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lpeducnosue

HacTrosiiee nocodbue nocBsLIeHO aKTyaJlbHOU MpobJeMe HanucaHus
JIeJIOBBIX MUCEM U (aKCUMUJIBbHBIX U BJIEKTPOHHBIX COOOIIEHUN. DTa
nmpo0bJjeMa He SIBJISETCS CJOXKHOM, HO UMeeT psijJ OCOOEHHOCTEN U OTJIN-
YU OT MpaBUI Y TpaauLMii HanmucaHus nuceMm B Poccuu. 3a mociienHee
BpeMS IIPUHSATH HOPMATHBHbBIE JOKYMEHTBI U 3aKOHBI, PETJIAMEHTUPY10-
1I1e BeleHue JeJIOBOM NepenucKy U YHUDU LM PYIOIIE ITpaBUjia BeAeHU
MEXIYHApOIHOM TOKYMEHTALUU, U 3TOMY BOIIPOCY HEOOXOIMMO YIENSITh
JIOCTATOYHOE€ BHUMaHMWE B YUeOHBIX 3aBeIEHUSIX M Ha Kypcax AeJIOBOTO
AHTJIMIICKOTO SI3bIKa.

ITocoGuie cOCTOUT U3 CEMU IJIaB U IBYX MpUIoXeHU . B rnaBe 1 HacTos1-
11IeTO MOCOoOuUSsI MTPUBEIEHBI O0IIME MpaBuia COCTaABICHUS U O(POPMIICHU S
JIeJIOBOI KOPPECHOHIEHILIUM B COOTBETCTBUU C FOCYIapCTBEHHBIMU CTaH-
JapTaMyd W TpaguLMSIMU BeJEeHUS NEJIOBOI Mepernucku He3aBUCUMO OT
crnocoba ee JO0CTaBKM — MOYTOM WU BJIEKTPOHHBIMU CPEACTBAMU CBSI3U.

B rnaBe 2 pa3biacHSIOTCA TpeOOBaHUS K peKBU3UTAM KOMMEPUECKUX
(menoBbIX) MUCEM: aapecart, aTa, MOAMNUCH U Ip.

B rnaBe 3 ocBemamoTcs TpeOOBaHUS K TEKCTY KOMMEPUYECKHX TTHCEM,
MpUBeAeHBI (pa3bl U KJINUIIE, IPUHSITHIE B Ie10Boi nepenucke. Hago or-
METUTh, UYTO 3apyOeXKHbIEC MMAaPTHEPHI NMEJAHTUYHO OTHOCSTCS K SI3BIKY U
CTUJTIO MUCHbMA, W €CJIM BBl XOTUTE, YTOOBI Ha BAalllM ITMCbMa OTBEYaJIN, TO
cobnoaeHne 3TUX TpeboBaHMI a0COIIOTHO HEOOXOIUMO.

B riraBe 4 moco6ust mpuBeeHB KOHKPETHBIC IIPUMEPHI COCTaBICHUS U
ohOopMIIEHU ST KOMMEPUYECKUX MUCEM Ha aHTJIMIMCKOM U PyCCKOM SI3bIKaX.

B rnaBe 5 paccmarpuBaeTcs cocTaBieHUe (PaKCMMMJIbHBIX COOOIIe-
HUIi, a B rJ1aBe 6 — 3JIEKTPOHHBIX COOOLIEHUI C MPUBEIEHNEM KOHKPET-
HBIX TIPUMEPOB.

B rnaBe 7 yaensiercd BHUMaHMeE NpaBuiaaM o(popMJIeHUsI KOHBEPTOB
ISl IENOBBIX MUCEM, UYTO TaK3Ke BaXkKHO AJIs1 TOTr0, YTOOBI MMCbMO HAIJIO
CBOEro ajJpecara 1 ObLJIO JOCTaBJIeHO 0€3 3aJ1epXKeK.

B xaxpmoii riaBe ecTh yIpakKHEHUsI, LIeJb KOTOPbIX — 3aKperjieHue
MOJIYYEHHBIX TEOPETUUECKUX 3HAHUI O TePenrucKe Ha IPaKTUKe U TIPU-
00peTeHNe HABBIKOB YCIELIHOTO BEACHUS NEJIOBON KOPPECTIOHICHIIUU.
K HeKOTOpBIM yIpaskHEeHUSIM, OTMEYEHHBIM #~, UMEIOTCS KJII09U B ITPU-
JIOKEHUH 2.

ITpunoxeHue 1 cogepXUT KpaTKUI aHTJIO-PYCCKUI clIOBapuK (pas,
KOTOpble Hauboliee YyacTo yrnoTpebiisitoTcs B AenoBoil nepenucke (1) u
(pasbl pa3HbIX CTUJICH IJ151 3JIEKTPOHHBIX COOOIIEHU (2).
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O6wue npasuna cocmasseHus u opopmaeHus
0en1080li KOppecnoHOeHYuu

OdwunmanbHble (KOMMEpPUYECKHME) MUChbMa, TeJerpaMMbl, TeaedOoHO-
rpaMMbl, aKCMMUJIbHBIE COOOIIEHMST U 3JEKTPOHHbBIE COOOIEHUs OT-
HOCSITCS K IeJIOBOM KOPPECTIOHIEHIIU .

OduimanbHble TMChbMa MUIITYTCS MO OMpPeACJICeHHBIM IpaBUIaM, Oro-
BopeHHBIM B TOCT P 6.30—2003, ¢ yyeToM TpaguLinii, IPUHSATHIX B MEX-
IYHApPOIHOM IEJIOBOM MEPENUCKE.

IIpu co3ganum YyHUPUIIMPOBAHHOM CHCTEMBI TOKYMEHTAIIMM pa3pa-
OaTbeIBacTCs (popMyIIsIp-0o0pasel, T. €. TpacdrdecKass MOICIb TOCTPOCHUS
JMIOKyMeHTa: (hopMmaT Oymaru, mpuHa MoJieit, pacroioXeHe pEeKBU3UTOB.

I'OCT 6.10.5—87 <«YHU(DULUPOBAHHBIC CHCTEMBI TOKYMEHTAIIWU.
TpeboBaHKS K MOCTpoeHUIO GopMysipa-o0pasiia» YyCTAHOBUJ COCTaB U
npaBuyia oOpMJIEHUSI PEKBU3UTOB, MPUAAIOIINX TOKYMEHTAM I0pUIU-
YECKYI0 CUJIY:

— KOMMepueckue nmucbMa oopMIISIOTCS Ha OJaHKax JIJisl CIyXeo-
HBIX TTMCEM; OJJaHKU U3roTaBJIMBAIOTCS TUTIOTPa(CKUM CIOCOO0M hop-
MaToM A4 (210 x 297) nnu AS (148 x 210) Ha Gesoii Oymare, TOMycKaeTcs
KPEMOBBIM MJIM KEJITHIM IIBeTa, IPUMEHEHHUE IPYTUX IIBETOB HEIllese-
coobpa3Ho;

— TEKCT TMChMa JOJIKEH OBITh HareuaTaH mpudToM Times New
Roman 14.

B coorBercTBUM ¢ TOCT P 6.30—2003 c1y>keGHBIE MOJIst TOJIKHBI OBITh
CJeAyIOMMU:
— TMoJie TOAIIUBKU — He MeHee 20 MM;
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— TpaBoe noJjie — He MeHee 10 MMm;

— BepxHee U HUKHee Mo — He MeHee 20 MM.

B coorBerctBun ¢ 'OCT 3489.2, TOCT 3489.6, TOCT 3489.10 u
I'OCT 3489.33 mipm meyataHUM OJJAaHKOB IIPUMEHSIIOTCS TUIIOTpadcKue
wpu@TH pa3MepoM OT 6-10 10 16-ro Keris. Pa3pelieHo mpUMeHSITh pu-
coBajIbHbIe LIPUGTHI pa3MePOM OT 6-ro 10 24-T0 Kerjs IS PEKBU3UTA
«HanMeHOBaHME OpraHU3alINN».

T'OCT P 6.30—2003 yctanoBus 30 peKBU3UTOB JOKYMEHTA, HO B KOM-
MEpYEeCKOM MUChMe UX MeHbIe. @OopMyJIsIp KOMMEPUYECKOro MIUChMa CO-
CTOUT U3 CJAEAYIOIIUX PEKBU3UTOB:

1 — aBTOD;
2 —aapecar;
3 — pmara;

4 — WHIIEKC TOKYMEHTA;

5 — cChUIKA Ha UHAEKC U AATy BXOJSIIETO MUChMa;

6 — oOpaileHue;

7 — TeMa M TEeKCT MUChMA;

8 — moamnuce;

9 — oTMeTKa O HaJTUYMU NPUTOXEHU;

10 — oTMeTKa 0 HampaBJEeHU U KOMUIA;

11 — Bu3a.

Kaxnaplii U3 3TUX pEeKBU3UTOB MMEET CBOE IMOCTOSIHHOE MECTO Ha
OGJ1aHKEe KOMMEPYECKOro MUChMA.

[Ipu cocTraBieHNHA KOMMEPUYECKUX MTUCEM CIIEAYEeT HIOMHUTH TpeOOBa-
HUS K 0DOPMIICHUIO PEKBU3UTOB.

ITpu odopmaeHNN PEKBU3IUTOB KOMMEPUYECKMUX MUCEM HEOOXOIAUMO
YUYUTHIBATh, UYTO B MPAKTUKE MEXAYHAPOJHON MEPENUCKU CYILIECTBYET
HECKOJIbKO CIIOCOOO0B: POCCUNCKUI, OPUTAHCKUI, aMEPUKAHCKUA.

Crneuuanuctbl — JIOKYMEHTOBEIbl PEKOMEHAYIOT CAeAYIolIee puMe-
HEHHE 3TUX CIIOCOO0B:

— pocculickui: TpyU HaIpaBJeHUM KOMMEPUEeCKOro MnmrucbMa 06e3 nepe-
BOJla HA MHOCTPAHHBIH S3bIK OT POCCUICKOI (hripMBI 3apyOeKkHOMY Tap-
THEpY;

— OpUMAHCKUU Uiy amMepuKkaHcKui: TIpU HapaBJIeHUM KOMMepyUe-
CKOT'0 IIMUChbMA C MEPEBOAOM HAa MHOCTPAHHBIMA S3BIK OT POCCUMCKON
dupmbl 3apybexkxHOMY MMapTHepy. B 3ToM ciyyae yuuThiBaeTcs aubo
reorpadguuyeckoe pacrnojoXeHue MHOCTPAHHOTO MapTHepa, JIMOOo Ccro-
c00, KaKMM MHOCTpPaHHBII MapTHEP BeAET MEPENUCKY C POCCUNCKOM
bupmoii.
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B nanHOM mocobuu paccMaTpUBaIOTCS BCE 3TU CIIOCOOBI, HO, KAKUM
W3 HHUX II0JIb30BAaThCS Ha MPaKTHUKE, KaXIbI aBTOp KOMMEPYECKOTO
MHUChMa BBIOMpAET CaM.

Cxema ¢popmynsapa KOMMepUecKoro nucbma

1-asTop

2 —appecaT

3 —parta

4 — HAEKC AOKYMeHTa

5 — CCbl/IKa Ha MHAEKC N AaTy BXo4Aulero nucbma

6 — obpalieHune

7 —Tema 1 TeKCT NMCbMa

8 —noanucb

9 — OTMeTKa 0 Han4um I'Ipl/IJ'IO)KeHMf;I

11-8u3a

10 — oTMeTKa 0 HanpaB/ieHNN KONui
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4 3a0anue1

Ilocmompume na pacnoaoxcenue pexeuzumoe 6 baanke (cmp. 6) u cxa-
ocume, 20e bl cModceme Haillmu omeemst Ha caedytowue eonpocwi. Ilo-
cmaevme Homep PeKeU3UMA NUCbMA HANPOMUG 80NPOCA.

1. Ot Koro npuiao nucbmo? _1, 8
Kak Ha3biBaeTcs prpma, OT KOTOPOI MPUIIIO MUCEMO?

Komy agpecoBaHo mucsmo?

I'ne Hanmucan agpec GUPMBI OTIIpaBUTENS?

M3 Kakoro otaesna oTIIpaBIeHO TUCHEMO?

Korma HamucaHo muchmMo?

KoMy ucroaas T muchbMo?

I'me HaliTH cipaBOYHBIC JAHHEIC O GUPMe-OTIIPaBUTEIBHUIIC

nucbma?

9. Tme y3HATh perMCTPALIMOHHBIN HOMEP JOKYMeHTa?

10. EcTb 11 mpuJIOKEHUS K MUCBMY?

11. EcTb 1M KONIMU 3TOr0 NMrchbma?

12. Korna nony4yeHo NUCbMO?

13. O yeM nucbpmo?

14. ABnsgeTrcs 11 NUCbMO OTBETOM Ha KaKOe-T100 IMMChMO UJIH 10~
KYyMeHT?

15. T'me coenaTh OTMETKY O MOCTYIIJICHUH IMUChMa B OpraHU3a-
uo?

PN U AW
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Peksusumel KomMmep4yecCKo20 nucoma

1 — pexBU3UT «ABTOP»

PekBuU3NT «ABTOP» pacriojiaracTcs BIOJIb BEPXHETO ITOJISI 1 COCTOUT U3:

— HAaMMEHOBaHMS OpraHM3allMM (Ha PYCCKOM MJIM/M Ha MHOCTpaH-
HOM sI3BIKax) (mpuMep 1A);

— 9MOJieMbl opraHu3auuu (pacriojiaraetcd Ha OJlaHKe JTMOO MeXIy
Pa3HOSI3BIYHBIMHA HAMMEHOBAHUSIMY OpTaHM3aILIH, TN00 Ha JIEBOM II0JIE
OnaHKa, 1MOO0 Ha MPAaBOM M0JIE — B MHOCTPaHHBIX OyiaHKax (mpuMmep 1b));

— JOPUINYECKOTO aIpeca OpraHn3alu;

— HOMEpOB TeJIe(hOHOB, TeJIEKCOB, (PaKCOB, 3JIEKTPOHHOM MOYTHI U T. 1.

ABTOPOM NUChbMa MOXKET ObITh OpraHM3alus, €€ CTPYKTypHOE Moapa3-
JieJIeHre AU JOJIKHOCTHOE JTULIO.

Ilpumep 1A
baaHk poccuiicKoii opraHu3anuu

o T K P bl T (o] E A K u n (o] H {4 P H o £ o} B uw E C T B o

SABONXCKMM MOTOPHbBbIMN 3ABOQAO
(OAO “3M3”)

yn. Coserckas,a. 1 “a” OKMO 05745130, OrPH 1025201677038 Tenekc: 151543 SNEG RU,
. 3aBonXbe, VHH/KNN 5248004137/525350001, OKOHX 14341, BUK 042202772 dakc: (83169) 33 287,
Huxeropoackas o6nacts, p/c 40702810700960000051 8 Mopoaeukom dunmane Anpeca:

Poccus, 606522 3A0 “HuxeropoanpoMcTpoiiGaHk” k/c 30101810200000000772 e-mail: zmz@zmz.nnov.ru

.00 04 . 5775 /)’«'41 ttp://worwzmz.nnov.u

Hao N¢ ot
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Baank OpuTaHCKO# Opranu3anuu

[ ]
=NAVCO

Navco Ltd

170 Streatham Hill London SW2 4RU- United Kingdom
Phone:+44 208 674 5599 Fax: +44 208 674 8877
e-mail naveomails@yahoo.co.uk Web site: www.navco.co.uk

Ilpumep 15
BaaHk poccuiickoii opranu3anun

AK&M

MHCbOpMaLI,MOHHOe areHTCcTBO

yn. Ty6kmHa, 3, Mocksa, 117333
Ten.: 916-7030
dakc: 132-6918

e-mail: postmail@mx.snet.ru
http://www.akm.ru

BaaHk OpuTaHCKO# OpraHu3amuu

HM Customs and Excise
Business Services and Taxes

Peter Bennett House
West Park Ring Road
Leeds LS16 6RQ
UNITED KINGDOM
Tel.:0113 345 6678
Fax: 0113 345 4373

E-mail: customs@com.uk
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B 3aBrCUMOCTY OT pacmnoyioXeHUsI peKBU3UTA «ABTOP» CIIEILINATUCTbI-
JMIOKYMEHTOBEIbI KCITOJIb3YIOT TEPMUHBI:

— OJaHK C IPOIOJBHBIM PACIIOOXECHUEM PEKBU3UTOB 1

— OJaHK C YIJIOBBIM PACITOJIOXKEHUEM PEKBU3UTOB.

ITpononbHOE pacrofioxeHue peKBU3UTOB (mpumep 1A) — peKBUBUT
«ABTOp» pacroJyiaraeTcs BAOJb BEpPXHEro mojs OJaHKa. YIJIoBoe pac-
MOJIOXXKEeHUE peKBU3UTa «ABTOp» (Mpumep 1B) — B IeBOoM BepXHEM YTy
OnaHKa (pOCCUUMCKMI BapuaHT) UJIM B IIPaBOM BEpXHEM YTy OsaHKa (B
OpUTaHCKOM BapuaHTe).

Ecnu aBTOpoM mucbMa siBisieTcst Guanang UAU MPeacTaBUTEIbCTBO
MpennpusTust uau GUpMbl, TO Er0 HAMMEHOBAHUE pacrioiaraeTcst Huxe
HaWMEHOBAaHUSI OPTAaHU3ALIUHU.

Ecnu HaMeHOBaHUME OpraHU3aI[uyu aBTOpa MMChMa HATIMCAHO Ha IBYX
SI3BIKAX, TN PYCCKU SI3BIK — TOCYAAPCTBEHHBIN, TO PACTIONIOXKEHNE Hau-
MEHOBAHUS 3aBUCHUT OT CTaTyca BTOPOTO $SI3bIKa, HAa KOTOPOM HaIlKCaHO
HaruMeHoBaHue. Eciiu BTOpOil SI3bIK — HAllMOHAJbHBINA, TO HAMMEHOBA-
HUE Ha PYCCKOM S3bIKE PEKOMEHIYETCS pa3MellaTh CjeBa, a Ha HalMo-
HaJbHOM — crpaBa. Eciu BTopoii sI3bIK — MHOCTPAHHBIN (ITpumep 2), TO
HalMEHOBaHUE Ha MHOCTPaHHOM SI3bIKE pacIiojaraeTcsi Huxe HauMeHO-
BaHU S Ha PYCCKOM $I3bIK€ U TOJILKO B TOM CJlyuae, eCJiM OHO 3aKPEerJIeHO B
yUpEeIUTETbHBIX TOKYMEHTAaX OPraHU3alNU.

Ilpumep 2

000 «kABaHTaump»
A Vv A N T [ M E

O ® MU MUAADBHTEBMWH A UWAETP RENAULT

yn. Amutpus YnbaHosa, 76, Mocksa, 117292, Ten.: (495) 396-1541 dakc: (495) 396-1500

2 — peKBU3HUT «AnpecaT»

Anpecat — opraHU3a1UsI MK TOJTKHOCTHOE JIUI0, KOTOPOMY HaIlpaB-
JIsIeTCSI KOMMepYeCcKoe ITMChbMO OT aBTOpa.

PexBusut «Anpecar» pacriojaraercs Ha OJ1aHKe C JIEBOI CTOPOHBI HU-
Ke peKBU3UTA «ABTOP».
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Kak cnenyeT U3 onpeneieHUSI CAMOT'0 pEKBU3NTA «AIpecaT», KOMMEP-
YeCKOe ITMChMO MOXET OBITh aIpeCOBAaHO HETIOCPEACTBEHHO B MHOCTPaH-
HYI0 GupMmy,

IIpm agpecoBaHNM KOMMEpPUYECKOr0 IMMCbMa B MHOCTPAaHHYIO GUPMY
aapecaT COCTOUT U3 HAaUMEHOBaHUS (DMPMBI U €€ I0pUIUYECKOro ajpeca.

B ropunmdecknii axpec BXOIST:
HOMep JoMa WJIV 3IaHus;
— Ha3BaHWeE YJIUIIHI;
— Ha3BaHUE HAaCeJEHHOro MyHKTa, ropojia UK MOYTOBOIO paiioHa;
— HasBaHue mrtata (ayusa CIIA), rpadpcerBa (ans1 BenukodoputaHnum),
obnactu (na1s Poccun);
— Ha3BaHUE CTPaHBI.

CrnoBa, BXoIsIIIIMe B aipec Ha aHTJIMICKOM si3bIKe: Street (yauua), Lane
(nmepeynok), Road (mocce), Avenue (mpocriekt), Boulevard (0ynsBap) —
MMUIIYTCS C 3ariaBHOM OyKBbI. CJIOBa MOTYT COKPAIAThCsI CAEAYIOIINM
obpazom: Str (takxke Str.) (yn.), La. (rep.), Rd (Rd.) (u1.), Av. (mp-1/11Dp.),
Blvd. (6-p).

Ilpumep 3

Bond St.

Wellington Av.

Hill Rd. Flower La.
I'He3gHUKOBCKUI ep.
Kamupckoe 1.
JlecHas yi.
LIBeTHOI 6-p
JlenuHckuM# p-T

Eciu B HauMeHoBaHUe opraHu3anyu (GUpMbl) BXOOUT OfHA UJIU HeE-
CKOJIbKO (haMMJINiA, TO TIepe HAMMEHOBaHUEM yKa3biBaeTcsT Messrs (Tak-
ke Messrs.). CokpauieHue Messrs. TpoOU30III0 OT (paHIy3CKOTO CI0OBa
Messieurs (rocrona), UMeeT 3HadeHHe «prupMa» 1 0e3 Ha3BaHUus pUPMBbI He
ynorpeoJsercs.
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Ilpumep 4

Opranuzanus: Wilson &* Edwards Ltd**
Oo6pawenue: Messrs. Wilson & Edwards
Opranuzauus: John Miller & Co., Inc. ***
Oo6pawenue: Messrs. John Miller & Co.
Opranuszauus: Warners Brs. (Brs. = Brothers) ****
Oo6pamenue: Messrs. Warners Brs.

*3Hak & (ampersand) yrmoTpe0JisieTcsa B Ha3BaHUAX (PUPM M YUTACTCS
and.

**Ltd (Limited (limited liability)) — KoMIIaHHS ¢ OTPaHUYCHHON OT-
BETCTBEHHOCTHIO B bpuranuu.

***Inc (Incorporated (Corporation)) — Kopropaius, coequHEHNE aK-
IIMOHEPOB; YIIOTPEOJIsIeTCS B Ha3BaHUSIX aMepUKAHCKUX KOMITaHUA.

**Ecau B Ha3BaHUSIX OpUTaHCKUX UM aMEPUKAHCKUX DUPM OTCYT-
CTBYIOT cokpanieHus Ltd unu Inc., To 3T0 3HaYUMT, YTO NaHHAsI OpraHU3a-
LY UIKu pupma aBisieTcss ToBapuilecTBoM (partnership).

HaumeHoBaHMe MHOCTpaHHON opraHu3anuu (PUPMBI) TeyaTaeTcs
MOJTHOCTBIO, 6€3 COKpAIllEHUi, T. €. TaK Xe, KaK OHO TPUBOIUTCS B 0U-
IIMaJTbHBIX CIIPABOYHUKAX CTPAHBI UM HA OJIaHKE TaHHOU (DUPMBI.

HanmenoBanus poccuiickux opraHnusanuii u ¢pupM Ha THOCTPAHHBIE
SI3BIKY He TiepeBomsitcsi. OHU MUNTYTCS JIATUHCKUMU OykBamu. Hampu-
Mep: AO «Jlykoit» — AO Lukoil, OO0 «Cdepa» — O0OO Sfera.

IMpu agpecoBaHUM KOMMEPUYECKOTO MHChMa MOJKHOCTHBIM JIUIIAM
WHOCTPaHHOU (pUPMBI IPUHSIT OINpeeIeHHBIN TTOPSA0K B 0DOpMICHUN
PEeKBU3UTA «ApecaT».

[To mpaBujiaM MeXIYHapOJHOM KOMMEpPYECKOM MepernucKu MMs
(MHULIMAaBl) CTaBUTCS Nepes haMUIneld T0IXKHOCTHOTO JIUIIA.

Ilpumep 5

Jerome K. Brown G. B. Wilson
Anna Roberts A. . I'pubos

CokpalneHus, CTOSIINE ITOcje MMEHM (MHHUILMAJIOB) W (aMUINU
IOIXHOCTHOTIO JINIIA, YKa3bIBAIOT Ha €ro/ee 3BaHue, OpAcH, IIPUHAIICK-
HOCTB K 0c00011 OpraHU3alInH.
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Ilpumep 6

Mrs. Jones, LL. B (Bachelor of Laws — 6akanaBp-1opucT)
Mr. J. K Smith, M. P. (Member of Parliament — 4jieH nmapiameHTa)

Miss Green, M. A. (Master of Arts — crieliMaJIMCT IO TyMaHUTapHBIM HayKaMm)

B BeaukoOpuTaHUU MPUHSATO MPU aAPECOBAHUU CIIYXKEOHOTO MUCH-
Ma JOJIKHOCTHOMY JIMIY MYKCKOTO II0jla YHOTPEOJSITh COKpAIleHUS:
Mr. (takxe Mr.) (MHCTep, TOCIIONMH), KEHCKOTO I10J1a — MS. (TakXe Ms.)
(rocoxa, 6e3 yKa3aHHUS Ha CeMeilHOe IOJIOXEHWe KeHINWHEI), Miss
(rakke Ms.) (rocroxa, eciiu XeHIIMHA He 3aMyxeM) uiau Mrs. (Takxe
Mrs.) (rocroxa, eciau XXeHIIMHA 3aMYXHSI$), KOTOpble YKa3bIBalOTCS Ie-
pen paMmunueit. DT coKpalleHU s He YIOTpeOJasoTcs 0e3 hamMuiuii.

CrnenyeT MOMHUTb, YTO UMS U (paMUJIMS JOJXKHOCTHOTIO JIMIA, a TaK-
K€ €ro 0co0ble OTAMYMS — 3BaHUE, TUTYJI, OPIEH U T. I. — CJeAYyeT I1caTh
TaK, KaK OHY YKa3aHbl B 0(bUIIMaJbHbIX CITPABOUHUKAX WUJIM KaK OHU Ja-
HBI B IMYHON MOAMUCHU AOJXKHOCTHOTO JIMIIAa HA MOJYYEHHBIX OT (hUPMBbI
NUChbMax.

Kaxpmast coctaBHasi yacTb peKBU3UTA «AfpecaT» IedyaTaeTcsl C HOBOM
CTPOKU B CTOJIOMK Yepe3 OMUH MEKCTPOUYHBII MHTEpPBaJl.

Ilpumep 7

Ms. Hilary Brown, LL. D.
1 David Street

London N2 6KL

UK

Ecnu muceMo anpecyeTcst TOJIKHOCTHOMY JIMILY, a €ro (haMUIus He-
M3BECTHA, TO YKa3bIBacTCI HAMMEHOBAHME MTOJIKHOCTH, a 3aTeM HanMe-
HOBaHUE (DUPMBI.

Ilpumep 8

The Sales Manager
National Plastics Ltd
10 Flower Lane
Newcastle S2 5JJ
England
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Ilpumep 9

The Commercial Officers

Chamber of Commerce and Industry of the Russian Federation
ul. Ilyinka, 6

Moscow

Russia

103684

ITonoOGHBIM 00pa3oM odopMIIsieTCs PEKBUBUT «ApecaT», €CU JaH-
Hasl JOJIXKHOCTbD SIBJISICTCSI € IMHCTBEHHOM B OpraHu3aluu.

Ilpumep 10

The Secretary

Chamber of Commerce and Industry of the Russian Federation
6 Ilyinka Str.

Moscow 103684

Russian Federation (Russia)

Eciu u3BecTHBI haMUINs U JOJXKHOCTD CIyKalllero, TO BHavaJje yKa-
3pIBaeTCs haMUnsl, 3aTeM JOJXKHOCTb, a TTOCJIE 3TOTO0 — HAUNMEHOBAHUE
upmBI.

Ilpumep 11

Mr. Muller
The Sales Manager
Modern Mills Ltd

[Ipu HampaBIeHWH MHUCHbMA OTAEABHOMY COTPYIHUKY (PMPMBI MOTYT
OBITH YKa3aHHI ero (paMMInsI, OTACa B hrpMe, HanMeHOBaHE (UPMBI 1
TOJIHBIN afgpec (PUPMEL.
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Ilpumep 12

Ms. Jenkins

Travel Goods Division
Travel Services Ltd

5 Bond St.

Liverpool N1

UK

BuyTpeHHU#l agpec monyyvaTesas OOBIYHO pacroyiaraeTcsl B BEpXHEW
MPaBOi CTOPOHE OJIaHKA B POCCUIICKOM I€JI0OBOM ITUCHME U B BEpXHE Jie-
BOI CTOpOHE OJIaHKa — B aHIVIMACKOM MJIM aMEPUKAHCKOM MUChME.

[Ipu Hamucanum anpeca coOiagaeTcsl OMpeAcsieHHasl MOoCJIenoBa-
TeJbHOCTh MH(OpPMaLMU MOYTOBOTO ajpecara, KOTopasi OTIIMYaeTcsl B
pa3HbIX CTpaHaX.

B poccuiickoM mHcbMe IOC/IEAOBATEIbHOCTh 3JIEMEHTOB IIOYTOBOTO
agpeca yctaHoBsieHa [IpaBuiaMu oKka3aHus YCIyT IIOYTOBOI CBSA3U, IIPHU-
HATeIMHU 26 cenTss6psa 2000 1. B coorBeTcTBum ¢ IlpaBniaamMu ycraHOBJIEH
CIIeAYIOIIN i ITOPSA0K HAITMCAHMSI ITOYTOBOTO aJipeca: o1 Ha3BaHUEM Op-
TaHW3aLUH1 NI UMEHEM aJipecaTa yKa3bBaloTCs:

— Ha3BaHWUE YJIUIIHI;

— HOMeEp I0Ma;

— Ha3BaHWE HACEJICHHOTO MyHKTa;

— Ha3BaHUe 00JIaCTH, Kpasi, ABTOHOMHOI'O OKpYyra, pecinyoJuku*;

— Ha3BaHUE CTPaHBbI,

— TIOYTOBBIY UHJIEKC.

Ilpumep 13

Poccuiickoe nHpopMmanimonHoe areHTcTBO «HoBOCTH»
3yb6oBckuii OynbBap, 4

Mocksa 101999

Tein.: 09592900 01

®axc: 09592900 02

E-mail: postmail@mx.snet.ru
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B aHmMiiCKOM M aMepPHKAHCKOM aJpecax IPUHSATO pacliojaraTb MH-
(opMmaIuio caenymoIuM o0pa3oM: IToa Ha3BaHUEM MJIXM UMEHEM ajapecaTa
YKa3bIBalOTCS:

— HOMep J0Ma;

— Ha3BaHUE YAWIBI, IpUYeM OHH HE pa3aesTIoTCs 3aIlsITOM;

— Ha cJiefiyIolleit CTpOKe — Ha3BaHUE HACEJIEHHOro MyHKTa (Topoja)
¥ TIOYTOBBIN MHACKC (B aMEpUKAaHCKOM aHTJIMCKOM OH Ha3bIBaeTcs Zip, B
OpUTaHCKOM aHIIMIICKOM — postal code);

— 3a Ha3BaHMEM HACEJICHHOTO MyHKTa MOXeT OBITh YKa3aHo rpad-
CTBO (B AHIVIMM) WU LITAT (B AMepuKe)*;

— Ha IocJieHel CTpOKe — Ha3BaHME CTPaHBI.

— 3aTeM yKa3bIBaloTcs HoMepa Tesie(pOHOB, hakca, 3JIEKTPOHHOM MoY-
THI.

B aapecax aHIJIOA3bIYHbIX CTpaH 9JICMCHTBI IMTOYTOBOIo aapeca, Kak
IIpaBnJIO, HC pa3aACaAI0TCA 3aIIATbIMUA, HO ITUINYTCA HAa pa3HBIX CTPOYKAX.

Ilpumep 14

Russian Information Agency «Novosti»
Zubovsky Blvd., 4
Moscow 101999

Ph.: 09592900 01
Fax: 09592900 02
E-mail: postmail@mx.snet.ru

* HeoOxonuMMoO 3aMeTUTh, UYTO Ha3BaHUe TpadcTBa A1 BenukoOpuTanuu, mraTa ais
AMepuKH, paitoHa uau obnactu 1 Poccun HeoOXoaMo yKa3biBaTh B TOM ciydae, eciu
¢dbupmMa UM opraHu3alMst HaXOASTCS B HEOOJIBIIOM TOPO/ie, TaK KaK HEKOTOPbIE HAaceJIeH-
HbIE MYHKTBl UMEIOT NIBOMHUKOB B cTpaHe. Hanpumep, B BeiukoOpuTanuu nBa ropoja Ha-
3p1BajoTcs PraMony (omuH — B rpaderse Cloppeii, a BTopoil — B Mopkimpe), Takxe ecTb
HECKOJIBKO TOPOJIOB ¢ HazBaHMeM HblomopT. Ho HeT Heo6XonMMOCTH yKa3blBaTh Ha3BaHUE
CTpaHbl, €CJIM OPraHU3allus HaAXOJAUTCS B KPYITHOM TOpOJIe UJIU CTOJIULIE, KaK, HAlIpUMep,
B TipuMepax 14 u 16.



naga 2 17

Ilpumep 15

International Peace Information Service
98a Italielei

Antwerp 2000

Belgium

Tel.: +323225.21.22
Fax.: +323 231.05.01
E-mail: ipis@skynet.com

Ilpumep 16

NAVACO Ltd.
170 Streatham Hill
London SW2 4RU

Phone: +44208678 5566

Fax: +44208678 8866

E-mail navcomails@yahoo.co.uk
Web site: www.navco.co.uk

4 3a0anue?2

1. Ilpouumaiime adpec 6 npumepe 7. Komy HanucaHo nucobmo, myxcuu-
He uau ncenuune? Kmo adpecam no obpaszoganuro?

2. IIpouumaiime adpec ¢ npumepe 8. Hanuwume, 6 kaxom eopoode Ha-
xooumcs (pupma u KaK oHa HA3vleaemcs.
Topon:
dupma:
3. Komy adpecosano nucomo 6 npumepe 9?

4. Cpasnume npumepot 8 u 9. Yem omauvaemcs nopsaook pacnonoxnce-
HUs UHopmayuu 8 pyccKkom U aneauiickom adpecax?
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5. Kak 6bt noaazaeme, kmo nanucaa aopec 6 npumepe 10 — aneauii-
ckuil uau pycckuii cekpemaps? lloscnume, nouemy 6ol mak dymaeme.

6. Bkaxoii cmpane naxodumcs gpupma é npumepe 12?

7. Hanuwume, 6 kakoil cmpane, 8 KaKom 20pooe, Ha KaKoi yauue, 6 Ka-
KoM Homepe doma Haxooumcs pupma NAVACO, Ltd. 6 npumepe 16.

8. Pacnoaoxcume caedyrouyro ungopmayuro max, 4mooot adpecam
noayuua nucomo: A) ¢ Beauxoopumanuu, ) ¢ Poccuu.
A) Summertown; OX2 7DY; 274; Kitchen Architecture Ltd.;
Banbury Rd.; Oxford; UK.
Bb) Poccus, yin. Mupa; OO0 «Moayc»; . 3apeunbliit; a. 2; 336623; [len-
3eHCcKas 001.

9. Ilpouumaiime pacnoaoxcenHbvle HUMCe adpeca U omeemome Ha cae-
dylougue 60npocol:
1) Kakoe 13 mucem HaTmpaBIeHO HA UM ST KOMTIAHUU?
2) Kakoe 13 nuceM HaIpaBJIeHO BallleMy ITapTHEPY?
3) Kakoe 13 muUceM HaIpaBJIEeHO B MHTEPECYIONIYI0 BaC KOMMIAHUIO
MEepBbIii pa3, TIe Bbl HE 3HAETE UMEH COTPYAHUKOB?
4) Kakoe muchbMO OTHpPAaBJIEHO BallleMy MapTHEPY, HO Bbl HE 3HaeTe
ero JUYHBIA aapec, a BaM M3BECTEH TOJbKO aapec KOMIIaHWUU, Ile OH
paboraet?
5) B kakux agpecax yka3aHbl rpadcTBa?

1. Ellis & Co. 2. Sales Manager

15 Vaughan Rd. Persimmon Ltd
Harrow Middlesex UB12 SW 123 Freeport Rd.
UK Keighley BD20 OBR
Attn. of Ms. Penny Jackson UK
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3. Ms. C. Walker 4. Dr. Hurry Nevin

Ads. Division Jarrold Publishing Healey House
Tempur UK Ltd 15 Dene Rd.

35 New Forest La. Andover Hampshire SP10 2AA
Hayes Middlesex UB3 1BR UK

UK

5. Liberty & Co.
Tourism and Marketing
Department

122 Kensington Park Rd.
London SWI

3 — pexBusur «/lara»

JlaToit KOMMepYeCKOro MUChMa CUMTAETCs JaTa PerucTpaly B IeHb
OTHPaBJICHU I UCXOASIIEro MUChMa OT POCCUMCKOM (PUPMBI MHOCTpPaHHO-
MY IapTHepY.
CyluecTByeT HECKOJIBKO CITOCO00B 0(DOpMIICHUS 1aT:
— poccuiickmii cnoco6: 25 anpens 2009 rona,
25.04.2009;

— aHTIAnCKNI crroco0: 25 April, 2009,
25th April, 2009,
25 Apr. 2009;

— aMepuKaHCcKUii cioco6: April 25th, 2009,
April 25, 2009.

JorryckaeTcs TaTUPOBaHKE ITUCEM M APYTHX JOKYMEHTOB IIU(POBLIM
CII0COOOM B COOTBETCTBUH C MEXKIYHAPOAHBIMU CTaHAAPTAMU B CJICTYIO-
1Ie#1 mocjenoBaTeIbHOCTH: TOI, Mecs1l, uucio (Hampumep, 2009.04.25).

Tem He MeHee n30eraiiTe mucaThb AaThl TOJBKO LHIU(PPAMHU, TaK KaK 3TO
MOXET IIPUBECTHU K OIIMOOYHOMY IIOHMMAHUIO B CBSI3U C TEM, YTO B OpH-
TaHCKOM aHTJIMMCKOM IMU(MPHI B JaTe PacIIoJIOXEHHI TaK Xe, KaK ¥ B POC-
CHICKOM TpamWIINM, a B aMepMKaHCKOM aHTJIMIICKOM CHaJaJia yKa3bIBa-
€TCsI MEC1I, a 3aTeEM — JCHb.
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Hampumep: nata 03/04/09 B poccriickoM U aHTJIMMCKOM ITUCbME YN Ta-
ercs: 3 arrpesst 2009 roma, a B aMepukKaHCKoM nrcbMe: 4 mapta 2009 roma.

Ha3sBaHus MecsilieB M0-aHIIMMCKY BCEraa MUILYTCS ¢ 3arIaBHOM Oy K-
Bel. Ha3BaHmMs Bcex MecsiieB, Kpome MapTta (March), mas (May), MIOHS
(June), n uronsg (July) cokpamaroTcs CICIYIOIIMM 00pa3oM: STHBaph —
January — Jan., ¢peBpanb — February — Feb., anpenb — April — Apr., aB-
ryct — August — Aug., ceHTI0pb — September — Sept., okTsi6pb — October —
Oct., HOs10pb — November — Nov., nekabpb — December — Dec.

4 3adanue 3

1. Hanuwume caedyroujue damot cCOKpaw,eHHO 6 COOMEEMCMEUU ¢ mpa-
ouyuamu, npunameimu 6 Beauxodbpumanuu, Poccuu u Amepuxe.

quBCpTOC CbCBpaJ'[H JABE€ ThICAYHN IIECTOro roga.

The tenth of December two thousand and six.

2. Ilpoyumaiime u nanuwmume caedyiouwue 0amol NHOAHOCHIbIO 6 CO-
omeemcmeuu ¢ mpaouuyuamu, npunamoimu ¢ Beauxobpumanuu,
Poccuu u Amepuxke: 08.03.1995; 01.01.2007; 11.07.1999; 12.11.2010;
18.09.2006.

4 — pekBu3uT «MHAEKC JOKYMEHTA»

HNHaekc 10KyMeHTa — PEerucTPallMOHHBIM HOMEP UCXOISIIETO OT POC-
CHUICKOI (UPMBI CIIYyXeOHOro IMUChbMa MHOCTpaHHOI (dupme. Pasme-
maeTcs MHACKC HUXE aBTOpa IMUCHbMa, PSIIOM C JAaTOU B JIEBOM CTOPOHE
O1aHKa ( Ne ). UHAEKC COCTOUT U3 HOMEpA CTPYKTYP-
HOTO oA pa3ae/ieHsl, COCTaBUBIIIET0 TMCbMO, HOMepa IT0 HOMEHKJIaType




naga 2 21

3TOTO CTPYKTYPHOTO MOApA3AeICHUs, TOPSIAKOBOIO PErucTpaliiOHHOTO
HOMepa UCXOISIIEro nM1uchma.

Hannune Ha muchbMe MHAEKCA CBUIETEILCTBYET O TOM, UTO OHO BKJTIO-
YeHO B MHPOPMALIMOHHBIN MaCCUB M HAXOIMTCS TTOJ KOHTPOJIEM 1 OTBET-
CTBEHHOCTBIO OpraHU3allNH.

OpraHn3alliy UMEIOT MPaBO OMpPeAcIsITh CUCTEMY PETUCTPAIlUN CBO-
WX JOKYMEHTOB CaMOCTOSITEJIBHO, HO €€ OCHOBY JIOJIKEH COCTaBJISTh IO~
PSOKOBEINT HOMep. B MHAeKce Tak:ke MOXeT OBITh YKa3aH KOI OTHejia B
opranusanuu, Ne fesa, Kyma OyaeT IMTOAIIUT JOKYMEHT, KO TeMbI IOKY-
MEHTa UJIU KO KOPPECIOoHAeHTa U .

Ilpumep 17
03-20/256,
rae 03 — kox oTnena (puHaHCOBHIN), 20 — HOMEp AejIa 0 HOMEHKJIATy-

pe duHaHCOBOro oTaeaa, 256 — MOPSIAKOBLIM, PETUCTPALIMOHHBIIA HOMEP
HMICXOISIIIETO ITUChMa.

Odopmiienne peKBU3UTA:

25 anpenst 2005 . Ne 3—20/256

N

B otBeTe mpocwba cerlmatbest Ha Ne 3—20/256
ot 25 anpens 2005 1.

[Tpu HarpaBJIeHW U ITUCbMA B TIEPEBOIC OT UMEHU POCCUICKOM (U PMBI
MHOCTPaHHOI (pupMe yIoTpedIsieTCs CAeAYIOLIMi CIToco0:

Our reference (Haiua cceika) 03—20/256

Wnn

Our ref. 03—20/256

WUnn

03-20/256
«25.04» 2005
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4 3a0anue 4

Cocmaebme Homep UCX005ULe20 RUCOMA OP2AHUZAYUL, 6 KOMOPOIL:

L.

01 — HAEKC CTPYKTYPHOTO MOAPA3AEIEHU S, MOJTOTOBUBIIETO
MMUCHMO;
04 — HoMep MamnKu, B KOTOPYIO TMOANINTA KOMUS MCXOMSIIETro
MUChMA;
115 — mopsiAKOBBITT HOMEP UCXOASIIEro MUCchMa C Hayajia TeKylle-
ro roaa;

05 — HOMep UCTIOJTHUTEN S TTMChbMA;
07 — uHOEKC meia o HOMEHKJIaType;
35 — nOpsS AKOBBIIA HOMED IMUChMa B TEKYILIEM IOy,

12 — HOMEp TamK¥, B KOTOPYIO TOAIIATA KOMUST WCXOMSIIErO
MUCHMa;

58 — TOPSIIKOBBIIT HOMEP MUChMa B TEKYIIEM TOMY;

YKaXUTe CETOMHSIIITHIOW aTy.

5— PEKBHU3UT «CchlIKa HAa HHIEKC 1 JaTy BXOAA1IEero nuCbmMa»

CchulKa HA MHIEKC W ATy BXOISMIEro muchbMa oOpMIISIETCS B KOM-
MEpYECKUX MUChMaX, SIBISIONIMXCS MCXOASIIMM OTBETOM POCCUICKO
dupMBI Ha BXxoagdllee MHUIIMATUBHOE TTMChMO MHOCTPAHHOU (PUPMBI 1
HCITOJIB3YETCS TOJBKO Ha OJaHKaxX s muceM. PekBusut «CcHIIKA...»
pacmonaraeTcst CTpOKOM HUXKe JaThl M MHIEKCA.

CBelIeHUS B peKBU3UT IIEPEHOCITCS C IOCTYIMUBIIET0 JOKYMEHTA, Ha-
IpUMEp, B MIChbMO-OTBET Ha MUChMO-3anpoc. Hajamuane 3Toro pekBu3nura
HCKJTIOYaeT HeOOXOIMMOCTh YIIOMUHAHW S WHIEKCA U TaThl ITOCTYITMBIIIE-
ro JOKYMEHTA B TEKCTE MUCHMa.

OTMeTKa AJIs1 3TOro peKBU3UTaA JOJXKHaA ObITh BHECEHA B 9CKU3 MpPU
MOATOTOBKE OJIaHKA AJIS TUCEM.

Ilpumep 18

Ha Ne 01-15/123 o1 04.11.2005
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Nnn

Bama ccernka HND/RP ot 10 okT. 2005 T

Your reference HND/RP Oct. 10, 2005

IIpuMepbl 0DOPMIICHUS STUX PEKBU3UTOB B OJIaHKAaX:

Ilpumep 19

[e] T K P bl T [e] ] A K u n o] H E P H (o} E (o} B w E c ¢ B o]
SABON>XCKWMMW®m MOTOPHBDBI WM SABO[O
(OAO “3M3")
yn. Cosertckas,a. 1 “a” OKNO 05745130, OrPH 1025201677038 Tenekc: 151543 SNEG RU,
r. 3aBonxoe, WMHH/KNN 5248004137/525350001, OKOHX 14341, BUK 042202772 dakc: (83169) 33 287,

Huxeropopckas o6nacts, p/c 40702810700960000051 8 Mopoaeukom dunvane Appeca:

Poccus, 606522 3AO “HuxeropoanpomcTpoiibank” k/c 30101810200000000772 e-mail: zmz@zmz.nnov.ru
http://www.zmz.nnov.ru

UHOH . 5715 3%

Ha N? or

Ilpumep 20

CHEMICALS PVT. LTD.

l KUNDER

Kinny’s Corner, Borivili,
Mumbai-400103

India

Tel.: 91-22-2390

Fax: 91-22-2395 30 40

E-mail: kunderchem@vsnl.com

Web Site:www.pigmentgreen.com

29th January 2005

Our ref.: 1SA 400 / SEW/1
Your ref.: No. 28/25
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6 — pexBusut «O0pameHue»

CnoBa — oOpameHus pa3MeIaloTcs B Hauasle IrchbMa ciieBa. HazHaue-
Hue 0OpalleH I — YCTAaHOBUTh KOHTAKT C aipecaToM, IIPUBJIeYb €ro BHU-
MaHue. B KoMmMepueckux muchbMax UCIOIb3YIOTCS cienyroniue hopMyJbl
oOpalleHus.

B cTporo opunnaabHBIX TMChbMaX 00paIIaloTCs MO JOJIKHOCTH:
VYBazkaeMble TOCITOAA ATy TaThl!
VYBarkaeMbIii TOCTIOAUH MpeacenaTesnb!
VBaxxaemasi rocrnoxa MUHUCTD!

B nenoBoii mepenucke MMUPOKO UCMOJIb3yeTCsl odpalieHre mo dhaMu-
Juu (6€3 UMeHU, OTYECTBA U MHUIIMAJIOB):
YBaxaeMblii rocrioiiH MuUpoHOB!
VBaxaeMmasi rocrioxa JlaBeigoBa!

MeHee ouumMaabHBINA XapaKTep HOCUT oOpalleHue 10 UMEHU U OT-
YEeCTBY MJIM TOJIBKO IO UMEHU:
YBakaeMbiii Anekcanap IleTpoBuu!
VYBaxxaemas Anna CepreeBHa!
VYBaxxaembiii Bragumup!

Takoe oOpalieHre YMECTHO B MUChbMaX-MpUIJIALLIEHUSIX, B TUCbMaX-
MO3IpaBJEHUSIX, a TaAKKe B T€X cliydyasiX, KOrga aBTop MUCbMa M ajapecar
XOPOIIO 3HAKOMbI, UMEIOT TECHBIE 1€JI0BbI€ KOHTAKThI.

OOpailieHre TT0 UMEHU IMUPOKO MCIOJb3YETCS B COOOIICHUSIX K-
TPOHHOM MOYTHI MU MEXIY JTIOIbMU, UMEIOIIMMU ITOCTOSTHHBIE 1€JIOBbIE
OTHOIIICHU .

K oco60 BaxxHbIM niepcoHaM (VIP-tiepcoHam) ciaeayeT UCIOJb30BaTh
clienyrolire oopalieHus:

I'my6okoyBaxaemblit rocrionus IIpe3naeHT!
I'my6okoyBaxkaeMblit TocrioguH AdaHacheB!
I'myb6okoyBaxaemas rocioxa Onbpra MuxaiiyioHa!

[Ipu obpameHnn K TpyIIIe padOTHUKOB WA BCEMY KOJIJICKTUBY Opra-
HU3aINH UCITOJIb3YIOT OOpaIleHS:
YBaxkaeMsble rocrojal
T'ocnona!
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IIpu obpamieHun K JIUIIaM OAHOTO NMpodeCcCUOHAIBHOIO Kpyra IpH-
HSITO OOpallieHHe:
VYBaxaeMble KoJieru!

B Poccuu obpaliieHue He SBsieTcsl 00s13aTeIbHBIM 2JIEMEHTOM MUCH-
Ma U WUCIOJb3YEeTCd B TOM CJydae, €Cid HampaBJiseTcsi KOHKPETHOMY
JMOXKHOCTHOMY Juily. OOpalieHre MOXET OTCYTCTBOBATh B CJIYXKEOHBIX
MUCchbMax, B MUCbMax TUIIOBOTO COAEPKaHMSI, PACChLIAEMbIX HECKOJIBKUM
OpraHu3alusIM.

B nenoBoif mepenucke He MCIOJb3YIOTCS OOpallleHUs «I0POTroif...»
WJIN «I0pOTHeE...». OOpallleHUe «IOCHOAMH.../TOCIIOXaA...» XOTh U HE SIBJISI-
eTCs yCTaHOBJIEHHOI (DOPMOIi BEXKJIMBOTO O0OpallleHUsI, TEM He MeHee OHO
MOJIYYMJIO IIIMPOKOE PACIIPOCTPaHEHUE B ICIOBOM MEPEITUCKeE.

B aHmiuiickux nucbMax MPUHSTHI ciaeaylonue oOpaumeHus: Dear
Sir, Dear Sirs, Dear Madam (ecniu uMms anpecata HewsBecTHO), Dear
Sir/Madam (ecnu Heu3BecTeH 1moJ aapecara), Dear Mr. Brown, Dear Ms.
White (ecniu nMs u3BecTHO). B aMeprKaHCKOM aHTJIMIICKOM JOIMYCKaeTCs
o6pamenne Dear Gentlemen.

OOpaTuTe BHUMaHUWE, YTO B JEJIOBBIX MUCbMax aHTJMUICKOE CIOBO
«dear» COOTBETCTBYET PYCCKOMY «yBaxkKaeMEbIii/yBaxkaeMasi/yBaxKaeMbIe».

ITocne cioB-oOpaleHUit B aHIJTMCKOM Y aMEPUKAHCKOM BapuaHTax
CTaBSIT 3aISITYIO UM 3HAK MMPEITMHaHU s BOOOIIE OTCYTCTBYeT. B pycckom
BapHaHTe OOBIUHO CTaBSIT BOCKJIMIIATEIbHBIN 3HAK.

4 3a0anues

s~ 1. Coedunume obpawenue c yxasanuem, K Komy oHO OMHOCUMCA (MO~
Jcem Obimb HECKO0AbKO 8APUAHMOE OMEBEMO8).

1. YBaxkaemblii rocionyH A. IupexTopy KpynHOMH (pUPMBI

!
NpeACenaTCIIb: B. PyKOBOIUTEIIO aKLIMOHEPHOIO
2. YBaxkaeMblii roCTIOAUH 00I1IecTBa, B KOTOPOM €CTh COBET
Hukonaes! IUPEKTOPOB
3. ¥YBaxaemas rocrnoxa C. 3aBeayouieMy OTIEIOM
Jdmutpuena! B OpraHu3aluu
4. I'my6oKoyBakaeMbIii D. Bcemy KOJIIEKTUBY
rocnoguH l'ankuH! (upmbl/Opranuzanuu
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5. ’ny6okoyBaxkaemasi E. OTBeTCTBEHHOMY 3a IPUHSTHUE
Banentuna MBaHoBHa! pellleHU I B opraHu3alu/oTnesne
6. YBaxkaeMble Tocrona! F. Konnere uiu naptTHepy
7. Dear Sir G. KnueHTy/mapTHepy, ¢ KOTOPBIM
8. Dear Sir/Madam JIABHO YCTaHOBJICHBI IEJIOBBIE CBSI3U
9. Dear Sirs H. BceM paboTHMKaM oTaea
10. Dear Julian I. PykoBonuTeio oTaena uim rnoji-
pasmesieHus
J. CekpeTapio Gpupmbl, oOpraHusa-
187978
1— 2 — 3— 4 — 5—
6— 7 — 8 — 9— 10 —

s~ 2. Kaxoe o6pawenue evt evibepeme ¢ caedyrouux cayuanx?

1) Bel muirete nepBbiil pa3 B pOCCUMCKYI0 (pUpPMY, Tlie HE 3HAETe JIIOIEH.

2) Bol nuieTe MeHeakepy 3apy0exx Hoit (prupMbl IepBOE MUCHMO, YTO-
Obl YCTAHOBUTh KOHTAKT.

3) Bul nmuieTe MUCbMO-3aKa3 HayaJIbHUKY OTJIea 3apyoekHoit ¢pup-
MBI, UM KoToporo JIxxoH YuicoH (John Wilson).

4) Bwl mumeTe MuUCbhbMO-Xano0y HauyaJlbHUKY OTHAENa POCCUNCKON
(upmebl, Mg kotoporo Muxann MBaHoBuy JJaHUIIOB.

5) Bbl nuieTe nucbmMo 3apy0exk HOMY apTHEPY, C KOTOPBIM AAaBHO pa-
o6otaete, uMs kotoporo I'enpu UpsuHr (Henry Irving).

6) Bel nueTe 3apy06esk HOMY apTHEPY MUCHMO-TIPUIIALIEHUE Ha BbI-
CTaBKYy.

7) Bbl nuineTe poCCHMCKOMY HapTHEpPY IMCbMO-IpUINIAIEHME Ha
KOH(pepeHIInIO.
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7 — pekBu3ut «Tema u TeKCT nuCbMa»

Tema — 3aroJioBOK IuchbMa, OOBIYHO pa3MelaeTcs Iocje obpaiie-
HUSI Ha OTAEJIbHOM CTpOKe U BBoauUTCs cioBamu Kac. (kacareabHo) 1 Re
(refers). Ho B 601bIIMHCTBE aHTJIMICKUX MUCEM TeMa MUChMa u3JjiaraeTcs
B IIepBOM ab3alle TMchMa U 3aHUMAeET 1—2 CTPOKHU.

B 11e10M TEKCT MUCHbMa MOXKET COCTOSITh U3 CJIENYIOIINX YaCTE:

— BCTYIJICHUE;

— OCHOBHOE coIepKaHHME TeKcTa (IMogpOoOHOCTU, (PaKTHI, OIMHCAHHE
cUTyauuu, unudpsbl, 1aThl U T. 11.);

— 3akJtoyeHue (MpearojioXeHus, HaaeXIbl, TPOCbObI, MpeaJIokKe-
HUSI, IPEAYIPEXACHUS U T. 11.);

— 3aKJIOUUTENbHBIE 3TUKETHBIE (DOPMYJIbI (B 3aBUCUMOCTH OT J€JI0-
BbIX B3aMMOOTHOILIEHU T U MIPUHSTHIX B CTpaHe TPaaULIMA).

Bo BcTymienuu opMyaupyeTcs liejb IMUucbMa, IPUYMHBI €r0 HaIu-
caHus. B COOTBETCTBUU C IEJOBBIM 3THMKETOM BCTYILJICHHE MOXET CO-
JepKaTh CChUIKY Ha JOKYMEHT UJIM MUChMO, CBSI3aHHBIEC C TEMOI ITUChMa,
(pa3bl 61aromapHOCTH, COXKAJICHU S, TIO3IPABICHMS U APYTHUE, B 3aBUCH-
MOCTH OT CUTYall1H.

Hanpumep:

B orBeT Ha Batre mucbMo OT.... — In reply to your letter of....
MpbI panbl cood1uTh Bam, uTo... — We are pleased to say that...
M1 nuiieM BaM ¢ nensbio... — We are writing to you to....
Cnacu60 3a TMChbMO OT... — Thank you for your letter of...

OcHoBHOe coiepKaHie TEKCTa COCTOUT M3 OAHOTr0 UK 0oJjiee ad3alieB.
Kaxnast HoBass MbICIb JOJKHA HAaYMHAThCs ¢ HOBoro a63aua. IlepByio
CTPOKY KaxkJoro ab3aiia TeKCTa cjeayeT rnedyaraTb, OTCTYIIUB ISATh 3Ha-
KOB OT I'PaHMIIBI JICBOTO MOJIS (KpacHas CTpoKa). B aHTIniicKkux mucrMax
OTCTYH He 00sI3aTejieH, HO Torma MeXay adb3aliaMu HeoOXOAUMO CelaTh
JIIBOMWHOW MHTEPBAJ.

TexcT nevaraercs yepe3 1,5 MeXCTpoUHBIX MHTepBaa. Jlonyckaercs
rneyaTarb yepe3 OAMH CTPOUYHBI MHTEPBAJ TEKCTHI MUCEM, OoPOopMIisie-
MbIX Ha 071aHKax ¢opmaTa AS. Jles10BOe MUCHbMO HE AOJXKHO 3aHUMATh 60-
Jiee OJTHOM CTPaHUIIbI.

3akJjroueHue SBJISIETCS UTOTOBOM YaCThIO ITMCbMa, U €ro CoaepKaHue,
KakK IpaBuJIO, 3aBUCUT OT TOT'0, O UeM IIlJIa pedb B TucbMe. OOBIYHO B HEM
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BBIpakaeTcs HaAexXaa Ha COTPYIHUYECTBO, MPEATOXECHMS UIN ITPOCHOBI
MIPOBECTH IIEPETOBOPHI, IPEAOCTABUTh MH(POPMAIINIO, OTKA3 OT CIeaH-
HOTO IPEeAJIOXKCHUS U Ip.

Hanpumep:

HanomMunaem o HEOOXOOUMOCTH. ..
BbicbL1aeM 1J1s1 CBEIEHUS. ..

We wish to notify you that...
We are sending you...

Would you please send us....
We are interested in...

We would appreciate if you
could/would....

We are pleased to invite you to
take part in...

IIpocum npeaocTaBUTh
“HGbOpMalIHIO O...

IIpeanaraem NpuHSTH yUacTHe...

3akaounTeIbHbIE 3THKETHbIE ()OPMYJbI — YCTONUYMBBEIE B SI3bIKOBOM
OTHOIIIEHUU (pa3bl, BhIpaxKaloliyue Haaex bl Ha COTPYIHUYECTBO, CKO-
DB OTBET MJIM NIPEACTOSIIYIO BCTPEUy U Ip.

IlepBoie ppa3sl mociemHero ab3aia Bcerga CTaHAAPTHHI.

Hanpumep:

Hapneemcs Ha nanbHelilee
COTPYAHUYCCTBO.

We hope our cooperation will be
fruitful.

C HeTepneHHeM KIeM...

Ecnu BaM Hy>XHa JOMOJTHUTENbHAS
nHdopMalusl, odpalaiiTech K HaM
0e3 KoJiebaHWli/He CTECHSISCh.

We look forward to.../Looking
forward to...

Please, do not hesitate to
contact us if you need further
information.

K 3aknounTenbHbIM 3TUKETHBIM (l)pasaM B PYCCKOM IMUCbME€ OTHO-
CUTCA U (’ppasa C YBaXXK€HUEM, KOTOpasd redyaracTcsd 1moa TEKCTOM ITMCbMa 1

OTIESIETCS 3aMSITOM.

Hanpumep:

C yBaxkeHneM,

3aBcayromasa OTacJioM

JIMYHAadA nmoanumuch

O. M. UBaHoBa
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3akmounTtenbHas ¢paza «C yBaxXeHHEM» HCIOJb3YETCSI TOJIBKO B
TOM Cjly4ae, eCliM JeJI0BOe IMUChMO HAYMHAIOCh ¢ 0OpallleHUsT «YBaxa-
eMBblii...». Ppa3pl, UMEOIIME BKCIPECCUBHYIO OKpacKy (Hampumep: K
COXaJICHNIO, K CYaCThl0, MHOTOYBaXXaeMbIif TOCIIOOWH, ¢ HAVIYIITUMU
TOXeTaHUSIMU U IP.), HeXXeIaTeTbHO BKJIIOYATh B IEJIOBOE TMChMO. YKa-
3aHHbBIe 00paIleHNs U 3aKJII0UUTeNIbHas (hpa3a COCTaBIISTIOT TaK Ha3bIBa-
€MYI0 3TUKETHYIO paMKYy.

B aHIIMiICKOM SI3BIKE 3TUKETHAS paMKa OTJIWYaeTCs OT TOM, KOTopast
NpuHATa B Poccnu, u 3akirodnTeIbHasg (DopMyJia BEXXJIUBOCTH JOIKHA
COOTBETCTBOBaTh oOpaleHn0. CtaHnapTHas opMmyJsia MUIIETCS Ha OT-
JIEJIbHOM CTPOKE ITOCJIe TEKCTA C JICBOIl CTOPOHBI JIMCTA U OTACISICTCS 3a-
IISITOIA.

Hanpumep:

Yours faithfully: (eciiu B oOpaieHnu He OBLIIO yKa3aHO UM aJpecara, T. €.
nipu obpameHusix Dear Sir, Dear Sirs, Dear Sir/Madam,
Dear Madam, Dear Gentlemen).

Yours sincerely: (eciiu B oOpallieHrU OBLJIO YKa3aHO UM ajapecarta, T. €.
npu obpamieHusx Dear Mr. Wilson, Dear Ms. Bennett,
Dear Mathew).

4 3adanue6

o= 1. 3axonuume caedyrouwyro maobauuyy.

Oopamenne 3akmwounTtenabnas ¢ppasa

VYBazkaeMbIii TOCIIOANH JUPEKTOP!

Yours faithfully,

Dear Mr. Smith,

C yBaxeHUueM,

Dear Sir/Madam,

s~ 2. Pacnoaoxcume caedyrouyro ungopmauuro é npasuibHoM nopso-
Ke, Hanuwume o0pauienue u 3aKA0MUmMeIbHyro pasy 6 coomeenmcmeuu ¢
npunamoimu npagusamu. Ob6sacnume ceoil 6bl60p 0OpaueHul U 3aKAI0HU-
meabHbIX pas.
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a) OX11 7NN, Craddon & Sons Ltd, Oak St., Abington, 72, UK, Oxon.

b) The Sales Manager; Abode Collection Ltd, Oxford, Woodstock Rd.,
0X14 3JF, 15.

¢) l'octuawnma «Poccus», mom Ne 1, Mocksa, 112332, yi. BapBapka.

d) Toproserit otmen, 3aBon «CuHb Poccum», Poccust, ¢. I'kens, yi.
LentpanbpHast, MockoBckast 0071., moM Ne 87, 344112.

e) Mr. Michael Moon, Modern Plastics Ltd, Manchester, PR8 INW,
Middleton Rd., UK, 52.

3. B kaxom nucome oOpawenue moxcem ootmo Messrs.? Ilosacnume ceoii
ébLO0p.

8 — pexsusur «Iloanuce»

Ioanmuch B pycCKOM BapMaHTE IMChMa CTaBUTCS B IIPaBOM CTOPOHE
O61aHKa 2—4 MEXCTPOYHBIMU MHTEpBaJlaMM HUXE IOCJIeIHEH CTPOKH
TEeKCTa.

B cocraB moanucy BXOAUT JIMYHAS ITOAIIMCH U e¢ pacmudpoBKa, Co-
CTOSIIAas U3 Ha3BaHUS JOJIKHOCTU, MHUILINAJIOB U (DaMUJINU JIUIIA, TTOM-
MUCABIIETO JOKYMEHT, MJIM HAUMEHOBAaHNE OpraHN3allu-OTIIPABUTEIS.
DJIeMeHTHI MOAMUCH TTUITYTCS Ha OMHOU CTPOKE.

Ilpumep 20

I'enepanbHblit aupekTop 3A0 «<AK&M»  Jlapvxuna 3. 9. JlappkuHa

JvpekTop no npogaxam Tyeun A. K. Tyrun

B aHrImMiickuxX muchMax MOAIKMCH CTAaBUTCS B JIEBOM CTOPOHE OJaHKa
Y COCTOUT U3 UMEHU U (paMUTUU UL, TOATIUCABIIETO JOKYMEHT; HUXe
yKa3bIBaeTCs €Tro JOJKHOCTD, ITOA Ha3BaHHUEM IOJIXKHOCTU MOXET OBITh
yKa3aH agpec 2JIEKTPOHHOU MouThl. KaXXabIif 3IeMeHT MONTINCH TTUIIET-
csI Ha OTIOEJIBHOU CTPOKE 1 HE pa3deisaeTCs 3aIlSITHIMMU.

IIpumep 21

Danssaert

P. Danssaert
Sales Manager
E-mail: peterdanssaert@ipisresearch.be.
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Ecyiu mucbMo OT UMEHUM OpraHu3alvy NOATIUCHIBAET JIMLO, UMEIOLIEE
MpaBo IIPEICTABIATh GUPMY (IIPOKYPHUCT), TO Meped ero haMuaneii cTa-
BSTCS OYKBBI pp (OT JIATUHCKOI'O Pro procurationem — 1o I10BepeHHOCTH).

Ilpumep 22

p-p. David Hughes

Emily Brown
Managing Director

Takas moamnuce o03HavyaeT, YTO MMCHBMO OBIJIO HAITMCAaHO OT MMEHU
Omunu bpayH n nonnucaHo A3BuaoM XbIO30M B €€ OTCYTCTBUE.

9— PEKBU3HUT «OTMeTKa 0 HAJTUINH l'[pﬂJ'lO)Kel-[Plﬁ»

OTMeTKA 0 HAJTMYMHA NPHJIOKEHHIA K TEKCTY HOJIXHA COAepXKaTh Ha-
3BaHME IIPUJIAaTaeMBIX TOKYMEHTOB, ¢ YKa3aHUEM KOJIMUYECTBA JINCTOB U
BK3eMILISIPOB KaXAOTO M3 HUX. B aHTIMICKUX MMChMaX yKa3aHWe Ha
npuaoxeHue odbo3Hauvaetcsa cioBoM Enclosure unu coxpamenHo Enc.
niau Encl.

B cOpolItopoBaHHBIX MPUIOXKEHUSAX KOJUUECTBO JIMCTOB HE YKa3bl-
BaloT.

Ecnau x mucbMy npuiaraercs oOMH JOKYMEHT, YIIOMUHAeMBbIil B TeK-
CTe, TO B OTMETKE O IIPUJIOKEHUH eTO Ha3BaHUe He YKa3bIBaIoT.

B 3ToMm ciiydgae oTMeTKa O MPUIOXEHUN ODOPMIISIETCS CIASAYIONIUM
obpa3zom:

IIpunoxenne: Konus cuera Enc. Revised confirmation

IMpunoxeHnue: Ha JI.B 9Kk3. | Enclosures: 3

OTMeTKy O HaJIMYMU NMPUJIOKCHUA ICYaTaloT 2—4 MCEXKCTPOYHBIMU
WMHTEPpBAJlaMU1 HUXKE nocjeaHen CTPOKMU MOAIUCH.

10 — pekBu3uT «OTMETKA O HANIPABJIEHUH KOMMii»
OTMeTKa 0 HaNMpPaBJIeHUHU KONHii B IPYTHE apeca MPOCTABIISIETCH B Jie-

BOI yacTu 0JaHKa 2—4 MEXCTPOUHBIMM MHTEpBaJIaMU HUXKE TOCIeIHEN
CTPOKY TTOAITUCH UJIU OTMETKH O TIPUJIOXKECHUH.
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Ilpumep 23

cc. Mr. Piper

Marketing Department

11 — pekBusur «Buza»

Bu3bl pacronaraioTcs Ha TOCHENHEM JIMCTE KOMWU TMHUChMa, OCTa-
IollIelicsl B OpraHM3alliu, Ha HUXKHEM CBOOOmHOM Tosie. [1pu Bu3mpoBa-
HUWM IOITYCKAaEeTCs MPOCTAaBISITh HAMMEHOBAHUE TOJKHOCTY BU3UPYIOIIIE-
ro, paciuiupoBKY ero MOANNCH U IaTy.

Bce ocTanbHblie PEKBHU3UTBI KOMMEPUYECCKOI'0O IMrUcbMa IrnevyaTaroT 4€pe3
OIWH MEXCTPOUYHBIN MHTEPBAJ, HAYMHA OT JIEBOU TPaHULIBI TIJIOLIAIH,
OTBEAEHHOW /151 JAHHOTO PEKBU3UTA.

4 3adanue7

1. Coeaaiime 3cku3 6aanka (cm. cmp. 6) ceoeil uau bIMbLULIEHHOU Op2a-
HU3AYUU C 02PAHUMUMEALHBIMU OMMEMKAMU 045 PA3MeUeHUSL CAeOYIOULUX
PeKeu3uUmos:

— 3a20/1080K K meKcmy — TaKOTo peKBU3UTa B 00pa3siie 6;1aHKa Ha CTp. 6
HET, HO MOXHO CJIeJIaTb OTPaHUYUTEbHBIE OTMETKU IJISI 3TOTO PEKBU-
3UTa, TaK KaK €ro HaJIMune MO3BOJIUT COCTABUTENIO TTUChMA ITPABUITLHO
PaCIIOJIOKUTH 3aTOJIOBOK K TEKCTY. DTOT PeKBU3UT BCETNa MUIIETCS IO
pekBu3uTOM «CChlIKa Ha pEruCTPallMOHHBIN HOMEP U JaTy TOKYMEHTa»;

— adpecam;

— dama;

— ommemKa 00 UcnoaHeHuy 0OKYMeHmMa U HanpaseaeHuu e2o 8 0e0;

— ommemKa 0 nocmynaeHuu 00KyMeHma  0peaHu3ayur.

2. Jlobasome ommemku 045 Opyeux peKkeu3umos, Komopbvie cuumaeme
Heob6xX00uMblMU 0451 NUCeM, UCXOOAWUX U3 aulell Opeanu3ayul, U nPoKom-
Menmupylime ux.
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X

Tpe6oeaHus K mekcmy KoMmepyecKux nucem

1. ConepkaHune JOKYMEHTOB M3J1araeTcs IIOBECTBOBATEIbHBIMU IIPE/I-
JIOXXeHUSIMU. B nmestoBoit mepenucke ¢ ”HOGUPMaMK HEITOITYCTUMEBI BOC-
KJIMIIATeJIbHBIE Y BOIIPOCUTEIBbHBIC TTPEIJIOKEHUS C BhIPaXXCHUEM HUPO-
HUU, ITYTKA U IPYTUX SMOLIUIA.

I[TnceMO He MOJKHO OBITh aTrPECCUBHBIM, HO U M3JIUIITHUAE KOMILIM-
MEHTHI TaKKe HEXKeIaTeIbHBI.

2. Kaxxast HoBast MbIC/Ib B MUCbME HAUMHAETCS C HOBOM CTPOKM.
3. SI3bIK 1€JI0BOro MUCchMa I0JIKEH ObITh SCHBIM, KPaTKMM U ITPOCTBIM.

4. BecbMa HENPUATHOE BIIEYATIICHUE IIPOU3BOAAT MMChMa, B KOTOPBIX
comepxarcss GOpMBbI YIpo3bl, Hampumep: «llpu HeydossemeopeHuu npe-
MeH3Ull 8 YKA3aHHbLI CPOK HAMU OyOym NpUHAMbL Mepbl N0 PA3Peulenuio
cnopa 8 npuryoumenbHoM nopsoKe».

5. HeobOxoguMo cTpoOro IpHAepKUBATHCS IEJIOBOIO TOHA M BCerma
MIpPOSIBIISITH YBaXKeHUe K ajpecaty. st muceM, HallpaBJIEHHBIX B ampec
WHOCTPAaHHBIX KOPPECITOHAEHTOB, 00s3aTelbHa (hOpMYyJia BEXKJIMBOCTHU
(Hanpumep: «C ysaxncenuem» (Yours faithfully, Yours sincerely)), KoTopyto
TMOMEIIAIOT TIepel TMOAIMMChIo. B aHTIMIICKOM SI3BIKE CYIIECTBYET He-
CKOJIBKO 3aKJIIOUUTEIbHBIX (DOPMY BexXJIMBOCTU. OHM MUITYTCSI HA OT-
JIeJIbHOM CTPOKE Yepe3 2—4 MHTepBaJjia MocJe MocaeaHel CTPOKY IMTUChMa
C JIEBO#1 CTOPOHBI O1aHKa.

3akimouynTenbHas GopMysia BeXIUMBOCTU B aHIIMICKOM IMCHME CO-
OTBETCTBYET 0OpaIlleHNUIO U 3aBUCUT OT OTHOLLIEHUI MeXIy KOPPECIIOH-
JEHTaMH.
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Hanpumep:

Yours faithfully (Yours truly — ncrionp3yeTcs penko) — (eciiu B obparie-
HUM He YKa3aHo nMs agpecata — Dear Sir/Madam)

Yours sincerely (ecu B oOpaiieHnM ykazaHo uMs agpecata — Dear Mr.

White/Dear Ms. King)

Best regards (ecyiv 101 XOpOIIO 3HAKOMbBI MJIU XOTAT NOAYEPKHYTH
0oJiee TeNJIbIA U TUYHBII TOH MACHMA).

6. [Ipy HETOUHOM YITOTPEOJICHU N CJIOB HEPEIKO BOSHUKAET IBYCMBIC-
JeHHOCTb. Tak, HampuMep, cliefyeT pa3indaThb CI0Ba: peKaama U pekia-
mayus, npodaxca N 3anpodaxca, npuem U npUemMKa, KOMAHOUPOBAHHYLI 1
KOMAHOUPOBOUHIL VI T. .

7. He pekoMeHayeTCsl HAUMHATh M3JI0XKEHUE BHEIIHETOPTOBBIX TOKY-
MEHTOB CJIOBAaMHU 1 00OPOTAMMU: 88UAY M020, 8 C8A3U ¢ meM, 00800UM 00
Bawezo céedenus v T. ., KOTOpPbIe TPEOYIOT MIPUMEHEHU S IPUIATOYHBIX
MIPEIIOKEHU . DTO YCIOXHSIET CTUIIb MOCISAYIONMIEro N3JT0XEHUS TOKY-
MEHTa.

B aHrnuiickoM s13bIKe HeXelaTeJibHO HadyWHaTh MHUCHMO C (passl
«Further to your letter of...», Tak KakK 3Ta (ppa3a npearoJjaraet gajbHeliliee
obcyxaeHue Bonpoca. CtaHmapTHble pas3bl 4151 Hauyaa nucbma: Thank
you for your letter of..., In reply to your enquiry of..., With reference to your

enquiry of....

8. Bo MHOrux ciyxeOHBIX JOKyYMeHTaX (pUpM, OOBEAMHEHUI B TOM
WJIM MHOM CTelleHU 3aTparuBaeTcs IpaBoBasi CTOPOHa Bompoca. B Takux
clydasix MHOTA P UX COCTABJIEHUH 00pallaloTCs K IOMOILU I0PUCTOB.
IOpuauueckne GOPMYIUPOBKU OTIMYAIOTCS HEIPOTUBOPEUNBOCTHIO
CYXIEeHUH, TaKOHUIHOCTHIO U BMECTE C TeM IIPOCTOTOM. Tak, omHOI 13
SI3BIKOBBIX (DOPMYJT, UMEIOLINX TTYOOKU T IOpUANUECKUIA CMBIC], SIBJISIET-
cs yTBepXACHUE Yepe3 OTpUIIaHUE.

Hanpumep:
Munenewmope ne 6ospaxcaem...; Koaneeus ne omkaonsem...

9. HeoOXxonnMo yYUTBHIBaTh, YTO YAAYHO HaliIECHHOE BBOJIHOE CJIOBO,
yMeCTHOE 000C00JIeHre CHUMAIOT HAIIPSI)KEHHOCTh TOHA MU3JI0KCHMUSI.

Hanpumep:
[MpocuM penocTaBUTH MaTepual, no-gudumomy, MMeroruiics Ha Ba-
IeM MPEeANPUSITUH.
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Kak Bam yxce uzgecmto, Mbl OUCHb 3aMHTEPECOBAHBI B PACIINPEHUN
SKCHOPTHBIX ITOCTAaBOK HOBBIX CTAHKOB MapKHMU....

10. B nenoBoit MMCbMEHHOM pedr HE CIIEAYET YIIOTPEOISITh CJIoBa CTa-
POCTIaBSTHCKOTO TIPOUCXOXICHU ST, HATIPUMED: cell, HoceMy, K cemy, Haoae-
acum, npuodwUmMs, MarKoeoi, 0abvl v T. 11.

B aHTIMiickoM s3bIKe TIPUHSATO 3aMEHSTh IJIMHHBIE CJIoBa M (pasbl,
XapaKTepHble IJIs O(PUIIMAaBbHOTO CTUIISA, 60Jiee KOPOTKUMM, HAIIpUMED:
approximately — about (mpumMepHo), purchase — buy (mokymnartse), enclosed
herewith — enclosed (mpuaraercsi), in many instances — often (4acTo) u T. 1.

11. CoBepiieHHO HETOMYCTHMO ITPMMEHEHME B JIEJIOBOI MEpPEIucKe C
WHOGYPMaMU KapTOHHBIX CJIOB U BBIPaXXEHUH.

12. He ciegyeT B Cay:KeOHBIX JOKYMEHTaX 3JIOYIIOTPEOIATh ITpuMe-
HEHUEM MHOCTPAaHHBIX cI0B. EcTecTBeHHO, pedb MIET He 00 0TKa3e OT
MHOCTPaHHBIX CJIOB BOOOIE, 1a 3TO U HEBO3MOXHO BO BHEIIHETOPIOBOM
JesITEIbHOCTU, TTOCKOJIbKY MHOT'M€ MHOCTPaHHBIE CJI0BA MPOYHO BOULIU
B COCTaB BHEIIIHETOPTrOBOI TEPMUHOJOTUU, HATIPUMED: (hopc-maxicop, ak-
Kpedumue, unkacco, ppaxm, KOHOCameHm 1 1Ip.

KomMmepueckue nucbma, COCTaBJ€HHbIE C yYETOM BCeX TPEOOBaAHUM K
COIePXXKAaHUIO U CTUJIIO U3JIOKEHU ST, TIO3BOJISIIOT YCKOPUTH MOATOTOBKY U
MNPUHSTHE ONTUMAJILHOTO YIIPaBJICHUECKOr0 pelieHu s, a moaJac U yCKo-
PUTDH CPOKH BBITTOJHEHUST 00513aTEJILCTB UJIU MPEIOTBPAaTUTh Ha3peBalo-
U KOHPIUKT.

4 3a0anue 8

1. Ilepesedume caedyrougue hpasvt na pycckuii A3vlK.
1. Dear Sir/Madam,
2. Dear Ms. Jones,
3. Dear Brigitte,
4. With reference to your letter...
5. Thank you for your letter of...

6. Thanks for your letter of ...
7. 1 am writing to send you...

8. I shall be pleased to send you...
9. If you want, I can send you...
10. Can you...
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11. Could you...
12. I would be grateful if you could...
13. I am looking forward to receiving your catalogue...
14. Please, send your confirmation of...
15. Would you please confirm receipt of our...
16. We enclose...
17. Please, find enclosed...
18. Attached is...
19. Call me
20. Please, do not hesitate to contact us
21. Best regards

2. 3anuwmume ¢hpasot uz ynp. 1 6 mpu cmoabuka: daa ogpuyuaibHozo

nucoma, 045 menee oQQuUUAIbHO20 U HexceaameabHble hpa3vl 045 deao-

8blX nucem.
OdunuaabHbie HeiiTpaabhbie HexenareabHblie
ciaoBa u ¢pa3sl cjoBa u ¢pa3ssl cjaoBa u ¢pa3sl

3. IIpoumume evtoepxcku u3 nucem, npueedennvie HUX ce, U NOOHePKHU-

me ycmoiiuuente ghpa3zol, npunamoLe 8 0€408blX NUCOMAX.

1)

Dear Sirs,

With reference to your advertisement in “The Business Review"” we would like to
ask you to send us the catalogue of your products.

Should you need any additional information we shall be pleased to answer you.

Yours sincerely,
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2)

Dear Mr. Thompson,

We are pleased to have your enquiry, and we are enclosing the price list you
requested.

We look forward to the opportunity of being of service to you.

Yours sincerely,

Dear Ms. Tailor,

We are pleased to confirm the agreement reached at the recent negofiations
in Minsk, and look forward to a successful cooperation.

Please, send us your draft agreement.

Yours sincerely,

YBOXKAEMbIE AQMBbI M TOCMOAQ!
Cnacmbo 30 3aMHTEPECOBAHHOCTb B HALLEM MPOAYKLIMM U BbICBIAGEM BAM
MNepeyeHb HALLMX U3AEAMM C YKA3ZAHMEM LLEH M YCAOBMIM MX MOCTABKM.

HaaeeMcs HO COTPYAHMYECTBO.

C yBOXKEHMEM,
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5)

YBAXKAEMbIM TOCNOAMH Bacuabes!

bAaaroacpum Bac 3a mmcbmo ot 10 mapta, B KOTOpOM Bbl cnpalumsaeTte,
NMPEACTABAEHA AM HALLIG dompma B Poccum.

Mbl COXOAEEM, HTO HE MOXEM MPUHATL Balle npearoxeHune. Mbl Byaem
CAEAUTb 30  PO3BUTMEM  OKOHOMMHECKMX  OTHOLLIEHWMM  MEXAY  HALLMMM
CTPAHAMM.

Mbl HOAEEMCS, YTO Bbl MO3BOAMTE CBA3ATLCH C BaAMM CHOBQ.

C YBOXEHMEM,

YBOXKAeMas rocnoxa AaHMAOBQA!

CoranacHo Baluen npocbbe BbICHIAQID Bam npearoXeHue HA NepeBo3Ky
rpy30B.

C  MNOAPOBHOCTAMM  HALLUMX YCAOBMM Bbl  MOXeTe O3HOKOMMTbCS B
MPUAQTAEMOM CBOAKE TAPUADOB M YCAYT.

9 OXOTHO MPEeAOCTABAD Bam Goaee MOAPOGHYIO MHAOPMALMIO MO ITOMY
BOMPOCY MO TeAeOHy 112-23-34.

C yBOXKEHMEM,

4. Pacnoaoxcume caoea mak, 4moovt noay4uiuco gpasvt 045 0e406blx
nucem, u nepeeeoume ux Ha pyccKul A3vlK.

1) to contract your look draft We forward receiving

2) catalogue Will send please us you your

3) like We to would have about details
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4) will the Enclosed you listing latest find products

5) would grateful be if We could you us inform your visit about.

1) Please, find enclosed...
2) We look forward to...
3) I am writing...

4) We would be interested in
receiving...

5) Should you be interested...

a) ...doing business with your firm.
b) ...in taking the matter further.
¢) ...your order.

d) ...a copy of our brochure.

e) ...to enquire about the range

of your products.

5. Coedunume nauaao kaxcooii ppasot (1-5) c ee oxonuanuem (a—e).

1- 2— 3—

4- 5—

6. Coedunume neouuuaavnvte gpasvt (1-7) c ux opuyuasvnoimu k-

eueasenmamu (a—g).

1) If you need more information...
2) Best regards,

3) I'm sorry, but it is not possible...
4) Please, send us your samples.

5) Here is a copy of...

6) We will give you a 10% discount.
7) Just call the office.

a) Please, find enclosed a copy of...

b) We would be pleased to offer you
a 10% discount.

¢) I would be grateful if you could
send us some samples.

d) Yours faithfully/Yours sincerely.

e) Please, do not hesitate to contact
us.

f) I look forward to seeing you.

g) We regret to inform you that we
are unable to...
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Mpumepbi oghopmneHus u cocmaeneHus
KoMMepyecKux nucem

KomMMmepueckue niucbMa BXOAST B TPYITITY KOHTPAKTHBIX TOKYMEHTOB 1
HCIIOJIb3YIOTCS B OITEpALMAX 110 IOATOTOBKE U 3aKJIOUEHU IO CACIIOK.

IIpu moaTroTOBKE CHEIKM MOKYIIaTesb 00palliaeTcs K MpoJaBIy ¢ 3a-
IIPOCOM O TOBape Uiu yciayrax. [1o aToMmy 3anmpocy BO3HMKAET Mepernucka,
B XOJIe KOTOPOi1 MOKYyIaTeIb IIPUHUMAET UM He IPUHUMAET IIPEIJIOXKe-
HHUe, TOroBapuBaeTCcs 00 0COOBIX YCIOBUSIX, YTOUHEHUSIX I10 LIEHE COeI-
KM, CPOKaX IIOCTaBKU U T. 1. B pe3y/bTaTe 9TOi NepenucKku 3aKa04aeTcs
KOHTPAaKT.

Ecinu mpomaBel; HapyllaeT yCJIOBUSI KOHTPAaKTa, TO HAIIPABISIOTCS
KOMMepUecKre MUChMa B BUJE peKjiaMalluu W OTBeTa Ha TPETEeH3UIO.
B ciydae ecniv CTOpOHBI HE MPUAYT K COTJIAIIEHUIO, TIONAETCS] UCKOBOE
3asiBJIECHUE B apOUTpax.

KoMMepueckune mruchMa U UCKOBBIE JOKYMEHTHI MUMEIOT 0COObIE Ipa-
BMJIA COCTaBJICHUS U 0pOPMIICHMSI.

[Ipu cocTaBieHUU KOMMEPUYECKHX MUCEM CJICIYEeT IOMHUTD, YTO KOM-
MepuecKasl Iepernucka IeJuTcsl Ha TpY BUIA:

1. 3ampoc (odepra)/oTBeT HA 3ampoc (Ha oepTy — aKIEenT): MUCHhMO-
3aIpoc, IMChbMO-3aKas3, IMCbMO-IIPOCh0a, IUChbMO-YBEIOMJICHHE, TUChMO-
COO0ILIeHNE, TUChMO-U3BEIIeHUE, TUCHMO-TIPEAIOXEHNE U OTBEThI Ha 00-
paIIeHUsT — IMMCBMO-COTJIacHe, MIMChMO-0TKa3, TUChMO-TIOATBEPKACHHE.
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2. IIpobieMHble MACbMA: TMCHMO-XaJI00a, TMCbMO-TIPETEH3MU I, TTUChH-
MO 00 M3MEHEHMSIX B KOHTpPAaKTe, IMCbMO-HAIIOMHMHAHUE, MHUChMO-
TpeboBaHMEe, peKJIaMallMOHHOE TTMChMO, TIMChMa, CBSI3aHHBIC ¢ (DMHAH-
COBBIMU BOIIPOCAMU U T. 1.

3. Jipyrue mucbMa: MUCbMO-0J1arofapHOCTb, MUCbMO-TIO3APaBJICHUE,
MUChMO-TIpUTIIAIIIEHUE, TUChbMO-CO00JIE3HOBaHUE, TMChMa, CBSI3aHHBIE C
YCTPOICTBOM Ha paboTYy, IMYHBIE TUCbMA U T. 1.

* % %

1. 3ampoc (oepTa) — KOMMEPUYESCKUIT TOKYMEHT, NPEACTaBIISIOMINIA
co00if TUCHhMO, HaIlpaBJIsIeMOe IS TTONYyYeHUSI KaKMX-TM00 oDuIiaab-
HBIX CBEJICHU I MJIX TOKYMEHTOB, UJIM OOpallleHHe ITOKYIaTe sl K IpoaaB-
1y, UMIIOPTEPa K KCIIOPTEPY C IPOChOO0Ii AaTh TOAPOOHY 0 MH(GOPMALIUIO
o ToBape (ycayrax u T. I1.) U/WJIY HAIPaBUTh IPEAJIOKEeHNE Ha IIOCTABKY
TOBapa.

B 3ampoce ykasbiBaloTcs: HaUMEHOBaHHME ToBapa (MJIM YCIYT), €TO
Moenb, MapKa, IieHa, CPOKH IMTOCTABKH, YCIIOBHS TJIaTeXa M YCJIOBUS, Ha
KOTOPBIX UMITOPTEPY KeJaTeIbHO ITOJIYUYUTh ToBap. IJIsT KOMMepUIeCcKOTO
3aIpoca XxapakTepHO UCIOJIb30BaHUE CIEAYIONINX BhIPaXKeHU:

ITpocum Bac cooOLIUTH O BOBMOXKHOCTU MOCTaBKM. ..
ITpocum Bac cooGuuTh moagpodHy0 nHGOPMAIUIO O...

HpOCI/IM Bac cnenarb IPpEAIOKCHHME HA ITOCTABKY...

HI/ICLMO—BaHpOC MOKET COCTOATDb M3 IBYX JacTeu: B HepBOfI qacCTH CO-
JACPXKUTCA obocHOBaHUE 3alpoca, a BO BTOpOI7I qaCTHU — U3JIOKECHHNE CaMO-
ro 3amnpoca.

HI/ICI)MO-SaHPOC OOBIYHO MOATTMCHIBAETCS PYKOBOAUTCJIICM OpraHm3a-
O UJIX YIIOJTHOMOYCHHBIM Ha 9TO JOJ2KHOCTHBIM JIMIIOM.
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ITucemo-3anpoc (Request).
Ilpumep I:

Zdrl‘ii‘l Exporting Co. @

#19, 9th. 5t, A, Ghosir Ave., Tehron - lran B.I.D
Tel: 19821 - 871 3101, Fox. 871 4885 Group

Frail: infot@zartinco.com Web Site: www 2aininco com

a2

No. 82- 675
July 15, 2009

CHAMBER OF COMMERCE AND INDUSTRY
Of the Russian Federation

llyinka St. 6

MOSCOW

RUSSIA

103684

Dear Sir,

We have pleasure to introduce ourselves to your company as a
leading export company which has built a strong reputation as a
reliable producer of edible oils, tomato paste, all kinds of dried fruit
and texturised soya protein.

We would like to request you to send us the list of addresses and fax
numbers of reliable state or private organizations engaged or
interested in importing the above mentioned products.

We hope for your kind assistance.
Yours faithfully,
A.A. Ebrahimpour

/ “\
W v U

Export Director
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Ny & Y —4
LQITIN exporting Co.
#19, 9th. St , A, Ghasir Ave., Tehran - Iran B.I.D.
Tel: 49871 - 871 3101 ; Fox. 871 4885 Group
Frnail- infot@zarrineg.com Web Sife www 10t1inco com
"
Ne: 82- 675

15 ntoaq 2009 r.
TOProBoO-NPOMBbILLAEHHAS NAAQTO PP
YA. IABMHKQ, 6
Mocksa, Poccus, 103684

Poccua 19/573
03.07.2009

Paspelumte NpeACTaBUTb BAM HALLY KOMMAHMIO, KOTOPAS SIBASETCS
BEAYLLIMM  BKCMOPTEPOM UM UMMEET  PENYTALMIO  HAAEXHOro
MPOU3BOAMUTEAS MULLLEBBIX PACTUTEABHBIX MACEA, TOMOTHOM MACTbI, BCEX
BMAOB CYXOJOPYKTOB M COEBOTO MPOTEUHA.

Mpocrm Bac NpeAOoCTOBMTb HOM HO3BAHMS, QAPECA M HOMEPA
dOAKCOB KAK FTOCYAQPCTBEHHBIX, TAK M YOACTHbIX OUPM, 3AHUMAIOLLIMXCS
MMIMOPTOM  MAM  3CAMHTEPECOBAHHLIX B MMMOPTE  BbILLEYMOMAHYTbIX
MPOAYKTOB.
3apaHee BAAroAapPHbl BOM 30 MOMOLLLB.

C yBOXEHMEM,
A.A. NBparumnyp

v

Gt — ol —
7
AUPEKTOP OTAEAQ DKCMOPTA

(B13a O TOM, 4TO OTBET ACH 02.09.09)
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ITucbemo-3anpoc (Request).

OT: Onsrv Wkaigep
Otaen chaBmenusn
Ten.: 0048 - (0)202/4045-151
thaxc: 0049 - (0)202/4045-219,

- 148
e-meil  olga_schneider@front.ru

Datum: 29,08.03

LLeHTP AEAOBOM MHADOPMALLMM

TOProBO-NMPOMBILLUAEHHOM NAAQTbLI PP

YA. IABMHKQ, 6

Mocksa

Poccus

103268

15 anpeas 2010 .
3ANPOC
Kac. oka3aHusi MHAOOPMALMOHHOM MOMOLLLM O MPOOU3BOAUTEANX
CTOAAPHbIX U3AEAMIM 13 ByKa
YBOXKAEMbIM rocnoalH MBaHOB!

B HacTOfLLEE BpeMA HALLA doUPMA, KPYMHBIM HEMELLKMIA
MPOM3BOAUNTEADL BbICOKOKOAYECTBEHHbIX OTBEPTOK M MPOYMX MHCTPYMEHTOB,
muet B cTpaHax CHIT HOBbIX MOCTABLLMKOB CAEAYIOLLMX TOBAPOB:
ToBapesl: DYKOATKM MOAOTKOB, PYYKM OTBEPTOK M AD.

MoOBEpPXHOCTb: AQKMPOBAHHAS
Martepuaa:  Byk

Mpocrm Bac Nnomoub HOM B YCTAHOBAEHMM KOHTAKTOB C COMPMAMM
BavLuero perMoHa, 3aHMMAOLLMMMUCS AEPEBOODPABOTKOM, O TOYHEE,
CTOAPHBIMM U3AEAMIMM 13 BYKA U APYTUX LLEHHbBIX MOPOA.

MpocKnm HaNPaBKUTL BALL OTBET HO AAPEC OTAEAQ CHABXEHMS
OUPMbI C MOMETKOM «AAT OAbTH LLIHaMAE Y.

Tea.: 0049 202/4056-151; dpbakc: 0049 202 / 4055-219
E-mail: olga_schneider@front.ru
3apaHee BAAroAQpPHbl M HOAEEMCS Ha BaLL cKopbin OTBET.

Bepa Bepk XepmaH BepHep I'mbx & Ko.

Oabra WHanaep
OTAEA CHODXEHMS
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#Wera

Ot Onerv LWkaiaep
O-r,nen cnasmewn
(0)202/4045-151
mix:. 0049 rmzozuum.mu
48
e-mail olga_schnexde;@frmt.m

Datum: 29.08.03

Business Information Centre
Chamber of Commerce and
Industry of the Russian Federation
llyinka St. 6

MOSCOW, Russia

103268

April 15,2010

REQUEST
Re: information assistance on wooden products (beech)

Dear Mr. Ivanov,

Our company, a leading producer of high quality screwdrivers and
other kinds of tools, is looking for new suppliers of the following goods
from CIS countries:

Goods:  tool handles (for hammers, screwdrivers, etc)
Surface: lacquered
Material: beech

We kindly ask you to help us find suppliers in your country dealing in
wood processing, especially in producing goods from beech and other
rare kinds of wood.

We look forward to receiving your answer. Our address is Supplying
Department for Olga Schneider.

Tel.: 0049 202/4056-151; fax: 0049 202 / 4055-219
E-mail: olga_schneider@front.ru
Thank you in advance. Hope to hear from you soon.

WERA WERK Hermann Werner GmbH & Co.

rﬂé//wv
A
Olga Schneider
Supplying Department
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ITucbemo-otBet Ha 3anpoc. Ilpennoxenune (Offer).

Ha nucpMo-3anpoc HeE06X0AMMO OTIIPABIASTh MUCHbMO-0TBET. OTBET
Ha 3a1poc opopMIIsIeTcss KaKk KOMMepUYeCcKoe ITMCbMO, B KOTOPOM IIOM-
TBepXKIaeTcs IMOTydeHHe 3aIIpoca M coo0IIaeTcsa MHTepecytomas nHdop-
Manusa. OTBETOM Ha 3aIIpOC MOXKET OBITh U KOMMEPUEeCKOe TPeaIOKeHIE
(odeprta).

WAH DOU MANUFACTURING (HK) COMPANY

EHRRAKEESD LA

Suite 1801, Tower 5, China Hong Kong City. 33 Canton Road, Tsim Sha Tsui, Kowloon, Hong Kong cmail : enquiry@wahdou comhk

FHAAMRDPEARRE VT EHREE B IB0UE TEL.: 2352 1010 FAX - 23521322
May 20, 2010

SEGRIS

Transportnaya St., 3

Odintsovo

Moscow Region

Russia

143000

Dear Mr. Matveyey,

In reply to your request for the information on our products on May
17 we enclose a copy of the Catalogue -2010. You will find an
order form to assist you in placing the order for items which may be
interesting for you.

Sincerely yours,
Chu Shan
Chu Shan (Mr)
Sales Manager
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WAH DOU MANUFACTURING (HK) COMPANY

ERAHAKBREB LA

Suite 1801, Tower S, China Hong Kong City. 33 Canton Road, Tsim Sha Tsui, Kowloon, Hong Kong email : enquiry@wahdou.com.hk

FEARMXDEARREDL P EERERBIBUE TEL.: 2352 1010 FAX.: 23521322
20 maq 2010 .

CErPHUC

yA. TopaHcnopTHAOY, 3
r. OAMHLOBO
Mockosckas OBA.
Poccus

143000

YBOXKAEMBIM rocroamH MaTeees!

B otBET HO BALL 3aMPOC O NPEAOCTABAEHMM MHAPOPMALMU O HALLIEN
MPOAYKLMKM OT 17 Mas Mbl BbICbiAdem Bam Haw Kataaor — 2010. Takxke
BbICbIAOEM BOM BAQHK 30KA3A, 4TOBLI OBAETYUTL PAIMELLLEHME 3AKA3A
HO M3AEAMS, KOTOPbIE BAC 3aMHTEPECOBAAM.

C yBOXEHMEM,

Chuw Shaw

Yy LWaHb
MeHeaXxep No NPOACKAM
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ITucemo-npuriamenue (Invitation).

[MucbMo-TipUTIalIIEeHNE TUTITYT 110 OTIPeaeICHHBIM TIpaBUJIaM, B 3aBU-
CHMOCTH OT TOTO, TI0 KaKOMY TTOBOY OHO HamucaHo. Eciu nmpuriamarmoT
Ha MeperoBOPHI WJIH JJIsl 03HAKOMJIEHU S TTapTHepa ¢ paboToii (pupMbl, TO
CTHJIb TAKOTO MPUTIAIIEHWS HE CTOJIb ODUITNaTbHBI.

Ipumep 1I:

September 20, 2010
Dear Mr. Rogers,

We have the pleasure to invite you to visit our Company to discuss our further
cooperation.

We suggest that the meeting should be held in Moscow on October 1, 2010.
Please, let us know if this time is convenient for you.

We hope to welcome you at our company soon.
Looking forward to hearing from you.

Yours sincerely,

Viadimir Medvedev
Vladimir Medvedev
General Manager

HpaBMna JCJIOBOIO 3TUKETA Tpe6y10T 00s13aTeIbHOTO OTBETA Ha IIpu-
raameHue. Bel JOIKHBI HO6J'IaI‘O,£[apI/ITL 3a nMpurjaameHmne, HE3aBUCUMO
OT TOT'O, MPUHUMACTC BbI €I'0O UJIN HET.
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Ilpumep 2 :

Omeem Ha npueaauierHue — npueiaulenue npuHumaemcs.

September 22, 2010
Dear Mr. Medvedey,

| confirm receipt of your letter of September 20 and | am pleased to accept
your invitation to visit your company in Moscow.

The time of the visit is convenient for me. | will advise you on the details of my
arrival as soon as | arrange visa and flight ticket.

Looking forward to seeing you soon.
Yours sincerely,
Bl Rogers

Bill Rogers
Manager

B ciyyae ecnu mpuriaiieHue He IPUHUMAaETCs, TO HalpaBJseTcs
MMYMChbMO-U3BUHEHME C OOBSICHEHUEM TIPUYMHBI, TOUeMY IIpUTJIAIlIeHUE He
MIPUHSITO.
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Ilpumep 3:

Omeem-omka3 Ha npueaauieHue

September 22, 2010
Dear Mr. Medvedeyv,
We thank you for your invitation of September 20.
Unfortunately Mr. Rogers is unable to visit your company owing to the previous
engagement. We would appreciate if you could postpone the meeting fill the
end of October.
Hope this time is convenient for you.
Yours sincerely,
Anna Clyde

Anna Clyde
P.A.

IInceMa-nipurialeHnss MOTYT HOCUTH OoJiee oULIMaTIbHBINA Xapak-
tep. HanpuMep, ecim Kosjiery rmpuriamnialoT Ha TaKWe KPYIHbBIE MEPO-
MPUATHS, KaK MEXIYHapOAHble KOH(MEPEHIINN, BBICTABKH, SIPMapKH,
npueMbl. OdunmaabHble TPUTITALIeHNs pacCchlIaloTcd Ha OJlaHKaX UK
CIeLAaNbHBIX TPHUIVIACUTEIBHBIX KapTOYKaX, OTIEYaTaHHEBIX THIIO-
rpadpckum crnocodboM. OduiiranibHOe NMpUraalleHue HanpaBasieTcs 3a-
paHee, He TIO3IHEE YeM 3a IBe WJIW TPU HeACIH 10 Hadala MepOTIpUSITHUSI.
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Ilpumep 4 :

Ogpuyuanvroe npuerauieHue

¥

PRESIDENT

CHAMBER of COMMERCE & INDUSTRY
of the RUSSIAN FEDERATION
Ne

199 y.

6 ILYINKA sir., MOSCOW, 103684, RUSSIA, cable address: MOSCOW TORGPROMPALATA,
telex: 411126 TPP SU, telefax: (095) 929-03-75, phone: (095) 929-00-01

Thursday, June 9, 2009
To: Ms. Susan Jones
Re: Practical Masterclasses on Incoterms 2000.

Dear Ms. Jones,

Chamber of Commerce is pleased to invite you to take part in “Practical
Masterclasses on Incoterms”, on September 25, 2009 in Moscow.

This event will give you a unique opportunity to understand more clearly the
issues involved in interpreting and applying the 13 Incoterms.

The Masterclasses will be lead by experts with a long experience in advising
on matters of infernational frade and particularly on Incoterms.

Please do not hesitate to contact us if you have any queries.

Yours sincerely,

pp. Lrina Ivanova
Viadimir Gusev

Head of Training Department
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Y
¥

B

PRESIDENT

CHAMBER of COMMERCE & INDUSTRY
of the RUSSIAN FEDERATION

Ne

199 .

6 ILYINKA sir., MOSCOW, 103634, RUSSIA, cable address: MOSCOW TORGPROMPALATA,
telex: 411126 TPP SU, telofax: (095) 929-03-75, phone: (095) 929-00-01

9 mioHs 2009 roaa
Komy: rocrnoxe Cbto3aH AXOYH3
Kac.: cemunHap no rteme «MHkotepms — 2000».

YBOXKAEMAS TOCNOXA AXKOYH3!
Toproeas NaAaTa PP npuraaiaet Bac npumHATb y4actme B CEMUMHAPE MO
Teme «HkoTepms — 2000n, KOTopbIM cocTomMTCs 25 ceHTabps 2009 roaa B
Mockse.

Y4aCTHE B STOM MEPOMNPUATUM MPEAOCTABUT BAM YHUKAABHYIO
BO3MOXXHOCTb NMOHATb U MPOUMMEHATb HA NPAKTUKE 13 MyHKTOB MIHKOTEPM3.

B cemumHape NnprmyT y4acTme orbiTHbIE CNELMAANCTBI B 0BAQCTH BHELLHEM
TOPrOBAM U, B YHOCTHOCTU, MO NMPUMEHEHMIO NPABUA MHKOTEPM3.

ECAM y BAC BO3HMKHYT BOMPOCHI, HE CTECHIMTECH OBPATUTLCH K HOM.

C yBOXEHMEM, pp UpuHa UsaHoBa
HO4YOABHUK OTAEAQ MOAFOTOBKM CNELMAAUCTOB BAaaammump Nyces
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Ilpumep 5:
Ilpuenawenue (Invitation) (2).

Adam Smith
INSTITUTE
Mr Djominovs
Director
EURO AUTO LTD
12 Raudas lela
Riga LV-1002 LATVIA
4 March, 2000

Our Ref.: YZ219/582090

Dear Mr Djominovs

International Conference: Trading Opportunities in the Baltic Sea Region: Radisson SAS
Royal Hotel, Copenhagen, 24/25th April 2000

As a senior member of the international trading community you will be aware that the
Baltic Sea Region has a long history of free and intensive trade, supported for centuries
by the Hansa, the league that represented the trading communities of the Region.
These historic frading patterns were disrupted by Russia and Eastern Europe, but are
now re-establishing themselves, creating a highly promising environment for business
and tfrade.

Due to the speed and complexity of the transition that is taking place, exciting new
possibilities on the one hand are matched by pitfalls and problems on the other. The
Adam Smith Institute is responding to the high degree of interest in the Region as a
frading destination and transit corridor by convening this important conference, which
will identify frading opportunities.

We are pleased to announce that during the last few weeks Mr Andres Lipstok, Minister
of Economic Affairs for Estonia, has agreed to join the panel of high-level government
representatives from countries and regions adjacent to the Baltic Sea. Other panel
members include Mr Friis Arne Petersen, Under-Secretary, Ministry of Foreign Affairs,
Denmark, Mr Jerzy Kaminski, Deputy Minister of Foreign Economic Relations for Poland,
Mr Algirdas Sakalys, Deputy Minister of Transport for Lithuania.

The conference programme includes frequent panel sessions and social events,
allowing you a unique opportunity to meet in person with key policy-makers, market
leaders from the area, and potential trading partners. | enclose a brochure with full
details of the updated programme and a registration form, and look forward to
receiving your booking.

Yours sincerely

Evar Bwrnett

Eva Burnett
Conference Organiser

P.S. There will be a small exhibition alongside the conference, but space is limited, for
further information about stands please telephone Nick West on 44171-490 3774 now.

CONFERENCE DIVISION: 11-13 CHARTERHOUSE BUILDINGS, LONDON, ECTM 7AN,
ENGLAND TEL:+44 (0) 171 490 3774 » FAX:+44 (0) 171 490 8932 * E MAIL:
100451.3122@compuserve.com
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Adam Smith
INSTITUTE
focnoamHy H. AemmHosy
Anpextopy EURO AUTO LTD
yA. Payaac, 12
r. Pura LV-1002
AQTBMS
4 mapta 2000.
Our Ref : Y7219/582090

YBQXXAEMBIM TOCNOANH AeMMHOB!
Kac.: MexXAYHAPOAHAsS KOHODEPEHLIMSA: BONPOChI OPIAHW3ALLMM TOPIOBAM B CTRAHAX
Baatuimckoro permoHa; roctvHmiua Radisson SAS Royal Hotel, KoneHrareH, 24-25 anpeas
2000 r.

Tak KAk Bbl 4BASETECE YAEHOM MEXAYHAPOAHOIO TOProBOro Colo3a, Bam xopoLuo
M3BECTHO, YTO PErMOH BAATUIMCKIMX CTPAH BCETAQ ABAAACH 30HOM AKTMBHOM M CBOBOAHOM
MEXAYHOPOAHOM TOPTOBAM, B KOTOPOM B TEYEHUE AOATOTO BDEMEHU MPUHUMOAAC
OKTMBHOE y4aCThe «[aH3a», COOBLLLECTBO, OObEAMHSIOLLLEE TOPTOBbIE OPTAHU3ALLMM
peroHa. Ho CyLLLeCTBOBOBLLME TOPIOBblE CBA3M OblAM HOPYLLIEHbI POCCHeN 1 BocTo4HOM
EBpono. B HacTosLL.ee BpeMs TOProBAs BO3OOHOBAIETCS B STOM PEMMOHE U MMeeT
XOPOLLUME NEPCNEKTUBbI AAS AQABHEWNLLIETO PA3BUTUS AEAOBBIX OTHOLLIEHWI MEXAY
CTPAHAMM BAATUMCKOrO permMoHda.

CTpPEMUTEABHOE U MHOTOCTOPOHHEE PA3BMTUE AQHHOTO PErMOHA, C OAHOM CTOPOHbI,
CO3AQET HOBBIE BO3MOXHOCTU AA AEAOBbIX OTHOLLIEHWI, HO, C APYTOM CTOPOHbI, MPUBOAMT
K BO3HUKHOBEHMIO MPOBAEM U TPYAHOCTEN. MHCTUTYT AAOMa CMUTA NPOSBASET OOABLLIYIO
30MHTEPECOBAHHOCTb K AOHHOMY PETMOHY KK BAQronpUITHON TOProBOM 30HE M
TPAH3UTHOMY KOPUMAOPY M B CBA3M C STUM OPraHU3YET 3TY BAXKHYIO KOHJDEPEHLMIO,
KOTOP A AOAXKHO OMPEAEAMTb BO3MOXHOCTU TOPTOBAM B PETMOHE BAATUMCKMX CTPAH.

Mbl C YAOBOALCTBUEM COOBLLLAEM BaM, YTO I-H AHAPEC AUNCTOK, MUHUCTP SKOHOMMKM
SCTOHWUM, COTAQCUACSH MPUHSATE Y4ACTME B PADOTE NMPEACTABUTEAEN NMPABUTEABCTB
BAATUMCKMX CTPAH. B KOHdbepeHUMM TakKe BYAYT y4aCTBOBATH I-H Ppuc ApHe MNeTepCcoHn,
MOMOLLIHMK CEKPEeTaps MMHUCTEPCTBA MHOCTPAHHbIX AEA ACHMM, I-H AABTMPAAC COKAAD,
30MECTUTEAb MMHUCTPA TPAHCNOPTA AUTBbI.

Mporpamma KOHAPEPEHLMM NPEAYCMATPUBAET OOCYXXAEHME BOMPOCOB 3C KPYTAbIM
CTOAOM, O TAKXXE MHOTOYUCAEHHbIE OBLLLECTBEHHbIE MEPOMPUATUS, KOTOPbIE MPEAOCTABAT
BAM YHUKOABHYIO BO3MOXXHOCTb BCTPETUTECH C AIOABMM, OMPEAEAIIOLLIUMM MOAUTUKY
AEAOBbIX OTHOLLIEHMIM B AGHHOM PETMOHE, TAOBAMM AUAMPYIOLLIMX COMPM PETMOHA U
NMOTEHLMAABHBIMM MAPTHEPAMM.

Aaaee npuaaraetcs 6poLLopa , B KOTOPOM Bbl HOMAETE NOAPOBHYIO NPOrPAMMY
KOHdpepeHLLMM, BAQHK PETUCTPALMM YHACTHUKA.

Haaeemcs, 410 Bbl npymeTte ydacTme B KOHADEPEHLLUM.

C yBOXKEHMEM, Evaw Burnett Eva Burnett

nasa 4

OpraHmn3aTop KoHdbepeHLLMm
P.S. Bo Bpems KOHdDEPEHLLMM ByAET MPOBOAMTLCS BbICTABKA. ECAM BOM HEOOXOAMM CTEHA,
NPOCKM 3aKA3ATb 3APAHEE, TAK KOK MECTO OFPAHNYEHO. AOMOAHUTEABHYIO MHADOPMALLMIO
O BbICTABKE MOXHO MOAYYMTb Y HUKO BecTa no TeaedoHy 44171-490 3774 (Cpo4HO).

CONFERENCE DIVISION: 11-13 CHARTERHOUSE BUILDINGS, LONDON, ECTM 7AN, ENGLAND
TEL:+44 (0) 171 490 3774 * FAX:+44 (0) 171 490 8932 « E MAIL: 100451.3122@compuserve.com
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Ilpumep 6

Hpueﬂameﬂue Ha Kapmouke.

Ms. Irina Belova
The President of British Council in Moscow
Requests the pleasure of your company at a Reception
to be held at the British Council, 1 Nikoloyamskaya St., Moscow,

at 6 p.m. on Friday, September 10

Evening Dress R.S.V.P.

B nmeBoM HuXHeM yriny ykKaszaHa ¢dopMma ONeXIbl sl TOCTEU
(Evening Dress — BeuepHee IiaThe). B mpaBoM HUXHEM yI1y COKpa-
menue R.S. V. P. (¢p. Respondez s’il vous plait. — Reply, if you please. —
ITpocuM OTBETUTH).

OTBeT Ha Takoe MpUIJIALIEHUE TOJXEH ObITh TAKUM Xe O(puIIraIb-
HBIM: OH COCTaBJISIETCS OT TPETHETO JIM1Ia, B HEM HET 00pallleH s, 3aKI10-
YUTENbHOW (DOPMYITBI BEXXJIUBOCTU U MOJIUCH.

Ilpumep 64
[IpurnaiieHue NpuHSTO.

Ms. Irina Belova thanks the President of the British Council in Moscow for their
kind invitation to a Reception to be held at the British Council, 1 Nikoloyams-
kaya St., Moscow, at 6 p.m. on Friday, September 10, which she has much
pleasure in accepting.

IIpumep 65
[purnaireHne OTKJIOHEHO.

Ms. Irina Belova thanks the President of the British Council in Moscow for their
kind invitation to a Reception to be held at the British Council, 1 Nikolo
yamskaya St., Moscow, at 6 p.m. on Friday, September 10, but regrets that she
cannot accept it owing to a previous engagement on that evening.
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4 3a0anue9

1. Ilpouumaiime npumepot KomMMmepuecKux nucem u nOO4epKHUMe 6 HuUX

evIpaNceHus, XapaKmepuoie 045 0e406020 06ueHU L.

2. Hcnpasvme caedyrowue nucoma: npogepbme pacnoaodceHue pexeu-

3UMmMO6 U npacuaAbHOCHb UX HANUCAHUA. Bce au neooxooumote peKeuzumol
GK.AI0YEHbL 6 ImuU nucema?

1)

BaneHry

YBAXKAeMble rocnoaa,

Hala KOMNAHKWS BbIMYCKAET TPUKOTAXKHbIE M3AEAMS YKE 10 AET U SBASETCA
MOCTABLLMKOM DTUX U3AEAMM B PA3HBIE CTPAHbI. Mbl TAKXKE OCYLLLIECTBASEM
NepPEeBO3KY HALLIMX TOBAPOB MO CTpaHam CHT.

ECAM XOTUTE, Mbl BBILLAEM BAM KATAAOT HOLLMX U3AEAMM.
Xaem oTtseta.
C yBOXKEHUEM,

Ha4aAbHKMK OTAEAQ COBITO

1122345 Mocksa, TpaHcnopTHas yA. 10
TeA.: (495) 656-1379
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2)

Irson

Group inc.

Scotland
67 Main St. Aberdeen S15 JK 3

Telephone: 44+ (0) 1722659424
The 10th of february 2006 year.

Dear Mr,

Please send me the following informations about equipment:
Printers

Copying machines

Telephone-fax machines.

Best regards,
SWalker

Sara Walker.
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s= 3. Bcmaevme nedocmaroujue ghpasvt u3 pamouex é caedyroujue nucomd.

1)
demand, faithfully, have heard, looking forward,
catalogue, producing, send, export, prices
Dear Sirs,

............................ from the British Embassy in Moscow that you are
for export hand-made shoes in natural materials.

............. in Russia for high-quality goods of this type.

............. us your (§) ....cceeevvvveenneeen.... and full details of
YOUF (6) teniieiieiieiieee e
WE Are (7) veeeeeeieiiieeiie e to hearing from you.
YOUIS (8)eviiniineiieiieieiiaennnn,
Suwvorov

Mikhail Suvorov
Managing Director
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2)
pleased, enclosing, Dear, sincerely, catalogue,
terms of sale, required, opportunity of doing business

........................ to have your (3) .......cceevneneenen, and are (4)
............................... the price list and catalogue of our goods you (5)
tfogether with our (8) ...oovviviiiiiiiiiiieie,

We look forward fo the (7) ..eveeveiiiiiiie e with you.

YOurs (8) cevveevneiineiineinnns,

RobFielding

Robert Fielding
Export Sales Manager

Enclosure

4. Cocmagvme nucobmo-3anpoc HA AH2AULICKOM A3bIKe, UCHOAB3YA CAe-
odyrowyro ungopmauuro.

To the Edison Cycle Company, the USA, Detroit: Your new sports
models seen at Moscow Motorshow — 2005. Request details of the models,
catalogue, and price list, etc.

5. Cocmaebvme nucomo-npocv0y Ha pyccKkom s3viKe, UCNOAb3Ys CAedYio-
wyto ungpopmayuro. Ilepeeedume nucomo Ha aH2AUTCKUT A3BIK.

T'opbkoBckUMit aBTOMOOMIBHBINM 3aBoa, T. Huxxnuit Hosropon: O6pa-
maeMmcsa K Bam ¢ mpocp00ii...; 3amacHbIe AeTalIn IJIsT aBToMoouieit «[a-
3eJIb»; TIEPeUCHb ACTaJCil; 1IeHa, YCIOBUS IIOCTAaBKH M CPOKH; B CBSI3U C
T€M, 4TO...;
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6. Hanuwume omeemot om auua oupexmopa eéauieii opeaHu3auuu Ha
npueaawernus 4 u 5 (cmp. 51-54): 00un omeem — npunamo npuziauienue,
6mopoii omeem — OMKAOHUMb NPpU2iaUleHUe, UCNOAb3Y CAedyIoule 6bIpa-
HceHus:

... (name of your director) thanks the... (name of the person who invites) for
their kind invitation to... (event) to be held at... (address), at... (time and date)
which he/she has much pleasure in accepting.

Or: ... but regrets that he/she is unable to accept their invitation owing to
a prior engagement on that day/evening...

... (ums npuenawennoeo) 0IaromapuT (UM, KMo npueaacui)... 3a IIpH-
MIalleHue... (1o nosody ueeo, Kyoa, K02da)..., U C yOIOBOJBCTBUEM,/C CO-
KajJeHHeM COOOIIAET... (ApUHUMAem UAU He NPUHUMAem RpueiduieHue ¢
VKQ3aHueMm npuvuHsl)... (Hanpumep, npedgapumenvHas 002080PEHHOCHb HA
VKA3aHHbLL 0eHb, geyep u m. 0.).

Ilpumeuanus:

1. OTBeTHl Ha MpuMIalleHus TUyT 6e3 odpaieHust (Dear.../YBaxkae-
MBIil...) 1 6e3 3akaouuTeabHoi dpassl (Yours faithfully.../C yBaxeHueMm...).

2. Takue mucbMa He MOATIMCHIBAIOT.

3. TekcT B TaKMX IMMCbMaXx IMUIIYT B 3-M JIMIIE MHOXECTBEHHOTI'O Yucia
B aHIJIMIicKOM BapuaHTe (Hanmpumep: for their invitation...) u Bo 2-M nule
MHOXXECTBEHHOT0 YHMCJia — B PyCCKOM BaphaHTe, IIPU 3TOM MECTOMMEHUE
MUIIYT ¢ 3arJIaBHOM OYKBHI ( HampuMep: 3a Baire mpurnamenue...).

7. B nexomopoix cayuaax oupexmopa He JuKmyrom nucoma ceKkpema-
pam, a 2oeopam, o0 4em Hado nanucames. Hanuwume nucomo co ca06 ou-
pexmopa:

Hanumwure rocionuny Yy [lano (cMm. mucbMo 3, cTp. 56—57). [Tobaa-
roJapuTe ero 3a KaTtajJoru, KOTopble Mbl ITOJTYYMJIM Ha TIPOIIJION Heaee.
CkaxuTe, 9TO HaM ITOHPaBUJIACh TIPOAYKINS €ro GUPMBI M MBI pa3Me-
CTUM 3aKa3 Ha cienymolleid Heaese. [lonmpocute, 4ToObl Halll 3aKa3 BbI-
cianu 0e3 3aJepXKHU,/4TOOBI Mbl YCIIEIU MOTYYUTh 3aKa3 K 1 CEHTSIOpSI.
3aBephTe ero, UTo 3aKa3 OyIeT ornJjiaueH BOBpeMs.
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CocmaeneHue hakcumunbHbIX
coobuweHuli

®akcuMuIbHOE coodmeHue (hakcorpamMma, pakc) — ImojaydyaeMas Ha
OyMaxHOM HOCHUTEJIe KOIHU S TOKYMEHTa, IepeJaHHOoro 1o KaHajtaM (ax-
CUMUIbHOMI cBsi3u. DakcorpaMMbl BBIAEISIOTCS B OTACIbHYIO TPYIITY
JIEJTIOBOM KOPPECHOHACHIINH UCXOAsI M3 0COOCHHOCTEH nepemayu nHpop-
manuu. Ilo xkaHamam (paKCMMIMIBHON CBSI3W IIEpenaroTcsl TOKYMEHTHI,
CPOYHO TpeOyIoImecs agpecary.

DakcHMUIIBHBIN TepMUHAI (TeledaKkc) — YCTPOMCTBO, 00eCIIeunBar0-
Iee mpeodpaszoBaHue rpadpuIecKoil *HGOPMAILIUY B 3JIEKTPUICCKHUE CHUT-
HaJIbl, MX TIepenavdy Mo CeTSIM 3JIeKTPOCBSI3U U TIpUeM — 00paTHOe Mpeod-
pasoBaHue. [Ipy NUCIONB30BAHNH KOMIIBIOTEpA B KauyeCTBE (PAaKCMMUITb-
HOTro TepMMHaJIa rpacdudeckast HHGOpPMAIMSI MOKET OBITh ITpeacTaBlIeHa
B (hopMe (paiiioB, XpaHSIINXCS B JOJITOBPEMEHHOM MMaMsITH KOMITBIOTEPA.

dakcuMUIIbHAS CBSI3b MO3BOJISIET IIepenaBaTh TEKCTHI, TaOJMUIIbI, PU-
CYHKH, 4epTexu, cxeMbl. BaxkHoe MpenuMyIiecTBo (haKCUMMUJIbHOI CBSI-
31 — OTHpaBKa rpaduueckoit nHPopMaIU1 1 €€ MOoJIydeHe Ha OyMak HOM
HOCHTEJIC, YTO HEBO3MOXKHO TP UCIIOJIb30BaHUM TeJlerpadHOit CBS3U.

ITo xkanamaMm (paKCUMUIIBHOM CBSI3U MOTYT OBITH ITepeaaHbl TI00bIE BU-
IBI TOKYMEeHTOB. Ha rmpakTuke 1o pakcy 0OBIYHO OTIIPABIISIOT:

— KOMMEPYECKHE IPEOIOXKCHMS;

Mpamc-JIUCTHI;
peKJIaMHEBIC MaTepHUaJIbl,

— TIpecc-pesu3Hbi;

— 3aIpocCHl U Ip.

OdopMieHne, CTUIb U TOH (aKCUMUJIBHBIX COOOIIEHN 3aBUCUT OT
B3aMMOOTHOIIIEHU 1 KOPPECTIOHIEHTOB, OMHAKO OHU MeHee o(UIIMaTbHbI
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110 CPaBHEHMIO C IEJIOBBIMM MKUCbMaMu. Eciii coobIieHre HaIpaBiIsieT-
CsI B TIEPBBIH pa3 W BBl HE 3HACTE MMS TOTO, KOMY OHO HAIIpaBIISIETCS, TO
YMECTHO COOJIIOIaTh MpaBWJIa HAITMCAHUS IEJIOBOr0 (KOMMEPUECKOTO)
nHuchMa.

Coo0l1eHus KoJlleraM MOTyT ObITh MeHee o(puliMalbHbl U HE OUYE€Hb
cTporu no ¢gopme.

TeM He MeHee CYIIECTBYIOT MPaBHJIA, KOTOPBIE OTHOCSTCS K JIIOOOMY
(haKCMMMITBHOMY ¥ 3JIEKTPOHHOMY COOOIIEHUIO HE3aBUCHMO OT TOT0, KO-
MY OHO HaIlpaBJIsIeTC:

— BHUMMAaTEJIbHO 3aIloJHsiTe manky cooduieHus: komy (To:), oT koro
(From:) u Apyryo UCXOIsIIyIo NH(POPMaLINIO;

— BCerja 3amojHsiTe cTpouyKy npeamera coobueHus: Kae. (Re niau
Ref.);

— COOO0IIeHUEe JOMXKHO OBITh KOPOTKMM (OOBIYHO He Oojee OmHOM
CTPaHUIIBI) ¥ TOYHBIM, 0€3 BEIpaXKeHU ST SMOLIMIA;

— TIpeNJIoXeHUs He TOJKHBI OBITh JTMHHBIMU, CTUJIb JOJIXKEH OBITH
HEeNTpaJbHBIM, IEJIOBBIM;

— Mexay ab3alaMu HeoOXOAUMO MPOIYCKaTh CTPOUYKY;

— BHUMaTEJIbHO TTPOBEPSITE CBOE COOOIIEHNE Ha TIpenMeT opdorpa-
(prIecknx omMOOK, He JOBEPAUTE MPOBEPKY OIIMOOK KOMITBIOTEPY, TaK
KaK OH HE MOXET pacIio3HaBaTh CMBICJ CJIOB MJIM MX TpaMMaTHYeCKUe
¢opmBbl, HampuMep: tour — your — you’re, his — he’s, car — cat, etc.;

— BHUMMATEJbHO NPOBEpPSiTe NPaBUIbHOCTh HAIMCAHUSI HOMEPOB
TenedoHoB, (GaKCoB,;

— HCIOJb3yiTe LUMPHI, TUPE UIN TOUKHU, 3BE3MOYKHU, YTOOHI BHIIC-
JINTh NHGOPMAIINIO ¥ OOJIETYUTh YTEHUE COOOIIECHN S,

— CJIOBa TIPUBETCTBUS 1 3aKJTIOUUTEIbHBIC (ppa3bl B haKCUMUIBHBIX
COOOIIEHUAX HE OTIMYAIOTCS OT NMPUHSITHIX B IEJIOBBIX MHUChMaX: YBa-
Kaemblid rocnogut... (PAMMUIINUSA)! (Dear Sir, Dear Madam, Dear Sirs,
Dear Mr. (Ms, Mrs., Miss) Brown, etc.); C yBaxxenueMm, ... (UM, haMu-
s, 1oykHOCTh). Yours faithfully, Yours sincerely, (+ nMs, 1OJ>KHOCTB).
BripaxeHnus Kind regards, With best regards, Best regards o0biuyHO McC-
MTOJIB3YIOTCS TOJIBKO ITPU MEPEITUCKE ¢ KOJIJeTaMy U JTULIaMU, KOTOPBIX
BBbI XOPOIIIO 3HAETE.
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Hanpumep:
e
1

19/818 Metalplast LOB S.A.

«24.09»2009
Tel.: +48 66 | 5292225 Metalplast LOB S.A.
Fax.: +48/65/ 5293937 P.O. Box 60
E-mail: lob@tob.pl ul. Magazynowa 4

64-100 Leszno POLAND

24 Sept. 2009
Chamber Industry Moscow
ul. llyinka 6
109012 Moskow
RUSSIA
Fax: 007 095 929 03 60

Dear Sirs,

Metalplast LOB S.A. is one of the biggest manufacturers of locks in Poland. We
produce hundreds of products, systematized according to the following range
groups: surface mounted locks, padlocks, door closers, furniture locks, anti-
burglary doors, master key system and other fittings.

We are interested in co-operation with companies from Russia. If it is possible,
please send us addresses of companies which can be interested in our offer.

We are looking forward to your early reply.
Best regards,

KatGlowkaw

Katarzyna Glowka

Export Consultant

E-mail: k.glowka @lob.pl
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-
19/818 Metalplast LOB S.A.
«24.09»2009 Tel.: +48 66 [ 5292225 Metalplast LOB S.A.

Fax. +48/65/ 5293937 P.O. Box 60
E-mail: lob@tob.pl ul. Magazynowa 4

64-100 Leszno POLAND

24.09.2009
Toproeo-npombilLIA€HHAs naaaTta PP
YA. IABMHKQ, 6
109012 Mocksa
Poccua
Pakc: 007 095 929 03 60

YBaxkaemble rocnoaal

Metalplast LOB S.A. — 0AHQ U3 BEAYLLIMX COUPM, MPOU3IBOAILLIMX 3AMKM B
MoAbLLE. Mbl MPOM3BOAMM COTHU HOMMEHOBAHMM M3AEAMM, KOTOPBIE MOXHO
CrPYMNMUPOBATb CAEAYIOLLLUM OBPA30M: 3AMKHM, KOTOPbIE YCTAHABAMBAIOT HA
MOBEPXHOCTSX, BUCHIME 3AMKM, 3AABMXKKM, 3AMKM AAS MEDEAU, ABEPU OT
B3AOMLLIMKOB, 30MKM CO CMELMOAABHBIMM KAIOHAMMU U ADYTUE 3AMNOPHbIE
yCTPOMCTBA.

MbI 30UHTEPECOBAHBI B COTPYAHUYECTBE C POCCUMCKUMK OMPMAMU. ECAM
BO3MOXHO, MPOCKM Bac cooBLLIMTE HOM aAPECd APUPM, KOTOPbIE MOTYT BbiTb
3AMHTEPECOBAHbI B HALLIEW MPOAYKLMMA.

Mpocum Bac otBeTUTb.

C yBOXKEHUEM,
KOHCYABTQHT MO TOProBAe KatGlowka KartapxwuHa F'oeka

E-mail: k.glowka @lob.pl
5 &8 s
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B HacTos111€€ BpeMs B 3aKOHOIATEAbCTBE U MHCTPYKIIMIX 1O €10~
MPOU3BOACTBY HET €MMHOTO MOAX0Ja K OIPEAEIICHUIO IOPUANYECKOU CU-
el pakcorpaMM. B 3akoHOmaTebCTBe MpU3HACTCS NMPUHIIAIINATIBHAS
BO3MOXHOCTbh WX MCIOJIb30BAHUS TIPU 3aKJIOYEHUU CHEIOK, OTYETOB
U CTaTUCTUYECKUX OJaHHBIX. OJHAKO Ha MpakKTUKE CYLIEeCTBYIOT Orpa-
HUYEHU S, KOTOPbIE, B YaCTHOCTHU, CBSA3aHBbI C TEM, YTO B JOKYMEHTAaX,
nepeaaHHBIX 1Mo pakcy, HET HOAJMHHBIX MOATIHMCE M OTTUCKOB MevaTeit.
B oTnenbHBIX claydasix JOKYMEHTHI, IepeJaHHble Mo (aKcy, TpUuHUMa-
IOTCS K MCIOJHEHMIO TOJBKO MPU YCIAOBUU, YTO JOKYMEHT-OPUTUHAT
MIPUILLIIOT IIOYTOM.

JJOKYMEHTBI, HoaJjiexallue OTIpaBKe Mo ¢hakcy, JOJXKHBI COOTBET-
CTBOBATh OINPEIeICHHBIM TPEOOBAHUSIM:

— ornpasisgeMas nHpopMaius (TEKCT, YepTeX, KapTUHKA, cXeMa 1
T. I.) JOJIKHA pa3MelIaThCs B IIpeaeiaX OrpaHUINTEIbHON paMKU TeJle-
dakca (hpopmat A4);

— mpudT, KOTOPHIM HAIMCaH TOKYMEHT, JOJIKEH OBITH YCTKUM M
KOHTPACTHBIM;

— He peKOMEHIYeTCS OTIIpaBKa JOKYMEHTOB, OTIIEYaTaHHBIX Kpac-
HBIM, 3€JICHBIM, XEJITBIM IIBETaMM, Ha IIBETHOM MJIN Cepoii bymare;

— Ha JIULEBON CTOpOHE MOMIMHHUKA HE JOJKHO OBITh MOPIIWH, ITSI-
TeH, M3TM00B U pejibeOB OT HaJIKMCE Ha 000POTHOM CTOPOHE.

[IpaBuna nepegavyu v mprueMa 10OKYMEHTOB C UCITOJIb30BaHUEM (haKCH-
MUJIBHOM CBSI3U 3aKPEIUISIIOTCS B MHCTPYKITUSX 1O IeJIONPOU3BOACTBY U
BKJIIOYAIOT CJICAYIONIHE TTOJTOXECHHUS.

1. @akcuMuUIbHBIE amliapaThl, UMeOLIKe OpuULIMalIbHble HOMEpa Op-
raHU3aluu, ycTaHaBiauBaoTcsa B Cinyxk0e TOKyMEHTallMOHHOTo obecrie-
yeHus1 ynpapieHus. JlocTaBka (haKCUMUIBHBIX COOOUIEHUI OCyIIECT-
BJISIETCS COTPYAHUKAMU, OTBETCTBEHHBIMU 3a JEJIONMPOU3BOACTBO 3TUX
noapaszaeaeHuil. KoHTposb UCMOAb30BaHUS (HDaKCUMUIbHONA TEXHUKU
OCYIIECTBJISIETCSI PyKOBOAUTENSIMU TeX MOIApas3[eeHui, TIe OHa ycTa-
HOBJICHA.

2. ITo xaHanaMm (pakKCUMUIBHOM CBSI3U MEPEaaloTCs JOKYMEHTHI, Tpe-
Oylollle CPOYHOI Tlepenayu nHpopManuu.

3.K nepeaayc NpumHMUMarOTCA NOAJIMHHUKN N 3aBEPCHHDBIC KOIMTHUU O0-
KYMCHTOB.



66 Imaea 5

4. O6beM IepegaBaeMoro JoOKyMeHTa OTpaHUYMBaeTCs: KakK MPaBUJIO,
pa3Mep COOOILEeHUST He JOJIKEH IIPEBhIIIATh OAHOM CTPAHUIIBI, HO B COOT-
BETCTBMU C UHCTPYKLMSIMHU I10 AeJIOMPOU3BOACTBY B pa3JIMYHbIX OPTaHU-
3aLMSIX 9TO OTPaHUYEHNE MOXET COCTaBJISATh OT 2 0 10 cTpaHu1I.

5. OTBETCTBEHHOCTh 3a ColepXaHUe TepenaBaeMoll WHOOpMauu
BO3JIaraeTcsl Ha MCIIOJTHUTEIS, TTIOATOTOBMBIIETO JOKYMEHT K Tiepesaue,
Y PYKOBOIHTENSI COOTBETCTBYIOIIETO MTOApa3IeIeHUS.

6. 3ampemaercs mnepenaBaTh TEKCTHl JOKYMEHTOB ¢ MH(bOpMaIuei
OrpaHMYEHHOro IOCTYyIa (CeKpeTHHIE, ¢ ToMeTKaMu «JJist ciy>keOHOro
nmoyib3oBaHusI», «He masg meyatw» u T. 1.). He moajexar Takxke oTrpaBKe
1Mo aKCUMUJIBHOM CBSI3U cueTa-(aKTyphl U IPYTrue BaxkHbie (PUHAHCO-
BBIC TOKYMEHTBI, OPUTMHAJIBI KOHTPAKTOB. Takye MOKYMEHTHI IePEChI-
JIAIOTCS I10 TOYTE UJIU MEPEAAIOTCS C KYPbEPOM.

7. B ToM ciydae, Korma TOKYMEHT HaIlpaBisieTCsI B CTOPOHHME Opra-
HU3allMM, Ha JOKYMEHTEe yKa3biBaeTcsl HoMep (dakca (¢ KomoM CTpaHHI,
ropona) nojyuaresis. Ha nepegaBaeMoM JOKyMEHTE B BEPXHEM MpPaBOM
yIiIy TipocTaBiseTcsi otMeTka «Pakc ¢ mochuikoit» uian «Pakc 6e3 no-
CbUIKW». Eciv JOKYMEHT MOCIaH Ha COTJlacOBaHUE, TO HA MEPBOM JIUCTE
JOKYMeHTa yKa3biBaeTcs: «[IpoekT».

8. MakcorpaMMbl Ha MHOCTPAHHBIX SI3bIKAX JAOCTABJSIIOTCS ajpecaTry
0e3 nepeBoja.

9. Peructpanus dakcorpamm, npeaHa3HaueHHbIX AJ151 OTIPABKU WU
TMOCTYNUBIINX B OPTaHU3AIUIO, OCYIIECTBIISIETCS B KapTOTeKax (KypHa-
JIaX) yCTAHOBJIEHHOU (hOPMBI.

B KOMITBIOTEpPHBIX MpOrpaMMaX MOXHO HAalTH pa3sHOOOpa3HbIC IIa-
OJIOHBI, IOMOTAIOIINE TTPABUJIBHO M OBICTPO OPOPMUTH (haKCUMHIBHOE
CcooOI1IIeHHE.
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Hanpumep:
1.
[BBEAMTE HO3BAHME BALLEN OPTAHMU3ALMM]

To: [BBEAMTE MIM4] From: [Balue mmaq]
Fax: [BBEAMTE HOMEP dbaKkcal] Date: 29 okTabps 2010rT.
Tel.: [BBEAMTE HOMEDP TEAedpOHA] Pages: [BBEAUTE YUCAO CTPAHMLL
Re: [BBEAMTE TEMY COOBLLIEHMS]  Cc: [BBEAMTE M)
O Urgent (Cpo4Ho) O Please reply (TpebyeT otBETA)

O Please comment (Ha ytBep>xaeHue)

*30METKM: [BBEAUTE MPUMEYAHMUA]

Komy (To):

Homep dakca (Fax)

Aata (Date): 29.10.2010

PaKkCUMUABHOE COOGLLEHNE
ot
[Ha3BaHWe opraHusaumm]

[KOHTAKTHAS MHADOPMALMS]

Tema (Re): [BBEAMTE ClOAQ TEMY COOOLLIEHMUS]

NMpumevanus:
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3.
[BBEAMTE HO3BAHME BALLEW OPrOHM3ALLMM]
PAKCMMUABHOE COOBLLEHME
KOMY: oT:

[BBEAMTE ClOAQ MMS]

[BBEAMTE ClOAQ MMA]

[BBEAMTE ClOAQ HOMEP dOAKCA]

OPIFAHM3ALMA: AATA:
[BBEAMTE CIOAQ HO3BAHME OPrAHM3ALIMM] 29.10.2010
HOMEP ®AKCA: OBLLEE Y1CAO CTPAHMLL:

[BBEAMTE CIOAQ HMCAO CTPAHMLL]

HOMEP TEAEPOHA:

[BBEAMTE ClOAQ HOMEP TEAETDOHA]

TEAE®POH OTIMNPABUTEAA:

[BBEAMTE ClOAQ HOMED TEAEDOHA]

Kac.:

[BBEAMTE ClOAQ TEMY COODLLIEHMS]

AOBABOYHbIVM HOMEP:

[BBEAMTE ClOAQ HOMED TEeAedPOHA]

O CPOYHO O CEKPETHO [0 HA YTBEPXXAEHUE

O TPEBYET OTBETA [0 PA3OCAATb

4 3adanue 10

1. Cocmasvme 3anpoc Ha 0onoaHumeAbHy0 UHpopmayuro no axcy na
cmp. 63—64, ucnoavsya ooun u3 wabaonos. Cooduyume, ymo eéac unmepe-
cyem npodyxuus gupmot LOB S. A., 3anpocume ungpopmauuto 06 accop-
mumenme (catalogue) u yenax (price-list), nonpocume npucaameo o6pa3zust
(samples) u noobewaiime pazmecmums y nux 3axa3 (to place an order). Hc-

noav3yiime caedyrougue gppasol:

MpbI y3HaIU 0 OT/U3...Balllei
bupme

IIpocum Bac ipuciaTh HaM...
a Takzke oOpasiibl...

Ml 3aMHTEpEeCOBaHbI

B ITOKYTIKE...

MBu1 HazieeMcsI TIOJTY YU Th Balll
OTBET B OJIMKaliIIee BpeMs.

— We have heard about your
company from...

— Could you please send us...
together with samples of...

— We are interested in buying
(purchasing)...
— We hope to hear from you soon.
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s~ 2. Coedunume caoeéa u3 Koaonku A (1—6) co caoeamu u3 xosonku B
(a—f) u c nepeeodom noayuusuuxcs caogocovemaruii é xoaouke C (A—F).

A

B

C

1. a delivery
2. a shipping
3. to place

4. to make out

a. an invoice
b. the goods
c. date

d. department

A. CPOK MOCTaBKU

B. pa3memars (menath 3aKas)

C. aKcneguTOPCKMiA oTaeH (CayK0a
JIOCTaBKH)

D. BEIMOJTHUTB 3aKa3

5.to dispatch | e.the order E. oTripaBisgTh TOBaphI
6.to carry out | f. an order F. Beimucath cueT (0opopMUTH
HakKJaJaHYIo0)
1- 2— 3— 4— 5— 6—_,

3. Pacnoaoxcume caedyrouyro ungpopmauuio max, 4moodvt noay4uiocso
dakcumuavnoe coobuenue-3axas.

Date: 10/02/2010
LEPTON Ltd

FAX MESSAGE
To: Ms. Sharp
Cc:

Please send us:
SPA system HB-5
Infrared emitter IE
Solarlamp SL/60

Yours sincerely,
L Guseva
Ludmila Guseva
Manager

We have studied your offer and have chosen three models for which we

enclose our order.

From: Ludmila Guseva

Fax # (044) 926-214-2064

Tel.: (044) 926-214-2000 Pages: 1
Tel.: (495)- 450-2345 KOR Y MED
1x $1500
-10-2 2x $ 500 Please reply __
5x $ 300
Dear Ms. Sharp
Urgent Comments ___

We thank you for the Quotation of January 30.

Usual terms.
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CocmaeneHue
3/1eKMPOHHbIX c006WeHull

Coo0meHus 3JJeKTPOHHOI MOYTHI — O HA U3 COBPEMEHHEBIX (DOpM 00Me-
Ha JieJIoBoil nHpopMalueid. DIeKTpoHHas rmoyTa (e-mail) sBisieTcs aHa-
JIOTOM OOBIYHOI MOYTHI, HO BMECTO OOBIYHBIX ITOYTOBBIX OTIIPABJICHUIA
(muceM, OTKPBITOK, ITAKETOB, OaHAePOJIeH U T. /1.) 00bEKTaMU MEPECHIIKU
MOTYT OBITh TEKCTOBBIE COOOIIEHM S, JOKYMEHTHI, TpachuuecKre n3oopa-
JKEeHUS, a TaKXe aylduo- ¥ BuJeoMaTepuabl. B HacTosilee BpeMsl OKO-
10 80% nenoBoii KOPPECIOHACHLIMK IepeaaeTcs Mo MHGOPMALIMOHHO-
BBIYMCJIMUTENbHBIM ceTsIM (110 ceTu MHTepHeT). Pojib TOYTOBBIX OTAEIE-
HUH BBITTOJTHSIIOT Y3J16I MH(OOPMAIITMOHHO-BBIYUCINUTEIBHBIX CeTeil (Tep-
MUWHAJIBI), B KOTOPEIX UMEIOTCS TOMEHBI, BBITTOJTHSIOIINAE POJIb ITOYTOBBIX
SIIIIUKOB.

ITosib30BaTeb 2EKTPOHHON MOYTH UMEET YHUKAJBHBINA aapec, KO-
TOPBIY BBITJISIAUT CAENYIOIIUM 00pa3oM:

UMsI_T0JIb30BaTeNsl @ UMSI_TIOMEHa. ru,

TOe UMsA_Noab3o8amens — TIPOU3BOJBHOE UMS TOJb30BaTenst (MMs
u/unu paMuIns KOHKPETHOTO YeJIOBeKa MJIM Ha3BaHME OpraHU3allun),
KOTOpPOE COOTBETCTBYET peKBU3NTY «KoMy», umsa_odomena — ob6o3HavaeT
y3€eJ1 3JIEKTPOHHOM MOYTHI, TOUTOBBI CAUT 2JIEKTPOHHOI ceTu UHTEepHeT.
DTO UM TOBOPUT O TOM, TJIe 3aPETUCTPUPOBAH TTOUYTOBBIN SIUK TTOJH30-
BaTeJIsl M COOTBETCTBYET peKBU3UTY «Kyma». CumBon @ (at-«cobaka») —
CJIY>XKE€OHBIi CUMMBOJI, pa3IeNsIIOIIUI 3TU PEKBU3UTHL. Ru — 3aKkjiouu-
TeJIbHas 4YacThb aJpeca, yKa3blBaeT Ha reorpaduieckoe MeCTOMNOJIOXKEHNE
MOJIb30BaTeJIsI 3JIEKTPOHHOM IMOYTHI MM Ha TUT OpraHU3alMu, UMEIoIIe i
TaKoOU 3JEKTPOHHBIN aapec (HUXKe MPUBEACHBI OCHOBHbIE COKPAIIECHU S
Ha3BaHUU CTPaH U HEKOTOPBIE TUTIBI OPraHU3aLuif).
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OO6paTtuTe BHUMaHHE, YTO IOMEH (CaiiT) U TUIl OpraHM3alMHU (Com)
WJIM CTpaHa (ru) Bcerma OTACISIOTCS APYT OT Apyra TouKoii (. — dot).

OCHOBHEBIE COKpAIlleHN s Ha3BaHUI CTpaH:

at — Austria (ABcTpus)

au — Australia (ABcTpanus)

ca — Canada (Kanana)

ch — Switzerland (LI Betitapus)

cn — China (Kuraii)

de — Germany (I'epmaHust)

es — Spain (UcnaHus)

fi — Finland (PuHAgHIMS)

fr — France (®paHLus)

jp — Japan (AAnmoHus)

ru — Russia (Poccust)

ua — Ukraine (YkpanHa)

uk — United Kingdom (BermnkoopurtaHus)

us — USA (CIIIA)

Tunel opraHU3anii:

com — Commercial business (koMMepuecKasi CTpyKTypa: KOMIaHus,
KOproparus)

edu — Educational institution (o6pa3oBaTesibHasi CTPYKTYypa: YHUBEP-
CUTET, KOJIJIEAXK)

gov — Government (IIpaBUTEIbCTBEHHOE YUPEKICHE)

int — International organization (MeXXIyHapoaHasl OpTaHU3aIIsT)

mil — Military (BoeHHast OpraHM3alI1 )

net — Networking organization (MIHTepHeT-OpraHU3aIns; OpraHn3a-
WS, YIIPABISIOMIAs CETSIMM)

org — Non-profit organization (HeKoMMepuecKast OpraHu3als UiIu He
TIOTIaBIIasl B BhIIIEyKa3aHHBIE KATETOPUM)

Hanpumep, anpec poliakov@mail.ru o3HavaeT, 4TO MOJb30BaTElb
¢ umeHeM [loaskoeé 3aperucTpupoBaH B MOYTOBOI CJyxX0e (Ha caiiTe)
mail.ru B Poccun. JIpyroit agpec didou@imis.ru npuHaaiexxuT kadeape
JTOKYMEHTOBENCHUS U TOKYMEHTAllMOHHOrO yrnpapiaeHus ['ocynapcTBeH-
HOrO YHMBEPCUTETA yIIpaBJIeHMsI, KOTOPBIN 3aperMCTPUPOBAaH B IMOYTO-
BoOM ciyx0e imis B Poccuu.

[Tonb30BaTeTb 3EKTPOHHON MOYTHl UMEET MTOCTYI K CBOEMY IIOYTO-
BOMY SIIIMKY U MOXET COBEPIIATh C €r0 COACPXKUMBIM pPa3INIHEIC Ieii-
CTBUS: YNTATh, IIEPECHIIATh, YIAISITh, KOITUPOBATh, ITOCKIATH OTBETHEIC
COOOLIEHMS.
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Jns obecrieueHUs IOPUANYECKON 3HAUMMOCTHU 3JIEKTPOHHBIX CO00-
MEeHNN 1 TOKYMEHTOB MCIIOJIb3YeTCs DJIEKTPOHHAS IM(POBas IMOAIUCH.
YcoBHs UCIIONIB30BAHUS 3JIEKTPOHHON TNM(PPOBOIM MOANNUCH OIpeaee-
HBI B OemepaabHOM 3aKOHE 00 «DJICKTPOHHON IUMPOBOM MOAITNUCH» OT
10.01.2002 Ne 1-®3.

Coo0llieHre 2JIeKTPOHHON MOYTHl COCTOUT M3 PEKBU3UTOB U TEKCTa
COOOIIEHMS.

B cocTaB peKBU3UTOB BXOISIT:

— anpec noayuarens (KOMY: unu TO:) B hopMaTe 371eKTPOHHOI IO~
YTHI;

— ajapeca, 1o KOTOpbIM pacchliiaioTcsa Konuu coobeHus: (KOITUUA:
nnu Cc:) B dopmaTe 3JeKTPOHHON MOYTHI;

— 3arojoBok coobmieHust (TEMA: uiu SUBJECT:).

[ToMUMO PEeKBU3UTOB, KOTOPHIE 3aIOJIHSIOTCSI aBTOPOM DJIEKTPOHHO-
ro COOOILIEHN S, CUCTEMA J00ABISIET HECKOJIBKO PEKBU3UTOB aBTOMATHUE-
CKHM, TAKUX KaK:

— OTMETKAa O MPOXOXAEHUH Yepe3 KOMITLIOTED;

— J1aTa ¥ BpeMs OTIPaBJIEHUSI 3JIEKTPOHHOIO COOOIIEH WS,

— WMs OTIIPABUTENS,

— 0OpaTHBI 3JICKTPOHHBIN agpec U Ap.

Co001eHM 1 3JIEKTPOHHOM MOYTHI MOT'YT UMETh TaK Ha3bIBaeMbI¢ BJIO-
KEHMSI — TIPUKpETJIeHHbIe (haiiyibl (TEKCTHI, rpaduIecKylo, ayauo- UIn
BumeonHdpopmanuio u ap.). I[IpukpemnyieHHbIe (aiiabl peKOMEHIYeTCs
OTIIPABJATh MEPel CAMUM DJIEKTPOHHBIM COOOILEHMEM, a B TEKCTE CO-
001LIeHUsT HEOOX0AMMO 00s13aTeIbHO AaTh KPAaTKOE OIMMCAHKUE BCEX IPU-
KpeMJIeHHBIX (DaliIoB.

OdopMieHne, CTUIb U TOH 3JEKTPOHHBIX COOOIIEHUM 3aBUCUT OT
B3aMMOOTHOIICHUI KOPPECIIOHACHTOB, OMHAKO, OHU MeHee O(PUIINaIIhb-
HBI ¥ CTPOTH, TI0 CPABHEHMIO C JEJTOBEIMU ITMCEMaMU. DTO HEUTO CpeaHee
MeXJy TOHOM JIeJIOBOI'O MUchMa U TejiepoHHOTro pa3roBopa. Eciu coo6-
IIeHWE HaMpaBJIsIeTCs B TIEPBbIM pa3 U Bbl HE 3HACTE UMSI TOI'O, KOMY OHO
HaIlpaBJIseTCs, TO YMECTHee COOJII0AaTh IIpaBujia HallMCaHUs IEJI0BOTO
(KkomMmepuecKkoro) nmucbMa. Ho Kak TOJILKO KOHTAaKT C ITapTHEPOM yCTa-
HOBJIEH, MOXHO MepeiTh Ha He()OpMaJbHbII CTUJIb, TOMYCTUMO IHUCATh
KOPOTKMMH MPEIIOXCHUSIMU, Jaxke HapyIliass HOPMBI TpaMMaTUKU, UC-
10JIb3YsI COKPAILEHU S U TPO(ECCUOHATbHBIN XaproH.



naBa 6 73

Tem He MeHee cleayeT CIeauTh 3a TeM, YTOOBI CoAep:KaHUE COOOIIIe-
HUs OBLIO IMIOHSITHBIM, HEIBYCMBICJICHHBIM, IIPO(heCCUOHAIBLHBIM B UTO-
OBI HAa HETO MOXHO OBIJIO JIETKO OTBETUTH. [109TOMY CYIIECTBYIOT IIpaBH-
JIa, KOTOPEIE OTHOCSITCS K JIIOOOMY 3JIEKTPOHHOMY COOOIIICHUIO He3aBH-
CHMO OT TOT'0, KOMY OHO HaITpaBJIsSICTCS:

— pekBu3uT Komy (To:) ucroynib3yeTcs ajsl yKazaHus TeX aApecaToB,
IUIST KOTOPBIX COOOIIEHNWE CBSI3aHO C BBITTOJTHEHWEM KaKUX-TMOO Heii-
ctBUii, a pekBu3uT Komuu: (Ce:) — st ykazaHusl aapecatoB, KOMY CO-
0OIIeHIE TTOChIIAeTCS B HEeAsIX MH(OPMUPOBAHUS;

— Bcerma 3arojHSIiTe cTpouKy npeameta coodbineHus: Tema (Subject);

— C000IleHUEe TOJKHO OBITh KOPOTKMM U TOUHBIM, XeJIaTeIbHO, YTO-
OBI TEKCT COOOIIEHU S IMOMEIIAJICS Ha 3KpaHe, a IJIMHA CTPOKH He TIPEBbI-
mana 60—70 3HaKOB;

— MUIIATE KOPOTKMMH IIPOCTHIMU MPEAJIOXKCHUSIMU, TOCKOIBKY
IUTMHHEBIE TTPEIJI0OXEHNUS TPYAHO YATATh M OHU 3aTPYAHSIIOT TIOHUMaHWE
HAIMCaHHOTO;

— MeXnay ab3allaMu HeoOXOIMMO ITPOITYCKATh CTPOUKY;

— B OJTHOM COOOIIIEHU Y HeXeTaTebHO YIIOMUHATh 00Jiee OAHOTO BO-
npoca;

— BHUMAaTEJIbHO MPOUYHUTaiiTe CBOE COOOIlleHUe Mepea OTHpaBKOM ¢
LIEJTIbIO UCTIpaBJiecHUsT opdorpaduieckKnx OMMOOK, He TOBEpsATe IPO-
BEPKY OIIMOOK KOMIIbIOTEDPY;

— BHHMMATEJbHO NPOBEpSiTe NMPaBUJIbHOCTh HAIMCAHUSI HOMEPOB
TenedoHoB, (aKCOB, 3JIEKTPOHHBIX aJIPECOB;

— HE IIyTUTE W HE IMUINUTEe UPOHUYHBIC NEOBBIE COOOIICHUS, a
TaKXe He JaBaiiTe TMYHBIX KOMMEHTAapUEB, TaK KaK OTHOIIIEHHE K IOMO-
Py OTJIMYaeTCsS B pa3HBIX cTpaHaX. Eciv BB cepauThl MW HETOBOJIBHEI
YeM-JTN00, TTONOXANTE 24 Jaca: IOMHUTE, YTO 3JEKTPOHHOE COOOIICHIE
HeJIb3s BEPHYTH, a €T0 MOXET IPOYUTATh JII000 MOJIb30BaTEIb KOMITBIO-
Tepa 1 pa3ocaaTh [0 BCEMY MUDY;

— He TOIYepKUBaliTe CIOBA B 3JICKTPOHHBIX COOOIICHUSX — ITOaUYEp-
KMBaHHWE MOXHO IPUHSITH 32 CCBUIKY Ha Be6-CaliThI;

— HWCITOJIBb3yiTe UUMPHI, TUPE UJIN TOUYKHU, 3BE3I0YKHU, YTOOBI BHIIE-
JIMTh UHGOPMALIWIO ¥ O0JIETYUTh YTEHUE COOOIIEH NS

— He IUIIKTE CJIOBA 3arJlaBHBIMU OyKBaMM, 3TO BBIIJISIIUT ar PECCUBHO;

— MpuJaraeMble JOKYMEHTHI Jy4dllle pacroJiaraThb Iepea COOOIIeH -
€M, a B COOOIIIEHN U NIPEeAYIIPEAUTE aapecara, UTo eCTh IPUIOXKCHHUE;

— CJIOBa IPUBETCTBUS U 3aKJIIOUNTEIbHBIC (hpas3bl HE OTINMYAIOTCS OT
IIPUHSITHIX B ICJOBBIX MAChMaX: YBaXKaeMblii rocnoauH...! (Dear Sir, Dear
Madam, Dear Sirs, Dear Mr. (Ms., Mrs., Miss) Brown, ctc.); C yBaxe-
HHEM, ... (MM, dammiust, nokHOCTB); (Yours faithfully, Yours sincerely,
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(+ uMs, nomxHocTh)). Beipaxkenus Kind regards, With best regards, Best
regards 0OOBIYHO MCITOJIB3YIOTCS TOJBKO IIPH MEPEIMCKE C KOJJIETaMU MU
JINIIaMU1, KOTOPBIX BBl XOPOIIIO 3HAETE;

— €CJIY BHI TlepeaipecyeTe MoayYeHHOe COO0IIeHne, CBOM KOMMEHTa-
pUU MTUIIUTE CBEPXY (ITepe] TEKCTOM COOOIIEHUS);

— €CJIM BBl 3aXOTUTE MPUIATh 3MOLIMOHAJBHOCTh COOOLIEHUIO, UC-
MOJIb3YHTE «CMaIuKU» (smileys);

— BHUMAaTEJIbHO CJIEIUTE 3a TeM SI3bIKOM, KOTOPBIM MOJIB3YIOTCS Ba-
1Y MTapTHEPHI: €CJAM OHU MUIIYT ODUIIMATIbHBIE COOOIIEHN S, BaM CJIeIy-
€T OTBeYaTh B TOM XK€ TOHE, €CJIM OHU UCIOJIb3YIOT ClieliMaabHbIe CJIOBa
WJIV TEPMUHBI TIO BalllUM JIEJIOBBIM MpOoOJIeMaM WU CBSI3AHHBIE C KYJIb-
TYPOU U TPAAULIMSIMU UX DUPMBI, CTapaliTECh NCIIOJIb30BATh ATY JIEKCUKY
B CBOMX COOOIIICHMSIX; €CJIY Bbl HE YBEPEHBI, KaKOI CTUJIb BBIOPATh, BbI-
OupaiiTe HEUTPaTbHBIN MU GOPMaJILHBIN CTUID.

— oynapre Bcerma [IOSUTUBHO HacTpoeHBI, CpaBHUTE TaKUE CJIOBA:
cormacHH (agreed), 6pIcTpo (fast), mHTEepecHBIN Bompoc (good question),
BHuUMatenbHbI (helpful), B3amMHBbIi (mutual), mone3usiit (useful), pe-
maTh (solve), BMecTe (together), KomaHaa (team) 1 T. A. CO CAEAYIOLIIUMMU:
3aH4T (busy), KpuUsuc (crisis), mpoBaJ, Heyaada (failure), TpyaHbI Bopoc
(hard question), s1 He Mory (I can’t, I won’t), HeBo3MoxKHO (impossible), Hu-
Korja (never), mycToe 3aHsITUe (waste) v Jp.

Baiia nekcrka oTpaxaeT Ballle OTHOILIEHUE K KU3HMU.

B anekTpoHHOI Nepernucke CylecTBYIOT ONpeAeIeHHbIE COKPaIleHUsI
1 ab0peBUAaTyphl, KOTOPHIE MOTYT 3aTPYAHUTh NOHMMAaHUE CONEPXKAHUSA
nucbMa. Jlanee mpuBeneHbl HEKOTOPbIE HAMOOJIee YacTO BCTPeyaroniuecs
13 HUX:

AAMOF — as a matter of fact (B cymrHOCTH)

AD — advertisement (pek1aMHO€ OOBSBJICHUE)

B2B — business to business (pupma prpme)

B4 — before (nepen, no)

C2B — customer to business (KJIUEHT hupme)

CU — see you (10 cKOpOTo CBUAAHUS)

F2F — face-to-face (HaeauHe; TULIOM K JIULLY)

FYI — for your information (k Baliemy cBeaeHUIO)

IMO — in my opinion (110 MoeMy MHEHUIO)

INFO — information (mHbOpMaIIs)

MSG — message (cooO1IeHue)

NRN — no response necessary (OTBET HEO0SI13aTEIEH)

Online bookings — reservations on Internet (3aka3 6ponu mo MHTEpHET)

PLS — please (moxasnyiicta)
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R — received (monydeHo)

RU... (OK) —are you ... (OK)? (¥ Bac ... (Bce xopoI111o/B opsiake)?)
SPAM — unwanted mail (HeHy>kKHas1/peKJIaMHasI MHGOPMAIIHS)
TIA — thanks in advance (cmacu6o 3apaHee)

TTYL — talk to you later (moroBopio ¢ BaMu Mo3xe, NePE3BOHIO)
2day — today (ceromHsi)

2morrow — tomorrow (3aBTpa)

2nite — tonight (ceroaHs Be4epoMm)

4 — for (my1s1)

4you — for you (a1 Bac)

ITpumepsl «CMallJINKOB», KOTOPbIE MPUMEHSIOTCS IJIsl TOrO, YTOOBI
He ObIJI0 MPO06JIeM M3-3a HEAOMMOHUMAaH U, a TAKKe IJIsI CMSTYEeHNsI TOHA
COOOIIEeHUS:

© - is happy (IpusiTHO, pam, CYaCTINB)

® (- is sad (rpycTHO)

-H - will not say anything (Hu4Yero He cKaxy)

- = is winking at you (TogMUTHBAET)

-0 — is surprised/shocked (oueHb ynuBieH (a) /IIOKMpoBaH (a))
-/ = is undecided (He peleHO)

DJIeKTpOHHAas MoYTa — 3TO HOBBI, pa3BUBAIOIIUIACS BUJ KOMMYHU-
Kallu¥, KOTOPBIA UMEeT CBOU JOCTOMHCTBA U HeagocTaTKu. K nmpeumyiie-
CTBaM MOXHO OTHECTH CJIeAYIOIIIee:

— IMPOCTOTa — HEOOXOMUMO CBSI3aThCS C CEPBEPOM (IIpOBaliecpoM), a
3aTeM KOMIbIOTEP BBIIIOJHUT BCE, YTO HEOOXOAMMO, YTOOBI COOOIIEHUE
TIOIIIJIO IO aJpecara;

— He TpeOdyeT CeInaIbHON MOATOTOBKH ITOJIb30BaTEIS;

— CKOPOCTb: TpeOyeTCsl BCEIr0 HECKOJIBbKO CEKYH/I, YTOOBI COOOIIEHUE
OBLI0 AOCTABJIEHO apecaTy B JIl000Oe MECTO MUPA U B JTI0OOE BpeEMS;

— MeXJIyHapOAHBI BUJ CBSI3U;

— CpPaBHUTEJbHO HEAOPOTa;

— BJIEKTPOHHBIE MTHCbMa JIETKO XpaHUTb;

— BO3MOXHO OTIIPaBISATh ayaAM0- U BUACOMabl;

— DJIGKTPOHHBIE MMCbMa MOXHO MOCHIJIAaTh HECKOJBKUM aapecaTaM
OIHOBPEMEHHO.

K HemocTaTKaM MOXHO OTHECTH CJIeAYIOIIee:

— BJIEKTPOHHAS II0YTa HEMOCTATOYHO KOH(pUICHIINAIbHA;

— 3aBHCHUT OT CBSI3M C IIpOBaiiiepoM, cO0eB B KOMITBIOTEPHON CETH
WJIN B KOMIBIOTEpE U IPYTUX TEXHUICCKUX ITPOOIEM;

— ToABeEpXKEeHa BUpYyCaM.
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Tpumepot s1eKmpoHHbIX COOOUWEHUT:

1. OTBeT Ha 3ampoc.

From: Kyapssues[mailto:kudriavtsev@tpprf.ru]
Sent: | September 2009 r., 13:52

To: Theseus@easynet.com.uk

Subject: answer fo request

Dear Mr Miniofis
Thank you for your letter of 28 August.

You can obtain the information about your potential business partners from
WWwW.KOmMpAass.ru.

Best regards,

Russian Chamber of Commerce and Industry
Business Information and Consultation Center

or: KyapssLes[mailto:kudriavisev@tpprf.ru]
Hanucano: | ceHTabps 2009 r., 13:52

Komy: Theseus@easynet.co.uk

Tema: OTBET HA 3AMPOC

YBOXAEMbIN I-H MUHMOTMC!
Cnacwbo 3a Bawe nucbmo ot 28 asrycra.

CoobLiaem Bam, HTO Bbl MOXETE MOAYHUTL MHTEPECYIOLLLYIO Bac
MHJPOPMALMIO O MOTEHUMAABHbBIX MAPTHEPAX HA CAMTE Www.kompdass.ru.

C yBOXKEHUEM,

Poccuickas ToproBo-MPOMBILLAEHHAS MAAATA
LLeHTP AEAOBOM MHADOPMALMU U KOHCYABTUPOBAHMS
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2. OTBer.

19465

A0 00 a9
L0008 «th

From: kiriakos miniotis <theseus@easynet.co.uk>
To: Kudriavtsev <kudriavtsev@tpprf.ru>

Date: 4 ceHtabps 2009 r., 12:23:00

Re: answer to request

File: Inbox /Russia

Thanks for your information, but everything on that site is in Russian.

Kind regards,
Kiriakos Miniotis

[pyHeCceHbl U3BMHEHMS 30 OLLIMOKY.
AQHbI OTCbiAKM HO http://kompass.com
04/09/09

Ort: kiriakos miniotis <theseus@easynet.co.uk>

Komy: Kygpatyely <kudriavisev@ipprf.ru>
Date: 4 ceHtabps 2009 r., 12:23:00

Kac.: otBeT Ha 3anpoc

File: Inbox /Russia

Cnacubo 30 MHPOPMALMIO, HO STOT CAMT HO PYCCKOM 43bIKE.

C yBOXKEHMEM,
Kunpmakoc MmHUoTMC
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3. [IucbmMo-u3BUHEHUE.

Original Message-----
ot Kyapssues[mailto:kudriavtsev@tpprf.ru]
HanucaHo: 4 ceHtabps 2009 r., 15:52

Komy: Theseus@easynet.co.uk

Tema: oLLmMbKa

YBAXKAEMbIN T-H MUHMOTUC!

IIpumure, mosxastyiicra, HAIIU U3BUHEHUS 34 ONIUOKY, JTOMTYIIEHHYIO B
mpensiaymeM coodmerun. Coobraem Bam mpaBuibHbIN caiiT
http://kompass.com.http://www.kompass.ru/

C yBOXKEHUEM,

Poccumckas TOProBo-NPOMBILLIAEHHAS NAAATA

LLeHTp AeAOBOM MHADOPMALMK 1 KOHCYAbTUPOBAHMS
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4. 3anmpoc nHGOPMAIINH.

19/ 667
22.08.2004

OT: Office CACTI <Qffice@.cacti-pl>
Komy: infocentrum@ tpprf. ru

HanucaHo: 22 aerycTta 2009 r., 10:51:40
Tema: CACTIL: Searching for contacts!

Manka: Bxoasuime/Infocentrum

Ysaxkaemsle focnoaal

Pupma CACTI 9BAIETCH MOABCKMM MPOOU3BOAUTEAEM CMOPTUBHOM U
TYPUCTUHECKOM OAEXAbI, O TAKXKE MPEACTOBASET HOBYIO ObICTPO
PA3BMBAIOLLLYIOCH TOPrOBYIO MAPKY.

Mbl XOTEAM Bbl HOAGAMTE KOHTAKT C POCCUMHCKMMM AMCTPUBLIOTOPAMM
CMOPTUBHBIX TOBAPOB, KOTOPbLIE 3AMHTEPECOBAHbI B PACLLUMPEHUU CBOErO
ACCOPTUMEHTA, MPUOBPETAs  CMOPTUBHYIO OAEXAY HOBOM MAPKM.

Mpocum Bac npeAoCTaBUTb HOM KOHTAKTHYIO MHADOPMALMIO O OMPMAX B
Poccuu, KOTOPbIX MOXET 3AUHTEPECOBATL COTPYAHUYECTBO C HOMM.
Aaree mbl Byaem COMM KOHTOKTMPOBATh  C YKA3AHHBIMM OMPMAMM.

3apaHee Baaroaapum Bac 3a coaencrsue.

C yBAXKEHMEM,

KoHcTaHTMH bakapac

CACTI Sp. zo.o. Tel./fax: +48-41/362 05 49
ul. Hauke Bosaka, 8 Tel./fax: +48-41/ 3622277
21-7 Kielce, POLAND e-mail: office@cacti.pl
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From: Office CACTI <Qffice@.cacti-pl>
To: infocentrum@ tpprf. ru

Date: 22 aerycTa 2004 r., 10:51:40
Re: CACITI: Searching for contacts!
File: Bxoaswume/Infocentrum

Dear Sirs

Company CACTlis a leading sportswear producer in Poland. It also develops
a new brand of garments for tourism.

We are looking for a partner who could be interested in distributing our
sportswear goods in Russia and who would like to expand the range of their
products infroducing a new brand.

We kindly ask you to send us information on the partners in Russia who could
be interested in cooperation with us. Further we will contact them ourselves.

Thank you for cooperation.
Yours faithfully,
Konstantin Bakaras

CACTISp.zo.0. Tel./fax: +48-41/362 05 49
ul. Hauke Bosaka, 8 Tel./fax: +48-41/ 3622277
21-7 Kielce, POLAND e-mail: office@cacti.pl
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4 3a0anue 11

1. Pacnpedeaume caedyrouue MHeHUs 00 31eKMPOHHOL noume Ha Nno-
A0XCUMeEAbHble U OmpPUyameabrole, NOACHUME, NOYEMY 8bl MAK Peutul.
Hekxomopoie MHeHUsL MOJNCHO OMHECMU KAK K NPpeuMyu,ecmeam, max u K
nedocmamiam. /lo6asome ceoe mMHuenue 00 3mom sude KOMMYHUKAUUU.

1) [TpocTo monb30BaThes; 2) 3MEKTPOHHOE COODIEHNE TUIIIEHO 3MO-
LIMOHAJIbHOCTY Y OTHOIIIEHM S K ITapTHEPY; 3) TO, YTO OTIIPABICHO OAHUM
JIMIIb HaXkaTueM KJIaBUIIU, HEBO3MOXHO BEpHYTh; 4) ObICTpPBI c1OCO0
nepegaun nHpopmauuu; 5) UHTEpHET MOXET OTBJIEKATh OT pPabOThI U
3aHMMaTh MHOI'O BpeMeHHM; 6) 3JIEKTPOHHAs [MOYTa HEAOCTATOUHO KOH-
buneHuanbpHa; 7) 37eKTPOHHBIC COOOIIEHUS JIETKO XPaHUTh; 8) dJIeK-
TPOHHAS IMOYTa OTHOCUTEIHLHO Hemopora; 9) K 3JeKTpOHHOMY COOOIIIe-
HUIO MOXHO IpHjaraTh 3ByKOBbIe U rpaduyeckue Gaiibl U JOKYMEHTHI;
10) 27aeKTpOHHOE COOOILEHWE MOXHO OTIPAaBUTh OJHOBPEMEHHO He-
CKOJIBKUM anpecaraM; 11) 31eKTpOHHOE ITMChMO TpeOyeT HeMeIJICHHOTO
oTBeTa; 12) BUPYCHI U XaKkephl; 13) BO3MOXHO MOJYYUTH COOOILIEHUE B JTIO-
O0OM MecTe MMpa B 11000€ BpeMsl.

MoxeT ObITh KaK
MOJIOXKHTENbHBIM, TAK
OTPHLATEIbHBIM MHEHHEM

ITosokuTEIBHOE OTpunarejbHoe
MHeHHe MHEeHHe

2. Pacuwugpyiime 3aexmponnvie adpeca u3 npumepoe 34eKmpoHHbLX CO-
oOwenuii: uma adpecama, U0 KOMRAHUU, CMPAHA.

1) astpub@aha.ru —

2) www. bookagency.com.ua —

3) Theseus@easynet. com. uk —
4) office@cacti.pl —

5) infocentrum@ tpprf. ru —

6) kudriavtsev@tpprf.ru —
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o= 3. IlodGepume aneauiickum mepmunam ux pycckue IK6Uea1eHnbL.

1) I. T. — information technology
2) a laptop/a notebook PC

3) www — World wide web

4) e-mails — electronic mails

5) online

6) offline
7) Website

8) surfing
9) mailing list
10) click on the hyperlink

11) WAP phone (WAP — Wireless
Application Protocol)

12) ISP — Internet Service Provider

13) software
14) download a program

15) bugs/virus

a) BBl MOAKJIIOUeHbI K MHTEepHETY
b) LIEAKHUTE 1O CChLIKE

¢) “H(MOpPMaILIMOHHbIE TEXHOJIOTU U
d) criucok coobuIeHn i

e) hupMa, mpeaocTaBiasgoLIast
ycayru MHTepHeT-IpoBaiiaepa
f) mporpamMmmHoe obecrieueHue

g) TTIOPTAaTUBHBII KOMITBIOTEP /HO-
yTOYK

h) MupoBas ceThb

i) BUpYCHI

j) COOOILIeHN S MO IEKTPOHHOMI
moyre

k) mpocMaTpuBaTh CTpaHUIbI
WNHTtepHeTa

1) 6e3 nogktoueHus: K UHTep-
HETYy

m) YCTaHOBHUTH IIPOTPAMMY

n) UHTEepHET-CTpaHUIIBI
Be6-caiit

0) MOOMUTBHEIE TeJIe(DOHBI

¢ TIoAKJIIoUeHreM K UHTepHeTY
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o= 4. Ilod6epume K caedyromum cao6am, Komopbvle 4acmo ynompeoas-
omcsa ¢ Humepneme, ux onpedeaenus u coomeencmayiouue 6olpaxceHus

Ha pYyCCKOM A3blKe.

1) attachment

2) mail box

3) spam

4) burble

5) bandwidth

6) bounce message

7) backward

a) incoming messages
are stored there

b) return to the
previous message

¢) the message was sent
by an incompetent or
ignorant person

d) error message
returned by the e-mail
system

e) a measure how
much information can
be sent

f) unwanted e-mail
messages

g) a file sent together
with an e-mail
message

A) BEpHYTbCS K IpebI-
IyIIeMy COOOIIEHUIO
B) Bo3Bpar cooObiieHu s
CUCTEMOM 13-3a OO0y~
ILIEHHOM OLINOKU

B) 30ech xpaHSTCS BXO-
IAIIME COOOLIEHU S

I') daiin, mpukpeneH-
HBII K COOOIEHUTO

J1) HexxenaTeabHbIe NN
peKJaMHbIE COOOLLEHU I

E) okHo 1151 omHOrO CO-
o0lLeHU

2K) HeKOMITeTEeHTHBI I
WJIA HETPaMOTHBIN
YeJIOBEK OTITPABJISIII CO-
oOlleHune
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OdgopmneHue koH8epmos
0/11 0eJ108bIX hucem

[MpaBunbHOE OoopMiIeHUE KOHBEpTa HEOOXOMAMMO JJis TOTO, YTOOBI
Ballle MMCbMO OBLJIO JOCTABJIEHO OBICTPO U HY>KHOMY alipecary.

KonBepThl usrorasiauBawTcsa B cootBeTcTBuu ¢ T'OCT P 5156—99
«KonBepThl mouToBbie. TexHuUecKre TpeOoBaHMSA. MeTOIbI KOHTPOJISI»
n3 OyMaru 0eJoro 1BeTa UM 1IBETHOM OyMaru cBeT/JIbIX TOHOB. KoHBepT
3aKJIeMBaeTCs JUIMKUM MM CAaMOKJICIOIIMMCS KJIallaHOM, PaCITOJIOXEH-
HBIM BIOJb OMHOM M3 CTOPOH KOHBepTa. MecTa CKJICHKHW HaXOHSITCS
TOJIBKO Ha 000POTHOI CTOPOHE KOHBEPTA.

B IIpaBuiax oka3aHMs yCIYT IOUYTOBOM CBSI3M YCTAHOBJICHEI ITPEIEIIhb-
Hblli Bec nucbMa (0,05 Kr) u naTh pa3MepoB KOHBepTOB: 110 x 220 MM,
114 x 162 MM, 162 x 229 MM, 229 x 324 MM, 250 x 353 mMm.

K cranmapTHOI MMCbMEHHOW KOPPECTOHACHIIUY OTHOCSTCSI KOHBEP-
ThI ABYX pa3mepoB (114 x 162 mM 1 110 x 220 mm) Becom a0 20 T.

B nocnenHee BpeMsl IIMPOKO MPUMEHSIIOTCS KOHBEPThI C OKHAMU Ha
TOM MECTe, TIe TOJXEH pacliojiaratbes aapec KoppecnoHaeHTa. B Takom
cllyyae aapec yKa3blBalOT TOJbKO OIMH pa3 B MMChbMeE, TaK KaK ero MOXXHO
IIPOYMTATh Yepe3 IMPo3payHoe OKHO Ha KOHBepTe. C OKHAMU BBIITYyCKAIOT-
csl KOHBEPTHI Tpex pa3MepoB: 114 x 162 mm, 110 x 220 MM u 162 x 229 mMm.

B 3aBucmMocTH OT hopMaTa KOHBEpTa CIEAYET COOMIONATh CICIYIO-
1I1e rmpaBuia.

1. Anpeca Ha CTaHIApPTHOM KOHBepTe, KaK MpaBUJIO, MedyaTaloT Ha
KOMITBIOTEPE UJIU UCTIOB3YIOTCS CAMOKJICIOIIECS 3TUKETKH C aipecaMu
(agpecHble cTuKepbl). Bo3aMOXHO HamucaHue aapeca OT pyKH, TOraa Uc-
MOJIb3YIOT MeYaTHbIE TPOMUCHbIE OYKBHI.
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VY100HBI KOHBEPTHI C OKOIIKAaMHU, B KOTOpHIE BKJIAIBIBAIOT IUCHMO
Tak, YTO aJpec BUIEH B OKOIIKO. B TakoM ciry4ae He HaJo MHUCaTh aapec
Ha KOHBepTeE.

2. Anpec OTIIpaBUTENIS IIeYaTACTCS B JICBOM BepXHEM YTy KOHBEpTa, 1
nH(OpMaIs pacrojiaraeTcsl B TOM MOPSIIKe, KOTOPHI IPUHSIT B CTPaHe
OTITPAaBUTEIIS.

B Poccuu agpec HaumHaeTcs:

a) TPaIUIIMOHHO C TTOYTOBOTO MHIAEKCAa M Ha3BaHMs ropoja, aajee
paiioH, objacTh, Kpali, 3aTeM Ha3BaHUE YJIUIIbI, HOMEp J0Ma 1 Ha3BaHUe
bupmbl/yupexaeHus Wid haMuiusgd U UM OTIpaBuTess (10 cTapoit
TpaguLNN);

0) Ha CerogHs MPUHST HOBBIM CTaHIAPT HAaIlMCAaHUS aapeca: aapec
HayMHAEeTCS ¢ Ha3BaHUS (pUPMBI/yIpekIeHU UAN (HaMUINU U UMEHU
OTHpaBUTEIs, Tajice Ha3BaHUE YIUIIBI, 3aTeM HOMEp JI0Ma, Ha3BaHUE TO-
pona, majiee paiioH, 00JacTh, Kpail, Ha3BaHNE CTPAaHBI U ITOYTOBBIN MH-
Iekc (B cooTBeTCTBUM ¢ [IpaBryiaMu OTIIpaBIIeHUS ITUCEM, TIPUHSITBIMHA
B 2002 1.).

B OpuTaHCcKOM aHTJIIMICKOM aapece CHavaja yKa3blBalOT, OT KOTO
MMMCHMO, JlaJiee HOMep JoMa, Ha3BaHMe YJIUIIbI, Ha3BaHUe TOpOoJia, MOYTO-
BbIii mHIeKC (postal code/zip) u Ha3BaHUe cTpaHbl. [1o OpuTaHCKUM Tpa-
BUJIaM 3aIlSIThIe B aipecax He CTaBsTCS.

B aMepukaHCKOM M €BpONEHCKOM alpecax CHayajla yKa3blBaloT, OT
KOT'O MUAChMO, 3aTE€M Ha3BaHUE YIULbI, 1ajJ€€ HOMEDP JOMa, HA3BaAHUE IO-
pona, TIOYTOBBII MHAEKC (Zip) U HAa3BaHUE CTPAHBI.

Hanpumep:
a) B Poccuu: Hosblil cTaHaapt
TpanunnoHHoO TOPT'TIPOMITAJIATA
103684, r. MockBa, yi1. UnbpuHKa, 10M 6,
yin, UnenHKa, 6 . MockBa,
TOPTTIPOMITAJIATA Poccus, 103684

0) 1o coBpeMeHHBIM TpeOOBaHUSIM, IPUHATHIM B AMepuke u EBpore:
TORGPROMPALATA

Ilyinka St. 6

Moscow 103684

Russia
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B) I1o OpMTaHCKUM TpagUIIUSIM:

MOSCOW TORGPROMPALATA
6 Ilyinka St.
Moscow 103684
Russia
MHorna B aHMTMUCKUX U aMEPUKAHCKHUX IEJIOBBIX MTUChMaX aipec OT-
MpaBUTEJIS MUILETCS Ha 0OpaTHOI CTOPOHE KOHBEpTa.

3. B nmpaBoM BepxHeM YIJy pacroJiaraeTcsl Mapka MM TMOYTOBBIN
LITaMII, 3aMEH IO MapKy. PaaoM ¢ MapKoii MM TI0J Hell yKa3bIBaeT-
Cs IOPSIIOK OTHPABKMY UJIM JOCTABKU NTUMCbMa, HAITPUMED:

By air mail/PAR AVION/AIR MAIL — ABHA
EXPRESS — CPOYHAA IOCTABKA
REGISTERED — 3AKA3HOE

PRIVATE nian PERSONAL — IMYHOE
CONFIDENTIAL — KOHOUJEHIIMAJILHO.

4. Anpec mosydaTessl pacrojiaraetcsl B LIEGHTPe KOHBEPTa UJIK B €ro
MpaBoil HUXHeN yacTu. MHbopMaLms aapecara pacrnoyjaraetcs B COOT-
BETCTBUU C MIpaBUJIAMU, IPUHSATHIMU B CTpaHe moaydarens (CM. 1. 2), ¢
JBYMS MHTEPBaJlaMU MEXIY CTPOKAMHM.

Hanpumep:
1. Barclays Bank plc. 2. The Adam Smith Institute
South East Sussex Group Sussex House
PO Box 779 High St.
Eastbourne BN21 3PQ Battle
UK East Sussex TN33 0AL
UK
3. 3aBOIKCKU 1 MOTOPHBIH 4. Zavolzhsky Motorny Zavod
3aBOJ,
yia. CoBeTrckas, A. 1 «A», ul. Sovetskaya, 1A,
I. 3aBOJIXKbE, Zavolzhye,
Huxeroponckas oo, Nizhegorodsky region,
Poccus, 606522 Russia, 606522
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A — Cmanoapmmuvie koneepmol pazmepom 114 x 162 mmu 110x 220 mm

OOBIYHO aJpec OTIpaBUTESI HAa KOHBepTax popMaTta A4 HareuaTaH
TUITOrpaCKUM CIIOCOOOM M MOXKET pacrojiaraTbCs Kak B BEpXHEH, TaK 1
B HMXKHE# 4acTH KOHBEPTA, IIPOJOJILHO MUJIU B JIEBOM, IIPaBOM YI1y. AIpec
TOJIyJaTeis pacIiojiarailoT B cepearHe KOHBEPTA UM B IPABOM HIKHEM
yriny. Eciu KoHBepT ¢ OKOIIKOM, TO IIMCHEMO CKJIAOBIBAIOT TAaKMUM 0Opa-
30M, 4TOOBI aJipec ToIyJyaTesisi, HareyaTaHHbI 1 Ha TUChME, pacToiarai-
CsI B 9TOM OKOIIIKE.

b — @opmam A4

4 3a0anue 12

Ha wucmoix xoneepmax pacnoaoxcume aopec eaweii pupmot u aopeca
dupm, c komopoimu vt compyonuuaeme: a) 8¢ Poccuu, 6) 3a pybexcom, co-
04100as npuUHANIbLIE HOPMYL HARUCAHUS AOPECO8 8 PAHBIX CHIPAHAX.
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1. [lonesHole hpasol 015 0es08bIX NUCEM
(Ha aHenulicKoMm u pyccKom A3bIKax)

Aim of writing a letter/fax/e-mail

We are writing in connection with...
We write to inform you that...

We are writing to ask you for... (to...)

We are writing to thank you for...
(to complain about...)

Ileav nucoma, paxcumuavnozo/
34eKMPOHH020 COOOUenUs

Mpul nuinem Bam o nosony...

MBI TUIIIEM € TeM, YTOOBI COOOIINTh
Bawm...

MbI xoTUM 0OpaTUTHCS K BaMm ¢
NpocLOOii 0... (CAeIaTh...)

M1 nuiem Bam ¢ Tem, 4TOOBI
nobysarogaputh Bac 3a... (4TOOBI MO-
JKaJloBaThCs Ha...)

Apologies
I am sorry about the error...

We are very sorry that we made an
error in sending you the wrong...

We regret to advise you that...
We must apologize for sending you...

Please accept our apologies for the
error.

H3eunenusn

[Ipoiry U3BBMHEHUS 32 AOMYIIEHHY IO
OILIUOKY...

[TprHocum Bam u3BuHeHus 3a
OIMOKY, JONMYIIEHHYIO B OTIIPaB-
JeHHoM Baw...

C coxaneHuneM coobI1aeM, 9To...
MBI TOTKHBI U3BUHUTHCS 32 TO, YTO
otnpasuiu Bam...

[Mpumure, moxamnyiicta, HaIIu
W3BUHEHUS 3a OLIMOKY.

Confirmation

We are pleased to confirm that...

We are now able to confirm our order
for...

We acknowledge with thanks receipt
of your letter...

We have received your fax...

We confirm by this letter our
telephone conversation concerning...

Iloomeepicoenue
MBI pajbl IOATBEPAMUTD, YTO...
MBI OATBEPXKIAEM Halll 3aKa3 Ha...

[MonTBepxkaaem nmoayudeHue Baiero
MUChMA...

[MonTBepxaaemM moaydyeHue Bamero
dakca...

DTUM MUCHMOM MOATBEPKIAEM HAILI
TeseOHHBI Pa3roBop o...
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We are writing to confirm our
agreement regarding...

Please, confirm receipt of our.../
Please acknowledge receipt of our...
‘We look forward to receiving
confirmation of our order of...
Please acknowledge receipt

of our letter...

DTUM TUCHMOM TTOATBEPKIacM HAIIy
JIOTOBOPEHHOCTH OTHOCUTEJILHO. ..
IIpocyuM MOATBEPANTH MOJyUSHUE
HaIlero...

C HeTepIIeHUEeM XJIeM TTOATBepK e -
HU S HAIleTro 3aKas3a oOT...

ITpocum Bac nmoarBepauTh nonyye-
HUE HAIIEero MUCchMa...

Describing Actions

‘We have pleasure in sending you...

We are pleased to send you...

‘We shall be pleased to visit...

I can assure you that your complaint is
being dealt with...

I wrote and asked you for...

Onucanue deiicmeuil

Bricbiiaem Bawm...

MBI pagbl BeiciaTh BaMm...

Hawm GBI X0T€10Ch MOCETUTb...

4 xouy 3aBeputh Bac, yto Bama
Kajmoba paccMaTpuBaeTCs. ...

A obpamaiics k Bam ¢ mpocb60ii...

Gratitude
We are grateful to you for...

baazooapnocme
Mp1 6aromapHsl Bam 3a...

Hope

I hope that it will be of interest to you...

I hope that it will be possible for you to...
‘We hope to receive...

We hope to establish fruitful business
relations with your company.

‘We look forward to...

Botpascenue naoexncowt

A Hanerocs, uTo Bac 3anHTepecyer...
A Hanewock, uyTo Brl cMoxeTe...

Mbl HajieeMcsl TTIOJIYUUTh....

Mpbl HajieeMcs yCTaHOBUTH ¢ Balieii
KOMTMaHWeHl NI0N0TBOPHbIE 1€JIOBbIE
OTHOUIEHMU .

MBI ¢ HETEpIIEHUEM XKIEM...

Information

Requesting information
I would like to know if...
Please let us know if you need...

Hupopmayus

3anpoc ungopmayuu
ITpocum Bac cooO1IUTE...
IMoxanyiicTa, cCOOOLIMTE HAM,
HEOOXOAMMO JIH...

Giving good information

We are glad to inform you that/about...

We are pleased to inform you...

Ilpedocmasaenue ungopmayuu
Mpbl pagbl coodmuTs Bam, uto.../o...
Ham npusiTHO cCOOOLINTD, YTO...

Giving unwelcome information

We regret to inform you...
We are sorry to have to remind you...

Coobwenue HexcenamenbHoll
uHopmayuu
C coxaneHuem coobuiaem Bawm....
K coxaneHu1o, MBI BBIHY XK ICHBI
HAIIOMHUTH Bawm...
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Interest

I hope that it will be of interest to you...

We are interested in...

Buipascenue unmepeca
A Hageroch, yTo Bac 3auHTEepecyer...
Mbl 3aHTEPECOBAHBI B...

Invitation

‘We have the honour to invite you to...
It would give us great pleasure if you
could visit...

Ilpucaawmenue

HMmeem uecThb mpuriacuth Bac Ha...
M1 ObLIY OBbI TPU3HATEAbHBI, €CIU
ObI BBl cMOTJIM ITOCETUTb...

Offers

We are pleased to send you...
Please, do not hesitate to contact us
if you...

‘We would be pleased to offer you...

Ilpedaoxncenusn

C yIoBOJILCTBUEM BhIChLIIaeM BaM...
He cTecHsiiTech 0OpaTUThCA K HaM,
eClIu...

MBI Ob11M OBl paabl MPEIJIOXUTH
Bawm...

Order
Placing an order

We are pleased to place a trial order as
follows...
‘We have studied your catalogue and
are prepared to place an initial order
as follows...

Accepting an order
‘We shall be pleased to supply...
‘We appreciate your decision to place a
(trial) order (for)...

3axasz

Omnpaesaenue 3aKkasa
Mpu1 HanipaBisieM Bam Halin 3akas...
M#b1 3yunsiv Bali katajior ¥ TOTOBEI
c/ieJ1aTh CleyouUi TPOOHBIN 3aKa3...

Ilpunsmue 3axaza
Mpbl BbichL1aeM BaM...
M1 paabl, yTo Bl pemiuniiu caenatb
(mpoOHBIit) 3aKa3 (Ha)...

Pleasure

We are pleased to send you...
We shall be pleased to...

We are delighted that you have
chosen...

Buipasicenue yoosaemeopenus

MBI ¢ yIOBOTBCTBHEM BBICHITIaeM Bawm...
Mpbl pagpbl... Mbl ¢ yIOBOJIBCTBUEM...
Mpul pansl, uTo Bel BeIOpaiu...

Reference
With reference to your letter of... (date)

I have seen your advertisement in...
With reference to your enquiry of...
in which you inform us of...

At your request we send you...

Ccolaxu

Cchpinasich Ha Bawe nucbMo

OT... (¥uca0)

A yBunen(a) Bamy pekiamy B...
Cchinasich Ha Bamn 3anpoc oT..., B
KoTtopoM Brbl coob1iaere o...

[1o Bame#t mpocb0be MbI BBICBLIIAEM
Bawm...
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Further to our telephone conversation
of... (date)
Referring to our talks of... (date)

B nomnostHeHMe K HalIeMy TejieoH-
HOMY pa3roBopy OT... (4uca0)
Cchltasich Ha Halllu IEPETOBOPHI OT...
(1ucno)

Regret

We are sorry to tell you that...

I regret to inform you that...
Unfortunately we cannot...

‘We regret that we are unable to...

Buoipaxcenue concanrenusn. Hzeunenus
C coxaneHueM coobiiaeM Bawm...

C coxaneHueM coobiiato Bawm...

K coxasieHn10, MBI HE MOXEM...

MpbI ¢ coxalleHueM coobiiiaem Bam,
YTO MBI HE MOXEM...

Replies

In reply to your enquiry of...

Referring to your enquiry of... we send
you...

With reference to your letter of...

With reference to your advertisement
in... we forward you ...

We are sending you enclosed with this
letter...

We enclose with this letter...

In addition to our letter of... we are
sending you...

‘We appreciate your letter of... and send
you...

Omeembt

B oTBet Ha Bau 3anpoc or...
Ccplasich Ha Balll 3a1pocC OT...
BbIChLIaeM Bawm...

B otBet Ha Baie nucbpmo oT...
Cchinasich Ha Batie o6bsiBIcHME
(pekJyiaMy) B... HampaBjsieM Bawm...
IMocbinaem BaM ¢ aTUM TUCHMOM...

[punaraem K NUCbMY...

B nononHeHMe K HallIeMy IMTUCbMY
OT... HammpaBjsieM Bawm...
BripaxxaeM ynoBjeTBOpeHUe

no noBoay Bailero nucbma or...

U BbIChLIaeM BaM...

Request

Please could you...

Please let us know...

Could you send us.../Please send us...
Please let us have your prices in ster-

ling for...

Will you please send us.../Would you
please send us...

I would like to receive details of...

‘We would ask (request) you to...

3anpoc, npocvoa

IIpocum Bac.../He Moryiu 661 Bhl...
ITpocum Bac cooOIIUTh HaM...
[MoxanyiicTa, BEILIJIATE HAM...
IMoxanyiicra, coobmuTe HaMm Bamum
LIEHBI Ha... B QYHTaX CTEPIUHTOB.
Bynbre 10OpHI, BHIIJIMTE HAM...

[Moxamyiicta, BEIIIIIATE MHE
MOAPOOHOCTH...
Mpbl npocunu 6u1 Bac...
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We would appreciate/We would be
obliged if you send us...

Mpbl OyieM pu3HaTebHbI, eciu Bol
BBILIJIETE HAM...

Making formal request

I should be grateful if you would...
We shall be grateful if you will be
able to...

‘We would appreciate a confirmation
of...

Ocguyuaavuotii 3anpoc

4 6yny oueHsb 61aronapen Bawm 3a...
Mp1 Oynem OyaromapHbl Bam, ecnu
Bbr cmoxere...

Mpbl 6yneM o4eHb MPU3HATEIbHbI
Bam 3a monTBepxaeHMe...

Requesting immediate action

Kindly ask you to send me... without
further delay...

Please reply to me immediately.

‘We look forward to your confirmation
of our...

Please acknowledge receipt of our let-
ter (order) of...

We look forward to hearing from you
soon.

Your prompt (early) reply would be
appreciated.

3anpoc na nemedaennvle deiicmeus
Ouenb npoinry Bac cpouHo BbIcIaTh
MHe (0e3 mpoMeaieHus)...

[Mpoiry He3aMenIUTEIbHO MHE
OTBETUTh...

MBI ¢ HeTeprieHUeM XIeM
TMOATBEPXKIACHUS. .

[Ipocum Bac He3zameanuTEIbHO
MOATBEPAUTD IMOJyUYEeHUE HAIIIETO
nuchbma (3akasa) or...

Mpul ¢ HeTeprieHUeM XaeM Baiero
OTBeTa B OyiMKaliiee BpeMs.

Mpbl 6ynem 61aronapHsbl 3a Bain
CKOPBI OTBET.

Thanking someone
Thank you for your letter of... (date)

Thank you for your enquiring about...
‘We thank you for your enquiry of...
(date)

‘We thank you for your letter dated
10th February and write to inform
you...

Boipaxcenue 6aazodapunocmu
Braromapum Bac 3a mucbMo oOT...
(uucno)

Cnacu6o 3a Bai 3anpoc o moBoay...
M1 61arogapum Bac 3a 3anpoc or...
(4ucao)

M1 61arogapum Bac 3a mucbMo oT
10 dbeBpans u coobuiaem Bawm, uto...
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2. Qpasel pasHoix cmunel
071 31eKMpPOHHbIX CO06UjeHuli

Being friendly
bynbre npyxenoOHbI

You heard something, but are not sure: It seems that... Apparently, ...
Something is true, but surprising: Actually, ... In fact, ...

Something is obvious or already known: Obviously, ... Of course, ...
Good fortune: Luckily, Bad fortune: Unfortunately...

Saying what you really think: To be honest, ... Frankly, ...

Going back to a topic: Well, ... So, ..
So,

Changing the topic: Anyway, ...

. Anyway, ...
... By the way, ...

Summarising with the most important point: Anyway, ... Basically, ...

Odunnanbublii/HelTPATLHBIH
CTHJIb

Basic phrases

Thank you for your email received
12 Feb.

With regard/reference to...

I would be grateful if you could...
‘We regret to advise you that...
Please accept our apologies for...

I was wondering if you could...

We note that you have not...

We would like to remind you that...
It is necessary for me to...

It is possible that I will...

Would you like me to...?

However, .../In addition, .../
Therefore, ...

If you require any further information,
please do not hesitate to contact me.
I look forward to meeting you next
week.

HedopmaabHblii CTHIBL

Hawu6oxee yacto ynorpeodisiembie

dpasbl
Thanks for the email.

Re...

Please could you...

I'm sorry to tell you that...
I'm sorry for...

Could you...?

You haven't...

Don't forget that...

I need to...

I might...

Shall I...?

But, .../Also, .../So, ...

If you'd like more details, let me know.

See you next week.
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Requests
Could you...?
I was wondering if you could...

3anpocsl
Can you...?
Please could you...?

Asking for permission
Isit all right if I...?
I wonder if I could...?

Pa3pemenus
Canl...? Could I...?

Offering help
Would you like me to...?
Do you need any help with...?

IIpeanokeHnne nomMouu
CanI...? Shall I...?

Making a suggestion
Why don't we...? Perhaps we should...?

BHeceHue npeasiokeHus
What about... (+ -ing)? Shall we...?

Softening a strong comment

I'm afraid there is a small problem.
It seems there is a slight problem.
That might be quite expensive.
Won't that be a bit expensive?

I'm not sure we can do that.

I can see what you're saying, but...

CMsAryeHue KAaTeropuIHoOro
3asBJICHUS
There is a problem.

That will be very expensive.

We can't do that.
I disagree




lpunoxeHue 2

MpumepHble omeemeol Ha 3a0aHUA

3adaHue 5

1.
1-B;2—C/E;3—C/E/;4—A;5—A/E;6—H;7—A/C/E/I;
8 —A/C/E/I;9 — H; 10 — F/G/J.

2.

1 —¥Baxaemnie rocriogal; 2— Dear Sir,/Dear Sir/Madam,; 3 — Dear Mr.
Wilson,;4— YBaxkaembiiirocnoguJanunos!;5—DearHenry,; 6 — Dear Mr.
White,; 7 — I'ny6okoyBaxkaeMblii rocriognH CmupHoB! ['mybokoyBaxae-
Mas rocnoxa Ilerposa!

3adaHue 6
3.
Oo0pamenne 3akmwouyuTteabHas ¢pasa
VYBazkaeMblii roclIOANH AUPEKTOP! C ysaxcenuem,
Dear Sir,/Dear Madam Yours faithfully,
Dear Mr. Smith, Yours sincerely,
Yeaxcaemotii cocnodun Jlanunos!/ C yBaxkeHUeM,
Yeancaemasn Hpuna Heanosna!
Dear Sir/Madam, Yours faithfully,
3adaHue 9
3-1)

1 — have heard; 2 — producing; 3 — demand; 4 — send; 5 — catalogue; 6 —
export prices; 7 — looking forward; 8 — faithfully.

3-2)
1 — Dear; 2 — pleased; 3 — enquiry; 4 — enclosing; 5 — terms of sale;
6 — required; 7 — opportunity of doing business.
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3adaHue 10

2.
1—-c¢,A;2—-d,C;3—¢,B;4—a,F;5—-b,E;6—f,D.

Omeemeol Ha 3ad0aHue 11
3.
1)—c;2)—g;3)—h;4) —j;5)—a;6)—1;7) —n; 8) —k;
9) —d; 10) —b; 11) —0; 12) —e; 13) — f; 14) —m; 15 —i.

4.
)—gI;2)—a,B;3) -1, I;4) —c, XK;5)—e, E;6) —d,b;7) — b, A.
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