHIX OOBEJUHEHWH HE TIEPEeBOIATCS Ha
nHOCTpaHHble s3bIKM. CJIOBa «BHEIIHETOPrOBOE OOBEAMHEHUE» W
«IKCHOPTHO-UMIIOPTHOE  OOBEAMHEHWE»  IUIIYTCS  JIATHHCKUM
mpu(TOM B TPAHCKPUIIINH, TIPUHATOM IS BCEX MHOCTPAHHBIX S3BIKOB
—  VNESHNETORGOVOIJE  OBIJEDINENIJE, EXPORTNO-
IMPORTHOJE OBJEDINENIJE.

Vneshnetorgovoje Objedineije “Machinoexport”

B kxoHne Ha3BaHMH MHOTMX AQHIVIMICKUX TOPrOBBIX U
MIPOMBIIIIIEHHBIX NPeNNpUsITHi, 6aHKoB cTouT cioBo Limited (Ltd):
A. Smith & Co., Limited
The Sheffield Engineering Co., Ltd.

Cnoso Limited mpencraBisier co0Oi cOKpaleHHe BBIpasKeHUS
limited liability company KOMIAHUA C  OrPaHUYEHHOH
OTBETCTBEHHOCTHI0. JTO BBIPAKEHHE O3HAYAET, YTO OTBETCTBEHHOCTH
YJICHOB KOMIIAHUM (AKIMOHEPOB) OrpaHMYMBAETCS HOMHHAJIBHOW
CTOMMOCTBIO TPUOOPETEHHBIX MU aKIHUH.

B CIHA Bwmecro crmoBa Limited mocie Ha3BaHWM MHOTHX
TOPTOBO-MPOMBIIUIEHHBIX TPEANPHUIATHI cTouT cioBo Corporation wiu
cnoBo Incorporated (Inc). Corporation o3HaYaeT COCTUHECHUE JIUI,
KOpIopalyss ¥ B Ha3BaHHIX aMEPUKAHCKHX (upM, GaHKOB U T.I. B
OONIBIIIMHCTBE CITydaeB ymoTpeOisercs BMecTo stock corporation
aKI[HOHEPHAs KOpIOpAIs. Incorporated O3HayYaeT
3apEerUCTPUPOBAHHBIN KaK KOPIIOPAIIHSL:

The American Mining Corporation

James Smith and Company, Incorporated

OtcyrcrBue cnoBa Limited (Ltd) B Ha3BaHWSIX aHTIMHACKHX
npeanpusitTaii U cnoB Corporation wimu Incorporated (Inc) B HazBaHMsIX
aMEpPUKAHCKUX IPEIIPHUATHIH yKa3plBaeT Ha TO, 4YTO JaHHOE
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TIpeANpUsITHE SIBIISIETCS TOBapHIecTBOM (partnership), 4ieHbl KOTOpOro
OTBEUAIOT 0 0053aTENILCTBAM MPEIIPHUATHS BCEM CBOUM UMYILIECTBOM.

Yacro B 3arojloBKe HameyaTaHO YKa3aHUE HA CCBLIKY,
KOTOPYIO OTIIPaBUTENh IHMChbMA TPOCHUT ajlpecaTa YIOMSIHYTb B CBOEM
orBere. B ccpbutkax OOBIYHO TPHUBOAATCS WHHUIUANIBI COCTABUTEIS
MIchMa, WHUIMAIBI MAIIMHUCTKH, COKpAIIeHHOe 0003HauYeHHE OT/eNa,
HOMeEp OT/JeNa U T.IL

Our reference AC/DK/156 — Hama ccpuika AC/DK/156

Your reference 15/16/1867 — Bama ccpinka 15/16/1867

In your reply please refer to FL/KD/156789 — B Bamem
otBere npocuM cocnatbest Ha FL/KD/156789

In your reply please mention our reference CA/DB — B Bamem
OTBETE IPOCHM YIOMSHYTH Hamy cceuiky CA/DB

Our file No. 12/16/1678 - Hamre nemo 12/16/1678

Please quote No. 1567/AC when replying — B orBeT npocum
cocnatbest Ha Ne 1567/AC

B 3aromoBkax HEKOTOPBIX (QUPM MOXHO BCTPETHTh

cenyronyo Gpasy:

All communications to be addressed to the company and not to

individuals. Bce cooOmenus TOMKHBI OBITH apeCOBaHBI KOMIIAHWUH, a
HE OT/IENIbHBIM JIHIAM.

1.2./IaTa nucsMa

Hara ormpaBieHusl THCbMa OOBIYHO MHIIETCS B TMPABOM YIIIy TIOJ

3arosioBkoM. Jlata 0003HavaeTcst OTHUM M3 CIEAYIOLINX CIIOCOOOB!

12" September, 2009

12 September, 2009

September 12", 2009

September 12, 2009

[Ipennor on W apTukib mnepen naTtod He cTaBsTcs. B AHrmuum
HauOoJiee pacIpOCTpaHEH MEpBBI Cmocod0 00O3HAYCHWS MaThl — 12"
September, 2009. Jrtor xe crocod OOBIMHO yMOTpeOJsieTcss B IMCHMaXx,
HCXOJSIIUX OT POCCUMCKHUX BHEUTHETOProBbIX opranuzauuii. B CIIA wacto
MIPUMEHSIETCS YeTBEpTHIN crtocod — September 12, 2009.

[Tpu obo3naveHnn natel mo criocodam | u 3 HeoOXommumo obOpamarh
BHUMaHHE HAa TPABHIFHOEC HAMUCAHHE MOPSAKOBOTO YHCIUTEIBHOIO MPH
oMo p | OHOro U3 oKoHuaHwuii st, nd, rd , th: 1%, 2", 3™, 4™

Cnenyer Takke WMETh B BHIY, YTO IEpe] YHUCIUTEILHBIMU,
0003HAYAOMMH @i, OOBIMHO  CTaBUTCS 3amsrast. Touka B KOHIE
0603HAYEHNs TAThIHEHOFBATENBHA.
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HasBanust wMecsneB, kpome March, May, June, July w4acto
COKpaIIarTCsL:

January — Jan. September — Sept.
February — Feb. October — Oct.

April — Apr. November — Nov.
August — Aug. December — Dec.

1.3. HaumeHoBaHMe U a/ipec NMOJIy4YaTe/ s MUCbMAa

HaunmeHoBaHue ¥ afpec opraHu3anuy Wik paMuids U ajapec JUIa,
KOTOPOMY HaIpaBJsIeTCs MUCbMO, MPOCTABIIACTCS HA JICBOW CTOPOHE OJIaHKa
MMUCbMA Y JIMHUY TI0JI1 HEMHOT'O HUYKE CTPOKH ¢ jatoir. Ha3paHue
OpraHU3aIuy Wik (HaMUIHS JTUIa OOBIYHO THITYTCS Ha OTACIHHOMN CTPOKE.

Ecnn muceMo anpecyercst ¢upme, TO mepen ee Ha3BaHHEM HPHUHSATO
cTaBUTH Messrs, KOTopoe MpeJcTaBiIsIeT co00i cokpamieHne (ppaHIy3CKOTo
cioBa Messieurs rocroaa u ynorpeoisiercst co 3HaueHreM Gupma oOBIYHO
B TOM cCiy4ae, KOrja B Ha3BaHUH (UPMBI UMEIOTCS (haMHIMU KaKUX-JTHO00
s, B konne ciioBa Messrs. OOBIMHO CTaBUTCS TOUKA!

Messrs. A. Robinson and Sons — ®upme A. Pobuncon 311 Cans

Messrs. John Brown & Co., Ltd. — ®upme xon Bpayn sug Ko
Jlnmuren

[Tpn appecanmy nuceM Kakoi-mub0 GupMe WK APYroil opraHu3alin
CJIe/lyeT PUBO/INTH Ha3BaHKWE OPTaHU3AIMH ITOJTHOCTHIO B TAKOM K€ BUJIE, B
KaKOM OHO JIaHO B 3aroJIOBKax IHCEM, UCXOJSIIIMX OT ATOH OpraHU3aluH,
WJIN B TOPTOBBIX CIIPAaBOYHHKAX, HE JIOMYCKasi KAKUX-ITN00 COKpaIleHUH Wiln
HM3MEHEHUH.

Korza nuceMo ajpecyercst OTIeNbHOMY JIMIYy-MYKYHHE, TO Mepe]] ero
(ammimeit ctaBuTCs cI0BO Mr., KOTOpOE TPE/ICTaBIsIET COOO0H COKpalleHne
cioBa Mister Mucrep, TOCIOAWMH M TOJHOCTHIO HUKOTAa He mumercs. B
KoHIIe cioBa Mr. OOBIYHO CTaBUTCS TOUKA.

[epen dammmed nuna cieayer yka3aTh €ro MMsI WIH II€pBble OYKBBI
HMEH:

Mr. Harold Brown — mucrepy I'aponsny bpayny

B Anrmuu BMecto Mr. MHorna mocie hpaMuiniu JIuia MHIIETCS CI0BO
Esq. CnoBo Esq. [IlpencraBmser coOoii COKpalleHHWE CJIOBa esquire —
OCKBallp — M TOJHOCTBIO HUKOrjga He mumercd. B konume cimoBa Esq.
CraBurcs touka. Ilepen daMmimedd nuna HEOOXOOUMO M B 3TOM Cllydae
yKa3aTbh ero UMs WM WHHUIHAJIBL:

Harold Brown, Esq. — I'aponbny bpayny, sckBaiipy
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B otnmume oT pycckoro s3bIka, B aHTJIMACKOM SI3bIKE MMS WJIH TIEpBbIe
OYKBBI IMEH KaKOTo-HHOY/b JIMIIa HUKOT/a He MUIIYTCS Iocie GhaMuiny, a
Bceryja npen Hed. [IpommcHble OyKBBI, BCTpewaromuecs: mocie (paMuimii
KaKux-mOo JIHI, SBJISIOTCS  COKPAICHUSIMU, YKa3bIBAIOIIMMH  Ha
MIPUHAUISKHOCT K ONPEAEIeHHON OpraHu3alliy, Ha 3BaHUE WM Ha OpJIeH,
KOTOPBIM HarpaxzeHo 3TO JIUIIO:

A.B. Smith, M.P. (M.P. — Member of Parliament — uyieH mapiamenra)

C.D. Brown, M.LI.LC.E. (M.I.C.E. — Member of the Institution Of Civil
Engineers — unen MHcTUTYyTa TpaK TaHCKUX WHKEHEPOB)

A.F. White, LL.D. (LL.D. — Doctor of Laws — ZOKTOp IOpHUANYECKHX
HayK)

G.H. Black, K.C.V.0. (K.C. V.O. — Knight Commander of the
Victorial Order - kaBanep opJeHa KopojieBsl Bukropun).

WHorna nuceMo ajpecyercs JAOJKHOCTHOMY JIMILy B KakOH-HHOYIb
opranmzaiyu. Korma ¢aMmmms auna. 3aHUMAIOIIETO  ONpeeTICHHYIO
JIOJDKHOCTB B IAHHOW OpraHM3alliy, HEN3BECTHA,. T0 anpecat 0003HavaeTcs
CJIEIYIOIIM 00pa3oM:

The Chairman, A.Smith & Co, Ltd — npeacenarenro kommanuu A.
Cwmur 31u1 Ko. JIumuren

VkazaHue JOIDKHOCTHM — 0e3 (aMminu JWla, e 3aHWMAIoLIero,
BO3MOXKHO, OJIHAKO, JIMIIb TOTAa, KOrga dTa JOJDKHOCTb —SIBJISIETCS
€IMHCTBEHHOW B OpraHu3anuu, ykasaHHod B anpece (Chairman -
npeacenarenb, President — mpe3ujeHT, npeaceaarensb, Managing Director —
JIMPEKTOp-pacIopsiIuTenb, Secretary - cekperapb, Chief Account — riaBHbIiH
Oyxrantep.)

IIpu agpecoBanuu muceM 3aMyXHUM keHiuHaM B Anriuu u CIIA
ynorpebusiercst cioBo Mrs. Muccuc, rocroxa.

Mrs. Mary Brown

CmoBo Mrs. IlpencraBiser coOoil cokpamienue ciioBa Mistress
MHCCHC, TOCIOXa. Mrs. MOJHOCTHI0O HHMKOTAA HE IHUIIeTCs W
CaMOCTOATENBHO, T.e. 0e3 ¢damwinu nmna, He ynorpeOmsercs. B konie
cioBa Mrs. OOBIYHO CTaBUTCS TOYKAa — TakK JK€, KaK M TIIOCIE BCEX
COKpalleHHbIX cJoB. [Ipu ampecoBaHWM MHCEM HE3aMYKHHM >KEHIMHAM
yrnorpebiisiercst cioBo Miss MHcCC, TOCIOXa, 32 KOTOPBIM CIEAYEeT HMS
anpecara U (paMuIHs:

Miss Mary White

[locne HavMeHOBaHUWS OpraHW3alMM WM (QaMWIMK ajpecara Ha
OT/EJIBHOW CTPOKE INHIIETCS HOMEp JIoMa M Ha3BaHHE YNHIBI, a 3aTeM —
TaKKe Ha OT/EBbHOI CTpOKe — Ha3BaHUe ropoja: Homep noma Beerna crout
nepes  Ha3BAHHEM (oryipIIIbi. HasBanme roposma compoBoxpaercss B
HEOOXOAUMBIX  CIIydagx ?PpHHaTHM 0003HAUYEHHEM TIOYTOBOTO paiioHa.
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I'paderBo (B Anrmmm) mmm mrar (B8 CHIA) munryres mocie Ha3BaHUS
ropoza. Ecnu nuceMo afpecyercs 3a rpaHully, TO I1OCJI€ Ha3BaHUs Topoja
cilefyeT Ha3zBaHMe cTpaHbl. llocie HaWMMEHOBAaHUWSI OpraHW3alWH  HIIH
(damMmiIMm anpecaTa CTABUTCS 3arsiTas. 3amsTas CTAaBUTCS TaKkKe I0Cie
Ha3BaHMUS YIUIGI U TTepes] 0003HaYeHHEM IOUYTOBOIO paiioHa, IITaT, CTPaHbI.
Mexny HOMEpPOM JIOMa W Ha3BaHWEM YJMIBI 3arsTas He o0s3aTenbHa.
Croga Street, Place, Avenue nuuryrcst ¢ mponucHOiH OYKBEL.

Messrs. A. Smith & Company, Limited

25, Leadenhall Street,

London, E.C.,

England.

PaCCMOTpI/IM OJUH U3 MMPUMEPOB TAKOI'O NMChbMa:

Brain Institute
Svetlanovsky Avenue 47
Leningrad 145238
USSR

April 8, 1990

Dr. James Smith

Brain Research Street

19 Oxford Street
London, NE 20
England

Dear Mr. Smith,
Thank you so much for your kind invitation to take part in the
International Congress to be held next month.
It gives me pleasure to accept your invitation and I look forward to
seeing you and other friends of mine.
Sincerely yours,
S. Voronin
Director

1.4.BcTynurenbHOe o0paleHHe M 3aKJII0YUTebLHasA ¢popma
BEJKJIMBOCTH

BerynurensHoe oOpaiieHHe W 3aKIIOUUTENbHAass GopMa  BEXKIMBOCTH
TIPE/ICTABIISIIOT COOO0H OOIENPHHATHIE CTAaHAAPTHBIE (POPMYITBI, UTPAIOLINE B
mUchMax Ty JK€ poOjb, Kakylo B pPa3roBOPE HUIParOT COOTBETCTBEHHO
BeIpaxkeHus good morning, good-bye.
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B Hacrosimee Bpemst B JIEJOBBIX MHChMax Hanbojee paclpoCTpaHEHBI

HIDKeceaytomue GopMyIbl BEXKIMBOCTH:

1. B muceMax K pupmam u opranuzanusM - Dear Sirs, Gentlemen

2. B IHCHBMax K OTAeNbHBIM JiniaM — Dear Sir, Dear madam
WnrepecHo ormeruts, 4ro obpamenue My Dear Sir (YBaxaemslit
TOCIIOAIMH) K HE3HAKOMBIM JIIOMSM SIBIISIETCS CTPOro (OpMalibHbIM, |
MECTOMMEHHE «MOW» HHYYTh HE BHOCHT OTTCHOK HHTHMHOCTH B 3TO
obpamenne. Takum 00pa3oM, MOXKHO BHJIETh, YTO B MHChMax aHIIIMICKOE
c110BO dear SIBIISIETCSI CAMBIM TIOITYJISIPHBIM M CAMBIM PaclpoOCTpaHeHHbIM. U
Kbl pa3, B 3aBHCHMOCTH OT CHTYyalliH, OHO MMEET pa3Hble OTTEeHKH
3HAYEHHS: OT «JIOPOToi» 10 «yBaxkaeMbli». To jxe camoe MOXKHO CKa3aTh U
o ciose friend. DTO COBO B aHIJIMHCKOM S3bIKE, KaK TOBOPST Y4YEHEIE,
HUMeeT IIHPOKYI0 CEMaHTHKY, Topa3fo Oojee MIMPOKYIO, YeEM HUMEET CIOBO
JIpyr B pyccKoM s3bike. JIpyrom B aHrmiickoM (M OCOOEGHHO B
aMEpUKaHCKOM) CMBICIIE CJIOBA MOXKET OBITh M HapTHEp IO a’dpoOuKe, H
Kojulera Imo paboTe, W 4YeJOBEK, OeralomMid Mo yTpaM II0 TOMY e
Mapuipyty. IHBIMU cJI0BaMH, y aMepHKaHIa Topa3fo OoJblIe apy3el, yeM
Y PYCCKOTO.

Uro kacaeTcst 3aKITIOYUTENBHON (POPMYITBI BEXIIMBOCTH (TakK Ke, KaK U
oOpalieHne) 3aBUCHT TJIaBHBIM 00pa3oM OT TOTO, B KAKMX OTHOIIEHHSX BEI
HaXOJIUTECH C aJPECATOM.

I[lepBblid, - KOra BBIMUIIKUTE APYTY WIH POICTBEHHHKY, WK XOPOLIEMY
3HakoMoMy: Sincerely yours — Wckpenne TtBou, Faithfully yours —
[penannsiii Tede, Yours (very) sincerely — Trout (Bam), Always sincerely
yours — Bcerna uckpenne 1BoM, Ever yours - Becernma tBol, Very cordially
yours — CepaedHo TBoH, Yours truly — Ilpenanusiii Tebe.

Bropoii — HemocTaTOuHO 3HAKOMBIM JIFO/IIM WIIM O MIMAIEHBIM JINIAM
o0bryHO THHIYT:  Yours sincerely - Vckpenne Bami, Yours truly —
[penannbiii BaMm, Respectfully yours — C mnoutenuem, Yours very
respectfully — C TryOOKAM TIOYTCHUEM .

Takum oOpasom, Gopma Sincerely yours B ee pa3in4HBIX BapHaHTaxX
(aKTHYECKH SIBISAETCS CAMBIM BEPHBIM M 0O€30IIMOOYHBIM OKOHYAHHEM
MIchMa JUIsi MHOXKECTBA CUTYyallMii oOIeHus. B 3aBUCHMOCTH OT TOHA BCEro
MUChbMa €€ MHOTOYKCIICHHbIE BApHAHTBI MOIYT BOCHPHUHHUMATBCS Kak
ounmanspHEle WM, HA000pOT, HE HMEIOIIME HHUKAKOW O(QHIMAIBHOM
TOHAJILHOCTH.

Korma  ormpaBuTens  mmchbMa, — agpecOBAHHOIO  KaKOW-HHOY/Ab
OpraHM3alliM, KEJNaeT, 4TOObI MUCEMO OBUIO MPOYMTAHO OMpEAEICHHBIM
JIMIIOM B 3TOW OpraHW3alMH, TO Iepe/ BCTYNHTEIbHBIM OOparieHneM (Miu
TIOJT HUM) CTaBUTCS QUOIRYIOIIAS HAJITHCD:
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For the attention of Mr. D. Robinson — Bunmanuto r-aa /. Poouncona
Attention of Mr. D. Robinson
Takast HAAMUCh OOBIYHO MMOTYCPKUBACTCS IS TOTO, YTOOBI OHA Opocajach B
ryia3a COTPYIHUKY, pa3OuparonieMy mo4Ty B JTaHHOH OpraHU3anuy, U ObLia
HATIPaBJICHA COOTBETCTBYIOMIEMY JIHITY.

1.5.Yka3zanue Ha o01iee cogepaxaHne MUCHMA.

Hepe/:[ OCHOBHBIM TCKCTOM IHCbMa 4YaCTO HO4aCTCA KpPAaTKOC YKa3aHUC
OTHOCUTCJIIBHO COACP)KAHUA WIM TCEMbI IMHMCbMaA. i) YKa3aHUC 00BIYHO
MOMEIIACTCA MCKAY BCTYIIUTCIIbHBIM 06pameHHeM 1 OCHOBHBIM TCKCTOM H
NMOAYCPKHUBACTCA JJIA TOrOo, YTOOBI MpUuBJICYb BHUMAHUC Jjna,
pasOupatorero noury. Bee ciioBa B yka3aHUM, KpoMe apTHKIIEH, [IPeUIOroB
1 CO030B, MUIITYTCS C MPOMHUCHON OYKBEI.

ITpumepsr:
1. Dear Sirs,
Order No. 1234 for “Volga” Cars

We have received your letter...

YBakaemble rocrioza!
3aka3 No1234 na aBTomMoOmIn «Bomnray
Mp! nonyuunu Bame nucemo. ..
1.6. Hognucey
[Toanucy Ha MHMChbMe ITOMENIAeTCs Ha MPaBOW CTOPOHE JIMCTA

o] 3aKTFOUUTEIBHON (Qopmynoit. [loamuck Ha MUChME WHOCTPAHHOU
(UPMBI WM OpPraHM3aliy BBITJISIIUT OOBIYHO ClieayronmM oopa3zoM. Ha
MepBOM CTPOYKE TMOJA 3aKIIOUUTENHFHOH (DOPMYIIOH TPOCTABIEHO
Ha3BaHWe (GUPMBI WIM OpPraHW3allMM, HaleYaTaHHOE Ha NHIIyIIeH
MalllMHKE WM BOCIPOM3BEJEHHOE IIyTEM OTTHCKa KaydyKOBOTO
mremrens. OHO AOIKHO TOYHO COBMAJATh C Ha3BaHHEM (DUPMBI WIIH
OpraHM3alliM, HaredyaTaHHBIM THUHOTPa(CKUM CIOCOOOM B 3aroJiOBKe
nuceMa. [lox Ha3BaHMEM yroTHOMOYEHHOE (PUPMOH MIIM OpraHu3anuen
JIMIIO CTaBUT YEpHWJIAMH CBOIO Mojnuch. Ha Toi ke cTpoke Wiy HIXKe
ClleflyeT HameyaTaHHOE Ha MAalllMHKEe Ha3BaHWE MOJDKHOCTH JIMIIA,
MOATIMCABIIET0 NHCHMO, HWJIM Ha3BaHHE COOTBETCTBYIONIETO OTAENa
npeanpustis. Yacro QaMmims TOANMCABIIErO MHCBMO  TakKXke
HalleyaTaHa Ha MallMHKE 10/l PYKONMCHOM moxanuckio. OTaenbHbIE
CTPOYKM B TOAIIMCH HE pas3ieNsioTcs 3amsThiMH. [Ipencenarens,
JIUpeKTopa M CEeKpeTapb  aKIMOHEpPHOH KOMIAHHUM  OOBIYHO
TIOATIMCHIBAIOT TEKYIYIO0 KOPPECTIOHACHIINIO, HAIPUMED, TaK:

A. Smith & Co., Ltd A.Brown Director
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1.7.Yka3zaHue Ha IPHIOKEHUS

Ecny k nuchMy npuitoykeHbl Kakue-HUOYIb MaTepHallbl WIIH JOKYMEHTHI,
TO B JIEBOM YTy TUCbMa, HIDKE MOAmNKcH ruieTcs cioBo Enclosure —
TIPUIIOXKEHUE WK c10BO Enclosures — npuiioskeHus, gale COKpaieHHo -
Encl. Ecnu nMeroTest 1Ba Ipuiio>keHus ¥ Ooliee, TO YKa3bIBaeTCsl UX YHCIIO:
3 Enclosures wiu 3 Encl. (3 npunoxenus).

B ykazaHmm Ha TIPWIOKEHHS PEKOMEHIYETCS IepedrCIUTh
MOChUTaEMblE MaTepUaNbl, B OCOOCHHOCTH KOIZIa 3TO Ba)KHBIE WIIH
LIeHHbIE TOKYMeHTHI. CJI0Ba B Ha3BaHMSX MaTEPUAJIOB WM JOKYMEHTOB
MUIITYTCS TIPYA 3TOM C NPONHUCHON OYKBBI, KPOME IPEIIOroB, apTHKIIH
OOBIYHO OITyCKAIOTCS.

Encl: Cheque [Tpunoxenue: yek
Enclosures: TIPHJIOKCHUS:

Bill of Lading KOHOCAMEHT
Insurance Policy CTpaxoBOM MOJHC
Invoice cuer-akrypa

1.8. ITocTckpuntym

IMoctckpuntym (Postscript), T.e. mpuIicka B KOHIIE MHCbMa MOCIIE MTOITNCH,
JIoIlycKaeTcss JHIIb B TOM Ccllydae, KOorja Iocie IOANHCAaHUA IHCbMa
IPOU30ILIO COOBITUE, O KOTOPOM HYKHO HEMEUIEHHO COOOILUTH ajpecaTy.
IIpunucka HauMHaeTcsa C cokpamieHus P.S., B KOHIlE IpPUIUCKH CHOBa
CTaBUTCS MOMHUCE.

2 . HEKOTOPBIE ITPABUJIA YIIOTPEBJIEHUS 3HAKOB
MNPENMUHAHUSA B KOMMEPYECKUX IUCbMAX

1.B KoHIIe BceX COKpaIleHHBIX CIIOB cTaBUTCS Touka (Mr., Mrs., Messrs.,
Co., Ltd., Inc., Sept., Oct., u 1. 1.)*.
2. Ecnmu nmata mucema 0003HaUEHa TaKMM O0pa3oM, YTO CHAdyajia CTOUT
YHCIUTEIBHOE, a 3aTeM MECSIl W TOJ, TO MECAI[ OTACIACTCS OT Toja
samsroid. Ecmu Ha3zBaHWe Mecslla COKPAIMICHO, TO IMOCIE HErO CTaBUTCS
Touka, a 3arem samsras: 11" September, 2000 11™ Sept., 2000. Eciu
YHUCIUTEIBHOE CIICAYEeT 3a Ha3BaHHEM MeECslla, TO OHO
OTJeNsAeTCS OT Toja 3amsron: September 11, 2000

3. Touka mocne oOO3HAYeHHs roJa He sBIeTcsS o0s3aTenbHO. 3. B
Ha3BaHMAX GUPM mepen cioBoM Limited v Incorporated, a Taxxe nepen
COKpANICHUSIMH ITHX CJIOB YacTO CTABHUTCS 3aIsTas, KOTopas, OIHAKO, HE
sBisiercst oos3arensHOi: The Modern Machine Tool Company, Ltd. Smith,
White and Co., Inc.

=
=
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4. Mex iy Ha3BaHHEM T'OpOJia U HA3BAHUEM IITATa WM CTPAHBI, 4 TAKIKE
nepe 0003HaYCHHEM TIOYTOBOTO paiioHa CTABUTCS 3aIisITast:
Chicago, Illinois Glasgow, England London, E. C.

5. B azgpecax Ha KOHBEpTE WJIHM HaJl TEKCTOM IHCHhMa 3amsThie OOBIYHO
CTaBATCS TOCIIE HA3BaHWs OpraHM3aly WK (aMWINU ajpecaTa U Iepen
Ha3BaHMEM paiioHa, TOpoAa, ITaTa U CTPAHBI.

Mexy HOMEpOM J0Ma M Ha3BaHWEM YIUIB! (TUIOMATU W T. 1.) 3amsras
4acTo HE CTaBUTCS:

The British Engineering Co., Ltd., 12 City New Road, London, E.C.1.
3amsTas CTaBHTCA TaKkKe Iepen cokpameHueM Esq. m mepen cioBamwy,
0003HAYAIOMINMH JOJDKHOCTD U MOJIOKEHHE:

A. B. Smith, Esq., Managing Director, Smith & Brown, Ltd.,

12 High Street, Manchester.

6. Tlocne mpuserctBuii Dear Sir, Dear Madam, Dear Sirs, Gentle, men B
Anrnmuu craBurcsa 3amsaras, a B CIIIA — pBoeroune. BockiaunarenbHbIN
3HAK IOCJIC BCTYIMHUTEHLHOTO IPUBETCTBYS HUKOTIA HE CTABUTCS (B OTIIMYHE
OT YKPaWHCKOTO ¥ PYCCKOTO SI3BIKOB):

Dear Sirs,

In answer to your letter-Gentlemen: We have received your letter...

7. B BolpaxkeHusix tuna Buumanuio 2ocnoouua, 1ocie cioBa Attention
CTAaBUTCA JBOETOuUME (€cau Imocie Hero Her mpeanora of). JIBoerouue
CTaBUTCS TaKKe IMociie cioBa Re wiau re B HaJNUCSX, YKa3bIBAIONIMX Ha
TIpeIMET WM TEMY ITUChMa!

Attention: Mr. Henry Watson Re: Order No. 225

8. Tlocie 3akIrounTENBbHBIX TPUBETCTBEHHBIX (opmyi Yours faithfully,
Yours truly u T. 1. Bcera craBuTCs 3arsiTasi, OTJAEISIONIas IPUBETCTBUE OT
TIOATINCH.

3.CTAHIAPTHBIE BBIPA’KEHU A B JEJIOBBIX IINMCBMAX

KAK NPEACTABUTDH CBOIO ®UPMY INPEAINIOJATAEMOMY
IMAPTHEPY

Ecnu BBI nmmieTe cBoeMy nmapTHEpY BIEpPBBIE, BEKIMBOCTh TpeOyeT HadaTh
¢ mpexacraBieHus cBoeld (upMmel. s Hayajga ONMIIMTE BKpAaTIE Bally
OpraHU3alUIi0 U Te IeId M 3aJaud, KOTOpble OHA CTAaBUT Iepen coOoil B
cdepe MeXTYHAPOAHOU JeATeNbHOCTH, HallpUMED:
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The foundation, which has recently been established under the name of
<...>, aims to provide engineering community in all countries of the world
with attractive and accessible information on the state of the science and
technology in the country.

YupexaeHue, KoTopoe ObLTO HEIJABHO CO3/IaHO MO/ Ha3BaHHEM <...>, CTABHT
CBOCH IEJTBI0 MOCTABIATh HAYYHO-TEXHHYECKOH OOLIECTBEHHOCTH BCEX
CTpaH Mupa HH(pOpPMAIUIO B MPHUBJIEKATENLHONW W JOCTYMHOH (opMe o
COCTOSIHMM HAyKU M TEXHUKU B CTPaHe.

The <firm's name> is a research and consultancy organization with a
worldwide membership.

Haspanue ¢upMbl  mpeacTaBisieT  COOOW  HCCIENOBATENbCKYIO U
KOHCY/IbTATHUBHYIO OPTaHU3AIHIO C ITUPOKUM MPEICTABUTETHLCTBOM

K Bcemy mupy.

The <—> Company was established to satisfy its members' needs f up-to-
date high quality information on...

KOMMaHus <...> ObUIa YIpEexKICHA VIS YIOBICTBOPCHUS HYX]I CBOUX WICHOB
B COBPEMEHHOMN U BBICOKOKAYECTBEHHON MH(pOPMAITHK

As you may know, we are one of the largest firms in the country, producing
<..>aswell as <..>.

Kak BbI, BO3MOXKHO, 3HAETE, Mbl — OJ[HA M3 KPYIHEHIIHNX B cTpaHe hupm*
NPOMU3BOASIIIUX <...>, TAK XK€ KaK U <...>.

Our Company is a branch of the <firm's name>.

Hama xommanusi sBiseTcs (GUiManoM (JOYEPHHUM  MPEANPUATHEM)
<yaszBaHHWE PUPMBL>.

We are a small but energetic group at the moment and we will be expanding
in the nearest years.

Mpbl — MalieHbKasi, HO OSHEPrWYHas TpPyNla B HACTOAIIEE BpeMs, U
coOupaeMcs pacIUpPsATH CBOO JACSTENBHOCTh B OJIMKAMIIKE TOIBI.

It was one of the few firms, pioneering the <field>.

Ona Obu1a OTHOM U3 MEPBBIX HEMHOTUX (PUPM B <OTPACIb>.

It is active in all areas of <field>.

OHa aKTHBHO JEHCTBYET BO BceX 00JacTsIX <OTpacib>.

It has been very successful in recent years in producing and selling...

OHa B MOCJIEZIHUE TO/IbI BeChbMa MpeycrieBaia B MPOU3BOJACTBE

MpOaXKe...

We are proud of providing all our customers with the top quality production
and personalized service.

MBpI ropuMcs TeM, 9TO 00eCIieYnBaeM BCEX CBOMX KIIMEHTOB MPOIYKIIHEH 1
YaCTHBIM OOCTY’KUBAHUEM BBICOYAMIIIErO KAYECTBA.

IMockonbKy B MUChbME MHOTO O ce0e He PacCKaXelllb, JIy4llle, eCIIH y Bac
€CTh BO3MOXXHOCTB BBICTIATh MAPTHEPY OYKJIET ¢ OoJee moapoOHOM

= =
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nHpopmanueid o pupmMe K XOTsI ObI MOOOEIaTh BBICIATH TAKOBYIO
OTZIENTBHO U YYTh MO3XKeE:

So that you may know a little more about our Company, I am taking we
liberty of enclosing a booklet which we have recently published, Swing the
history, organization and plans of our Company.

st Toro, utoObI Bel cMOrIH y3HATH HEMHOTO OOJIbIIE O HAIllel KOMITAHHUH,
st Oepy Ha ce0sl CMENIOCTh BIIOYKHUTH B KOHBEPT OYKJIET, TArOIIHiA
npeacTaBlieHHe 00 HCTOPUH, CTPYKTYPE U IUIaHAX HAIICH KOMITaHHH.

If you need any further information about our activities, please, do not
hesitate to contact me.

Eciu Bam HeoOXxonuma TOMONTHUTEIbHAS HHPOPMAIIHS O HAIICH
JEATEIBHOCTH, HEe CTECHSIHTECh, OXKAyiicTa, 00PaTHTHCSA KO MHE.

Korna Bai napTHep HU3BECTEH BaM HEIOCTATOYHO XOPOIIO, HEMIOX0 Cpasy
BBISICHUTh, HACKOJILKO BEPHBI BAIIIK MTPEACTABICHUS O MPOQHUIIE ero
JIEITEIbHOCTH U, COOTBETCTBEHHO, O IMEPCIEKTUBAX BAIlEro
COTPY/IHHYECTBA!

1t is very interesting for us to introduce our firm and to learn about your
Company.

Mbl BeChbMa 3aHHTEPECOBAHBI B TOM, YTOOBI PEICTABUTH CBOIO (DUPMY U
y3HATh MOpoOHee 0 Bamreli koMmaHuy.

It would be most helpful to know in which fields you are particularly
interested and whether you would like to receive regular information about
our activity.

Jyis Hac ObLUTO GBI OUEHD MOJIE3HO Y3HATH, B KAKHX UMEHHO 00/1aCTsIX
JIeITebHOCTH Bhl 3aMHTEPECOBAHBI U XKeJTaeTe JIU BB MOJIY4aTh PErYISAPHO
uH(pOpMAIIUIO O HAIIEH JeATETbHOCTH.

Please let me know what information would be of interest to your Company
and whether you would like to receive any of our catalogues.
Jlaiite MHe, TIOJKaTyHCTa, 3HATH, Kakasi MH(POPMAIHs TPEICTABISIET HHTEPEC
Juist Bartieit KOMIIaHUM U XOTHUTE JIM Bbl ONYYUTh KaKue-TuO0 HaIN
KaTaJIOrv.

3aKOHYHTH 3TO MHCHMO JIYUIIIE BCETO BRIPAKCHUEM HAIEHKT Ha
IUIOZIOTBOPHOE COTPYIHUYECTBO:

We consider this activity as one of extreme importance, not only to provide
technology transfer, but to further understanding and cooperation between
our countries.

MBbI paccMaTpUBAEM ITY AEATEIBHOCTh KaK YPE3BbIYAHO BAXKHYIO HE
TOJIBKO B IJIAHE MEPEIaui TEXHOIOTUH, HO U B JIeNie TATbHEUIIIEr0 Pa3sBUTHS
B3aMMOIIOHUMAHHS ¥ COTPYIHUIECTBA MEXY HAITUMU CTPAHAMH.
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We look forward to beginning the dialogue and then to expanding our
increasingly beneficial relations.

MBbI paccYuTBIBaEM Ha HAYaJIo AUAJIOra M, 3aTeM, Ha MOCTEIICHHOES
paciiMpeHre HalluX B3aUMOBBITOIHBIX CBSI3CH.

I hope that the future will bring us closer collaboration.

Sl Hameroch, 4TO B OymylieM MbI YCTAaHOBUM Ooyiee TECHOE
COTPYIHUYECTBO.

We would welcome the opportunity to co-operate with you. Mbt
MIPUBETCTBYEM BO3MOXKHOCTH COTpYIHUYECTBA ¢ BaMu. We look forward to
building close and cordial relations with your firm.

MBEI pacCYUTHIBAEM YCTAHOBHUTH TECHBIC M CEPACUYHBIC B3aUMOOTHOIICHHS C
Banreil pupmoii.

We have no doubt that we will find a satisfactory market for <...>in your
country.

MBbI He COMHEBAEeMCsl, YTO HalJIeM JOCTATOYHBIH Crpoc Ha <...> B Balleil
CTpaHe.

4. KOMMEPYECKOE IMCBMO

Bcem 3HaKoMoe aHIIMHCKOE CII0BO «OM3HEC)» YiKe ITPOYHO BOLLIO B HAII
SI3BIK, M, YTO TIOJ 3THM CJIOBOM IOJpa3yMeBaeTcs, OOBSCHITH HET HYXXIbI.
Tarxke ¥ NIPOM3BOAHBIE OT ITOTO CJIOBA, TUIA OM3HECMEH, M Yy Hac, U B
EBporie, 1 1o BceMy MHpPY acCOLMHPYIOTCS C TOPTOBIEH, OMpIKEBBIMHU
C/IeNKaMH, BKJIQJbIBAaHHMEM KamWTajla © T.Jd., OJHUM CJOBOM, C
TpaJULMOHHBIM 3araHBIM OM3HECOM B HallleM TTOHUMAaHHH.

OpHaKo, €cu TEepeBOANTH CIOBO «business» Ha PYCCKUH S3BIK, TO
MOJTyJaeTcsi HEKOTOpOoe HecoBmajeHne cMbiciaoB. Ctporo roBops,
«businessy TMepPeBOAUTCS KaK «JIenoy», a, ckaxem, «business letters»
TIEPEBOINTCS KaK «JEJIOBbIE THChbMa», YeMy B AHIVIMHCKOM SI3BIKE €CTh
cooTBeTcTBYIOMMHI SKkBUBaNeHT «official correspondence» («odunmansHas
TIEPETINCKay ).

JleficTBUTENTEHO, JIENIOBBIC MHChMAa HE O00S3aTEIbHO JIOJDKHBI  OBITH
KOMMEpPYECKUMH, HO MOTYT OBbITh, M FOPHIMYECKUMH, TUIUIOMATHUYECKUMHU,
HAYYHBIMH W MHOTUMH JPYTUMH O(UIMANTBHBIMA THChMaMU. Takum
o0pa3oM, KOMMepdYecKasl IIepenucKa SBISETCS JIMIIb 4YacThlo, IpaBla
JIOBOJILHO BHYIIUTEIILHOM, JEIOBOM MEPETINCKH.

Bo MHOroM BHYTpeHHHE PEKBH3HTHI KOMMEPYECKOIOo MHUCbMa (YydeHbIe
Ha3bIBAIOT MX «KIUIIE») apXauyHbl W COCTaBJSIIOT CTPOWHYIO, JOBOJBEHO
ycroiiunByro  cucreMy. OJHAKO CyXOBaThlii  O(UIMATBHBIA  S3BIK
KOMMEpUECKOro M{EBMg, Kak BIPOUCM, H Mo00H JIpyroil SI3bIK, €O
BpeMeHeM MeHsAeTd. He 'QyﬂeM CYJIMTh, B XOPOIIYIO MY TJIOXYIO CTOPOHY
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MEHSIETCS MHTEPECYIOIMA Hac S3bIK, HO OTMETHM, YTO OH Bce OOJblie
yrpormaercsi. Bce pexe B JIETOBBIX IHCBMax BCTPEUYAIOTCS BBIYYpPHBIE
apxan4Hble (pa3bl W TPOMO3JKHE TIpaMMaTHYecKHe KOHCTPYKUMH. Bce
aKTHBHEE HWCIOJIB3YIOTCS OOBIUHBIE pa3rOBOpHBIE (HOPMBI, BCE 4Halle
TIOSIBJISIIOTCST B KOMMEPUYECKMX TPOCTBIX IHCbMax SIpKue, 0oOpa3Hble
BBIDO)KEHUS, HEPEIKO MOXKHO BCTPETHTh JaXke CJEeHr. Xapakrep
KOMMEpPYECKOro IHChbMa CTaHOBHTCS Bce Ooliee  JTOBEPHUTENBHBIM,
pacrionararonmM 1 yoex IaroIiM.

Ecnn Bam noBenercst mepenuchiBaThCs C KaKOW-HUOYIb aMepHKaHCKOW
(¢UpMOii, TO BBl HE 3aCTpaxOBaHbl OT OCTPOYMHOTO MHCHMa, B KOTOPOM
MOXeET OBITb yMECTHa IIyTKa, MHTEPECHas IWTaTa, Jake aHeKA0T WM
3aranka. EcrecTBeHHO, IMOJOOHBIE «(OKYChI» HCKIIOYEHBI B OOJNBIINX
o(uIMaIbHBIX JOKyMEHTaX.

BpuraHckuii cTHb, HAPOTHUB, OTIIMYAETCS 3aBUIHBIM IIOCTOSTHCTBOM, H,
MOXHO CKa3aTbh, YTO KOHCEPBATUBHOCTh €T0 HE 3HAeT rpaHuu. Jlo cux mop
MOXHO MTOPOI BCTPETHUTH B OPUTAHCKUX KOMMEPUYECKUX MHUChMax kiuie 18-
19 BekoB, Tuma:

We beg to acknowledge your esteemed favour of the 5™ inst.

[To3BonbTe  3acBHAETENHCTBOBATH IOYTEHHE 3a  JIFOOE3HO
OKa3aHHYI0 HaM 4YecTb (MMeeTcs B BHJIY INHCBMO) OT 5 4YHCla Cero
Mecsna. Yto Ha COBpEMEHHOM aHIJIMHCKOM SI3BIKE UMEJIO OBl BUII:

We received your letter of 5™ May.
MBpI MOYYHITH Ballle TUCHMO 5 Masl.

B COBPEMCHHBLIX JICJIOBBIX IMHCbMax BOO6II1€, 1 B KOMMCPUYCCKUX
MUCbMax B YaCTHOCTU, NPUHATHI CJICAYIOIUE KITUIIE:

We thank you for the letter of 5" May- Bnaromapum 3a Bame
MMCHMO OT 5 Mas

Many thanks for your letter — Bonbmoe cmacubo 3a Bamre
MHUCHMO

In reply to your letter of (request) — B oTBeT Ha Barre muceMo ot
(pocr0y)

W e are pleased to tell you that — Panbel coobmuts Bam,dro

At your request, we sent you — I1o Bamell mpocs0e MBI BBICIIATH
BaM.

3anpocel. OTBeTHI HAa 3aIIPOCHI.
BesikoMy, faxe He UCKYIIEHHOMY B OM3HECE 4eI0BEKY, HETPYAHO Oyaer
OTBETUTh Ha BOIPOC «C YEro HAYMHAETCS KOMMepdYecKas Mepemnucka?
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IMouTH Besikast AenoBasi KOPPECIOHCHIIMS HAYMHACTCS ¢ 3ampocoB. OqHUM
IPaMOTHO COCTABJICHHBIM 3allpOCOM MOYKHO YCTAHOBUTH HOBBIC [ENIOBbIE
CBSI3U C TOPTOBBIMU MAPTHEPAMHU, BAXXHOCTh KOTOPBIX OYEBH/IHA HE TOJIBKO
B HAIIIMX YCIIOBUSIX.

B 3ampocax OOBIYHO HWHTEPECYIOTCS, MOpEXIe Bcero HHpopMalueit
nr000ro poa U B JTIOOOM €€ BUJIE — CITHCKA [IEH, YCIOBUI MOCTABKH, CPOKOB
BBIMOJIHEHHS 3aKa30B, CIPABOK, IMOPYYUTENbCTB, KATaJOrOB MW T.I.
HamnpaBnsist 3aka3 B ajapec Takoi-TO (UPMBI, Bbl cpa3dy CTaBuUTe ceOsl B
BBITOHOEC  TONOKeHHe —  (upma-monydatens  00sS3aTENBHO  JACT
HEo0X0oMuMYI0 WH(pOpPMAIHIO U OYAET pajga CIeNaTh 3TO, BEb B YCIOBUIX
pBIHKa 3ampoc MOYTH O3HAYAeT 3aKa3, a 3aKa3 — 3TO TOPTOBIs, MPUOBLI,
CMBICH OM3HECA.

SI3BIK  3aIIPOCOB MPOCT, & COAEPIKAHWE CBOAUTCS K «IPOCHM TaKyIO
nHpopmManuio».
B 3anpocax 0OBIYHO HCTIOIB3YFOTCS CIICTYIOIINE KITHIIIE:

Please inform us — IIpocum cooOIUTH

Please send us — ipocuM BBICTATH

Please rush us - IIpocuM BBICTIATH

We should be obliged to receive your (price-list) — Mbl ObLIH OBI
MPU3HATENBHBI, TIOYYUB Balll (IPEHCKYpaHT)

We are interested in — Mpl nHTEpECYEMCS

We are in the market for — Mbl HAMepeHBI 3aKYITUTh

Quote prices — yKaXUTE LICHBI

We have an inquiry for — Mbl XOTeIH ObI ITOTYYUTH UH(OPMALIUIO

IIpumeps! 3anpocoB:

15 May 2007
Damark International, Inc.
6707 Shingle Greek parkway
Minnepolis, MN 55430
USA
Gentlemen:

Please send us your new catalogue of Computers and Microprocessors.
We also should be grateful if you would enclose free descriptive leaflets
with your reply and quote your terms f.0.b. London
Yours faithfully,
M. Davis oAz

7
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T'ocmiopa!

[Ipocum Bac BbicnaTh HOBBIN KaTajgor KOMIIBIOTEPOB M MUKPOIIPOLIECCOPOB.
Taroke OyaeM NpU3HATENBHBI, €CIIM BBl COTPOBOIUTE KaTaJIOT OECIIaTHBIMU
IpocneKkTaMu U ykaxkete ycinosus goctaBku @.0.B. JloHnoH.

Uckpenne Bam,
M. JleiiBuc.

3aka3bl. ConpoBoguTe/bHbIE MICHMA K 3aKa3aM.

Bce MHOroo0Gpasme u M300MmIMe KOMMEPUYECKOW MEPErCKH MOXKHO
pa3IeTUTh Ha J[BA THIIA, COOOPA3HO IBYM OCHOBHBIM IIENIsIM OHM3HEca — TH00
YTO-TO KYIHUTh, JIUOO YTO-TO MPOJATh.
BeneHue MOKYMEHTAMU JOCTHIJIO TAKOTO YPOBHS M 3aIyTaHHOCTH, YTO
CKOpPO MOXXHO OY/IeT TOBOPUTH 00 «HCKYCCTBE JOKYMCHTAIUI», €CITH KOMY-
TO yJaeTcs U3BIeYh W3 BOpOXa pa3HOOOpa3HbIX (opM, ycioBHiA U
KaHIIENAPCKHUX TOJIOBOJIOMOK — TO CaM0O€ HEOOXOJIMOE, YTO CITYXKHT JICIY.

3aka3 O03HAa4YaeT HE TOJNBKO CHENKY M J0XOA. [ JJaBHOE HOBEIE CBS3H,
HOBBIC JIIOJIM, YKPEIUICHHE CBS3€H CO CTapbIMH IapTHEpaMH. Takum
00pa3oM, BaXXHOCTh 3aKa3a OTPOMHA M OYEBUIHA, U PACCMATPUBAThH 3aKa3bl,
COCTaBJIATHL UX HEOOXOIMMO C OCOOBLIM BHUMAHUEM.

Best xoppecrioHeHIMs, CBs3aHHAS C 3aKa3aMW, MHOTOUYWCIICHHA, U
KOKIBI € TUI TPUXOJWTCS BBIIEPKHUBATH B OIPEICICHHOM CTHIIE,
WCTOJIB30BaTh TE¢ WM MHBIC KOHCTPYKIIUH U CIIOBA, HCHABS3YMBO YOCKIATh,
JTOKA3BIBATh, POCHUTH U T.]I.
3aka3 e HUMeeT MPOCTYI (GOpPMY: » MPOCHM JOCTaBUTH TO-TO TYAa-TO
TOrAa-To». OUPMBI HCIOIB3YIOT IS O(DOPMIICHUS 3aKa30B OTICYATAHHEIC
OJIAaHKY C IMMyCTBIMUA MECTaMH, KOTOPBIC 3AIOHSIOTCS Ha3BaHUSAMHU, JaTaMHU,
YCIIOBHSIMH, IICHAMH, a BCS TPOMO3JKas JOKYMEHTAIUs, KaK MPaBHIIO,
MpUIaraeTcs K MPOCTOMY 3alOJHEHHOMY OJIaHKY, KOTOpPBIE Jake OOBIYHO
HE UMEIOT TPAJIUIMOHHBIX (HOPMYIT BEXKITHBOCTH.

B 3akazax W CONMPOBOAMUTENLHBIX MHUCHMAaxX YacTO YIOTPEOISIIOTCS
TaKHe CJIOBA U BBIPAKCHUS:

To be quoted on all documents — ccpuaThCsl Ha 3aKa3 BO BCEX JOKYMEHTAX
Your terms (quotations, prices) are accepted — Bamd YCIOBHSA, IICHBI
TNPUHUMAIOTCSI

We accept your terms — Mbl IPHHAMAEM BAIllK [[CHBI, YCIOBHS

Free repair — GecruiaTHbIN pEMOHT, 3aMCHA

Invoice - cuer-daxrypa

To place an order for — pa3mecTUTh 3aKa3
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Reduce quotations by 10 per cent — ymeHbIUTH 1IeHBI Ha 10 %
Trial order — mpoBepoOYHBIH 3aKa3

Regular order — perynsipHble 3aKa3bl

To ship\to deliver - noctaBiATH

To take delivery — npuHATH TOCTABKY

Payment in check — onnaTa yekom

Postage — nnara 3a 1ocTaBKy

Prompt delivery — 6picTpast tocTaBKa

Discount — ckunxa

IpuBeneM npUMEpPHI HA HECKOJIBKO (hOPM 3aKa30B.
Dear Sirs,
Please supply me 20 ‘Accurist Skeleton’ at $70 each and 70 Swatch “Wall
Street” watches at $25 each plus $5 postage and handling for each watch

ordered.

I enclose full payment in check.

Yours faithfully,
l'ocnona:
[Ipomry Beicnate Mue 20 yacoB 1o 70 am. ponnapoB 3a WTyky u 70 yacoB
o 25 ¢yHTOB 3a WITYyKY IUTIOC MO 5 aMm. JONJIapoB 3a KaKIble 4achl Ha
MIEPECBUIKY U IOCTABKY.

Hpnnaran TMOJIHYTIO OIJIATy YCKOM.

Hckpenne Bam

[HoaTBep:xkneHne 3aKa30B

Kak Hu crpaHHO, 3aka3bl He SBISAIOTCA NOCIETHEH CcTaauei
KoMMepueckol nepenucku. Kazamock OB, 9TO «MyIpCTBOBATH JIyKaBO», a
HE OTBEYaTh Ha\‘\\\u;maggfcumﬁ MONYYEHHBI 3aKa3 ero KOHKPETHBIM
BBHITIOJIHEHUEM, OTCHURKOME TOBapa, (PpaxToM, CTPAXOBKOH M T.IL, TO €CTh,
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JICCTBOBATH IO DJIEMEHTAPHOM CXeMe: peKiiama — 3aIpoc — OTBET Ha 3ampoc
— 3aKka3. JIeiCTBUTENBHO, YaCTO 3aKa3bl HE TPEOYIOT MUCHBMEHHBIX OTBETOB U
JleNla  3aKaH4YMBAIOTCS —peajum3aluell ToBapa, €ro JOCTaBKOH © T.IL.
[MonTBepkieHNEM Ha TIONYYEHHWE TAKWX 3aKa30B TOTOBATCS 3apaHee,
MIEYaTAIOTCS M0 CTAHJAPTHOM CXEME THUIIa:

Dear Sirs,
This is to confirm your order Ne210 of 10 May.

Yours faithfully,

I'ocnoxa!
INoaTrBep:xkaem Bamr 3aka3 ot 10 mas.

Uckpenne Bamn,
Gentlemen:
We confirm the receipt of your order Nel11 of 11 May.
Sincerely yours,

Tl'ocniona!
[TonTBepknaeM nmomyuenue Bamiero 3akaza Nel11 ot 11 mast.

Uckpenne Bam,

JanpHelimeir o0pabOTKM Takue 3aka3bl, Kak npaBmwio. He Tpedyror, ux
PETHCTPUPYIOT U MOJIIMBAIOT B JIETIO.
Pexnamanuu. OTBeTHI.

IMoxanyi, OAHUM H3 CaMbIX OTBETCTBCHHBIX  JTaloB
KOMMEPUYECKON TEepenucK Ui MEHe/pKepa MOXKET OKa3aThCsl MOMYyYCHHE
WIN HamucaHue pexnamaimid. He Bcerga Bce ckiianpiBaeTcst OJ1aromnoiayqHo,
W B pe3yipTare 4Ybei-MMOO HEBHUMATENBHOCTH WM  KaKOro-lnubo
HEJI0pa3yMeHHsl MapTHEp MOXKET OKa3aThCs HEMOBOJBHBIM BBIMOTHEHHEM
KaKoro-mmbo MyHKTa KOHTpakTa. [Ipy COCTAaBICHUH peKIaMaluid HHOrIa
HUMEET CMBICI COCNAaThCsS HAa KOHKPETHYIO CTAThIEO KOHTPAKTa, HApYIICHUE
KOTOpOH M ITOBJIEKIIO 32 COOOM Ballle eCTECTBEHHOE HEAOBOJILCTBO. [Tmoc k
3TOMY peKJIaMalus JOKHA OBbITh  MOATBEPXKACHA  3aKIHOYCHHEM
9KCHIEPTHON KOMHUCCHH, €CIIH 3TOr0 TpeOyeT CUTyaIHs.
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Ho »sto dQopmansHoctn. Hac wuHTepecyroT $s3BIK W crocod
HamucaHusi pekiamanuu. KOHeYHO, S3bIK M Crmoco0 HamucaHus OyayT
3aBHUCETh OT BAlller0 OTHOIICHUS K HAPYIIMBLIEMY MpaBHiIa MapTHEPY.
JleliCTBUTENbHO, CPBIB MOCTABOK — JENO CEPhe3HOE, M B MOPBIBE
HErO/I0BaHHSI MOYKHO YYUHUTH NPOBUHUBIIEMYCSI TAPTHEPY MOJHBINA pa3HOC
U mepeath Aeno B cya. MoxHo, HO ctout nu? He B Bammx Jin HHTEpecax
HEMHOT'O MOOCTBITh M COCTABUTh Pa3yMHOE BEKIHBOE MHUCHMO, B KOTOPOM
0e3 JIMIIHUX 3MOIUKA BBl COOOLINUTE, YTO COXKAJICETE O MOSBICHUHM JTAHHOH
pekiamanmu? 3aTeM yKa3aTh, B YeM MpPUYHHA TIPETCH3UH, W KaKue
TIOCJIE/ICTBHSL TOBJIEKJIO WJIM TOBJIEYET 3a CO0OH HapylleHHe TaKoH-TO
CTaTbU KOHTpakTa. He NUIIHUM OBIBaC€T WHOTZA COCNATHCSA Ha MPOILTBIN
OMBIT TUIOJOTBOPHOTO COTPYAHUYECTBA U 3aMETHTh, YTO BBl BCE-TAKH
OCTAaeTeCh BBICOKOTO MHEHHsS O TPOBHHHBIIEMCS MapTHEPE W HE
TojIBepraeTe COMHEHHIO ero peryranuioo. [logodHble 3akamydarpoBaHHbIE
KOMIUTUMEHTBI, BHE BCSKOTO COMHEHHs, CO3JaAyT Yy HE3aJauwInBOro
mapTHepa OTHOIICHHE K BaM KaK K JOCTOMHOMY W MOHHMAoUIEMY
KOHTpareHty. B 3axmodeHune pekiaManuy OOBIYHO MPOCAT PacCMOTPETH
XKaJo0y B CKOpEHILIEM MOpSIIKE.

Takoe HeOOMJHOE MUCHMO, KaK MPABUIIO, UMEET ropaso OONbIINi
3¢ deKT, YeM, CKakeM, U3JIOKCHHUE HOBBIX KECTKUX YCJIOBUH, OOCIIaHMA
apOUTpaXHBIX Pa30UPATENbCTB, MEPCIEKTUB HEYCTOCK W mTpad)oB U T.1.
[MapTHep, A7 KOTOPOro caMa peKamalys — YK€ HEMaJIOBaXHBIA (aKT, U
caM TPEKPACHO 3HAET, YTO MOCICIYET, CCIH OIUOKN He OYIyT UCIPABICHBI
B Kparyaiiime Cpokd. Tak 4To BOBCe HE 00s3aTENBHO M3JIAaraTh TO, UTO
camo co0oli pazyMeercs, ¥ YK TeM 0oJiee IMyraTh WU BEXKJIHMBO OCKOPOJIATH.
[Tonp3kI OT 3TOrO HUKOTIA HEe OBLIO, U JIyYIlle TTO00HBIC MPOOJIEMBI PEIIaTh
MUPHO.

Ecmu yx mepBoe MHPOITIOOMBOE THCHEMO-PEKIIaMAITHsl HE TIOMOTaET,
TO TYT HAYETO0 HE TOCNACIIh — MPUXOJUTCS KOMIICHCUPOBATh YOBITKH
cyneOupIM yTeM. Ho, kcTatu, Hepenko OBIBaET M TakK, YTO IOCIE TIEPBOTO
MMUCBMa CIIeyeT BTOpoe,. He Takoe, KOHEUHO, MpyKenro0Hoe, KaK MepBoe,
HO BCE-TaKU MUPHOE, ¥ JJakKe MHOT/Ia HAITMCAHHOE C FOMOPOM.

CyliecTByeT «aMEpUKaHCKUN MUCbMEHHBIA JIETOBOM  DTHUKET»,
COTJIACHO KOTOPOMY MEHEKEPBI, COCTABISIONIAE IHChMa, CTaparoTCs
oboiituch 0Oe3 mumrHero odwuiwosa. [IpuBeneM HECKOIBKO 00pa3IoB
aMEPHUKAHCKUX PEabHBIX MHUCEM-PEKITAMAITHIA;

Say Mr. Brown!

\\\U;lu‘s//
iffg around with our check in your pocket?
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Yours sincerely,

B 3TOM KOpOTKOM MHChME OCTPOYMHO HCIIONB30BaHA Wrpa CJIOB:
¢paza run around MOXXET UIMETh ~ HECKOJIBKO 3HAUCHUIA:

1. HocuthCH, Oecriops109HO
OeraTn,

2. OBITh CB3aHHBIM C KEM-TH00
WM 4eM-JIn00
HEXeNaTeNbHbIM.

COOTBCTCTBCHHO, O6HH/II>1 CMBICII IINChMAa MOXKET UMETh ABOSKHHA BH]
— WK MUCTEP BpayH Oeraer TAC-TO pAAOM € YCKOM B KapMaHE, WIN
OH BC€ CIII€ HC MOXKECT pacCTAaThCA C 5TUM YCKOM, a CJICA0BAJIO OBl

Wnn takoe, HanpuMep, TUCbMO ¢ TpeOOBaHUEM CKOpEHIIel OrIaThl:
Gentlemen:

You know
- how hard it is to ask for money
- and say just enough to get it
- without offending

Your check may be on its way. If not we know you will send it
immediately. In either case, thank you.

Yours very truly,
T'ocnona!

Bbo1 3HaeTe

- Kak TPYJHO MPOCUTH JICHET'U

- W CKa3aTh KaK pa3 CTOJNBKO, YTOOBI HX TOIYIUTh
- | HE O0UIETH

Bamr yex HaBepHsKa yxe B myTu. Eciiu HET, TO MbI 3HaeM, 4TO BBl €T0
HeMeJUIeHHO BbluleTe. B mrodoM cirydae 6inaronapum Bac.
Uckpenne Bam,

OZ[HaKO, KakKk YK€ OTMCYAJIOCh BbIINIC, MOI'yT BO3HUKHYTbH
Ppas3jingHOro poJia HEAOPA3YMCHU, CBA3aHHLIC C 3az[ep>1<1<op“1 TOoBapa,
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nmyraHuna € ajapecaMu OTHpaBKW, HWIW 1Oop4Ya ...CIIMCOK TMPUYUH JJIid
peKJ'IaMaHI/Iﬁ MOXHO IMPOAO0JIKATh. BI)IXOI[OM us3 I[aHHOﬁ CUTyalluu NOJI’)KHO
OBITE MpaBUJIBHO U I'PaMOTHO COCTaBJICHHBIN OTBET Ha peKiIIaManuro.

ITpuBenem mpuMep TaKOro OTBETA:
Dear Sirs,

When placing our order Ne ... we stated that we wanted delivery
within four weeks. You have confirmed our order and we are surprised that
we have not yet received the goods.

You know this is the first time that we have to complain of delay in
delivery and expect that you will kindly inform us by cable or telex whether
you can deliver the goods in September

Sincerely,

VYBakaemeble rocrosa!

Pa3MeH_IaH Ham 3aka3 Ne.. ., MBI 3asBUJIK, YTO XOTUM IIOJIYYUTH TOBAp
B TCUCHUC YCTBIPEX HE/CJIb, Bbl MMOATBECPAWIN HAIll 3aKa3, U Mbl YAUBJICHHI,
YTO TOBAp HaMHU €UIC HC IMOJTYYCH.

Bur 3HACTC, YTO HaM BIICPBLIC ITPUXOAUTCS KAJIOBATHCA HA 3aACPIKKY
B JOCTaBKE, U HAACEMCs, YTO BbI M00e3HO COO6H_II/ITe HaM TenerpaMMoﬁ i
TCJICKCOM, CMOXKECTEC JIU BbI IIOCTABUTH TOBAP B CeHTH6pe.

HUckpenne,

Ecmu mpereH3us He MOXeT OBITh YJIOBICTBOPEHAa W3-3a CBOEH
HEOOOCHOBAaHHOCTH, B OJTOM Cllydae MOXXHO NPETEH3UI0 OTKJIOHUTH
oduIuaTEHO, KOMaHIUPOBATH SKCIIEPTOB, MOJATh HA TAPTHEpa B apOUTpax.
DTOro MOXHO M M30€KaTh, €CIIM MOCNATh MapTHEPY XOPOLIO MPOAYMaHHOE
MMUCBMO, TJe OOCTOSATENFHO PA3bhACHIIOTCS MPUYUHBI HE3aKOHHOCTU €ro
peKsIamManum.

B Takux mucbMax 4acTo yMOTPEOJSIOTCS CIEAYIOIIHE CIOoBa U
BBIPAKEHUS:

We are extremely sogi
3
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To be able to deliver the goods in time — OBITH CIOCOOHBIM JIOCTaBUTH TOBAP
CBOEBPEMEHHO

The delay was caused by — 3anepikka ObUTa CBsI3aHA

Accept our apologies for the delay —ipuMuTe HaNIM U3BUHECHUS 32 3aJCPKKY
The delay occurred through no fault of ours — 3aaepKka IPOU30IIA HE 11O
Hale BUHe

We assure you that — Mbl 3aBepsieM, 4TO

Misunderstanding - Hemopa3yMeHUe

In due course — B HaJISKAIMH CPOK

Remittance — NeHEeKHBIN MEPEBOT

Arbitration fee — apOUTpPaXKHBIN B3HOC

Gentlemen:

We are sorry that we have been unable to deliver the goods in time.
We ask you to accept our apologies for the delay and the trouble it has
caused. Needless to say we accept full responsibility and according to our
contract Ne486, clause 18 we will pay you the required forfeit.

We will be able to deliver the goods by the end of this month.
Sincerely,

T'ocnona!

CorxaneeM, YTO HE CMOIJIM JIOCTaBHTh TOBAp CBOEBPEMEHHO. MBI
MIPOCHUM Bac TMpPUHATh HAIIWM W3BUHEHHS 3a 33JEPKKy M HENPUSATHOCTH,
KOTOpBIC OHA BBI3BaJIa. be3ycIOBHO, MBI OepeM OTBETCTBEHHOCTH Ha ceOs U,
COrjlacHO HaleMmy KOHTpakTy Ne486, crarbs 18, MBI BBIIIATHM TpeOyeMylo
HEYCTOMKY.

MgI cMoOXkeM JOCTaBUTh TOBAP K KOHILY 5TOr0 Mecsaua.

Hckpenne Bai,

busHec He MMeeT cMBICHIa, €CIIM BBl HE paclonaraeTe JOCTaTOUYHON
uHpopmanueir o mnaprHepe. HeoOxogumo 3HaTh €ro pemyTalUIo, €ro
TUIATEXECIOCOOHOCTh. Pazymeercs, y KpYIHBIX M CTapbIX KOMIAaHUH Takas
nHpopmanusi ectb 00 OuYeHb MHOTMX (HUpPMax, KOTOpBIE Jaxke He
00s3aTeNbHO  MOTyT OBITh WX KOHTpareHTtamMu. VlcueprbIBaIoIIyro
nHpopMannio O BOSMOXHOCTSIX (uUPM wHMeroT OaHKHM. A Tak Kak
nHpopManus — JOBOJBHO LIEHHBIH, MHOTJAa CEKPETHBIN, HO NPOAaBaeMBbIi
TOBap, TO €€, MO-BUIAUMOMY, MOXKHO KyNHUTb. MoOKeTe, KOHEUHO, He
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TPaTUTh JEHBI'H, JIEJ0 Balle, HO MMEHTe B BHIY, YTO HE Bce (PUPMBI Ha
3amajie MOJB3YIOTCSA Oe3ympeuHoi pemyramuei. Puck, B 00ImeM-To,
OnaropomHOe Jiello, HO IIOJyMalTe, 4YeM BBl PHCKyeTe, HE BBIICHUB
KPEIUTOCIOCOOHOCTh OYAYIIMX KOHTPAareHTOB XOTs OBI IO KakoMYy-JHOO
BaJIOTHO-(MHAHCOBOMY  W3JaHUIO, TZle B CBONHBIX TaOnMIax OaHKH
OLIEHMBAIOT CTENIEHb pHUCKA, CBS3aHHOTO C KPEAWUTOBAaHHWEM CTpaH W
IOPUANYECKUX JIUIL.

Kpenur — 3T0 HEe TONBKO oOIUIaTa Yepe3 ONPEAETIEeHHBIH CpOK,
KpeouT- 3TO elle M JOBepHe. 3akmoyas CAEIKYy Ha OIpeAeTeHHbBIX
KPEIUTHBIX YCIOBUSIX, BBl TEM CaMbIM JIOBEpSETE CBOEMY HapTHEpY, YTO
JICHBI'W MM Oy/AyT BBIIUIaYEHBI BaM B CPOK M B MOJHOM oObeme. Ho rre
rpaHMIpBl  Takoro jgoBepusa? Ecin Tpomuislii  omelT  COTpYIHHUYECTBA
TOKa3bIBa€T, YTO BCE CUETa HAa KAaKHE-TO CYMMBI OBLIM OIUIaueHbl 0e3
MIPOBOJIOYEK, TO MOXHO PHCKOBaTh. PHCKOBaTh, a He OBITH yBEPEHHBIM
MIOTOMY, YTO CTapble cuera — Jeiia MpOoIUIbIe, a, KaK N3BECTHO, «BCE TEYeT,
Bce MeHsieTcs». Tak 4To M CO CTapbIMU MapTHEpaMU HMHOTAA TPHXOANUTCS
TIPOBOJNTH MPOQHITAKTHY ECKYIO TIpOLEenypy BBISICHEHUSI
KpPEIUTOCIOCOOHOCTH.

Tem Ooiee HamO MMETh KOMIIETEHTHYIO MH(OPMAIMIO O HOBBIX
KOHTpareHToB. B pasmene «3ampockl. OTBeTB» MBI HECKOJIBKO pa3
YIOMSIHYTH (pa3y « CIIpaBKA O HAC MOKHO HAaBECTH B TaKOM-TO OaHKe W B
Takoi-To Qupme». Ecim B 3ampoce Takue ajpeca ecTb, TO 3ajada BO
MHOT'OM YIIPOIIAETCsI, ¥ 110 3TUM aJ[pecaM PacChUIAIOTCS IMChbMa, B KOTOPBIX
COJIEp)KUTCS Tpock0a JaTh BaM COOTBETCTBYIONIYIO HH(opMmanuio 00
uHTepecylomeil Bac ¢upme.  MHpopmamms Takoro pona SBISETCS
KOH(UICHIIMAIILHON, TMO3TOMY B THCbME OOBIYHO OrOBapHBaeTCs, YTO
HeoOXoauMasi CEKpeTHOCTh OyAeT coOiofeHa. Mbl He CTaHeM NPHUBOIUTH
KJIMIIIe, paclpoCTpaHEeHHBIX B NHChbMax-clpaBKax. X He Tak MHOTO U B
MIPUBOAMMBIX HIDKE NPUMEPax COJEPIKUTCS JIOCTATOYHOE KOJIUYECTBO
CTEpEeOTUNHBIX (pa3.

Gentlemen:

Your name has been given to us as a reference by Messrs. Roger
Blake and Co., who want to open an account with us.

We should be obliged if you would kindly inform us about their
financial standing. We are particularly interested to know the way they have
met their liabilities in business with you.

\\\Uuu‘s//

Do you thifik e é_gn grant a credit of $5.000 safely?
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Needless to say that your advice will be treated in strictest
confidence.

We thank you in advance for your help and enclose an addressed
and stamped envelope for your answer.

Sincerely,
T'ocmioga!

Bamie ums (Ha3Banme) OBLIO JaHO HaM I HABEACHUS CIIPABOK
kommanuet Pomkep biuelik sua Kommnanu, koTopasi XO4eT OTKPBHITH y HAcC
CYerT.

Mpb1 ObUTH OBI 00SI3aHBI, €CIH ObI BBI TI00OE3HO COOOIIMIM HaM 00 MX
(hMHAHCOBOM TIOJIOKEHUH. B YaCTHOCTH, HAC MHTEPECYET, HACKOJIHKO OHU
OBLIM OTBETCTBEHHEI B OM3HECE C BAMH.

Jlymaere i BBI, UTO UM MOXHO 1ath KpeauT B 5.000 momiapos 6e3
pucka? be3ycnoBHO, Bama wHpOpManus OyAeT XpaHUTHCS B CTPOXKAMIIIEM
cekpere.

3apaHee 6J'Ial"0)1apI/IM BaM 3a MoMollb W IpujlaraéM KOHBEPT C
O6paTHI>IM aJipeCoOM U C MapKOﬁ JUISA BaI€ro OTBETa.

HUckpenne,
5. KOHTPAKT, IPOTOKO.I
ITomumo KOMMepUecKon KOpPECITOH/IEHITUH, HauOomee

pacnpoCTpaHEHHBIMH JEJIOBBIMM JOKYMEHTAMH, SBJISIOTCS KOHTPAaKT Ha
MOKYIKY TOBapa U MPOTOKOJI.
IIpuBeném mpuMeps! KOHTPAKTOB, a TAKXKE MPOTOKOJIA JETIOBOH BCTPEUH:

1.Extract from a form of contract for the purchase of goods
by an importing organization.

Contract Ne...
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Messrs. ... hereinafter called the “Sellers”, on the one part, and V/O
“Rossimport” hereinafter called the “Buyers”, on the other part, have
concluded the present contract as follows:

SUBJECT OF THE CONTRACT

The Sellers have sold and the Buyers have bought the equipment
shown in the specification enclosed with the contract, and indicating the
name and description of each item, qualities, weights and prices. The
equipment is to conform to the Technical Conditions enclosed with the
contract

PRICES AND TOTAL AMOUNT OF THE CONTRACT

Total amount of the contract
The prices are firm, and not subject to any alterations. The prices are
understood f.o.b. ....... Including packing for overseas shipment, marking
dock and port dues on the goods, attendance to customs formalities carnage
and stevedoring.

DELIVERY TIME

The equipment against the present contract is to be delivered as
follows:

By the time stipulated above the equipment is to be manufactured in
accordance with the conditions of the contract, tested, packed and delivered
0.

All the questions connected with the shipment of the goods are to be settled
in accordance with the instructions given to the Sellers by the Buyers or by
their Forwarding Agents, Messtrs..........

....... days before the date of delivery the Sellers are to notify the Buyers by
cable about the readiness of the goods for shipment from ....... And to
advise the Buyers of the weights and the volumes of the goods. The same
notification is to be sent to the Buyers’ Forwarding Agents.

Within 24 hours of shipment of the goods the Sellers are to cable the
Buyers the date of i\l;q.igpng;nt, contract and transport numbers, the number of

e
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the Bill of Landing, the denomination of the equipment, the quantity of the
cases, their weight, the name of the vessel and the port of destination.

The delivery date is understood to be the date of the Bill of Landing.

If during ...... days from the date of the readiness o the goods for
shipment the equipment cannot be loaded on board ship owing to
circumstances beyond the Sellers’ control (no shipping facilities available)
the Sellers have the right to hand over the goods to the Buyers’ Forwarding
Agents. In case the date o the Forwarding Agents’ receipt is to be
considered the delivery date.

After the handing over of the goods to the Buyers’Forwarding
Agents all the expenses connected with the storage of the goods up to the
moment of loading them on board ship are to be borne by the Buyers. But
in such case the Sellers are to defray carnage and stevedoring expenses in
accordance with clause 2 of the present contract.

If the goods are not ready for shipment by the date of arrival of the
vessel, the Sellers are to compensate the Buyers for the losses they may
sustain in connection with the under loading of the ship (dead freight).

AGREED AND LIQUIDATED DAMAGES

If the Sellers fail to deliver the equipment by the dates indicated in
clause 3, they are to pay the Buyers agreed and liquidated damages at the
rate of .... Per cent of value of the delayed equipment for each week during
the first four weeks of delay, and of .... Per cent for each following week.
But the total amount of the agreed and liquidated damages is not to exceed
.... Per cent of the total value of the goods delayed.

In case of delay in delivery exceeding 3 months the Buyers have the
right to cancel the order in whole or in part.

The agreed and liquidated damages are to be deducted from the
Sellers’ invoices at the time the Buyers effect payment

PAYMENT

Payment for the equipment delivered is to be effected in ..... following

way:

a. 90 per cent of the value of the goods delivered is to be paid by
acceptances of Sellers’ drafts payable in London at ... months from
the date o Bill of Lading against documents, viz.:

Original and 2 copies of a detailed invoice.

2 original “clean on board” Bills of Lading issued in the name of V/O

“Rossimport” to any Russian Port.

Packing Lists in triplicate.
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Copy of the Buyers’ Inspector’s Release Note for Shipment issued
in accordance with the Test Report or any other document as to the
quality of the goods.

Sellers’ letter about the dispatch of the technical documentation in
accordance with clause 6 of the present contract.

Copy of the Export License, if required.

b. The remaining 10 per cent, of the value of the equipment delivered
is to be paid after putting the equipment into operation on
conditions that it reaches the capacity and quality of operation
guaranteed by the sellers. Payment of the 10 per cent is to be
effected within 45 days upon receipt of the Sellers’ invoice and the
report of putting the equipment into operation at the factory of the
buyers.

DRAWINGS AND TECHNICAL DOCUMENTS

Within ....... Days of the date of the signing of the present contract
the sellers are to send the Buyers two copies of the following drawings and
technical documents for each complete machine:
General view and assembly drawings with main sizes of the equipment as
well as a detailed specification of all parts and assemblies of the machine;
Detailed technical description of the machine;
Technical conditions for testing the equipment, erection, maintenance and
operation instructions, lubrication schemes, etc.
Foundation and installation drawings
Working drawings of the rapidly wearing-out parts of the machine;
Certificates of the Boiler Supervising Board for the apparatuses operating
under pressure.

All printed materials as well as inscriptions on the drawings are to be
made in the Russian language.

In addition two copies of the above drawings and technical
documents as well as the Certificate of Quality of the equipment or the Test
Report stating that the equipment is manufactured in accordance with the
conditions of the contract, are too wrapped in waterproof paper and packed
in case # 1 together with the equipment.

If the drawings and technical documentation are not placed in the
case or not sent to the Buyers beforehand, the delivery is considered non-
complete. And in this case the guarantee period is to begin on the date of
receipt of the complete set of drawings and technical documents by the
Buyers. QOBAL,
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WEIGHT OF THE EQUIPMENT
The weight of the equipment delivered is to correspond to the
weight in the specification enclosed with the present contract.
If the weight of any of the machines is 5 per cent lower than that stipulated
in the specification, the price of such machine is to be reduced in proportion
to the shortage in the weight on the basis of the average price of the machine
per kilogram.

No extra payment is to be effected for any excess weight is more
than 10 per cent of the weight indicated in the specification, the Buyers have
the right to reject such a machine and the Sellers are to replace it by another
one.

INSPECTION AND TEST

The Buyers have the right to send their Inspectors to the Sellers’
factories to check the progress of manufacture of the equipment and the
quality of the material and parts and to take part in the tests of the
equipment. The sellers shall place at the disposal of the Buyers’ Inspectors,
free of charge, all facilities necessary for carrying out the inspection.

Before shipment the Sellers are to test the equipment in accordance
with the conditions of the contract. If no such conditions are given in the
contract, the machines are to be tasted in accordance with the conditions
existing in the corresponding branch of industry in the Sellers’ country.

The results of the test are to stated in the test report which is to be
issued after the test.

10 days before the test the Sellers are to inform the Buyers and the
Trade Representation of Russia in ..... of the readiness of the goods for the
test.

If the test is carried out in the presence of Buyers’ Inspector and no
defects have been found, the Inspector will issue a Release note for
shipment. If the test is carried out in the absence of the Buyers’ Inspector,
and the tests show that the equipment is manufactured in accordance with
the conditions of the contract, the Buyers or the Trade Representation of
Russia in ... will permit the shipment of the equipment upon receipt of the
Test Report or other certificates as to the quality of the goods.

The Release Note for Shipment as well as the Test Certificates do
not free the Sellers from their obligations stipulated by the Guarantee clause.

The final inspection and the test of the equipment are to take place
at the Buyers’ plant in Russia after erection.
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GUARANTEE

The quality of the delivered is to correspond to the technical
conditions stipulated in the contract or in the Appendix to it.
The Sellers guarantee that:

a. the delivered equipment corresponds to the highest technical level
and the highest standards existing in the Sellers’ country for the
equipment in question at the moment of the fulfillment of the
contracts

b. proper material and first-rate workmanship have been in the
manufacture of the goods

c. the capacity of the delivered equipment and the quality of its
operation are in all respects in conformity with the Technical
Conditions of the contract

d. the delivered equipment is complete in accordance with the
conditions of the contract which provides for its normal and
uninterrupted operation

e. the technical documents and drawings are complete, accurate and
sufficient for the erection and operation of the equipment.

The guarantee period is .... Months from the date of putting the
equipment into operation, but not more than ... months from the date of
shipment of the last lot of equipment. The date of the Report issued after the
test of the equipment at the Buyers’ factory is considered to be the date of
putting the equipment into operation.

SELLERS BUYERS;
CroBa U BBIpaXKEHHUS, UCIIOIb3YEMBIE B TEKCTE€ KOHTPAKTA.

Forwarding agents — skcriemuTOpbI

Volume - 06bem

Facilities — cpencTBa, BO3SMOXKHOCTH

Shipping facilities - TonHaX

Receipt - pacmucka

To defray — ommaunBats, Opathb Ha ceOst

To sustain — UCITBITHIBATb, TEPIIETH

Sustain losses — monectu nmorepu
Underloading - Henorpyska

Test report — MPOTOKOJ UCTIBITAHUSI

General view drawing - yepTex o0mero Buna
Assembly - cOopka

Assembly drawing — cOOpO4HBII "epTex
Parts and assembligs‘%‘f ‘e machine — wactu u Y3JIBI MAITHHBI

)
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Lubrication - cam3ka

Scheme - cxema

To wear out - H3HaIIUBATHCA

To supervise - HaOIIOIATH

Apparatus — anmapar , npudop

Inscription - HagVICH

Non-complete - He3aKOHUCHHBIH

Average - cpeaHuit

Excess weight — n3nuiek Beca

Disposal - pacniopsixeHne

To correspond - cOOTBETCTBOBATH

Level - ypoens

Elimination — yctpanenue

RENTAL AGREEMENT

Kyiv 3 January 1998

CBN Ltd. (hereinafter referred to as "the Company") conducting its activity
under the Statute in the person of Richard Brooks on the one part and
Splain Ltd. (hereinafter referred to as "the Owner") on the other part have
agreed upon as follows:

General Provisions

The Owner shall give in rent and the Company shall rent the apartment with
3 rooms located at the address: Zmiyevs'ka 23, Living space of the
apartment is 100 m’, total space is 140 m”. .

Obligations of the parties
The Owner shall rent the apartment to the Company in a satisfactory
condition with furniture and other valuables being listed in the Appendix 1
to this Agreement which shall be deemed as an integral part to it.
The Company shall guarantee to the Owner to keep the said apartment safe
and in the condition similar to that before the validity date of this

Agreement unless otherwise stipulated herein. The Company shall

guarantee to the Owner safety of the furniture and other valuables listed in
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the Appendix 1 to the Agreement herein. The Company shall guarantee to
the Owner timely payments of the apartment rent price.

The Owner shall undertake to cover the corresponding costs for using
utilities.

The Company shall undertake to cover costs for all long-distance telephone
calls being made through the telephone at the apartment.

Payment

The Owner shall fix the rental for the apartment in the amount

10) SUURTR US dollars.

The said rental shall be effected prior to the end of each month. The Owner
can not terminate this Agreement during the term should the corresponding
rental be effected. Should the Owner terminate the Agreement within 12
months after the Agreement effectiveness the Owner shall reimburse costs
for refurbishing of the apartment to the Company.

The Company shall undertake to notify the Owner about its decision to
terminate this Agreement 2 months prior to the date from which the
termination comes into force.

Juridical Addresses of the parties

Company Owner

Account .....coeueeeeiinneeecnnne ACCOUNT ...cuueeeeiinnrensnneecsnneee
Signatures

Company Owner

Protocol
Present: Mr.John (Chairman), Ms.Perkins (Finance Department),
Ms.Carson (Sales Department), Mr.Smith (Product Manager
Manager), Ms.Trueman (Secretary)

Apologies: Ms.Green and Mr.Brown were unable to attend and
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sent their apologies. BUBJIMOTPA@NYECKHAN CIMCOK

Membership of the Committee 1. Business English : busnec-kypc anrnuiickoro s3bika/ [log pen.

It was agreed that the Product Manager should be invited to E.N. Ko63aps, H. A. Jlemuéroii.-Xapskos:ITapyc, 2007.-152c¢.
become a member of this Committec. 2. English Business Letters. F.W. King. D. Ann Cree. M., 1994.

Proposer:Ms.Perkins

Seconder.Mr.Smith

Carried unanimously.
1998-1999: Development of European markets:
A team is to be set up to consider ways in which the company can
meet the challenge. Members should be drawn from the Sales,
Finance and Marketing Departments; Mr. Jones will be the chairman
of this.
Other developments: After some discussion, it was agreed that
Mr.Smith should look into the possibilities of moving some
manufacturing operations to Kenya.

Proposen: Mr Jones

Seconder: Ms. Carson

Carried without objections
Next year promotional budget.The Heads of the Design, Promotion,
Sales and Marketing Departments are to form a group to work on
this.
The group will be chaired by Mr.Jones and he will notify the people
concerned.

Proposen: Mr.Smith
Any other business:
Since there was nothing further, the meeting was adjourned.

Date of the next meeting: The next meeting will be held on 12 March. 3aka3 Ne Qg » 200 . Tupax 9K3.
W3n-Bo CesHTY
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