BUSINESS CORRESPONDENCE IN ENGLISH
JIEJTOBAS IEPEITUCKA HA AHTJIMACKOM SI3BIKE

BUSSINESS LECTURE STRUCTURE
CTPYKTYPA JEJOBOI'O INCBMA

B cTpykType 1eJI0BOro NUChbMa PasjiM4yaloT ceAyuue YacTu:
3aroJIOBOK, COJEpXAINil HA3BaHHUE U aJJpeC OpraHu3aliu, OTIPaBISIOIEH
MUCHMO, JTHOO0 TOJIBKO aJpec OTIPABUTEIS, SIBISIOMIETOCS YaCTHBIM JIUIIOM;
WHOT/Ia B ATOM YaCTH MUChMa YKa3bIBAIOTCSI HOMEpa Teae(dOHOB,

JlaTa HaIMCaHUs TUChMa;

Ha3BaHUE / UMS U aJIpec MoJIydaresis nucbMa (BHYTPEHHUH ajipec);
BCTYNUTEIbHOE OOpallleHuE;

TEKCT MHUCchMa (OCHOBHAS YacTh);

3aKJTIOYUTENIbHAST (POPMYJIa BEKIUBOCTH;

HOJIIHCH.

IIpumep 3aganus:

Pacnonoscume uacmu 0e1068020 nucbma 6 npasujibHom nopﬂdxe:

(1) Manufacturers Trust Company, 55 Broad Street, New York 27
N.Y. October 15 2005

(2) Messrs. A. Smith&Co., Ltd., 28 Moorgate St., London, E.C.2, England

(3) Dear Sirs
We must apologize for sending you the cheque for the wrong amount of money

(4) In order to correct this error, we are sending enclosed the cheque for the...
(5) Please rest assured that we shall make every effort not to repeat such mistakes

in the future
Faithfully yours



I'oToBOE MUCHMO:

(1)Manufacturers Trust Company,
55 Broad Street, New York 27
N.Y. October 15 2005

(2)Messrs. A. Smith&Co., Ltd.,
28 Moorgate St.,

London, E.C.2, England

(3)Dear Sirs

We must apologize for sending you the cheque for the wrong amount of money.
(4) In order to correct this error, we are sending enclosed the cheque for the...

(5) Please rest assured that we shall make every effort not to repeat such mistakes
in the future

Faithfully yours

HOW TO ADDRESS AN ENVELOPE
KAK O®OPMUTDH AIPEC HA KOHBEPTE

YTo0bI NIPABWJIBLHO HANMKCATH a/Ipec HA KOHBEPTe, cJieyeT U3y4YuTh NPaBujia
ero opopmiieHusl.

dopmaT KOHBepTAa:
Nmsi/Ha3BaHME OpraHu3aliy OTIHPABUTENS
Ne noma, ynuia otipaBuTesis
["opon, rpadcTBo (1ITAT), MHACKC OTHPABUTEIIS
CrpaHna oTrpaBUTEIIS
Nwmsi/HazBaHne opraHu3aiiiy moTydaTesis
Ne noma, ynuna nosryygaresis
I"opon, rpadeTBO (1ITaT), MHACKC MOTyYaTesns

Crpana nosyyarens



Ilepeo eamu xkoneepm. Coomuecume ungopmayuro noo onpeoeneHHbiM
HOMEPOM Ha KOHeepme ¢ mem, Ymo oHa 06o3Hauaem.

(1) Lancashire Enterprises plc.
(2)17 Ribblesdale Place — Winkley
Square

(3) Preston PRI 3NA

(4) Seaboard Industries plc
(5) Grand Avenue HOVE
(6) BN3 2LS

() the ZIP Code in the mailing address (noumoswiii unoexc adpeca nonyuamerst)
() the house number in the return address (romep ooma omnpasumenst)

() the town the letter comes from (copoo omnpasumens)

() the street name in the mailing address (razsanue yruyor nonyuamens)

() the addressee (aopecamlnonyuamens)

() the sender’s name (uws omnpasumensi)

Pemenne:

(6) the ZIP Code in the mailing address
(2) the house number in the return address
(3) the town the letter comes from

(5) the street name in the mailing address
(4) the addressee

(1) the sender’s name



HOW TO MAKE A MEMO
KAK O®OPMUTD CJIYKEBHYIO 3AIIMCKY

Jl7st Toro 4yTOOBI MPABMIIBHO O(OPMHUTH CITY>KEOHYIO 3aIHCKY, CIEAYeT 3HATh
MPUHITUIIBI OPTaHU3AINH TEKCTa MIEKTPOHHOTO COOOIIeHus, hakca, MEMOpaHIyMa
(ciry>keOHOM 3aIHICKH).

CTpykTrypa ciayxke0HOI 3an1UCKH, (paKca, JJIEKTPOHHOT0 COO0IIeH NS :
Kowmy (¢ yrkazanuem chamunuu, umenu u ooaxcnocmu aopecama),

Ot KOTO (C yKazanuem gamuruu, UmMeHU U OOJHCHOCU ABMOPA);

Hata (hazeéanue mecaya — cro8amu, MONHCHO UCNOIL308AMb NPUHSIMbLE
COKpaujenus, Ho He yugpul),

Tewma,;

OcHOBHAs 4acTh CITyKEOHOM 3aIHCKU;

[Toanuck (donycmumo monbko ums asmopa,.

Buvioepume cnosa unu cnosocouemanus cioe 014 3an0aHeHUsA NPONYCKO8 mak,
UMmoovl OHU OMPAXHCATU 0COOEHHOCIU OPOPMIEHUA CTIYHCEOHOU 3ANUCKU.
Ykaswcume coomeemcmeue 014 Kax);coo2o HymepoeanHo2o r1emMeHma 3a0aHuA

(2): Mark Willow, Purchase Manager
From:  Michael Simpson, (2)

Date:  October 24,20

Subject: Chip sets and drives purchasing

— )

| receive the production schedule from the factory that assembles our computers.
Yesterday | talked to Ms. Chen, (4), and told her that our stock date has to be 10

days before our assembly start dates. She said she’ll waive shipping costs and give
us a 10% discount.
Please make up a purchase order for the chip sets and drives and order today.

MS

() Mark
() our supplier
() To

() production supervisor



Pemenne:

(3) Mark
(4) our supplier
(1) To

(2) production supervisor



HOW TO WRITE A CV OR RESUME

A resume of your career, sometimes called a Curriculum Vitae or CV, informs the
employer about the experience and skills you have.

A good resume should:
1. Attract attention.

2. Create a positive impression.
3. Present your skills and qualities clearly and concisely.

The purpose of your resume is to tell the employer why you should be hired. A
good resume is the first step to a job interview.

The resume may be photocopied and sent off to many employers. You can change
the sections of the content according to the different needs of the organizations.

Resume writing tips
As you write your resume, keep in mind the following:
1. Use concise language.

Minimize or omit everything that is irrelevant.

Place the most important information at the beginning of your resume.
There must be no grammatical errors in your resume.

Let an experienced person read your resume.

Print your resume on good paper.

o0k wh

KAK IIMCATbD PE3IOME

Pestome Barieii kapbephbl, Ha3pIBaeMoe aBToOnoTpadueii, coodIaeT paboTo aTENI0
00 yMEHUSX, HaBBIKaX U OTMBITE, KOTOpbIMU Bl 0OnagaeTe.

Xopoiiee pe3roMe JOIKHO:

. IIpuBiieub BHUMAHUE.

. CoznaTh MOJOXKUTEIFHOE BIICUATICHHUE.

. IIpeacTaBuTh Baly HaBBIKK U KauyeCTBa SICHO U KPaTKoO.

[lens Bamiero pe3toMe COCTOUT B TOM, YTOOBI COOOIIUTH HAHUMATEITIO, ITOYEMY
UMEHHO BBl 10KHBI OBITH IPUHATHI HA PA0OTY.

Pe3tome MokeT ObITh POTOKOMTUPOBAHO M OTOCIAHO MHOTHM paboToaaTessiM. Boi
MOXETE MEHSITh Pa3/ieibl COJAEPKAHU, COTVIACHO PA3JIMUYHBIM MOTPEOHOCTIM
OpTraHU3AIUN.



CoBeTbl KaK MUCATH pe3l0Me

Korna BeI numute Barie pe3tome, uMenTe B BUY CIICIYIOIIEE:

o0k whE

OHH JI)XKeKCOH pelunia MmoJaTh 3asBJICHHUE 0 IpreMe Ha padoty B hupmy Future

He OyabpTe MHOTOCIIOBHBI.

Ceenute K MUHUMYMY WJIH OITYCTUTE BCE, UYTO HE OTHOCUTCS K JIENY.
[Tomecture Hanboee BaXKHYIO HHPOPMAIIHMIO B HAYaAJIE BAILIETO PE3IOME.
B Bamiem pe3toMe He JOIKHO ObITh IPaMMaTUYECKHUX OLINOOK.

JlaliTe Balie pe3roMe IPOYNUTATH ONBITHOMY YEJIOBEKY.

HamneuaraiiTe Bailie pe3roMe Ha Xopoiiei Oymare.

An example of Curriculum Vitae
Oopa3sen pesrome

Gmbh.
[TpoutuTe ee pe3roMe, oOpalas BHUMaHHE Ha TO, KaK OHA KPaTKO COOOIIaeT
HE0O0X0IMMYI0 HH(pOPMAIIHIO O cebe.

1. Personal Details
Ann Jackson
52 Hanover Street
Edinburgh EH2 5LM
Scotland
Phone — 01957487004

E-mail:annJackson@mid.net

2. Education

1981-1988
Broadfield School, Brighton.A levels in German(A), English(B),
History(B) and Geography(C).

1988-1991
University of London. BA (Honours) in Journalism and Media
Studies (Class 2).

1991-1998
London Chamber of Commerce and Industry. Diploma in Public
Relations.
3. Professional Experience.



mailto:Jackson@mid.net

1998-
Present Public Relations Officer, Scottish Nature Trust. Editor of the
Trust’s monthly journal.

1999-2000

Press Officer, Highlands Tourist Board. Preparation of promotional
materials and brochures.
Co-ordination of media coverage. Summers of the News Herald
newspaper.
1990 and 2000 Two three-month training periods as assistant to the
Sports Editor.
Arranging and conducting interviews.
Preparation of articles covering local community sports events.
4. Skills

Windows, MS Office 2000, Excel, Internet
Languages

Fluent German and proficient in French.
Additional

Driving license.

5. Activities

Skiing and swimming. Ski instructor (grade 2).
6. References.

Herbert Lindsay Diane Swans
Professor of Journalism Sports Editor

London University The News Herald




THE LETTER OF APPLICATION (COVER LETTER)
COITPOBOJUTEJIBHOE ITMCBMO

The letter of application can be as important as the CV because it is the first

direct cantact between a candidate for a position and an employer. This letter
must be well written and presented to make a good impression. The letter of
application normally contains four parts on which you should:

1. Confirm that you wish to get the job and say where you learned abot the

vacancy.

2. Say why you are interested in this position and your interest are the same as
those of the company.

3. Show that you can contribute to the job by highlighting your skills and
experience

4. Indicate your willingness to attend an interview (and possibly say when you
would be free to attend).

Bellow you will find Ann Jackson’s letter of application:

3AABJIEHHUE (CONPOBOAMTEJIBHOE ITNCBMO)
CoIpoBOUTENBHOE TTMCEMO MOXET OBITh TaK e BaXHO, Kak U pestome (CV),
IIOCKOJIBKY 3TO MEPBBIA MPAMON KOHTAKT MEXAY KaHIUJIaTOM Ha JIOJKHOCTb U
npeanpuHUMaTeaeM. DTO MTHUCbMO JOHKHO ObITh XOPOILIO HAMUCAHO U
MPEICTABIICHO, YTOOBI MPOU3BECTHU XOpolliee BreyariaeHue. [lucemo 00bvHO
COJIEP>KUT YETHIPE YaCTH, B KOTOPBIX BbI JOHKHBIL:
1. TloaTBepauTh Bare jxenanue noy4uTsh paboTy U COOOUIUTH, rae Bol

y3HaJu O BaKaHCUU

2. CoobmuTs ,mouemMy BbI 3auHTepecoBaHbl 3TOH paboToil, u uto Barmm
MHTEPECHI COBNAAAIOT C MHTEPECAMU KOMIIaHUU

3. Iloka3arp, uTo BBl MOXeETe BHECTH CBOM BKJIaa B pabOTy, BBIIBUTAs Ha
NIEPBBIN IJIaH BAIlK YMEHUS U OIBIT

4. VYxazarp Ha Barnry roToBHOCTh IPUHTH Ha cobeceoBaHue (M BO3MOKHO,
COOOUIUTH, KOTJ]a Bl CMOXKETE IPUITH).

Huxe npuBoauTCs: CONPOBOUTENHHOE MUCHbMO JHH J[PKEKCOH:



Ann Jackson
52 Hanover Street
Edinburgh
EH2 5LM
UK
8™ January, 2010

Emily Stark
Future Gmbh
Blumenstrasse 120
8000 Munich 22

Dear Ms Stark:

I’m writing to apply for the position, which was advertised last month in
The Daily News.

Although | am presently employed, it has always been my intention to
work in commercial environment. | would like to work for company as |
have long admired both the quality of the products that it provides and its
position as a defender of environmental causes. As you notice on my
enclosed CV, the job you are offering suits both my personal and
professional interests.

My work experience allows me to work in Public Relations today. I’'m
sure that this, together with my understanding of needs and expectations
of sport and nature enthusiasts, would be extremely relevant to the
position. Moreover, as my mother is German, I’m fluent in this language
and would enjoy working in German-speaking environment.

| would be pleased to discuss my resume with more detail at an
interview.

In the meantime, please don’t hesitate to contact me if you require
further information.
| look forward to hearing from you.

Yours sincerely
Ann Jackson
(Ann Jackson)
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Model Job advertisement
IIpumep 00bABJIEHNS B ra3eTe 0 BAKAHCUM

Job opportunity: Executive Secretary to the Managing Director

Prestigious western financial institution seeks an executive secretary to the
managing director to provide full administrative support to the director, to maintain
contacts with major clients according to high professional standards, to fulfil
secretarial duties and handle PR matters in the office.

Main requirements: fluent English age 24-30, good typing skills, PC literature,
solid secretarial experience with top executives for at least 2 years. Please fax
(095 222 22 22) your resume to Mrs. Jane Brown, Personnel manager.

YnpagsasiiomeMy THPEKTOPY TpeOyeTcsl HCIOJTHUTEIbHBIH CeKpeTaphb

[IpecTmxHOM 3amagHON (UHAHCOBON OpraHU3AlMKU TPEOYeTCs MCIOJHUTEIbHBIN
CeKpeTapb YIPaBJSIOLIEro JUPEKTOpa, B 00A3aHHOCTH KOTOPOro OyAeT BXOAMTH
oOecrieyeHue MOJHOM aJMUHUCTPATUBHON MOJIJIEPKKU AUPEKTOPY, YCTAHOBIICHUE
U pa3BUTHE KOHTAKTOB C TJIABHBIMHU KJIMEHTAMHU Ha BBICOKOM MPOQECCHOHATHEHOM
YPOBHE, BBINOJIHEHUE BCEX CEKPETApCKUX (PYHKIUN W MOAJAEpNKaHUE CBSI3Eh C
OOIIECTBEHHOCTBIO.

OcHoBHBIE TPEOOBaHUS K KaHIUJATY: CBOOOIHOE BIIAJICHUE AHTIUNUCKHUM SI3BIKOM,
Bo3pact oT 24 po 30 mer, Xopomias CKOPOCTbh MAaIIMHONUCH, BIAJCHUE
KOMITBIOTEPOM, COJTHIHBIN OMBIT CEKPETAPCKON pabOThl HA YPOBHE MEPBHIX JIHI] HE
MeHee 2x set. [Ipocn0a Beicku1aTh pe3tome no dakcy 095 222 22 22 na ums Jane
Brown, menepxepa no noadoopy nepcoHana.

11



MeMopaHz[yM, HJIK, COKpalcHHO, MCMO — THUII JOKYMCHTA, HCHOHBSYCMI)II?I JJIsA

MEMORANDUM
MEMOPAHAYM NWIN TAMATHASA 3AIINCKA

oOMeHa uH@opmalue BHyTpu komnanuu. Kak npaBuino, MeMo He KIaayT B
KOHBEPTHI; UCKJIIOYEHHUE COCTABIISIOT JIMUHBIE U KOH(UACHIINATbHBIC
MEMOPaHIYMBI.

B memopanayMax HET HEOOXOIUMOCTH MTPUBOAUTH MOAPOOHBINA aIpec MOaydaTes,
OJTHAKO CJIEAyeT 00s13aTeIbHO yKa3aTh €ro UMsI U Ha3BaHHE OT/Ela, B KOTOPOM OH
pabotaer. [lonmuce oTmpaBuTeNs TakKe HE Hy’KHa, a BOT Bama gpamuus u

Ha3BaHWC OTACIIAa, B KOTOPOM pa60TaeT, SIBIISIFOTCST 00513aTEILHBIMH DJIEMEHTaAMH

o(opMIICHUSI MEMO.
MeMo nuIIyTcst B CASAYIONIUX CIIyqasix:

Ecnun HY>KHO 3a(1)HKCI/IpOBaTI> OCHOBHBIC MOMCHTHI UJIHN CIIOPHBIC BOIIPOCHI,

00CYy>K/IaBIIIUECS B XO/I€ COOpaHMUSI
Korga Hy>XHO coxpaHuTh HHPOpMAIIUIO JII0O0TO poja

Koraa Hy)HO 3aMKCHpOBAThH 3/1aHUS, TIOPYUEHHBIE KOHKPETHOMY YEJIOBEKY

Ecau memo CIIYKUT TOJIBKO 00BIACHUTEIILHOM 3aITUCKOM

Model

MEMO

To: ALL STAFF
Date: 25 September 2012
From: Tony Brown
Dept: Personnel
Extn: 5564
General Staff Meeting

There will be general staff meeting at 10.00 a.m. on 5 October 2012 in the
conference room on the 7" floor. Paul Paddington, Director General, who
came with a short visit to us, would like to make a speech. Further details

will be circulated next week. Those unable to attend, please, let me know

before 4 October.

Tony Brown
Secretary

12



MEMO

Komy: Becem coTpynnukam
Hara: 25 cents6ps 2012 roga
Ot: Tonu bpayn

Otnen: I1o nonbopy nepconana
Buytp.Temn.: 5564

Oo61ree coopanue

Hacrosimmum coo6miaem, uto B 10.00 ytpa 5 okTsi6pst 2012 roga B
KOH(epeHII-3aJie Ha CEIbMOM 3TaXke cOCTOUTCs o01iee coopanue. Ha
coOpaHuu BeICTYNUT [[3IMHTTOH, HAIll TeHEPAbHBINA JUPEKTOP, KOTOPHIi
npuObLT K HAM C KpaTKuM BU3uTOM. boiee nmoapobHast undpopmanus Oyaer
noBezieHa 110 Barero cBenenus Ha cienytoieit Hezene. CoTpyTHUKaM,
KOTOPbIE HE CMOTYT MPUCYTCTBOBATh HA COOpaHUH, MPOCUM COOOIIUTH 00
9TOM J10 4 OKTAOPSI.

Tonu bpayn
CekpeTapb

BUSINESS DOCUMENTS
JAEJIOBBIE TJOKYMEHTDBI

Contract
Contract is an agreement between the parties that creates obligations. Contracts
may be either oral or written. Certain kinds of contracts must be written and
signed. Usually these are contracts of the sale and transfer of real estate, and
contracts in export trade. A contract is the basis of a transaction between the
Buyers and the Sellers.

Kountpakr (1orosop)
KoHTpakT (10roBOp) — 3TO corjalieHue MexXay CTOpOHAMH, KOTOPOE CO3/1aeT
o0si3atenbeTBa. KOHTpaKThl MOTYT OBITh UM YCTHBIMHU WJTU TUCHbMEHHBIMHU.
HexoTopbie BUJIbI KOHTPAKTOB JOJKHBI ObITh B TUCHbMEHHOM BHU/IE U TOITUCAHBI.
OOBIYHO 3TO KOHTPAKTHI O MPOJAXKE U Mepeaave HeIBIKUMOCTH U KOHTPAKTHI B
AKCHOPTHOM TOPro.iie. KOHTPaKT SBISETCSI OCHOBAHUEM MPHU CICTKE MEXKIY
[Tokynarensamu u [Iponasuamu.

13




LETTER OF ADJUSTMENT
IINCBMO-YPEI'YJIMUPOBAHUE TIPETEH3UUN

Letters that are written on response to claims may be called adjustments. These
letters are the most difficult to write are they require under all circumstances
patience, tact, and diplomacy. You will not lose your customer if you react at his
claim promptly.

[InceMa, KOTOPBIE HANTMCAHBI B OTBET HA MPETEH3UU, MOTYT Ha3bIBAThCS
MMCbMaMHU-YPETYIUPOBAHUSIMH. DTH MIChMa HanOOJIee TPYAHO MUCATh, TOCKOJIBKY
OHH TPEOYIOT MPHU BCEX 00CTOSATEIBCTBAX TEPIICHUS, TAKTa U TUIIOMAaTHH. BBl He
NOTEPSETE BAILIETO KIMEHTA, €CIIM OTPEAarupyeTe Ha ero TpedboBaHus ObICTPO.

JACKSON & MILES
118 Regent Street

London W1C 37D
UK
2" December, 2010

HOWARD& PRATT
Ladies’ Clothing
306, 3d Avenue
Chicago, I11. 60602
USA

Dear Sirs:

The colour of the dresses about which you complain is indeed lighter than it should
be. Please accept our apologies.

We are sending you a new lot by air this week, and would ask you to return the
faulty clothes. Alternatively you may keep this lot for sale as seconds at a reduced
price of $1,120.

You are perfectly correct in saying that packing and insurance costs are normally
less for cargo sent by air. May we remind you however, that your request to send
the goods bi air was made at short notice. It was not possible for us to use the
lighter air freight packing materials, as most of the dresses were ready for shipment
by sea freight.

Furthermore, our insurance is on an open policy at a flat rate, and depends on the
value of the goods, not the method of transport. For these reasons our invoice
No.14596 dated 15™ Nov., 2010 is still valid, and we look forward to receiving
your remittance when due.

Yours faithfully,
D.A Leary
Manager Export
Department
Sellers

14



LETTER OF INQUIRY
IMMCBMO-3AITPOC UHOPOPMAILINU

MHorue pacchliaeMble KaKIbIH JICHb MHUChMa MPEACTABIISIFOT COOO0M 3ampoChI
uHpopMainu. OueHb BaXKHO NMPABIIILHO COCTaBUTH TaKOM 3arpoc. B muceme BbI
JIOJDKHBI YMETh OOBSICHUTH, KaKasi KOHKPETHO HH(OpMAIUs BaM TpeOyeTCsl.
[Tpu cocTaBiieHNH THUChMa MOXHO OOBSICHUTH BKpATIIC, I Yer0 BaM Hy»Ha 3Ta
KOHKpETHAasi HH(pOpMAIIHs, WK ITPOCTO 3a/1aTh BO3HUKIINE Y BAC BOTIPOCHI.
CrapaiiTech IPHJICPKUBATHCS TEX BOIPOCOB, KOTOPHIC ITO3BOJIST YSIIOBEKY
IIOHSTH, YTO BbI OT HETO XOTHUTE.
[TucrMa-3anpocsl B ICIOBOM KOPPECIIOHICHIINN TUITYTCS B CICAYIONUX CIydasax:
e Eciu BbI JKenaeTe mojydnuTh HHHOPMAITUIO O TOBApaXx.
e Ecmu BaM TpeOyeTrcs y3HaTh 00 MX HAIMYUH HA CKIIAJC.
e Eciu BaM HEOOXOIMMO y3HATh 00 YCIIOBHUSAX TIOCTABKH, CKHIKAX, BHIaX
TPAHCIIOPTUPOBKH.
e Eciu BbI X0THTE, YTOOBI BaM BBICJIAIN KAaTAJIOTH, TPOCIEKTHI, OPOIIIOPHI |
oOpaslibl ToBapa.
B muceMe-3amnpoce ciieyer yka3zaTh HCTOYHUK HHPOPMAITUH, YETKO
copMyIUpPOBATh CYTh BOIIPOCA, KPATKO MPEICTABUTH BAIly KOMITAHHUIO HITH CeOs
JIMYHO. 3aBEPIIUTh MHUCHMO JTy4Ile ()pa3oid, BEIpaXKaIoIIeH HaIeK Iy Ha
TUTOZIOTBOPHOE ¥ B3aUMOBBITOJTHOE COTPYTHUIECTBO B OYIYIIICM.

Model
Dear Sir
| should be grateful if you would send me information about the regulations for
admission to the University of Bradford Management Centre. Could you also tell
me whether the Centre arranges accommodation for overseas students?

Yours faithfully

Van Lee

15



LETTER OF APOLOGY
IMMCBbMO-N3BUHEHHUE

briBaroT Takue CUTyalliuu, Koraa COBCPUICHHO OYCBHUAHO, YTO BbI HC IIPABBI U
JOJIXKHBI U3BUHUTLCA. Bne 3aBucumocTu ot CuTyaluuu HCO6XOI[I/IMO HN3BHHUTLCS
Cpa3y u J1y4dlic B IMCbMCHHOM BHJC.

cD0]:’)My.III/Ip0BK":1 IMNCbMA-U3BUHCHUA 3aBUCUT OT CUTYAllHUH. HCO6XOI[I/IMO OBITH
HCKPCHHUM, BbIPA3UTh T'OTOBHOCTH HECTU ITOJIHYIHO OTBETCTBCHHOCTD 34 CBOU
I[CflCTBH?I. ITucemo JOJDKHO OBITh KPaTKUM U BCKIIMBBIM.

Model
Dear Mr Shaw

You may remember that when we last met | offered to send you details of our
Packard Bell 425 model computer. | have been looking back at our records and
have seen that | failed to make a note, and so have not sent you the information
required by you.

I am enclosing the brochure. Please accept my apologies for this oversight. | hope

the delay has not inconvenienced you.
Yours sincerely

Bob Bright

Onpeoenume, K KAKOMY U0y 0€7106020 00OKYMEHMA OMHOCUMCA
npeoCcCmaegieHHbll HUMCEe OMPLIBOK:

The goods will be considered as delivered by the Sellers and accepted by the
Buyers:

1) as regards the gross weight and the number of cases - in accordance with the
weight and the number of cases stated in an airway bill.

2) as regards the net weight and the quality — in accordance with the Seller’s

Specification. The date of an airway bill is to be considered as the date of delivery.

e Contract
e CV

o Letter of application

16



Pewenue:

e Memo (0na coxpanenus ungopmayuu, o1 puxcayuu 3a0aHus,
00vsCHUMENIbHASL 3aNUCKA)

e Contract (coenauwenue medxcoy cmoponamu, KOmopoe co3oaem
obs3amenvcmea)

o CV (orcusneonucanue)

o Letter of application (conposooumenvroe nucomo o npueme na pabomy,
3as6jeHue)

B npeocmaenennom ompuiéke peusv uoem o co2nauieHuu mexcoy cropoHamu,
ceooeamesibHo, 6U0 0e108020 0oKymenma — Contract

Buvibepume cnoea unu cnosocouemanus cioe 011 3an0JaHEHUA RPONYCKO8 MakK,
YMoovl OHU OMPAXHCATU 0COOEHHOCIU OPOPMIEHUA CIYHCEOHOU 3aNUCKU

To: (1)

From: Susan Caffey
Subject: Maltech payment
Date: (2)

Jacab,

Gorman hasn’t paid the current invoice. They paid their May invoice on June 30.
Maltech, however, did not pay May’s bill. I sent them a second notice on July 15.
| sent AB Alliance several reminders. For their May invoice, | sent reminderson____
(3) and July 15. For June, I sent a reminder on July 31. What next?

_ @4

[1 August 18,20
[1 Jacob Wiley

[]S.
[1 June 30

Pacnonosrcume uacmu 0e106020 nucoma 6 NPAGUIbLHOM NOPAOKE
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Ykaorcume nopsiokoswiii Homep 014 8cex 8apuaHmos 0meemos
[ ] Dear Mr Kaltwasser

[ ] IBA Investmentfounds
Hohe Bruck 44

60437 Frankfurt am Main
Germany

[ 1 Yourssincerely
Prendergast & Johnson

B

We feel that this is good time to investigate Telecom stock
with a view to a substantial

commitment in the medium term.

Should there be any last-minute developments we will e-mail
you immediately.

[ ] Prendergast & Johnson Investment Consultants
52 Carter Lane

London EC5 7ZG

England

10 February 20

Buvioepume cnoesa unu cnosocouemanus cnoe 0711 3an0JaHeHUA RPONYCKOG
mak, 4umoovl OHU OMPANHCATU OCOOEHHOCIU
ohopmnenus cayxiceOHoIl 3anuUcKu

To: (1)

From: Susan Caffey
Subject: Maltech payment
Date: 2

Jacob,

Gorman hasn’t paid the current invoice. They paid their May invoice
on June 30.
Maltech, however, did not pay May’s bill. I sent them a second notice
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on July 15.

| sent AB Alliance several reminders. For their May invoice, |
sent reminderson___ (3) and July 15. For June, | sent a reminder
on July 31.

What next?

_ 4

[] August 18,20
[1 Jacob Wiley

[1S.
[] June 30

Pacnonoscume uacmu oenoeozo nucoma 8 npasujibHom nop}wke

Ykaotcume nopsoxoeulil Homep 014 6cex 8apuanmos omeemos

Yours sincerely
[1 John Smith

J.L. Smith

Sales Manager

[1 Dear Mr Jaspers

XYZ Company
PO Box 32901

[] LondonECAT 2VC
Telephone: 0171 429 5000
Telefax: 0171 320 429

3 July20

Thank you very mach for your recent enquiry about...
We look forward to hearing from you soon.

Mr Harald Jaspers

Wein- und Spirituosen GmbH

[1 Eschbachweg 24
D-40625 Dusseldorf
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Buvioepume cnoea unu cnosocouemanus cioe 0714 3an0JAHEHUA NPONYCKO8 MakK,
Ymoovl OHU OMPAXHCATIU 0CODEHHOCU OPOPMAEHUA CILYHCEOHOU 3AaNUCKU

(1) __ : Northwest Area Sales Staff

(2) ___ : Management

Date: 27 August 2008

(3) ____: New Monthly Reporting System

We’d like to quickly go over some of the changes in the new monthly sales
reporting system that we discussed at Monday’s special meeting. We are
confident that you will all soon enjoy the benefits of this new system. Thank
you all for help in putting this new system into place.

4)
Yxaorcume coomeemcemeus ona kaxrcoozo HYMEPOBAHHO2O dlemMenmda 3a0aHUs

[ ] From

[1To

[ ] Management
[ ] Subject

Pacnonoscume uacmu oenoeozo nucoma 8 npasuibHom nop}wKe

Vkaosicume nopsoxoeulil Homep 01 6cex 8apuanmos omeemos

Yours sincerely
[1 John Smith

J.L. Smith

Sales Manager

[1 Dear Mr Jaspers

XYZ Company
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PO Box 32901

[] LondonECAT 2VC
Telephone: 0171 429 5000
Telefax: 0171 320 429

3 July20

Thank you very mach for your recent enquiry about...

We look forward to hearing from you soon.

Mr Harald Jaspers
Wein- und Spirituosen GmbH
[1 Eschbachweg 24
D-40625 Dusseldorf
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