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Annotation

YMeHue BeCTU /ieJIOBYIO MEepPerucKy To 3/IeKTPOHHOM MouTe Ha aHIVIMKCKOM
A3bIKe — O/IHA U3 K/IIOUEBBIX KOMITeTeHIIMM B Ou3Hece. OT CITOCOOHOCTH UYETKO,
IPaMOTHO U ybeauTebHO C(hOPMY/IMPOBATh MBIC/Ib, OT 3HAHUS ITUKeTa /1eJI0BOU
TeperickKu MOXKeT 3aBUCeTb OdyeHb MHoroe. [JoH-Muiens bog, creijuanuct
10 KOMMYHUKAI[MSIM C MHUDOBBIM MMeHeM, Ha KOHKDeTHbIX MpuUmMepax
13 MPaKTUKU TOT-MeHe/PKepoB, MapKeToJ/IoroB, crierjuanuctoB no HR, ropuctoB
M MHOTMX [IPYrHX pacckasbiBaeT 00 OCHOBax U TOHKOCTAX COCTaBJI€HUS
9/IEKTPOHHBIX TTMCEM Ha aHIIMMCKOM sisbike. K KOHIy KHUTM Bbl He TOJIbKO
CMOJKeTe HamucaTh YeTKO CTPYKTypUpPOBaHHOe MOcC/iaHHe, HO M oborarvTe Balll
JIeKCUKOH HOBBIMU C/IOBaMU U BbIpaXkeHUSIMU.

e JloH-Muwuiuens bop

o

(¢]

o Baenenue
o [1aBa mepBas

m [Ipockba o moaaepkKe
| ]
® VHCTpYMEHThI
= Bxopgiiue
= OTBeT Ha IPOCKOY O MOJIEePIKKE
|
m VHCTpYMEHThI
m BapuaHTbI
m 3anpoc uHdopMaluu

® VHCTpYMEHThI
= CeTeBOM 3TUKET
m BapuaHTbI
= OTBeT Ha 3anpoC MHPOPMALIUU
|
® MHCTpYMEHThI

= Bxopgiue
m CoBeT

o [';1aBa BTOpad




m K Bailiemy CBeJIeHUIO
| ]
®» MHCTpYMEHThI
m BapuaHTbI
= Bxoadnue
m ComnpoBOAUTe/IbHOE MUCHMO K JOKYMEHTY

m MHCTpYMEHThI
m CeTeBOU YTUKET

m Pestome ceTeBol KOH(MDepeHIIUU

m MHCTpYMEHThI
YBenomieHve 0 COOpaHUH
| ]

® MHCTpYMEHThI

®» Bxoadnue
Pesrome coBelianyg
]

» MHCTpYMEHThI
m BapuaHTEbI
[TonTBep)KeHKe YCTHBIX IOTOBODEHHOCTEN

NHCTPYMEHTEI
CeTeBOU STUKET

BapuaHTEI
= CoBeT
['1aBa TpeThg

m [Ipock6a 06 0co60M OTHOIIIEHUN
]

® MHCTpYMEHThI
= Bxoadnue
» BapuaHT pelieHus mpob6aembl

® MHCTpYMEHThI
m CeTeBOU YTUKET

m OTBETCTBEHHOCTH 3a OIHI/I6Ky
]

m MHCTpYMEeHThI
®» Bxoadnue




» VcnpaBieHue omumboK
]

®» VHCTpYMEHThI
» [ToTepsHHbIA JOKYMEHT

m MHCTpYMEHThI
m CeTeBOU STUKET

OTKas oT yyacTtus
]

m MHCTpYMEHThI
m CeTeBOU YTUKET

W3BriHeHWd
| |

® WMHCTpYMEHThI

® BapuaHTEI
o [iaBa ueTBepras
m CREkkk

m [IpaBka

» MHCTpYMEHThI

= Bxoadmue
[loaTBepkaeHue 3aKasa

| ]

m MHCTpYMEHThI

® Bxoagmnue

m CeTeBOM 3TUKET

OO0bsBIeHYE TEHEPA
| |
®» MHCTpYMEHThI

® BapuaHTEbI
OmmbKu Npy BICTABIEHUU CUeTa
| |

» MHCTpYMEHThI
m CeTeBOU YTUKET

[Tpochba 1peioCcTaBUTh KPEINUT

» MHCTpYMEHThI
m CeTeBOU YTUKET

OTKa3 1peIoCTaBUTh KPeJIUT




® HCTDYMEHTLI
m CeTeBOU STUKET

» l3MeHeHHWe YCIOBUM
u

» VHCTPYMEHTEI
m CoBer

o ['/aBa ngrTas
m [Tpurnainenue Ha 1eHb OTKDBITBIX IBeDEer
| ]
m IHCTpYMEHThI
m CeTeBOU 3TUKET

IIpencras/ieHre ripeeMHUKa

® MHCTDYMEHTLI
m Bxoadiime

CamMorpe3eHTalysg — DMCbMO TMOTEeHIWATbHOMY KIWEeHTY
| |

® HCTDYMEHTLI

» BapuaHThl
Cxkuka i COTDYAHUKOB KOMIIAHUU

| |
® MHCTDYMEHTLI

u L[GJ'IEBEIH pEKJ/IdMd HOBOI'O IIDOAYVKTd

® MHCTDYMEHTLI
m CeTeBOU STUKET

AHOHC HOBOTI'O IPOJAYKTA

| |
® MHCTDYMEHTLI
CoeliCTBYE B MaDKETUHTE

NHCTpYMEHTEI
BapuanTbi
IIpaBKa
NHCTPYMEHTEI

Bxopgiue
o ['naBa 1iecrasd

m [lo3gpaBieHus
| |




®» MHCTpYMEHThI
®» Bxoadmnue
M3MeHeHWe KOPIOPATHUBHbIX NPUHIIUIIOB

» MHCTpYMEHThI
m CeTeBOU YTUKET

Onwucanve OpoLeayp.l

m MHCTpYMEHThI
m CeTeBOU YTUKET

HPI/BBIB K KOJ/JIEKTHUBHBLIM YCHUIUAM
]

m MHCTpYMEHThI
OOGyyeHHe COTPYIHUKOB

| |

®» MHCTpYMEeHThI

®» Bxoadmnue
TopskecTBeHHOE COOBITHE
u

» MHCTpYMEHThI
m CeTeBOU YTUKET

m CoBetr
o I'maBa ceabmas

» [Ipocb0a 0 MOBbIIIEHUH
]

®» MHCTpYMEeHThI
m OtcyTcTBUe Ha paboueM MecTe
| |

® MHCTpYMEeHThI

[Tpocbba 0 mepeBozie B IDYroi OTeN
|
» MHCTpYMEHThI

m BapuaHTEbI
® YBoJIbHEHUe
| |

» MHCTpYMEHThI
m CeTeBOU YTUKET

[Tpo6riema B oduice




® MHCTDYMEHTLI
m BapuaHThl

» biaromapHocTh 3a 6OHYC
|
» VHCTDYMEHTEI
» Bxopagdiue
m [IpaBKa
o ['71aBa BOChbMas

» [Ipockba 0 conencTBUn

m IHCTpYMEHThI

m CeTeBOU 3TUKET
Bopb0Oa co ciyxamu

| |

m IHCTpYMEHThI

= BapuaHThI

= JcrpaprieHue oLIMOOK KOLJIEru
]

» VHCTDYMEHTEI
m CeTeBOU STUKET

BBIFOBO|2 NOAYNMHEHHOMY

® MHCTDYMEHTLI
m CoBer
m CeTeBOU STUKET

PexomeHaiys

® HCTDYMEHTLI
» BapuaHThl

MOTI/IBI/I| )OBdHKWE COTPDYAHHWKA

» VHCTDYMEHTEI
m CeTeBOU STUKET

m CoBer

o I'yiaBa gedTas
= Pesiome cesiku

® MHCTDYMEHTLI
m CeTeBOU STUKET




AHa/n3 KOHT pAKTad

» HCTPYMEHThI
Pa3bsgcHeHMe TexHHUUYeCKUX MOMEHTOB
|
m IHCTpYMEHTHI
m CeTeBOU 3TUKET

PeKOMEHAaHHH 110 YPeryjinupoBdHHWIO CITIODOB

® MHCTDYMEHTLI
m Bxoadiiume

u HOHHaBKI/I K KOHTDAKTY

| |
® MHCTDYMEHTLI
o I';aBa gecdras

m kekekkek

m [[paBKa
m Bxoadiime

3aK/Ir0YeHre FOPUCKOHCYIIbTa
| |
® MHCTDYMEHTLI
m BapuaHThl
[IpaBOBOM aHa/IX3
| ]
® MHCTDYMEHTLI
m Bxoadiiume

H| )dBOMMPDUMEHHWTE/IbHAA TIDAKTHUKA

® MHCTDYMEHTLI
m CeTeBOU STUKET

Craryc cynebHOro pa3ouparenbCcTBa

® MHCTDYMEHTLI
» BapuaHThl

HWToru cyne6Horo pa3brparesbLCTBa

| |
® MHCTDYMEHTLI

o I'/aBa onuHHadIaTas
= CoBer




Kak yTemurs KoJuiery
]

® MHCTpYMEHThI

m BapuaHTbI
Kak BbIpa3uTb CO60I€3HOBAHUS
| |

m CoBer
Kak noxenarb CKOpDeMIIero BbI3I0POBIEHUS

m CoBetr

Kak NO3ADABUTL C JIMUHBIM TOPXKECTBOM
]

» MHCTpYMEHThI
Kak ckasaTtb cnacufbo
| |

®» MHCTpYMEHThI

o KpaTkui rpaMMaTiyeCcKri ClIPaBOYHUK

o
)
® note

CTpyKTypa npeaaoKeHUun
IlyHKTYalus

BoeieneHus: i CMBIC/IOBbIE aKI[€HThI
DYHKIMOHA/IbHbIE TUMBI DEYr

MeToabl IMPOBEPKU U ITDABKH
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Mon-Mumuens boj
Kind Regards. /le1oBasi nepenucka
Ha AHIVIMMCKOM fI3bIKe

ITepeBon, TambsiHbl I ymmaH
Pykosogutesns ripoekra M. IllasnyHosa
KoppekTopsl E. UyduHosa, H. Bumbko
KomrnistoTepHas Bepctka K. Cauwyés
[uzaiin 060k X. 3amkoea
Aprt-gupexrtop FO. Byza
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Bce npasa 3awuweHbl. Ilpou3eedeHue npeoHA3HAUYEHO UCK/AUUMENbHO
0711 4acmHo20 ucnonb306aHusi. Hukakas uacmb 3/1eKMPOHHO20 3K3eMnasipa
OaHHOII KHU2U He Moxcem b6bimb 80cnpou3eedeHa 8 Kakoli bl mo Hu b6bu10 hopme
U Kakumu 6bl mo Hu ObLIO cpedcmgamu, 6K/AUdsi pasMeujeHue 8 cemu
HHmepHem u 6 KOpnopamugHbIX cemsix, 0151 NyOAUYHO20 UAU KOAAeKMUBHO20
ucnonb308aHusi 6e3 NUCbMEHHO20 paspeuwleHusl 61adeibyd a8MOPCKUX Npas.
3a HapywleHue asmopCcKux npas 3akoHOO0amMeaAbCMeoM NpedyCMOmMpeHa 8biniama
KoMneHcayuu npagoobnadamensi 8 pasmepe 00 5 maH. pybneti (cm. 49 30AII),
a makoice Y20/106HAsi OMBEeMCmMeeHHOCMb 8 eude jAulleHusi ce0b00bl HA CPOK
0o 6 nem (cm. 146 YK PD).

MHoeo snem s obyuyaro mex, KoMy npuxooumcs
pe2yAsipHO nucamb 3/1eKMpOoHHble nucbmd. Mou yuyeHuKu —
YMHble, ambuyuosHble, 006pa3oeaHHble 00U, KOMOpble
OMAUYHO  CNpaeAsilomcsi €O  CBOUMU  C/AyHCeOHbIMU
obszaHHocmamu. VM mewiaem aAuwb HeyMeHUe XOpPOWIO



nucame.
Oceousé 0CHOBHble npuembl COCMABAeHUs1 31eKMPOHHbIX
nucem, OHU nNpPoOOOANCAIOM YCheWwHO Oeadmb Kapbepy
U uacmo nosayuairom noowjpeHusi 3a baecmswjee enadeHue
C/1080M.
Hm nocesujaemcs sma KHuea.



BBeenue

E-mail u nucbmo Ha Gymaze — pazHbie eeuju

He cnemyer aymarb, uto e-mail — oObIUHOe TIHMCBMO, HaMMCaHHOE
Ha KOMIIbIOTepe. DTO He TaK. OJIEKTPOHHbIe MHCbMa MO3BOJISIIOT JIKOISAM
CTpeMHUTe/IbHO oOMeHUBaThCsi uWHbopMalyeir. OObIYHO e-mail BbI3bIBaeT
MT'HOBEHHYHO peaklivio, HarlpuMep OTBeTHOe CoobiijeHue.

Hagm  OyMaKHBIM  TMHCBMOM  MOYKHO  TIOpa3MbICJIMTh  He  CIIellla.
OnHo He TpeOyeT OT ajipecata HeMe/|JIeHHbIX AeicTBUi. [ToMyunB Takoe MUChbMO,
He HY)KHO OpocaTbCsl K CTOJy, UTOOBI TOTUAaC OTBETHTH OTIIpaBUTe/ 0. Ha Hero
MO)XHO He OTBeTUTb BoBce. E-mail — 3To TpaHcakiusi, OymMa)kHOe IMUCbMO —
pednekcus.

He npocmo npsimoy20/1bHUK

OD/eKTPOHHOe THMCHbMO OTOOpa)kaeTcsi B UETKO OuepueHHOM OKHe. OKHO
HaxO[WUTCS Ha S5KpaHe MOHHWTOpA, KOTOPBIM OrpaHWYeH paMKOW Kopmyca.
OTU TpaHULbl U paMKU 3acTaB/SIFOT COCPEJOTOUUTHCS Ha TEKCTe, MO3TOMY
yTeHWe e-mail BbI3bIBaeT y HaC COBEpIIEHHO WHbIe UyBCTBA, HEXXEIU UTEeHUe
nucbMa Ha Oymare. Kpomka swmcra Oymard WM KHWKHOW —CTPAHULIBI
He OpocaeTcs B I71a3a, He MelllaeT MOJHATh B3IJIs], OTB/IEYbCS, 3aJyMaThbCsl.

30ech 00/134CHO ObIMBb HEYMO 8ANCHOE

PaMKM M KDOMKM TIDUKOBBIBAIOT Hallle BHMMaHWe K 3KpaHy, He [aBasi
OTBeCTH B3IJIsI/l OT TeKCTa. [ paHUIIbl 3aCTaB/ISAOT I71a3a CKOJIb3UTh 110 CTPOYKaM,
a He OyXJaTh TI0 CTOpOHaM. TeKCT He OTMyCKaeT Hac, U 3Ta LeMKOCTb BUSIET
Ha BOCIIDUSITUE — UWTasi 37eKTPOHHOE MUCbMO, Mbl PACCUMTHIBAEM TIO/yUHTh
BaXHy!0 uHGpOpMalMio cpa3y, He cxoAd C Mecrta. UM eciu MHUCBMO
He OTpaB/bIBaeT O)KUAAHUM, Mbl OTOPUAeMCS UK 3/TUMCS.

MombLieKk-00HOOHe8Kda




[IleMuoK MBIIIBIO, W CTPOKAa B CIIMCKe TIpeBpalliaeTcs B MHCHMO.
Ellje 111e/TYOK, OKHO 3aKpbIBaeTCs, U MUCHMO KcCYe3aeT. JJeKTPOHHOe MUCHMO
3¢eMepHO, ¥ MO3TOMY OHO He TMO03BOJIsieT TPAaTUTh BpeMs TomycTy. JIubo oHO
cpa3y coo0I1jaeT HeuUTo BayKHOe, TM00 MPOCTO He UMeeT CMBbIC/IA.

Hem nbiwHoli pumopuke!

[ToCcKo/IbKY 3/1eKTPOHHOE U OyMakHOe THChbMa JI0HOCST WUH(OPMALUIO TI0-
pa3HOMY, MHCaThb WX TOXKE HY)KHO IM0-pa3HOMY. MeHsieTcsi BCe: KOMIIOHOBKA
TeKCTa, NOCTpoeHue (ppa3 M Jaxe jeKCUKa. B [e/0BOM 3/1eKTPOHHOM IUCbMeE
HEYMeCTHbI [I/IMHHbIE TsDKeJoBeCHble ab3aillbl — Jiyullie pa3buTb TEeKCT
Ha (parMeHTHI TIOMeHbIlle. BbipakeHUs 1 000pOTHI, TIPUBBIYHBIE B OyMa)kHOM
KOppeCroH/JeHLUU, B e-mail BbISAAT cTpaHHO. K mpumepy, BMecTO C/OB
«yours very truly» Jyullle HamucaTh NMPOCTO «regards». YMeHUe 3(QPeKTHBHO
JIOHeCTH WH(OPMaLMIO B [1eJIOBOU MepernycKe ropaszio BakHee KpaCMBOIO CJiora
Y COOMIOZIeHNs COL{Ma/IbHBIX YCI0BHOCTEA.

Adpecamy Hy)CHO NOMOYb

[ToMoruTe mony4arento MoObICTPee yBUETh IlaBHOe. PacrionokuTe TeKCT
Tak, uToOBI UesIOBeK Cpa3y Hallles To, UTO ero uHTepecyerT. [IpocTasi CTpyKTypa
TIOMOTaeT OPUEHTUPOBAThCS B TEKCTE, He TpaTs BPeMeHH IOITyCTY.

Beaablii npocmomp

[lpu OGernom TIpOCMOTpe ajpecaT OCTaHAB/IWBAeTCS Ha OT/eIbHbIX
dparmenTax Tekcra. OpHU (pa3bl OH TPOUMTHIBAET BHUMATE/bHO, JIpyTrHe
npornyckaer. B TakoM pexume uTeHUsI UYe/iOBeK UINEeT KOHKDETHYHO
yuHbOpMaI1io, UTHOPUPYS OCTasbHOMU TeKCT. K mprMepy, MoayuuB OT TypareHTa
e-mail c omucaHuwem MapiipyTa, Bbl TipoOeraete ero Tria3amu, Uilja LeHY
aBuabWUIeToOB. YMeHUe cJe/iaTh MUCbMO YAOOHBIM /Jii TIPOCMOTpa — BechMa
BOCTPeOOBaHHbIN HaBbIK.

IHo6oabwe ceo600H020 mecma!




Korga uenoBek mpocMarpuvBaeT NMCbMO, €ro Iviasa IepeMellarTcs
1o TekcTy. TaM, rae ecTb BakHasi MH(MOPMALIUS], OHU HaMpsrarTcs, Te ee HeT —
OT/bIXalOT.

[TNOTHBIN TEKCT MellaeT 1a3am JABUratbcsi. OHU He MOTYT TepeCcKaKuBaTh
C OAHOrO Ha Jpyroe, WM IIONPOCTYy HeKyJa IepecKakuBaTb. YwWTaTesro
TIPUXOIUTCS U3yuaTh ¢pady 3a (pa3oii, He TIPOMycKast HU coBa. JDTO TpebyeT
MHOT'O BpDEMEHU U CHUJI.

Pa3znvuusi yckopsitoT feno. Ecau  (parmeHTBl TeKCTa MepeMeXKaroTcst
yuacTkamu 6enoro oHa, uMTaTesb JIETUT Ha Bcex mapax. YepenoBaHue TeKcTa
Y IyCTOr0 MPOCTPaHCTBAa [OMOTraeT YIpaB/sATh KOHLEHTpALiMel BHHUMaHUS.
['1a3a sierko BBIXBAThIBAIOT M3 TEKCTa 3HAUMMbIe /leTasiu, a He OpefyT 1o Hemy,
YHBUIO Ipeo/j0/ieBasi CTPOKY 3a CTPOKOM.

Hycmombl UCNo/IHEeHbl CMbIC/1a

benbiii ¢oH He snuiieH cofep)kaHus. OH MoMOH cMbicsia. OH TOBOPUT
yuTaTeal0, 4To TeMa MeHsieTCs, Jajee TOCAeJyeT Jpyras MbIC/lb, Oyaer
TIpUBeJIeH TMpUMep, C/le/laHO0 CpaBHEHHe WM BbIJBUHYTO Bo3paxkeHue. [lycrtoe
MPOCTPAaHCTBO Haps/ly C HareyaTaHHbIM TEKCTOM IOMOTraeT ajpecary HCKaTb
VH(}OpMaLHIo.

CHauana o 2/1a8HOM

Yurare/nbCKU OMBIT YUUT HaC BbIZIe/ISITh B TeKCTe ryiaBHoe. [lepBasi dpasa
B /IeJIOBOM THMChbMe Ba)kKHee ueTBepTOM B TpeTheMm ab3aile. A Hauano ab3aija
Ba)KHee, UeM ero cepe/iiHa U/ KOHell.

Mg ipoberaem rnazamMu Hadasio ab3aiia, UTOObI PeInTh, HY)KHO JTU UHUTaTh
ero 1ie/IMKOM. A B3IVISSHYB Ha TlepBoe Mpe/l/ioykeHre, pelllaeM, IpouecTb MUCbMO
Cpasy WM OTVIOKUTb Ha TOTOM.

Kak cmpoumps a63ay

A63a11 Z1e/10BOTO TMHMCbMa YacTO HAuMHAeTCs ¢ O0IIel WiIv caMOM Ba)KHOM
MBICJIA U 3aTeM TepexXOJUT K YaCTHOCTSIM WM BTOPOCTENEeHHBIM BOMPOCAaM.
Camass 3Haummas ¢pasa wujer nepBo. [lpyrue Qpa3bl pa3BUBalOT
u KOHKDETU3UPYIOT OCHOBHYHO MBICJIb, TIPUBOJS CpaBHEHUS



WJIN OOITIOJIHUTE/IbHBIE dPT'YMEHTEI B €€ 1104 0EPIKKY.

PaBYMEETCH, He K&)K,Z[blﬁ 863{:1]_[ MMMCbMd IIOAUYMHAETCA >3THUM IIDpABWUJIAM.
N3noxxeHue He BCerga uaeT OT O6IL[€1"O K 4dCTHOMY W/IM OT IJIdaBHOI'O K MEHee
BA’)KHOMY. Ho B mobom Cliydae agpecdar InepBbIM Ae/IOM CMOTPUT Hd Hd4dJIO
86381_18. Be,l[b C TOro MOM€EHTQd, KdK MblI HAYUW/IKCb YHWTAThb, HAC IIpUY4YdIOT
06pa1uaTb BHHMAHHE Hd I1epBoe IIpeajoKeHune. N MBI IMPUBLIKJIN [€/1dTb UMEHHO
TdK.

ITpuebiuka — emopast Hamypa

Bbl XOTUTe 3a0CTpUTh BHUMaHUe afipecaTa Ha KOHKDETHOW JeTanu?
YrnomsiHuTe ee B Hauasie TMChbMa WU MepBou ¢dpa3e ofHoro u3 ab3aiieB. Eciu
BaM XOUeTCsl 3aBya/MpOBaTh 3aMeuaHue, KOTOPOro He K30eXKaThb, CIIpSiubTe ero
B UeTBEePTOM Mpe/IJIOKeHUU TpeThbero ab3aria.

Ocznacume npedmMem pazzoeopa

Camasi BakHasi ¢pa3a e-mail — Ta, yTOo cTOUT B Hauase. VIMEHHO OHa
npoOy)XiaeT MHTepeC WM HaBeBaeT CKYKY. BoJibllie TOro, oHa MOXXeT Harpoub
OoTOMTh y ajipecarta >kejaHWe UuTaTh MUChbMO. [103TOMy B mepBoii dhpa3e HY)KHO
COOOIUTL OCHOBHYIO TeMy. UuTaresto xoueTcsi ToObICTpee yXBaTUTh CYTh fiea.
WHorza, yToObl OnpeeIUTh MpeAMeT 00CYKAeHHs], Hy>KHa rapa ¢pa3, HO JTyullie
YIIOXKUTBCSL B OJTHO TIPe/I/IOKEeHHe.

Yemko u3noxcume Cymb dena

HauHuTe ¢ BLIBOJIOB, a TIOTOM /laiiTe TIOSICHEHUS.

* Eciu Bbl OTBeuaeTe Ha MHMChMO, Cpa3y HaIUIINTE, UTO Bbl PEIITWIH,
a TIOTOM TIPUBEIUTe CBOW apTyMEHTBHI.

* Eciu BBl coo0lIllaeTe CBe)Kve HOBOCTU, CHauajsa OOpHCyTe CUTYyal[uio
B ZIByX C/JIOBax, a TOTOM H3/laraite mofpobHOCTH.

» Ecru y Bac ecTb BOMpOC, 3a/iakiTe ero cpasy.

 Ecu azspecar mompocus Bac /iaTh OTBET, HAallOMHHATE eMy 00 3ToM
B HauaJsie TMCchMa.



,[[/lUHHOMbl meuwiamom COCpeaOMOHUIHbCH

Uem IMPpOCTpadaHHEE BbI H3/ld'd€T€ CBOM MBIC/IM, T€M MEHbIIE IIIdHCOB,
UTO BaM yAdCTCA AJOHECTH UX [0 aJipecara.

3a20/1060K — eawu 8epHbIli NOMOWHUK

3aro/ioBKY U TIOZ3ar0JIOBKU TIOMOTAl0T OBICTPO TIPOOeKaTh TEKCT TJ1a3aMHu.
OHu cayKaT Ajis ajpecara MyTeBOJAHOM HHWTBHIO: TOKa3bIBalOT, UTO YUTATh
Y B KaKOM TIOpsifiKe, a Ha UTo He oOpalijaTb BHUMaHUsI.

Mo)kHO, K mpuMepy, CHaOauTh ab3allbl 3aro/ioBKaMu, KOTOpble [1aloT
MOHSITb, O KaKUX 9Tamax TMpolecca wujaer peub: «Problem», «Analysis»
u «Solution». iy rcronb3oBaTh napHble 3arofoBKu: «Assets» U «Liabilities»,
«Action» u «Outcome». WNuorna T10JIe3HO yKasarb JlaTbl
WU TI0C/1e[I0BaTeIbHOCTh COOBITHH.

E-mail u neuamubiii mekcm

OJeKTpOHHasl TepernrcKa MopoXK/jaeT HOBble 0COOEHHOCTH 3MUCTO/ISIPHOTO
»kaHpa. MHdopmaliiusi, KOTOpyO0 BHIHOCK/IM B IIAMNKY MMCbMa Ha Oymare, — ajipec
0ObIUHOUM MOUTHI U Tesie)OHbI — Terepb HaXOAUTCS B caMOM KoHIle. Touka
C 3amsATod, KOTopasi BCe peXe MCIO/Mb30Bajiacb U B  OyMakHOU
KOppeCIOoH/IeHLIUY, B e-mail cTana HacTosIlMM papyuTeTOM, a TUpe, HalpOTHUB,
Aenaetrcs Bce Oosiee momny/sipHbIM. Ha pPBIHOK BBIXOJUT TOKOJIEHHWE, KOTOpPOe
BLIDOCJIO B 310Xy VIHTepHeTa, W OHO MPOJAO/KAeT aJanTUPOBaTh S3bIK
K pacTyiiyM 1iuhpoBbIM MOTPeOHOCTSM UesioBeueCTBa.

Ocmasum yepemoHuu

OTtnpaBuTh e-mail — Bce paBHO UTO CyHYTh TOJIOBy B /iBepb KabuHeTa
KOJ/UIerM. DTO He BBICTYIUIEHWe Ha O(ULManbHOM 3acelaHuH, MO3TOMY 37eCh
He MecTo ¢opMaabHOCTSIM. CTU/Ib OCTAaeTCsl BeXJIMBBIM U YBaKUTEIbHbIM,
HO TIapajiHbI MYHZUP, B KOTOPbIN YacTO PSAWINCE OyMakHble TTMChbMa, Oosiblie
HU K uemy. ®Ppa3bl uau ab3ailbl M3 OFHOTO CJIOBa Terepb B TOPSsi/iKe Bellei.
Pumckue 1udpel — «l», «IL», «lIll.» — cMOTpATCS C/AUILKOM BBIYYPHO,



VX BIIOJIHE MOYKHO 3aMeHUTb apabCKuMu: «1.», «2.», «3.». A nyuile BooOiie
VCI10/1b30BaTh MapKUPOBaHHBIE CITUCKHU.

Yem npouwe, mem jiyduie

OCHOBHOI KpPUTepU MUCaTebCKOT0 MacTepCTBa — CIIOCOOHOCTh U3/1araThb
CJIOKHBIE Bellld TIPOCTBIMM C/IOBaMU. B 7ie/ioBoli Tepervcke TOJKOBBIN aBTOD
TI0 BO3MOYKHOCTHU MCIT0JTb3yeT KOPOTKUe (hpa3bl U 0011[en3BeCTHYIO JIEKCUKY.

Kpamko 3nauum 6bicmpo

KopoTkue mpe/isioxkeHUsi TIOMOTalOT He COUTBCS C MBICIM — KakK aBTODY,
Tak W ajpecary. [JvMHHbIe 3aryTaHHble (pa3bl UaCTO MOPOXKJAIOT TPYAHOCTU
C rpaMMmarukod. KpaTkocTb — OTJIMYHOE CpeACTBO OT MOAOOHBIX TpobsieMm.
Jlerkue yiakoHWYHbIE (hpa3bl MUaTCs BIEpe]], HE OTATOLEeHHbIE BbIUYPHBIMU —
WU COMBAOIIUMU C TOMKY — KOHCTPYKIUSIMHU.

BadxicHocmb pazmepa

YroObl 3/€KTPOHHOE MHUCbMO ObUIO YA0OHBIM [I7IS1 TPOCMOTPA, TEKCT
JIOJDKEH yMeLaTbCsl Ha 9KpaHe LieMKOM. [IMHHOe MHChbMO Jjydlle pa3buTthb
Ha HeCKONMbKO Hebo/MbIMX U eMKuX. [lonosHuTenbHY0 UWHGbOpMaIuio,
TIPe/ILICTOPUIO Y COMPOBOKJAIOLME AOKYMEHTHI C/ieflyeT TIPUIOKUTb K MUCbMY
B BUJle OT[eNbHbIX (DaliJIoOB — OHU He [OJ/DKHBI OTBJIEKaTh IOJydyaresis, Masua
B aKTUBHOM OKHe. Kparkoe mucbMo ObeT mpsiMo B 1eab. OHO TMO3BO/SiET
ajipecaTy cpa3y HakaTb KHOTIKY «Reply», He TpaTsi BpeMeHU Ha TIPOKPYTKY.

HU30ezatime c/108eCHbIX U3bICKO8

«Perspicacious» — oT/IMUHOE C/I0BO, HO B [IeJIOBOM MUChMe Jyullle CKa3aTh
«sharp». Hartma 3ajjaua — He ToOpa3uTh ajijpecara yMeHHWeM BbIpa)kaTb OTTEHKU
CMBbIC/Ia, a [IOHeCTH [0 Hero OCHOBHYH MbIC/b. KopoTkue cjioBa
BOCIIPUHUMAIOTCA ~ ObICTpee W TMpolle UIMHHBIX. Ham He  HyXHO
B 3aMelllaTe/IbCTBe YecaTh B 3aTblike: «Ou! KaxeTcs, s y»Ke rie-To BUEN 3TO
C/10BO». MBI POCTO UHMTaeM TeKCT 6e3 OCTaHOBKHU.



He HYJ}CHO C/10){CHbIX 8PpEMEH

TeHJeHIMA K YMOPOINEHWIO $3blKa KacaeTCs W IVIarO/lbHBIX BpEMEH.
B aHIUHCKOM sI3bIKe HeMaso CAOXKHBIX I7Iaro/IbHbIX KOHCTPYKLIMM — BpPEMEH,
KOTOpbIE OITMCBLIBAIOT pa3/IMUHble XapaKTePUCTUKHU [elCTBUs. B 3/1eKTpoHHOM
nepenycke 6e3 HUX MOXXHO TIpeKpacHO oboiTuck. ['maBHOoe Ajsi Hac — (haKThl,
a 3HAuUWT, TIOUTH /i1 BCEeX CJIydaeB TOJUTCS TIPOCTOe TIpolleiiee
Wau Hactosijee. 3auem nucatb «He would have been phoning», korma Mo)xHO
3aMeHUTb 3TO MpocThiM «He phoned». OH 3BOHM/ — Kakas pa3HHUIla, KOTZA
U Kak fonro. OTOpockTe viiiHee, U y Bac OyZieT Ky/la MeHbIIle 111aHCOB Ha/le/laTh
oi6ok. ITpocThie BpeMeHa BbIpyYaT Bac MOUTH B TFOO0M CUTYyaLUH.

IIpowati, kpacHasi cmpoka

KpacHasi cTpoka, ¢ KOTOpOi HauMHaICsA KaK/IbIi ab3ar] OyMa)kKHOTO MHUChMa,
ucye3sa BMecTe C KoHBepTamyd. OHa CTajla aHAaXpOHHM3MOM U Bpsifi JiK
TOHAZIOOUTCST HaM B OyzyiieM, BO BCSIKOM CJiyuae, B 3JIEKTPOHHOH TepericKe.
[Touemy? IToToMy uTO, KOTZIla BbI TIpOCMaTpHBaeTe e-mail, T/1a3aM Kyza BakHee
TIPOMEXKYTKH MeXTy ab3ariamu.

Yeaodicaembili adpecam

ButneBaTble TIPUBETCTBHUS, Hacjaeaue OyMa)kKHOW KOppeCIOHAEeHIINH,
yxoaat B npoiiioe. BMecto «Dear Mrs. Notley» unu «Dear Alma» B fejioBomM
MMCbMe CroguTcs TpocTo «Alma», Jake ecIu Y4YaCTHUKM TlepernucKu
He 3HAaKOMbl. B OOMBIIMHCTBE C/lyuaeB TOC/Ae WMEHHM CTaBUTCS 3amsitast. Ecim
MKMCbMO HOCUT CTPOT0 O(UIMa/IbHbIA XapakTep, B XOf WJeT ABoeToure. Bujs
«Alma:», afpecar MoHUMaeT, YTO ceiliuac emMy COOOIIaT HeUTO Ba)kKHOe, TOT/a
Kak «Alma,» roBOpUT 0 TOM, UTO Jiejia UAYT CBOUM Uepe oM.

boabwe nucem, MeHbWwe OKOH

OpHo coobiileHre BieueT 3a co60M Apyroe, MO3TOMY 3/IeKTPOHHbIE MUCbMa
00bIYHO O00beAuHEeHbI B 1IeMOYKW. I[IMCbMa B 1IeTIOUKe PacIiooXKeHbl
B XPOHOJIOTMUECKOM TIOpsi/IKe: MOC/elHee HaXOAUTCs BBEPXY, a Tpejbiayliee —



noa HUM. YT0oORI OTC/1IeAUTh PA3BUTHUE KWAEH, BAM HE€ HY>XHO OTKPbIBATh KaK/0e€
IMMCBMO I10 OTAE/IBHOCTH.

Foabuwe nucem, meHbuwe (popmaabHocmetl

[lpy akTUBHOM OOMeHe MHUChbMAaM{ TTPOMCXOAUT JIHOOOIBITHAS BeIlb —
Co0OIIIeHsT TIOCTETIEHHO C’KUMaroTCs. HoBble MOC/TaHUSI BCe MEHbIIle TTOXO0XKH
Ha CaMOCTOATe/IbHbIe TIMCbMa. JTO BCETO JIUIIb TIPOJO/DKEHHE HWCXOAHOTO
TTMChbMa.

[TepBbIM [IeIOM WCYe3al0T WMeHa. I[lopoil OTHpaBUTe/Nb HCIONb3yeT
WHHILIAA/bBI, HO Yalille He yTpyxzaeT cebss u 3TuMm. Ppasbl Je/aroTCs Kopoue
W Tipoirie. Mapkepbl KOHTEKCTa — K TIPUMEDY, JiaTa U BPeMSI — OMYCKAOTCS.
Het HyX/IbI BHOBb U BHOBH ITOBTOPSITh BBOZIHBIE, KOTOPhIE YK€ /JaHbl B TIEPBOM
ncbMe. EC/TM yYaCTHUK TTE€PeIvCKy TepsieT HUTh Oecesibl, OH MOXKET BEPHYTbCS
K 6osiee paHHUM COOOIIIEHHSIM.

Hnmepmexkcm u cunepmexkcm

B ornuuure oT OyMaXKHOTO JOKyMeHTa e-mail cyiiecTByeT He B M30JISLUU.
Ces3b Cc Oonee paHHUMU COOOIIEHHSIMU TIpeBpalllaeT 3/eKTPOHHOE MMHUCHEMO
B UHTEPTEKCT, a BJIOKEHWS U CChUTKA Ha BebO-caliThl MPUAAIOT eMy XapaKTep
runeprekcta. CBOMCTBAa UWHTEpTEKCTa U TUIEpPTeKCTa U30aB/ISIOT aBTOpa
OT He0OXOIMMOCTU MHOTOKPATHO TIOBTOPSATH OZHO W TO JKe, TIOCKOJIbKY afipecat
BU/IUT BCIO HEOOX0[UMYH0 UH(OPMALIMIO B ZIMHOM OKHe.

ITpepeamb yenouky

,HJ'[I/IHHLIE LEeTIOUKHU 3JIEKTPOHHLIX IMMHUCEM MMEKT UCTOPHUUYECKYIO LIEHHOCTD.
Ho onmn 6bICTpO CTAHOBATCA C/IMIIKOM TsA>KeJ/IbIMHU. HaCTynaeT MOMEHT, KOI'ld
HNCTOKHN JHUCKYCCHH YK€ He TdK Bd>KHEI. ,Z[a>Ke eC/ik peyb uaeT O CaMbIX OCTPBIX
HpO6J'I€MaX, HUKTO He 6Y,Z[€T BCIIOMHUHATB, C 4Ero BCE HAUYA/I0Chb, IIPOKPYy4YHBAA
TeKCT OO KOHILd. HpeprBaﬁTe C/IMIIKOM OJ/IMHHBIE LE€TI0YKH, yTOOBI OHU
HE TOPpMO3W/IN pa60Ty. Hanumure aZipecaTy HOBO€ IMTHMCbMO. OTO MOMOKET eMy
OTAE/IUTb 3€PHa OT IlJIEBEJ/I U ITIOCTUYL UCTHUHY.



3anonusiem none «Tema»

O603HaunTh TeMy B e-mail Tak ke Ba)KHO, KaK U B OyMa>XHOM THCbMe.
OO6bryHO B T07Ie «Subject» yKa3bIBalOT TpeMeT, 0 KOTOPOM TOBODUTCSI HIUKe
(«May 14 Committee Meeting»). UToObl 3aMHTpPUTrOBaTh IO/yYaTesisi, MOXKHO
chopmynupoBatb Temy B Buge Bompoca («Lumina Going Public?»),
TIPOKOMMEHTHPOBaTh TO WM uHOe cobObiThe («Yesterday’s Security Breach»),
TIPOLIUTUPOBATh mpeabiayiiee coobimienne («5-Step Background Checklist»)
WM OTMETUTh aKTyalbHOCTh AlaHHbIX («Urgent M&A Update»).

WHorza aBTOp X0ueT MoAUepKHYTh, UTO MOC/AaHUe HOCUT JIMYHBIA XapakKTep.
B sTom cnyuae oH yka3biBaeT cBoe umsi («From Pres. Wilkins»), M0/KHOCTB
(«From the VPs Office») win ucnonb3yeT TaliHbIM KOZ, TOHSATHBIN ajpecary
(«About Our Project»). ITonyuaTesib MOXKeT He yTPY»K/aTh ce0si hopMy/THPOBKOM
TeMbI — 3a Hero 3To cjlesiaeT koMmnbioTep: «Re: From the VPs Office».

IIpo6aema c memoti

Ecmu y agpecara TOHO fiejl, OH MOXKET MPOCTO He 0OpaTUTh BHUMaHUS
Ha TeMy.

Hepbi co cmunem

Jlekcuka, CTpOM peuM, MyHKTyalusi U KOMITIOHOBKA TeKCTa OIpeesistoTCs
cruneM. Yem cTpoxke coOmofaroTCsl  TpaAuLuM  OyMaKHON TIepernvcKy,
TeM Oosiee odwuiManbHBIM OyaeT TOH mucbMa. [lob6aBbTe TOUKY C 3amsiToOMH,
U Tpagyc QopmanbHOCTU TMOBbIcUTCS. [lognuimmre e-mail wHULManamuy,
Y TIMCBMO CTaHeT MeHee ouLMaabHbIM. BbieieHust KypCUBOM MPUAOT TEKCTY
ouranbHO-Ae10Bo Bu. Obuive Tupe faeT obpatHbIi 3 dekT. Brieuatienue
OT Balllero MMCbMa 3aBUCUT OT MacChl Bellleil: CUTHAJ/IbHBIX CJIOB, CTPYKTYPbI
TIpe/I/I0KEeHUM, 3HAKOB MPeNrHAaHUs U Paco/IoXKeHUs TEKCTa.

MoocHo 1u owubdbambca?

JIromy UWTaroT, MULLYT W OTIIPAB/ISIOT 37IeKTPOHHBIE TTHChMa OUYeHb ObICTPO,
yacTO Ha XOAYy W, KOHEUYHO JKe, [e/aloT OImMOKW. [lake 3aB3SThIU



nepQeKLMOHUCT MOXeT HakaTb  KHONKy  «Reply», He  wucnpaBuB
rpaMMaTUueCcKyr0 OIIMOKY, KOTopasi CIpsiTajlaCb B UETBEPTOM TIPeJIOKeHUU
c koHLja. He Bcerga momoraeT W rpoBepka IpaBOMMCaHUs. XOTsl C/lydaiiHble
olIMOKM HeXxesaTelbHbl, OHU He pegKoCcTb. OJHAKO HeCKOHUaeMbIM TOTOK
olMOOK BBI3bIBAeT pa3fipaXkeHre U TOBOPUT O TOM, UTO aBTOP AOJKEH CepPhe3HO
ropaboTaTh Hajl CBOMMU MIPOMaXaMH.

Hepeuumaiime HanucaHHoe

B murceMe, KOTOpoe YKe TOC/aHO, OIIMOKK OpocaroTcs B TJia3a cCpasy.
Kak Tosmbko KHOmKa «Reply» HakaTa, Bbl MoOKeTe T10/iF000BaTbCsS CBOUM
JIeTUILleM BO BCeHM Kpace — WIM TMPOBAUTBCA CKBO3b 3€MJII0 OT CThlJa
3a MTO30pHBIe JIAIBI.

Korza Mbl CTyyuM 10 K/aBHIllaM, TOPOIISICh OTIIPaBUTh e-mail, BO3HUKAIOT
OOHU U Te e mpobseMbl. Mbl TeyaTaeM C/MIITKOM OBbICTpO. MbI unTaeM
C/TUILIKOM OBICTPO. MBI MPOBEpPsieM CIMIIKOM ObICTpO. HaMm MelliaroT AUC/IeKCHS,
HeylnoOHble JIMH3bI, YTOMJIEHWe, HEeAOCHIT M TI0C/Ae/ACTBUS  BuepalliHei
BeuepuHKku. M BoT: 0 yxkac! Ho mo3gHo. Hu rpammarvika, HU MpoBepKa
opdorpadun yxxe He criacyT Hac. [Toe3q yiuern.

HaBepHoe, kKorma-HUOy/Ib TTIOUTOBBIe K/IMEHThLI HayuaTCsl IPUOCTAaHAB/IMBATh
OTIIPaBKy MMHWCbMa, €C/IM aBTOP UCIILITbIBAET CTPeCC WX He BbICHasCd. A TOKa
HaM PUJETCs CIPaB/IsATbCA CBOUMU cuiaMu. Kak 310 cenarh:

* TIpeXJie ueM TMpOBepsATb W peNaKTUPOBaThb TEKCT, MOMeHsTe IIPUQT:
9TO TIOMOXKET BaM YBUZIETh €r0 CBeXKUM B3IJIA/IOM;

* U3MEeHUTe pa3Mep LIpUdTa — C TOM XKe Lie/Iblo;

* pacrieyatrauTe TeKCT;

* TIPOUTUTE TMCHMO BCIYX: YXO TIOMOKET OT/IOBUTH OIIMOKH, KOTOpBIE
TIPOITYCTU/I I/1a3.

ITomywiume o020Hb

I'pybocth U ockopbOsieHusi — 310 Tady. [lake eciyd TOMyuyeHHOe THMCbMO
TIPUBEJIO BacC B IPOCTb, 00KWIE/I0 UM BO3MYTHIIO /10 TyOWHBI [yliiv, oOopuTe
VCKYyIlIeHWe []aTh BbIXOJ, CBOMM UyBCTBaM. E/iKue 3/ible C/I0Ba PeJKO JOCTUTaroT
1enu. Ecu Bbl XOTUTE OTOMCTUTh, Oy/bTe CTIOKOMHBI 1 HEBO3MYTUMBI. A TIOpPOiA
nobpocep/ieuHblii yUacT/IMBbIN TOH TIOMOTAeT 3aXBaTUTh MIPOTUBHUKA BPaCIIOX.
BbI ke He XOTUTe TMPOC/BITh Ha paboTe ckaHzaanuctom? He Goiitech criieTeH,



BaIllM KOJIJIETH pa3bepyTcs, uTo K Uemy.

HacmpoeHue He cnpsiueulb

OMOLIMU ONIYILAIOTCs B MUChbMe Kyjla CU/bHee, ueM Bbl Aymaete. Eciu
n3o0paxeHre TMPOeLUPYeTCs Ha 3KpaH, ero pa3smep yBenuuuBaeTcsi. To ke
caMoe TIPOMCXOAUT C SMOLIMSIMU — 3KpaH MOHHUTOpa ycuiuBaeT ux. Hepeako
6e300uIHOEe 3aMedaHKe BOCIIPUHMMAeTCsl Kak OecrmapZioHHOe XaMCTBO. [locazia
MOXKeT TI0Ka3aThCsl arpeccueii. Bripakasi CBOM UyBCTBa B /leJIOBOM Mepenucke,
HY>KHO 3HaTh Mepy.

Koz0a 6e3 mene¢ona He o6otimuch

* Eciu Bam HY>KHO BbIPd3UThb CBO€ OTHOILIEHHME K ITPOUCXOAALIEMY.
* Eciu Bam HY>KHO COO6H_II/IT]3 AypHbIe€ BECTH 40O OTIIPABKHU IMTHUCbMd.
* Ec/in I[mepermmcka CJIMIIKOM 3daTAHY/1dChb.

Umo ocmaHemcsi om 3/1eKIMpPOHHO020 NUCbMA, eC/1U 8bIKUHYMb U3 He20
JAUwHee?

MBICJ'IB, BbIpd’K€HHas IMpeAe/IbHO UEeTKO.

ITopazumenbHoe Hab1100eHUe

JIbBUHYIO [IOMIO [Ie/IOBBIX THMCEM, KOTOpbie OTIPaB/ieHbl B 3Ty CEKyHAY,
MOXHO COKPaTUTh BJjBOe. A HEKOTOPble MOXKHO C)XKaTh ellje CUbHee, 0COOeHHO
eCJI aBTOP UeTKO 3HaeT CBOIO 3a/auy.

Ecmu Obl 371€eKTpPOHHBIE MUCbMa ObLTHM Oosiee JTAKOHUUHBIMU, UX CTaio ObI
ropaszo MeHsbiiie. JIroqu miepectany 6bl O@CKOHEUHO BLISICHSTH Helopa3yMeHUs
Y BO3BpAIIaThCsl K HEJOCKAa3aHHOMY, a CUJIbI, TIOTpaueHHble Ha 3TOT T'epKy/ecoB
TPY/[, yrnotpebuau Obl Ha ApyTrye mose3Hbie Jea.

E-mail: 3xoHOMUuuHOCMb npedicoe 8ce20




OcHOBa 3KOHOMHKH — 3TO IMMpOMU3BOACTBO M IIpOAd’Kd TOBAPOB MW YCIIYI.
Bb1 XoTHTE U3B/IeUb U3 CBOUX AeHer MdKCHMMYM. HOTpaTI/ITb KdK MO>XHO MEHBbIIIe
" I10JIYUHUTb KdK MO>KHO Oosbiie. Bce 3T0 oTHOCUTCA U K e-mail. MI/IHI/IMYM CJ/IOB

JO/DKeH 00ecreunTb MaKCUMaibHYH oOTAauy. O¢deKTUBHasi KOMMYHUKal[Us
TIOXO0’Ka Ha YCIellHbIN Ou3Hec.



I'/1aBa nmepBas
HauuHaeM C a30B




IIpocs0a o mojgeprKke

Bree,

IIpegmet o0CyxaeHUsI

I need your urgent support on an issue regarding a nationwide
rebate program. I don’t believe we should approve additional rebates
for the southern region because of potential business partner issues.

Hcropus Bonpoca

A nationwide 1 % rebate program is scheduled to launch
in February 2008. Because of storm damage, the time frame
in the southern states has been extended. An additional 0.5 % rebate
is to be offered in March and April in the southern region.

IIpobsiema

Due to slack markets in disaster areas, the southern states want
a 1.5 % rebate throughout the duration of the program. Business,
including Sikibu, is behind it. In response to the pressure, Promotions
and Discounts has come up with a “region-and-state-only promotions
policy.”

AHanus

The extended 1.5 % rebate for the southern region doesn’t meet
the region-specific promotions criteria — various functions are fighting
against it. Our business partners will not understand preferential
treatment given to the southern region. BP problems may impact
the AWP deal.

IToaTBepXAeHUE J00PO BO/IH
The attached notes provide full details and discussion. Please let
me know if you need additional information.
Regards,

Max Jacovitch



Director, LAT Unit
Vector, Inc.

maxjacovitch@vector.com

NHCcTpYyMEeHTEI

Cpa3y Oatime noHsiMb, UNMO 6aAM HYHCHA NOOOePHCKA

Ecu BbI cpa3y cKaXkeTe, 4Yero XOTUTe, Bbl 00/ierunrte Ku3Hb cBoeMy 6occy:
3TO [aCT eMy BO3MO)XHOCTb OTBETHTb, He uWTas IMUCbMO [0 KOHIa. Yro?!
OH OTBeTUT, He BHMKas B Balllu coobpaxeHusi? [Tocsie TOro Kak Bbl TIOTPATHIU
yiiMy BpeMeHH, ullja apryMeHThI? Korja Bbl Tak UeTKO U JIOTUUHO U3/I0XKU/IU UX,
Ha/lesiCb TIOPa3UTh ero CBOMM aHa/IMTUUeCKUM ZiapoM?

Pasymeercsi, 60cC MOXeT TIPOCMOTpeTh Ballle TMHCbMO B TOUCKaX
KOHKPeTHOM MH(pOpMaliy, TTPOYUTAaTh €ro BHUMATeJbHO WM JlaXke 3alpOCUThb
JIOTIO/IHUTE/IbHBIe aHHble. HO B OOJIBIIIMHCTBE Cy4yaeB eMy MPOCTO XOueTCs
noObICTpee y3HATh Baille MHeHUe. VIMeHHO 1T03TOMY Bac HaHsLI Ha pabory.

Hcnonb3yilime 3a20/106KuU 04151 pasmeimku 00KyMmeHma

3aro/loBKM  MOMOTalOT  ajpecary HaWTU HYXHYKO  UWHGOpPMALUIO.
Onu u30aB/IAIOT OT HEOOXOAUMOCTH BUMTHIBATHCS B KAXKYHO CTPOUKY. 3auacTyio
y JIofell HeT HU Masiellllero >kelaHus M3yuaTb AOKyMeHT ToApobHo. Tak,
nmobol HaYaIbHUK UILeT KOHKPeTHY0 UH(POPMALUI0, UYTOObI MOCKopee TPUHSTh
pellieHue.

He Bce feTany Ba)KHbI OJWHAKOBO. 3aro/iOBKM JAlOT TOJIydaTesto TOHSTh,
Kakie 4YacTh TeKCTa MOXKHO TIpo0e)kaTh IJla3aMd, a Kakue — TIpoYecTb
BHUMaTe/ibHO. OHU T03BOJISAIOT MY JIeMCTBOBaTh Ha COOCTBEHHOE YCMOTpeHUe,
a He MOJUMHSATLCS BOJIe OTIPABUTEJIS.

3a20/108Ku 00/12iCHbI ObIMb KpamkKumu

ITpocretiimii 3aroJioBOK pe3toMupyeT cofiep>KaHue ab3atia.
Ho He 3a0bIBaiiTe I71aBHOE: 3ar0JIOBKM HAMpaB/IsIIOT UTeHHEe, HO He TMOAMEHSIOT


mailto:maxjacovitch@vector.com

TeKCT. OHM He AO/DKHBI CTAHOBUTBHCA C/ITMIIKOM AJIMHHBIMUA U C/IO’KHBIMH.

Kaxk cmpykmypuposamb 0oKymMeHmM

Ecmu y Bac HeT roToBbix 00pa3ljoB, BaM TIPU/IETCS OTPeJe/UTh
CTPYKTypy caMocTosTebHO. [logymaliTe, Kakue MOMEHTbI HY>KHO
OCBETUTb, U PACIOJIOKUTE UX B JIOTUYECKOW TMOC/e/10BaTe/IbHOCTH.
BeiienuTh T71aBHOe ObiBaeT Heserko. K ripumepy, eciv BbI TIUIIIETE e-
mail kosiere, uTroObl pe3tOMUPOBaTh YCTHYHO [IOTOBOPEHHOCTD,
HauHUTe TiepBbIl ab3al] C [JaThl Baillell BCTpeun. KaX/Ablii TYHKT,
M0 KOTOPOMY Bbl TIPUIIUIA K COIVIACHIO, W3J/IO)KWUTE OT/AeJbHbIM
ab3atieM. 3aBepIluTe MUCbMO Ha ONTUMHUCTUUHOM HOTe. Co BpeMeHeM
BbI TIPMBLIKHETE M3/1araTh MBIC/IM YeTKO U JIOTUYHO U OyjieTe fAenatb
3TO, He 3aJlyMbIBasiCh.

3a20/108KuU 00/12CHbI ObIMb 3aMemHbl

3aros0BOK, KOTOPBIM C/IMBAETCSI C TEKCTOM, He BBITIOTHSIET CBOeH (PYHKLIUU.
BbifienisiiiTe  3aro/ioBKM JKMPDHbIM LIPUGTOM WIA KYpPCHBOM, WCIIO/Ib3yHTe
TIo/[UepKrBaHue UK MponucHble OykBbl. Kak rpaBusio, 3aro/ioBKM BbIpaBHUBAIOT
T0 JIeBOMY Kpar0 WM 10 LIeHTPYy CTPaHULbI.

YMmeHue u3znazamb 80U MbIC/IU NUCbMEHHO noebliaem
yeepeHHOCMb 8 cefe

BaM He HY)KHO BOJIHOBaThCs, [JOHEC/U JiId Bbl CBOH MBbIC/b
no azgpecara. Bol 3HaeTe, yTo BaM 3TO yzanock. M uto 60cc oTMeTun
Ballle yMeHUe.

Bxopsamue

[IpencraBbTe, uto B mnanke «Bxopsiue» Bbl Bugute 100 HOBBIX TUCEM.
BbI OTKpBIBaeTe MUCHMO C TIPOCKOOI 0 TToAepP)KKe, HO He MOKETe B3SITh B TOJIK,
Yero XoueT OTIIpaBUTe/Ib... IIOKA He JouuTaeTe TEKCT [0 KoHLA. CKOJIBKO
BpemMeHU TioTpaueHo 3psi! Eciu Obl aBTOp Cpa3y 0003HauuI TeMy, Bbl OblI yiKe



pa3bupairch Co CIeAyIOIMM TMUCbMOM. Bam Obl He MPHUIIIOCH W3ydaThb TPU
ab3a1ja 1ozpsiZi, uyToObl TOHSATh, K UeMy OH K/JIOHUT. Bbl Obl He mocajsoBau:
3auem s 3mo uumaro? — v cpasy Hamucanu Obl OTBET.



OTBeT Ha NPoChOy 0 MoAAepPKKe

Ray,

IIpegmet o0CyxaeHUsI
I accept your recommendation regarding the new Vector total
cap.

AprymeHTanus
In general, we never want to pay damages that exceed
the purchase price of product/service.

KoHTekcT

The “per claim” language dates from the time when we sold
more products than services. The language is less risky for products,
where multiple claims from the same product are rare. This is not
the case with services, where multiple claims are likely. In SO, SI
and Consulting, we obviously have a different approach because
of the nature of the engagement.

IToaTBepXAeHUE J00POH BO/IH
The total cap is definitely the better way to go. Let me know
if you need more.
Regards,
Andrei Seligmann

Negotiation Analyst

andreiseligmann@yvector.com

NHCcTpyMEeHTEI

Bbipa3ume o0o6peHue uiu HeodoOpeHue cpaszy
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ToMy, KTO TOTIpOCK/I Bac O TOAJEpPKKe, BaKHO OFHO — noayuyum /Au OH
acenaemoe. He TssHUTE C OTBETOM, COOOIMTE 00 3TOM Cpasy.

Ecmu Bbl UeTKO CKaXkeTe ajipecaTy, C 4YeM U T[OUYeMy Bbl COIJIaCHBI,
9TO MOMOJKeT K30ekaThb HelopasyMeHuil B OyayIiieM.

He mo/eHUTeCh KpaTKO OOBSICHUTH TIPUUMHBI CBOEro peIleHus —
3TO C/leflaeT /UAJOrT KOHCTPYKTUBHBIM U TIOMOXET BBICTPOUTH eJUHbIe
Tipe/iCTaB/IeHusl.

enatime a63aybl KOpomkumu

KopoTkue ab63aibl ymoOHbl it TipocMoTpa. OHU  ydllle CMOTPSITCS
Ha 9KpaHe MOHUTOpa. Kpome TOro, OHM TOKa3bIBalOT, UTO Bbl TOCTapaMCh
pa3buTh cofiep)KaHue JOKyMeHTa Ha HeOorbllive y1o60BapyMble KYCOUKH.

KopoTkuii ab3ai] MOXKeT COCTOATb M3 OAHOW ¢pas3bl U Ja)ke W3 OJHOTO
csioBa. B HeM 0/KHO ObITH He Oobllie Tpex-ueThipex mpeaiokeHut. Eciu Bb
He YJIOKUIUCh B 3TOT 00beM, pa3beliTe TEKCT Ha HECKOJIBKO a03alieB.

KopoTkue ab3alibl TIOMOTAlT ajpecaTy W aBTOPY BBIJIEIUTh K/IHOUEBbIe
MOMEeHTbI U C(OKYCHPOBaTbCsi Ha TI/JIaBHOM. TEKCT CTaHOBUTCS TIPUSTHBIM
QIS T/1a3, JOXOAUMBBIM U aKKyPaTHBIM.

Pacnonoxcume (163(114“ (4] nopm)Ke 3HaYumocmu

[TomHUTe, YeioBeK, KOTOPbIM TPOBOJJUT MHOTO BPEMEHM 3a KOMIIbIOTEPOM,
oOpaiijaeT 60siblile BHUMaHUs Ha Hauaso JOKyMeHTa, ueM Ha ero KoHell. [TepBoe
TIpe/I/IoyKeHHe OH MOYKeT TIPOYeCTh Ie/IMKOM, HO O/Ti>Ke K KOHIY OH CKOpeid BCero
OyzieT TMpOCTO BbIXBAThIBAaTH U3 TEKCTa OTAe/ibHble C/I0Ba. JTO ellle OfHa
TpMUMHa pacroJ/iaraTb UHGOOPMaI[1IO B MOPsi/IKe 3HAUUMOCTH.

E-mail HaunHarOT ¢ KmoueBol MbIc/d. OcTasbHOM Marepuan pa3buBaroOT
Ha ab3aribl ¥ yIOpsiJOUMBAIOT C yUeTOM BayKHOCTH. Kak cka3an MHe OfiuH BUIIe-
npe3ngieHT: «Camoe rnaBHOe — mepBas (pa3a. Bce ocranbHOoe — mpocTo
AeTasin».

Oo61e2uume gocnpusimue mexHuueckou uHgopmvayuu — pazbetime ee
Ha KyCOuKU

HpO(l)ECCI/IOHaJIbeIﬁ JKaproH OusHeca — JIEKCHKd, KOTOPYIO HCIIOJ/Ib3YIOT



CTIeLMaIUCThl, — MOXKET OTTOJIKHYTh [Ja’kKe KOMITETEHTHOTO 3ahHTEepeCOBAHHOTO
agpecara. Jlaxke ec/iiu Bbl 3HaeTe 3HaueHWe TeX WA WHBIX CJIOB, >KaproH
BBI3bIBAET OTBpAllleHHe. A He3HaKOMble TEPMUHBI OKOHYATEe/JILHO OTOWBArOT
KeJlaHWe BHUKATh B HallMCaHHOE.

YroObl He OTHYrHYTb ajpecara, pa3beiliTe TeKCT, W300MIYyIOIIUIA
crieldajibHBIMA TePMHUHAMH, Ha KyCOUKA. JTO TIOMOXKET COPHEHTHPOBAThHCS
B He3HAKOMOH MH(OpMariyu, He 3ax/Ie0HYBIIUCE B ITyYrHE HEBEJOMOTO.

Haxe ecny mosyuyaresib He 3HAaKOM C TpodeCcCHOHATBHBIM KaprOHOM,
HebosbIIie ab3allbl M KOPOTKWE TIPeJIOKeHUsI BOCTIPUHUMAIOTCS TOpasZio

Tipotte.
BapuaHThI

I accept... You’ve got a green light to...
OK... I’ll give you my approval on...
Do it... I’m alright with that...

I agree... You have my OK on...

I approve... Proceed with...

I concur... Go ahead and...

Myku nepa

MHorue npodeccroHalbl TEPSIOTCS, KOryla HY)KHO HaIicaTh e-
mail. ITepeurciiM camble pacIpoCTpaHeHHbIE OLINOKH:

* 11e/Ib MMCbMa 0003HaueHa TOJILKO B KOHIIE;

* CO37IAHHLI B CIIEIIKe TEKCT II0JyYaeTCsl HEepSIIIUBLIM
Y HEBHATHBIM;

* QBTOp W3/IaraeT CyTh jJiejla TaK IMOJAPOOHO, UTO MbBIC/b TOHET
B MOpe JleTasieu;

* TEKCT He pa30ouT Ha ab3alibl;

* ABTOpP OIyCKAaeT Ba)KHYIO HMHMOpPMAI[HIO, UTOOBI HE Ha/le/aTh
OIIINOOK,;

* Hy>KHas1 HTHGOpMaI¥s 10/1aeTCsl B HEIPaBUILHOM TIOPSIZIKE;

* OJIHU U T€ >Ke CBeJIeHMsI TIOBTOPSIIOTCS 6e3 HYK/IbI;

* aBTOp M30pas1 HEeMOAXOIAIIUHN CTU/b U SI3bIK;

* IIMCBMO OTIIpaB/sieTcs: 0Oe3 peJakKTUPOBAaHUS U TPOBEPKH

opdorpaduu.



3anpoc uHpopMaLuu

Etel, Adnan,

IIpegmet o0CyxaeHUsI
I need to know the financial projections for out-sourced
production in the coming year.

OnucaHue cuTyanyu

Right now, I believe a 125 % increase is authorized, although
the previous projections held to 80 %. The lower number is based
on FIFO. The higher is LST.

KoH(mKT

I have no objection to 125 % if Operations is comfortable. But I
have just seen some correspondence suggesting that 125 % is too high
for Business to approve.

IToaTBepXAeHUE J00POH BO/IH
Please advise.

Regards,

Simone Fath

Associate Information Officer
Vector, Inc.

simonefath@vector.com

NHCcTpYyMEeHTEI

He 6oumecb mecmoumeHust «I»

MHorue aBTOpbI M36eraroT cioBa «I». VIX IpUyun/Iv K 3TOMY elije B IIIKOJIE,
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Y C TeX MOpP OHU CTapalOTCs UCTI0/Ib30BaTh €r0 KaK MOXKHO PeXxXe.
Ot1o Oosbitiasi ommbka! Ynorpebnsite «I» B /1eJIOBOM TeperickKe —
CTaH/lapTHAas TIPAKTUKA. 3/1eCh 3TO CJIOBO BIIOJIHE YMECTHO.

«I» denaem mekcm 6os1ee OUHAMUYHDBIM

[TpousHocs «I», BbI 3aHMMaeTe mMecTo 3a pyJem. Ppasza craHoBuTCS Hosee
BbIpa3uTebHOW U 5HepruyHou. CpaBHuTe: «I am processing the orders»
1 «The orders are currently being processed».

«I» He daem 3a6bIMb Npo eawiu 3acsjay2u

B 6u3Hece Ba)KHO 0003HAUUTH CBOIO 30HY OTBETCTBEHHOCTH. JTO MMO3BOJIUT
3aCTO/IONTh ABTOPCTBO BalllMX JOCTWKeHWM. Ecmu Bel roBopute: «I am
processing the orders», 3Ta pabora — Bama 3aciayra. Eciu «The orders are
currently being processed» — Bbl TyT HU TIPU U€eM.

«I» ynpouueaem y3bl medxcoy /1100bMU

Ecmi ectb «I», KOTOpBIM MUILET MUCbMO, 3HAYMT, CYLIECTBYET «yOu»,
KOTOpBIM ero yuTaeTr. OTU MeCcToMMeHus1 Hepa3pbiBHBL. Ci0BO «I» HarmomuHaeT
a/ipecary, uTo Bbl KOJI/IETH, a 3HaUWT, paboTaeTe Ha oOi1iee ziero.

«I» He umeem HUYe20 06u4ezo C 320UeHMpuUu3mom

[Topoii aBTOPHI-OUIMHTBBI WKW Te, KTO BhIpoC 3a mpefenamu CIIIA,
n3beratot cyioBa «I», YTOOBI He TOKa3aThCsl 3aHOCYMBBIMU U CAMOBJTHO0/IEHHBIMHU.
Ho 3Ty onaceHusi HanpacHHI.

[lnsi HOCWUTesNsI aHIIMMCKOrO $3blKa BHUMaHWE K JIMUHOCTH O3Hauaer,
yTO JIIO[SAM CreflyeT BO3[aBaTh AO/DKHOe. Ec/iv Bbl 3aHMMaeTeChb KOHKDETHBIM
TIPOeKTOM, cKaxkuTe: «I am working on...»

YecTHbIM paccKa3 0 CBOMX 3ac/Iyrax Jiyyllle JJOKHOU CKpOMHOCTH. He cTouT
MpUyMEeHbLIaTh CBOU JOCTW)KEHHUs], HaZesiCb, UTO KTO-TO JpPYrol JacT UM
cripaBe/lyIMBY1O olleHKY. Kak rpaBuio, Tak He ObIBaerT.



Bepezume ceoe epems

Jlyuiiie  1OTpaTUTh TIATb MUHYT Ha  peJaKTHPOBaHHME,
yeM TIOZIO/ITY WCIIPAaB/ISATh HeJOpa3yMeHWs U3-3a HepsIIIMBBIX
(hopMy/TMPOBOK WM OMIPOMETUMBBIX BbICKa3bIBaHUM. HempoaymMaHHoe
MUCbMO dYacTto TpeOyeT gonaroro oOMeHa COOOIIEHUsIMU, UTOOBI
TIPOSICHUTh M WCIIPaBUTh TO, UTO C/e/I0Baji0 AaTh TOHSThH C TIEPBOTO
pasa.

CeTeBOM 3THUKET

W3naralite uHdoOpMalyioo To-[eioBoMy, 0e3 JMITHUX (OpMaTbHOCTE.
BpemeHa, Korfja Mbl TIpHBETCTBOBA/IM ajipecara, YIIOMHHAasi €ro THUTYII
WIA 3BaHWe, OCTa/JMCh B TIponuioM. Takue o000pOTHI, KakK «in view
of the following facts» ummu «please allow me to draw your attention to»,
TIOTIPOCTY TIOTepsimu CMbIC/I. CerofiHsl 1[eHUTCS YMeHHe U3bSICHATBCS KOPOTKO
U SICHO, TIOTOMY UTO OHO 3KOHOMMUT BpeMs.

[To »9TOoMt  mpuUuuMHE  JIyyllle  WCIOMb30BaTb  IPOCTble  CJIOBA
1 He 3/10ynoTpelsisATh [BETUCThIMU (hpa3aMu. Baiiia 1je/ilb — He TTOKPAcOBaThCs
riepe; cobeceHUKOM, /eMOHCTPUPYSl MOIIb CBOero uHTe/nekTa. He crtout
yHoTpeO/siTh ¥ MOJIOAEKHBINA CJIEHT, B TOM UMC/Ie COKpAIlleHUs U CI0BEUKH,
TIpUHSATBIE TP 0011[eHNY B CeTH. BbI He TIOJJPOCTOK, Bbl — CIIEIJUA/IUCT, KOTOPbIH
3aHUMaeTCsl JleJioM, TI09TOMY W3BOJIbTe T10/Ib30BaThCsi MPOdeCcCUoHaTbHON
neKcuKoi. M36eraiiTe >kaproHHbIX ¥ OpaHHBIX CJIOB.

Bamia 3aziaua — Jiep)kaThCsi A0OpOXKenaTeslbHO W TOBOPUThH TIPOCTHIM
TIOHATHBIM S3BIKOM. Kak TIipaBHW/IO, Balll [IeJIOBOM TapTHep HCXOJUT W3 TOro,
YTO UMeeT JIeJI0 C MPHUATHLIM Ue/I0BEKOM, KOTOPBIH OTBeUaeT 3a CBOU MOCTYIIKH.
[ToctapaiiTech He pa3oyapoBath ero. [TuIuTe ICHO, YETKO U T10 CYIIIeCTBY.

BapuaHThI

I need information about... I need to know...

Please provide feedback on... Do you know...

Could you please tell me... I want to know...

What’s the status/update on... Do you have details on...
You might be able to help with... Can I have your opinion...



OTBeT Ha 3anpoc uH(popMaLUn

Andrew, Sandy,

IIpeamet 00CYyXaeHHUs
Here’s the information you requested on the HSF
alloyinvestment.

IlepBbIM BapUaHT

If we buy:

Optimistic figures on 7-year horizon suggest future cash inflows
at about 78M. Low interest rates in Central America look stable,
and the HR legislation that just passed gives management more
latitude than in the past. It’s not another SoCorp scenario.

BTopou BapuaHT

If we don’t buy:

The chief risk is that Lumina will make a move that will
potentially increase competition in Central American markets. We can
postpone investment until Reichart is on the block and then position
for subsidiaries.

IToaTBepXAeHHE J00PO BO/IH
Give me a call before the week is up and we’ll discuss
the details.
Regards,
Karen Vormann
Financial Associate

Vector, Inc.

karenvormann@vector.com

NHCTpyMEeHTEI
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Byobme kpamku

Yurarh AJIMHHBIM TeKCT HazoegaeT. OT HeTro yCTaroT I7a3a. B HeM C10)KHO
pa3obparbcsi. CrapaliTech, uTOOBI Ballle TMHUCHMO YMeCTWIOCh Ha JKpaHe
HOyTOyKa. AjpecarT OLeHUT 3T0. A BaM 3TO TOMOXeT COCPeJJOTOUUTHCS
Ha T7TaBHOM.

He 3acmasnsiime abpecama npokKpydyueamb mekcm

[TpokpyuuBaHue TpeOyeT J/UITHUX Ha)KaTUM Ha K/IABUIIM, a 3HAUMT,
JIOTIOJIHUTE/ILHOTO BpeMeHU. He oTmpaBnsiiTe AMuHHBIE THChbMa 0e3 KpaiiHeit
HeOOXOAMMOCTH.

WNHorga 6Ge3 TIPOKPYTKU He o6obTuch. Ho B OONBIIMHCTBE CiyuaeB
OTITPaBUTEJb COOOIIaeT MAacCy HEHY)KHBIX TMOJpOOHOCTel, 3acTaB/isisi afipecarta
u3yuaTh MH(OPMaLUI, KOTOpas He OTHOCUTCSI K Jlely WIA KOTOPYHO C/iefyeT
BbIHECTU BO BJIOKEHHBIM (haii.

Pa36etime 0/1uHHOE NUCbMO HA HECKO/1bKO KOpOmKux

Appecary ynobHee TpoYyecTh HECKOTBKO KODOTKUX TIHCEM TI0 pa3HbIM
BOIpPOCAM, YeM H3ydaThb TPOCTpPaHHBIM TeKCT 000 BceM cpa3dy. B jgmvHHOM
MMCbMe TpYAHee BbIJIe/IUTh TJlaBHOE — OCHOBHbIE MBIC/IM CTaHOBSITCSI MeHee
yeTKUMU. KOpOTKUIi TeKCT 10X0/[uMBee, a ero CTPYKTypa Ipoiile.

He y2nybastimech € ucmopuio

E-mail TpebGyeT /MaKOHWYHOCTH, T[I03TOMY OrpaHHUYbLTECh CaMbIMH
HeoOXOUMBIMU CBeJleHUsIMUA. VICTOpUIO BOIIpOCAa H3J/IOKHUTE BO BJIOKEHHOM
daiine.

CubHble mMmupda ceeco HEMHO20C/106Hbl

Bo MHOrmx KommaHUsIX IMMpOoC/Ie)KNUBAETCA 06]_11891 TeHJEeHIIWsA: 4eM BBbIIIIe
AJO/DKHOCTb OTIIpaBUTEJ/IdA, TE€M KOpoue €ro IIMCbMd. Pa3}7MEETCH, eCTb



uHdopmanysi, 06e3 KOTOpol He 0OOHTHCh, UYTOOBI H3/IOKUTHL CyTh Jeja.
Ho 3avactyro mucbMa W300WIYIOT JIMITHUMM TI0pOOHOCTAMH. [ToMHMTE: TOT,
KTO yBepeH B CBOell TMpaBOTe W 00JiedeH B/IaCThiO, HE Pa3’KeBbIBAeT KaXK/yHO
MBbIC/Tb.

He nuwume 060 ecem noopso

ByabTe ocmoTrpuTesibHbI! B Kak[joll KOMITAaHUU €CTh KOH(UAeHI[MaTbHast
uHdopmarmsi. OOMeHMBATbCSI €10 B TMHWCbMEHHOM BHZE MOKHO TOJIBKO
C pa3pelleHus FOPUANYECKOro OT/erna.

[Togo6HbIe Bell[y »KejaTeJbHO OOCYXKAaTh 1O TesnedoHy, a elje Jyullle
TPy MYHOM BcTpeue. EfBa /i BbI CMOKeTe MPOKOHTPOJIMPOBATh, KTO OyzeT
yuTaTh Ballle MHMCbMO.

Bxopsamue

T'oBopuT bocc...

* UTo mbITaeTcs cka3aTb 3TOT UeioBeK?

* [Touemy Heb3sd HAHUMATh TeX, KTO YMeeT BbIpayKaThCsl BHATHO?

* [ToueMy OHM He MOJIb3YIOTCS TTPOBEPKOI opdorpadun?

* [Tabmo Bpofie Obl YMHBIM TlapeHb, MOUEMY OH He MOJKET CBSI3aThb JIBYX
C/1I0B?

* § cuuran, uto Dib3a — AYUIIMM KaHAWJAAT Ha 3Ty JO/DKHOCTh, HO,
TIPOUMTAB ee OIyC, TIPU3aJyMaJics.

* Hazio /1 TIOBBIIIATE Ye/I0BeKa, KOTOPBIH MUIIIET TaKve Y>KacHbIe ITHChMa’?

* K 3TOMY MUCHbMY s BEPHYCh M03/IHee, ceiiuac y MeHst HeT BpeMeHH B 3TOM
pa3dupaThCsl.

* [ToueMy HUKTO He yMeeT peJjaKTHPOBATh HallMCaHHOe?

CoBet

Camble pa3Hble JIIOAM YacTO [IOMYCKAIOT OJHY U Ty J>Ke OIIMOKY.
OHU JymaloT, 4TO JJIMHHble (pa3bl M BUTHEBATbI CJOT — T[IOKa3aTeau
obpa3oBaHHOCTH U TipodeccroHamM3Ma. He 3ps ke OHM MOTpaTW/IM Ha 00yueHue
yiimy neHer. OHM Tak CTapajuch 000raTuTh CBOM croBapb. OHU yCIHEIIHO
TMPOLLUIU TeCThl, — SATH a Bosmoxuo 1 GMAT!. Onu 3anuManucey Mo Hovam,
BMECTO TOrO uYTOOBbI pa3BiaekaTbCsi. OHM TPYAWIMCh He TIOK/TajAast PYK.



OHU TpBI3NIK TPAaHUT HayKu. A B KHMUrax, KOTOpble OHM YWTald, BCerja
BCTPEUYA/IUCh JJIMHHBIE C/I0BA U CJIOXKHBIE TIPe/JI0KEHUS.

HaBepHsika yMHOMY 0Opa30BaHHOMY YeJIOBEKY I0Z00aeT MCIOIb30BaTh
MMEHHO TaKOU CTUJIb.

Oto rnyOouaiiiee 3abnmykgeHue. [MMHHBIE C/I0BA U CJIOKHBIE
MpeJ/IoKeHUs  yMeCTHbl B yueOHMKaX WIM  OyMa)KHbIX  MHMChMaX,
HO He B 3/IeKTPOHHOM moute. KHUTY MUIIYTCS [/ pa3MbIlLIeHUN, a (PyHKIUs
JIe7IOBOM TIepermucKu — OBbICTPhIM 0OMeH JaHHLIMM. B mepBoM cjyuae BbI
pa3MBbIIIIIeTe HaJl MPOYUTaHHBIM, BO BTOPOM — TO/I/IEpP’KUBaeTe TUAJIor.

[JnvHHBIe  3amyTaHHble  TIPEAJIOKEHWSI W HEMOHSTHble  TEePMUWHBI
He obneryaroT o6mMeH uHbopMaleil. BMecTo TOoro 4urobbl YCKOPHUTH IPOIIECC,
OHU TOPMO3SIT €ro.

HekoTopbie J/HOAW UCIOMB3YIOT CJIOBA, HE 3Hasi MX TOUYHOrO 3HAYEeHUs.
3auacTyro Takol uesloBeK Jake He JaeT cebe Tpyza 3ar/issHyTb B COBapb, —
OH TPOCTO BCTaB/IsieT TIPUITISTHYBIIIeeCs CJIOBLIO B e-mail v yrioBaeT Ha jiyuliiee.
Vnu u3naraet CBOWM MBIC/M TsDKeNbIMM 3allyTaHHbIMU (pa3amMu. EMy KaxeTcs,
YTO, BbIpaXKasiCb KHYPKHBIM SI3bIKOM, OH Oy/ZleT BBHITTISIIETb YMHee.

BcTpeuaroTcsi ¥ Te, KTO BJ/IaJIEFOT $3bIKOM BUPTYO3HO: OHU WIPArOuU
COCTAaBJ/ISIIOT CJIOXKHBIE CUHTAKCHUYeCKHWe KOHCTPYKIMA W 3HAlOT MHOKeCTBO
3ByUHBIX pe/IKMX C0B. Hepenko Takue JFOId MCTIO/Ib3YIOT CBOU YMEHMUs], UTOObI
671eCHYTh HAUMTAHHOCTBIO M 0OPA30BAaHHOCTHIO, [la’Ke eC/M [[0Ta/[bIBArOTCH,
YTO ajjpecaT He TMOWMET HAINMCAHHOTO. JTO OOBIUHBIE XBACTYHBI, KOTOpPbIE
000>KaroT IyCKaTh MbLIb B T71a3a.

O6a mogxoma HenpoAyKTHBHBL. CrioBa M TIPe[IOXKEHUS TpeAHa3HaueHbI
JUIST BbIpaXKEHWSI MbIC/IeM. JTO He TIIJIaTUHOBbIE 4YacChl, KOTOPbIMM MOKHO
MOXBa/IMThCSl Mepes Apy3bsaMu. Eciu jioBa He BOMCHIBAKOTCS B KOHTEKCT,
OHM He WUMEKT CMbICJIa. B [1e/0BOM mMepenucKe LeHUTCS SICHOCT,
a He JMTepaTypHbIM CTWIb. [1opoW [I/TMHHBIE C/IOBA U CJIOXKHBIE TIPEJIOXKEHUS
yMEeCTHBI, HO TaKWe C/Ty4yar HeyacThl.

[IpocToTa ¥ [0OXOJUMBOCTL [€/I0BOM KOPPECIIOH/JEHIIMU 1[eHSTCS BbIILIe
NUTepaTypHBbIX W3bICKOB. IlepBasi ¢pa3za XOpoIlo HamMcaHHOro ab3aia zJaer
TOHATh, O UeM MOUJET pedb, @ MPOJO/KEHUE Pa3BUBAET OCHOBHYIO MbIC/Ib.

Bocc 8 poau pedakmopa

HPI/I nepecolike SJIEKTPOHHOI'O IIMCbMd BHYTPHU KOMIIdHHH,
BadlllMM KOJLIET'dM W HA4Yd/IbCTBY, IMPpUXOAWUTCA IIOAUYMILNATL WJIK, TOI'O
XyxKe, IeperimcoblBaTb TEKCT. BbIiCcOKasi OTBeTCTBEHHOCTb — WU BBICOKAsI



3dpIvlaTd — HAIIpSMYKO CBfI3dHBI CO CITOCOOHOCTBIO TTMCHMEHHO
BbIpd’KATb CBOW MLICJ/IH, XOTS JIFOAW HEPEAKO 3a0bIBarOT 00 3TOM.

OnpegnenuTte mpeaMeT 0OCyXJeHWsT B CaMOM Hadajie TucbMa. [lepBble
CTPOKU He [IOJDKHbI COUBATH afipecaTa C TOJKY WM CO37aBaTh UHTPUTY.

@OyHKIMSA 37eKTPOHHOW TOUThl — OfMepaTUBHbI 00MeH uWHbopMalue,
M03TOMY COOOIIeHUsT [I0/DKHBI ObITh KpaTkumMu U ueTkumu. CrapaliTech
(hopMy/IMpOBaTh MBIC/IA MPOCTO U SICHO. DTO LIEHUTCS TIPEBbILLIE BCETO.

Kak Hado

* BribupatiTe noHsiTHBIE 00II[eN3BeCTHBIE CI0Ba.

* Vicnonb3yiiTe KOPOTKYE MpeIoKeHUsI.

* HauuHaiiTe npeiokeHue € MO//IeKalllero U ckayeMoro.

 JlenaiiTe ab3albl KOPOTKUMHU — TYCTh ajipecatry OyneT ygoOHO uuTaTh
TEKCT.

Kak He Haodo

* M30eratiiTe AJIMHHBIX, PEIKUX, HETIOHATHBIX CJIOB.

* He neperpy»kaiiTe MMCcbMO CI0XKHBIMH (hpa3amMu. ITO He pOMaH.

* He cTaBbTe nofiiexaiijee ¥ CKa3yeMoe B KOHel| pe/]/I0yKeHusl.

* He penatiTe ab3alibl C/IMIIKOM JJIMHHBIMH. JTO OTOMBAET >KeJlaHHe UHTaTh
TEeKCT.

* He nyTaiiTe 3/1eKTPOHHOE MUCHMO C JINTepaTypPHbIM TeKCTOM.

Hoyuumeﬂbﬂaﬂ ucmopus

S cHAn TpyOKy M ycubIlian 3HaKOMBIA TosIoC. Buije-npe3uzeHT
KPYITHOU MeXXyHapO/THOW KOPIiOpaliy PSIBKHYJI:

— UTO BBI OT MeHs XOTUTe?

A1 6b11 B Unkaro. OH B [Tapwke. EfBa He JIUINIMBIIKMCE apa PeyH,
s1 [IpoJierneTant:

— Bupure 5y, 4... 4...

CniycT CeKyHAy S TIOHSJI, YTO CIy4ui0Cb. BO BCeM BHHOBATO
Moe mmcbMo. CymMOypHoe u HeBHATHOoe. OH ObUI BBIHYXKIEH



pa3bICKaTh MeHsi, UYToObI pa3o0parhbesi. Sl OTHsUT y Hero AparoljeHHoe
BpeMms.

MeHss cmac UMHCTMHKT camocoxpaHeHus. $  cobpascs
Y CKOPOTOBOPKOM BBIMA/N OCHOBHBIE TE€3UChI, KOTOPbIE [JO/DKEH ObLT
W3/I0KUTh B MUCbMe. Tak s TIOyuu/l YPOK Ha BCHO >KWU3Hb. EC/U ThI
nuiels e-mail, cpasy Gepu Oblka 3a pora W TOCTapaicsi [JOHeCTU
T7IaBHOE.



I'/1aBa BTOpas
Oo6mMeH nHpopMaiuen




K Baiemy cBeieHHIO

Jenn,

IIpegmet o0CyxaeHUsI

This is just to tell you that I sent the budget to Lumina. Sue
signed off on it yesterday. In the cover letter we made it clear that we
want written confirmation of the variance limits.

IlepBoe cnefcTBHE
If they don’t send it, I will inform them in writing that our
projections will be used in future negotiations.

BTopoe ciefcTBUE
Based on our discussions, I think they’ll send the variance report.
But we’ll see.

IToaTBepXAeHUE J00POH BO/IH
I’ll keep you informed.

Regards,

Michelle Nollebaum
Assistant Budget Analyst
Vector, Inc.

michellenollebaum@vector.com

NHCcTpYyMEeHTEI

B mepBoii ke (¢pa3e JaiiTe MOHSTh: Balla 1ieJib — MPOMHGOPMUPOBAThH
rosyuaresisi. IHaue Bbl pUCKyeTe BBIBECTH ero u3 cebdsl.

HepxaTb frofieit B Kypce coObITHI — Os1aroe fiesio, HO He CTOWT 3aCTaB/IsATh
WX UMTaTb ITMCbMa, KOTOpble He TpeOyIT CpPOYHOro BHUMaHHUA. Eciu Bbl
He yKakeTe B TePBOM CTPOKe, UTO TPOCTO Coo0ObIljaeTe CBeXyr WHGhOpMaIuio,
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Bbl HEBOJIbHO BBeZleTe ajipecara B 3a0mykJeHue. Majo Hamucatb 3TO B Teme
nvicbMa. Eciu y uesioBeka MHOTO fie/l, OH OTKpbIBaeT MUChbMa OZHO 3a JPYTHUM,
He I715i751 Ha TeMbl. [IpeayripeaiuTe ero, o ueM Iol/eT peub, B Hauase TeKCTa.

IlomHume, 3/1IeKMPOHHOE NUCbMO — CUHOHUM deticmeus

[enoBble MHOAU OTKPLIBAIOT e-mail, 4ToObI BBISICHUTB, UTO HY>KHO C/le/1aTh:
TIDUHSThL pellieHre, OTBETUTb Ha BOIPOC, UCMPaBUThb MOJOXKEHWe, Ha3HauuThb
BCTpeuy, NIpOaHa/M3UpOBaTh IJIaH U Tak jajgee. DTO 3HAUWT, YTO MO/Iyvyaresb
WIIET MPHU3bIB K 1eCTBUIO.

WNudopmaliMoHHOe MMCbMO He TpebyeT mpuHsATHs Mep. Eciu oTripaBuTesb
He 0003HAUM/I CBOIO 1ie/ib B TeMe MUChbMa U B NepBoii ¢pase, OH cOMBaeT et
¢ TonKy. UuTas Ballle MMCbMO, OHU He [OJ/DKHBI JIOMaThb TOJIOBY, MbITasiCh MOHSITH,
YTO HY)KHO C/le/1aTh.

Cemb pa3z ommepb

WHdopmalioHHOe MMChbMO UeM-TO TOXO0XKe Ha «IHMCbMO CYaCThs», KOTOPOe
TpeOyeT, uTOObI UeslOBeK HeMe[[JIeHHO pa30c/iaj ero JecsiTKy afapecaroB. Eciu
BbI TOJIYUW/IA TakOe TMHUCbMO, MOJyMalTe, HY>KHO JIM TepechbliaTh ero Aasblile.
MHorza B 3TOM HeT HU Majeiieil Heo6X0AUMOCTH.

CKOpOCTb 37IeKTPOHHOM MOUThI MOOY)KJaeT HaC TPaHC/IUPOBATh C/IMILIKOM
MHOro wuHdopmaluy. 3aBa/ivBasi SIIUKA KOJIJIer HEeHY)KHbIMU THCbMaMH,
Bbl BBIIVISIIUTE He3pejibiIM IOHIOM. OMBITHBIM COTPYJHUK YyMeeT pas3/huarb
CBeZieHHs1, HeoOXoZMMble O0CCY, U Te, KOTOPbIe TIOMPOCTY OTHUMAIOT BpPeMs.

Bawe nucbmo moeym yaa/llHHb, He Yumas

I-IEJ'IOBEK, KOTOpI;IFI Ka)K,Z[bII‘/JI A€Hb II0J/Iy4de€T I1apy COTeH ITMCeM, MOXXeT
YAdJ/INTh I/IHd)OpMaL[I/IOHHOE IMMCbMO, HpO6€)KaB IMepByr0 CTPOKY, W/IN OT/IOXKHUTb
ero Ha rotom. Takue COO6IL{€HI/IH UHUTAKOT TOJIBKO I1O ,Z[O6p0171 BOJIE.

BapuaHTEI

FYI... To make sure we’re on the same page...



Heads up... This is just to tell you...
This is to inform you... For your information/files...
Just so you know... I wanted to let you know that...

Bxopsamue

Hepenko TIPUXOAUTCS C/IBILIAT, KakK JIHOIU JKayrTCS
Ha MH(OpMalLMOHHbIe TTHCbMa.

* Y Mens 1iosiHO zest! Eciv OblI 1 X0TesT 3To 3HaTh, 51 3a/ia1 6b1 Borpoc cam!

* 51 yO1 Ha 3TO TPOK/ISTOE TTMCEMO YMY BPpEMEHH, a TOJIKY — HOJIb!

» Kak meHs1 GecaT mrcbMa «K BallleMy CBeZIeHHIO», IJle TeMa He Ha3BaHa

cpasy!



ConpoBoauTe/IbHOE MUCBMO K JOKYMEHTY

Laura,

IIpegmet o0CyxaeHUsI
I am pleased to attach the new HR final report, “Spark
Commitment: I'T and Vector Employees.”

Kparkoe cojiep>xaHue JOKyMeHTa

Authored by Lanten and Associates, the report explains how IT
can strengthen the link between employee motivation and productivity
in every function. Information bonds, for example, are often
overlooked in our business culture. Viewing the employee’s
intellectual property in emotive as well as rational terms enhances
dedication. And dedication to the company leads to results.

PekoMeHaMu /i/IA HANPABJ/IEHHOT'0 YTeHHS

I would specifically like to draw your attention to the section
on Vector E-mail Policy (VEP). As you know, policy discussions are
heating up in the next quarter. I will be interested in hearing your
thoughts about the report’s findings at the next VEP meeting.

IToaTBepXAeHHE J00PO BO/IH
Please let me know what you think when you get a chance.

Regards,

Frances Ventoux

HR Associate

Vector Affiliate Action Group

francesventoux@vector.com

NHCcTpYyMEeHTEI
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O06bsicHUme, nouemy 6/10MCeHHbILl O0KyMeHIN 8djceH

Hanucars «please find attached» HemocTtaTouHo! VHorga Baill Kosijiera
C HeTepIieHWeM KJeT BIOKEeHHbIHN (haiii v cpa3y morpyskaeTcsi B uteHue. OHaKo
B JIpyrMX C/lydyassX BaM TMPHUXOAUTCS YOeXxaaTh ajjpecara MPOCMOTPEThb
YT BHUMATe/IbHO U3yUUTh BJIOYKEHHE.

3auHmepecyiime nosyuamesisi

YenoBeKy HY)KHO TTOHUMATh, [/ Yero OH BBITIO/IHSIET TY WU UHYIO PaboTy:
C KakoM 1ie/ibl0 OH UMTaeT e-mail, 3aueM OTKpbIBaTh BAOXKEHUE U TIOYEMY OHO
3ac/y)KMBaeT BHMMaHus. [laiiTe ajpecary MOHATb, UTO 3TO B €ro MHTepecax.
OO6mBsicHUTe, UTO JJaCT eMy uTeHue AoKymeHTa. [locTapaiiTech BHYIIUTb, UTO 3TO
noiizier eMy Ha nosb3y: «if you read this attachment thoroughly, you’ll look
good at the meeting» — «BHMUMaTeNbHO U3yuM 3TOT (haiis, 3TO MO3BOAUT Tebe
OeCHYTb Ha COBeLLaHUW».

Jatime nousimb, umo jcoeme OmMK/AUKA

Eciv BeXXMMBO HaMeKHYTh MO/yvyaTe/il0, YTO Bbl JK/eTe ero peakiuu,
OH OTHEeCeTCs K ToayuyeHHOW WH(opmaiuu Oosnee oTBeTCTBeHHO. Eciu BbI
Ha3HauWTe TOYHBIA CPOK /JIi TaKoro OTKIMKa — Harpumep, Oskaiiiiee
coBelllaHWe, — Ballly TPOChOy BOCIPUMYT ellle cepbe3Hee. TakuMm o0pa3om,
Bbl He MPOCTO OTIIPaBJisieTe OKYMEHT, HO Mo0Oy’kJaeTe azipecata U3yUUTb €ro
U TIPOKOMMEHTHpOBAaThb TpouyuTaHHOe. TOT, KTO 3aBajieH pabOTOM, YeCTHO
CKaXkeT, UTO He YyCIies BHITIOJTHUTL Ballly MpochOy, a Komyiiia Jubo mpuaymaer
OTTOBOPKY, UTOObI COXPaHUTh JIUL[0, MO0 HalJieT BpeMsi TIPOUeCTb JOKYMEHT.

Bbicwee o6pa3oeauue He O3Hauaem, 4Ymo 8bl ymeeme nucamb
nucbma

[unioM MpecTWKHOTO yHUBEPCUTeTa He rapaHTUpPyeT YMEeHUs
BHATHO U3/araTb CBOM MbICAU. VIHOTA J/1OOU, HE TMO/yuHMBLIHe
xopoliero o0pa3oBaHUsl, CIPaB/SIOTCS C 9TOW 3aaued Kyza JIyulle.
He KaxJ0oMy MOBe3/10 BCTPETUTh IIpernojaBaresis, KOTOPbIM YUHWT



XOpO1lIOo MrCaThb.

HOOCK(D:‘Cllme, KdaKue yacmu boxymeuma 3ac/ayxcusarom 0000020 HUMAHUS

Ob6nerunTte 3aiauy ajipecarta: TOJACKa)KUTe, HAa Kakue (hparMeHThl CliefyeT
obOparuth BHUMaHue. Torjja emMy He TpUAETCS U3ydyaTh TEKCT OT Hadasa
10 KoHILA. /[laBasg Takue peKOMeHJal[id B COTMPOBOJWTENLHOM MUCHME,
BbI [TOKa3bIBaeTe, UTO LIeHUTe Uy>KOe BpeMsl.

CeTeBOM 3THUKET

He 3a0bIBaiiTe, uTO MPOUECTH Ballle MMCbMO MOXKeT KTo yrogHo. Ludporas
vHbopMalis [O0NTrOBeYHa, U JlanbHeliasi cyabba OTIPaBIeHHOTO COOOIeHUs
He B Ballled BnacTUu. HeusBecTHO, B UbW pyKH OHO TomnazeT. Ero moryr
repecsarb TOMY, KOTO Bbl He 3HaeTe U C KeM HUKOI/la He BCTpeTUTeCh. KTo-ToO
MOXET 3ariiHyTh B TMHWCbMO YMCTO C/iayuyaliHO. Mopasib: HeBO3MOXHO
rapaHTUpOBaTh CcoOmofieHre KoHpueHIManbHOCTH. Eciu  Bbl  cuMTaere,
YTO Ballle TTMCbMO He TIpe/IHa3HaueHo /151 Uy)KUX I71a3, oJyManTe, CTOUT JIh ero
OTIPaB/ISITh.

Bbibupatime ebipadxceHust

ToT, KTO B/IaZieeT CJI0BOM, XOpOILIO YYBCTBYeT HIOAHChL. OJHO
JIeJI0 — CKa3aTh MMOJUMHEHHOMY «Thl HeTlpaB (wWrong)», Apyroe — «Thbl
omubaeribcst  (mistaken)». Ba)kHO HayuuThCs BBIOMpATh C/IOBA
Y BbIpA)KEeHHsI, KOTOPbI€ OTBEUAIOT ITOCTABIEHHOM LIEJTH.

ToT, KTO IJIOXO BbIpAa)KAaeT CBOM MBICIM HAa ITUCbME, MOXKET
HeuassHHO OOW/IeTh ajpecara, BbIOpaB HeBepHOe C/0BO. IIpuunHa
He B TOM, UTO OTIIPABUTE/b HE BUAUT PA3HMLIBI MEXK/Y «Thl HETIPAB»
U «Thl omunbaembcsi». OH MPOCTO He JaeT cebe Tpyza 3aJyMaThbCs
00 3TOM.

YMeHHe XOpOIIO ITHCaTh MUCbMa B TEPBYIO OUe€pe/b 3aBHUCUT
OT BHMMaHUs, KOTOpPOe BbI yiaenseTe TeKCTy. KTo-To o0aymbiBaeT
Ka)k/Ioe CJI0BO, a KTO-TO CTapaeTcs MOOBICTpee pa3zenaTrbCs C 3TOH
paboToii. Pe3ybTaThl TOBOPAT CaMH 3a Ce0sl.



Pe3oMe ceTeBOU KOH(epeHIMH

Zara, Norm, Carla,

IIpegmet o0CyxaeHUsI

The April 18, 2007 conference call on the LITE deal included:
one Lumina partner, one Rawls partner, and the Vector team
(Langston from Corporate Tax, Duncan from Operations Management
and myself).

Jexknapanusa
We agreed to the following:

OcCHOBHbIE /JOTOBOPEHHOCTH

Corporate Structure

1. Vector will sell its shares in LITE Consulting directly
to Lumina on the day of closing.

2. Audit partners will receive their consideration in cash.

3. Consulting Partners will receive deferred consideration
consisting of three yearly installments paid in Lumina shares.

ConyTcTByHOII[He 00CTOATETHCTBA

Further Observations

1. Because Lumina owns the shares upon closing, the new
company can integrate immediately.

2. Although state law prohibits acquisition of the parent
company’s shares, in this case, we’re not infringing on restrictions
since shares will be used as a payment for the transaction.

IToaTBepXAeHUE J00PO BO/IH
We have another phone call scheduled with LITE tomorrow. Let
me know if I can supply additional information.

Regards,

Ron Kocik



Mergers and Acquisitions Associate
Vector, Inc.

ronkocik@vector.com

NHCcTpYyMEeHTEI

Opezanu3yiime mamepuas KaKk MOXCHO npouje

Hukomy He Xxouercss pa30bupaTbCsi B MHOTOYPOBHEBBIX CIMCKaX
C MHOXECTBOM MYHKTOB U TMOAINYHKTOB. He ycC/oXHsWTe UX BUJ, MeIIaHUHOW
apabCcKux U pUMCKUX LU(p, CTPOUHBIX M TPONMUCHbIX OykB. Ha »3kpane
MOHMTOpPA S5TO BBIVIIJAUAT 3allyTaHHbBIM U TPOMO3AKWMM. TpaJuliMOHHbIe
NpUHLUNBL  0OpMJIEHUSI  JOKYMEHTOB  Telepb  MNPUMEHSIIOTCS  JIUIIb
B KOHTpAaKTaxX, IMO/JMCaX M TMpPOYUX IOPUAMYECKHUX [JOKyMEHTax, KOTOpble
TIpWIaraloTcs K MUCbMY B BUJle OTAebHbIX (aiyioB. Ho Jgaxe 3aech Mmoaxof
K HyMepaLUU yIpoLaeTCsl.

He ycaoxcHstime Hymepayuio

HyMepauI/IH IMYHKTOB W/IM Te€3MCOB — He YKpdIIE€HHUE. Ona r1nomoraet
opranusoBarh uH(opMmairo. CrapaiiTech, uTo0bI LU(PLI Jeand TeKCT Oosee
IPOCTBLIM M TIOHATHBIM. V30eraiite C/I0XKHOH MHOIOYPOBHEBOM HyMeparjyH,
KOTOpadA OTBJIEKAET aapecaTd.

OT TekcTa LUdPhI OTAEAI0T CKOOKaMK WM TOUKaMHU: «1)», «2)» umu «1.»,
«2.», «3.».

B [Ief0BBIX IMHMCbMax Jydllle BCEro HCIO/Ib30BaTh apabckue LUQphL.
PyMCKWe yMeCTHbI B 0Oosiee OQMI[HAIBHBIX [JIOKYyMeHTax. B  0ObIUHOM
BHQKTPOHHOﬁ Imeperrcke OHU BBIIVIAAAT dpXdWU3MOM.

ITopsdok npeebiuwie 8cezo

YacTo camblii BayKHbIM MYHKT U/IeT MepBbIM. B Apyrux ciayvasix eCTb CMBbIC/T
PACIIO/IOKUTh TIYHKTBI B XPOHOJIOTMUECKOM TIOpsiiKe, UYTOObI OTpa3uTh
M0C/Ie/]0BaTe/IbHOCT COObITHM. EcCimu Bbl cocTaBrsieTe MPOTOKO COBeLaHMUS,
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JIOTMYHO HCII0J/Ib30BdATb XPOHOJIOTHHO. Ho ecmu Bl moaBoaurTE HTOI'U
06CY)K,£[€HI/I$I N XOTUTE€ BbIAC/IUTH IJIdBHOE, JIyulll€e PpAdCIIOJIOKHWUTbL MdTepHdl
C yu4eTOM 3HdUYMMOCTH.



YBeoM/ieHHe 0 cOOpaHUuU

Derik, Vaughne, Margie,

IIpegmet o0CyxaeHUsI

I’m setting up a meeting at 10h00 on Feb. 3, 2007,
in the Marketing Management Center to discuss progress on Poetics
5.9. Ranya Perkins from R&D will be joining us, along with Stan
Hicks, our new Product Development Analyst.

Tema coBenjanusi

We will be reviewing — and evaluating — the performance
of the brand against Sillicon Valley/Alley competitors. Toward that
end, please be prepared to discuss the Q3 results in terms of our Q4
projections. And Derik, please prepare the revised Vivek 12 adoption
graph.

IIpeanosiaraeMbid pe3yabTaT
We’ll use this meeting as preparation for the second analyst hire
next month.

IToaTBepXXAeHUE A0OPOI BOTH
Please be in touch with your questions and concerns.

Regards,

Alfred Bonnefoy
Chief Brand Analyst
Vector, Inc.

alfredbonnefoy@vector.com

NHCcTpYyMEeHTEI

He 3a6yobme npo /no02ucmuky!
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Kazanock Obl, uTo MOKeT ObITh mpoiile, ueM OOBSIBUTH O COOpaHUM?
TeM He MeHee MHOTHE COCTaBUTE/NW TMOJO0OHBIX TMHCeM 3a0bIBalOT OTBETHUTH
Ha 3/7IeMeHTapHble BOTPOCHI: KTO, TZAe, KOTAa, UTO W ToueMy. AjpecaTam
TIPUXO/IUTCS 3arpallivBaTh 3Ty UH(OPMALMIO, a OTIPAaBUTE/I0 — MUCATh HOBbIE
MMCbMa, YTOObI IPOSICHUTD U IOTIOJTHUTh UCXOJJHOE COODIIeHue.

Ecmu BBl peryasipHO ymyckKaeTe W3 BUAY OYeBU/HbIe MOMEHTBI, 3HAUWT,
Bbl HEODPraHW30BaHHBLIM  4YesoBeK. Bbl  C/IUIIKOM  pacCessHHbI, YTOObI
COCpeJJOTOUYUTHLCS Ha BBITIOHSIEMOM 3aiaue. Vinu ronpocty He fjaeTe cebe Tpyza
TepeunTaTh U OTPeJaKTUPOBaTh TOTOBOE MUCHMO.

ITodymatime o npo61emax yuacmHukoe

Ecmu oy mpues3karoT Ha coOpaHue u3faneka, MepBbIM JIeJIOM HY)KHO
OTBETUTb Ha BOMPOC «TAe». EcMM yuacTHHKM uyacTo paboTaloT 3a rpezesaMu
oduca, rIaBHOE — BOIPOC «B KakoW JeHb». Eciv oHM OOBIYHO HAXOASTCS
Ha CBOMX pabourx MecTax, B TEpPBYI0 Ouepe/b WM Ba)KHO 3HAaTb «B KOTOPOM

Hacy».
[TocKO/IBKY B aHIVIMMCKOM SI3bIKe TIPUHAATO HAauyuMHaTb C IVIABHOTO,
roJlyManmre, KaKue BOITPOCHI HMEIOT repBOCTEINIEHHOE 3HAUeHue

AJIs l'IOJ'IyLIaTEJ'IEI‘;I Balliero rnmucbmad.

Kak ykazamb epemsi OHs

[ToMHUTE, UTO B pa3HbIX KOMIIAHUSIX W Pa3HbIX CUTyalldsX BpeMs [HS
yKa3bIBatOT 10-Pa3HOMY.

* Is it a ten o’clock meeting? ([ImMHHO ¥ CTapOMOZHO. )

* 10 am? (He rogutcs, «am» HallOMUHAET IJ1aroJl.)

* Ten? (Het. O603Hauath BpeMsi CJIOBAMH He TIPHUHSITO. )

* 10 a.m.? (ITpuemnemo.)

« 10? (Bo3MOXHBIM BapuaHT, HO HEMHOIO JIETKOMbIC/I€HHbIU
Jl/IS1 HEKOTOPBIX KOMITAHUM WA JO/DKHOCTEH. )

* 10:00 GMT? (¥YnoMuHaTh 4acOBbIe T0sICA €CTh CMBIC/, JIMIIb KOrjla 3Ta
vH(OopMallysi 3HaurMa /1Jis y4aCTHUKOB.)

* 10:00? (I'ogutcs, ecv JII04U He MIepPenyTaroT Beuep U yTPo.)

* 10h00? (ITpuemaemMo, eciu KOMITaHUS UCTIO/Ib3yeT 24-4acoByIo IIKay.)



Kak ykazamb damy

34eCb TOXXe Ba’KHbI TPaJULIMA KOMITAHUHA U KOHTEKCT.

3 Feb. 2006? (da, ecimu Bbl xuBete He B CIIIA u pabotaere
He B aMepUKaHCKOM KOMITaHUH.)

* February 3, 2006? (ComHuteibHO. B opuianbHbIX JOKyMeHTaX MPUHATO
COKpalaTh JJIMHHbIE Ha3BaHUs MeCsLeB.)

* 2/3/06? (da, ec&iu y4aCTHUKM TTePENUCKUA He TIeperyTaroT JeHb U MeCsl].)

* Feb. 3? (Hernnoxo, HO B oduL[ManbHOM MeperrcKe >keaaTe/lbHO YKa3bIBaTh

rof.)

Hpoeepbme, KAK NPpUHsIMoO yKa3bledmb aamy u epemsi 6 eauuell KoMnaHuu

YacTto J/r0gyM My4yaroTCsl HajJ, BONPOCaMM, KOTOpble [aBHO pelleHbl.
3arisHUTEe B TOJOBOM OTUeT, [IOC/ieJHee 3asiBjieHWe [JIaBbl KOMITAHUM
WIA JOKyMEeHTbl B KOPIIOpPaTUBHOW CeTH, W Bce TmposicHuTcsi. Ecim 6occ
yKasbIBaeT BpeMs 10 24-4aCOBOU LLIKasle, CJIelyuTe ero npumepy.

Bxopsamue

YuacTHuKaM coOpaHUsi HY>XKHO 3HaTh, YTO OHO TIpPUHEecCeT Mosib3y. MHaue
oHU Oy/[yT BOCIIPMHUMAThL €ro Kak odyepe/iHyI0 MOBUHHOCTb, KOTOpasi He Cy/UT
HUYero Kpome cKyku. Utobbl cTUMyIMpoBaTh paboTy B KOMaHjie, /aiiTe JIofsM
KOHKDETHbIe TIOpyYeHHUs M0 TMOAroToBKe. B /[ByX c/ioBaX OMUIINUTE >KelaeMbli
pe3ynbTaT U, eC BO3MOXKHO, IIOMOTHTEe MOHSATHb €r0 CBSI3b C TEepPCHeKTHUBOM.
Tak BbI yKpernvTe MOTUBALIUIO Y HallpaBUTe YCUJIUS JIFOZEN B HY)KHOE pyCJIO.

[TocrapaiiTech ybeAuTb y4yaCTHUKOB cOOpaHMs, UTO WX BCTpeYa Ba)kHa
Y CBOeBpeMeHHa, — TaK BbI TIOJITOTOBUTE MOUBY [I7Is 0011ero ycriexa.



Pe3roMe coBeljaHUs

George,

IIpegmet o0CyxaeHUsI
Here are the notes from the March 8, 2007 Business Unit
meeting at Vector HQ with Roberto, Kathy, Mateo, Mei and Ana.

Bompoc 1
1. Mateo questioned the date when the 35/45 arrangement will
expire. Vector needs to clarify. Action: Roberto.

Bompoc 2

2. Mateo also asked whether Vector has any other clients
in the same boat. If so, what plans are in place for them? Action:
Roberto.

Bomnpoc 3
3. Lumina needs to confirm plans/progress on the Poetics
upgrade at de Bracy. Action: Mei.

Bompoc 4
4. M&G Corp will propose dates for Rony and Anders to visit
the Steiner Center. Action: Ana to contact.

Bonpoc 5

5. We all agreed that the technical issues associated with
migration from BJH suggested a disruption risk to Vector business.
The migration timeline could exacerbate the situation. Action: All will
investigate minimizing risk.

Regards,
Michael Palter
Business Unit Assistant

Vector, Inc.



michaelpalter@vector.com

NHCcTpyMEeHTEI

He 3a6yobme npo damy

[TogBoast UTOrM coOpaHUsI UM CEeTEeBOM KOH(EepeHLIMH, HEKOTOPbIe MHIITYT
«yesterday’s call» unu «last week’s meeting». 3auem aymarsb Ipo /aThl, Be/ib B e-
mail oHU craBaTcs aBTOMarthuecku? Heykenn 3TOro HeLOCTaTOUYHO?
[TpencraBeTe cebe, HeT. [TonyuaTesib MOXKeT He 0OpaTUTh BHUMAHHS Ha CTPOUKY
C /1laToi U Oy/IeT UCKaTh ee B MUChMe.

Kpome TOro, eciu TMTHWCbMO TepechbUIalOT  JIDYTOMY  UesiOBeKYy,
pacreuaTbiBalOT WM KOMMPYIOT TEKCT, Jara MeHseTcs. Takas TyTaHMIIA
HeXXejlaTebHa, €CId  T[OHAfloOUTCS  BOCCTAHOBUThL  TOC/IE[0BATeTbHOCTh
coObiTHi. []aTa B Tese MUcbMa 3aCTpaxyeT Bac OT Mo/j00HBIX TIPo6/ieMm.

Cocmaebme cnucok yudacmHuKoe

Masno Hanucatb Finance Department. CocTaB COTPYJHUKOB CO BpeMeHeM
MEHSIeTCSI, @ KTO-TO MOT TIOMPOCTy OTCYTCTBOBaTh. 3alMIINTEe HWMeHa BCEX,
KTO ObLT Ha cobpanuu. Ecmy B koMriaHuu npuHAT 60/ee ouIManbHBIA CTUITH
TIePEeNUCKHU, YKaKUTE UX I0/DKHOCTH.

BpeMsi MOXXeT CbIrpaTb C BaMU 3/7YHO IIIYTKY — BaM Ka)KeTCS, UTO BBI
HUKOI/Ia He 3abyzeTe IVIaBHOTO, HO B CaMblii OTBETCTBEHHBI MOMEHT I1aMsITh
MOJBOAUT BaC. BocromuHaHusi OBICTPO TycKHeiloT. He  moseHUTECH
3a(pyKCUpoOBaTh MMeHa YYaCTHUKOB — 3TO TIOMOXKET BaM WA KOMY-TO elije
He MoTacTh B HEJIOBKOE TI0JIoKeHHe.

0O0603Haubme MouKu delicmeusi N0 KAXCOOMy 60Npocy

Cnucok HaMeyeHHbIX Mep MOMOraeT JOBECTH [ie/i0 A0 KoHIa. B xymmem
C/ly4ae OH TOKaXkeT, KTO He BBITTOJIHU/I TTIOpyUY€eHue.

Ob6si3aTeNlbHO yKa)kKUTe, KTO OTBeUaeT 3a TPUHSATHE Mep, U OIUIIUTe
TOpsiZIOK paboThl. BhifieuTe KaXkyt0 MO3ULIUIO0 >KUPHBIM IPU(GTOM, KypCHBOM
WU TIOAUepKUBAHUEM.


mailto:michaelpalter@vector.com

Touku deticmeus Kak cpedcmeo momueayuu

Ecnmu denoBeK BUAUT CBOe UWMSI PSAOM C KOHKDETHOW 3afiaue
B 3JIEKTPDOHHOM IKMCbMe, KOTOpOe pa30C/iaHO ero Kojuieram, CKOped BCero OH
BBLITIOJTHUT TIOpyYeHHYI0 paboTy. Ecim ke mopydeHue [JaHO B yCTHOM (opme,
OH BCerJja MOXXeT CKa3aTb, YTO IOIPOCTY He MOHSJI 3a/auy.

Cnucok TMopydyeHUM M TeX, KTO OTBeYaeT 3a WX BBINIOJIHEHWE, BbIVISAUT
BHy1IMTebHO. [louemy? Cam ¢akt Toro, uto uHdboOpmalus 3apuKCHpOBaHa
MMCbMEHHO, TIpUJaeT el o(uiMaabHbIA BUJ. XOTS He Ka)KJblil MUChbMEHHbIN
MIPOTOKOJI MMeeT CWUIy 3aKOHa, CaMO CyllleCTBOBaHWe [JOKyMeHTa [iejlaeT ero
cofiep>kaHue 6osiee BeCOMBIM.

BapuaHTEI

Here are my notes...

Please find below the notes...

I hope you’ll take time to review the notes...

Please take time to consider the notes...

Would you take a moment to look over the notes...

The notes from the March 8 Business Unit meeting include...

I wanted to get the March 8 Business Unit notes to you as soon
as possible...

Kmo makoli npogpeccuonanbHbliii nucamesn?

OOBIYHO K 3TOW KaTeropuyd OTHOCSAT BCeX, KTO 3apabaThiBaeT
Ha JKW3Hb CO37JAHMEM TEeKCTOB: >KyPHA/IMCTOB, aBTOPOB POMAaHOB,
CIieHapUeB, KYJTMHAPHBIX KHUT, a TAK)Ke COCTaBUTeJIel BCEBO3MOXKHBIX
Opourtop u OykneToB. Ho ecTb U ellje ofHAa pPa3HOBUIHOCTH

HpO(l)ECCI/IOHaJIbeIX nucareged — 3TO AejioBble JIFOAH, KOTOPLIE
Ka}K,Z[I)II‘/JI AdeHb IIMIOYT W 4YWUTAIOT OECATKHM WM COTHH 3JIEKTPOHHBIX
mucem.

Eciv npodeccuoHanmbHBIM THcaTeb — 3TO TOT, KTO MHILET
10 HEeCKOJbKO YacoB B JIeHb, Ha 3TO 3BaHWE MOKET MpPeTeH/0BaThb
Macca JoJiell B caMmbIX pa3HbiX cdepax O6usHeca. OHU He MOTYT
T03BOJIUTH Ccebe /eliCTBOBaTh HA0OYM — yMeHUe THCaTh 3/IeKTPOHHBIe
MUChbMa [IIsl HUX HacyllHasi HeoOxoauMocTb. OHU JIO/DKHBI BilafleTh



MPOCTHIMU U 3((EKTUBHBIMU CTPATErUsIMU CO3/IaHUS TEKCTA.



IloaTBep)X/jeHre YCTHbIX JOrOBOPeHHOCTer

Jo, Don,

IIpegmet o0CyxaeHUsI
This is to confirm that I have understood our Sept. 8, 2007
conversation.

dakT

Due to uptake problems in the forward quadrants, the rollout
schedule for Poetics 5.9 has been revised. Follow-up testing
is scheduled at weekly intervals throughout the fall. R&D is working
with the Poetics team to resolve manufacturing problems, but there
won’t be a hard update until all the data is in.

MHuenue
In my opinion, we need to contact C&N about renegotiating
outsourcing in the event of further delay.

IToaTBepXAeHUE J00POH BO/IH
Let me know if this is right, and I’ll organize a meeting for
the week of Sept. 12.
Regards,
Kitty Okamurra

Assistant Director of Manufacturing

Vector, Inc.

kittyokamurra@vector.com

NHCcTpYyMEeHTEI

YcmHble 002080peHHOCMU MpeGyiom noomeepxcoeHust



mailto:kittyokamurra@vector.com

Korma pabora kumut, /oAyd oOMeHMBaKOTCS MHQOpMaLueill MOBCIOAY:
Ha pabourx MecTax, B KOH(epeHLI-3ase, B mudTe. He paccunThiBaiiTe, yTO Ballin
cobeceJHUKM 3allOMUHAIOT TaKWe pasrOBOPhl, — OHU 3a0bIBalOTCS MTHOBEHHO!
Bezb Bbl caMM TOXKe He Jiep)KUTe B MaMsATH Bce AeTanu. YTobbl obe3omnacuthb
cebsi, (UKCHUPYITe YCTHble [JOTOBOPEHHOCTHM MHCbMEHHO. JTO TOMOXKET BaM
obe3onacuth cebs. Ha oducHOM creHre Takas CTpaTervsi Ha3bIBaeTCs
«TIPUKPBITH CBOIO 3aZHULYY», UK «[1C3».

Henaiime akyenum Ha ¢pakmax

Ecmu BaM HY)XHO TIOATBEPAUTb YCTHYI WH(MOpPMAlMIO, COCTaBbTE UTO-TO
BpOZie TIPOTOKO/a. He HY)XHO OTpakaTb BCe HIOAHChI Pa3roBOpa, [JOCTaTOUYHO
KpaTKO M3/IOKUTh TO, YTO CKa3aju Bbl U Baim cobecemHuku. [lepeuncivte
YyUaCTHUKOB Oeceflbl, €C/M BO3MOXKHO, YVKaKUTe JaTy U 3a(uKcUpyiite Bce
JIOTOBOPEHHOCTH U TIpeji/iooKeHHble Mepbl. Eciu ripobsieMa moBuc/ia B BO3Ayxe
WA 0CTaach HepellieHHON, OTMeThTe 3TO.

Pa3zdensitime ¢pakmbl u MHeHUS

B mupe 6u3Heca OOBEKTMBHOCTb YCIIOKavBaeT U oOHajexuBaeT. Ecmu
3a ab3arem c dakTamu crenyet ab3all, TZie Bbl U3J/IOKWAIM CBOIO TOUKY 3PEHUs,
ajipecar CKopee BCero MpUCIyIIaeTcs K BallleMy MHEHHUIO.

He cmemmBaiiTe ¢akThl U MHeHMs, W00 3TO TPUBOAMT K TUIAaUEBHBIM
pesynbrataM. Eciu Bbl TlepeckKakuBaeTe C OAHOTO Ha Jpyroe, Bam TPYAHO
KOHTPOJIMPOBATh X0/l MBIC/IA. Peub CTaHOBUTCSI MeHee SICHOU. Xy»Ke TOTO, JIFOIH
MOTYT TI0/lyMaTh, UYTO Bbl He CIIOCOOHBI Pa3rpaHUYUTL COOCTBEHHBbIE IMOLUU
1 00BeKTHBHBIE JIaHHBIE.

He 3anucbieatime auuiHez20

B  kommaHuuM  Bcerja  ecTb  KOH(UAeHI[ManbHas  MHMOpMallus,
He TpeJHa3HaueHHasi [Jis 3anucu. M3-3a TOTeHI[Ma/bHbIX TIPaBOBLIX PUCKOB
Takue CBeleHUs] HUKOT/la He XPaHATCS Ha »KeCTKUX AuCKaX. Ec/iu Bbl He 3HaeTe,
MOXXHO /I [IOKYMEHTHMpOBaTb Te W/IM WHble [laHHble, BBISICHUTE 3TO
3ab/1aroBpeMeHHO.



CeTeBOM 3THUKET

B [fenoBoil Tepernvcke He MecTo SmouusM. HeT Heobxogumoctu
BBIKa3bIBaTh afipecaTy 3HakKu Apyrkeckoro BHUMaHusi. dpaswl Bpoge: «Hello, how
are you today?» umu «I really hope this e-mail finds you well and thriving», —
COXPAaHSIIOTCS B JINYHOU TeperucKe, HO B MUpe OM3HeCa OHU TOJbKO OTHUMAOT
BpeMms.

JIto6omBITHO, UTO, HECMOTPSI Ha 3amnpeT MapKepoB BeX/IUBOCTH — OT «Hi
there» B Hauase o «Let’s get together» B KoHIle, — TOH MOAOOHBIX COOOITIEHHI
He BOCIPUHUMAeTCsI Kak rpyObIii, XOMOAHBIN WU BpaXKeOHBIMH.

['maBHOe B 3TUX MUCbMax — akThl, a He 00MeH Mr06e3HOCTAMU. [I71s1 ycriexa
Ov3Heca HY)KHbI KOMaHJHBbIM JyX, B3aUMHOe YyBa)keHUe U TIPOYHbIe [e/I0BbIe
oTHollleHusi. Bce 3To Tmofpa3ymeBaeTcss 10 ymomnuaHuto. «[logTBepskaeHUs
no0poii  BoM»  BIIOJIHE /IOCTATOUYHO, UTOOBI BBLIPA3UThb  PACIOIOXKEHUEe
K To/yuaTesito. ByabTe uecTHbI, TOBOpUTE MPOCTO, OMUpaiTech Ha (haKThI.
Tak BBl JjaiuTe APYTMM TIOYYBCTBOBaTh, UTO BbI /I00POCOBECTHBIN UeOBeK,
Ha KOTOPOTO MOYKHO TONOKUTHCSA. M3OLITOK 3MOIMI 3acTaB/sieT yCOMHUTBCS
B BalllX NMPodeCCUOHATBHBIX U TMUHBIX KaueCTBax.

BapuaHTEI

This is to confirm... If you ask me...

In my opinion... Instinct tells me that...

It seems to me that... Similar situations have shown...
In my view... It makes sense to me that...

My thoughts about this... I wonder if...

My position is that... It occurs to me that...

From my perspective... My experience suggests...
Perhaps we should... I believe that...

The history suggests... My stand is...

YmeHue nucamb He ocmaemcst He3aMeUeHHbIM

MHorue C TrOpJOCTBIO pacCKasblBalOT MHe, UYTO, OCBOUB
VICKYCCTBO 3/IEKTPDOHHOW IepernucKy, OHU CTaJu MOay4yaTb Maccy
KOMILITUMEeHTOB. Korjja-To 3T JIt0AU He 3Ha/u, KaK MOACTYIUThCS K e-
mail, ¥ uUX nucbMa HUKyJa He TOAWIUCh. Temepb HX >KU3Hb



repeMeHuacb. PyKOBOZICTBO BCerzia OTMeuaeT TeX, KTO OTTaulBaeT
CBOe MacCTepCTBO. YMeHUe MUCATh 3/IeKTPOHHBIe MHUChbMa, KakK U Jiroboe
npyroe gneno, TpeOyeT HaBbIKOB U ycepgusi. He >kaneiiTe Ha 3TO
BpeMeHU, U Bbl 00s13aTeIbHO 100beTech pesysbTraTa.

CoBet

Ymecmen nu HCAP2OH

B nroboit cdepe, orpacau, dupme, rojapaszieieHUd WK paboueii rpymre
cyliecTByeT crieljuduyeckasi JeKCUKa. OJTO TMpodeccoHaIbHbINA >KaproH.
OH BK/TIOUaeT cJieHT, abOpeBUaTyphl U TeXHUUECKUe TePMUHBI.

K npumepy, Becb MUp HUCTonb3yeT abbpeBuarypy M&A s codeTaHus
Mergers and Acquisitions — ciusiHus M noroujeHusi. OJHaKO COKpallleHue
EMEA (Europe, Middle East, Asia) MOXeT MOCTaBUTb B TYMUK >KUTe/s
bpasunmun.

[TogobubiM obpa3zom, GNP (Gross National Product) — obiren3BectHas
abbpesuarypa, LIFO (Last In, First Out) BcTpeuaetcsi pexke, a D2E (debt
to equity ratio) u3BecTHa JIMIIIL OyXraaTepam.

MHoruve rofbpl CHeUasucTbl T0 [1e/I0OBOM KOMMYHHUKALIMK BBLICTYTAIA
TIPOTUB TIpodeCcCUOHAMbHOTO aproHa. [louemy? IloToMy uTo eciu azpecat
He 3HAaKOM C /IaHHOW JIeKCHUKOW, OH TIOTIPOCTY He TIOWMeT, 0 4eM peub. B 3TOM
Cjlyyae BaM TIpU/IETCS HarvcaThb BTOpPOe, @ TO W TpeTbe THMChbMO, UTOOBI
0OBSICHUTB COZiepyKaHue TepPBOro MPOCThIMU 00II[en3BeCTHBIMU C/IOBaMHU.

B mocnemHee Bpemsi TOTajlbHOE HETIPUSTUE WHCAWIEPCKOM JIeKCUKU
CMEeHW/IOCh 0Oosiee MSTKUM OTHolleHWeM. [Ipexkie Bcero MOTOMY, UTO OHa
s5koHOMUT BpeMsi. Eciu BMecTo «Selling, General, and Administrative Expense»
MOXXHO Harucarb «SG&A», 3TO OLYyTUMO YCKOpsieT Aeno. A ecau B IKMCbMe
HEeCKOJTbKO abOpeBuartyp, Bbl CIKOHOMUTE YIMY BPEMeHHU.

Ho crieljuamucTbl MO0 KOMMYHUKAI[MM CTaJd MeHee CYpPOBbI K >KaproHy
He TOJIbKO M3-3a KpaTKoCTU. Jlpyrasi mpyuuvHa 3aK/IHuaeTcss B TOM, UTO Takas
JIeKCUKa MHOXWUTCS. BoTpeku OXUZAHUSIM HEeKOTOPbIX >KaproH He WCUes,
HaMpOTUB, OH CTa/l BaXXHOMN UaCThIO Halllell WUHTe/IeKTyaabHOW COOCTBEHHOCTH.
’KaproH He Bcerza cOuBaet /itofiei ¢ ToKy. [Topoii OH faeT MPOTUBOIIOIOXKHbBIN
3QeKT: OH TOMOraeT OTTOUUTH MpPOQeCcCUoHaNbHbIe HAaBBIKU W YIPOUUTH
OTHOILLIeHUsi. BripoueM, HY)KHO MOMHWTb, UYTO [jii OCBOEHUSI TaKOW JIeKCUKU
TpeOyeTcst BpeMsl.



JKapron — mpumMeTa MpUHAJIEKHOCTHA K K/IaHy W30paHHBIX. DTO TaMHbIN
KO/I, OCTYTHBIM JIUIIIb MOCBSAILEHHBIM, CPE/ICTBO pa3/IMUYeHUst CBOUX U UYKHUX.
ToT, KTO 3HaeT 3TOT fA3bIK, CTAHOBUTCS UIeHOM Kiyba, KTO HeT — OCTaeTcs
ayTcauiepom.

JItomu w3faBHA MO/b30Ba/IUCh MMbpaMyd U TaHBIMM KoJaMU. Y KaKAou
Marepyd €eCTb JaCKOBble TMpO3BHUINA [JiI CBOUX JleTed, BO MHOTHMX CEeMBbSIX
UCTIONB3YHT 0COObIe C/IOBEUKU, U JlaXKe B KOPIIOPATUBHOM Cpefie eCTh YC/IOBHBIM
KO/I, TIOHATHBIN JIMIITh WHCakjepaM. JIto00ol CeKpeTHbBIN SI3bIK YKPETIsieT CBS3U
MeXAy JroAbMu. MCrnonb3ys »KaproH C yMOM, MOXHO I10Ka3aTb, UTO BbI
paBHOMNPAaBHbIM y4yaCTHUK Urpbl. HO ornpenenuTs, re U KOrja yMeCTeH >KaproH,
He TaK IpOoCTO.

K mpumepy, HelaBHO 5 TOJy4Yu/a e-mail U3 KpyrnHOW TpaHCHAlLMOHAILHOU
Kopriopaumu ¢ mipeayiokenueM «upload the WP at W3 with the TA». Camoe
CKBEpPHOe, 4UTO OTIIpaBUTe/Nb TpeOOBa/ OT MeHs CJe/iaTh 3TO HeMe[JIeHHO.
[Tocko/bKY s TIOHATHUS He umes, uro Takoe WP, W3 u [A, mMHe npuuiiock
OTBETUTb, UTO 5 He TOHS/I 3aJaurd. JTO MPUBEJIO K HOBLIM TipobsieMaM. TO/IBKO
TO0JIyYMB U HAIMCaB ellle HeCKOJIBKO TTUCeM, Sl YSICHUJI, UTO OT MEeHS XOTT.

O ueMm roBopuT 3TOT ombIT? [Ipobrema He B ’KaproHe, OHa B JIHO[SIX.
B03MO)KHO, Apyroii Ha MOeM MecTe TIOHS/I Obl, 0 UeM HZeT peub, 0e3 JTUITHUX
BorpocoB. besma He B TOM, uTO uMcio abOpeBHATyp W COKpAll[eHWM pacTer,
a B TOM, UTO OTHPaBUTE/Ib YacCTO T0JIb3yeTCsl MPO(deCcCUOHANBbHBIM >KaprOHOM,
He JlyMasl, 3HaKOM JIM OH aJipecary.

Ecim ncnosb30Bath WHCAMZEPCKHE C/I0OBEUKM He K MeCTY, OHU MOPOKJAroT
KOMIUIEKChI, J0Caay U Aaxe rHeB. VIHOra )KaproH CIY>KAT UMEHHO 3TOU Ljein —
OTTOJIKHYTb azipecata. COTpyIHUK-BeTepaH, KOTOPOTO O0OILI/TM MPY TTOBBIIIIEHUH,
6omMOapAupyeT HOBMYKA MYAPEHLIMH C/IOBeUKaMH, 4YTOOBI 3a/laBUTh €ro
aBTOPUTETOM. Bocc MCronb3yeT TePMHUHBI, HE3HAaKOMbIe TIOJUMHEHHBIM, UTOObI
T10Ka3aThb, UTO OHM IJIOXO B/IaZ€t0T BOIIPOCOM.

HekoTopbie KOMITAHMK BBIK/Ia[bIBAIOT B KOPIIOPAaTMBHYO CETb IJI0CCapuu
CrielfiabHBIX TEPMHHOB, UTOOBI ITOOBICTPEE BBECTH HOBBIX COTPYHHUKOB B KypC
nena. YacTo HOBMYKAM TIOMOTAOT W TOBapuIlM 1o pabote. [lo3upoBaHHOe
Y MpOJlyMaHHOe yrioTpebieHue CrieljiasbHOM JIEKCUKU YKDeIUisieT YBePeHHOCTh
B cele U cruiauvBaeT Jitofieid. [71aBHOe — He 3a0bIBaiiTe, KOMY BbI TTHUIIIETE.

Kak Haodo

ITpodeccroHambHBINM )KaproH YMeCTeH IpH OOII[eHHH CO CIel[haTuCTaMu.
[Tpu fo/KHOM yrioTpeOsieHHH crielfdabHasi JIeKCHMKa TIoMOTaeT SKOHOMHUTh



BpeMs.

Kak He Haodo

He HOHB3YﬁTer JKdPTOHHBIMH  CJIOBEUKdMH, o61ua;1c1) C TeMu,
KTO He p860TaET BMeCTe C BaMU.

He HYTaﬁTe JKdpron € MHOIocJioBMEM M HAIIbIIIEHHBIM CJ/IOT'OM. Takoe
HE€ HPpABUTCA HUKOMY.

Ymenue nucamb nucbma nomozaem oe/amb Kapbepy

TOT, KTO IMHUIIET KpdTKHe, JOXOAUKUBLIE Y6e,[[I/ITEJ'IbHBIe IM1MCbMa,
ddlie I10/iyddeT ITOBBIIIeHHEe. HEYMEHI/IE Nn3/1araTb MbIC/IA ITMCBMEHHO
MOJKET CTdTb CE€PLE3HBLIM IIPEITATCTBUEM [JII KADBEPHOI'O POCTd.



I'/1aBa TpeThAa
IlleKoT/IMBBIE CUTYALUU




IIpocn0a 00 0c0O00M OTHOIIIEHUH

Mira,

IIpegmet o0CyxaeHUsI
[ am writing with regard to the Vector Audit Team visit
to Industrial Sales, scheduled on June 14 at 8:00 a. m.

IIpocs6a 00 0c000M OTHOIIIEHHH

I know from the advance schedule that Audit has a tight program.
I also know that the time slots for various departments were confirmed
weeks ago. But if we can push back the date, it would be to our
mutual advantage.

ITpyuymnHa 1

Here’s why: I have just received word that two of our Sales
Directors will be negotiating an important cross-sell deal during
the same window.

IIpyumnna 2

We can go ahead with the meeting if there is no other option. But
I feel certain that productivity will be enhanced if we have a 100 %
attendance rate. We can reduce the workload of post-meeting follow-
up if our top directors are included.

3ak/iroueHue
I thought it was worthwhile to run the idea past you.

IToaTBepXAeHUE J00PO BO/IH
I look forward to hearing from you soon.

Regards,
Forrester Evans
Applied Industrial Sales

Vector, Inc.



forresterevans (@vector.com

NHCcTpyMEeHTEI

Ecau ebl npocume o npegepeHyusix, 6yobme 201moebl K 0mKasy

Jltomyn He mOOGAT MEHATH CBOM IUIAaHBI B YrOAy UbMM-TO HWHTEpecam
1 Hy)KJlaM, TI0TOMY 4YTO 3TO TpeOyeT AOIOJHUTeNbHBIX ycuiaud. Kpome Toro,
BaM MOTYT 3a/laTh PE30HHBIA BOMNPOC, O YeM Bbl JyMa/d paHbllle, Ha 3Tarle
TJTAaHUPOBAHUSI.

Ec/u BbI 1a[iiTe TIOHSTh, UTO TIPOCUTe 00 O/I0/DKEeHHH, afipecaT OTHEeCeTCs
K BaM Oosiee 671arock/oHHO. B HEKOTOPBIX Cayyasix MOXKHO JiaKe TPUHEeCTH
W3BUHEHUS — HO 3/[leCb Ba)XHO He TieperHyTb Manky. OTKa3aTb UYe0BEKY,
KOTOpbIN UyBCTBYyeT ceOs BMHOBATBHIM, TPOIle, UeM TOMY, KTO UeCTHO ITPOCHUT
TIOWTU eMy HaBCTpeuy.

Hameku u Hed02080pKu nopmsim 0e/10

Bl He 100b€TECH PACIIONIOXKEHUS afipecara, el XOAWTe BOKPYT /la OKOJIO.
HanpoTuB, Tak Bbl PUCKYyeTe BBIBECTH ero u3 cebs. CKaKuTe TO, UTO XOTeJIH,
cpa3y, 6e3 00MHSAKOB ¥ U3BUHEHU.

Coenatime adKuyeHm Ha n/ilcax, d He Ha npo6/1emax

He pacnpocTpansiiiTecb 0 mpobieMax, KOTOpbie TIOBeUeT BbITIOTHEHUE
Ballleli MpocbObl, — 3TO J/MIIL TOJOJBET Macja B OroHb. BmecTo 3Toro
rocTtapaiiTech MpHBAeUb BHUMaHUe K TOJIOKUATEbHBIM pe3y/bTaTraM, KOTOpbie
paccuuThiBaeTe TOMyuuTh. M36eraliTe oTpuijaTe/bHBIX yacTull. Bmecto «Our
Sales Directors will be unable to attend the meeting» ckaxxuTte: «Sales Directors
will be negotiating an important cross-sell deal».

ApeymeHmupyiime €600 no3uyuio

Ecm Bbl cymeeTe ybenuTe ajjpecaTa, 4To IOMOYb BaM B €ro MHTepecax,
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y Bac XOpOIlHe IaHChl Ha ycreX. ITokaxuTe, roueMy H3MeHeHHe TIIaHOB
TIOW/IET Ha T0JTb3y 00erM CTOPOHAaM.

ITouyecmeyiime pa3Huyy

YesloBEK C OMBITOM Cpa3y CKa)keT, XOPOLIO JId HaruCaH TEeKCT.
[TpodeccroHanbHbBIM MUCaTeNb JIETKO OOBSICHUT, TOYeMy OJHO
MYMCBMO JIyullle IPyroro U Kakoe U3 HUX JaCT HY)KHBIM pe3y/bTar.
Ho Te, KTO HEUCKYIlIeH B 3JIEKTPOHHOU TepernucKe, 4acTo He BUJST
pa3nuuuii B KadectBe. UTOObI HayuuTbCs MucaTh 3PPeKTUBHBIE
MIMChbMa, HY>KHO 3HaTh, KAKUMHU OHU JIO/KHBI OBITb.

ITpunpsiubme He2zamue nodaibuie

B aHIMMCKOM s3bIKe OCHOBHOM aKILIeHT /[leJlaeTCd Ha IJIaBHOe
TIpe/i/IoyKeHre — MMEeHHO OHO OMMChIBaeT JieficTBre. [TpugaTouHble MMpeiioyKeHus
TIPOCTO OTIpe/Ie/ISIFOT KOHTeKCT. UToObl HeraTvBHasi MH(opmarus He Gpocanack
B I7Ia3a, BLIHECHUTE ee 3a Ipejiesibl [VIaBHOTO npeaokeHus. K npumMepy, cioBam
«If we can push back the date» camoe MecTo B npujaTouHOM TpeAaoKeHUH. «It
will be to our mutual advantage» 3ByuMT >XU3HEYTBep)KZAlOIle M BIIOJHE
TOIUTCSI JI/IS1 T/IAaBHOTO TIPe/IJIOMKEHUSI.

Ocmaebme M4 Ha CMoOpoHe abpecama

[Tpocsi 06 omo/mKeHUM, He HacTavWBailiTe — MO KpaliHell Mepe Ha TepBOM
starie. EC/iM yesioBeK UyBCTBYET, UTO €0 BIUSIHUIO U BO3MOXKHOCTSIM BO3ZArOT
JIOJDKHOe, OH 0/1arOCK/IoHeH K mpockbaM. Beib OHU MO3BOJISIIOT €My TPOSIBUTH
BenMkoayive. Eciu >ke Bl OyieTe aBUTh Ha ajipecaTta WM BBIKDYUMBaTh eMy
PYKH, CKOpee BCero Bbl BCTPETUTE COMPOTHBJIEHHUE.

Bxopsamue
Hy»xHO momoratb cBouM KosisieraM. VI 0ObIYHO JTHOIW UIyT HABCTpeuy ApyT

apyry. Eciu kTo-To mpocuT Bac 00 0/[0/DKeHHH, XOPOIlIeHbBKO 00/iymaiiTe CBOM
otBeT. O6ocHoBaHa /M Tipockba? I[lpuBefieHbl /U BeCKUe apryMeHThI?



[loiimeT /i1 Ballle cOIace Ha TO/b3y BaM U TIPOCHUTeN0? BeimomHMMa JH
npocb0a?

XoTsi MbI He MOXKEM C/ie/iaTh BCE, O UeM HaC TIPOCST, 10 BO3MOKHOCTU
Jydliie UATH JIFOSM HaBCTpeuy. Besb 3aBTpa BaM MOXKET ITOHA[00UTHCST TIOMOII[b
TOT0, KOMY BbI [IOMOIJIA CETOfIHSI.



BapuaHT peiiieHHs IP00/1eMbl

Berri,

IIpegmet o0CyxaeHUsI
I’d like to suggest we solve the backlog of photocopying by Web
scheduling copy time until the new scanners arrive.

SiBHas npob/iemMa

I think you might agree that everyone in Assets & Liabilities
is aware of the backlog problem. We’ve nearly all had to wait
to photocopy. Some of us get there early; some of us stay late. We’ve
even had to go back and forth between our desks and the machine,
hoping for an opportunity.

HesiBHasi npod/ieMa

But it’s not simply a problem of logistics. The fact that we have
to interrupt work to position ourselves at the machine impacts our
productivity. Frankly, I believe that concern about how and when
to photocopy documents takes on greater importance than it should.

Peinenue

We could possibly alleviate the situation if we posted a virtual
sign-up sheet on the site. Photocopying time could be scheduled
in half-hour increments. We could leave an open hour at the beginning
and end of the day for emergencies or for unexpected tasks. That way,
we’d lose less time going back and forth between our desks
and standing around waiting.

IToaTBepXAeHUE J00PO BO/IH
Let me know if you think my suggestion could work.

Regards,
Kate Kennings

Assistant Assets Analyst



Vector, Inc.

katekennings(@vector.com

NHCcTpyMeHTEI

He nymatime npuka3 ¢ npeo/oxceHuem!

MHorga Hac TieperosiHsieT SHTY3Wa3M WM pasfipakeHue. Mbl HauMHaeM
pa3roBaprBaTh KOMaHAHBIM TOHOM, XOTSI HA CaMOM /iejie TIPOCTO XOTUM TIOMOUYb.
B 3ToM ciyuae Ba)kKHO BbIOpaTh TMpaBU/IbHBbIE CJIOBA U OBITH HE CJIUIIKOM
HarnopucTbeiM. K npumMepy, BMecTo «you will agree» jyyuiiie cka3arb «you might
agree», TIOCKOJIbKY 3TO 3BYUYMT IOMSITYe.

IToduepkHume, umo om npo6s1embl cmpaoarom mMHoz2ue

BpsiZi M1 BbI XOTUTE BBIIVISIZIETH BOPUYHOM U KasobiiukoM. Eciu peub ujet
0 Ballleli TMUHOM npobsieMe, pa3doupaiiTech C Hell CaMH.

Ecmu npobnema MeliaeT MHOTUM, OOBSICHUTE, TMOUYEMY 3TO TIPOUCXO/UT.
[Tokaxxute, uYTO BBl 03a00U€HbI STUMH HETPHUSATHOCTAMHU. WM, HakKoHel],
TIpe/i/IoKUTe pellleHre. Tak Bbl MpPOSBUTE CeOsl XOPOIIMM YeHOM KOMaH/bI.
Bbl cTpeMuTeCh TOMOYb KOJJIeTaM, a He MPOCTO 0becrieunTb COOCTBEHHBIM
KOM@OPT.

Ommembme, umo npo61ema 3Hakoma aopecanty

[aiiTe afipecary MOHSTh, UTO OH OT/JIMUHO 3HaeT, O YeM UJIeT peub, — Jaxe
eC/Ii OH He B TeMe. JTO MPUTIOAHUMET ero B COOCTBEHHBIX IVla3ax U TOMOKET
BaM 3apaboTarb ouku. YeM BhIllle JO/DKHOCTh Oocca, TeM Gosbliie ero 3a60TUT
obmiast cutyaius. Ero He BOMHYIOT JieTajidi — BO BCSKOM CJlyuae, TIOKa OH
He B Kypce Jiena.

Jlectb — MougHoe opyxue. IlpearnosaraTb, UTO PYKOBOAWUTETb YEro-To
He 3aMeTW/, HeJoNyCTUMO. Bcerga gepxuTech Tak, C/JIOBHO €My HW3BeCTHA
Kaxkzass Mesioub. Herokosiebumasi Bepa B ero MOTYIIECTBO MOMOXET BaM ObITh
yCJIbIIIIaHHBIM. A MOXKET ObITh, U PelUTh Mpo0ieMy.
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ITouauwje ucnosn3ylime c/1080 «we»

«We» — 3TO OTIIpaBUTE/b W TIOMydYaTesb. «We» WCKIIOUaeT KOHGIUKT
WA TIPOTUBOOOPCTBO.

«We»  Tmiopa3ymeBaeT  enuHeHWe.  Vcrosmb3ys =~ CJIOBO  «wew,
Bbl TIOJUEPDKHBaeTe, YTO Bbl — OAHAa KOoMaHJa U paboraere cooOIa.
Bbl He »XanoOIUK — Ooke ymacu! — Bbl IIPO30OP/MBBIM UM WHHUIMATHBHBIMN

COTPYAHHK, KOTOpI;Iﬁ CTpEMUTCA DELIWTb HPO6J'I€MY. C0BO «we» TIOMOXXeT BaM
AOHECTH 5Ty MbIC/Ib A0 aZpecCard.

He 6yobme kamez2opuyHbl

MopanbHble rarosisl «might» U «could» Hapsify ¢ Hapeuusimu «possibly»
U «probably» ocCTaBisilOT MsU Ha CTOpPOHe ajjpecaTa. Baila 1ienb — MSTKO
CKJIOHUTh €ro K OTpe/ie/ieHHbIM JIeMCTBUSIM, a He 3aTHaTh B YTOJI.

Cmpemumer cmamb Jjiyyduie

MHoruM wu3 Hac CJy4ajJoCh MNUCAaTh HeyJauHble MHCbMa.
HekoTopbie ntou He MOTYT 3abbiTh CBou TpoMaxu. EcTh maxe Te,
KOMy HeyJauud HaHOCAT IIy0okyro TpaBMy. Ho eciu TBepAuTh:
«5l HUKOIZla He HayuyCb MWCaTh KakK C/leflyeT», — MOXXKHO U BIIPSIMb
ybeauTsb cebst B 3TOM. DTO He TOW/IeT BaM Ha MoJib3y U OyzleT MelaTh
Jenatb Kapbepy. JIoOoil uesoBeK C HOpPMa/bHbIM — YPOBHEM
VHTeJI/IeKTa MOXKeT HayYMThCs ITMCaTh OTVIMYHBIE MMKUCbMa.

CeTeBOM 3THUKET

B e-mail BrniosHe ymecTHbI cOKpallleHuUs. SI3bIK 37IeKTPOHHBIX MMHUCEM TIPSIM
U uyxz QopmanbHOCTeld, 1o3ToMy cokpaijeHusi — «[’ll», «he’s», «we’re» —
37iechk B Mopsijike Beleil. OTCyTCTBUe 1jepeMOHUN MOofuepKUBaeT TOBapUIlleCKUe
OTHOILIEHUSsI C KosuieraMu. Kpome TOro, coKpaliieHusi SKOHOMST BpeMsi. 3aMeHB
«she would» Ha «she’d», MbI yckopuM MbICJIeHHYI0 00pabOTKy WH(opMaluu
Ha HeCKOJIbKO HaHOCeKYH/I. A B Ou3Hece 10pora Kak/asi ceKyHia paboTsl Mo3ra!

OpHako OBIBAalOT CUTYyal[uM, KOT/la JIydille THCaTh CJI0Ba IeJIMKOM. Takue
ouiMasbHbIe MaTepuasbl, KaK IOpUAWYecKas OKYMEeHTAl[Usi WU BbIFOBODHI,



He JIOMYCKAlT MCI0/b30BaHUs COKpalleHuid. OHU HeyMeCTHBI U B 3asiBJIEHUSIX,
KOTOpble cofilep>KaT pe3Kyro Kputuky. «He will not» umm «she would prefer»
3ByunT O0Jiee BHYILIUTE/NBLHO, ueM «he won’t» umu «she’d prefer».

[TomHuTe U eltje 06 ogHOM. HaunHaroiiyie ¥ HeOTbITHBIE MUCATEH, a TaKXe
Te, Ji1 KOTO aHTIMACKUM — He POJHOM $I3bIK, OOBIYHO MCIIO/Ib3YIOT MEHBIIe
COKpaIlleHUi, ueM Te, KTO BjajieeT TMCbMeHHOW peubto cBoO0gHO. CokpallieHus
aCCOLIMMPYIOTCST € OerviocTbl0 U XOPOLIMM CJIOTOM, a MX OTCyTCTBUE —
C HeJJOCTAaTOYHbIM 3HAHUEM SI3bIKa.

YroObl HaWTHM Te uaCTU MUCbMa, TAe MOXXHO ObLIO OBbI KCIIO/Ib30BaTh
cokpallleHus, rpouTtute e-mail Bcayx. Ecnu Bel ucmonb3yeTe COKpalljeHUs
B peud, HO 3a0bulM MPO HUX Ha THUChMe, 3TO TOMOKET BaM HAWTU TO, UTO Bbl
TIPOTYCTH/H, U YIYUILLIUTh TEKCT.



OTBeTCTBEHHOCTDH 3a OIIHOKY

Doug,

IIpegmet o0CyxaeHUsI
Thank you for your e-mail supplying evidence that the GS6
Factor Emollient is not binding in Fork 8 Upgrade testing.

ITIpusHanue

As GS6 Factor Supervisor, I personally verified the binding data
before we shipped. It appears, however, that the Lumina lab providing
the base emulsion complex is experiencing data-corruption problems.

ITossicHeHue

The thickening agent is not consistently performing to standards.
Consequently, the base emulsion complex is subject to rapid
deterioration at temperatures inferior to 3C. Our GS6 lab, as you
know, does not test in these conditions.

KTo oTBeuaer 3a oIIHOKY

Because our lab cannot be responsible for conditions we are
unable to test for, I suggest you contact Joe Perkins, Director
of Quality Control at Lumina, to arrange this matter. His email is

jperkins@lumina.com.

IToaTBepXAeHHE J00POH BO/IH
If I can assist you further, please let me know.

Regards,
Maria Houtling
GS6 Factor Supervisor

Vector, Inc.

mariahoutling(@vector.com
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NHCcTpyMEeHTEI

Cmo/IKHY8WUCH C Jcano60ti, padylimecb, Umo eam cooowjuiu o npoodieme

He obGopoHsiiiTech, ecid He XOTUTe, YTOObl BaC COUMM BUHOBaThIM. Eciu
Ballla COBECTh UMCTa, Bbl He OyzleTe uyBCTBOBaTh celsi 0OWkeHHBbIM. Jlyurie
CKaxkuTe criacubo, yTo Bam cooOIuir o ripobsieme.

[TepBbIM Aesiom robarogapuTe 3a MHGOpPMalMio. BaM HY>KHO TIOATOTOBUTH
nouBy mAnas1 3((eKTUBHOM KOMMYHUKAalldd, a He WCIOPTUTb OTHOLLEHHUSI.
CoxpaHsiiTe  BeXJIMBbIM  HeUTpasbHbIM TOH. He criemmre  KadThCs,
HO U He TBepJUTe, YTO HEBUHOBHBI.

He 6otimecb npu3zHaeams ceou OWUOKU

Jlyuimii criocob 06e30py»KUTh >Kano0IvKa UK arpeCCUBHO HACTPOEHHOTO
cobeceHrKa, — TPU3HATh, UTO B €r0 CJ0BaX €CTh JOJs TpaBfbl. ITO BHIOLET
y Hero TouBy HU3-Tof, HOT. YesoBeK MpUC/IyIIaeTcs K BaM, €C/Id Bbl OTHeCeTeCh
K HEMY C TOHUMaHUEeM.

M wHampoTuB, ecnu Bbl Oynere 31UTbCS, He JKelas TpU3HaBATh,
YTO y >Ka/ioObl €CTb OCHOBaHWs, FOTOBbTECH K Ja/bHENINMM Hamaakam. Eciu
yeJ/IOBEK HalllesT BpeMsi TI0XKaioBaThCsl, OH OyJIeT CTOSTh Ha CBOEM.

O0wscHUMe JHcan00WuKy, Kmo omeeudaem 3a npobsemy

Eciu Bbl XOTUTe, yTOOLI BaC OCTaBUIA B IIOKO€e, BBl [OOJ/DKHBI
dPIr'yMEHTHPOBAHHO O6’bHCHI/ITb, rnmouemMy cCjayudBlieeCd He Bdllld BHHA.
Yem KOHKpPETHee Bdlllh JOBOAbI, TEM Y6e,Z[I/ITEJ'[]3Hee OHH 3BYyUdT.

ITopexkomeHdyiime, umo desiamb 0a/ibuie

YesnoBeK, KOTOPBIM MOTPATU/I BpeMsi, UToObI paccka3aTb BaM O Tpo0sieme,
3aCy>KW TIOMYYUTh UTO-TO B3aMeH. Maso ckasaTh, uTO TipoOsiemMa JieXXuT
BHe c(epbl Balllell KOMMeTeHIMH, — TaK Bbl 0OMaHeTe OXKU/IaHHWsI OTIIpaBUTeJIs,
KOTOPBIM >KaXKeT BO3Me3/Hsl.



YT0OBI COXPdHUTL XOpOollre OTHOILIEeHHA, Bbl JO/DKHBI OdThb €My ﬂEHbeIﬁ
COBeT. HaanMep, IMOACKA3dTb MMA M KOHTAKTHbIE JdHHbIE TOI'O, KTO MOT" OBI eMy
IIOMOYb. A MOXeT 6bITb, BaM djleayeTr JIM4YHO I1epeC/idaTb IMMCbMO HY>XHOMY
UeJ/I0BEKY. Ecnu BbI He 3HAE€TE, KTO 3dHMMdeTCAd pelieHruemM HO,E[O6HBIX HpO6J’I€M,
IMMOACKaA>XXKUTE, KdK HaWTU 3TOr0 COTPYAHHKA.

ITokakuTe CO6€C€,Z[HI/IKY, UTO BdM HE6e3pa3J'II/ILIeH ncxoqd geia. HOTpaTI/IB
Ha 5TO HECKOJ/IbLKO MHHYT, BbI 3apa60TaeTe HeMaJsIo OYKOB. A B OM3Hece JTUYHbLIe
KOHTAKTbI 3HA4dT KYy/d 60]'[]3]_116, yeM KaKeTcCs. ,Z[py}KECKI/Ie OTHOIIEHHA MOI'yT
CTdaTb BaAXHBIM IIOACIIODBEM B 6y,[[ym€M Be1 He 3HA€Te, KTO BCTPETUTCA
Ha BallieM I1yTH, YTOOBI TTOMOYb WUJIU HaBpPpE€AWTHL BdM.

Bxopsamue

Eciu ¢ BaMu TIOCTYMW/IM HeCIpaBe/l/IMBO, BbI WIlleTe TMOHUMaHUSI.
Bbl  xotute, uTOOBI JIIOAWM TIPU3HA/MM  Bally MpaBoTy. YToObl BaMm
MOCOUYYBCTBOBa/MU. JIt0OOi uesoBeK XoueT, UTOObI €ro uJeH, Xanoosbl,
TIpe/I/IOXKEHUS] WX 0OBHUHEHUST ObI/TH YC/IbIIIIAHBI.

VIMeHHO TMO03TOMYy Ba)KHO TIOKa3aTb, UTO Bbl pa3je/sieTe MHeHHe
cobeceHrKa, JMJa)ke €eCAM BaC TOAMbBbIBAaeT HakaThb KHOMKY «Deletex»
U 3aHUMAaTbCs CBOMMH JefnamMu fanbiiie. CtucHUTe 3yObl, mobmarofapure
OTIIpaBUTE/SI W TIOATBEPJUTE, UTO ero IpeTeH3un 00O0CHOBaHHBLI. [lokaXkuTe,
yTO ero npobsembl BaM He Ge3pa3znmuunbl. Ilocse 3Toro y Bac ropaszo 6Gosbliie
IIIaHCOB YOeIUThb €r0, UTO Bbl He BUHOBAThI B C/TyUHBIIIEMCHI.



HcnpaB/ieHue oIu00K

Xavier,

IIpegmet o0CyxaeHUsI
New information has come to light regarding the sale and use
of Datamax.

HcxoaHble faHHbIE

I was correct in stating that the Malaysian student may take
the Datamax course offered by Vector — as long as course materials
are public domain.

HoBble fjaHHbIe

But it has come to my attention that:

* the student cannot have a current or prior association with
the Malaysian government or with defense contractors;

 European subsidiaries are not in a position to provide technical
support;

* the student is prohibited by law from U.S. support (including
troubleshooting).

Therefore, the student will be in possession of products for which
there is no available support whatsoever.

Furthermore, Cheryl rightly pointed out that there might be
downstream policy reasons to retard the sale and use of Datamax
in Malaysia. Revelations of the availability of Datamax in that country
could cause negative publicity for the company, especially in the US.

Kparkoe BbIpa)keHUE COXKaIeHHI

Although the student may fulfill the conditions required
to matriculate into the course, we want to steer clear of any future
complications. I regret I didn’t have this information earlier.

IToaTBepXAeHUE J00POH BO/IH
I’ll let you know if the situation changes.

Regards,



Sharon Farmer
Cross-Border Oversight
Vector, Inc.

sharonfarmer@vector.com

NHCcTpyMEeHTEI

Kak npuzsams c6010 owubKy

Cpa3y e coobiiuTe ajipecaTy, UTO y BacC TOsIBUIAaCh HOBasi MH(POPMaLIVS.
He Hy)XHO TOBODUTb, UTO Bbl He BBITIOJIHWIM CBOK pabOTy Kak Mojiaraercs
WA JOMYCTWINW TIpOMaX, — B KpaliHeM cjydae 00 3TOM MOKHO YIOMSIHYTb
To37Hee.

Bribepute mogxogsiiyto GhopMynupoBKy, Hampumep: «It has come to my
attention» umm «New information has come to light». He crout HauuHaTh
co cnoB: «Sorry, I have just realized that» umu «Oops! I made a mistake...»
N3beratite mectoumeHusi «I», uTOOBI He 3a0CTPSIThb BHUMaHWE Ha CBOeM
TiepCoHe.

Ilokaxcume, umo ObL/10 npasu/ibHbiM 6 UCXOOHDbIX OAQHHbBIX

[Ipexxze yeM TMO3HAKOMUTHL ajpecara C HOBbIMU CBeIeHUSMH, HAalIOMHUTE
ucxofiHble faHHble. CrenaiiTe akieHT Ha CBOell mpaBoTe. Vcrmonb3yiiTe Takue
BbIpakeHUs1, Kak: «I was justified in saying...», «I was in the right when I...»
um «My understanding of... was correct». Takum o6pa3om, coobiiiast CKBepHbIe
HOBOCTH, Bbl COXpaHsieTe MO3UTHUBHBIN TOH. [0 BO3MO)XHOCTU, He 3a0CTpsiiiTe
BHMMaHWe Ha OIMOKax U JaliTe TOHSTh, UTO OHU He WMEIOT pelllarollero
3HaueHwUsl.

WU3nazatime ceedxcue oaHHble 0e3 u3zeuHeHull

CoxpaHsiiiTe /1eJIOBOM aBTOPUTETHBIM TOH, JaXe €CJAU pedb HUJeT
0 cepbe3Hoii ommbke. [ToctapaiiTeck oTAenuTh (HakThl OT 3MoLuid. [Tosmyuaresto
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HeT /lejla /10 BalllMX Tlepe)KuBaHWM. EMy Hy)KHa TouHass MHGMOpMAI[usi, 4TOObI
BBITIO/THUThL OUepe/IHYIO 3a/jauy.

Bo3z0daiime 0o/micHoe mem, Kimo 3moeo 34ac/ayxcun

Eciv HOBbIe ZlaHHBIE 0OHApPYKW KTO-TO M3 BaIllMX KOJIIET, OTMETHTE €ro
3acayru. JIroau olieHsT Ballle BHUMaHUe K TOBapHIllaM 1o KoMaHzie. HekoTopbim
KaKeTCsl, 4TO, pacrouas II0XBa/ibl JADYTMM, OHH OyAyT BBIIVISIZIETH TJIYIIO.
OTO T0/THast epyH/ia.

busHec TpebyeT yMeHMs MaJUuThb C MOAbMU. He ymycTHTe BO3MOXXHOCTB
TI0Ka3aTh, YTO pe3y/bTaThl pab0Thl KOMaH/IbI [l BaC Ba)KHee JIMUHBIX aMOUIIUI.
Kpome Toro, ecnm Bbl He YIIOMSHETe HMCTOYHMK WHGOOPMALIMM, 3TO MOXKET
BbI3BaTh 00M/y ¥ HEIOBO/ILCTBO. TOT, KTO TIOMHUT 3aC/yTH JIPYTHX, TIO/Ib3YeTCs
yBa>KeHWEM U JTFO00BBIO B KOJIJIEKTHBE.

Bblpa3ume cojxcasieHue o ciayyusuwemcs

B KOHIIE€ IMMCbMd KPdTKO BBIPDA3UTE COXdJ/IEHHE O C/IYUHBIIEMCH. HPI/IBHaBaH
CBOIO HEIIPaBOTY, BbI J€EMOHCTPpUPYeETEe UeCTHOCTbD. n I[TO0Ka3bIBaeTe, UTO IIOMHUTE
0 TeX, KOro BBeJ/I1 B 3a6ﬂy7K,ZLEHI/Ie.



IloTepsAHHBIN JOKYMEHT

Robert,

IIpegmet o0CyxaeHUsI
Denise asked me to send you the note on the HR matter we
discussed earlier today.

IIpobsiema
Due to technical difficulties, I cannot access the document
at present.

Peinenue
I will consult my hard copy files in order to locate a copy and get
back to you before the close of the workday.

Regards,

Jes Chun

Assistant to the Business Unit Manager
Vector, Inc.

jeschun@vector.com

NHCcTpYyMEeHTEI

Ecau ebl He Modceme Halimu 0OKymMeHm, cooduwjume o6 3mom cpazy

[TocKo/bKY MBI €>KeJHEBHO T0/TyuyaeM U OTIPAaBJIsSieM [1eCSITKH, a TO U COTHU
MMceM, HeyIUBUTENbHO, UTO [JOKYMeHThI TepsitoTcs. KomribioTepHble cHou
M BUPYCbl yHUUTOXKAlOT  ¢ainbl. Jltogy B COCTOSIHMM — CTpecca
WA TepeyTOM/IeHUs /le/laloT OLIMOKM ¥ MOTYT HeuyassHHO YJaJUTh Ba)KHYHO
MH(GOpPMaLIMI0 WM TIPUCBOUTHL JIOKYMEHTY HerpaBWibHOe uMs. Bce 3To
3aTpyiHsIeT MOUCKHU.
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[Tponaxka AOKymMeHTa — HesloBKasi cutyalusi. CMUPUTECh C 3TUM U >KUBUTE
panbiiie. Ecid 3T0 eAuHWYHBIA ciyuall, azpecar He OyneT BUHUTb Bac
B ciyuuBiieMmcs. Ckopee, OH TOCOUYBCTBYeT BaM. Belb TepsiTb JOKYMEHTHI
CJIydaeTcsl BCEM.

3aeepbme adpecama, umo pewiume npooaemy

qEJ'IOBEKy CBOMCTBEHHO OIHI/I6aTbCH, U OOBIYHO MBI C IIOHUMaHUEM
OTHOCHUMCSI K OIIIMOKam APYI'HX. PaBYMEETCH, €C/In OHM HeE COBEPIIdIOT HX
ITOCTOSAHHO. BaBepI/ITb daJipecarad, YTO BbI UCIIPpABUTE CUTYALIHIO, — YKe I10J14e/1d.

Ha3zoeume mouHoe epems ouepebuozo ceaHca cessu

Ecmu uyesnoBeK 3HaeT, 4TO ero OyAayT [JepXaTb B Kypce [iefna,
OH YyCIOKauBaeTcs. [JlaBHOe — He HapyllaTh CBOUX OOeIllaHWi: ec/d BbI
o0el11a/iu TIOTyyaTesIto, UTO CBSKeTeCh C HUM B KOHILe JHsI, CAesaiiTe 3T0. MHaue
OH HauHeT COMHEBAaThCsl B KaXK/IOM BallleM CJIOBe.

Ecau ebt vacmo mepsieme aOl(yMeHMBl, o6pamumer K cneyuajaucmam

COTpyJHUKU TPYIIIbI TeXNOAAEePXKKH 3HAIOT, KaK MPAaBU/IbHO OpraHU30BaTh
XpaHeHWe M CHUCTeMaTu3auuio (ailyioB, U OXOTHO MNPUAYT BaM Ha IOMOLIb.
He penailiTe BuZ, UTO BbI CIIOCOOHBI CIIPABUTHCS C MOAOOHBIMU TIpOOIEMaMU
camocCTosiTe/lbHO. HeT Huuero 3a30pHOr0 B TOM, UTOOBI TOMPOCUTH O TIOMOIIIH.

CeTeBOM 3THUKET

AbG3allbl  /1eJIOBOTO  THChbMa JIO/DKHBI  ObITh  KOPOTKMMH. B03MOXKHO,
BaC yuu/Id COBCeM Jpyromy. JlelicTBUTeNbHO, PaHbllle CUUTA0Ch, YTO ab3al] —
3TO CO/MUAHBbINA (parmMeHT TekcTta. OH ObUT 0O0BEMHBIM W TIOJTHOBECHBIM.
HexkoTopbie crielyaaucTbl 10 TpaMMaThKe YTBepXK/Jaau, uTto B ab3aile A0/KHO
ObITh He MeHbIlle ceMu TipefokeHud. OH JO/KeH OBITH COJiepKaTe/bHBIM.
HomkeH 3aHMMarb MecTo. W 3TO [0 CUX TOp BEpHO, €C/id pedb UAeT
0 JuTepaTtype, >KyPHA/JMCTHMKe WIM JMYHOM mepernucke. Takue >ke MpaBuWia
coO/rofal0TCsT U BO BJIOKEHHBIX JIOKyMeHTaXx. Ho He B /leJIOBOM THChMe.



Tam ab3alibl BHITVIAAST TPUMEPHO TaK:

OK.

Wi Tax:

FYI.

Nnu paxe Tak:

No.

MHbIMA clloBaMH, TIpeXXHUN ab3al] B /1e/IOBOM Tiepemnvicke COpOCU Bec.
OH cTaj OATAHYTEIM U JuHaMU4YHBIM. OH 00sieryaet Oeryibiii TpocMoTp e-mail.
B TeKcTe TMOSIB/ISIIOTCS 3aroJIOBKM W TIYCThie CTPOKH, KOTOpbIE TT03BOJISIOT
MeHbIIIe HarpsAraTh I71a3a U ObICTpee CXBaThIBaTh HAIMCAHHOE.

Ecm abG3anpbl yIMHHBI U TPDOMO3JKH, BBl HE CMOKeTe MpoOeXkaTb TeKCT
rnazamud. OObeMHBINA ab3al] CO3ZlaH A/l pa3MBIIIUIEHUM — YTOOBI IPOYECThb
¥ OCMBICJIUTE OOMBINION KyCOK TeKCTa, HY)KHO Bpems. Ab3ar e-mail moguuHeH
Apyroii 3asaue. 3To 00MeH HH(POPMAaIeld MeXKy yUaCTHUKAMH ITePerrCKy.

[TocKO/IbKY TeMIM >KU3HU pacTeT, KOPOTKuii ab3ai] Oosiee 3ddeKkTuBeH.
Pa30uBasi TeKCT Ha HeOobIle GparMeHThl, aBTOP yaesseT 0o/bille BHUMAHUS
ctpykrype. OH He TIOBTOpsieT CJioBa, (pa3bl W MBICH, a €ro IHUChbMO
He TIpeBpalljaeTCss B IIOTOK CO3HaHUs. [IJTMHHBIE BbIpa3WTe/bHbIE ab3alfbl
YMEeCTHBI B JIATEPATyYPHOM TEKCTe WA AOKyMEHTe, BJI’KEHHOM B MHUCbMO. E-
mail TpebGyeT KpaTKOCTH ¥ TUHAMUYHOCTH.



OTKa3 oT yuacTus

Ed, Jean, Lorna, Anne,

IIpegmet o0CyxaeHUsI
Please forgive my delay in replying to your request to join
the Vector Toy Drive steering committee.

Bbicokasi onjeHKa

As we know, the annual toy drive is one of our company’s most
high-profile = community  activities. = Cheering the hearts
of disadvantaged children is its own reward. But the toy drive also
reinforces the commitment of our brand to support those in need.

OTtka3s
Your work in organizing the toy drive is commendable. I regret I
cannot lend you a hand this year.

IToaTBepXAeHUE J00POH BO/IH
Please keep me in mind for the next season.

Regards,

Nick Bernheim
Business Unit Manager
Vector, Inc.

nickbernheim(@vector.com

NHCcTpYyMEeHTEI

HauHume ¢ komniumeHmoe

Karienbka nectu He moBpeaut! Korma Bbl JjefiaeTe  KOMITTMMEHTBI
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cobeceHUKaM, [laBas BBICOKYIO OI[€HKY UWX TPYAY, Bbl JIeMOHCTpUpYyeTe
yBakeHHe K X ycunusiM. I10CKo/bKY ToxXBasa MpHUsTHA KaXK/IOMY, CKOpee BCero
Balll OTKa3 BCTPETIT C IOHUMaHUEeM.

MecmoumeHue «we» yKpensisiem KOMAHOHbIU OyX

Takue BbipakeHUs, kak «We are all concerned about...» umu «We are each
aware that...», TI0JJUePKMBAIOT, UYTO OTMpPaBUTEe/b U ajpecaT paboTarT B OHOM
KoMaH/le. «We» fleflaeT akKL|eHT Ha CXOZCTBe, a He Ha pa3nuuusix. [locTapaiitecs,
yroObl B BalieM MHUCbMe ObUTH «we»-(hpa3bl — OHU IIOJUEPKUBAIOT BaIlly
TIPUHA/IIE)KHOCTD K TPYTITIe.

He HY)CHO 0065CHAMbD nNpu4uHbl OMKasa

«He Hazo v3BUHeHM, He HaZi0 OOBsICHEHWI». B0O3MOXKHO, B Hallld JHU,
Korja OusHec TpeOyeT BBICOKOW OTBETCTBEHHOCTH U TPO3PAuHOCTH,
5Ta MOC/0BUIlA 3ByuuT rpyboBato. Ho B Heil [0 cux TMoOp eCTh paljdoHaJbHOe
3epHo. He ctouT moapoOHO OOBSACHATH TIPUUMHBI CBOETro OTKasza. Eciu oHM
Tripe/icKa3yeMbl WX [OXO0KY Ha orpaBjaHusi, HanpumMmep: «I’m overwhelmed with
work right now» nwm «My life is falling apart because of the divorce», —
ocTaBbTe UX Tpu cebe. AJjpecaT MO)KeT MCTOJIKOBaTb 3TU JIOBOJbI TO-CBOEMY.
Eciu BbI BbIpa3uIu yBakeHWe K ero pabore v WHTepeC K OyAyIIUM TpOeKTam,
3TO KOMIIEHCHUPYeT OTCYTCTBHE 00bsICHeHHUH.

Ocmaebme aeepu OMKpbIMbIMU

3aBepbTe ajpecara, YTO Bbl FOTOBbI K COTPYAHUUECTBY B Ja/JbHEUILIEM.
[aiiTe MOHATb, YTO B C/IEYIOLUM pa3 OH MOXKET pacCUUTHIBaThb Ha Ballly
noAzepkky. K Tomy >ke OfHaXK/bI BaM MOKET TOHAZ00MThCSI €ro TOMOIIIb.
TeMm Gosblile 0CHOBaHUI OCTAaBUTh JIBEPU OTKPBITHIMHU.

CeTeBOM 3THUKET

E-mail — onvH U3 caMbix 3PeKTUBHBIX CIIOCOOOB TMO/epXKUBATh MO3UTHB
B OTHOLIEHUsAX C JitoAbMU. OJHAKO OCBOUTb 3TO MCKYCCTBO HEMpPOCTO.



Bbl He MO)KeTe TOXKaThb PYKy depe3 MOHUTOD KOMIbIOTepa U OLIYTHUTh Terio
Y TIOZI/I€PIKKY.

YrtoObI BRICTPAMBATh Y Pa3BHBaTh OTHOIIEHUS C TIOMOII[LIO MHUCEM, HY)KHO
obpaijath BHMMaHHME Ha KaXJyl0 Meqoyb — OT oOujero 3ambicia
J10 PacCIo/IOKeHUsT TeKCTa.

* Ecnu coobiiieHre MeeT YeTKYIO0 CTPYKTYPY, a IJlaBHbIe MbIC/IU WU3/I0KEeHbI
TI0 TIOPSIZIKY, aZipecaT YyBCTBYeT Ballly 3ab0Ty.

« Ecnu BBl THIAaTE/ILHO MOfAOMpaeTe C/0Ba, — K TPUMepYy, He yroTpebuTte
«possibly», korja Hy>KHO CKa3atb «probably», — azpecar 3HaetT, uTo Ha Bac
MOYKHO TIOJIOXKUTHCS.

 Eciu Bbl HauvWHaeTe C TIOJIOKUTE/NbHBIX MOMEHTOB U JIMIIL TTOTOM
riepexo/iuTe K OTpULIaTe/IbHbIM, afpecar OyzneT 6osiee OTKPBIT U BOCTIPUMMYMB.

* Ecu TekcT yyobeH [t UTeHUsi U MPOCMOTPA, aZipecar BUUT, UTO BbI
L[eHUTe Uy»Koe BpeMs.

OTU U MHOTHeE [IpyTve NpHeMbl YaCTUYHO KOMITIEHCHUPYIOT TO, UTO TepsieTCs
npu obmeHe 00e3MMUEHHBIMU 37IEKTPOHHBIMU COOOIeHUssMU. PaHbliie mroqu
MIOCTOSIHHO BCTPeYasuCh C KOoJjleraMu — TO 3a JlaHueM, To B Kiaybe. Ho Temneps,
KOTJla Ballli COTPYJHUKUA pa30pocaHbl TO0 BCEMY CBETY U J>KUBYT B Pa3HBIX
YaCOBBIX TM0sicaX, JIMUHbIe BCTPEUM TIPEBPaTWIKMCh B HEBO3MOXHOe [ieflo.
[1aBHBIM Cpe/ICTBOM TMO//iep)KaHusl OTHOILIeHWIM CTajia 3/eKTPOHHas TouTa.
W oHa BBLITIONHSIET CBOKO 3aJjauy — eC/IM, KOHEYHO, Bbl yMeeTe THCaTh XOPOIIue
n1chbMa.

YmeHue nucamb oKynaemcs

OO01IaTbCsl C TOMOIIBIO TIMCEM HEeTpPOCTO, W, OTTAauMBasi 3TO
MacCTepPCTBO, MbI COCpeOTauMBaeMCsl Ha CaMbIX Ba)KHBIX /151 CeOs
MoMeHTaX. Ho, MOCKO/bKY pa3Hble acrieKThl s3blKa B3aMMOCBSI3aHbl,
COBEPIIIEHCTBYS OIUH HaBbIK, Mbl HEPE/IKO y/IyulllaeM JIpyTHe.



N3BuHenus

Leslie,

IIpegmet o0CyxaeHUsI
This e-mail is difficult for me to write, because I realize that I
have offended you.

IIpu3HaHue OMIUOKH

Because my actions this morning could be interpreted
as inappropriate, I wish to offer my sincere, heartfelt apologies.

You have my full personal assurance that an unpleasant incident
such as this will never happen again.

IToaTBepXAeHHE J00POH BO/IH

I have always felt that we have a pleasant and productive work
relationship. I respect and value your presence in the office. I truly
hope that we can immediately put this upset behind us.

Sincerely,

Tom Clerk
Investment Analyst
Vector, Inc.

tomclerk@vector.com

NHCcTpYyMEeHTEI

He omknaodbieaiime u3euHeHUs @ 00/12ull AWUK

He niuTe OTTOBOPOK H onpaB,anMﬁ — C 3THMM HYXHO IIOKOHYHTDL
KdK MO>XHO 6bICTpee. Ecnu BeI TIHEeTe BpemMd, JIIOAAM HdUWMHAET Kd3dThCs, YTO BbI
rmpocure I1ipomjeHuss He OT 4YHuCTOoro cepAala, d uepe3 CUiIy. 3an03,qanble
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N3BHMHEHHA BBIIVIAOAT BBIHY>XAE€HHBIMH, U 3TO ycyry6ﬂ${eT CUTYyallMIO. TOT, KOT'O
BEI 061/1,[[61'11/1, HaulHaeT COMHeBAThLCs B Balllen HCKPEHHOCTH.

Ecmu Bl IMPUHOCHUTE HM3BHMHEHUA CpaA3y, BHUAHO, UTO IJlaBHO€ [OJid BdC —
UyBCTBd ApPyroro 4eJ/IOBEKd. HOTOpOHI/ITECb HCIIDABUTDL CBOM IIpOMax, WU Bdlllr
IIdHCBI ITOJIYUYHWTD IIPOLIeHNE BBIDACTYT.

ITpu3Hnatiime, umo ébl OGbLIU Henpaebl

He HyxHOo BAaBathcsi B Jetanu! Ho ob6si3atenbHO TIpU3HaliTe,
YTO TMOCTYNW/IM HEJOCTOMHO, — WHaue [1eJi0 BBIVIIIAT TakK, C/AOBHO BbI
W3BUHWINCH CKBO3b 3yObl. EC/Ii BBl He YIIOMSIHETE O C/IyUMBIIIEMCS, MOXKET
TI0Ka3aThCsl, UTO Bbl CcuMTaeTe ce0s HEBUHOBHBIM, a 3HAUWT, MOXKETE TIOBTOPUTh
CBOM MPOCTYTIOK B OymyIiiem.

[Tpy3HaHve CBOMX OMIMOOK TOBOPUT O UYECTHOCTH, a YeCTHOCTh
B aHIVIOSI3BIYHBIX KY/JIBTypaxX LIEHUTCS OYeHb BBICOKO. BblI Mo)KeTe OIIMOWTHCH,
BBIHOCSI CyXKZ€HHe, WIA COBEPIIMTb MJI0XOW NoCTynoK. Ho eciu BbI OTKPBITO
TpU3HaeTe CBOK HEIpPaBOTY, B IVla3aX OKPY’KaroLIMX Bbl OCTaHETeCh C/aBHbIM
rapHeM.

Saeepbme abpecama, ymo i)opoofcume seauumu OmHouweHusImMu

HemnpeMeHHO CKa)KuTe ajipecaTy, UTO Bbl I[eHUTe ero Kak CIiel[hancTa
Y ToBapwuilia o pabote. He Hy>KHO ZilymMaTb, UTO OH 3HaeT 3TO caM. Brl 0buzenu
3TOT0 UeJioBeKa, a 3HAuuT, /Jla7id eMy TIOBOJi YCOMHUTBhCSI B Balllem
pacriosiokeHuu. Jlyurmii criocob 3arnaiuTh CBOKO BUHY — HAallOMHUTh, UTO BbI
JIOPOXKUTe BallIMMU OTHOIIIEHUSIMU U C/iesiaeTe BCe, YTOObI COXPaHUTD UX.

Eyobme uckpeHHUM

BbITb UCKpEHHUM B MUCbMe — HenpocToe Aeno. OLeHUTb UCKPEHHOCTb
TeKCTa MpobseMaTUUHO: OHa TIOBCIOAY U B TO ke BpeMsi Hurze. [IpencraBbTe
cebe TePBOK/IACCHBIM aBTOMOOWIbL WM POCKOIIHYIH) TOCTUHYIO — TpPYJHO
CKa3aTb, B YeM HMMEHHO COCTOUT WX LIapM. YCIex HMeeT MHOXeCTBO
COCTAaBJISIFOLIMX, KOTOPble B3aUMHO yCU/IUBAIOT JIPYT ApyTa.

To >ke camMoe OTHOCUTCSI U K MUCKPDEHHOCTHU TeKcTa. Henb3sl cka3aTh, Kakue
C/I0Ba [JlefIal0T MUCbMO WCKPeHHUM WU (anblIUBbIM. TeM He MeHee JHOAU



y/7aBMBAlOT ee MTHOBEeHHO. VICKPeHHOCTb OllylljaeTcs B IMOCTpoeHuu ¢pas,
B JIeKCHMKe, B MaHepe peud. [103TOMy MOMpPOCHTE TPOILeHUs] OT BCeW AYIIIU.
Afipecar MO4yBCTBYeT U OLIeHUT Ballly UCKPEHHOCTb.

BapuaHTEI

I wish to offer... It is regrettable that I...

I regret... It was wrong of me to...

I apologize... It was an error in my judgment to...

I’m sorry... I would like to excuse myself for...

I feel badly about... Please allow me to apologize for...

I feel very awkward about... Please accept my apologies for...

Hedocmamok 63aumMonOHUMAaHUs

Masio KOro yuwiud mucarh 37eKTPOHHbIe mucbMa. Ho 06oUTHCH
Ge3 3Toro ymeHusi Ha paboueM MecTe CTaHOBUTCS Bce TpyAHee. C 3Tol
npo6sieMoli CTa/IKUBAeTCsl yKe He repBoe TokosieHue. JIru HaxoasT
paboTy cCBoeil MeuTbl U C U3yM/eHWeM OOHapy>KWUBAlOT, UTO WX
HaBbIKM MUCbMEHHOTO OOIll[eHUs1 He [JOTATUBAIOT [0 YCTaHOBIEHHOMN
NaHKW. B yHUBepcuTeTax U KOJle[pKaX 3TUM HaBbIKaM He YIessitoT
HUKAaKOTO BHUMAHUS, XOTSl CErofiHs WMHU [O/DKeH BfajieTh JitoOoi
KBa/IM(PULIMPOBAHHBIN CIELIUAJIUCT.



I'/1aBa ueTBepTas
IIpousBogMTE/TH U MOCTABIIUKHU




Kk ok ok ok

IIpaBka

,[[0.' HAnoMuHdaHue o 3akase

YOUR WEBSITE MUST BE A REAL MESS BECAUSE I
ORDERED SEVEN COLOR CARTRIDGES AT THE END
OF LAST WEEK IN AN URGENT SITUATION AND THEY STILL
HAVE NOT ARRIVED AT THE OFFICE ALTHOUGH
THE ORDER CONFIRMATION CAME THROUGH A WHILE
AGO AND THEY APPARENTLY CLEARED THE CREDIT CARD

THROUGH ON YOUR ORDERS RIGHT AWAY LIKE YOU SAY
YOU DO ON YOUR WEBSITE OR IS THAT JUST BLAH-BLAH-
BLAH. FWIW GET BACK TO ME ASAP BECAUSE IF YOU
AREN'T ABLE TO GET THOSE CARTRIDGES TO US
IMMEDIATELY I WILL FIND ANOTHER OFFICE SUPPLY
COMPANY WHO IS JUST WAITING FOR THE BUSINESS
AND WHO WILL DO WHAT THEY SAY WHEN THEY SAY IT.:-(

IIpo6aembi

O6bwuti eu0 mexkcma! Ha Bac o0pymmMBaeTcss TIOTOK HEroflOBaHMS.
[TporucHble OyKBbI KpyUyaT BO Bce ropso. Ilyratoijee HarpoMoXk/eHue CJIOB
JieiaeT TeKCT eile Oosiee arpeccuBHbIM. UTOOBI TIOHSATH, UTO CJIYUUIOCH,
HeT HeoOXOAMMOCTM BHUKaTh B HamucaHHoe. JlocTaTOuHO OpOCUTH B3IV
Ha 9KpaH, uTo0Obl yBU/IeTh YyIpo3bl U 0cKopbieHus. Ho HamazieHye — He JIyUIluid
cnoco6 obpectu CcTOpOHHUKOB. Tak Bbl /J0ObeTeCh TOJSBKO  O/HOTO:
Bac repecTaHyT NMPUHUMATh BCepbe3.

Ton! O6GBUHEHUS W HaMaJKU He YCKOPSIOT Aesio. OHU BBIBOAAT U3 cebs
Y TIpUUUHSIOT 60/1b. [TombITKY 3amyrath cobecefiHUKa — eC/iU Thl He Cie/iaelllb
X, s cienar0 Y — He pemiaroT nipobsiemy. OHU /UIIb yCYTyO/IsItOT CUTYyalUio.
He crtout roBoputh 4esioBeky, 4to ero cauT «a REAL mess»: TeM caMbIM BbI



HapyIaeTe podeCcCHOHATLHYIO 3THKY. B MMCbMe I0/DKHBI OBITh TOMBKO (PAKTHI,
JlaBaTh BOJIIO UYBCTBAM WJ/IM CKBEPHOC/IOBUTh HE/IOMYCTUMO.

Cmpykmypa npeodnodiceHuli! TeKCT, HareuyaTaHHbIM MMPOMMCHBIMUA OyKBaMH
0e3 3HAKOB TpeNUWHAHWs, TIOKa3bIBaeT, UTO aBTOp 3abbll He TOMBKO
PO rpamMMatuKy. M3mvBasi CBOM THeB, Bbl He 100beTeCh pe3y/bTaTa: Takas
peakilis  Hecopa3MepHa  C/IYUMBIIIEMYCS U BbI3bIBaeT  OTTOP’)KEHHE
y cobeceHUKa.

ITogedeHue nodpocmka! Obunue BOCKIMUIIATENBHBIX U BOMPOCUTETBHBIX
3HAKOB BBIIVISIJUT TaK, CJIOBHO BbI HE MMeeTe TIOHSATHS O IMyHKTyar[uu. Buipakast
CBOM UYBCTBa CMak/IMKamu Bpojie:-(, Bbl BefieTe cebsi Kak >KeITOPOTBIM OHeI],
KOTOpPOMY HeBe/IOMbl TpaBW/ia Je/ioBOM mnepernucku. CoOKpalleHus, KOTOpbie
roasrcs s CMC, u 6osbiliie OYKBBI YCU/IMBAIOT HENPHUSATHOE BIIeUaT/eHHe.
XoTuTe /i Bbl, UTOOBI BaC BOCTIPUHUMA/IM Kak npodeccroHasa?

PeweHue

Pazbelime mekcm Ha ab63aybl. Beisenvure BaxkHbie (aKThbl, KOTOPbIe HY>KHO
JIOHeCTH JI0 afipecarTa, U CTPYIIMPYHTe UX B MIOPsiIKe 3HAUMMOCTH. [lepernuiivre
TeKCT HOpMaJibHbIMU OykBamu. Ec/ii Bbl XOTUTE TIOJTyUUTh OTBET, TIOCTapalTeCh,
YTOOBI UUTATh MUCHMO ObLIO YI00HO U TIPUSITHO.

Omoenslime uyecmea om ¢akmos. Eciu Bac TMOMKUMAIOT CPOKH,
BBITIOJTHUTb 3TOT COBET HEMpOCTO. YOepuTe U3 TeKCTa yrpo3bl, OOBUHEHUS
U o0ujHBIe Cll0Ba — BCe, UTO Bbl HUKOTJAa He CKa3anu Obl CBOeMy KoJijiere,
KoToporo yBaxkaetre. Ec/i Bbl He CKa)keTe 3TO TOMY, KOTO I[eHUTe, He CTOUT
roBOpUTh MOJ00HOe ApyruM. OTCTymuTe Ha Inar Haszaf. M3noxute (akThl,
KOTOphIe BbIBE/IU BacC U3 Cebsi: UYTO MPOU30IIIIO U UTO TIOATBEPIKAeT Balllk C/I0Ba.

Konmponupys ceoto peub, 8bl KOHMpo/aupyeme C60U MbICAU U UYy8CMEd.
OO6y3maTh 5MOLIMK OueHb TIPOCTO: COKpaTUTe [AUHY TMpeanoxeHui. Ilyctb
dpa3el OyayT Kak MOXKHO Kopoue. JTO TIOMOXET BaM C/iep>KaTb SMOLIUU.
Bb1 yiuBUTeCh, KaK YETKO W JIOTUUHO OYAYT BBIT/ISIIETh Balll MBIC/U TIPU TaKOM
TIOIXO/Ie.

He sedume cebs1 kak He0opocab. MoJIO/Ie)KHBIM CJIEHT, CMali/IMKX 1 N30BITOK
IMOIL[MI MelllatoT 00I1leHNI0 B3pOC/IbIX Mrofeli. CokpallleHusl, yMeCTHbIe B yare,
He/IONMyCTUMbI B flesioBol nepenucke. [Tomb3yiiteck umu B CMC WM B JIMUHBIX
MUChbMax.

XoTd HekoTopble cokpaileHusi, Harpumep FYI u ASAP, BK/IIOUeHbI
B CJIOBapU HOPMAaTUBHOTO AaHIVIMMCKOTO si3blKa, OOJibIllasi yacTh abOpeBUATyp
He Mpeo/io/iesia 3TOT MOPOT.



Ilocae: HanomuHaHue o 3aKase

Jim,

In the past I’ve done regular business with your site. I have not
been disappointed with either FutureOffice products or services until
last week.

On Monday, August 12, I ordered seven color cartridges (NLS
580) with two-day delivery. On August 13, I received confirmation
on my order (#37—004-215). As of Monday, August 19, the cartridges
have not been delivered.

Because I know you value our business, I know you’ll rectify
the situation immediately.

I look forward to hearing from you soon.

Regards,
Gloria Fromm, Assistant Director

Vector, Inc.

gloriafromm@vector.com

NHCcTpYyMEeHTEI

I/Icn0ﬂb3yiime nponucHbieé U CmpoyYHbie 6yK3bl no HA3HA4YeHur

[TpornucHble OYKBBI B aHIVIMMCKOM sI3bIKe — He yKpailleHue. OHU MOMOraroT
c/lefiaTb TEKCT TIOHsATHee. 3aryiaBHasi OyKBa B Hauase TIpe[JIOoKeHUs] YKa3biBaeT
Ha HOBYH Mbicsib. Cri0BO, HamucaHHoe ¢ Oosbiiodt  OykBel, TpeOyeT
TIOBBIIIIEHHOTO BHUMaHus. [IporucHasi OykBa — cBoeoOpa3Hasi /laHb YBaXKeHUs
cmblcny. OHO [ie/10 cKasaTh «Country», a fpyroe — «Australia».

[TpaBusbHOE yTiOTpeO/ieHue 3ariaBHbIX OYKB MOKa3bIBaeT afipecary, UTo BbI
B/la/leeTe HOPMAaTHUBHBIM s13bIKOM. OH BW/IUT, UTO Bbl COO/IO/jaeTe TIpaBUIIA,
Y TOHMMaeT: Bbl — MPO(U, U K BallleMy NUCbMY CJieyeT OTHECTHUCh CEPbe3HO.
Ho eciu TekCT HamuWcaH CIUIONIb TIPOMUCHBIMUA OykBamu, Bac TIPUMYT
3a HEOIepUBIIErocs IHIIA WM JieHTss. UToObl HayuuThCs TIPAaBUIBLHO
WCTIONb30BaTh TPOMUCHbIE OyKBbI, HE HY)KHO ObITh TMFaHTOM WHTeJIeKTa.
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C 3TuM cripaBUTCS U peOeHOK.

Oobuue eonpocume/ibHbIX U/1U 80CK/1IUYAdmMe/ibHbIX 3HAKOB — aypHoii MOH

Kpuuartiuii map@d vam rajJcTykK MOXKeT B /iIBa CueTa UCTIOPTUTD 3J/leTaHTHbIN
obpa3. TouHO Tak >ke M30OBLITOK 3HAKOB MpeNWHAHUS MOXKET MOTYOHTh MUCHMO.
BockuiiatenbHbId 3HAK B HY)KHOM MeCTe TIPOM3BOAUT OO7bllle BrieuaT/eHus,
yeM JIeCATOK IMOCTaB/IeHHbIX He K MeCTYy.

Bxopsaimue

AHanusupyWTe To/lydeHHble muUcbMa. Kakve M3 HUX [OCTUTaloT Lesu,
a Kakue HeT? Uto fenaeT ux 3¢p(heKTUBHBIMU?

* OCHOBaHO /1 MMCbMO Ha ¢akrax?

* EcTb /i1 yGeiuTeibHbIE 1eTanu?

* OTpa)kaeT /i TeKCT KBa/IM(PUKALIUIO U CTaTyC OTIIPaBUTEIS?

* Briageet 1 aBTOp C/10oroM?

+ Kakuie nicbMa BbI3BIBAIOT JKeJlaHWe TIOMTU HaBCTPeuy OTIPaBUTETO?



IloaTBepiKAeHHe 3aKa3a

Linsey,

IIpegmet o0CyxaeHUsI

I am writing to confirm the changes you made on January 4,
2007, to Vector Order # 12BG591 for 12 reams of Unbleached
Recycled Paper.

N3meHeHnus B 3akase

We have added 6 reams of Safe Bleach Paper, and we will group
the order together for shipping. We have also added 3 boxes of red
roller pens, 1 box of number 2 pencils and 1 electric sharpener.

JocraBka
Because you indicated that you need the products as soon
as possible, I have sent them by 3-day surface mail.

IToaTBepXAeHUE J00POH BO/IH

Considering that the holidays are over, I don’t think there will be
any hitches. Please let me know if there’s anything else we can help
you with.

Regards,
Bo Pwzekloz
Earth Papers, Inc.

www.earthpapers.com

NHCcTpyMEeHTEI

He 6otuimechb 3ansambix!

bonbmmHCTBO AeJIOBBIX JHO,Z[Eﬁ TEPAIOTCA, KOrad pedb KAeT O 3dlIATbIX.


http://www.earthpapers.com/

[Touemy? 3amsTble MyrarOT — C/AWIIKOM MHOTO T[paBW/, C/IUIIKOM MHOTO
VCK/TFOUeHU. ABTOPBI, KOTOpble OOSITCS 3amsiThiX, He 3HAIOT, UTO B [I€JIOBOM
MepernucKe WCIOMb3YIOTCSl CTaHJapTHble (pasbl, KOTOpble He OTJIMYarTCs
pa3Hoobpa3sueM. [To3ToMy rpaBu/I, KOTOpbIe HY)KHO BbIyUUTh, He TaK MHOTO.

He 3a0bi8aiime cmasumb 3ansamyro nocs/je umeHu aapecama 6 npusemcmeuu

[ToocTopo)xHee ¢ aBTOMaTM4eCKOW MPOBEpPKOW mpaBorvcaHus. HekoTopele
TEKCTOBbIe Pe/JaKTOPbl HACTOMUMBO Tpe/laratoT MOCTaBUTh TMOC/Ie TIPUBETCTBUS
nBoetoure. OHAKO 3TO YMECTHO /ML B OGUI[MaNbHLIX Oymarax, Haripumep
B IOPUAWYECKUX [IOKyMeHTaX. B Oo/bIIMHCTBe C/iyuaeB Jiydille CTaBUTh
3aMATyIo.

Cmaebme 3ansimble Me:»cay YUC/0M U 2000M U NOC/1e 200d

Ha nvceMe 3T0 BbIVIAAUT Tak: «January 4, 2007,», — ec/ii ara HarnvcaHa
nonHocThio. Ho ecnu ykasaHbl TOMBKO TOJ, U MeCl], 3ansitas MeX1y HUMU
He cTaBuUTCs: «January 2007».

He 3a6bl6atime cmasumb 3ansimble nepea COK3amMmu U COK3HbIMU Cc/a068AMU

Ab6peBuatypa FANBOYS moMOXeT BaM 3allOMHWUTb CJIOBa, Tiepef
KOTOPBIMU CTaBUTCSA 3amnsdTasl, eCIu OHU COeJUHSIOT YacTH CJI0KHOIO
nipeasioxkenusi: For, And, Nor, But, Or, Yet, So.

and

, NOT

but
or
et

T

:l::l L

3anisitas MOSIBUTCS, K MPUMeEpY, B TakoM MpeaiokeHnd: «We have added 6
reams of Safe Bleach Paper, and we will group the order together for shipping».



I/Icn0ﬂb3yiime 3anssmyro npu nepeyuc/ieHuu no3uquii 6 cnucke

B npegnoxennn «We have also added 3 boxes of red roller pens, 1 box
of pencils and 1 electric sharpener» 3arifiTass He CTOUT TOJILKO Tepesi COIO30M
«and». 3arsgTasi, KOTOpasi CTaBUTCS (WM He CTaBUTCS) Tepe]; COIO30M «and»,
riepe/; OC/IeJHUM TyHKTOM B CITHCKe, Ha3bIBaeTCsl CepUMHOM 3arnsaTol. OObIYHO
ee UCIOoJb3YIoT, uToObl u3bexarb pasHouTeHuil. K mpumepy, B TIpeJ/iOKeHUU:
«We have also added 3 boxes of red roller pens, 1 box of number 2 pencils,
and black and white tape», — oHa oTzie/isieT MOC/eHUI TTYHKT B CIIMCKe.

Omoensiime 3ansimoti npudamouHble NPeo/10HCeHUs

Hepenko mpuzaTrouHoe mpefjioykeHUe HauuWHaeTcsi cioBamu «although»,
«because», «since», «when» umm «if». Hanpumep: «Since you indicated that you
need the products as soon as possible, I have sent them by 3-day surface mail».

BBo/iHBIe TIpe/I/IoXKeHNsI MOTYT HAUMHATHCS C ing-0BbIxX hopM: «Considering
that the holidays are over, I don’t think there will be any hitches».

Bxopsamue

[TpencraBbTe, UTO BBl TOAYUWIM TMKMCbMO 00 W3MeHEeHMM 3aKasa...
6e3 Ha3BaHMS TIPOAYKTA. B 3TO TpygHO TOBEpUTh, HO HEPEAKO B MHMChMaX,
Kacarol[yxcsi pa3MelljeHus], U3MeHeHUsl, TOATBeP KeHusl, 3aleP>KKU UM OTMEeHbI
3aKa30B, IO 3a0bIBAIOT yKa3aTh IVlaBHOe. B Takux ciayyasix Cie/joM 3a MepBbIM
MMMCbMOM TIPUXOJUTCS CaTb BTOpPOe, YTOOBI COOOIUTH TO, UTO YIYII[EHO
BHauase. He cremure oTrpaBisaTb nucbMo. [IpoBepbTe, eCTb /i TaM BCe
HeoOXo[MMble CBeZieHWs: Ha3BaHMe TMPOAYKTa, UMC/IO e[WHMI], HOMEep
TO/ITBEPIK/IeHUsI 3aKas3a, OTrPy30uHble JlaHHble, aZipeCc J[JAOCTaBKU U [aThl.
1151 TAKWX MMCEM Jydllle UMeThb TOTOBBIH 111ab/I0H.

CeTeBOM 3THUKET

[TpaBuna ymorpeOsieHUs TIPOMMCHBIX OYKB B 3/1€KTPOHHOM TIeperuckKe
1 OyMa)KHBIX MHMChbMaX OJWHAKOBBI Jla)ke eC/idi BaM Ka)KeTCs, UTO CTPOYHbIE
OykBbl 130aBAT Bac OT JIMIIHUX XJIOTIOT, He TI0o//jaBaiiTecb CoO/a3Hy.
OTo He TMOWAET B IUIFOC BallleMy /eJIOBOMYy HWMHIDKY. A TEKCT, CIUIONIb
HareyaTaHHbIM 00/bIIMMY OyKBaMH, paBHOCH/IEH THEBHOMY KPHKY.



[TpaBusbHOE yTioTpeOsieHre 3arfiaBHbIX OYKB MMOKA3bIBaeT, UTO BbI B/IaJieeTe
nepoM. Bbl [aeTe azpecary TMOHSITb, UTO yMeeTe MPaBWIbHO MUCAaThb IIO-
aHITIMMCKU. W 5TO [elCTBUTEIbHO TaK. DTO YMeHHe COBEpLIeHCTBYeTCs, Korja
BbI UHWTaeTe ra3eThbl, KHUTU WU OTPeJaKTUPOBaHHbIN TeKCT Ha Beb-caliTax. laxe
eC/M Bbl He OTC/eXUBaeTe KaXK/bIM SI3bIKOBOW HIOAHC, Balll MO3T HKCIIPaBHO
oOpabaTbiBaeT MOCTYMAOIIe CUTHAJIBI, KOT/]a BbI UNTaeTe KaueCTBEHHYIO MPO3y.
OH HeyTOMUMMO HaKallJIMBaeT 3HaHMUS, WU BaM OCTaeTCs JIMIb HAyUYUTbCS
TIPUMEHSITh UX 0CO3HaHHO.

[TporvcHbie OYKBBI CBSI3aHbI C aBTOPUTETOM — OHU HY’KHBI [I7IS1 BbIJI@/IeHUST
BaKHBIX W/IM KOHKPeTHbIX Bellleli. OObIUHBIE C/IOBA MMIIYTCS C MaJeHbKOM
OykBbl. [lpormmcHasi OykBa — JaHb yBa)KeHUs YHHWKaIbHBIM CBONCTBAM TOTO
WM UHOTO 00BeKTa.

Baymaiitech, K rmipumepy, 4yem omauuaetcs «Through-Screen Security
Camera» ot «Through-screen security camera» (unu gaxe «through-screen
security camera»). Kakoil BapuaHT BBIIVIAZUT Oonee odulMaabHBIM? Bosee
BHy1MTeNbHbIM? Kakasi kamepa OyzieT paboTath myuiiie? Kakasi HajiexxHee Bcex
ocTanbHBIX? KaKyto 13 HUX BbI ObI BbIOpa/M MPH MOKYIIKe?

3arnaBHbie OyKBbI He TIPOCTO TPUB/EKAIOT BHUMAaHWE U TOJUYEPKUBAIOT
3HAYMMOCTb. OHM WUrparT poJib CMBICJIOBBIX IO/CKA30K, KOTOpbIe MOMOTar0T
aZipecaTty IpOCMarpuBaTb TeKCT. Mo3r emje He yCrea pacrio3HaTb CJIOBO,
a 3aryiaBHasi OykBa y»ke TIOChIIaeT eMy CHMrHa/. BHUMaHUWe, TOBOPUT OHa, 37leCh
HaxoAuTCs nH(opmMarusi 0cob0ro CBOMCTBA.

Wcnonb3yliTe mMponucHble OYyKBbI KaK TIOJIOKEHO: B UWMeHaX Jitofiel,
HavMEeHOBaHUSIX TMPOAYKTOB, 3aro/ioOBKax W reorpaduueckux HasBaHUsX. Ecin
Bbl He 3HaeTe, HY)KHa Jid TIpomucHasi OykBa, HaliluTe COMHUTETbHOE CJIO0BO
B [JpYyrMX TeKCTax: B Iepenucke, peK/JaMHbIX MPOCIMEeKTaX, Ha STHUKeTKax
Wiy B VIHTepHerTe.



OO0bsiB/IeHHe TeHAepa

Anselm,

IIpegmet o0CyxaeHUsI
Vector, Inc. is seeking bids for redecoration of the Executive
Sales Offices in Hawthorne, New Jersey.

TpeooBaHus

This redecoration includes:

* 5 shared offices

« 7 private offices

* 1 executive office

* 1 executive office reception area
* 1 small meeting room

* 1 conference room

* 1 main reception area

* 1 staff room

YcnoBue 1

Because the company is in full global expansion, we want our
business interior to reflect our global outlook in both color
and materials. The message we want to send is: international.

YcnoBue 2

We also want to send a strong ecological message. Please note:
We will not accept products that are in anyway associated with
environmental hazards in the production, manufacturing
or maintenance of materials.

Cpoku
The deadline for bids is June 12, 2007. Detailed specifications
are attached.

IToaTBepXKAeHUE A0OPOI BO/TH
Feel free to contact me if you need more information.



Regards,

Jayne Holmes

Human Resources Support
Vector, Inc.

jayneholmes@vector.com

NHCcTpYyMEeHTEI

JIeoemouue — eaw 8epHbili COIO3HUK

OTOT 3HAK TpenuHaHus — ObICTPBIN U yA0OHBIM CII0COO BIZE/IUTL BaXKHBIE
neTand. J|BoeTouure JiesiaeT TeKCT Oosiee OXOUMBBIM U JIAKOHUYHBIM.

Hcnoab3yiime deoemouue neped 0/1UHHbIMU CNUCKAMU

[IBoeToure cTaBUTCA Tmepen mnepeuHeM mno3unui. Harpumep: «This
redecoration includes: 5 shared offices, 7 private offices, 1 executive office, 1
executive reception area, 1 small meeting room, 1 conference room, 1 main
reception area, 1 stock room, and 1 staff room».

JIeoemouue nomozaem ebideaumb K/l04egoe C/1080 U/AU NOHsIMuUe 8 KOHYe
¢pa3bi

CraBs [BOETOUWe, Bbl CJIOBHO C/leprHBaeTe KyCOK 0OapxaTa, OTKpbIBast
Ha BceoO1iee 0603peHue 1pu3. Pa3maercs BooOpakaemasi OapabaHHast JpoOb...
ITIBoeTOuMIO TIpeJIIecTBYeT Iay3a — COBCEM KPOXOTHas, — HO ee [OCTAaTOYHO,
yroOBbI MpUB/IEUL BHMMaHWE K TOMY, uTo OyzeT cka3aHo pasee. Hampumep:
«The message we want to send is: international».

,Zleoemouue 6 Haudase npeb/lomeuwi nooo6Ho CUZHa/1y 20pHa
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Takoe [JBoeTOUHe BBOJWUT HOBYIO MBIC/Ib M 3acTaB/isseT oOpaTWTb Ha Hee
BHUMaHue. B mrcbMe, TIpuBeIeHHOM BhIIIle, eCTh U Takou npumMep: «Please note:
We will not accept products that are in anyway associated with environmental
hazards in the production, manufacturing or maintenance of materials».

IIBoeToune mnocjie «please note» — JMIIbL OAWH CAy4Yall W3 MHOTHX.
B a27eKTpOHHOU TouTe WUCMOb3yeTcss Macca MofobHbix obopoToB. Bce oHM
JTAKOHUYHbI, BLIPA3UTEIbHBI U OT/IMUHO BITUCHIBAIOTCS B €-Mail-cTuib.

Look: I would like to discuss this further...

Consider the problem: Vector has exceeded targets in sales, but...

Stop: This line of action will only complicate the situation...

Wait: Let’s hold off on this decision until...

OK: Let’s reconsider our position in the next draft...

Here’s why: The meeting resulted in a new strategic marketing campaign...

That’s true: We are in a period of belt-tightening...

No way: You’ve misunderstood their intentions...

BapuaHTEI

Feel free to contact me if you need more information...

I’d be happy to supply additional information...

If you’d like to discuss the project in detail, please phone me at...
If you need more information, please contact me at...

Please get back to me for more information...

Please don’t hesitate to contact me regarding this project...
Please give me a call and we can discuss the details.

Please let me know if I can provide more information.

Please contact me with any questions you might have.

IModpasicarue — He naazuam

[Tnaruat — cepbe3Hoe TpaBOHapyllieHWe. [lnaruatop BbifaeT
yy)Khe uAerd Wik paboTbl 3a CBOM, OOBLIYHO paZii HAXKUBBIL.
OH UCrosb3yeT UyXKYH  HMHTe/JIeKTya/llbHyl0  COOCTBEHHOCTh
Ge3 pa3pellieHHs1 aBTOpa W BbIIJIaThl COOTBETCTBYIOIUX KOMIIEHCAI[UH.

Ecnu Bbl B3siIM MPUBETCTBEHHYHO peUb, COCTABJEHHYIO APYTUM
ye/I0OBEKOM, M CKOIMpOBajM ee, TMOCTaBUB II0fi Hel CBoe WUMH,
Bbl COBEepIIW/IM T/1aruaT. Ec/iv Bbl B35/ TOTOBYIO peub U Mepenucani



ee CBOMMU CJIOBaMM, U3MEHHB (POPMYJTMPOBKU U CTPYKTYPY TeKCTa, —
3TO He TIaruat. JTO Mo/ipakKaHue.



Ounoku IIPDHA BBICTAB/IEHHUH CYETAd

Joyce,

IIpeamet 00CYyXaeHHUs
Yesterday, May 15, I received the April e-invoice from Interior
Green (please see attached). This invoice is incorrect.

Curyanus

As 1 discussed yesterday with your associate, Braunwyn
Michaels, Interior Green is no longer caring for the balcony gardens
in the Vector executive offices. We have replaced annuals with
succulents that do not require regular gardening maintenance. Vector
notified Interior Green regarding the termination of the service
contract on March 23 (see note below). We will, however, continue
to use your services for the entry garden and atrium.

Hcnpasienue
Please revise the billing statement by removing one month
of balcony maintenance and send me a cancelled invoice.

IToaTBepXAeHHE J00PO BO/IH
Thank you for your prompt attention to this matter.

Regards,

Richard Strelling
Accounts Payable
Vector, Inc.

richardstrelling(@vector.com

NHCcTpYyMEeHTEI

He 310ynompeb6astime o/1uweGHbIM C/1080M
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CnoBo «please» ykpaillaeT TeKCT, eC/Id UCIO/Ib3yeTCsl K MeCTy. JTO 3HaK
yBa)KeHUsI K ajjpecaTy M HaMeK Ha TO, UTO OTMpPaBUTE/b TOXe 3aC/ly>KUBaeT
yBa)KeHUsl. YUTUBBIM TOH HaCTpauBaeT JIIOAEW Ha TO3WTUBHBLIM JaJ, U 3TO
KacaeTcsi Kak Ou3Heca, Tak U Jpyrux cdep. Mol Befib He TIOJTHbIE UAUOTHI.

«Please» nomozaem nodHUMamMbCsi NO caAyXceOHOLI 1ecmHuye

«Please» mochl/IaeT CUrHa/MI O TOM, UTO OTIIPABUTE/b HE TPOCTO /t06e3eH,
HO 00yueH XOpOIIMM MaHepaM. YeMm Bblllle Bbl IIOJJHUMAeTeCh M0 KapbepHOM
JIeCTHHILIe, TEM Ba)KHee CTAHOBSITCS Ballld COLIMA/IbHbLIE HABBIKU.

PyKoBOAMTE N BBICIIIETO 3BeHa MH00ST 0b11jecTBO cebe 1og00HbIX. Ecmu BbI
XOTUTE BJIMTHCS B WX Ps/Ibl, CAeIyWTe UX mpumepy. VI He TONMBKO B OM3Hece.
HaGOmrofaiiTe, Kak OHM OfIEBAIOTCS, €[sIT, pa3rOBapuBaiOT, UTO [e/1a0T
B cBOOO/IHOE BpeMsi 1 0COOEHHO KaK OHU ITHIITYT MUCbMa MOUMHEHHBIM.

BocrnuTaHHBI ueiOBEeK, YyBEpeHHbIM B cebe, Bcerga BexauB. TOT,
KTO COMHEBAaeTCss B CBOMX BO3MOXHOCTAX, JiMOO  mepebapiiyBaeT
c mobe3HOCTEIO W BefeT cebs pabonernHo, /MO0 BOBce oOTOpachiBaer
yciaoBHOCTH. CI0BO «please» paboTaeT Ha Balll aBTOPHUTET.

He nepecmapatimech

CnuiikoM MHOro «please» B KOPOTKOM IHMCbMe JIeJIalOT €ro TOH
3aMCKMBAlOI[MM. Balll TeKCcT [o/DKeH UCToYaTb YBEPEeHHOCTh U CHUIY,
a He pobocTh u cmupenue. ToT, KTo 6e3 KOHIIa MOBTOPsieT «please», HallOMUHaeT
HUIIETr0, KOTOPbIN TTPOCUT MUJIOCTBIHIO.

«Please» cmsi2zuaem KOMAHOHbBIU MOH

[Topoi#t goctarouHo ofgHOTO «please» B TiepBOM (hpa3e, uTOOBLI 3aJaTh
BEPHbBIM TOH BCEMY IMUCHMY.

K npumepy, eciu ynotpebutb «please», OT/aBasi 1epBOe pacIopsyKeHUe
(«please see the attached e-invoice»), MOXXHO OMyCTUTH €T0 B Jla/ibHeMIIIeM («See
note below»).

ITo6aazodapumsb, Umo6bI 3acmasumnb




[Topoi1 «thank you» BbIpakaeT MCKPEHHIOIO TPU3HATENIbHOCTb, a MOPOU
TIOMOTaeT 3aCTaBUTh APYTHX BBITIOJHUTE Ty WIA WHYIO 3afauy. JIroau o0,
Korga ux Omarozapsat 3a paboty. Eciu Bbl 3apaHee ckakeTe afipecary criacubo,
CKOpee BCEro OH MOWJEeT BaM HaBcTpedy. MM KaKk MHUHHMYM XOPOLLEHBKO
TO/lyMaeT, Mpexk/ie ueM MOCTYIUTh NHaue.

CeTeBOM 3THUKET

Bynbre OCTOpPOXHBI C BAOKeHUsIMU. CKakeM OTKPOBEHHO: He BCe OHHU
OZIMHAKOBO Ba)KHbI. be3 HEKOTOphIX BIOMHE MOXXHO O000WTHCh. OJHU BBI
OTKpbIBaeTe, IOTOMY UTO OHM HY>KHBI /i7is1 paboThl. [Ipyrve — Koraa y Bac ecTb
BpeMsi. A TpeTbU yJassieTe, He UMTasl.

YroObl ajpecaT OTKDbLI BIO)KEHHWE — a MOXeT ObITh, [jaXke pacrieyaras
W Tpoyesl ero, — HYXHO yOenuTh ero cpenatb 3T0. WHaue stopu OymyT
BOCIIPUHMMAaTh Ballll BJIO)KEHUSI KaK He3BaHbIX TOCTeH, KOTOpble [OCTaBJISIOT
JIUILLIHKE XJIOTOTHI.

B [eiicTBUTENBLHOCTH BbI yoKe 3HaeTe, Kak 3T0 jeaeTcsi. Hy)KHO yIOMSIHY Th
B/IO)KEHWE B Tejie MuUCbMa, Haripumep Tak: «The attachment shows the latest
figures», — wmm Tak: «Please see attached». Kaxmoe BiokeHue Tpebyer
OT/e/IbHOTO YTIOMUHAHWUSI.

YBeJOMJISITh O BJIOYKEHUU C/ieflyeT B KOHIle — B KOHLIe TIpe//IooKeHus1, ab3aiia
unu nucbma. [IpocuThk afpecara NMOCMOTpeTh BAOXKEHWE B cepefuHe (pasbl —
BCe paBHO UTO OTBeuaTb Ha Tejie(DOHHBIM 3BOHOK BO BpeMsi KHWHOCEaHCa.
39T0 pa3apakaeT. ITO MelllaeT YTeHUI0. ITO cOMBaeT C MBIC/IM.

MHorue stoau AyOnvMpyroT cofiepXkaHue BIoyKeHU B mucbMe. He zenaiite
9TOro. JJoCTaTouHO KpaTKo repefaTh OOIIMA CMBIC/ B/IOKEHHOTO JOKyMeHTa.
Ecv BbI JOC/IOBHO MOBTOPSIeTE €r0 TEKCT B MUCbMe, BIOXKEHUE TepsieT CMbICII.

BiiokeHue He KOHKypUpyeT C THCbMOM. BiiokeHue He 3ameHsieT ero.
Biio)keHue [0M0/HSeT TEKCT MUChbMa.

ITocnewuwb — 1100etll HACMewWUWb

BbICOKass CKOpPOCTb CBSI3M 3aCTaB/ISIeT JIIOAEH TOPOMMUTBCH.
Ho korma peub ujeT o e-mail, syurie mputopmo3utb. He >kanelite
BpeMEHM Ha PpaboOTy HajJ TEeKCTOM — 95TH YCUIWS HEelpeMeHHO
TIPUHECYT IIoZABl. TIoMHUTe, B COOOII€HUH, HAallMCAHHOM B CIIEIIIKe,
00BIUHO OCTaeTCsA HeMaJsIo OIUOOK.



IIpocs0a nmpeocTaBUTh KPeJAUT

Cris,

IIpegmet o0CyxaeHUsI

As you know, Vector, Inc. is restructuring to mutually benefit our
longstanding business relationships with Lumina Corp. For the same
reason, Vector requires credit extension.

Aprymenr 1

Vector’s reconciliated accounts present a strong case for
extending the line to 50K. While in the short term, the debt ratio will
temporarily increase, so will the margins.

Aprymenr 2

By May 2008, our debt-to-equity ratio will reflect gains from
joint marketing agreements as well as amendments in factors
of production. The extended line allows Vector to capitalize
on opportunities while reducing accrued expenses. The full financial
statement is attached.

BeirogHoe npejajioxeHue

As Vector expands existing operations in Central and South
America, it will open new markets for Lumina Corp. I look forward
to discussing the details of these incentives over the phone prior to our
meeting. Please e-mail me your availability.

IToaTBepXKAeHUE AOOPOI BOTH
I am always available to provide additional information.

Regards,
Ambra Greason
Senior Accounts Analyst

Vector Dimensional
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NHCcTpyMEeHTEI

Jepicumech yeepeHHO U He803Mymumo, 0adxce Koz0a npocume C/AUWKOM
MHO020

JItoboil TeKkcT pacckasbiBaeT mnpapgy 00 aBrope. UuTasi OfHO MHCHMO,
Bbl UyBCTByeTe UCKPEHHOCTh OTIIPABUTEJIs, UWTasi Apyroe, MOHUMaeTe, UTO Bac
TIBITAlOTCS TIPOBECTH. YKa3aTb KOHKDeTHbIe CJIOBa, (hpa3bl UM MBIC/IH, KOTOPbIE
TOBOPSIT 00 3TOM, ObIBAaeT TPY/AHO, a TIOPOM HEBO3MOIKHO.

OTO OOBSCHSIETCSI TeM, UTO [JOCTOBEPHOCTb CKa3aHHOTO OLeHUBAETCs
He TI0 OT/ie/IbHbIM CJIOBaM WK (OpPMyIUPOBKaM. 3a4acTyr0 OHA TIPOSIB/SIETCS
HesiIBHBIM 00pa3oM Ha 6Ooree BBICOKOM YypOBHe: B 00lljeii CTPYKType TeKCTa,
B MaHepe 13/0KeHus1. VIHbIMU C/1I0BaMH, 3/leCh BaKHee He aHa/lu3, a CUHTe3.

Korga BeI nuiiieTe e-mail, 0cobeHHO ec/i peub UJIeT O CJIOKHOM U BaXKHOM
n1cbMe, cobepUTech U MocTapaiTech MokasaTb cebsi ¢ jyuiield cTopoHsl. Eciu
BbI JlejlaeTe 3TO uepe3 CUIy, UyTKMM azpecaT cpa3y 3aMeTUT 3To. Eciv B
y6esk/ieHbl, UTO Ha Ballly TPOCb0y OTBETSIT 0TKAa30M, CKOpee BCero Tak v OyzeT.

Yoescoaiime ¢ nomoujbio pakmoes

[TockosibKy  paljMOHa/bHOE  Hauajlo —  JIOTUKA, OOBeKTUBHOCTH
U SMIOUpUYecKUe JaHHble — WrpaeT BaKHYH posib B cdepe Ou3Heca, Baiie
I7IaBHOE OpY)KHe — rPaMOTHbIe apryMeHThl. V31araiite akThbl Moc/ief0BaTebHO,
ofuH 3a apyruM. [TocTeneHHO HapallBaliTe TeMI HACTyIIeHUs1. bivke K KOHITY
TIpUBEIUTE pellatoIui 10Bo. D@OpMyIUpPYyNTe MBIC/U UETKO U SICHO, He /laBaiTe
BOJIM UyBCTBaM. B 3TOM c/iyuae He3aBHCUMO OT pe3y/ibTaTa Bbl OyieTe 3HaTh,
YTO CZie/1aii BCe BOSMOXKHOE.

CeTeBOM 3THUKET

B nenoBoii mepenucke MperouTUTeIbHbI MPOCThIe TaroibHble (opmsbl. E-
mail — mparmMaTUuHbIM >KaHp: OTIpaBUTe/b MUIIET aJjpecaTy C OmnpejereHHOU
1efbl0. 37eCb HA K ueMy JiuTepaTypHble W3bICKM U CJIO)KHbIe 000pOTHI,
TIPUHATbIE B OyMa)KHBIX MUCbMax. YTOObI U3NOXKUTL CYTh [lefla WU U3MEeHUTh
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yCJIOBUSI KOHTPAKTa, He HY>KHbI CJIO)KHbIe BpeMeHa C TyTratolUMU Ha3BaHUSIMHU.

30/10TOe MpPaBUIO 3/IEKTPOHHOW MepenucKu: HKCI0/b30BaTh MPOCTENIIe
rnarosibHbie  (opmbl. [Touemy? IloToMy 4YTO MHOTMe aBTOPbI U3/MILIHE
YCJIOXKHSIIOT (pa3bl, BbIOMpasi HerpaBuIbHOE BpeMs rviarosia. Yaiile Bcero sty
olIMOKY COBepILAlT Te, KTO He OYeHb YBepEHHO BJajieeT MUChbMEHHON peubio
WJIU TOBOPUT Ha HECKOJIbKUX S13bIKAaX.

Pa3nble BapuaHThl — «Vector is being restructured», «Vector has
restructured», «Vector has been restructured», «Vector will be restructured»,
«Vector will be restructuring», «Vector will have been restructuring», «Vector
will be being restructured», «Vector will have had restructuring» — umetrot
pa3HbIi CMBICJT U YME@CTHBI B pa3HbIX cuTyalusix. Ho 6osibliieit 4acThio C/IOKHBIE
r71aroJibHble (POPMBI B 3/IEKTPOHHOM TTePEeNUCKe JIMIIb 3aCOPSIFOT TEKCT.

Tpu camble ynoTpeOuTesibHbIe (DOPMbI HACTOSIIIIETO BPEMEHU B IeJIOBOMU
repernvcke 3To: 1) mpocToe Hactosiiee (simple present): «Vector requires
a credit extension»; 2) HacTosiIiee MpojAo/bKeHHoe (simple present progressive):
«Vector is restructuring» — miaros to be + npuuactue (C OKOHUaHHWEeM -ing; 3)
dopmbl, 0Opa3oBaHHbBIE C MOMOIIBI0 MOJANbHBIX T7aro/oB: «Vector will open
markets». ITU BpeMeHa BBITIO/IHSIIOT OCHOBHYIO pabOTY, MOpPOi 3aMeHsisl TIpourie
Oosiee  CMOXKHbIE KOHCTPYKLMU. [Ipyrve r/iarojiibHblie (QoOpMbI  ClefyeT
WCTIO/Ih30BaTh JIUIIb B TeX C/Iyuasix, Korja 6e3 HUx He 000UTUCH.

Ta ke TeHAEHLMs] TIPOC/IEXMWBAeTCSI W B TIPOLLUEJIIeM BpeMeHHU:
Tpe/iTiouTeHrWe OTAaeTCcs TIPOCTOMY mpoilefuiemy (simple past tense).
Coo0mmuTh 0 ToM, uTO Vector rpoBejia peCTPyKTypU3aliuio, ayullie Tak: «Vector
restructured», ueM Tak: «Vector has had restructuring». To ke camoe OTHOCUTCS
U K Jpyrou mape BapuaHTOB: «Vector required credit» cmoTpuTCs myulle,
yem «Vector had been requiring credit». IlepBasg dpa3a momyuunack Oonee
[JIVMHAMWUYHOW U KPAaTKOM.

[TpocThie TIOHSTHBIE IIaroJ/ibHBIE (DOPMBI TPeOYIOT OT BaC MeHbIlle YCUIUN
U [leflaloT TeKCT Oosee OXOJUMBBIM U U3SIIHBIM. Dpa3bl CTAaHOBSTCS KOpOue,
7lerye W SHepruyHee. A BbI TOJiydaeTe OTOJHUTENbHBIA OOHYC: Ballla peub
nesaeTcsi 6osee yBepeHHOU U CMeJIOH.

Kak Haodo

Cnenute 3a TeM, UYTOObI B MUCbMe He ObLIO TTOBTOPEHUI: K OHOU U TOM e
MbIC/I 0OBIYHO BO3BpAILlaeTCs TOT, KTO He yBepeH B cele.

YnoTtpebsnisiiiTe ycuIMTeNbHbIE CI0Ba 10 MUHUMYyMY. «It was an important
concession» 3By4YMT BHYILIWTe/IbHee, YeM «it was a very important concession»



WM «Very, Very important concession».

Bynabre OCTOpPOXKHBI C MpPeBOCXOAHOM cTeneHbto. «One of the most
interesting outcomes» 3By4dT Jyulle, ueM «the most interesting outcome».
He nepebopiijuTe ¢ KpaltHOCTSAMU — 1O/I0OHBIN TOH BbI3bIBA€T COMHEHHUSI.

Kak He Haodo

He mepeycep/cTByliTe, pACTONKOBbIBas OJHO W TO JK€ Ppa3HbIMU
criocobaMu, — Tak Bbl pUCKyeTe 00WeTh afpecara. He 3a0rbiBaiiTe, uto e-mail
TpeOyeT KPaTKOCTH.

I[To Bo3Mo)kHOCTH m3beraiiTe cioB «really», «so», «very» v UM 1oJ00HBIX.
OHM TIpUJAIOT TEKCTy SMOI[MOHATbHYIO OKPAacKy, a 3HauWuT, He TOAsATCS
1S 1eJI0BOMA TTePeTTCKH.



OTKa3 npefocTaBUTh KpeJuT

Mick,

IIpegmet o0CyxaeHUsI

Thank you for your e-mail of Sept. 21, requesting an extension
of Vector’s credit line. The request for 50K is likely to be approved
in the future, provided:

CnMcokK yc10BuM

« variance figures meet threshold requirements of 7M
» products and operations diverge shared lines

» weighed capital is at 10 percent of the 15M marker

OTka3s

As present, the financial report is far from transparent. Lumina
cannot accept greater exposure without a better idea of what we’re
dealing with.

IToaTBepXXAeHUE A0OPOI BO/TH
Please give me a call if you want to discuss this further.

Regards,

Allen Touquas
Senior Credit Analyst
Lumina Corp.

allentouquas@Iluminacorp.com

NHCcTpYyMEeHTEI

Ocmaebme 08epb OMKpbIMOLi
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[TockosbKy Ou3HEC omMvpaeTcsi Ha B3aWMOOTHOILIEHUS, JIHOAU CTPeMSTCS
MOJ|Iep’KMBaTh M YIIPOYMBaTh [le/ioBble CBsi3U. BO3MOXHO, BbI ellje He pa3s
BCTPETUTECH C T€M, C KEM IepeluChIBaeTeCh MO 37IEKTPOHHOM MouTe.

KakuM Bbl XOTHTE OCTaThCsl B MaMsiTH azipecata? CoOpaHHBIM, BE>KTUBBIM
Y TaKTUYHBIM UK TPYOBLIM U GeciiepeMOHHBIM?

OcraBbTe [1Bepb OTKPBITOM. EC/iM BaM HY)KHO OTKasaThb afipecarty, c/ieaunTe
3TO B KOppeKTHOU (hopMme. [IpaBu/ibHas Mofjaua MOMOraeT CMSATYUTh /1aKe CaMble
HeTpusiTHble HOBOCTU. OTbITHbIE TIPeJIIPUHUMATEe/N 3HAIOT: TO, UYTO Ha TEePBBIU
B3IVISI/] KQXKeTCsl TIOpa>keHHeM, MOXKeT 00epHYThCSI BO3MOYKHOCThIO.

Ilocmaebme abpecamy KOHKpemHble yc/108us

OTKa3s, Kak u coryiacue, peko ObiBaeT 6€30roBOpOYHBIM — U TO U JpPYyroe
3aBUCHUT OT 00CTOsITeNbCTB. EC/i kKoMMepueckre akTOpbl MEHSIIOTCS, MEHSIeTCS
1 pelieHre. BmecTo Toro utobbl ckasark: «This wasn’t good enough» win «That
wasn’t right», — o0bsicHuTe ajpecary, Kakue TpeOOBaHUS OH [IOJDKeH
BBITIOJTHUTB, UYTOOBI I0CTHUYB 1e/M. EC/ii BBl TTIOKaXKeTe eMy, K UeMy CTPEMUThCS,
MsT4 CHOBa OyzieT Ha ero CTOpOHe.

Buecume yc/i108uUs 6 CnUCOK

OmvH W3 caMbIX TIPOCTBIX M YJAauHbIX CIIOCOOOB MpHB/IEUYb BHUMAaHHE
K uHpoOpMalMM — TIpeACTaBUTb €e B BUJEe MapKUMPOBAaHHOIO CIIMCKa.
OH BbigensieTcsi Ha (pOHe OCTaJbHOrO TEKCTa, a [JBOETOUYME TOC/e 3arojioBKa
npuiaeT emMy oQuIMaJbHbIA OTTeHOK. biarofiaps 3TOMy CIIMCOK Cpasy
TIpUTSTUBAET B3IJISA.

Bocnpusitue nHdopmaliiy 3aBUCUT OT ee moAaud. OJUH U TOT >Ke CIIMCOK
BbI3bIBaeT pa3HyH peaki[{io, KOorja CIpsiTaH B TeKCTe WM KOrja pasMelileH
rocpefiuHe CTpaHUlIbl. B mepBoM cjlyyae uuTaTe/lb OTBJ/IeKAeTCSI Ha [IPYTyrO
vH(OopMall1io, BO BTOPOM — COCpe/IoTauMBaeTCsl Ha Bbl/le/IeHHOM (hparMeHTe.

H36ez2atime HyMepOBAHHbIX CNUCKO8

BbiienTh MO3ULIMK CITUCKAa MOXKHO pasHbIMU criocobamu, Harpumep
C TIOMOIIIbI0 Tupe (—) win OynauToB (¢). LiudpoBbie Mapkepbl YCIOXKHSIOT TEKCT
Y OTBJIEKalOT BHUMaHHUe.



[{udpbl mogpa3ymeBarOT WepapXxudecKyro IPYIIUPOBKY JaHHbIX. 1 BaXKHee
5, a 5 BaxkHee 17. Hymepauys no3uiiyii HeCeT Onpe/ieJIeHHbIM CMBIC/I, TO3TOMY
MO3T TPaTUT BpeMsi Ha 00paboTKy JONOTHUTE/IbHON HH(MOPMALIUH.

Tupe ¥ Oy/MMTBHI paBHOMpaBHBL. YeTBepThIi IMYHKT B MapKHPOBAaHHOM
CIIMCKe He OT/IWYaeTcsi OT IepBoro. Uurare/nto He NPUXOAUTCS Pa3MbIIISTh,
UTO BaKHee.

HeliTpanbHble MapKepbl He TpeOyroT, UTOObI TMO3MWIMM I1€PeurC/ISIUCh
B OMpe/ie/ieHHOU Moc/eioBatelbHOCTH. OHU 00JiervaroT TeKCT M YMEHBIIAloT
o0bem MHGbOpMaIH, KOTOPYIO HY’KHO OCMBIC/TUTh.

He cTpemuTech K OpUrMHA/JIbHOCTA. Mapkephl, UMeIOI[e HeNpPHUBbIYHBIA
WM SKCTpaBaraHTHbIM BUJ, — TepO WIA I[[BETOYEK, — B JIeJIOBOW MEPeIrcKe
BBIIVISIISIT HEJIero.

CeTeBOM 3THUKET

[TpaBuia HamvcaHus uvces B e-mail He Tak CTPOrd, Kak B TPaJULIMOHHOU
niepervcke. To, 4To Ha Gymare THUILIETCS CJIOBOM, B 37IEKTPOHHOM MUCbMe MO>KHO
3aMeHUTb Ludpamu — Harpumep, 15 BMecto «fifteen». [IBecTu [nosapoB
B 3JIEKTPOHHOM TeKCTe OyayT BbITIsAeTh ckopee Tak $200, wem tak $200.00.
BapuaHt «two-hundred U.S. dollars» BcTpeuaeTcs eiile pexe.

Ckopocth oOMeHa wuH(oOpMalveli CKa3blBaeTCsi W Ha  TOAXOfe
K 0003HaueHMI0 JAeHeXHbIXx cymMM. $75K ycmemHo 3amensier $75,000.00,
a 800B — 800,000,000,000.

CokpalljaTh AJUHHBIE YKMC/a TTIOMOTarT abbpeBuatypel: K — Thicsuu, M —
MWUTUOHBI, B — Munnvapapl, a T — Tpuinvonbl. Ha3BaHUs IeHEeXKHbIX eIWHUL]
HUKOT[]Aa He TIMIIYTCS TIOJIHOCThIO, a 0003HaualoTCs COOTBETCTBYIOLUMU
CUMBOJIAMHU.

Eciv Ha3BaHUSI [IeHE)XHBIX e[WHUL] COBIAJAal0T U 3TO MOXKET BbI3BaTh
MyTaHWL]Y, UCTIOb3YIOTCSI MeX/IyHapoAHble COKpaleHusi: EP ajis erunerckoro
dbynTa unu AD fi/1s1 aBCTpa/IMMCKOTO /o/1apa.

B oduimanbHbIX [JOKYMEHTaX UWCAUTE/NbHble [0 CHUX [0p IHIIYTCA
TOJTHOCTBIO. B 3TOM ciiyuae onu GynyT BeirisigeTh Tak: «fifty-five billion United
States of America dollars». Ho korga coTpyHUKA KOMIMaHWKM OOMEHHBArOTCS
3JIEKTPOHHBIMU COOOIIIeHUsIMUA MeXy CcO00W Wiv C [1e/IOBBIMU MapTHepamu,
3¢ deKTUBHOCTb KOMMYHUKAL[UU BaXKHEe TpaJuLui.



3MeHeHue yC/I0BUM

Sonya,

IIpegmet o0CyxaeHUsI

As 1 mentioned today, July 13, on the phone, Vector, Inc.
is committed to maintaining our business relationship with Lumina.
Mutual profitability is the reason behind our request to amend our
supply contracts as soon as possible.

Ilnoxue HOBOCTH

In a climate of financial austerity, Vector, Inc. is reducing costs
by restricting new equipment purchases. Similarly, aggressive debt
restructuring has led to a tighter balance sheet in which outlays are
subject to close scrutiny. Moreover, losses in the Q3 supply sector
have hit hard. Consequently, we cannot maintain our current quotas
from Lumina.

Xopouive HOBOCTH

But we do not want to damage our long-term partnership. Nor do
we want injure the network we’ve worked so hard together to build.
To offset the short-term quota reduction, Vector proposes extending
the service agreements over a 3-year term.

IToaTBepXAeHHE J00POH BO/IH

I have attached a draft of the paperwork here for your
consideration. Please get back to me with any questions or comments
you might have.

Regards,

Yon Howard

Senior Business Unit Manager
Vector, Inc.

yonhoward@vector.com
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NHCcTpyMEeHTEI

ITpueods 00800bl, onupatiimecb Ha NPUYUHHO-C/1e0CIMEeHHble CES3U

[IprunHHO-C/IejCTBeHHbIe CBSI3U BIIUTHI B Camy CTPYKTYPY aHIVIMKHCKOIO
sA3blka. BCrOMHUTE, KakK YCTPOEHO TWUIHWYHOe AaHIVIMHMCKOe T[pejJjioKeHue:
roZiyiexkanee-ckazyemoe-zomnosiHeHre. CylleCTBUTE/IbHOE C IMOMOLIbIO IJ1arosa
HarpaB/isieT CBOIO SHEPryul0 Ha JononHeHwe. B npeanoxenuu: «Vector buys
Lumina subsidiary», — Vector Bo3/eliCTByeT Ha KOHEUHbIN OOBEKT, B JAHHOM
C/lyuae 3TO JjouepHsis KoMraHus Lumina.

VHbIMY C/10BamMM, aHIIMUCKWKW CUHTAKCUC (TIOPSALOK C/I0B B MPEJ/I0XKEeHUH)
uMeeT COOCTBEHHYIO JIOTUKY. MOXKHO CKa3aTb, UTO SI3bIK 3a/laeT Orpe/ie/ieHHbIN
CTPOU MBICJIEH.

Eciu Bbl uUcnonb3yete (OpPMbI, €CTECTBEHHbIE [/is1 SI3blKa, BbI HJETe
TIPOTOPEHHBIM TyTeM. 37ieCh BePOSITHOCTD 3a0/1yauThCst HeBesinka. OlHaKo, eCu
Bbl CTYIUTE Ha HEW3BeJJaHHYI0 TePPUTOPUIO, Bac XAYT Tipobsiembl. Eciu BbI
ynoTtpe6sisieTe (hOPMbI, UyXK/ble /1JIs i3bIKa, BaM MPUETCS Heslerko. DTO XOPOILIo
V3BECTHO KaXK/I0MY, KTO MBITA/ICS TIePEHeCTU BbIpa3uTe/IbHble CPeCTBa OJHOIO
sI3bIKa B IPYTOM.

Korma BBl CTaBuTe BO IVIaBy yIvla IIPUYMHHO-C/Ie[ICTBEHHbIE CBS3H,
AHIVIMMCKUM S13bIK Ha Balleil ctopoHe. CuuTanTe, YTO Bam MOBE3JIO.

O0HO 00/131CHO 8bIMeKamb U3 Opy2020

Yrobbl 1OBO/bI, KOTOPLIE OIMUPAIOTCS Ha TPUUMHHO-C/IeICTBEHHbIE CBSI3H,
Obu  yOenuTebHBIMM, W3/IaraiiTe MbBICM TIOC/e/[0BaTe/IbHO. B 1ierouke
MOCBIZIOK W C/Ie[ICTBUM OJHO [O/DKHO BBbITEKATb M3 JIDYrOro U TIOJBOAUTH
K UTOTOBBIM BbIBOJaM. Korzia mopsi/lok U3/0KeHusl JIOTUUeH, BbIBOZbI BbITVIS/IST
beccriopabpiMU. Eciu afgpecaT BUIUT HEOTPOBEpP)KMMbIe apryMeHThI, OH CKopee
BCEro COIJIaCUTCSl C BaMH. VMM Kak MUHUMYM OyZieT BbIHY)KIeH HalTH BecKue
JIOBOJbI J/151 OTKa3a.

I/Icn0/1b3yi1me c/106d, Komopbie nobuepkueamm npuuuuuo-cneacmeeuuble
cesizu




CJ/i0Ba ¥ BIpaKeHHsI, KOTOpbIEe TTOUE€PKHBAIOT JIOTHKY W3J/I0KEHUS, /1e/lafoT
paccyxzieHuss  Oosiee  yOemuTenbHBIMU. Takue  JIeKCHUECKHe  CBS3KH,
Kak «To begin with», «Next», «In addition», «Therefore», momorator
OCMBIC/IEHHIO TeKCTa — Omjarojaps WM OH CTaHOBUTCA Oojiee CTPOMHBIM
U CBsI3HbIM. EC/iM rpaMOTHO TIO/[BECTM OMIOHEHTAa K PpeIaroliM JI0BO/aM,
OH Bp#J] T CyMEeT OCITOPUTh Ballly TOUKY 3PEHUs.

CoBet

JIyuwe meHbuwe, 0a jsyuuie

JTrogu, kotopbie cTpagatoT ot cuHgpoma [1C3 ([Ipukpou CBoro 3apHuLly),
Kak IpaBusio, He ymeroT 3dexTriBHO 00111aThCs1. [Touemy? Kak ckaszan MHe ofjuH
reHepajbHbIM JUPEKTOP, OHU «PAaCTOJIKOBBIBAIOT KaKAylH0 MeJIoub B TaKUX
TOAPOOHOCTSIX, UTO CIIOCOOHBI HAZI0eCTb 10 cMepTu». OHU Tak 0oATCs 3a0bITh
HEeUTO Ba)KHOe, YTO 0OpYIIMBAIOT Ha cobeceTHUKA JTaBUHY HEHY)KHBIX CBe/IeHUH.
Onacasicb ynyCTUTb HY)KHOE, OHM Ba/AIT B Kydy BCe, UTO TpUJET B TOJIOBY.
B pe3synbraTe MHUCbMO, KOTOpOe MOIVI0O Obl yMeCcTUTbCS B Tpu ab3aila,
pacrio/3aeTcs Ha [iBe CTPaHULIbI (M He[peMeHHO COIIPOBOKAeTCs BIOXKEHUSIMU).

OTu /oAy 3a0bIBalOT, UTO aZipecaTy He HY)KHO UM He XO4eTcsl 3HaTb BCe.
UeM BbIllle €ro JIO/DKHOCTb, TeM MaciiiTabHee Bocrpusitue. Ecii Bbl XOTHTe
npeaynpeauts 0Oocca 00 aBapuM Ha TIPOM3BO/CTBE, KOTOpasi OTPa3UTCS
Ha YpPOBHe 3ariacoB Y MpUBeZET K 3a/lep’KKam MOCTaBOK, UCTOPHUSL O TOM, KakK Bbl
y3Hanu o TipobsieMe, HaBepHsSKa eMy He WHTepecHa. EMy HyXHbI JMIIb Te
JlaHHble, KOTOpble TIO3BOJIAT MPUHATH Mepbl. Ballly Brieuat/ieHus, aHaIW3
Y OL|eHKA CUTYyaLlMH 3/1eCb HU K UeMy.

[IlkBan wuHpoOpMalMK OOBIYHO He [laeT ’KelaeMoro pe3ysbrara.
MHoOroc/oBHbIe TIOC/IaHUST MeHee yOequTe/bHbI, UeM HeCKObKO TTPOAYMaHHbIX
¢pa3. KonmuecTBo He mepexoguT B KauecTBO. JIUIIHSAS WH(OPMALUsi OTBIEKaeT
Trojiyyaresis OT OCHOBHOW HJieH TMCbMa — pa3yMeeTcsi, NPy YCJIOBUM, YTO TaM
ecTb OCHOBHasg wuzes. Ecau Bbl NOCTOSHHO OTK/IOHsieTeCb OT TeMBl,
BbI TIOCTETIEHHO TepsieTe ee 13 BUJY. M mrucbMo, neperpykeHHoe MH(MOpMaLuei,
PYIIUTCS T10]], COOCTBEHHOM TS>KeCThIO.

Bosee Toro, U30bITOUHOCTh U TIOBTOPEHUSI MO/ITAUMBAIOT JJOBepHe K aBTODY.
Eciv Bbl BbICKa3ald MbIC/Ib €JUHOXK/bl, Mbl HE YCOMHUMCSI B BalllUX CJIOBax.
Eciu Bbl TIOBTOpsieTe ee CHOBAa M CHOBA, Halla Bepa TaeT. K npumepy, eciv Bbl
C/MILKOM [I0JITO pacCKa3blBaeTe, KakK YIOPHO TpPyZAWIach Balla KOMaH[a,



KaK 4yacTo Jitofu paboTasiy 1o Houam, Kak OHU 3a0pOCU/IM pa/iv TIPOeKTa JIMUHYHO
)KU3Hb, Y aJipecaTra BO3HUKAET OlllyllleHre, UTO Bbl TIpeyBe/IMurBaeTe. 3aueM BaM
3TO HY>KHO? HaBepHoe, OTOMY UTO Ha caMOM /ieJie Bbl paboTaiu CIyCTsi pyKaBa.
HacTtyrmuieHre Y MOMBITKA OTPaBAaThCsl — OUeHb pa3Hble BellW, U 3TO OTJIMUHO
3Hana jgenu Mako6er.

Xopomumii CcrieluaaucT He TpaTUT cjaoBa momycty. OH CMIIKOM 3aHST.
OH coo0ljaeT TO, UTO HY)KHO, U TIePeXOAUT K cieaytoiiei 3azade. Eciu
reHepasibHbIM JMPEKTOpP TOBOPUT, UTO KTO-TO XOPOIIO CrpaBu/cs ¢ paboToi,
3TOTO BIOJIHE [I0CTAaTOYHO.

B cuny onMcaHHBIX MPUYUH KPAaTKOCTh 3¢ ¢deKTHBHee MHOTOC/IOBUS, XOTS
U OHa UMeeT pa3yMHble Tipefiesibl. UTOObI T0O/BECTH WTOTU COBeIaHUS,
JI0OCTaTOYHO OfHOTO ab3aila, HO Masjo OAHOTO TpezsiokeHUsi. OfHAKO He CTOUT
3aMeHsITh KpaTKoe pe3toMe ToJpoOHbIM TpoTokoysioM. Kak ompezaenuTs, Koraa
VMH(MOpMaLUU [JOCTaTOYHO?

OTBeT YaCTUYHO 3aBUCHUT OT TOTO, O UeM H/IeT peub B MUChbMe UM ab3arle.
Bbl BbICKasblBaeTe CBOI TOUKYy 3peHus? [lpuBeaute ofuH-ABa TpUMepa.
Bbl onwmchiBaeTe miporjecc? Ilepeuricivte ero 3Tambl. Bbl pacckasbiBaeTe
o sioructuke? He 3abyabTe HamucaTb — KTO, UTO, /e, KOTZA U C KaKoW Liefbio.
Br1 obpaiijaetech ¢ mpockboii? [laiiTe MOTUBUPOBaHHOe 000CHOBaHUe. A MOXKeT
ObITh, BbI aprymMeHTUpyeTe CBOI TIO3UIUI0, OMUPasCh Ha MPUUYUHHO-
cyieficTBeHHbIe cBsi3u? Toraa Bam HeoOXOAMMO YBsi3aTh BCe CBOM UJleW BOEJUHO.

JItonsiM,  KOTOpble  [lalOT CJIMIIKOM Majio uHpopMaiuu, cjeayer
dbopMypoBaTb CBOM MbICTM 0Oosiee KOHKpPeTHO. BMecTto TOro urtobbl
orpaHuunThcs (pasoii: «We need to cut costs», — MOJKpPeNnuTe CBOI MBIC/Ib
aprymeHTamu: «We need to cut costs because Q1 losses in bio-pharmaceuticals
have led to a 12 percent shortfall in revenues».

Ho He mepecrtapaniTecs! Eciu neperpys3uTh Ty Ke Camyr0 WUJIEer0 JeTaslsiMH,
OHa moizieT Ha HO: «We need to really think about and consider our cost-cutting
strategies in view of the fact that substantial Q1 losses in the plant protein
products in biopharmaceuticals, particularly those manufactured in Holland
by our subsidiary, and to a lesser degree, those manufactured by our BP
in France, have negatively impacted our profits so that we have had
the unforeseen result of a 12 percent shortfall in our yearly revenues».

[To MoeMy OMBITY, aBTOPbI, KOTOpPbIe COOOIIAIOT CIUIITKOM Majio, HaXO/sATCs
B MeHbIIMHCTBe. Kyzia uaiile J/itoAd CTpafial0oT OT MHOTOC/A0BUS. [IpaBUbHBIN
o0beM CBeZieHUI 3aBUCUT Kak OT T0JiyuaTesis, Tak U OT oTnpaBuress. [TogxoguTe
K 9TOMY Tak. BbI 3HaeTe, Kaky0 MbIC/Ib XOTUTEe IOHECTH B MHUCbMe. Bac HaHsM
MOTOMY, uTO BbI pa3bupaerecb B 3ToM Bompoce. CrapaiiTech TPaBUIbHO
n03upoBaTh MH(MOpMalMio, 4ToObI Ipyrve He TOJyMasi, UTO Bbl He yBepeHbI



B cebe: He CKYyIIUTeCb Hd JdHHbIE, HO HE HEpE60p1HI/ITe C HO,Z[pO6HOCTHMI/I.

3abyobme mo, uemy 8ac yuusau 6 wikose

E-mail He TpebyeT pednekcuy, TTPOHUKHOBEHHBIX 3aUHHOB,
JOJNTUX OOCY)KZeHWM C HaCTaBHUKAMH WM Be[eHWs JHEeBHHKA
MpO OCBOEHMEe TMCaTe/bCKOrO MacTepcTBa. bu3Hec-mepernucka
OpHEeHTHPOBaHa Ha MPOAYKT, a He Ha MpoLecc.



I'/1aBa naATasn
IIpoakv U MapKeTUHT




IIpurnaineHue Ha ieHb OTKPBITHIX JBepeun

Friends, Clients, Partners —

IIpegmet o0CyxaeHUsI

After 20 years in the IT industry, Vector, Inc., is celebrating its
anniversary! In honor of you — our business community — we are
holding an Open House with eats, drinks, and chamber music.

JlecTh

Because we couldn’t have made it to the 20-year mark without
you. Because your loyalty to us has helped our company stay its
course. Because your ideas, suggestions and insights have helped us
enter our third decade in full confidence and optimism about
the future.

IToOyauTEeNTbHBIN MOTUB

At the Vector, Inc., Open House, you’ll have a chance to chat
with those you know on our Vector staff — and meet our new faces.
Because Vector is growing, and we want you to grow with us. Share
a toast and a nibble while you catch up and hear our exciting plans.

Jlorucruka

* When: Friday, March 2

» Where: Vector, Inc., Roushdy Branch, 115 Kafara Abdu, Gate
33

* Time: 6-9 p. m., Drop In

* RSVP (Regrets Only): openhouse@vector.com

IToaTBepXAeHUE J00PO BO/IH
We look forward to seeing you there.

Sincerely,
Roger Nahass

CEO


mailto:openhouse@vector.com

Vector, Inc.

rogernahass@vector.com

NHCcTpyMeHTEI

BMOUUU nomoczarom npuesiedb BHUMdHUeE

BocknuiiatenbHble  3HAKW, TIPUTIOJHSTBIA  [IPY)KeTtOOHBbIA TOH  —
Heu3MeHHble CITyTHUKU Tpofax. [Ipoiie Bcero mpuB/iedb BHUMaHUE afipecara,
BbI3BaB y HEro 5SMoLMU. Kak TOMBKO BbI BbI3bIBa/M y HEro UHTepeC, MOXKHO
nepexofuTh K feny. Ho eciu focTyyarbcs 10 HEro He yAanocCh, Bbl OTpAaTUTe
BpeMs1 BITyCTY1O.

HHoz0a He noepedsim noemopeHusi

Haxke ecnu yesioBeK UMTaeT TEKCT MPO ceOsi, OH CJIBILIUT HardCaHHbIE
cioBa. OHM 3ByuaT y Hero B rosoBe. Bocrosnb3yiiTech 3TOM 0COOEHHOCTBIO
s13blKa, TIOBTOPSISl OTZAe/IbHbIE CJI0OBa WM MbICaU. [loBTOpeHue aresupyer
K 3MOLIUSIM u ToMoraet 3aB/afieTh BHHMaHHEM ajipecara.
Ho He nepecrapaiitecb! MI36bITOK MOBTOPEHUI HaBeBaeT CKYKY.

Jlecmb — omuuHoe cpedcmeo y6excoeHust

HekoTopbie MU CUUTAIOT JieCTh ¢Gopmol /KA. ITo He Tak! JlecTh —
3T0 WJeanu3alius peasibHOTO Mupa. Bbl 3a0biBaeTe 0 He[JOCTaTKax
U TIofUepKHBaeTe [OCTOMHCTBA. JlecTb uepraeT CHIY B HCKPEHHOCTH,
a He B yiMiieMepHyH. U nepBbIii ee MOMOIIHUK — ONITUMH3M.

CeTeBOM 3THUKET

Ec/u BbI fleflaeTe MacCOBYIO pacCChLIKY, MOCTapaiTeCh, YTOObI TIPUBETCTBUE
ObUIO pacmosararolum U ApykemtobHbiM. E-mail gaeT BO3MOXKHOCTb CBSA3aThCs
C COTHSMM U ThICSUYaMU JitOfled OJJHUM Ha)kaTheM KHOTKH, W, KOHeUYHO, Takas
TeXHOJIOTHs1 00e3/TMUMBaeT Ballie TIoC/IaHue.


mailto:rogernahass@vector.com

Wcnonb3yliTe TpUBET/IVBbIE, Terible C0Ba 0e3 TeHJepHOU MpUBS3KU —
«JIpy3bsi» WU «KOJUIeTW», — KOTOPbIe OMUCHIBAKOT BAlllM peasibHble OTHOLIEHYS
C monyuarensMu. V30eraiiTe CKyuyHbIX M CTapOMOJHBLIX BbIDa)K€HUI Bpofe
«Gentleman» wm «Dear Sir or Madame». [Tomo6Hble oOpailleHuUsI C/TUIIKOM
apXauuHbl, @ Bbl HaBePHSKa XOTUTe, YTOObI BaC CUMTAIM Ue/IOBEKOM, KOTOPBIN
WJieT B HOT'Y CO BpeMeHeM.

Xots BelpakeHue «To Whom It May Concern» 10 CUX MOp UCIHO/Ib3yeTCst
B 3JIEKTPOHHOU [I04YTe, CyAsl MO BCEMY, €ro JHU couTeHbl. B pacceuikax
TIpe/INIOUTHUTeTbHO HWCII0/Ib30BaTh HeWTpanbHOe U JenoBoe «All». HekoTtopbie
aBTOPbI CMATYar0T 00e3/TMUeHHOCTb TaKOTrO Hauana, Aobaeisis «Dear» — «Dear
All». C Toii e 1]e/Ibl0 MOXXKHO MCII0/Ib30BaTh U Apyrue BapyuaHThl: «Dear Teamy,
«Dear Crew», «Dear Coworkers» u T. f1.



IIpeacraB/ieHue nNpeeMHHUKA

Drew,

IIpegmet o0CyxaeHUsI

I’ve enjoyed working together with you on Lumina Corp.
accounts over the last year. Our business relationship has not only
been mutually beneficial, but also transparent and reliable. That’s why
I feel certain you will pleased to be working with Gustaf Sorin.

IIpodeccuonanbHoOe JOChe

Gustaf is taking over my position in the Vector sales department
as Associate Sales Manager of the Poetics account. Formerly
a Consultant at Duncan & Doolittle, Gustaf was a valuable member
of the Marketing Task Force for the full range of Vector’s Poetics SW.
His ready grasp of the specifications, performance and potential
of the Poetics systems caught Vector’s eye. And it’s no wonder,
because Gustaf has an impressive background in systems
programming.

O>xuaHus

I feel certain that Gustaf will thoughtfully address your concerns
about Poetics SW with the same honesty and knowledge that you’ve
come to expect from Vector. He will be in touch with you
in the coming days about the imprint issues we discussed last month.

IToaTBepXAeHHE J00POH BO/IH
Please get back to me if there’s any information that I can supply.

Regards,

Ellie Ezran

Manager, Poetics Software Sales and Representation
Vector Inc.

ellieezran(@vector.com
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NHCcTpyMEeHTEI

He paccaabasiimecs, 0aeas 006sicCHeHUS

OObsicHeHMe — 3TO TUIWYHAsI CTpPaTerusi MUCbMEHHOW peuu, TaK XOPOIIOo
M3BeCTHasl, UTO Mbl HeJIOOIleHVBaeM ee 3HaueHWe. Pa3Be He KaXK[blii MOXKeT
OOBbSICHUTb, TIOUEMYy TOT WIA WHOW COTPYAHUK — XOPOIIUN MCIIOTHUTEb
WU KaK BBITTISIIUT HOBasl yTIaKOBKa?

[lpencraBere cebe, HeT. Pa3Hble 1eM 00BsiCHEHUs TPeOyIOT pa3HbIX
TIPUEMOB  [I/IsT  JOCTYKeHUs1 pesy/nbrata. OObsiCHEHWe coueTaeT OIKCaHue,
TIOBeCTBOBaHKWe, MPUMEpHI, aHa/u3 U pyrue TeXHUKU. [Ipu 3ToM MHOTUe AU
CUMTAIOT, UTO B JIBa CueTa CMpaBATCS C OObsICHeHUsIMH, He [jaBasi cebe Tpyaa
MOZlyMarth, YTO OHU Jle/1atoT. Pe3ysbTaThl roBOPAT camu 3a cebsl.

Omeeuas Ha onpoc «nouemMy», npudepicugaiimechb 06pamMHOl XpoHO/102UU

Korpa BBl coo0I1jaeTe 0 UbeM-TO MOBBIIIIEHUH B JOJDKHOCTH, Y cobeceiHUKA
BO3HUKaeT Borpoc: «[louemy S3TOT 4eji0OBeK TONYyUYU/ Ha3HaueHUe?»
Paccka3biBasi, KaKk OH TTPOZIBUTAJICS TI0 C/Ty>KOe, OTHUIIINTE ero OMbIT B 0OpaTHOMN
XpoOHO/OTUKU. B 3TOM C/yyae moC/ie[Hsis [JO/DKHOCTb BOCIIPUHUMAETCS
KaK 3aKOHOMEDHBIM UTOT MPEXXHUX J]0CTH)KEHUH.

Pacckakute 00 oOpa3oBaHMM U KBa/M(HUKAI[Md HOBOTO COTPYAHUKA,
HauvHasi C HacTosjero momeHTa. Kaxzjoe ripeljioKeHUe [IO/DKHO BbITEKaThb
13 rnpefbiayiero. HOBUUOK 1os1yyunsi MeCTO He MPOCTO Tak. PaHbIlle OH 3aHUMAII
no/mkHOCTE W, re goctur X. Jlo atoro oH paboran Y. A elle paHbiie Z.
[ToBecTBOBaHMe BelleTCA OT HACTOALLETO K TPOLLIOMY: 3TO MOMOraeT CesaTb
aKIIeHT Ha pe3y/braTax. [7TaBHYIO pPOJb B LIEIIOYKe UTPAIOT MOC/IeIHUE COOBITHSI.

Omeeuas Ha 80NPOC «KaK», npudepxrcueaiimechb NPIMoll XpoOHO102UU

BOHpOC «KdK» TIIpeAriojiaraeT oOImrhCadaHue IIponeccd, a 3HdUHUT, TpE6YET
pPaCCKa3dThb O COOBITHSIX TI0 IMMOpAAKY U II0KA3dTh, YTO OAHO BbITE€KdET U3 APYIoro.
XPOHOJ'IOFI/IH oripegesaeT moc/1e40BaTe/IbHOCTDb STAdIlOB, IMPpUYKXHHO-
a1eaCTBeHHAA LelodYkd YBA3bIBAET HMX MEXIAY Cco0OM. HepBaﬂ YK/IaAbIBA€T
KHPIINY K KMUPIINYY, BTOPdsA C/IY>KUT CTPOUTE/IbHBIM PACTBOPOM.



XpOHOMOTUSI M TPUUMHHO-C/Ie[ICTBEHHbIE CBSI3W OMMCHIBAIOT MPOLIECC
pa3HbIMU criocobamu U [al0T pasHble pe3y/bTaThl. X0Ts 06a MeTo/a MO3BOJISIOT
YACHUTb CYThb TIPOMCXOASIIEro, XpOHoJorusi Gonee HelTpasbHa. Uwurarenb
MOJKeT MCTOJIKOBAaTh MPOLIeCC Ha CBOe ycMoTpeHue. [IpuunMHHO-C/eCTBeHHAas
LleflouKa He OCTaB/sieT TaKoro IlaHca: COObITHS CBsi3aHbl MexX7y coboi
Y 3aKOHOMEPHO MPHBOJAT K KOHEYHOMY pe3y/ibTarTy.

BOHPOC «4mo» — /10eUKd onucaHus pea;iLHocmu

ECTb /1Ba OCHOBHBIX IOJX0/la K OMMCAHWIO 00bEKTa WU MecTa. MbI 1100
HauHMHaeM C oOIlel KapTHHbI, a TIOTOM IePeX0oAnuM K JIeTajsM, 00 MoCTyraemM
HaoOopoT. Eciv BBl XOTWUTE OIMCATh YIIAKOBKY /ISl KYKYPY3HBIX XJIOIBEB,
MOKHO HauaTb C ee pa3MepoB, a 3aKOHUWTb OINMCAHWEeM KapTHHKH,
r7ie U300pakeHbl JIeTH, C ameTUTOM TIoe/arole 3aBTpak. Miv czenath Bce
Haob0pPOT M HauaTh C MopoOHOCTE.

BbiOpaB BTOpOI MyThb, OIMHUCHIBAlTE OOBEKT I10C/I€A0BATE/LHO, JBHUTAasICh
10 YacOBOM CTpe/iKe, TPOTHB YaCOBOW CTPeNKH WA I0 BOOOpakaeMou
KOOpJUHATHOM ceTke. K mpumepy, eciii BaM HY)KHO OITUCAaTb CTPYKTYpy BeO-
CTpaHUI[bl, HAUHUTE C IIIAIKW, 3aTeM MepeiuTe K JIeBOM KOJIOHKE U JIBUralTeCh
BITPABO.

Kakoti 661 MeTO/| BbI HU U30paJjii, BCeria MpHAep>KMBaUTeCh OIpe/ e IeHHOM
IIPOCTPAHCTBEHHOM JIOTHKHU.

Bxopsamue

[Ipenctapnisis HOBOTO TOPrOBOTO TpeACTAaBUTENs, TIOMHUTe: ajpecaT
PaCCTPOUTCS, y3HaB, UTO JIMILKJCS Xopoiiero naptHepa. OH MOXXeT BCTPETUTH
M3MeHeHUs] B INTHIKM W HeB3/M0OUTh HOBHYKa. OH MoxeT 6eCroKOUThCS,
YTO I11IeKOT/IBbie MOMEHTHI, y/a)kKeHHble paHee, OyayT 3abbiThl. [lo3TOMy
rocrapairecs yoeUTh ajipecara, UTo ero MHTepeckl He MOCTPaZaloT.

YcriokoiiTe  ero, pacckazaB €My O  JIOCTOMHCTBaX  HOBHUKA.
Bamn BUpTya/ibHBIM CcOOeceHUK TOUYBCTBYeT oOserdeHve, Korja TONMeT,
yto OyzeT paboraTh C rpodu, YyTKO pearupyroiivuM Ha ero rnpo0sieMsl.



Camomnpe3eHTanus — NMCbMO MOTEHIMA/IBHOMY
K/IUEHTY

Xi,

IIpegmet o0CyxaeHUsI

I was among the many fans at your presentation last week,
“Wired for Green,” at the Vector, Inc. annual IT Conference. Given
how accomplished you are in person, I was surprised to see how
ineffective the copy is in your “Wired for Green” brochure.

BecniarHbIil 60HYC

I’ve taken the liberty of attaching a new version of the “Wired for
Green” brochure — not because I want to point out the weaknesses
of the original, but because I want to show you how much better
the brochure can be. Ideas as impressive as yours require impressive
prose, too. They need to be written as carefully as they were
developed. And they should compliment your powerful visuals with
the same level of intensity and rigor.

IIpepioxenue

As a freelance copywriter with a background in social
psychology, I specialize in using words to elicit specific responses
in readers. My clients include several Fortune 500 groups. I am
particularly drawn to your work because you bring to the business
world an intuition for trends that is rare and vital. I believe I could
help you improve your promotional tools and written communication
style.

IToaTBepXAeHHE J00POH BO/IH

I am eager to know what you think of the attached version
of “Wired for Green.” I’ll give your office a call this week to see if we
can find a time to meet.

Regards,

Sydney Wiser



www.sydneywiser.com

NHCcTpyMEeHTEI

,ZIaiime nomeHyuda/;ibHOMy K/jaueHmy noHsimb, UMo 3Haeme €20

BbIiifis Ha KOHTaKT C OyZyIIMM 3aKa3udKOM, TOCTapaiTech ybeauTh ero,
YTo y BaC eCTh BCe OCHOBaHUSI TMPOJO/DKUTHL 0OljeHue. [l 3TOoro Bam
TIPUTO/IAITCS  KOHKPETHbIe CBe/leHHs O ero Ou3Hece U AOCTWKeHUsIX. Ecmm
yesioBeK TIIOYYBCTBYeT, UTO Bbl MOATOTOBW/IMCH K PasroBOpPYy, OH TOWMeET:
Bbl He U3 TeX, KTO TepsieT BpeMsI TIOMyCTY.

C/ezka nokpumukylime 6u3Hec aopecama

Bariia 3a/jaua — He yKa3aTh Ha Cepbe3Hble TIpOMaxy, a 00paTUTh BHUMaHUe
Ha MepCIeKTUBbI POoCcTa U pa3BuThs. Kak mpaBusio, HeOKW/JaHHbIe KPUTHYECKUEe
3aMeuaHusi, 0COOeHHO KOHCTDYKTHBHBIe, BBI3BIBAIOT Y JilOfied UHTepec.
Kputukysi  HeJOCTaTKW,  TPENoJHOCUTe WX He  Kak  mpobremsl,
a KaKk BO3MOXHOCTU. byabre OTKpOBEHHBI, ONupalTech Ha (aKTbI
U TOoCTapaiiTeCb OrpPaHAYMUTHCS OOIMMM 3aMedaHusiMUA. Eciu mepeOopiiuTh
C [JeTajsiMh, MOXXHO TIOKa3aTbCsl TIPUAMPOM WM 3aHyfou. Bce Mbl 3Haewm,
YTO K TaKUM JIFOASIM He MPUC/TYLIMBAIOTCS, UX TIPe/IIOUNTal0T UTHOPHPOBATh.

IIpednoxcume adpecamy umo-mo 6ecn/iamHo

Het Huuero y6enutenbHee (pakToB. ECjii y Bac eCTh TIPOAYKT, KOTOPBIMA
ajipecaT MOXXeT YBU/IeTb CBOMMH TJIa3aMU, — 3TO OTVIMYHAsi HA’KKMBKA. Y HEro Het
TIDUUMH OTBEPrHYTH Ballle TIpe/iJIKeHrHe — BO BCSKOM CJlyuae, HaWTH Takue
TIPUUMHBI OyZIeT Heserko.

Ec/u uenioBeK TPUHSJT Balll TIOZAPOK — WA XOTs Obl 3alyMasiCs O TaKou
BO3MOYXHOCTH, — OH TOUYBCTBYET, UTO ZIO/DKEH UTO-TO B3aMeH. 3/1eCh HauWHaeT
JefiCTBOBaTh MPAaBWUJIO: yCayra 3a yciayry. B oOiecTBe He MPUHSITO CXBAaTHUTh
u Gexxatb 6e3 omsigku. YenoBeKy 3axoueTcsi oTOnarofapurh Bac, CZiefaB BaM
TIPUSITHOE.
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KpamKo onuuwume ceor KB(I/IU(I)UK(H{UIO

[ToTeHI[MaIbHBIM 3aKa3uMKaM HHTepeCHbl (DaKThl: CCHITKA Ha TPOEKTHI,
VIMeHa K/IMeHTOB, peKOMeH/Ial[ui He3HAKOMbIX JItOZlel U JlaXke CyXasi CTaTUCTHKA.
Takue cBefeHUs CO3/[AOT W/UIO3UIO OOBEKTUBHOCTU U OBbIBalOT BechbMa
ybeautenbHbl. JIeTKo cKa3arh: «MHe He HY)KeH Balll MPOAYKT», — eCM BaM
MPOCTO  TIpeJjiaraloT  3aK/JluuTh  cAenky. Kyza TpyaHee  OTK/IOHWUTH
Npe/i/IoKeHNe, eCd 3TOT TIPOAYKT WCMOMb3YHT Te, KOTO Bbl yBaXkaeTe,
WA COTHU JIFO[iell TOBOPSIT, UTO OH C/ie/iaeT Ballly KU3Hb 0oJiee CUaCT/IMBOM
Y TJIOOTBOPHOU.

He cnewuume c 21a8HbIM

Ecii  TMpOCUTh  C/UIIKOM  MHOTO, MOXKHO  JIMIIUTBCS  JIOBEpUS.
[Tpodeccronanbl 3HatOT: OM3HEC CTPOMTCS TOCTeIeHHO, Iar 3a IaroM. Baia
1ieJib Ha TIEPBOM 3Tarle — 3aMHTepecoBaTh ajipecata U JJOTOBOPUTHCS O BCTPeye.
A Bo BpeMs bGece/bl TIOCTapaiiTeCh MOMYyUUTh KOHTPAKT WK 3aK/IHOUUTh CJIENIKY.
He mbiTaliTech pelivTb BCe BOIMPOCHI B MEPBOM MHUCbMe — PAacKpbIB KapThl
paHblile BDeMeHH, Bbl TIPOUTPaeTe.

Baria 3a7jaua — yB/ieub K/IMeHTa, a He MaHUITY/TUPOBaTh UM. Pa3oXrute ero
mo0OMBITCTBO, 3aB/ajieliTe ero BHUMaHWEM, IIOJILCTUTE €ro CaMoJHOuIo.
Ho penaliTe 3TO OCTOPOKHO W HeHaBs3uMBO. Upe3MepHbIN Harop, 0COOeHHO
Ha MepBbIX JTarax MpoJjaXku, CBeZieT BalllM IIIaHChI K HYJTIO.

U310xcume uemkuti n/iaH oeticmeauu

OcraBbTe azipecarty MPOCTPAHCTBO [/ MaHeBpa, HO He TOKWJaNTe ero
Tepputoputo. IloobGerrjaiite, uto B OmKalilke [AHM TI03BOHHUTE €My
WM HamuiieTe BHOBb. [laiiTe eMy MOHSITh, YTO Ballld C/0Ba He PacXOAsTCs
c pgenoM.  JleMOHCTpUPYSL ~ OTBETCTBEHHOCTb, BbI  JIeMOHCTpUpYeTe
npodeccoHanu3M. Jlake ec/id Balll KOMMepUeCKWi TIpU3bIB He TIpHBejleT
K 3aK/IIOUeHUI0 CJeNKW, Bbl CMO)KeTe 3aBs3aTh HOBble [ie/i0Bble KOHTAKThI
Y B KOHEYHOM UTOTe MPOo/iaTh CBOM MPO/YKT.

BapuaHTBI



I’ll call you soon...

I’ll give your office a call this week...

I’ll be in touch in the coming days...

I’ll follow up this e-mail with a phone call...

I’1l contact your office this week for an appointment...
I’ll send you an e-mail later on in the week to see if...



CKI/I'I[KEI AJIA COTPYAHUKOB KOMIIdHHUHA

Dear Human Resources Manager,

IIpegmet o0CyxaeHUsI

As manager of Go Organic, I would like to extend a 10 %
discount on Gourmet Lunchboxes to all full-time Vector, Inc.
employees. The offer is good through end-2007.

Kparkoe onucaHue npogyKiuu

Go Organic specializes in light, gourmet meals prepared in our
kitchens using products from Grow Organic farms. All our
foodstuffs — fruits, vegetables, nuts and grains — are grown
in biodynamic fields free of artificial pesticides and herbicides. Our
livestock roam in fenced-in terrain, nourished on traditional feeds.
Grow Organic oils and wines are of the highest qualities, renown
as much for their taste as for their nutrients.

IToapoOHas xapaKTepuCTHKA MPOAYKTa

Each Gourmet Lunchbox features a main-course salad
accompanied by grain or bread, with a raw or prepared fruit dessert.
Vegetarians might prefer the lemon-squash salad with basil quinoa
and sautéed bananas, while others might choose the roasted chicken
accompanied with walnut and spinach salad, with cornbread and fresh
berries.

AccopTumMeHT

With 14 Go Organic Lunchboxes to choose from, there’s
an organic gourmet combination to suit every palette. We also have
a full range of sandwiches, snacks and juices, each made on-site with
our own Grow Organic ingredients.

To receive a 10%E discount, Vector, Inc. employees must present
a current employee ID. We are open 24 hours — and of course, we
deliver. If you have any questions on our offer, feel free to contact me
at Go Organic, Wilson branch: 716-235-9897. Or visit our Website at

WWW.g0_organic.com.



http://www.go_organic.com/

IToaTBepXAeHUE J00POH BO/IH
I hope to see you soon!

Sincerely,

Kathy George, Manager, Go Organic

kathygeorge@go_organic.com

NHCcTpyMEeHTEI

Cnedume 3a pacnpedesieHUeM CMbIC/108011 Hazpy3KuU

[TpaBunbHOE pacripefiejieHMe CMBICJIOBOM Harpy3KW [ejlaeT TpejioyKeHue
OTTOUEHHbIM U U3sIIHbIM. UTO Takoe CMbIC/OBasg Harpy3ka? Eciu Mbl
Harpy>kaeM MallliHy, HY)>KHO TOJIOKUTh CaMble TsDKeble Belld BHU3, Te,
YyTO TIOJierye, — CBepXy, U TMPOC/IeAUTb, UTOObI TI'Py3 He 3akpbiBaa 0030p.
He cTouT yK/aiipiBaTh Ha JHO CTEK/STHHYIO MOCYAY M CTaBUTh Ha Hee KOPOOKU
C KHUTaMH.

[Ipu pacripefiesieHUY CMBICJIOBOM HAarpy3Ku TTPOMCXOAUT HEUTo MofiobHoe.
BbI ZIO/KHBI CTPYKTYPUPOBATh Mpe/JioKeHue TakK, YTOObl OHO COZiepyKasio BCHO
HeoOxoauMyto uHbopMaluio. B pacripesenenuy uHGOpMal[u eCcTb CBOSI
norvuka. Bam He Hy)XHbI TpeJjIOKeHUs], KOTOpble YWBJISIIOT WU 03a[aurBaroT.
BbI JO/DKHBI MMUCaTh TaK, YTOOBI MOyYaresib MpodYes MUCbMO, He CIOThIKAsCh
0 HEYK/TIK)KUe KOHCTPYKLIMU U He Tajiasl, YTO XOTeJl CKa3aTb aBTop.

Yuumech y3Hasamb npeo/10dceHusl C npasu/ibHOl CmpyKmypou

Kak Bam HpaBuTcsa Takasg (ppa3a: «Gourmet Lunchboxes are being
discounted at 10 % by Go Organic for all full-time employees of Vector, Inc.»?
I'pomMo3aKO ¥ Hecypa3Ho, BepHO? [IpuunHa 3TOr0 — Hey#auHbIi TIOPSZIOK CJIOB.
Heno noptuT naccrBHasi (hopma riarosa — «are being discounted».

A Tenepb B3IIsSIHUTE Ha Apyroe npejnoxenue: «I would like to extend to all
the full-time employees of Vector, Inc. a 10 % discount on Gourmet
Lunchboxes». OHO 3ByuuT Kyjja Jiyuille: 3/leCb Cpa3y BU/IHBI TIOZiexaillee,
I7larol B aKTUBHOW (¢opMe U BaxkHass uWHoOpMalusi, KOTOPYH) HeCyT
BTOPOCTeTeHHbIe UieHbl Tpe/yiokeHusi. Ho MopsijoK BTOPOCTeNeHHbIX U/IeHOB
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He uzieasieH.

W nakoHel], nocnegauii BapuaHT: «I would like to extend a 10 % discount
on Gourmet Lunchboxes to all full-time Vector, Inc. employees». B aTom cnyuae
CMBIC/IOBasi Harpy3Ka pacrpejie/ieHa B TIOJIHOM COOTBETCTBHH C TpaBWIaMU
aHrIMicKoro si3bika: I (mognexariee) + would like to extend (akTUBHBIN T1arosn
B BexxyivBou ¢opme) + a 10 % discount on Gourmet Lunchboxes (ripsmoe
nonosiHeHue) + to all full-time Vector, Inc. employees (kocBeHHOe AOTIOMHEHNE).

ITouzpatime ¢ nopsiokom €108

[lepBbIM JelOM HauAuTe TMOJJeXaljee W TI0CTaBbTé €ro B Hayaso
nipea/ioxkeHus1. [ToATsHHATE K HEMY I7aro/i. 3aTeM 00aBbTe K 3TON KOHCTPYKLIUU
poronHeHnre. CHavasia wWjeT TMpsMoe JorojiHeHHe (0OBeKT, Ha KOTOpPBIM
HarpaB/IeHO [eMCTBUe, TIepeJjaHHOe IJIarojioM). 3a TMpsSMbIM JIOINOJHEHUeM
celyeT KOCBeHHOe (eMy 4acTo IpeLiecTByeT IpesJior).

H36ezatime naccugHoli ¢hopmbl 21az01a

AxtuBHasi ¢opma Tnarona Oogputr. [laccuBHasi HABOAUT  CKYKY.
B GonblIMHCTBe ciayuaeB maccuB — 3T0 Taby. OH fenaeT (pasbl TsHKeIbIMU
Y 3alyTaHHBIMHU.

Kak omno3Hath (pa3bl C maccMBHOM ¢opMoi marosa? VX OCHOBHbIE
NpU3HAKKU — TIOJ/Ie)Kalllee He COBepillaeT JelcTBUe, a TIOJBepraeTcs
BO3/IeMiCTBUIO; T7arol to be u mpeasiokHbie 000POTHI CO  C/IOBaMU
by wiu in B KoHI1je.

«The discount was offered by the manager» — mnaccuBHas Qopma.
«The manager offered the discount» — akTuBHas. «A salad is being featured
in the Lunchbox» — naccuBHasi. «The Lunchbox featured a salad» — akTuBHasi.

Pasymeetcsi, uHorjja 6e3 maccuBHOM (hOpMbI He 060UTUCH, HO TaKue Cilydau
penku. OOillee TpaBuIO: BCerjila CTapaiTeCh 3aMeHsSITh TacCUBHbIE (HOPMBI
AKTUBHBIMHU.

ITucamenbckuti mpyo — 3mo cnopm

OcBavBasi HOBYIO TI03y Ha 3aHSITUSIX MOrOW, BbI TIOHHWMaeTe,
YTO 3TO HeJierkoe feso. [ToHauany Teno ¢ TpyAoM NPUHUMAaeT HOBOE



TI0JIO’KEeHHE, HO C KaKJbIM pa3oM BaM CTaHOBUTCS jerue. M HakoHerl]
HacTymaeT [leHb, KOIZla BaM y/aeTcs [OCTHYb COBEPILLIEHCTBa.
A co BpeMeHeM BBITIOJIHEHUE KaXK[O0r0 YIPaKHEeHUs [0BOJUTCS
[l0 aBTOMaTu3Ma.

To >ke camoe OTHOCHUTCS K IUcaTe/bCKOMy MacTepcTBy. CHauasa
KpuBasi 00yueHusi KDyTO B3MbIBaeT BBepX. [10TOM fBM>KeHUe Briepe[
3amepyisieTcsi. Ho ecsiv BbI TBepI0 peliiiu JOOUTHCSI KOHKYPEeHTHOTO
TIpenMYyleCTBa, Ballld YCU/IUsL OKyATcs. Bam cranet jyierue. M maso-
TOMaJsly BbI [JOBe/leTe CBOM HaBbIKH I0 aBTOMAaTH3Ma.



IlesieBasi pek/iaMa HOBOT'O MPOJyKTa

Frank, Allen, Joanne,

IIpegmet o0CyxaeHUsI

As key members of Research and Development at Vector, Inc.,
you know just how prevalent electronic emissions are
in the workplace. You also know electronic emissions are becoming
an important public health issue. And you are probably aware
of evidence that continued exposure to LANS reduces worker
productivity.

IToTpeOHOCTH B MPOAYKTE

Methods for monitoring electronic  emissions (E-E)
in the workplace are expensive and cumbersome. Many companies
postpone purchasing an E-E monitoring system — even at the risk
of employee health.

IIpoayKT-pelieHue

With the introduction of the Zyztem Electronic Emissions
Reader — EER, for short — that situation is changing. The EER
is portable, affordable and accurate. The size of a paperback book,
the EER discretely sits on a desk, providing a continual read-out
of emission levels. This information is stored in a memory stick with
easy interface.

IIpuMeHeHHe MPOAYKTA

Because EER provides companies with the information they need
to protect worker health, it helps maximize worker productivity.
An accurate E-E monitoring system allows employers to pinpoint
peak emissions in order to reroute services to less congested posts.

Jlorucruka
The EER specs are attached. For more information, please feel
free to consult our Website at: www.zyztem.com.

IToaTBepXAeHUE J00POH BO/IH


http://www.zyztem.com/

Thank you for your time and attention.
Sincerely,
Robert Creel
EER Sales Manager

Zyztem International

robertcreel@zyztem.com

NHCcTpYyMEeHTEI

Komnaumenmbl adpecamy u mecmoumeHue «you»

Camblii mpocToii M OBICTPBIM CroCcoO TIpUB/IeUL BHMMAaHHWE ajjpecata —
BO37laTh JIO/DKHOEe ero mnpodeccuoHanusmy. [lpuaymaiite aBe-Tpu  (passbl
NpuMepHO Takoro poga: «You know X. And you know Y. And you are probably
aware of Z». [Tocse 3Toro nosblieHHbIN a/ipecaT CKOpell Bcero OyneT uuTaTh
Ballle MOC/IaHKe C UHTePeCoM.

A TIOCKOJIbKY MeCTOMMEHHe «you» II0/ipa3yMeBaeT CyI[eCTBOBaHUe «I»,
Takve (pas3bl [Jlelal0T TOH e-mail Ooslee TeruibIM U Ye/IOBEUHBIM.
Tak repernuchIBarOTCS >KUBbIe JIFOAU W3 TUIOTH U KPOBU — JIa’Ke eC/Id OHU CJIeTKa
TIPUTBOPSIIOTCSI.

Tpeeoza cmumyaupyem npooadxcu

OnbITHBIE TIPOJIAYKHUKY 3HAIOT: Ue/ioBeKy BakHee M30exarb 60, Hexenu
MOJIyUUThb Y[ OBOJbCTBHUE. VIMEHHO 3TO CTpem/ieHHWe 3acTaBiseT Jito#eu
packolienuTbcs. PacckaxuTte azpecaty o mpobrieMe, KOTOPYHO pelliaeT Balll
NpoAyKT. OnuIiuTe ee [eJ0BbIM U HeWTpasbHbIM, HO He PAaBHOZYLIHBIM TOHOM.
HayuHasi 0ObeKTUBHOCTb TMpeAroiaraeT A0XOJUMBOCTb U KOHKDETHKY. YMeJo
nofioOpaHHbIe PaKThl TOBOPSIT CaMU 3a ceOsl.

Coobwjume, umo npo61ema umeem peuieHue
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[laB TOHATb, YTO ajpecaT — YMHbIM UYe/IOBEeK, KOTOPbIM TMOHHWMaeT
Cepbe3HOCTb CHUTYyallid, pacCKa)KuTe, UTO Yy TpobseMbl ecTb pelleHuUe.
Pacckakute, Kak paboTaeT Balll MPOAYKT U KakoBbl ero (YHKIUU. 3areM
00bsICHUTE, KaK TIONTYYUTh JIOTIOTHUTETbHYI0 WHGOpMaIUIO.

CeTeBOM 3THUKET

BCTaBUTb B MUCHMO CCHUTKY Ha CAaMT CBOEH KOMITAaHWU — OT/IMUHAs U7esl.
Ho He mepectapaiitech! CChIZIKM He JJO/DKHBI TOPYATh MOBCIOAY KaK COPHSIKU.
Ecmui afpecar BUIUT C/IMILIKOM MHOTO CCBUIOK, OH TepsieTcs. [laiite oOryro
CCBUIKY Ha CaWT W TIPeAOCTaBbTe afipecaTry HAWTH HY)KHYH0 HWH(OPMAIUIO
CaMOCTOATEIbHO. BO3MOXKHO, OH He y3HaeT BCEro, uTo Bbl XOTeM PacCKa3ath,
HO eC/A BbI JIaZINTe eMY JJIMHHBIN CITHCOK CChUIOK, OH BPsiJ, JId Oy/IeT TepreuBo
OTKpPBIBaTh UX OJHY 3a Jpyroil. Ec/mm y Bac ymoOHbIM NIPOJyMaHHBIN CaMT, JIFOIU
HalJyT Bce HeoOXOAMMOe CaMHu.

VMccnenoBaHusi TIOKa3bIBalOT: ueM 0osibllie CCBUIOK COJepXXUT e-mail,
TeM MeHblIIIe IIIaHCOB, UTO aJipecar OyleT K/IMKaTh 10 KaXKIOH CChIKe. ECu BbI
JafuTe TOMBKO azpec O(MUI[MA/JILHOTO CaiiTa KOMITAHWHM, BEPOSTHOCTH yCIiexa
OyzeT Kyza BhIIIIe.



AHOHC HOBOI'0 MPOAYKTA

Touch infinity.

IIpegmet o0CyxaeHUsI

Vector Dimensional Poetics System 5.9 is ready to download!
The flexibility you’ve come to expect from Vector Poetics, but with
the brand-new 3rd-Millenium Enhancement.

OO01asn xapakTepucTUKa

Poetics 5.9:

* networks word, image, sound and layout applications

» provides instant, uncorrupted file exchange

* resolves format, platform and compatibility problems

» features voice recognition with global programming syntax

» offers virtual memory reload with real-time range and depth

* guarantees reduplicated script layering and replay

» fosters perceptive intuition, tightening feedback loops

* interfaces with PC, Mac, Pod, Blackberry, GPD and other
equipment.

Pa3BuTHe TeMbI
With Poetics 5.9, your data is finally fluid — from your fingertips
to the stars.

Check out www.vector.com/poetics or visit our nearest
showroom.

NHCcTpYyMEeHTEI

AHOHcUpys HO8bIlI NPOOyKIM, HAYHUMe C 2/1a6HO20

BBozHas dpa3a — 3T0 eMKHM 3aTIOMUHAIOIIMICS C/I0TaH, KOTOPBIN repeziaeT
o011yt0 KOHILIenuuio mnpoaykra. CrenaiiTe ero BOMHYIOIUM W SIDKUM. Bariia
3a/laua — pa3kKeub JFOOOIBLITCTBO YATATEIS], @ HE PACTO/IKOBAaTh, IIOUEMY MPOJYKT
JI0JDKeH BbI3bIBaTh MHTepec. CHauasa Ha/lo 3aMHTPUTOBaTh, a TIOTOM MepeX0IUTh


http://www.vector.com/poetics

K OOBSICHEeHUSIM. BBO,Z[HaH (1)[)83& — MOCTHK K TEKCTY, KOTOprﬁ naeT AdjibIie.

Jatime noussmb, umo npodykm akmya,<ieH

BepHbiii criocob npuBieyb U yaep)KaTb BHUMaHUe — y0euTh, UTO TPOAYKT
aKTyaseH. Bce XOTAT UATU B HOTY CO BpeMeHeM U ObITh B Kypce HOBUHOK. [1yCTh
IOV TIOUYBCTBYIOT OecriokoicTBo: «Kak? Brl He 3HaeTe, UTO 3TO UyJ0 TEXHUKU
yKe B IIpoJake?»

[IoCKO/IBKY «HOBOE» YaCTO BOCIIPUHUMAETCS KaK CHHOHUM «JIy4dlllero»,
HOBble Belu o06safa0T 0coboii mpuTaratenbHOCThI0. OHU  HMHTepecHee
U 3¢ (deKkTBHee «CTapblx». PasymeeTcs, agpecar npeArnouTeT HOBBIA MPOAYKT.
Pacckaxurte eMy, UTO HOBMHKA Y’Ke ITOCTYIIM/Ia Ha PBIHOK, YTO OH MOJKeT KYITUTh
ee moc/efHIO0 Bepcuio. [loTpeGuTento xoueTcsi ObITh He Xy)Ke APYruX, U 3TO
Balll I7IaBHbIN KO3bIDb.

00603Haubme c653b HOBUHKU C NpU3HAHHbIMU 6peHa(IMU

IIpy3bst ipy3eit BHYIIAIOT 00JIblie AOBepHsl, YeM He3HAKOMIIbL. To ke camoe
OTHOCHUTCS M K MPOJIYKTaM — BaM Oy/leT Tpoiije 3auHTepecoBaTh JIIOZEH CBOMM
JIeTUIIIeM, eC/Id OHU TIOUyBCTBYIOT, UTO HOBMHKA HMeeT HeuTo o0Ijee C X
CTapblMM 3HAaKOMbIMM, KOTOpble TIONYUW/IM IIIMPOKOe Tipu3HaHue. Eciuy,
TIpe/ICTaB/IsisI HOBBIM TMPOJAYKT, Bbl YIIOMHHAaeTe W3BeCTHble OpeH/bl, MHEHUe
0 ero KayeCTBe U MPOM3BOAUTE/ILHOCTH CPa3y MeHSIeTCs B JIyUllyI0 CTOPOHY.

Kak onucamb npodykm

PacckasbiBasi O HOBOM TMPOAYKTe, TIAaTebHO TOAOUpaiiTe JIeKCUKY.
Wcrnonb3yliTe AUHaMUYHbIe CJIOBa C MO3UTUBHOM OKpackKod. Tak pokjaeTcs
MOJiBa, KOTOpasi (popMUpYeT He3pUMble COLIMA/IbHbIE YCTAaHOBKU U OMpeJesieT,
Kakve TOBapbl U YCAYTM CTaHYT HeoOXOAWMBbIM aTpuOyTOM COBPEMEHHOTO
yesioBeka. Kpome Toro, mosie3sHo yroTpeb/siTh CI0Ba, OTPaXKarolle OXKUJJaHUs
OyayIux mosb3oBaTesiei.

3aeepweHue (HOHCA nepek/aukaemcst ¢ Ha4a/iom




B KOHIle onvcaHusi BEpHUTECH K UJiee, C KOTOPOUM HauMHAaeTCsl TeKCT. Takum
oOpa3oM Bbl C/IOBHO TOMelljaeTe €ro B paMKy. OTOT TOMY/SIPHBIN TIpUeM
1o3BosisieT: 1) emje pa3 MoJYepKHYTb OCHOBHYIO MbIC/Ib; 2) MPUATh CKa3aHHOMY
L[eJIOCTHBIM Y 3aBeplleHHbI BUJ. KoHell ¥ Hayaso, KOTOpbIe MepeKINKaroTCs
MeXTy COOOM, TIOXOXKU Ha TieperieT KHUTU. Takasi CTpyKTypa TeKcTa (pukcupyeT
BHUMaHUe ayIUTOPUU Ha YHUKATbHBIX 0COOEHHOCTSIX HOBUHKH.



CopeucTBre B MapKeTHUHIe

Anne, Alice,

IIpegmet o0CyxaeHUsI
Can you please help us?

Coo0meHue 00 ycnexe

As you know, the Zyztem Electronic Emissions Reader (EER)
has recently been chosen as “Innovative Product of the Year”
by the Federation of Consumers for a Sustainable Environment.

Ilnanbl Ha Oyayiee

This award brings enormous satisfaction to the EER team here
at Zyztem and heralds a new push for expansion in the field of IT
consumer protection. We plan on doubling production of the EER
in the first quarter of 2008, when we will also launch a new line
of EERs for home use.

IIpockba o npuB/euennu pedepanon

Because you are satisfied customers of the EER product, we
would like to know if you could suggest e-colleagues who might
benefit from our services? Referrals from the chief purchasing agents
at Vector, Inc. will help us reach individuals and companies who need
our products and services.

IToaTBepXAeHHE J00POH BO/IH
Please know that we value your comments and suggestions.

Sincerely,

Robert Creel

EER Sales Manager
Zyztem International

robertcreel(@zyztem.com



mailto:robertcreel@zyztem.com

NHCcTpyMEeHTEI

3adaeatiime eonpocbl, Umo6bl NPoOyoumb UHMepec

Borpoc — omMuHbIM criocob TipyBieus BHUMaHUe. [Touemy? [TotoMy uTo
YKU3HEHHBIM OTBIT TIO/ICKA3bIBaeT JIFOJSM, UTO Ha BOIPOC eCTh OTBeT. [To3ToMYy
BOIIPOC TMpOOyXK7AaeT mo0OMBITCTBO. Y azpecara cpabarbiBaeT pediekc —
Kak y cobaku IlaBioBa, — OH TpOJO/DKAeT YWTaTh, UTOOBI HAWTU OTBET.
VHCTUHKT, MIHTPUra W TPEeIBKYIIeHHe pa3rajIki [IeJIaloT CBOe JIeJI0 — KOHEUHO,
eC/i BOMPOC ObUT UHTEpeCHBIM.

Pumopuuecxue 80NnpocChbl 6eMOHcmpupy10m 6803MOJCHOCMU aemopa

Ecmu e-mail HaunHaetcsi ¢ Boripoca: «What were the real reasons behind
the plummeting stock market in 2007?» — ajpecar ckopee BCero He TOTOB
OTBETUTb Ha HETO YBEPEHHO W OJHO3HAYHO. UYTOOBI y3HATh OTBET, OH [IO/DKEH
TIpoYecTb, UTO HaNMCaHO Jajblile. Bompockl, KOTOpble He 10 3ybaM azipecary,
TI03BOJISIFOT aBTOPY TTPOIEMOHCTPHUPOBATh CBOIO KOMITETEHTHOCTb.

ITpocmbie 6onpocbl 0eMOHCMPUPYIOM 803MOM¥CHOCMU adpecama

Eciu agpecary 3aZjaloT BOIMPOC, Ha KOTOPbIM MOKET OTBETUTH TOJIBKO OH
caM, OH YyBCTByeT: B €ero B/JaCTW T[PUHATb pelleHWe, K €ro roJocy
npuciymmBatoTcs. Eciu otnpaButens crpammBaeT: «Will you help us?» —
Ha 5TOT BOIPOC MOXXET OTBETUTb TOJBKO CaM afipecar. Pa3inuHble BOMPOCHI
JAt0T pa3Hbiii 3G deKT — afpecaT MOXKeT ObITh TIOJIbIIEH, B3BOJTHOBAH, MCIyTaH
WU TIPEUCIIO/IHEH TOPAO0CTU 3a OKa3aHHOe ioBepure. 3a/laya aBTopa — HarpaBUTh
3Ty HEPrUI0 B MPaBUIbHOE PYCJIO /ISl JOCTU)KEHKSI )KelaeMOro pe3yJbTrara.

BOﬂpOCbl ynpouuearom cCesA3b Me[Hbe omnpaesumesiem u abpecamOM

BOHpOCbI IMOMOI'aloT IIOAYEPKHYTL, UTO MEXAY OTIIPABUTE/IEM M aIp€CATOM
CJIOXKWJINCE OIlpeje/ieHHbIe OTHOIIEHMA. Ecmm kto-TO 3a1d€T BOIIPOC, €CTb TOT,
KTO Ha Hero orBeuder. ABTOp MOJKET IIOAUEPKHYTH CBA3b «YOU—I» C IIOMOIIBIO



MectouMmeHu. Eciu oH 3ajjaet Bompoc: «Have you heard about the recent
nanotech innovation?» — KakeTcsi, UTo OH oOpailjaeTcsi K afpecary. 37ech,
Kak M B JPYIMX CAyuyasX, MeCTOMMEHHs «you» U «I» JemaroT TeKcT Oonee
TeTUIbIM 1 Ue/iIoBeUHbIM. DTO He TIPOCTO 00e3/TMUeHHbIM Habop C/I0B Ha 3KpaHe.
OTo [uanor OTNpaBuTeNiss W afpecata, oOMeH MHEHUSIMU MeXAY [ByMs
cobeceTHUKAMH.

Bonpoc modcHo 3adamb & 11000l MOMeHM

Borpoc MoxeT CTOSITb B CTPOKe TeMbl. M B Hauase a63arja. OH MoXeT
C/Iy>KUTh 3arojIoBKOM — B 3TOM CJiyuyae OH He TOJbKO CTPYKTYDUPYeT TeKCT,
HO Y 1oMoraeT Mpo0yauThs uHTepec. Bompoc B KoHIle TeKcTa — 3T0 3 deKTHbIM
buHar.

BapuaHThI

Please know that we value your comments and suggestions...
Please know that your feedback means a lot to us...

Meeting your business needs is our priority...

Thank you for your continued support...

We are grateful for your loyalty...

We appreciate your interest and support...

We are pleased to number you among our valued clients...

Your business is very important us, both now and in the future...

Byobme padywHbIM X0351UHOM

Korga BbI TpUXOAWTE B TOCTH, BaM TMPHUSITHO, UTO XO3sieBa
C y/abIOKOW BCTpeyarOT BaC y TOpora, TPOBOXKAIOT B TOCTUHYIO
W TpeAjiaraloT HanmUTKA W yroujeHue. Bbl € yZOBOJIBCTBUEM
BbIOMpaeTe MecTeUyko TOyoOHee U Hac/laxzaaerecb Oecemoit
C IpY3bSIMHU.

Bpsifi 1 BBl TIOUYBCTByeTe ceOsl yKeJlaHHBIM TOCTeM, eC/Id BaM
TIPUJIETCSI CAMOMY OTKPBITh ZIBEPb, OTHICKaTh TOCTUHYIO U 0CBOOOAUTD
cebe MecTO Ha JMBaHe, OTOBUHYB TpyAy rpsi3Horo Oesbs. TpyaHO
Ha3BaTb MpHeM TeIUIbIM, eC/M XO035ieBaM HeueM BaC YroCTUThb



WM BO BpeMsI Balllero BU3UTA OHU 0e3 YMOJIKY 00/ITaroT 110 TesieoHy.

ITpencraBeTe, UTO ajpecar — Balll TOCTb. EC/IM TEKCT JIETKO
yhTaeTcs, ymobeH i MPOCMOTPa, (OPMYJUPOBKM  TOUHBI
Y He COMBAIOT C TOJIKY, YeJIOBeK UYBCTBYET, UTO O HEM T03a00THIIHCE.
Ecii  nmMcbMO — HamWCaHO — IJIOXO,  TOAyYaresib  OLIyIjaeT
nipeHeOpe)KeHwe. .. WK TIPOCTO 3/TATCS.

IIpaBka

,llO.’ cmamyc MapkemuHz08020 ucc/1e008aHus1

Hey Girls,

The E-Hotels marketing survey, recently completed,
is in the process of being analyzed by the team here at Vector, Inc.
as you’ll see in the results in the executive summary and full report,
which are going to be sent to you soon.

In conclusion, the E-Hotels Survey is below our expectation,
as we will be discussing at Heathrow. Of course the data are being
gone through to get at whatever is of use.

The vendor Real People was not apparently being supervised
as well as we had hoped by our in-house delegate so that the questions
are not ideal. We got a lot of data but not the exact information that we
were looking for though some of it is useful.

The coming days I’ll be setting up a conference call so we can
discuss.

Regards,

T. S. Loringhoven

General Marketing Operations Associate
Vector, Inc.

tsloringhoven@vector.com

ITpo6Gaembi
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Obwutli e6ud mekcma! HemnoHsITHbIE OTCTYIbI MeILAOT BOCIPHUSATHIO.
OdopmreHre TeKCTa JO/DKHO TIOAUUHATHCS 001ieli moruke. KpacHble CTpPOKU
TIOMOTal0T OPUEHTHPOBAThCsl B /IOKyMeHTe: ueM O0oJjibllle B TeKCTe Te3WCOB,
TeM 0oJsibIlle KPacHbIX CTPOK. [TomMoraeT /i KOMIIOHOBKA 3TOTO TeKCTa TOHSThH
vepapxuto JaHHbIx? Hukoum ob6pa3om.

Ilopsidok  npeonodxcenuil!  Tlopsiiok  TMpeAjio)keHUd B JOKYMEHTe
Y OT/Zle/IbHBIX ab3aliax /o/KeH MOMOoraTh CUCTeMaTH3al[uu JaHHbIX, a He COUBAaTh
C TonKy. B 3TOM muchMe TIOpSiZIOK M3/IOXKEeHWsl He BBITIO/IHSET CBOel (DyHKIUU.
BbilenuTh OCHOBHBIE MBICTM HEBO3MOXXHO. JTO COBepIlleHHO Oecrione3Hoe
TTUCBMO.

ITaccueHble ¢popmbl 2nazonos! TlocMoTpuTe, Kak MHOro 37ech «being»
u «by». B cBs3ke 3Tu [Ba c/ioBa 00pa3ylOT TrpoMo3zkue HeynoboBapuMbie
KOHCTPYKLIUM, KOTOpbie fefatoT (pasy TsokeloW M HeBHSATHOW. BmecTo Toro
yToOBbI [IEMICTBOBATh, TIOZJIeXalllee TMO/BepraeTcs Bo3jelcTBUi0. BmecTto «l
kissed my lover» — «I was kissed by my lover». IlaccuBHble opMbl rarosia —
BepHbIl CI0Ccob c/iesiaTh MUCbMO BSUIBIM U CKYUHBIM.

PeweHue

Ybepume KpacHble CmMpOKU — OHU YMECTHbl B OyMa)KHBIX IHChMaXx,
a B [IeJIOBOM 3JIEKTPOHHOM IepernvcKe BBIVISIAAT apxan3MoM. VcKioueHue
COCTaBJ/ISIOT CITUCKW. BripoueM, B HEKOTOPBIX TOUTOBLIX K/HMEHTaX KpaCHbIe
CTPOKHM >KUBYT COOCTBEHHOUW J>KW3HBIO, TIOSIB/ISIICH B CaMbIX HEOXKUJAHHBIX
MecTax. Ec/ii HY)KHO, OCTaBbTe KpacHble CTPOKH BO BJIOKEHHBIX [JOKYMEHTax,
HO T103a00TbTECh, UTOOBI OHU He MeIIIa/ i BOCTIPUSITHIO.

HauHume c¢ 2nasHozo. Camble BakKHble MBIC/H CJie/lyeT BBIHECTU B Hayasio
MMCbMa WM B Hauaiio ab3aieB. JTO c/ie/laeT TEKCT $ICHBIM U JIOXOAUMBBIM
W TIO3BOJIUT ajpecaTry CIKOHOMHUTh BpeMs. Takoi TMOAXOJ TOMOTaeT aBTOPY
He COUTBLCS C MBIC/H, a afipecary — Oeryio MpoCMOTPEeTh TEKCT U HAWTH HYKHYIO
uHpopMaiuo. EMy He TpuUeTcs TepeunThiBaTh HAITMCAHHOE HECKOJIBKO pas3,
a BaM — IHCaTb BTOPOe MHMCHEMO, UTOOBI OOBSICHHUTH, UTO BBl XOTeM CKa3aTh
B TIEDPBOM.

H36aebmecb om couemaus «being» u «by». YbepuTe maccuBHbIe (OPMBI
I71arojia, U3MEHWB CTPYKTYpYy TpejyiokeHnid. dPpas3bl C aKTMBHBIMH (hOpMaMu
IJIaroJIOB TIO/Ty4YaroTcsi Gosiee SICHBIMM M 3arioMUHaromumMucs. Kak roBopurcs,
aKTWBHBIM I71aro/T — akTUBHAas (pa3a, akTUBHAs ()pa3a — aKTUBHBIN UHTaTe b.



BﬂeKmpOHHble nucbma nokasbiearom, KaKoebl 6bl HA CAMOM dene

HauasibCTBO OT/IMYHO TIOMHMUT, KTO THIIET 3()PeKTHBHbIE UeTKHe
nrucbMa. U He 3a0bIBaeT, KTO /leslaeT 3TO CIYCTs pyKaBa.

Ilocne: cmamyc MapkKemuHz08020 ucc/1e008aHus1

Marianne, Laura, Norine, Mina,

As you know, the Vector, Inc. Marketing Research Team, headed
by Tristan Betton, is analyzing the recently completed E-Hotels
Marketing Survey. Unfortunately, our primary market research
questions resulted in significant qualitative flaws.

Tristan, our in-house delegate, under-supervised the vendor Real
People. Consequently, the probing psychographics focused on follow-
ups at the expense of closed-ends. Length and sequencing were
against us — we covered a lot of terrain but without much depth.

Overall, the E-Hotels Survey is disappointing, as we will discuss
at our monthly meeting at Heathrow on August 12. I wanted to give
you the heads-up before the executive summary and full report reach
your offices by the end of next week. Please know that I am working
to salvage whatever information data we can.

I’1l set up a conference call in the coming days so we can come
up with a game plan.

Regards,

T. S. Loringhoven

General Marketing Operations Associate
Vector, Inc.

tsloringhoven@vector.com

NHCTpyMEeHTEI

Cpa3zy coobujume yesab nucbma
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B 3TOM HeT HHUUero CJIOKHOI'0, HO 3TOI0 He AejlaeT ITI0YTH HUKTO. ITomHuTe:
I[MepBbIM [€/IOM II0J/IyUdTE€/IF0 BA’KHO IIOHATH Ballly 3dAd4y. Bce ocranbHOe —
IMPpOCTO AO0ITI0/IHUTE/IbHAA I/IH(I)OpMa]_II/IH.

Byobme npsimbl, OMKpbIMbl U y8epeHbl 8 cebe

Llenb [enoBOM TiepernuCKU — He TIOAPYXXUTbCI C cobeceHUKOM
WA T0XBacTaTbCsi OOraThbiM C/IOBapHBIM 3amacoM. /[lefoBasi meperucka —
3T0 4YacTb OusHeca. OuHa TpeOyeT UYeTKMX TIPSIMBIX (HOPMYIUPOBOK.
ABTOPUTETHBIN TOH POU3BO/IUT BIleuaT/ieHue, jaXke ec/iv aZipecar He TIOHUMaeT
)KaproH uHcaiziepoB. A ecid Bbl cooOlljaeTe [ypHble BeCTH, He KajelTe
BpeMeHU, UTOObI MPeTojHeCTH UX JI0/DKHBIM 00pa3oM.

Coobujas naoxue H080CMU, nped/a0xd#cume njaaH deticmeutl

busHec He mMHOOMT HBITUKOB W TPYCOB, HO OOpIIbI M BOWTE/NU BCerzaa
TOJTyUaroT T0 3aciayraMm. bu3Hec — 3TO TIpeXk7ie BCero JeicTBUe, a JelCcTBUe —
nyulliee CpeZiCTBO MPOTHUB AYPHBIX BecTel. Ec/ii BaM BbIMa/so COOOIIUTD IJIOXHe
HOBOCTH, CJe/laliTe 3TO KpaTko, 0e3 JIMIIHUX pacCy)K[eHuil, U cpasy
TIPe/I/IOXKUTE, KaK HMCIIPaBUTh WINM YAYUIIUTb HEMIPUSATHYIO CHTyaluio. [oToBoe
pellieHre TIOMOXKeT CIVIaZIuTh TATOCTHOe BrieuaT/ieHue.

Bxopsamue

[TpocMmaTpuBasi TMChbMa B CBOEM SIIIUKe, TIONPOoOyTe Orpe/|eNUTh:
+ Kakue 13 HUX HanMcaHbl aBBTOPUTETHBIM TOHOM?

 Kakue fjat0T MOHSATb, UTO CUTYaLUS MOJ, KOHTPOIeM?

* Kakue BBIT/ISIAST HEPSILLUIUBO?

+ Kakue unTaroTcs jierko v ObICTpO?

» Kakue KaxyTcsi COMBUMBBIMU U TYMaHHBIMU?

* B Kakux olllyilaeTcsi BHUMaHUe K aZipecary?



I /1aBa miecras
PaboTa B KOMaHjae




ITo3apaB/ienusn

Lyn, Carla, Barry, Bob, Ron,

IIpegmet o0CyxaeHUsI
I want to say that it was great working with you and your teams
on the Lumina Corp. closing.

Curyanus

As we know, this was one of the most difficult closings in Vector
history. It wasn’t just the deal on the table, but the direction —
and even the future — of our firm in the next 10 years. We weren’t
negotiating for value and profits — we were negotiating for every
employee and for every investor, from the loading dock
to the boardroom.

Tpuyme

And we succeeded! When we were at the table in Boston with
experts in French and German law, we never missed a beat
and achieved our goals without significant compromise. We more than
matched the hordes of experts directed at us by Lumina, even when
the employee compensation issues hit us broadside.

ITpuunHa

Throughout this difficult time, you delivered selfless,
unhesitating support. You were available at all hours, even well after
midnight on the Memorial Day weekend; you responded quickly
to every deadline, including the last-minute TAP; and you proved that
your knowledge and understanding of the issues, from R&D through
MIS, are outstanding.

JInyHas 0/1arofapHOCTH
I couldn’t be more proud of the Vector negotiations team.

Regards,

Dave Bromige



Chief Information Officer
Vector, Inc.

davebromige@vector.com

NHCcTpYyMEeHTEI

BazodapHocmb He 00/13cHa 6bimb 06e31uUeHHOU

Yrobbl c/iefaTh TOH MUCbMa Oojiee TeTIbIM, WUCIIONb3YyWTe MeCTOUMEHHS
IMepBoro U BTOPOI'O JiMLA: «5d», «MbI», «BbI». Ecmu ects «I» u «you», 3HAYMT,
CYIIeCTByeT «we» — JIFO[Id, KOTOpble [enatoT obiijee fe10 U 0OMeHUBAKOTCS
MTMCbMaMH.

Ecim BbI Gnarofiapute KOMaH[ly OT Jiulja (GUPMBI, cllefaiiTe 3To B dopme
JTMYHOTO oOpallleHus], UICKpeHHe 1 Cep/IeuHo.

XOTsl MMUHbIE MECTOMMEHHSI YIIPOUMBAIOT Y3bl MEXK/y WieHaMU KOMaH7pl,
3TO He 3HAUWT, YTO BCe BBl HAXOJWTeCb Ha OJHOM YypoBHe. «I» MoXkeT
1o6/1aro/[JapuTh WM TTOXBAJUTh «yOU» C BBICOTBI CBOEro T0JI0KeHHs1. [1aBHOe —
BbIOpaTh BePHBIN TOH, TT0[00AOIIMI 00/IeUeHHOMY BJIaCThIO.

ITpugedume KOHKpemHbIll npuMep 3ac/ayz ujau 00CmMuXiceHull

ITucemo ¢ 1o34paB/IEHUAMHU, PEKOMEHAALIUAMKU WJ/IHU 6JIaFO,Z[apHOCTHMI/I
Tp€6y9T (baKTOB, HMHA4Y€ OHO OCTaHeTCd IIYCTbIM 3BYKOM. Tosbko KOHKPETHKA
HAalIOJIHAeT TaKHe COO6].H€HI/I$I CMBICJIOM.

Ecimu Bbl YIIOMAHETE T€ H/IM MHble OOCTMIKEHHUSA KOMdH/bLI, JTFOOW YBUIAT,
UTO UX TPpyA[ OLEHU/IN. Baiue AeJI0 — OTMETUTLb KdueCTBd U ITOCTYIIKH, KOTOpDbIE
OT/IMYALOT I10J/IyddTe/id ITMCbMd OT ITPDOYMX.

Hcnoab3yilime napasnnenbHble CMpPYKMypbl

[TapanenbHble CTPYKTYPbl — OTJIMUHBIM CIIOCOO YK/IaJKU WH(pOpPMAaIUH.
Peub ugeT 00 OAHOTHUITHOCTHM — CJIOBA, (pas3bl, BLIPDAKEHUS WM YaCTH
Tipe/I/IOXKeHUsT CTPOSITCS TI0 OZJHOM MOJienu.

BoT npumepsI napasiienbHbIX CTPYKTYP, KOTOPbIe MOTYT MIPUTOIUTHCST BaM.
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You were X, Y, and Z.

You were W. You were X. You were Y. And you were Z.

You were X, you were Y, and you were Z.

Takvie mpeaoKeHUsI CTPOATCSA IO ofHOU cxeMe. OcHOBa «You were»
He MeHseTCs, a ee HarosiHeHUe BapbupyeTcs. W, X, Y u Z MoryT ObITh
CYI1[e CTBUTE/IbHBIMH, UMEHHBIMU W/ T71arO/IbHBIMU KOHCTPYKLIUSIMH.

You were dedicated, determined, and knowledgeable.

You were dedicated to the team’s objectives. You were determined to meet
every deadline. You were knowledgeable about the fine point of business.
And you were prepared to meet every objection.

You were dedicated to the team’s objectives, you were determined to meet
every deadline, and you were prepared to meet every objection.

OTOT TIpyeM MOMOJKeT BaM ITHMCaTh >KUBbIe HeCTaHJapTHbBIE TTHCHMA.

Bxopsamue

Ecnu Bbl XOpOILO MOTPYAWIUChH, BaM XOUeTCs TPU3HAHUSI CBOMX 3aC/yT.
YroObl JIrOAM TIO/IyYaid YOBAETBOpEHHE OT paboThl, HY)KHO BO3/jaBaTh WM
Jo/mKHOe, — Oocc 3ameTws, uTo s paboTas CBePXYpPOUHO, UTO MHE YZaioCh
BEPHYTb KJ/IME€HTa, UTO MOW Tpe3eHTaluy CTaju ropasfio Jydlle, U Tak Jajee.
VIMeHHO T03TOMY TP BblpakeHUH TTPU3HATe/TbHOCTU TaK Ba)KHBI [ieTasu.



3MeHeHHue KOPIOPAaTUBHbIX MPUHIMIIOB

Chris, Louis, Jenny, Wallace, and Rolph,

IIpegmet o0CyxaeHUsI

As members of the cross-functional Oversight Task Force, you
are responsible for implementing the Strategy for Improved Phone
Security (SIPS) in your assignments. You should familiarize
yourselves with the full extent of the policy posted on the intranet:

www.vector.com/dimensional/voicephone.

O0sa3aTe/1ILCTBO
Before June 11:

IIpexxHsisi MOTUTHKA

Company cell phones are used strictly for company business.
During breaks and lunch hour, there is no restriction on the usage
of personal cell phones.

After June 11:

HoBas no/mutuka

Employees will open and close thier business phone lines
at the beginning and end of the workday using voice-activated
security codes. Caps on personal use are unchanged.

O0sA3aTe/bHBIN TaM

To file a voice-activated code, employees must follow the login
instructions posted on the intranet. The Help Desk at Vector will be
able to assist employees with the procedure.

Phone Number Recognition Data will automatically keep track
of personal call volume. We will also have precise records
of the number of calls and their business destinations.

Please emphasize to your reports that SIPS is designed to protect
them from fraudulent use of their lines. Once we have an accurate
database of phone records, we’ll be able to reduce abuse
of the company phones.


http://www.vector.com/dimensional/voicephone

IToaTBepXAeHUE J00POH BO/IH
Feel free to contact me with your concerns.

Regards,

Stanley Lake

Information Security Director
Vector, Inc.

stanlake(@vector.com

NHCcTpYyMEeHTEI

3adymatimecb 0 MOOA/IbHBIX 2/1A20/1AX

Peub uzieT 06 0co6oii Tpymre I71aro/ioB, KOTOpbie TTOSIBUMCH B aHIVIMKACKOM
A3bIKe B He3araMsATHble BpemMeHa. [IpUCMOTpPeBIIMCh K HUM, Bbl 3aMeTHTe,
YTO OHHM JIOBOJBHO CTpaHHble. MopanbHblii Tharon «will», K mpumepy,
B ITIPOIIE/IIIEM BpeMeHH TpeBpaliaeTrcsa B «would», UTO COBCeM He TOXOXKe
Ha NpUBbIUHBIE PopMbI — HarlpuMmep, «walks» u «walked».

HecMoTpst Ha HEOOBIUHYIO CTPYKTYPY, MO/Ia/IbHbIE T/1arojibl UCIO/Ib3YIOTCS
OueHb dYacTo. MbI ymoTpeb/sieM MX Ha KaXAOM Iary, II03TOMY Jake
WHOCTpPAHIIbl TMPHBBIKAIOT K HUM B /IBa cueTa. K MoOja/bHBIM I/larosiam
oTHocaTcss can/could, may/might, will/would, shall/should u must. Wuoraa
B ITOT CIIMCOK BK/OUaOT «have», «ought» M HeCko/bKO Apyrux, KOTOpbIe
He SIBJISIIOTCS MO/Ia/IbHBIMH B CTPOT'OM CMbIC/IE C/IOBa.

He 310ynompeb6astime mMo0a/ibHbIMU 2/120/1aMU

MopanbHble T/1aro/ibl — HeoThemsieMasi TPUHAZJIeXXHOCTh peud, HO 3TO
He 3HAuuT, UTO HY)KHO yNoTpeb/siTh WX MOCTOSHHO. Ecu B HUX HeT 0co0oit
HYXX/Ibl, OTPAHUUbTECh MIPOCTBIM IJIarojioM, ob603HauaroluM feiictBue. BmecTo
«I would phone frequently» nanuire «I phoned frequently».
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Bbi6upatime nooxooswjuii MoOa/1bHbIl 2/1a20/1

OObIYHO MBI BbIOMpaeM MoZalbHBIA T7Aroj Mo HauTHiO. M 3TO BIO/IHE
ecrectBeHHO. O/IHaKO [la)ke CIeIMa/MCThl TI0 TpaMMaTHKe He Bcerja
TIPU/IEP)KUBAIOTCA  OJIMHAKOBOM TOUKWM 3peHUsI Ha UX yroTpeOseHue.
[To OosbilloMy cueTy, BbIOOp OIpefie/isieTCs BepPOSATHOCTBIO  JeHCTBUSI.
C Tm[oMOIBI0 TakKWMX [71arojioB  MOXHO c(hopMHpOBaTh CBOe0Opa3HyHo
MTPOrHOCTUYECKYIO IIKa/ly, — 0T MUHUMAa/IbHOM BEPOSITHOCTH /10 MaKCUMaTbHOM.

Bo3moxxHo: You might log-on (Bbl MoXKeTe cziesiaTh 3TO, €C/Id 3aXOTUTE).

Bo3mokHo: You could log-on (gelicTBue 3aBUCUT OT Balllero >KeaaHUs
1 BO3MOKHOCTEMN).

BeposiTHo: You may log-on (3To Baille peliileHre, HUUTO He ITOMeIIlaeT BaMm).

HomxencteoBanue: You should log-on (Bel 06s13aHBI c/ie/iaTh 3TO, XOTHTE
WU HET).

YcuneHHoe fiomkeHCTBOBaHMe: You have to log-on (y Bac mpakTuuecku HeT
BbIOOpA).

HeobxomuMocTts: You must log-on (y Bac HeT BbIOOpa, BaM TIPUIETCS
c/ies1aTh 3TO).

OrnpenenieHHOCTh: You will log-on (3T0 peliieHO, BOIIPOC 3aKPhbiIT).

MoodanbHble 2/1a20/1b1 NOM0O2al0mM ObIMb 8eHC/IUBBIM

B npouecce pa3BuUTHSI aHIVIMHMCKOTO SI3bIKa MOZAJIbHbIE  [JIaroJibl
B nporeqiiem BpemeHu (could, might, would, should) cranmu ynorpe6narbcs
B KauecTBe BexUMBbIX (popMm. CaMblii yUTHBBIN BapyaHT BOIPOCA HAuWHAETCS
c «would».

Ecmu HammcaHo: «Explain it to me», — 310 npuka3. «Will you explain it
to me?» — faeT ajpecaTy IIAHC OTKAa3aThbCsl, XOTS CUTYyallUI0 KOHTPOJIMPYeT
ornipaButesib. Ho «Would you explain it to me?» — 3T0 npockba, Ckopee Bcero
oOpailjeHHasi K BBIIIECTOSIIEMY JIULTY.

H36ezatime 2nazon08 «ought» and «shall»

B OpuTaHCKOM  aHITIMMCKOM 3TH  C/0Ba  MCTONB3YKHOTCS — yaillle,
yeM B aMepPHUKaHCKOM, HO Jake B Be/lnkoOpHUTaHWM OHU MOCTEIEHHO BBIXOAST
u3 ynorpebnenus. CerofiHs OHH 3BydYaT CTPAaHHOBAaTO U CJieTKa apXauyHo.



A B€lb BdM HdBE€pHAKa XOUETCA OBLITE COBPpEMEHHBIM 4YE€/IOBEKOM.

CeTeBOM 3THUKET

E-mail no3Bosiser HaunHath (pasbl ¢ «And», «But» umu «Or». Eciu Bac
yuund, uro 3To Taly, TMpulyla T[opa paccTaTbCsi C TMPUBLIYHBIMU
Npe/iCTaBAeHUsAMU. AHIJIMMCKUM $3bIK CTPEMHUTE/IbHO pa3BUBaeTCs, U Bbl
JOJDKHBI UTA C HUM B HOTy. VlHaue Bbl pUCKyeTe MPOC/IbITh CTAPOMOJHBIM Tam,
rJle XOTUTE BBIIISIZIETh TIPOrPeCCUBHBIM.

SA3BIK 37IeKTPOHHOU TOUTHI — O/JHA M3 CaMbIX JUHAMUYHBIX COCTaBJISIOLIUX
Hallleld peud, W BIIOJIHE 3aKOHOMEDHO, 4YTO 3[leCb HemMaj0 HOBOBBEJEeHWM.
B 3/1eKTPOHHBIX COOOIeHUsIX TIOSIB/IsieTCs BCe Oornbiiie ¢pa3, KOTOpbIe
HAUMHAIOTCSI C COIO30B. JTa TEeHJEHLIMs OTpa)kaeTCs M Ha CTwie OyMaKHBIX
JIOKyMeHTOB. Takve KOHCTPYKLMM BCe uvallje BCTpeuaroTcsl B reyatHbix CMU
Y JJa)Ke B [I0OCTaHOBJ/IeHUsAX BepxoBHOro cyza.

Coro3bl — yzauHOe Hayasio MpeayiokKeHus, MOTOMY UTO OHU YKa3bIBaroT
Ha CBsi3b. «And» BBOJUT AOMOJIHUTEIBHYI0 MHpOpMaLKio. «But» MokKasbiBaer,
YTO Zasblile TIocaefyeT Bo3pakeHue, a «Or» BBOJUT ajbTepHaTHBy. OJJHAKO 3TU
C/10Ba MOTYT CTOAATb He TOJIbKO B Hauajse, HO U B CepejuHe IIpe/JI0KeHUs.
PertieHue o TOM, Iie MOCTaBUTh COO3, 3aBUCUT OT CMBIC/IOBBIX aKL|EHTOB.

B npepnoxenun: «I think so, but I’'m not sure», — mpoTHUBOIIOCTaBIeHHE
BbIpa)keHO Msirue, ueM B KOHCTPYKLUU: «I think so. But I’m not sure».



Onucanue npoueaypsbl

Dear Chem-Lab Team,

IIpegmet o0CyxaeHUsI
As we discussed in the weekly R&D meeting, visitors to the labs
must adhere to new procedures. Effective immediately:

ITepBoe
1. The visitor’s name and ID information must be filed
on the Vector Security Clearance Site (VSCS).

Bropoe
2. The “Visitor Clearance Request Form” (VSCS-348X) must be
completed at least two working days prior to the visit.

Tperbe

3. The form must briefly describe the reason for the visit
(required clearances will be pulled up automatically).

YeTBepToe
4. A copy of the Visitor Clearance Request Form will be sent
to your supervisor for approval, and you will be notified of the result.

IIaToe

5. If your supervisor approves the visit and security clearances
are met, you will be asked to fill out an “On-Site Visitor Form”
(349X) also available on VSCS.

IMTecToe

6. Upon arrival at Vector Labs, the visitor will be required
to present identification. He or she will also be required to submit
to a mandatory search, including pat-down.

CeabMoe
7. A security escort will be assigned to the visitor for the duration
of the visit.




IToaTBepXAeHUE J00POH BO/IH
If you have any questions about the new procedure, please
contact me or visit VSCS for more information.
Regards,
Duncan McGiver
Director, Vector Chemical Laboratories

Vector Dimensional

duncanmcgiver@vector.com

NHCcTpYyMEeHTEI

Yeedom15151 06 usMeHeHUU HOPM U NPaeu/l, COXpaHsitime agmopumemHbiil
Mo

OOparrjasice ¢ Mpock0OM, BbI CTapaeTech OBITb MHO0E3HBIM, UTOOBI
PacCIo/IKUTL K cebe TOTO, OT KOTO 3aBUCHT pellieHue Barieid mipobieMsl. Ecim
peub WJEeT O KOPIIOPAaTUBHBIX TIPUHIUIAX Y MPOLeAypax, Jeji0 00CTOUT WHAYe.
KopriopaTviBHble TIPUHIMITBI — 3TO W3MEHEeHWe cTparerud. IIporegypel —
WHCTPYKILIMH, KOTOpPbIE C/Ty>KaT PYKOBOJCTBOM K felicTBuiO. Hu Te HU Apyrue
He HOCAT pEeKOMEeH/aTeJlbHOTO XapakTepa. 3HAaKOMs CBOWX TOAUMHEHHBIX
C TakKMMH YyCTAHOB/IEHWSIMU, [leflaliTe 3TO TBEPJbIM, He [OMyCKaIOIUM
BO3Da’K€HHUW TOHOM.

ITepeuucaume 3manbt npoyeoypbl

[Tpoueaypa — 3T0 ornpeze/ieHHbIN NOPSA0K AercTBUM. OMUIINUTe ee 3Tarlbl
KaKk MOXHO TOYHee. [lpujep>kvBaiiTeCb TPAaBWIbHOW M0OC/A€[10BaTebHOCTH.
BripouemM, cziesiaTb 3TO ObIBaeT HeJerko.

YroObl wu30ekaTh TyTaHUI[bl TPU OMMCAHUM, pa3beilTe mMpoLeaypy
Ha TMpOCThIe oOrepaluu. OJTO TOMOXKET BaM UeTKO pa3bsiCHUTh CyTh Jena,
a ajipecary — MOHATb TpeOOBaHUsI KOMITAHWU C TTePBOTO pasa.
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OnucaHue npoyedypbl 00/13CHO Obimb Npedes1bHO YUeMKUM

[axxe ecyii BaM XOYeTCsl OTPAHUUUTLCS KPAaTKUM KOHCIIEKTOM, He flejiaiTe
3TOr0. Bam Hy’>kKHO, uTOOBI COTPYAHMKU KOMIIAHWW Benu CeOsi MpeArnrCaHHbIM
o0Opa3oM W BaM He TIPUXOAW/IOCh KOPPEKTHUPOBaTb WX AENCTBUS B OyAyIeMm.
[IlaHchl Ha ycmex pacTyT, ec/id OMuCaTh TOJUTUKY KOMIIAHUM uyTb Oosee
oULIMaTBbHBIM SI3bIKOM, YeM OObIYHO, — 3TO TIOMOTaeT I0Ka3aTh Ba’KHOCTh
U Cepbe3HOCTh WHGpopMalyyd. Kpome TOro, 5TO MOAUEpKMBaeT IIPaBOBOM
xapakrep uHbopMaiuu. Eciu Bbl BBoUTe abOpeBUaTyphl, cpasy pacimdpyiite
UX — JjaXke [/ COTPYAHUKOB CO CTakeM. BHyIIUTe/IbHBIN TOH J@eT MOHATh: PeUb
uZieT O TpaBWIaX, KOTOpble [IO/DKHBI —COOMIOAThCSI  HEYKOCHUTEBHO.
1151 KoMIaHWM 3TO 3aKOH. VI3 Hero HeT UCKJIIOUEHUH.

Imo 6bl Molceme

YMmenue mmcath 3(QeKTHBHbIE MHChbMa — HaBLIK, KOTOPOMY
MOXXHO  HayuuThcsi. OH He  TpeOyeT TIpUpPOJHOTO  Japa
WM TIOCTOSTHHOTO OOIIleHHsI C HaCTaBHUKOM. EcC/ BbI OCBOWJIM 3TO
MacTepCTBO, OHO OCTAHeTCsl C BaMU HaBCeryia.

CeTeBOM 3THUKET

B fenoBoM TmucbMe BIOJHE YMECTHBI CKOOKW. Kak W mpeajiokeHus,
KOTOpble HAUMHAIOTCSI C COM030B, CKOOKM TIpUMEHSIIOTCI B e-mail 1mmpe,
yeM B OyMakHOU KoppecrnoHZeHIMU. JItoAu uacTo HeJOOLeHUBAIOT 3TOT
TpocToii U yAo0HBIN Crocob IMOSICHUTh, JOTOHUTh WIW TPOKOMMEHTHPOBAThH
BbICKa3aHHYIO MbIC/Ib.

Ecm 00paTHUThCs K TEKCTY MHMCbMa, Mbl YBUAMM: B CTyuae «Vector Security
Clearance Site (VSCS)» cokpailleHre B CKOOKaX TOBOPUT O TOM, 4YTO 3Ta
abOpeBuarypa ellle BCTPETUTCS B OCTaJbHOW YacTU [JOKyMeHTa. BmecTo Toro
yTOOBI CKa3aTh: «$ Oy/y MCI0/b30BaTh 3Ty abOpeBUaTypy HUKE», — JOCTaTOYHO
TIOCTaBUTh ee B CKOOKH.

B ppyrom mecte ymomsiHyT «“On-Site Visitor Form” (349X)». 3pech
CKOOKM TTOKa3bIBAIOT, UTO JaHHBLINA O/laHK MMeeT orpejiefieHHbIM Homep 349X.
A B mipemyiokeHun: «The form must briefly describe the reason for the visit
(required clearances will be pulled up automatically)» — B ckoOkax gaHa
JIOTIO/IHUTe/IbHAsE UH(opMalys. JTo u3baByiseT OT HeOOXOAUMOCTH COCTaBJISITh



OTle/IbHYIO (Ppasy.

CkoOKU — y/100HBIN crioco6 00603HAUMTHL CBSI3b TE€X W/IM WHBIX CBeJleHHM.
OHU BIMO/IHE eCTeCTBeHHbI B 3/IEKTPOHHOM TIoUTe, T/e TIaBHOe — TaKOHUYHOCTh
Y SICHOCTb.

Tabauya cmuelti

B  HeKOTOphIX KOMIaHUSIX €eCTb BHYTPEHHHWe T[paBU/a
opopmienusi mmceM. CHNUCKM Takux TpeboBaHUM Ha3bIBAIOTCS
Tabmuiiamu ctwieli. He Tak [JaBHO BO MHOTUX KOMIIAHUSX ObLTH
Tabmuilbl cTue [asi cekpertapedl. Korja /uuHBIX —cekpeTapeit
yrpas3HWIN U PYKOBOJUTE/NN CTalu TMUCaTh MUChbMa CaMU, TabaULibl
cTuielt BbIUIM U3 yrotpebneHus. OfHAKO Terepb OHU TIOSIBJISFOTCS
BHOBBb.

Ecnu B Balieli KOMMaHUM HeT Tabnulbl CTUIed, COXpaHsATe
rpUMepbl MUCEM B OTJenbHOM daline. B fanbHelillieM Bbl MOXXeTe
WCTIO/h30BaTh UX B KauecTBe 00pasiioB.



HPHBLIB K KO/IVIEKTHUBHBIM YCH/IUAM

Jack, Lew,

IIpegmet o0CyxaeHUsI
I am writing to tell you that I need your support on the Lumina
Allied team now more than ever.

IIpobsiema

As you know, the IPO market has been hard hit in recent weeks,
exactly when we’re preparing to go public. I am concerned that our
can-do attitude is being replaced by a couldn’t-do — right at the time
we need to carry the ball over the line and score!

Peinenue

Market trends are just that — market trends. They come, they go.
We need to keep in mind that we’re not just selling a product — we’re
selling to someone. That is the message I want you to pass to your
teams: Who we’re selling to counts just as much as what we’re
selling.

BuiBojg

And that’s exactly why we’re going to win. Our investors believe
in our product, but they also believe they’re backing the best team.
In fact, they believe in us so much that the subscriptions are being
snapped up. We have to try as hard as we can in this final hour to get
to the finish line and win.

IToaTBepXAeHUE J00PO BO/IH
I’ll see you at the 2:30 meeting later today.

Regards,
Robin Brune
Chief Information Officer

Lumina Allied



robinbrune@Ilumina.com

NHCcTpyMEeHTEI

Ooicusume mekcm memacgopamu

HenoBasi mepenucka 0O0si3bIBaeT CTaBUThb pa3yM BbIllle SMOILMMA, JIOTUKY
BbIIlIe YYBCTB, CIeP>XaHHOCTh BhIIlIe IKCTIPeCCUBHOCTH. Ho TIOpoii TeKCTy Hy>keH
BHYTPEHHUI UMIMY/IbC — Belb Mbl arejuiupyeM He TOJIbKO K MBIC/ISIM aJ[pecara,
HO U K ero uyBCTBaM. OTO OCO0EHHO BaXKHO, Korjja HYXHO ybOeauThb
W1 MOTUBUPOBATH AAPYTUX JHO/IeH.

1 3peck Ha moMoIb OpuxoquT MeTadopa. OHa mo3Bo/sieT 6e3 JUITHUX
CJI0B BbIpPa3uTh 1ie/ibii crieKTp ujied. Eciu Bel roBopute: «the sales reps huddled
before the presentation», — BMecto: «the sales reps spoke together before
the presentation», — Bbl MOCbUIaeTe COBepIlIEHHO WHOW curHana. Bropas ¢pasa
3ByUUT HEUTpasbHO, MepBasi UMeeT 0COOBIM CMBIC/T U 3BYYUT UyTh UPOHUYHO.

[naron «huddle» TmoOKa3sbiBaeT, uTOo 3THM /AU paboTalOT BMecTe
U BbipabarbiBasiu 00IIyt0 cTpaTervio peieHusi npobnembl. Kpome Toro,
«huddle» accormupyeTcsi ¢ CeKpeTHOCTbIO — MOXOXKe, TOPrOBbIe Tpe/ICTaBUTeN
3HAIOT HEUTO, HeM3BeCTHOe MPOYUM. MbI UyBCTBYeM, UTO 3TU JIFOAU TOTOBSITCS
K 0o0t0. Peub siBHO uzier 00 U30paHHBIX, CpeAU KOTOPBIX HeT ayTcaii/iepoB.
Buaumo, npo/jaykKHUKKU MOCTapaivcCh YIaJuTh BHYTPEHHUE pa3HOI/Iacusi, UTOObI
BBICTYIIUTb €JJUHBIM (PPOHTOM.

BoT Kak MHOT0O UH(OpMaLK HeceT BCero 0HO CJIOBO!

Bbi6upatime memadgopni c ymom

B [esioBoii TiepernucKe OpPraHWYHO CMOTDPSTCS MeTadopbl, CBsi3aHHBIE
C BOWHOW U criopToM. 37ech HeT MeTadop, CBsSI3aHHBIX C CaJjaMH, MOpPeM
unu HebecHbIMM TenamMu. Mecto Takum obpa3am B Oyzayape, a He B 3aje
3ace/laHUM MPaBJIeHUSI.

3agymaiiTech, KaKk 4YacTO BbI BCTpeuyaeTe B [IeJIOBOM AaHIVIMHACKOM
c/lefyrolye c0Ba U BelpakeHusi: teamwork, team player, score, pass the ball,
step up to the plate, play hardball, play fair, tackle a problem, give a play-by-
play, ante-up, put your cards on the table, hit the basket, take the ball and run
with it, steal the ball, strike out, commit a foul, get called out, rack up points,
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play the field, hit a home run, par for the course, tee up u T. z.

A BOT ellle o/iHa rpyIra cJ0B U BbipaxkeHuii: on the offense, on the defense,
close ranks, call in the back-up, do double-duty, move to the front lines, or speak
to the commander. Wu etrje 6osee xmectkue: drop the bomb, get the ammo out,
take down the leader, account, take territory, take ’em down, kill ’em, throttle
them, straggle them, explode them out of the water, sink the ship, go for
the throat, show no mercy, nail ’em, nuke ’em u T. 1.

BoeHHble U CrHOpPTHBHBbIE MeTadopbl MpeArosaratoT IIPOTHBOCTOSIHUE.
C OmHOM CTOPOHBI «we», C JIpyroi — «them». Kaxkgasi CTOpoHa cTapaercs
1o60pOTh MPOTUBHHUKA, KTO-TO [IO/DKEH OfiepkaTh Iobefy, KTO-TO — MOTEepPHeTh
nopakeHue. B 6u3Hece peub HeT He O TIOTEPSIX KUBOW CUJIbI UM TEPPUTOPHHU.
Bopb0a uzet 3a fAeHbru. Vau 3a Biacth. Vv 3a To U ipyroe cpasy.

Memad)opbl 8bIpadicarom uyecmed, Komopblé He/1b3s1 8bipa3umb UHA4Ye

MHOruM pyKOBOAUTE/ISIM TPYAHO, a TIOPOM U HEBO3MOXKHO CKa3aTb CBOEMY
noguuHeHHOMY: «I really feel good working with you». Kyga mpoiie cka3ars:
«Good news! You’re defending the front lines, Paul». CriopTBHbBIE 1 BOEHHbIe
MeTadophl TO3BOJISIIOT BbIPAa3UTh PaJlOCTh, OTOPUEHUE, PACToNiOKeHHe U THEB,
He Hapymias OOIIeNnpuHSTHIX paMOK ToBefleHHs. MeTadopbl MOMOraroT
co0siroaTh yC/IOBHOCTH, KOTOpPbIe TPeOyIOT CKpPhIBaTh UYBCTBA, a He BBICTAB/ISAThH
WX Harokas.

Memacdhopsl ykpenasitom dyx Konjiekmueusma

CriopTUBHbIe ¥ BOeHHble MeTaOpbl HAllOMUHAIOT HaM, 4TO Ou3HeC —
9TO KOJUIEKTHMBHbIE YCWIus, TAe mobesa, Jla U TPOCTO BbDKMBaHWE 3aBUCST
OT yMeHusi paboTaTh B KOMaH/ie.

ITo3abombmech 0 cmpykmype

bonbmuHCTBO mMtofiei He yMeroT 3G(eKTHBHO OpraHu30BaTh
vH(opMalMi0 B 37€KTPOHHOM nucbMe. He 3Has, B Kakol MOMEHT
BbICKa3aTb TOT WM WHOW Te3UC, OHU TIOBTOPSIOTCS, Ha/esCh,
YTO B KOHEUYHOM HTOTe OH OKa)KeTCsS TaM, Te HY)XHO. Xy)Ke TOro,
OHM YIIyCKAlOT U3 BUJly KatOueBble MOMeHThbl. CTparerusi «Kyzia



KpHBasi BbIBe3eT» KOHTPIPOAYKTUBHA. Jlyullle MOTPaTUTh MATh MUHYT,
yToObl TIPOJyMaTh CTPYKTYpPy WU3/OXKeHUs U C(hHOpMyIUpOBaTh
OCHOBHbIe MBIC/IM, UeM TM1CaTh Hao0yM.



OOyueHue COTPYAHUKOB

All,

IIpegmet o0CyxaeHUsI

As part of its commitment to lifelong learning, Vector, Inc.,
is holding a writing training session on November 6-9, 2007
at the Renaissance Ramada (www.vector.com/training/e-mail).

IIpobsiema

For sometime, upper management has been discussing our firm’s
need for clear and efficient e-mail communication. Spot-checks of e-
mail messages frankly reveal an appalling state of affairs. Just because
an employee is literate, doesn’t mean he or she writes well. Many
of you have been told that your promotions are partially contingent
on improvement in written communication skills.

JlanbHenIIye maru

The writing seminar will address the e-mail forms and issues
specific to our company. Managers have been asked to collect sample
e-mail from their reports. These e-mails will be filtered for
confidentiality and used as the basis of discussion during the seminar.
If you have particular pieces of writing on file that you’d like to have
considered for discussion, please forward them to me.

Pemrenue

At the seminar you’ll be trained to spot your own writing
weakness and learn to correct them. You will be provided with tools
for assessment and evaluation. You will improve your writing, no
matter what level of skill you possess. Together we’ll learn
to streamline our written communications — reducing both inbox
volume and miscommunications. And free-up more of our time for
making our business grow!

IToaTBepXAeHUE J00POH BO/IH
I look forward to seeing you there.
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Regards,

T. Raymond Hobson

Executive Manager, Business Unit
Vector, Inc.

traymondhobson@vector.com

NHCcTpYyMEeHTEI

PGB_)’MHGH KpumukKkad — Xopouiee cpeacmeo momueauyuu

OcTOpOsKHBIE MSITKHe KpUTHUYECKUe 3aMeyaHust 00OBIUHO
He BOCIIPUHUMAIOTCS Bcepbe3. JIIosM Ka)KeTcsi, UTO OHM HeoOOCHOBAHHBI.
CnuilikoM JKecTKasi KDUTHMKAa TOXe He faeT pe3ynbTara. OObIYHO ee
BOCTIPUHMMAIOT Kak mieperu6. [Ipusep>xuBaiiTeCh 30/10TOM CepeivHbI: U3JI0KUTE
npobsieMy uYecTHO U TIO-[ieJIoBOMY. B 3TOoM ciyyae K BaM Kak MUHUMYM
TIPUCJTYIIAOTCS, @ BO3MOXKHO, Y TIOC/IeAYIOT BalllUM COBETaM.

Ccbiaatimechb Ha asemopumembl

Ecim Bac rofiep>kKvBaeT He OJMH MeHe/Kep, a BCe BbICIIee PYKOBO/CTBO,
Balll ZI0BOAbI OyayT ropas3no ybeaurtenbHee. Beib ecnu azipecar He coryiaceH
C BaMH, 3HAUWT, OH PACXOAMTCS BO B3I/ISIAX M C BAlIMMU CTOPOHHWKaMU. Eciu
CHWJIa Ha Ballleli CTOPOHe, OMIO3UIKS, KaK IPaBU/I0, KalluTy/TUPYeT.

MHorma ymMecTHO YIIOMSIHYTb W3BECTHOTO TOJMTHKA WIA HWCTOPUYECKYIO
JIMYHOCTb, KOTOPBIE MO/b3YIOTCs BCeobiuM yBakeHHeM. Harmpumep: «if it was
good enough for Henry Ford, it’s good enough for me». Ho nomuure, MmHeHue
HMCTOPUYECKOW JINYHOCTH MeHee yOeauTe/NbHO, YeM TOUKa 3PEeHMS] BBICIIMX
YMHOB KOMIIAHWM WM HBbIHEIIHeM 3HaMeHUTOCTH. JIyuile Bcero 3adacTyro
COCJIaThCSI Ha TIepBOe JIULI0 OpraHu3alvu.

3abyobme mo, uemy 8ac yuyu/au paHbuue
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HexkoTopble  TmiperofiaBaTesid  MHUCATeIbCKOTO  MacTepCTBa
MTOHUMAIOT, UTO HY)KHO JIIO[iIM B KOHKPETHOW cuTyaluu. [lpyrue
TOBOPST €PYH[Y, a IOTOM VAWBJISIOTCS, TIOUeMY YUEHHUK He MOXKeT
nobuThCs ycrexa.

MHorve OW3HeCMeHbI CUWTAIOT: €C/M TeKCThbl, KOTOpble OHHU
MMCa i B JIeTCTBE M FOHOCTH, TIO/[BEPTa/IiCh KPUTHUKE, 3TO TTI030pHOE
TIITHO Ha BCIO )KH3Hb. BOCITOMUHAHUSI CTAHOBSTCS /11 HUX TPaBMOM,
Melaroieit uaTu Brepesi. He 3a0biBaiiTe, uTo, /le/asi BAM 3aMeuaHus,
IIIKO/IbHBIA YUWTE/b TIPUMEHS/I KPUTEepHH, KOTOPble He aKTyasbHbI
JJIsl BaC Cero/Hsl, Be/lb C TeX MOP BbI CTa/I IKCTIEPTOM B CBOEM Jiejie.

Onuwume nomeHyuaabHbIl 3¢phexkm

Eciu BBl X0TUTe, UTOOBI Balllk MMOAUMHEHHBIE C/le/lav u4TO-TO 0e3 moca/ibl
WM THeBa, TOCTapalTech 3auMHTepecoBaTh UX. OOBSICHUTE, MMOYEMy TPEHHHT
WM CeMHHap TMPHUHEeCeT UM T10J1b3Y, 1 OHH OXOTHO BBITIO/IHAT Ballld TpeboBaHUSI.

HHoz0a He noepedum npuzpo3umb

dpa3a «zenaiiTe, UTO CKa3aHO, a He TO...» paboTaeT C He3amaMsTHBIX
BpeMeH, HO, yTOObI OHa Jjasla pe3y/bTar, Hy»KHO, UYTOObI KOMaH/Zla XOPOIII0 3Hasia
BO3MO)KHBIE TIOCeICTBUS. JIUCIUIUIMHAPHBIE Mepbl J0/DKHBI ObITh peabHBIMU
U u3MepuMbIiMU. [lycTble yrpo3bl Oecriosie3Hbl. OHM TOKa3bIBAIOT —Ballly
HerocsiefoBatesibHOCTh. K ripumepy, dpasa «Many of you have been told that
your promotions are partially contingent on improvement in written
communication skills», — BbITIO/IHSeT CBOrO 3ajauy, Toraa kKak «we all need
to improve our writing, or else!» — He UMeeT HUKAaKOTO CMbIC/IA.

Y6esicoaiime co6cmeeHHbIM NpUMepoM

['eHepar, KOTOpHIY BoroeT 60K 0 OOK C conjjaTaMu, 3aC/1y’KUBaeT YBa)kKeHUsI.
Bam OyzeT oueHb TPyZHO yOequTh TMOAUMHEHHBIX B TPEUMYIIeCTBAX TOTO
WM MHOTo obpasa JleficTBUA, ec/iv Bbl caMU BefieTe cebst MHaue.

Bxopsamue



BbI TOBKO UTO MOMYYWIM OT O0CCa MMCBbMO O CeMHHape, Ha KOTOPBIM BaM
He xXoueTcs. BaM Hy)KHO 3HaTh, UTO 3TO MEPOIPUATHE JAeNCTBUTETBHO MPHUHECeT
BaM T10J1b3y. UTOOBI CK/IOHUTH uesioBeKa K /IeliCTBHIO, Ce/lyeT aresyiipoBaTh
He TOJIbKO K pa3yMy, HO U K uyBcTBaM. ®Ppa3a: «You are capable of doing much
better work» — BbI3bIBaeT y BaC 4yBCTBO TI'OpPJIOCTH, a CJioBa «attending this
seminar will help you get promoted» — Hemnioxol palMOHaNbHBIA JOBO/,
B T10/Tb3Y TOCeIIeHUs CeMUHapa.



Top)xecTBeHHOE COOBITHE

Colleagues,

IIpegmet o0CyxaeHUsI

Please join me in welcoming our new Human Resources
Manager, Laura Morrison, on Friday, June 16, 5:00-7:00 pm,
in Duncan Hall.

Buorpajduueckas cnpaBka

Laura comes to Vector, Inc. from Rex Co., where she held
the post of Chief Compensation Analyst. She brings to Vector
a thorough understanding of our most vital asset: You. As Human
Resources Manager, Laura will field your questions and concerns
during this uncertain time of restructuring.

IToaTBepXAeHUE J00POH BO/IH
I look forward seeing you there.

Sincerely,

Alex Barron
General Manager
Vector, Inc.

alexbarron(@vector.com

NHCcTpYyMEeHTEI

H36ezatime 06e3/1uueHHbIX Npueemcmaeuti

Ecmu Bbl He 3HaeTe a/ipecaToB TMOWMEHHO, 00OpaTuTeCch K HUM WHauye,
Hanipumep: «Team Members» unm «Associates». MO)XXHO UCIOMb30BaTh U CJIOBO
«All». WN3bGeraiite cTtapoMmopaHbix oOpaiijeHuii Bpoge «Gentlemen» umu «Sir
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or Madame». Bripaxxenue «To Whom It May Concern» AonycTUMO JHILb
Py OTCYTCTBUY UHbBIX BAPUAHTOB.

Byobme kpamku

E-mail TpeGyer KpaTkocTH, 0COOEHHO TIpM MACCOBBIX PpaCChLIKaX.
O6bemHbIe JOKyMeHTbl MO0 TMpUIAraloTCs K MUCbMY B BHJE BIOYKEHHBIX
daitioB, MO0 BBIK/IAABIBAIOTCA B  KOPIOpaTMBHYH ceTb. CTpPyKTypa
TIpUr/IallieHrui Wi oObsIB/IeHUH MIPOCTa: KTO, UTO, KOT/a, T/ie U rouemy.

IToonucs «Sincerely» — mapkep co6bimuii coyua/ibHO20 Xapakmepa

[Mogmuch «regards» — yHUBepca/ibHOe 3aBepilieHue JH00ro [es10BOro
MMCbMa, HO, eCU pedb HU/IeT O KOJ/UIEKTUBHOM OOCYXX/IeHWH HOBOrO (uibMa,
a He TOMbKO TIOC/TeHET0 TO[OBOTO OTYeTa KOMIIaHWM, OOJibIlle TIOAOWJeT
BhIp@XKeHUe «sincerely».

CeTeBOM 3THUKET

[Mopsinok wu3nokeHus: uH(opmalvy B e-mail BakHee, ueM B OyMa)KHOM
nokyMeHTe. B OymakHOU Mepemnucke MOXHO ObLIO MO3BOUTH ceOe POCKOIIb
CHavaJia 3aMHTPUrOBaTh a/ipecata U JIUIb TIOTOM COO01UTE camoe T1aBHoe. C e-
mail feno ob6cTouT MHave. 37eCh HY)KHO TIOMECTUTh CaMOe Ba)KHOE B Hadasio
coo0lijeHus], a He B CepeiuHy WiK B KOHell. VIMeHHO Haua/io TeKCTa BbIBOAUTCS
Ha 5KpaH, Korja Mbl OTKpbIBaeM [JOKyMeHT. OcTajibHas 4acTb MKUCbMa 4acTo
CKpbITa OT 1a3. To, Kak roBefieT cebst unTarTesib, 3aBUCUT OT TIEPBBIX CTPOK.

[IpyHUMIT BBIHOCUTBH [JIaBHOE B HAuag0 OTHOCUTCS U K CHUHTAKCUCY
(mopsifKy CJIOB) mpefjiokeHHs. ITocMOTpuTe, Kak BBICTPOEHO MpeJ/I0KeHHe:
«Please join me in welcoming our new Human Resources Manager, Laura
Morrison, on June 16, 5:00-7:00 pm, in Duncan Hall». Ero moxHo pa36butb
Ha OTJe/lbHble COCTAaBJSIOLMe, KOTOpPble pPacO/IOKeHbl B TOPSJKe CHUKEeHUS
3HAYMMOCTH.

Please join me = 6occ obpaijaercss K TOAYMHEHHBIM C TIPOCHOOM;
in welcoming = nesib MeponpusiTusi; our new Human Resources Manager, Laura
Morrison = nuijo, kKoTopoe OyayT yecTBoBaTh; on Friday, June 16 = neHb u jjaTa;
5:00-7:00 pm = Bpemsi; in Duncan Hall = mecTo.



[Tpenno)keHWe  CTPYKTYpHPOBaHO TakKuM 00pa3oM, UTO  IJIaBHas
yvHbOopMaLUs — TIpUI/IaliieHue 60cca — MOsB/SeTCS TTepBOM, a BTOPOCTeIeHHasT —
MeCTO TIPOBE/JIeHUs] MEPONPUSITHAS — CJIBUTAeTCd B KOHell. Takou MOpsiZiloK CJIOB
TIOMOTaeT TIPUBJ/IeUh BHUMaHUe K IJTaBHOMY. B OONBIIMHCTBe CiyyaeB CKa3aHHOE
B HauaJsie TIpUBJIeKaeT 00JIbIlle BHUMaHUs, YeM IOC/IeIHUe CJIOBA.

[ToripobyemM MOMeHSATH TIOPSIIOK C/IOB B mipefioxeHnH: «In Duncan Hall,
from 5:00-7:00 pm on Friday, June 16, our new Human Resources Manager,
Laura Morrison will be welcomed by all of us».

B 3TOM mpumepe cambIM IJlaBHbIM MOMeHTOM cTaHoBUTCSi Duncan Hall —
Be/lb OH CTOUT B Hayaje MNpeiokeHUs. A BpeMs Tpa3fHUKA JeaeTcsl BaKHee
JlaThbl, UHa4Ye 10YeMy Mbl HAUMHaeM C BPeMEeHU U JIWIIIb OTOM Ha3bIBaeéM UKUCIIO?
W, HakOHell, Mbl BBISICHSIEM, KTO BUHOBHUK TOP>XECTBa, U y3HaeM, UTO BCE MbI
TIpUIVIAllieHbl Ha Mpa3faHuK. [TopsIoK C/I0B B 3TOM Tpe//I0’KeHUU NPOTUBOPEUNT
BHYTPEHHEH JIOTUKe aHTJIMHMCKOrO SI3bIKa, U 3TO UyBCTBYETCS Cpa3y.

XoTs ripodeCcCUOHa/bHbBIE TIMCATe/d WHOT[a HapyllalT 3TO MPaBUIO paju
CTUNMUCTUUECKUX 3(PGeKToB, B [1e/I0BOM Tieperucke W3/0)KeHWe CBeleHui
B MOpPSA/IKE 3HAUMMOCTH — 3TO ONTUMAJIbHBIA NYTh.

HepenuCKa — deno cepbe3Hoe

HekoTopble /toAM OTHOCSITCSI K CO3[j@aHHI0 TEKCTOB BO BpeMsi
paboThl He c/UIIIKOM cepbe3HOo. OHU He paflyloTCs, HalKCaB yAauyHoe
MMMCbMO, U He YAe/sioT 0c000ro BHMMaHHS HaBbIKaM ITMCbMEHHOMN
peur. He cTtout HenoolleHHBaTh 3(PQeKTUBHbIE [e/oBbie MUChMa.
Jlrobasi kKoMmmaHuSs, TAe COTPYAHUKU BAJIEIOT CJIOTOM U YMEIOT
GnecTsiie W3araTb CBOM MBIC/IM Ha THMCbMe, MMEeT KOHKYPEHTHOe
npeumyiilectBo. Ecmm ke mogu He o00yuyeHbl MHMCATh TEKCTHI,
OopraHu3aliy TIPUXOAUTCS TYTO.

CoBet

I'eHOepHO-HelimpaabHbIU A3bIK

B rnocdiegHee BpeMd B [O€/JIOBOM A3bIKE€ IIPOUCXOAAT PpPeEBOJ/IIOIWMOHHLIE
HN3MEHEHUH]. FEH,E[epHO-BKCKJ'I}OBI/IBHy}O JIEKCUKY BBITE€CHAET KMHAs. CekcucTckue
CJIOB€UKU — H©W TeHAepHO OpHUEHTHPOBAHHAA (bpéBGOJ'IOFI/IH — HCUe3droT



V3 KOppeCIOHJEeHLMU. AMepUKaHCKUK [e/I0BOM aHIVIMMCKUM CTaHOBUTCS
reH/IepHO-HeUTPaJIbHbIM.

K mpumepy, HUKTO Oobllle He WCIO/b3yeT B MPUBETCTBUU CJOBO «Sirs»,
3a UCK/IOYEHMeM CJiydaeB, KOrZJa aBTOpP XO4eT MOAYEPKHYTb, UYTO OH POJOM
u3 Craporo Ceeta. (1 mosToMy He nyuriuii maptHep /s 6usHeca!) [Tomo6HBIM
oOpa3oM, HUKOMY He TIpUJeT B TOJIOBY WCII0/b30BaTh C0BO «Oriental»
NPYMEHUTEeIbHO K SMOHL. B 3Tom ciiyuae Gosiee ymecTHO «Asian», Tak ke
Kak cnoBo «disabled» 3ByuuT nyuie, uem «handicapped». Ha mepBbIii B3,
peub HJeT O UYWCTO KOCMeTHUYeCKUX U3MEHEeHMSIX, U KOMY-TO BCe 3TO KaXkKeTCsl
CyeTol Ha MyCTOM MecCTe, HO 3TO He Tak. UToObl U3MeHUTb 00pa3 MbIILIEHUS
JIFOflel, HY>KHO U3SMEHUTh UX SA3BIK.

Korga TOT, KTO TMpWBLIK OOpaiathcsi K afipecaty «Sir», CTaHeT MuUCaTh
«Dear Shipping Agent», OH He MPOCTO TMOChLIAET CUTHAA O TOM, UTO YYXK]
cekcusMa. OH NpU3HAET, UTOo MoJiyyaresib MMCbMa MOKeT 0Ka3aThCsl JKeHILIUHOM.

WHKH03MBHOCTh MIPUMEHUTE/ILHO K 3/7IeKTPOHHOM mouTte TpeOyeT MOMHUTH
o 6onbimx yncsiax. OJHUM Ha)KaTHeM KJIaBUIIU Bbl OTTIpaB/isieTe MUCEMO depe3
K1OepripoCcTpaHCTBO, JIFO/SIM, KOTOPbIe >KUBYT B Pa3HBIX yrojKaxX 3eMHOIO Iapa.
[Tonyuyatennb MOXeT OKa3aTbCsl JKEHIL[MHOM WIM MY)XUMHOHW, FOHOLUIEeH
W/IM CTapUKOM, KOpeWLlieM WM KyBeUTLieM, KaHa/LeM Win apreHTuHLeM. HyxHo
TIOMHHUTB 000 BCEX, KTO MOXKET TIOTAacTh B UKC/IO a/ipecaToB.

BbifieniiTh Kakyro-TO TpPyMNMy IO COLMalbHbIM WU (DU3UOJ0THYECKUM
TpM3HaKaM HeAonycTuMo. VIMeHHO MO3TOMYy B [1eJIOBOM IepernvcKe He MeCTO
IIyTKaM. AHEKJO0TbI 0 OJIOHJWHKAax KaxkyTcs 0e300MAHbIMYU, €C/U  BEI
He OJIOH/ITUHKA, KOTOPOW CTepPeOTHIIhbl MOMOPTUIN HeMaio KpoBu. To ke camoe
OTHOCHUTCS K aHeK/0TaM [P0 3avK WIW JIMJIUIYTOB: CMESITbCSA HaJl BHELHOCTHEO
U GU3NUeCKMMHU He[0CTaTKaMU Jitofled HerNo3BOJIUTE/bHO. JTO TOMPOCTY
[NYPHOU TOH.

TouHO Tak ke He cjieiyeT 006Cy>K/jaTh Ha paboTe TO, UeM JIFOAU 3aHUMAKOTCS
Ha iocyre. CIOpT, peCTOpaHbI, LIOMUHT — BIo/iHe 6e300uaHbIe TeMbl. HoO HUKOTO
He KacaeTcsl, C KeM Bbl Jle/TuTe TOCTe b.

XOTs1 HEKOTOpbIe KOPITOPAL[MK TbITAal0TCS BUATh HA TO, KaK JIFOAW ITPOBOJSAT
CcBoe CBOOOZHOe BpeMsi, B aHIVIOA3BIYHBIX CTpaHaX TakWe TOMbITKU
BOCIIPYMHUMAIOTCH KakK BTOpP)KEHMEe B UYaCTHYIO >XU3Hb. EC/M yenoBek Tparut
100 % pabouero BpemMeHM TII0 Ha3HAUEHWIO, BCe, YeM OH 3aHUMaeTCs
3a ripefiesiaMu ouca, — ero JIMYHOe J1eo.

Kak Haodo




Eciu Bam TpebyeTcsi TMUHOE MeCTOMMeHHe, UCTonb3yuTe «he or she» (oH
unu oHa) win «him or her» (eciu HeT BO3MOXXHOCTM UCMO/b30BaTh «they»
win «themy).

Ecmu Bbl He 3HaeTe CBOMX ajlpecaToB, oOpaijaiiTecb K HUM
BO MHOK€CTBEHHOM uucje, K rpumepy «Purchasing Agents». Viu 3ameHuTe
Takoe oOpalljeHe Ha3BaHueM [Jo/bkHOcTH — «Dear Customer Service
Representative». Eciu Bbl 3HaeTe (haMu/ivio, HO He 3HaeTe TI0JI, TvIilMTe «Dear
R. Smith». Ha kpalinuii ciyuaii, Korga Bbl He 3HaeTe, Kak 0OOpaTUThCS
K MoayuaTesisiM, y BaC eCTb Majouka-Bbipyuariouka — «To Whom It May
Concern».

[Io Mepe BO3MOXHOCTM 3aMeHsIUTe C/J0Ba C TeHJepPHOM TMPUBI3KON
HelTpa/JbHbIMUA  SKBHBajieHTamMd. Hampumep, «postal worker» BMmecTO
«postman». BMecTto «stewardess» ucrionb3yire «flight attendant».

Kak He Haodo

He pymante, 4TO CyIeCTBUTE/NbHbIE MYXCKOTO pOZia B aHIVIMKCKOM
0003HauaroT npejicTaBuTesel 060ero mosa, Kak 3To ObIBAeT B [PYTUX si3bIKaX.

He nonb3yiiTech obpaiijeHuem «Gentlemen», eciv He XOTUTE TIOAUEPKHYTh,
yTO BbI pogom 13 Craporo Csera.

He cnenyet ronaratb, 4TO BOIPOCHI TeH/lepHON WJeHTHU(UKALIUU He CTOSIT
BHUMaHWSI.

N36eratiTe obpaiieHusi «Miss» — OHO CcUMTaeTCsi 0CKopouTenbHBIM. BybTe
OCTOPOKHBI M C MCIO/Ib30BaHUEM «Mrs.» — MOPOM OHO MOKa3bIBaeT, YTO BbI
OTCTaJI OT XKU3HHU.



I/1aBa ceabMast
Pabora c nepcoHa/jiom




IIpocn0a 0 NoBBIIIEHHUH

Yasmin,

IIpegmet o0CyxaeHUsI

As you know, Bob Halling plans to step down at Assistant
Director of Management Information Systems in the coming month.
After giving the matter careful thought, I would like to be considered
for the position. Here are my reasons:

RESULTS

Pe3ynbTarsl

In the 2 years that I’ve been at my post as Associate Manager
of Strategic Marketing Communications, I pioneered the Vector, Inc.
e-ads that resulted in an unprecedented 12 percent upswing in early
adopters of Poetics 5.9.

MANAGEMENT

MeHe )KMeHT

I have a total of 16 reports, including 2 direct team managers, 1
direct cross-functional manager, and 3 indirect team managers. I have
also tightened the relationship with the Tactical Sales Department,
initiating the weekly cross-functional Web chat.

VISION

Bupenue

I believe that Vector is posed to capture an additional 10 percent
of the market share in Q2 and Q3. MIS is the kingpin of this
expansion, provided that decentralization is accompanied by: (1)
a strict unification of the Vector platform among departments,
functions, and employees; (2) an understanding that documentation
equates action; and (3) speed and flexibility of resources adapt
to market trends.

IToaTBepXAeHUE J00POH BO/IH
I welcome the opportunity to discuss my vision with you in more
detail. I thank you for your attention.



Regards,

Levi Danes

Associate Manager of Strategic Marketing
Vector, Inc.

levidanes(@vector.com

NHCcTpYyMEeHTEI

Iugpsi eébi3b18atom dogepue

XOpOLO 3TO WM TIJI0X0, HO JIFAW CUUTAOT, UYTO LKM(PHI B OT/IMUYME OT CJIOB
3acnyxuBatoT gosepusi. 10 — 310 Bcerma 10, a 1,5 mwuidapza — Bcerja
1,5 MwuMapga. A 4UTO Takoe «KOMIIETEeHTHbIW»? WM «ycrhemHbii»?
Vnu pacxokee «IMyHKTYya/IbHbIW» ?

3HaueHue CJI0B MeHsIeTCs, OHO O0yC/IOBJIeHO KOHTeKCTOM. Ha uX CMBICT
BMUSIOT (Ppa3a, ab3all, TEKCT U TIOPSAOK uTeHUs JokymeHTa. Kpome Toro,
KOHHOTALMM C/I0Ba 3aBUCAT OT aBTOpA W UMTaTe/Isl: UX CUMIIATUM U aHTUMATUH,
O’KU/IaHWH, 3HAHUU U HaCTPOEHMUSI.

Iugpwi — ydbedumenbHbili 00800

Eciy, npocmarpuBasi TEKCT, UesioBeK BUJUT MHOTO LIU(P, Y HETrO BO3HUKAET
OlIyll[eHWe, YTO aBTOpP OOBLeKTHMBEH W omupaeTcs Ha ¢akTthl. Korga azpecat
yhTaeT TEKCT BHUMATeNbHO, LU(GPbI CTAHOBATCS ellje Oosee ybOeauTenbHbIM
apryMeHTOM.

Crapaiitecb 0003HauaTb 4YKCIa He CJOBaMM, a apabCcKumu Iudpamu.
BMmecTto «four years at my post», HanuiuTe «4 years at my post». «Moved from
the fifth rank to the fourth» 3amenuTe Ha «moved from number 5 to number 4».

Lludbpel moOmMoOrarT CTPYKTYypUPOBaTb W3/I0KEHWE — Bbl  MOJXKETe
TIPOHYMepOBaTh CBOW Te3UChI, HarpumMep, Tak: (1), (2) u (3). Uurarenb He TONIBKO
ToMMeT TaKoW TeKCT ObICTpee, HO ¥ BOCIIPUMET ero Kak JIOTUYHbIN, Ha/leXKHbIN
Vi TIPaB/VBbIN.


mailto:levidanes@vector.com

ITucppsl 5k0HOMAM Bpemsi

«Three-hundred and thirty-three thousand seven-hundred and forty-eight»
MOJKeT MOTpeOOBaThCsl B KOHTPAKTe, HO B MHOM KOHTEKCTe TakKoe HarvcaHue —
nycras Tpara BpeMmeHu. Kyza syuine Hanucate «333,748». Bwmecto
«The meeting is at four o’clock» HamuiuTe «The meeting is at 4 PM». 1 gaxe
«I phoned five times» B e-mail yyuriie 3amenuTsb Ha «I phoned 5 times».

E-mail craHoBuTCsi Bce 6osiee CTpeMUTE/NbHBIM U KpPaTKUM CpeICTBOM
obmMeHa wuH(oOpMalvel, W >keje3HOe TIPaBW/IO AHIVIMHACKOW TpaMMaTUKU —
HUKOT[]Ja He HauyuWHaTh TpejjiokeHWe C I1udp — HapyllaeTcs BCe yaille.
Mbi MokeM ucrionb3oBath ¢pa3y: «10 new outlets have opened», — He puckys
HaB/ieub Ha ceOst THEB rPaMMaTHCTOB.



OtcyTcTBHe Ha paboueM MecTe

Hello,

IIpegmet o0CyxaeHUsI
I’m away from my desk Oct. 10-21, 2007.

3aBepeHue
Your e-mail will be saved and read upon return.

AnbrepHaruBa
If you have a pressing problem, please contact Susan Fryland

at susanfryland@vector.com.

Regards,

Robert Grunman
Business Unit Manager
Vector, Inc.

robertgrunman(@vector.com

NHCcTpYyMEeHTEI

He 3a6y0bme npedynpedumb, 4mo He CMOJcenme omeeuams HA NUCbMA

Ka3zasnochk 6bl, UTO MOXKeT OBITh TpOIIle, UeM Hamucatb: «I’m away from my
desk» — u ornpaBuTh Takoe coobieHre Kosuieram? — OKa3bIBaeTcs,
9T0 3abnyxjeHue. Takue MUCbMa YacTO TIOCHIIAKOT HerpaBU/IbHbIE CHUTHAJIBI.
Jltomy mnonyvaroT HH(OpMAalLMI0, HO He BCerjla BOCIPHHMMAKOT ee Tak,
KaK HY>KHO.

K npumepy, coobiienue «I’1l be on vacation next week...» MOXXeT BbI3BaTh
HEraTUBHYIO peakiuio. Bbl yxoauTe B OTMYCK? ODTO 3HAUMUT, Bbl He Oyzere
paborath? Ho Beap 6usHec TpebyeT HEYCHITHOTO BHUMaHUs 24 yaca B CyTKH!


mailto:susanfryland@vector.com
mailto:robertgrunman@vector.com

Maxke ec/id BbI 3aCAY)KWUIM OTABIX, He HY)KHO XBacTaTbCs. A TO W BOBCE
ynomuHate 00 3ToM. He dakt, uto 3T0 00pasyeTr TeX, KTO TMpPOAOKAeT
TPYAIUTbCA He TIOKMaZass Ppyk. Jllogu MOTyT TII03aBU/[OBaTb BaM U Jaxe
Pa303/IUThCS.

H36ezaiime 06e31uueHHbIX COOOUWeHULl

«This e-mail will not be answered before March 19», — nyioxoii BapuaHT.
Afipecar He 3HaeT, moyeMy Bac He OyreT Ha paboueM mecTe, U OeCIOKOUTCH,
BepHeTeCh /i Bbl BOOOIIIE.

JItonu MOTYT MOHSTh TaKyk (HOPMYIUPOBKY HerpaBuibHO. Haripumep,
BOCTIDUHATh ee KaK oOTkKa3. [IpefcTaBbTe, UTO Balll KOJlera HampaBWl Bam
OTKOPPEKTUPOBAHHBIM T/IaH TIpor3BoAcTBa. OH XK/IeT OTBeTa U HafleeTCsl, UTO BbI
OLIEHUTEe ero TPy, @ BMeCTO 3TOro TMojy4yaeT KpaliHe He/ltoOe3HOe yBeJloMIeHue.

®pa3za «This e-mail will not be answered before March 19» BbIrIsIgUT Tak,
CJIOBHO €e CreHepUpOBajia KOMITbIOTEDHasi TporpamMma. YesoBeK, KOTOPBIN
He Tio)KajeJl BpeMeHH, uToObl COOOIIUTh BaM HeoOXoAumyro uHGbOpMaIuio,
enBa Jid obOpaayercs OOIIeHWIO C MaIllMHOW — ceTeBOoe OOIeHHe W TakK
obe3nuurBaeT cobecefHUKOB. JIIOAsSiM HYXXHO XOTsi Obl  W/UTHO30pHOE
TIOATBEP)KeHWe, UTO Bbl OCTaeTeCh Ha CBSI3M W TIO-TIPEXKHEMY JIyMaeTe
o busHece.

Coenaiime ygeoom/ieHue 06 omcymcmeuu 6osiee yen08eUHbIV

CambIii mipocToii crnocob [o00aBUTh B TEKCT TeIJIOThl — WCIIO/Ib30BaTh
JIMYHOEe MeCTOMMeHWe W yKa3aTb — B caMOM o0OIiieM BuJe — TIPUUUHY
orcyTcTBusl. K mpumepy, Tak: «I’ll be traveling and unable to regularly respond
to my e-mail Sept. 12-28». Obpature BHuMaHue Ha rnaron: «I’ll be unable
to respond», a He «I’ll be unable to check».

Ecmu Bbl mpoBepsieTe CBOHO TIOUTY, BEPOSITHOCTb OTBeTa IOBBIILIAETCS.
Ecnu e Bbl He cobupaeTech paboTaTh B yKa3aHHBIM CPOK, He BBOJUTE JIHOJeM
B 3abmyxzaeHue. [laliTe uM 3HaTh, 4YTO OTBETUTe TI0 BO3BpAleHUU
WA B Ha3HaueHHbIN JleHb. Bo3aMoykHbie BapuaHThl: «I’ll be unable consult my e-
mail between Feb. 13-30». Vinu «I’m on leave from Jan. 6 to April 19».

He ynycmume wdHC pacckasamb 0 C80UX ycnexax




Ecmu Bbl ye3kaeTe Mo JenaM OusHeca, yBefomieHHe 00 OTCYyTCTBUM
CMOCOOHO yNyUIlIUTh Balll UMHU/K. Beib OHO TM0O3BOJIsIeT BaM paccka3aTh O CBOUX
ycrnexax. B 3Tom ciyuyae oHO MoxeT BbiriszeTh Tak: «I’ll be presenting Poetics
5.9 at the Pan-Pacific Innovative Technology Conference, August 8—15».

Yeedomsiime /100eli 0 nepepbieax 8 pabome oguca

Eciu 1o Kakoii-to mpuurHe oduc OyJeT 3akphIT, He 3a0y/abTe yBeJOMUTH
00 3TOM BCex 3anHTepecoBaHHbIX Jivil. «I will be unable to check e-mail May 7-
9 during the move of our offices from 1523 North Clarendon to 223 North
Broadway. If you need to contact me, please phone...»

[Togo6HBIM 06pa3oM, ecsiv TiepCOHas B TIOJTHOM COCTaBe YXOAUT B OTITYCK,
coobmumre 06 3TOM BCeM, KOoro 3To Kacaetcs. «On behalf of the Vector Sales
Team, allow me to wish you a Happy Holiday Season. The Vector, Inc. Sales
Office will resume regular working hours on Jan. 3, 2008».

He 3a6yobme coo6ujumb, Ko20a 8epHemech

WHorga ecTh CMBICT MPUOABUTh K CPOKY BO3BpAll[eHUsI IeHb-[IBa — 3TO JacT
BaM BpeMsi pa300paThCsi C HaKOMMBILIEHCs: KoppecrnoHzeHveld. Ho He 3a0ybTe
COOOIUTh KOHKPETHYIO [laTy CBOMM ajpecaraM. Toraa oHU OymyT CIIOKOWHO
oxuzmatb otBeta. «I’ll be back in the office on Dec. 12» 3Byuur Oosee
obHazexxuBatoiie, uem «I’ll be back in the office next week».

HenpeMeHHO HaruIluTe, YTO, €CIU B Ha3HaueHHbBIM CPOK Bbl He OTBETUTE
Ha MHWCbMO CaMH, 3TO CJe/laeT KTO-TO Jpyroii. He ocraBnsiite mrofeit
B TIO/IBEIIIEHHOM COCTOSIHUK. JTO HeKpacuBo. OHU OTIIPABJISIIOT BaM COO00I1eHus,
HaZlesiCb Ha OTK/TUK. /laliTe UM 3HaThb, KTO U KOT/ia MPOYTET UX MUCHEMO.

ITpedocmaebme adpecamy aibmepHamugy

Coobmure JtofissiM, K KOMy OHM MOTYT OOpaTUThCS, TOKAa Bac He Oyer.
Haiite vM TeneOHHBIM HOMED OJHOTO U3 CBOUX KOJuler Wiu OOBSICHUTE,
KaK CBSI3aThCs C BAMU B 9KCTPEHHOU cUTyaluy. Takoi >KeCT roKa3bIBaeT, UTO Bbl
becriokouTech 0 CBOMX [le/IOBBbIX MapTHepaX. Azipecar OyJeT 3HaTh, UTO O HEM
1103a00TsATCS, Zla’Ke eC/I Bac HeT Ha MecTe.



IIpocb0a o mepeBo/ie B PYroi OT/e

Jeanette,

IIpegmet o0CyxaeHUsI
[ am writing to request a transfer from the Strategic Planning
Team to the Strategic Implementation Team.

JocTmxeHnus

As you know, I have received very favorable performance reports
for the last 4 reviews. Last year, I was proud to receive a Vector
Employee Distinction for my work on the Poetics 5.9 Outsourcing.
Under your supervision, I have helped develop plans that have
enabled Vector, Inc. subsidiaries to grow by 7 % in 5Q. I have, in fact,
proven my abilities.

CpepxuBaruuii pakTop

But for some time, I have felt as if I am not reaching my potential
in my current position. I believe I am not contributing as much as I
can. In addition, because of personality conflicts that have arisen
within the SP team, I am less and less comfortable at my post.

MoTtuBbI

Strategic Implementation, however, is suited for my career goals
and path. It will allow me to make the most of my background
in management and management training. For example, my 2-year
experience with tolled information environments is of use as we shift
gears toward tolling in the service sector. I believe that Philip Qun
would welcome me aboard.

IToaTBepXAeHHE J00pPO BO/IH
Let me know if you’re open to further discussion.

Regards,

Sally Barb



Strategic Analyst
Vector Dimensional

sallybarb@vector.com

NHCcTpYyMEeHTEI

Hpe:»cae HemM nonpocumbp 0 nomouwju, HAaNOMHUMe 0 ceoux 3ClC/ly2(1X!

Kak IMpaBUJI0, JIFOAU 0/1arOCK/IOHHBI K T€M, KTO IIOMOrajl UM B IIPpOHIJIOM.
Ho nHe paCCqHTbIBaﬁTe, UYTO OHM IIOMHAT BdlllKM OOCTHXXEHH. Takoe OnIBaeT
KpaﬁHe peako. OcBexxuTe UX MaMiaTh. BBITIOKUB CBOU KO3bIDH, BLI 3aB/iafeeTe
BHHUMdHHEM aZipeCdTd, I10CJ/ie 4ero Mmoxxete M3/1I0)KUTb CBOIO HpOCb6y.

He scanyiimecb Ha npo6aembl U mpyoHoCmMu

BceM u3BeCTHO, UTO HUKTO He JHOOUT >KamoOIIMKOB. TOT, KTO BOPYMT
Y TIJIQYeTCs], /I0X0 BJIMBAETCS B KOJIJIEKTUB U He TMOo/TyyaeT MOBBILLIEHUH.

Coo0iiaiite HeraTUBHYI WH(MOpPMAIMIO /1e/I0OBbIM 0eCCTPacTHBIM TOHOM.
He Hy>KHO rOBOpUTb, UTO M3-3a CKAaHJA/JOB B OTZee y Bac BCIO HOUb OOMUT
XuBOT. IIpocTo OTMeTbTe, UTO B TpyMIe CAydyalTCd MEeX/JIUYHOCTHbIE
KOH(JIUKTBI.

Bawa yenb 00/131cHa ébl21s10emb 3aKOHOMEPHBLM C/1e0cmeuem
npoucxoosiujez2o

OO6ocHyliTe CBOHO TIO3MWI[MI0 TakK, 4YTOObI Balla IieJib BBIVIAAeIa
3aKOHOMEPHBIM CJIeZICTBHEM IeTIOUKU COOBITHH. [I/1s1 afipecaTa OHa I0/KHA OBIThH
YacThi0 €MHOTO Iiesioro. IlokKa)kuTe, UTO JIOTWMKA TpeOyeT peIiuTh BOMPOC
B Ballly Mo/b3y. Eciy Bel ciesiany X B IPOIILJIOM, 3aHUMaeTech Y B HACTOSIIIEM,
BaM caM Oor Beme/n B3aThCS 3a Z B Oyaymiem. AjpecarT [I0/DKeH 3TO
TIOUyBCTBOBATb.

Umo6bl y6eoumb, HyHCHa KOHKPemHocCmb
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OpHO [eno — TPOCTO CKas3aTb, YTO Bbl IIeHHbIN crenyanuct. CoBceM
Jipyroe — uto Bailiu AeicTBus «enabled Vector Dimensional subsidiaries to grow
by 7 %». Eciu Bbl mpocuTe 60cca O TOBBILLIEHUU WK TiepeBojie Ha JPYTYHO
paboTy, TpuBeAuTe BeCKWe apryMeHThl. M TIOMHUTe: KOHKpeTWKa BCerfa
ybeauTe bHa.

[Mopagaiite nHbOpMaIHMIO 10/HKHBIM 00pa3oM. TloakperuTe KaXkKblid Te31C
ofHUM-AByMsi  TipuMmepamu.  OOIllee  yTBepXK/JeHuWe  3aJjaeT  KOHTEKCT
I7s1 fanbHelIero pa3sutus Mbiciu («It will allow me to make the most of my
background in management training»), a JONO/JHUTE/IbHbIE CBe/|eHHsI TT03BOJISIFOT
oueHuTb getanu («my 2-year experience with tolled information
environments»).

BapuaHThI

For example... Here’s an illustration...
For instance... Imagine...
Specifically... Picture it like this...
Such as... Think of it this way...

That means... In other words...

In particular... Explicitly...

ITocmaebme cebe ouazHo3

[IpencraBbTe, UTO Mepes BaMU JieXKaT BCe 3/IeKTPOHHbIE MUChbMA,
HarvMCaHHble B KOMIIAHUM B OT/I€/IbHO B3SIThIU JleHb.

HekoTopbie COTPYAHUKH TUIIYT JieTKO W 00MKo. OCTa/lbHBIX,
YbM THCbMa OCTaBJSIIOT JKejaTb JIy4lllero, MOXHO pa3buThb
Ha HECKOJIbKO KaTeropui:

* UCTIBITBIBAKOT TPYAHOCTU, HAYMHAS [TUCHMO;

*  WUCMBITHIBAIOT  TPYAHOCTM TIpUu OTOOpe  peieBaHTHOM
yH(pOopMaLny;

* UCIBITBIBAIOT TPYAHOCTH, CTPYKTYPUPYSI UH(POPMALIUIO;

* UCIBITHIBAIOT TPYAHOCTHU MPU MOCTPOeHUH (pas;

* WCIBITHIBAIOT TPYAHOCTH NP BbIOOpPE BEPHOTO TOHA;

* UCTIBITBIBAIOT TPYAHOCTH, CBsI3aHHbIE C OMTMHIBU3MOM;

* WCIIBITHIBAIOT TPYAHOCTH, [iefiast OIIMOKHY B C/I0BaX;

* WCTIBITBIBAIOT TPYAHOCTH NP UCTIPaBJI€HUH OLINOOK;



* UCIBITHIBAIOT TPYAHOCTU MPU KOMIIOHOBKE TEKCTa.

YroObl crpaBUTLCS C TpoOsieMaMu TakOro pofia, He HYXXHO
YUUTbCS TOAAMM WM OB/aJleBaTh CJIOKHBIMA MeToguKaMu. Bce,
YTO BaM HY)XHO, — BBbISIBUTb HEJJOCTAaTKK CBOEro IMojxo/a K CO3/1aHUI0
TEKCTOB U 3aMeHUTh ero bosiee 3¢ heKTUBHOM CTpaTervei.



YBo/ILHEeHHUe

Laurence,

IIpegmet o0CyxaeHUsI
I have been offered the position as Chief Investment Analyst
at Vector, Inc. After careful consideration, I decided to accept the post.

ITpuunHa

It was a difficult decision to make. During the last 2 years, I have
worked hard to expand Lumina’s real estate portfolio — I know you’re
aware of my accomplishments in that area.

You also know that I have requested greater responsibility
and flexibility in decision making. Vector, Inc. will provide me with
the opportunities I seek.

3aBepeHue

Please know that I have enjoyed working with you, and hope
to continue our business relationship in the future. In keeping with my
contract, I will be at my post for one month from today (July 28,
2007). I am always available to do whatever I can to help you fill
the position.

IToaTBepXAeHHE J00POH BO/IH
Sincerely,
Anne Seetel
Investment Analyst
Lumina Corp.

anneseetel@Iluminacorp.com

NHCcTpYyMEeHTEI
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YeobHslimecb, He 0MK/1a0bleasi 8 002Ul AWUK

PellliMOoCTh — K/TtOUEBasi yepTa MeHePKEPOB CPEeJHEr0 M BBICIIEro 3BeHa.
Ho B MOMEHT yBO/IbHEHMSI UM MOPOM MelllaeT NpelaHHOCTb KomraHnuu. CKasarb,
YTO BBl TIOKHU/laeTe CY/AHO, HEMpOCTO, OCO0eHHO eCcau C KoJuleraMu Bac
CBSI3bIBAIOT TE€CHBIE TI/I0/[OTBOPHbIE OTHOIIIEHUS.

JIroOble 3MOIMU — KakK TI0JIOKUTEe/IbHbIe, TaK U OTpULIaTe/IbHbIe — CJIeAyeT
nep>xatb B y3ze. Coo0Ias o0 CBOeM YBOJIbHEHHH, COXPAHSIMTe CITIOKOMHBIN
JIe7IOBOM TOH, [JPYyKe/ltoOHbINA, HO TBepAbli. Bo3mo)kHO, B OyayileM Bam
TOHAJO0UTCS  peKoMeHjiaTesibHOe TIMChbMO  OT  azipecaTta. Vcmonb3yiiTe
YBO/IbHEHWE KaK C/ydyald HaBeCTM MOCThI, a He oxkurawte ux. [locraparrtech
YWTH TaK K€ KPaCUBO, KaK TMPUILLIH.

O0svsicHUMe Npu4yuHbl y60/IbHEHUA

XoTs HeKoTOopble pabOTHUKMU MpeANouUnTaroT JiakoHuuHoe «This e-mail
serves as notice of my resignation...», 3TO He J/ydlliMid BapuaHT. Takas
dbopMyMMpOBKa TOAWUTCS JIMIIb B TOM CJyuae, eC/U Bbl y)kKe OOrOBOpPW/IUA BCe
JleTajiid yCTHO. B NpOTUBHOM C/yuae OHa MIPOU3BOAUT HENIPUSITHOE BIleuaT/ieHHe.
KopoTko cdopmynupyiiTe TIpUUMHBI YBOJILHEHUSI U CJlelaiiTe 3TO TakK, YTOOBI
y JItOZlel He 0CTa/I0Ch HENPUATHOIO 0CaZiKa.

Hoameepaume Jce/1aHue CoXxpaHumb de/n06ble OMHOWIEeHUS

Camasi TIDOAYKTHMBHasi CTpaTerusi TpU YBOJIbLHEHWUW — CKa3aTh Ooccy,
YTO XOTWUTE COXPAHWUTb C HWUM [Ie/IOBble OTHOILIeHUs. MHOTrUe CrelyuaaucThbl
MEHSIIOT MeCTO paboThl KaX/ble TpU-UeTbipe TOofid, U, BO3MOXKHO, B OJWH
TIpeKpacCHBIN /leHb Bbl U Balll ObIBIIMI OOCC CHOBa OKa)keTeCh B OJJHOM Oduce.
U 370 ellle ojHa TIPUUMHA BbICKa3aTh B MMCbMe 00 YBOJbHEHWH T0JI0)KUTe/IbHbIE
BIeuaT/ieHHMsi 0 cBoeil pabore. He Hy)XHO NpeBO3HOCUTb CBOK KOMIIAHHUIO
[0 Hebec, JOCTAaTOUHO CKa3aThb HECKONbKO TeIJIbIX CJOB, KOTOpble IMOMOTYT
BallleMy PYKOBOJUTE/0 COXPaHUTh JIMII0, KOTAA OH y3HaeT, UTO Bbl peIuIu
YUTHU.

CeTeBOM 3THUKET



Touka c 3amAToM cMOTpPUTCS B e-mail He myurum obpa3om. PaHblie 3TOT
3HAaK TMpeNuHaHUs IIMPOKO UCMO/b30Ba/Cs TIPU  ONMWCAHHWU  HOY-Xay,
CreliMa/IbHbIX 3HAaHWU U HaBBIKOB. 30/10Tasi TIOpa TOUKU C 3amsiTON B aHITIMMCKOM
s3bike — XIX Bek, korza ¢pasbl ObUTM AJUHHBIMUA U CIOKHBIMU. B XX Beke
TIpe/I/IO’KeHUsSI CTAHOBSITCSI KOpOUe W TIPOoIlle, U TOUKY C 3amsiTod yroTpeOssitoT
BCe pexxe. C MOsIBJIeHWeM 3JIEKTPOHHOMW MOYThI TOYKA C 3arsTOM OKOHYATe/bHO
C/laeT TO3ULIUU, YCTYTasi TEPPUTOPUIO0 MHOTO(YHKI[MOHATLHOMY THPe.

OcHoBHast (yHKUYS TOUKM C 3amsaTod B e-mail — pa3genstb AJUHHBIE
OZTHOPOZHbIE UJieHbl TIPe/JIOKeHHsI C BHYTPeHHUMH 3ansaTbiMu. Haripumep: «I
worked hard to: increase subscription, particularly in the Asian market, prior
to the IPO; restructure the bad debt caused by manufacturing shortfall in silicon
output ITS; and managed the cross-functional Silicon Output R&D and Sales
teams».

Elje ofHa pacmpocTpaHeHHasi (yHKIIMsS TOUKU C 3alisiTOM UMeeT CKopee
CTUWINCTUUECKOe, HeXeMu TMpakTuuyeckoe 3HaueHue. OHa oObeAuHsieT [Ba
TIPeJ/IO’KeHUsI, TEeCHO CBSI3aHHBIX TI0 CMBICTY, OCO0EHHO KOTIZla HY>KHO
TIOJIUePKHYTh O(UIMA/IbHBIA XapakTep AoKyMmeHTa. OHa TIOXO)Ka Ha COJIZaTa,
OXPaHSIOLIero rpaHuLly, KOTopasi COeIUHSIET U OJHOBPEMEHHO pa3/iesieT.

KenatenbHo, uTOOBI 00a TIpe/IOXKeHNsI UMeI CXOAHY CHHTaKCUUeCKYHo
cTpyktypy. Hanpumep: «You state your regret simply; you don’t dwell on it».
OTO CXOACTBO MOAUEPKUBAET, UTO OHU TECHO CBsi3aHbl MeX1y C000#. MBbIC/b,
BbIpa)KeHHasl B TIePBOM YaCTH, 3epKa/ibHO 0TOOpaXkaeTcsi BO BTOPOHA.

[lpaBusibHOEe  yrioTpeOsieHWe TOUKM C  3alsTOM TOBOPUT O TOM,
YTO TYHKTyalusi [7isi Bac — He npobnema. OfHAaKO, eC/id Bbl UCTIOJb3yeTe ee
He K MeCTy, 3TO TIOKa3biBaeT, UTO BbI IUIOXO BJajieeTe TE€POM U MOXKETe
JOTTyCTUTDb ApyTHe OLIMOKM — KaK Ha M1ChbMe, TakK U B pabore.

Bce nuwym no-pazHomy

ITpu co3maHuM TEKCTOB Y KaXK/I0TO €CTb CBOM CHJIbHBIE U C/la0ble
ctopoHbl. OHM 3aBUCAT OT MHOXECTBAa IIPUUMH, B TOM YHCIIe
o0Opa3oBaHUs1, UYHTEPECOB M OTHOIIIEHUS K uTeHWro. Ha ymeHue nucath
B/MSIOT Ballld MYy3blKa/ibHble TPEAIIOUTEeHUs, MeCTO >KUTebCTBa,
CTpaHbl, I7le Bbl TOOBIBA/M, W S3bIKHM, HAa KOTOPBLIX BbI T'OBOPUTE.
OTU pa3nuuus MOPOXK/at0T MacCy HIOaHCOB MaHepbl MTUChMa.

Ho 3To He o03HauaeT, 4TO /[ieJIOBble IIMCbMa, HalMCaHHbIe
pasHbIMU JIFOABMH, pajiikKalibHO oOT/IMvaroTcs. [lpupoaa e-mail
TIpeiriosiaraeT IIPUMEPHO OJWHAKOBBIM TIOAXOJ, K TEKCTY, KTO Obl



HU ObLJT er0 aBTOPOM.



IIpo6siema B odrice

John, Jim,

IIpegmet o0CyxaeHUsI

I would like to bring to your attention that the remodeling
of the executive MIS offices is causing considerable disruption
to the Finance Department.

Curtyanus

We are under deadlines to finish working capital ratios as Q4
draws to a close. This task is all the more challenging in the wake
of the Solaris merger. Both expectations and tensions are high.

ITomexu

Consequently, the power outages in the MIS wing have caused
considerable disruption to the staff. Despite temporary insulation,
the noise has reached noxious levels. Worker sick days are on the rise
just when we need every desk filled.

Peinenue

I suggest that we temporarily move our offices to the Brooklyn
branch until the remodeling work is completed. Another, more cost-
effective option involves slotting the remodeling work in evening
and night shifts.

IToaTBepXAeHHE J00POH BO/IH
I would be happy to discuss any solutions you might have.

Regards,
Bernadette Mason
Finance Manager
Vector, Inc.

bernadettemason@vector.com



NHCcTpyMEeHTEI

Ckadicume 6OCCy mo, 4mo OH 00/1JiCeH 3HaMb

BO/BIIMHCTBO PYKOBOAWTEseM BBICIIEr0 3BeHa BUAST B TEPBYHO Ouepellb
o0I111yt0 KapTUHY U MOTYT yIyCTUTh AeTanu. He mymaiite, uto 60cc ocBegomMieH
0 BalllMX 3/I0K/IOYEHUsIX Ha paboueM MmecTe. VI He cuuTaiiTe, UTO OHU €My
WHTEpeCHBI.

BOsbliyt0 yacTh BpeMeHU Bbl TIpeo/jo/ieBaeTe TPYHOCTU CaMOCTOSITE/ILHO.
[TotoM BbI cooOIrlaeTe KoJijleraM O CBOMX JJOCTW)KEHUSIX U TIbITaeTech JOBECTU
WX J10 CBeJIeHUs Haua/ibCTBa.

Ho korza pemuts ripo6sieMy He B Ballleid BJIaCTH, HY>KHO OIOBeCTUTh O Held
pykoBozcTBO. Ec/iv Balliv TipeTeH3UM CIpaBe//IvBbl, BAM HEIIPEMEHHO TONAYT
HaBCTpeuy.

Jatime noHsamb, CKo/bKO /100eli NOCMpaoasio u Kak npo61ema eusiem Ha ux
pabomy

Ec/v HempusTHOCTh Cy4YWIach y OFHOTO WIM [IBOUX — €€ 3HauhMOCTb
HeBe/MKa. Korjja mpo6iieMa BO3HUK/IA Y HECKOBKUX COTPYAHUKOB — OHa TpeOyeT
BHUMaHUsA. EC/M HEIOBOBCTBO MOXKET TPUBECTH K Cy[eOHBIM HCKaM, HY)KHO
YCTPAHUTh €ro IPUYUHY HeMe [JIEHHO.

[TpuBenuTe (HakThl, KOTOpPbIE TIOATBEPIKAAIOT, UTO BBITIOTHEHHE DPabOTHI
TIOZi YyTpO30i, ¥ BBl HaBepHsKAa 3apaboTaeTe OUKH Yy PYKOBOJCTBA U CMOJKETe
pelIuTh npobiemMy.

IIpednoscume cobcmeeHHOe peuleHue

Y 6occa ecThb BJ/IdCTb, a4 Y BdC UJed — d 3HdYUT, BbI CpaGOTaETECb. Ho 6y,que
OCMOTPI/ITEJ'ILHBI! He HY>XHO [1dBdTb YKd3dHHMA HAUA/ILCTBY — BbI IIPOCTO
rnpegjiaraete emMy OIWH HW/IM HECKOJ/IBKO II0AXOAAIWMX BdPHWUAHTOB, IIOMOI'dA
COKOHOMHUTL BpeMA W CUJIBL bocc moxet N3YUUTb W [Apyrue penieHusd.
N IIPUHATDb CcOOCTBEHHOE Ha OCHOBAHUU BallIUX AdaHHBIX,

Cnedume 3a ceoum MoHOM




Bam u3BeCTHO, UTO Te, KTO >KaJlyeTcCsl, KaKyTCsl HBbITUKAMH? OTOT TOH
CKBO3UT B TimchbMe. OH UyBCTBYeTCsl B BbIOOpe JieKCUKU U puTMme ¢pa3. U 3to
y>kacHo. busHec TpeGyeT pa3HbIX KaueCTB: PELIMMOCTH, 1ie/ieyCTPeM/IeHHOCTH,
KPeaTWBHOCTU Y yMeHUs NPUHKUMaTh pelileHrs. Ho OH He MepeHOCUT HBITHKOB.
[ToaTOMYy Balll TOH /IOJDKEH OBITH CITOKOMHBIM U ZIeJiIoBbIM. 3aziaua «challenging»,
HO He «impossible». He rosopute, uto 1mym «horrible». Ckaxure, uTO OH
«NoXious».

BapuaHTEI

Would you consider...

I would like to bring to your attention...

Are you aware that...

What do you think about...

You’re probably aware...

Have you had time to give consideration to...

Have you had a chance...

Did you happen to have time to...

Your viewpoint will be much appreciated regarding...
There’s a situation that perhaps needs your attention...
Could you give me your opinion on...

It would help me to have your feedback on...

I would like to draw on your experience regarding...
You know better than I do how...

Allow me to make a suggestion...

Please allow me to describe...

HoapanCGMb He 3HauUuUm Konupoeamb

Ecniu Bbl TofipakaeTe OIBITHOMY TOMb(UCTY, HAHOCS yAap
110 MsIUY, Bbl YUUTHIBaeTe COOCTBEHHbIE BOSMOXKHOCTH U (DU3NUECKYIO
MO/IrOTOBKY. Bam He ylacTcsi TOUHO CKOMMMPOBATh UYy’KUe JIBIXKeHMUS.

Ecniu BBl mofpakaeTe TOMY, KTO yMeeT XOpOIIO TIMCaTh,
Bbl OepeTe TeKCT W HWCIIO/Mb3yeTe Uy)KHWe HAXOAKH TPUMEHHUTETbHO
K UHBIM LIeJISIM U YC/IOBUSIM. BbI He miepernuchiBaeTe ero J0C/I0BHO.



b1arogapHoCTb 3a 00HYC

Li Ahn,

IIpegmet o0CyxaeHUsI

I wanted to let you know right away that I appreciate
the generous bonus.

CamooTaaua

I’ve worked hard to obtain results for Vector in Accounts
Receivable. Getting this job done has been and will continue to be my
priority. I am happy that the wealth I’ve generated for the firm has
been recognized and rewarded.

IIpu3HaTeIbHOCTD

Thank you,

Si Petham
Account Analyst

Vector, Inc.

sipetham@vector.com

NHCcTpyMEeHTEI

Ecau xomume no6s1azod0apumb, coeadatime 3mo cpasy

Yem ObIcTpee BbI CKaykeTe criacbo 3a 60HycC, TeM Oosee UCKpeHHee OyzeT
BLIIJIAJETh Ballla peakiusi. HeMezjieHHOe BbIpaKeHWe IPU3HATeTbHOCTH
TIOKa3bIBaeT, KaK Ba)kHa /I BaC 3Ta Harpasa.

Ecimi ke Bbl 3aMellKaeTeCch C OTBETOM, 3TO IIPOM3BEAET IPSIMO
TIPOTHBOIIO/IOKHOE BIleuat/ieHrue. Pa3ymeercs, Bbl ObUIM C/IMIIKOM 3aHSITHI.
Ho Kak/iplii 3HaeT, UTO Ha CaMOM JieJie BCerJja MO)KHO HalTH MSITh MHHYT, UTOOBI
CKa3aTh criacubo. YUeM fiofbilie Bbl TSHeTe, TeM (opMajibHee BBIIVIIAMT Balll
oTBeT. B Mupe, THe Jopora Kakaas MHUHYTa, 3ario3zasnas 0arofjapHOCTb
BbI3bIBA€T COMHEHHUS.
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YcmHoz20 cnacu6o He0oCcmamo4yHo

[Toxsonate 6o0cca 1o Tuiedy Tieped coOpaHueM U T00OnarofapuTh ero
3a OOHyC He TOBpEIWUT, HO TOpa3l0 Jydllle BbIPA3UTh T[IPU3HATETHLHOCTD
nucbMeHHo. Takasi GrarosapHocTh Oosiee 3HauvMa. TakoBa pasHHUIlA MEXAY
YCTHOM Y TIMCbMEHHOU peubl0: CKa3aHHOe ucue3aeT Ge3 crefja, a HaMMCAHHOE
COXpaHsIeTCs Ha/I0JITO.

B aHIMIOS3bIYHOM MHpe TieuaTHOe CJ0BO 1[eHSAT Oosibliie  YCTHOTO.
OHO UMeeT BeC U BbI3bIBaeT yBakeHUe. TeKCT ocsizaeM, Ha/le)KeH U JI0/ITOBeYeH.
He 3psi y>ke ThICSIUM JieT Ha3a/l, Ha 3ape MOsIB/IeHUsl KJIMHOMKUCUA B MecomnoTamuu,
MMCbMeHHOe CJI0BO 006/aziano ropuanyeckon cuioit. Eciu y Bac ecTh 3ammcy,
Bbl MMeeTe JlOKa3aTelbCTBa. bjarojapcTBeHHOe MUCHMO TIPOM3BOJAUT KyZa
Oovibliie BrieuaT/ieHus, YeM OpollieHHOe Ha xoAy «thank you».

bazodapHocmb daem noeoo 8bICKA3ambCs

BrarofapHOCTh ZlaeT BO3MOXXHOCTb BBICKA3aTh BEIl[, KOTOPblE B HMHBIX
clydasx OyAyT MCTOJIKOBaHbI KakK II0XBa/ib0a B KOPBICTHBIX HHTEpecax.
BhlpakeHre TIpU3HATETBHOCTH — YAOOHBIH MOMEHT CKa3aTb UTO-TO XOpOoIllee
0 paboTe, 3a KOTOpPYIO Bac Harpaauau. Bariie «thank you» Hen30eKHO mpuB/ieUeT
BHUMaHHe 0occa — He YIIyCTHTe C/ydyasl W3BJeub W3 3TOr0 JIOMNOTHUTETbHYIO
TIO/TB3Y.

Paccka3biBasi 0 cBoeli pabore, orpaHHUbTeCh Tapoi (pa3, OyabTe YeCTHBI
u u3beraiiTe XBaCTIMBOrO TOHA. [laiiTe MOHATb, UTO BbI TIPeJaHbl ey
U TOpJAUTECh CBOMMMU ycCriexaMH. TeM CaMbIM Bbl ITOCBHLIA€Te CHTHA/, UTO BbI
XOPOIIXI UIeH KOMaH/Ibl, Ha KOTOPOI'O MOKHO TT0JIOXKUThCSI.

He nepe6opujume

MHOrokpaTtHoe W [10Ky4/IMBO€ BbIpa)K€HHE TPU3HATe/JIbHOCTH BLICTaB/ISIET
BaC He B JIydyllleM CBeTe: BaC coutyT b0 JjbcTerioMm, aubo Oemosaroi,
rorepsBIIUM Hafiexay. OOBSICHSST CBOK TOYKY 3DEHHs CJIUIIKOM JI0JITO
U TIoApOOHO, BhI OyzieTe BBIMVISZETh >KeMTOPOThIM FOHLIOM. EC/M BbI MOCTOSIHHO
roete ArUpaMObl KOMIIaHWH, BaC COUYTYT MOAXaTUMOM.

Bynbre KpaTku, MpsiMbl U UCKpeHHU. Kaxzas ¢pa3a BBIMOTHSIET CBOMO
(GYHKIMIO, T03TOMYy He HY)KHO TMOBTOPSATb OJHO M TO )K€ MO0 [JeciThb pas3s.



[IpyHLMD «Iydllle MeHbllle, /ia JIyullle» akTyasieH U 3/ech.
Bxopsamue

PykoBoiWTe/Ib, KOTOPBLIM BbIJal BaM IPEMHIO, MOXXET OBbITb THPAHOM
unu mubepasiom. Ho B n06oM ciyuae OH 3aciiykvBaeT OnarosapHocTu (Haxe
eCJ/Ii OH TIOOIIPUJI Bac He 10 cBoelt Bojie). [IpocToe criacubo 3HaUUT 7151 JTEOei
oueHb MHOro. QOHO TIOMOTaeT VyKpenuTh CYILeCTBYIOI[HMe OTHOIIEHUS
WM Ha/IaJUTh KOHTAKThl, KOTOPBIX TTOKa HET.

Ho raBHOe, 6/1ar01apHOCTH — 3TO 3HAK BHUMAaHMSI, KOTOPBIN MTOATBEPXKAAeT
Ballli COLIMA/IbHbIe HaBbIKU. A yMeHHe BeCcTH ce0s BEeX/IMBO, KOPPEKTHO
Y C JOCTOMHCTBOM PaBHOLIEHHO YBEPEHHOCTH B cele.

IIpaBka

J10: KOMI/IMMEHTBI HACTABHUKY

Dear Ms. Dillon,

Please allow me to take this opportunity to hereby convey
and express my heartfelt gratitude for the insightful observations that
you generously offered on the occasion of the Human Resources
meeting at Vector, Inc., headquarters on August 12, 2007.

In point of fact, yesterday’s meeting, as you obviously know, had
taken an unfortunate turn during the sustained discussions
of the proposed viability and necessity of the Byron hires.
Understandably, I was neither pleased, nor happy, nor hopeful,
at the prospect of convincing the Compensation Analysts with
the strength, logic, and rationale of my data, despite all the extensive
and thorough preparation that I personally undertook prior
to the meeting to make my case as clear and comprehensible
as possible and despite the overwhelming amount of evidence at my
disposal.

The well-chosen timing of your cogent remarks and the evident
force with which you delivered them not only secured the Analysts’
considerable attention, it also allowed them to reassess, reconsider,
and reevaluate their position in light of the fact of your sharp
observations. It was at that very moment that the tables turned,
so to speak, and my case was given its due, thanks to you.

Please let me say here once more how valuable your support was



to the likelihood and achievability of the hires. And the success
to which you contributed is not to be forgotten.

I remain at your disposal,
Lisa Harding

MIS Assistant Manager
Vector, Inc.

lisaharding@vector.inc

ITpo6Gaembi

Ton! Hey>xenu Bbl X0TWTe, UTOOBI BaC TIPUHS/IM 3a BbIxoAla u3 Craporo
CBeTa, KOTOpBIM TOMBKO UTO comien ¢ kopabnsi Ha Geper? KoHcepBaTusm
Y TPAJIULIUU — 3TO OJIHO, a TSDKeJIbIM apXauuHbIi s3bIK — Apyroe. CinoBo «hereby»
CerofHsl TOAUTCS pa3Be UTo [jis CyneOHOUW ToBeCTKU. MyapeHble CIOKHBIE
000pOTHI [0 CUX TOP MCHOMb3YIOTCA B HOPUAMUECKUX [JOKYMEHTaX, OHAKO
B MHOM KOHTEKCTe OHU 3BydaT KOMUUHO. PyHKIMs e-mail — obecrieunTs o6mMeH
vHbopMallvel, a He 1[ero/IbHyTh KCTPaBaraHTHbIM CTU/eM. 37leCh HeT MecTa
BUTHEBATOMY C/IOTY. BbIUypHBIN HalbIIIeHHBIN SI3bIK OTTaJKUBaeT Jitofeid. Takas
MaHepa U3bSICHSTHCS TIOKa3biBaeT, UTO aBTOpP OTOpBaH OT »wu3Hu. «Insightful»
U «Ccogent» yMeCTHbl B JINT@PATypDHOM TeKCTe WM [1e/I0OBOM [IOKyMeHTalluu,
HO HUKAaK He B KPDaTKOM PSiZIOBOM IHCbMe.

N36bimouHocmsb! Takue BbipakeHUs, Kak «in point of fact» wmu «in light
of the fact that», 3acopsitor Tekct. OHM He HeCyT HUKakKoW HWHbOpMaIUU
Y 3aCTaBJISIOT TPAaTUTh BpeMsi BIYCTYIO. JIkO[U, KOTOPbie PaCTOIKOBLIBAIOT CBOU
MBIC/TU /10 MeJibualilliux ToApoOHOCTel, OOBIYHO C/IUIIIKOM MHOTOC/IOBHBI.
JIviiiHue c7ioBa He TIPOSICHSIFOT MbBIC/b, HO 3aTyMaHUBarOT ee. M30BITOUHOCTH
TIPOSIB/ISIETCSI T10-Pa3HOMY, U 3aMeTUTh ee ObiBaeT HerpocTo. OAWH U3 CaMbIx
pacrpocTpaHeHHbIX BapUAHTOB — yroTpeOsieHue rpynn OAM3KUX T0 3HAYEeHHIO
cnoB: «convey and express», «reassess, reconsider, and reevaluate». B nenoBom
TIMCbMe TaKOM CTU/Tb HEyMeCTeH.

Be3sydepacHas  necmb! Ecnu naBMHA — KOMIUIMMEHTOB — T'DAaHUYUT
c mnopobocTpacTveM, Ballld CJI0Ba 3ByuaT He CJIMIIKOM YOeJuTe/bHO.
HauanbCTBYy HpaBUTCS, KOTJla €r0 YBaXKalOT, HO TMOAXa/JMMaX MO0 Aylie



HeMHOrUM. byarogapHOCTM M MOXBasbl, KOTOpPble MEpPexXofsAT B CJIaBOCIOBHE,
paboTaroT rnpotuB Bac. Takoit TOH MOXKeT CKOH(Y3UTh afipecaTa Wiu, Xy>Ke TOoro,
TOCTaBUTh TM10/] COMHEHHE Ballly MOTHBalui0. Y 0occa MOTYT BO3HUKHYTb
TI0/I03peHUs Ha Balll cueT. Besib /ibCTelibl 00bIYHO Tpec/ielyIOT KOPBICTHbIE 11e/1H.

PeweHue

Hcnonb3ylime cogpemeHHyto aekcuKy. Eciii peub uzileT 0 C0Bax, KOTOpbie
Bbl C/blllIa/ii OT 0occa, BCTpeyasid B OTUeTe KOMIAHUMA WIA B [IeJIOBOM
Tepuo/ivKe, yrnoTpeOsisiiTe WX C UMCTOW COBecThlo. Ho ecnu Bbl TojjpakaeTe
cBoeil O6alyllke WM WCTOPUUECKOMY POMaHY, 3TO He CaMblid y[auHbIi BbIOOD.
K nipumepy, o6opot «I remain at your disposal» Obi1 B X0y B TPOIIIOM BeKe,
HO CeroJjHsi OH BOCTIPUHUMAETCs Kak apxau3m. B To >xe BpeMs cjioBo «disposal»
BOCKpeIllaeT B MaMsITU Takue coueTaHus, KakK «trash disposal» u «garbage
disposal».

I[TomHume, aAuwHUe c108a OelalOm MmMeKCm MeHee 3IHep2UUHbIM.
M36BITOYHOCTb TIOCHUIAeT HelpaBW/IbHbIE CUTHAJIbI: OHA TOKa3bIBaeT, UTO BbI
He CrocoOHbI YeTKO C(HOPMYyIUpOBaTb MBICAL U Tiepe/ivBaeTe W3 IMYCTOTO
B TIOpOXKHee, OTHUMasi BpeMmsi y ajpecara. [lociefiHee — BecbMa Cepbe3HBIM
TIPOCTYTIOK.

Eciu Bbl OTpeJjaKTUpyeTe MUCbMO U W30aBUTECh OT JIMIIHUX CJIOB, TEKCT
YMEHBIIIUTCS B /iIBa, @ TO U B 4YeTbipe pa3a. [IpesicTaBbTe, UTO BCe MHChbMa
B Ballei mamnke «Bxopsique» cokpaTuiuch BYeTBepo. HeHyKHbIe C/ioOBa
3aHMMAalOT MeCTO Ha >KeCTKOM /IMCKe, B TaMATH, Ha 3KpaHe — HO TPU 3TOM
He BBITIO/IHSIIOT CBOeU (DyHKIUH.

«The extensive and thorough preparation that I personally undertook prior
to the meeting». BMecTto 3Toro mgocrarouHo ckasartb: «I was prepared for
the meeting». «In point of fact» 310 mpocto «in fact», a «in light of the fact
that» — «in light of». VI Takux npriMmepoB HeMao.

Bamm KOMIUIMMEeHThI JO/DKHBI ObITh UCKPeHHMMHU. Ec/ii yesioBeK OKa3ai
BaM ycayry, nobnarogapute ero. [IpocTo oTMeTbTe ero TMOCTYIMOK U BbIpa3uTe
TIpU3HATeTbHOCTb. JTOTO BITOJIHE /[OCTAaTOYHO.

IToc/e: KOMIVIMMEHTBI HACTABHUKY
Nikki,

I just want to quickly thank you for lending me your support
in the HR Policy Meeting yesterday.



The Compensation Analysts were so against the necessity
of the Byron hires that they weren’t listening to the facts — I don’t
even think they reviewed the stats I prepared. Although I pride myself
on my communication skills, I was becoming frustrated. You stepped
in at just the right moment. By voicing your support, you enhanced
my creditability. And we got the hires.

Thanks again,

Lisa Harding

MIS Assistant Manager
Vector, Inc.

lisaharding@vector.com
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I'/1aBa BochLMas
Yupas/ieHue




IIpocs0a o copelicTBUHA

Jean, Michelle, Chris, Lo,

IIpegmet o0CyxaeHUsI

Upper management has brought to my attention that the M5
account has capital expenditures inconsistent with allocated assets
recorded in the Q2 budget.

Curtyanus

Because you are all valued employees, it is assumed that you had
very good reasons for signing off on the budget. These
inconsistencies, however, reflect poorly on our projections
and compromise our performance as a team. They must be rectified
immediately.

Crparerus

Please send me information on the net present value, internal rate
of return, and payback period of Lumina Corp. by the close
of the business day, Tuesday, March 10. Once GIGO is ruled out, I’'m
certain you will have a legitimate explanation for the discrepancy.

IToaTBepXAeHHE J00PO BO/IH
Bring the necessary docs to Friday’s staff meeting and feel free
to contact me with your concerns.
Regards,
Sheila Tann
Investment Officer

Vector, Inc.

sheilatann(@vector.com

NHCTpyMEeHTEI


mailto:sheilatann@vector.com

Anenaupys K uyecmey Kos/1/1eKmueHoll omeencmeeHHOCmu,
He 310ynompeb/sitime c1080m «I»

Xorsi 00OBIUHO MECTOMMeHHsT «I» M «you» XOpOIIO BIIMCHLIBAIOTCS
B KOHTEKCT /IeJIOBOTO MHMChMa, WHOT/IA He CTOWUT BBI3bIBAaTb OTOHb Ha Ce0s. «I»
BCerja paji TI03[ApaBUThb TIOAUMHEHHBIX C  XOPOIIMMH  pe3y/bTaTaMH,
HO He JTF00UTe/b CIIOPUTH C JIFOABMH O HEeCTBIKOBKaX B OrofpKeTe.

Onyckass mectouMeHue «I», BbI TiepecTaeTe ObITb aKTUBHBIM YYaCTHHUKOM
npoucxosiiero. Beipakenue «It has become apparent that» gaeT MOHSATS,
yTO peub HjeT O (akrax, a cioBa «Upper Management has brought to my
attention...» Bo3/araroT Opemsi OTBETCTBEHHOCTHM Ha KOMaHJy YIIpaBJIeHIIEB.
TpeboBaHUs MpebSIB/sieTe He Bbl, @ Te, KTO CTOUT 3a BaMH.

CoxpaHsitime onmMuMUCmMuYHbIli MOH

Ecnu BaM Hy)XHO 3aCTaBUTh [JPYTUMX CZelaTb UTO-TO, Jyullle 3aBOeBaTh
JIOBepue Jiofleid, UeM TOATa/lKMBaTh WX K COMpPOTHBIeHWIO. l36eraiite
OOBUHEHMM W YIpPEKOB, ITIOKa He H3yuuTe BcCe 00cCTosiTeNbCTBA. Tpebys
OT MOJUMHEHHBIX OTpe/le/IeHHbIX AeNCTBUN, MOATBEepAUTe, UTO KOMITAaHUS LIEHUT
uxX mnpodeccMoHaMM3M, W BbIpa3uTe HaAeXIy, uTo IpobremMa pa3penuTcs
HauyuImmM oOpa3oM. [laiiTe MrO[sM TIOHSTh, UTO BbI JIOBEpsieTe UM, — U OHU
OTBETST BaM B3auMMHOCTbIO. JlyMaliTe O HMX XOpOILIO, TOKa He TMOsBITCS
OCHOBaHMUS /17151 00paTHOTO.

Ccopmynupyiime 3a0auy Kak MOXMCHO MouHee

Eciv Bbl He CKakeTe, Uero XOTHUTe, Bbl He /100bETECh CBOETro. YKaXKuTe,
Kakas MH(opMaIusi BaM HY)KHa, KOTZAa Bbl XOTUTE €€ TOMYYHUTh M Ha KaKOM
pe3y/ibTaT pacCUMThIBaeTe.

YmeHue nucamb nucbma ea1usiem Ha pe3y/ibmambl pa6omb1

Bcem wu3BecTHO: ec/iu II€epCOHA/I HE YMeeT IIMCAdTb IIMCbMd,
3TO CHMXKAET IMMPOU3BOAUTE/IbBHOCTE U YXYAIIAET PE3YJ/IbTdThI. Ka)K,Z[bIﬁ,
KOMY IIpUXOOAWUTCA MHOI'OKDATHO II€pEUYHUTLIBATDL e—maﬂ, IMBITAACh



TOHATb €ro CMBIC/, WCIIBITHIBAaeT pa3fpaxeHue. Bpems, KoTopoe
YXOAUT Ha paciimdpoBKy HUKYy/la He TOAHBIX ITMCEM, MOXKHO
TIOTPAaTUTh C OOJIBIIIeN M0Jb301.

CeTeBOM 3THUKET

WHorga Ha)kuMasi KHOTIKY «Send», Mbl coBepitiaeM oinbky. Korpa-aubyab
3TO CJIy4aeTcsl C KaKAbIM. Bbl X0THUTe TOC/IaTh >kanoby Kosjiere W HeuasHHO
pacchliaeTe ee BCeM, KTO eCTb B a[JpeCHOM CIMCKe. Yaillje BCero 3To MporCXO/IuT,
eCu Bbl THIIeTe TUCbMO B THeBe, 3Has, UTO OTIIPAaB/STh €ro He CJiedyerT.
Ho B KOHI1Je KOHLIOB Bce e fienaete 310. CiayuaiiHo.

[Tocko/ibKy Takoe ObIBaeT C KaXKbIM, TMOy4aresb OOBIYHO TIPOSIB/ISIET
BesmMKoAylve. CKopell BCero OH MpOUTEeT MHUCbMO, KOTOpPOe He MpeJHa3HaueHO
JJ1S1 €ro 1J1a3, ¥, BO3MOXXHO, B KOJIJIEKTHBE TIOWYT CIJIETHU, — €CJIU (PaKThl TOTO
3acyxuBaroT. Ho Bpsifi i mopoOHBIN TTpOMaxX OCTaBUT HeCMbIBaeMOe TSTHO
Ha Ballled pemnyTaluu, — KOHEUHO, eC/Id HallMCaHHOEe He BbIXOAWUT 3a paMKU
[I03BOJIEHHOT 0.

Eciv Bbl OKa3aiuch B TAaKOM CUTyalldd, He CTOWUT TMPOCUThb MPOIIeHUS.
OTO /UIlb Pa30XOKeT BceoOllijee JFOOOMBITCTBO, U TOT, KTO yjanui Obl Baille
MMCbMO Kak CIaM, TIPoYTeT ero C yABOeHHbIM BHUMaHUEM.

Ho ecnu Bbl coBepilaeTe Takve TIPOMaxul PETy/ispHO, 3HAYMUT,
Bbl Oe3asabepHbl, HEBHUMATe/IbHbI WM UCIIBIThIBaeTe TAKOW CUJIbHBIN CTpecc,
YTO He B COCTOSHUM HOpMasibHO pabortarb. Bo3Mo)kHO, Ballle MCUXUYecKoe
COCTOSIHME OCTaBJIsIeT >KeiaTh Jyuriero. CucremMaruuyeckue OIMIMOKA — TIOBOJ
A7ist 6eCTIOKOMCTBA, pe/iKve U CyuaiiHbie — HeT.

YroObl  3alUTUTH Ce0si OT HeNpusTHOCTeW, He TIUIIUTE TOrO,
YTO He Tpe/JHa3HaueHOo [Jsi MOCTOPOHHUX I71a3. KTO 3HaeT, KOMY MepeluIoT
Balle nucbMo? Ero Bcerza MoKeT MpoYecTb TOT, O KOM Bbl HUUErO He 3HaeTe.
[TpOKOHTPOMMPOBATH 3TO He B Balllel BACTH.

Bo wMHorux ¢upmax 3/1eKTpOHHasi TouTa COTPYAHUKOB SIB/ISIETCS
KOpIOpaTUBHON COOCTBEHHOCTBIO. B 3TOM cjiyuae KOMIaHUWsSI —BIIpaBe
KOHTPO/IMPOBATh Coj/ilep)kaHue TiMceM 0e3 BefoMa U COIIacusi TepCOHasa.
[TpoBepku ObIBAlOT €AUHUUHBIMU WM pPeryasipHbIMU. BynbTe TipefesibHO
OCTODPOXKHBI, eC/Id peub WJIeT O IIeKOTIUBBIX BompocaX. OcobeHHO Korja BbI
3/TUTECH.



bophs0a co ciayxamu

FOR YOUR EYES ONLY
IIpegmet o0CyxaeHUsI
Donna, Fred, Maryanne,

Rumors are circulating regarding violation of Child Labor Laws
in the manufacture of Vector, Inc., products.

Ciyxu

Specifically, the Vortex quartzite mouse accessory launched
in January 2007 is under fire for allegedly employing underage miners
in the extraction fields of Upper Egypt. The recent mining tragedy
in that country brought the mines into the spotlight and Vector along
with it. If some of the children who perished in the recent disaster
prove to be Vector employees, we will have a full-blown scandal
on our hands.

AnHanus

At present, I am unable to say with certainty if any
of the allegations are substantive or not. Vector is investigating
the situation. As you know, Vector does not support or condone any
violation of Child Labor Laws. In the unlikely case that any
of the allegations prove true, we will, of course, do our best to make
amends for any errors on our part.

Peaxkius

Kris will be setting up a conference call tomorrow morning
to discuss a game plan. In the meantime, please assure your colleagues
and reports that: (1) Vector has, at present, no knowledge of any
violations of Child Labor Laws; (2) Vector has a record of compliance
with the Child Protection Act; and (3) Vector is doing everything in its
power to get to the bottom of the story.

IToaTBepXAeHUE J00POH BO/IH
I know I can count on you.



Deborah Larkin
Operation Manager
Vector, Inc.

deborahlarkin@vector.com

NHCcTpyMEeHTEI

IIpedynpedsicoatime o dypHoll éecmu no mesiedpoHy u/au npu AUYHOU 6cmpeue

JItonu mpeArounTaloT CHavyasia yC/bIaTh TVI0XKHe HOBOCTH U JIUIIIb TTIOTOM
mpouectb uX. [0/I0C U S3bIK JKeCTOB TIPU BCTpeue WIM BO BpeMs
BU/IEOKOH(epeHI[MM yCIIOKauBaloT. BaXkHy0 poJib TIPY 3TOM UTpPaeT OTHOIIIeHHe
cobecefHrKa K TipoucxopsiieMy. Eciv HOBOCTh cO0OIIalOT 10 TesnedoHy,
ye/IOBeK TIPUCTYIIMBaeTCsl K MHTOHauu. Ho B e-mail BCto paboTy BBLITIOMHSIOT
CJ/IOBa.

BripoueMm,  TNHUCbMEHHBIM  TEKCT B aHIVIOA3BIYHBIX  Ky/JAbTypax
BOCTIPUHMMAETCST KaK BeCbMa aBTOPUTETHBIA UCTOUHUK. DJIEKTPOHHOMY MHUCHEMY
YyacTo BepsAT Oosbliie, ueM CylyxaM, KOTOpbie TiepeJatoTcsi U3 YCT B ycTa. Eciiv Bbl
CKakeTe TI0 TesieoHY, UTO Tpobiema rpuobpeTaeT yrpoXkaroljye MaciiTalbl,
s moBepto BaM. Ho eciu cooOliuTe TO ke camMoe TTHMChbMEHHO, s He TPOCTO
TIOBEpIO BaM, HO TIOCTApatoCh UTO-TO MPEATIPUHSTh.

Hcnoab3ytime mapkepbl KoH¢pudeHyuaibHOCMU

Takue mometkd, Kak «For Your Eyes Only», «Confidential»
u «Nondisclosure Policies Apply», HamoMHHalOT afipecary, UTo C HUM Je/sTCs
cekpeTHOl uH(popmaiueil. Ho nmaponu u 6uoMeTpuueckue KOJbl — He IaHaresl.
BbI MOXKeTe pacCUMThIBATh JIMIIL Ha Oy1aropa3ymue CBOMX KOJIIET.

Ecmu  Bbl  3HaeTe  CBOWO  KOMaHAy U JiOBepsieTe  JIHOJSIM,
KOH(HAEeHIIMaTbHOCTL — He mpobsemMa. Ho He 3abbiBaliTe — cpey JIOS/IbHBIX
COTPYJHUKOB BCeryla MOKET TOTacThCsi He/JOBObHbINA, KOTOPbIA He YMyCTUT
BO3MOYXHOCTU COOOILUTh HENpUsiTHble HOBOCTU Tpecce WIA PACKPBITh
CeKpeTHble CBelleHUs] KOHKypeHTaMm. ®usbrpylite wuHdopmanyio u Oygbre
OCMOTpUTE/bHBI, pacChliasi MUChHMa.
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He xo0ume 80oKpyz 0a 0Ko/10

Bocc, koTophlii yBepeH B cebe, cpa3y Gepet Obika 3a pora, pacckasbiBasi BCe,
Kak ecThb. POOKUIT 1 3aKOMIL/IEKCOBAHHLIN TsHeT BpeMsi. Ho oT AypHBIX BecTelt
He CIpSYellbcsi, U eCU Bbl OyzeTe MeIUTh, 3TO JIUIIb 0OOCTPUT CUTYyaIUIo.
MIMeHHO T03TOMYy Jiyullle COOOIIUTb WX Cpa3y — [IeJIOBBIM Cepbe3HbIM TOHOM.
U Torza xyjiiiee 0CTaHeTCs TI03a/Iu.

ITpudepiicueaiimech pakmos

Eciv  HazBuraercss KpU3WC, JIIOASM  MMIIOHUPYET  XJIa[HOKPOBHUE.
OOBEKTUBHOCTh — OTJIMYHOE CPEACTBO OT MaHWKU. [1yCTh (akThl TOBOPST CaMU
3a cebsi. He crpoliTe gorafiku, He KOMMEHTUDYITe, He U3BUHSNUTeCh. ECiu BbI
OrpaHUUUTECh W3BECTHBIMU (PaKTaM{, HUKTO He YIpPEKHeT BaC B WCKa)KeHUU
VMH(MOpMaLUHU.

IToomeepoicoeHue 000poti 801U 3acayxcueaem 0co0020 BHUMAHUS

Ecmu BBl coobillaeTe ajjpecaTty [IypHble BeCTH, BbIpa3uTh CBOU UYBCTBa
MO)XHO TOJILKO B KOHIle MucbMa. [laiiTe TIOHSTh, UTO yBepeHbI B mobefe,
YTO BepUTe B JIHOJiel U He COMHeBaeTeCh, UTO BCKOpe Bce OyzeT 1o/, KOHTPOJIEM.
Takoii ToAxof, TIOMOraeT OOBEKTMBHO OLIEHUTh TI0/IOKeHWe fesl. Bbipaxas
ONTUMU3M, HAUHUTE (Ppa3y C MeCTOUMeHUs «I».

BapuaHThI

I know I can count on you...

I know I can rely on you...

I know I can depend on you...

I know I can put my trust in you...

I glad you’re with me on this...

I know that we can solve this...

I know we’re going to get through this...

I know when we put our heads together, we’ll figure it out...
Now more than ever, I’'m reassured to have you aboard...

I have every confidence that we can handle this crisis together...



I know I’'m working with the best possible team at this difficult time...
I’m confident that together we can handle the situation...

Kaosicobili owubaemcs no-ceoemy

Onpenenvte,  Kakue  OMMOKA  TUMWYHBI IS Bac,
U IleJieHarnpaB/ieHHO HCKOpeHsiiTe uX. MoxeT ObITh, Bbl C/MILIKOM
yacTO WCIO/b3yeT C/0BO «being»? OTO 03HauaeT, UTO Bbl ILJIOXO
CTpOMTe  TIpeJJIO)KeHUsT —  OHU  [I0y4yaroTCsl  CJI0KHBIMH
u rpomo3nkumu. Utobbl n30aBUTHCS OT «being», Bam TmpupeTcs
V3MEHUTb CTPYKTYpYy TIpeAJiokKeHUH. DTO cJenaeT TekCcT Oosee
JIETKUM U TIPO3PayHbIM.



VcnpaB/ieHue 000K KOJI/Ieru

Jeb,

IIpegmet o0CyxaeHUsI
I am concerned that I am not communicating as clearly as I need
to.

Curyanus

I have just learned of a press release that included results
of benchmarking efforts against Veranda. The link to the test suit
mentioned in the press release violates exactly what the agreement
intends to restrict (please see highlighted section attached).

IIpobsiema

In the March 3 note that I sent you on this subject, I tried to make
it clear that the agreement does not permit publication
of the benchmarking results. Instead of disclosing the data, I
suggested that the customers/press judge for themselves.

HanomuHaHnue

If you were still determined to use the benchmarking data after
our last communication, I would have hoped you involved me. I
volunteered to help you, and so did others on my team.

PaboTra B KoMaHje

Now my chief concern is going forward. I am highly motivated
to succeed. I want to be part of a team dedicated and determined
to win in the marketplace. I hope that my value is in assisting others
to find ways to meet business objectives.

3a/ie/1 Ha MepCIeKTUBY
As we move on, I hope you will allow me to show you that it
is to your advantage to involve me in these kinds of matters.

Amelie Forsthyme



IGF and Corporate Operations
Vector, Inc.

amelieforsthyme(@vector.com

NHCcTpYyMEeHTEI

Byabme OCMOPOJ3HCHDbL, UCNpAe/15s OWUOKU Kos1/1e2

Hpe,ﬂ['bHB]IHTb TpE6OBaHI/IH K TOMY, KTO He pa6OTHET Yy BaC B IIOAYNUHEHHH, —
OOdHa H3 CdMbIX C/IOXHBIX 3d/d4. HOMHI/ITE, edjii CUuTyanua OGOCTPI/ITCH,
Balll Kojjlera He o0s13aH AeJ1aTb TO, YTO BbI 'OBOPHTE.

YT0o0OBI JIFOAW IoC/1e40Ba/IM BdllleMy COBETY, OHM OOJ/DKHBI ITPHU3HABATL Bdlll
dBTODUTET M BUAETHL, 4YTO, BHOCA IIPE€AJIOJKEHHKE, BbI II€UETECH HE O JIMUHOM
BbIT'OJE, da 00 HHTEepeCaX KOMIIdHHH.

Haunume c NpusHaHus Cc0O0CMeEeHHbIX OWUOOK

HPI/I3HaI‘/JITe, YTO BaM CBOMCTBEHHO OIHI/I6aTbC$I, UTO Bbl HE€ COBe€pIIE€HHEI,
n aapecar He 6Y,[[€T BOCIIPUHHUMATDL BdC KdK YI'DO3Yy, d BO3MOXXHO, AdXXe ITDOABUT
CHUMIIATHIO. HOKa)KI/ITe, UTO BblI HE€ HAed/I, Bbl TOXe [OOIIyCKdeTe IIPpOMaAXH.
BmecTto TOro utoObI CMOTpE€Tb Ha KOJ/IeT' CBEPXY BHH3, O6H_[al‘;ITECb C HMMHU
Ha pdBHBIX.

NMeHHO Takast CTparerud CAaejideT BdlllKd C/IOBd Oostee Y6e,[[I/ITEJ'IbeIMI/I,
0COOEHHO ec/H CO6€C€,Z[HI/IK YIIDpAM, IIOAO03pUTE/IEH WM 3dKOMIIJIEKCOBAH. Ecmm
Bbl [AdAWTe IIOHATb, UTO HeE 6E3FPEH_IHBI, BaM KdK MHWHHUMYM obecrieueHO
BHHMdHHE dapecdTd.

He 3auumueaﬁmec1> HA YyXHcux owuoKax

YKa)kuTe, B UeM COCTOUT OIIMOKa KOJI/IeTh, HO He aHaIM3UpYyiTe ee BO BCeX
MOJPOOHOCTSX, Ja)ke ec/ld Bbl CUWTaeTe, UTO CJyudBlleecs TIPUBEJET
K HeNpUSITHBIM TIOC/TIe[CTBUAM. BBIYCTUTH Tap MOXKHO C T7la3y Ha IVia3,
HO He B e-mail. Ecu yenoBek TMOUYyBCTBYeT yrpo3y, oH Opocutcsi B 6Gercrso
MMEeHHO TOr/la, KOT/la BaM TTIOHAI00MTCS ero ToA/jep)Kka. Baiiie fieio — oTMeTUTD
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OH_II/I6Ky, d He ThIKdTb B Hee HOCOM.

ITpukpotime ceou mbL/ibl

[MpenyripenvB ajpecara, uTo ero o6pa3 JelicTBuii Hebmaropa3ymeH,
HarlOMHUTe, UTO Bbl TOBOPWIM O Ha/BUratoleiicss mpobreme. DTO TOKaXKeT,
YTO BalllM CJOBa 3aC/Iy)KMBAlOT [0OBepusi. A ewid COTPyAHUKaM (UPMBbI
Pa30LLIIOT JOKYMEHThI, Kacarolrecs: UHLUEeHTa, 3TO YIPOUXT Balll aBTOPUTET:
yuTas ux, oAy OyayT BCTIOMUHATh Balllv CJIOBA.

Cmompume 8 Oydyuwjee

Ecnmu yiiep6 npuuvHeH, feno caenaHo. CUMbHBIN Jdfiep He JIbeT CJie3bl,
He CTBIJUT APYTUX W He UCIbITbIBaeT yrpbi3eHUi coBecTtu. OH cTapaeTrcs
CIUIOTUTH JIFO[EM U TJIaHUPYeT JajbHeline felcTBUs. IMEHHO B 3TOT MOMEHT
YMECTHO HallOMHUTb O KOPHOPAaTUBHBIX LIeHHOCTSX. CKaKUTe aZipecary, YTO BbI
KOHKYDEeHTOCTIOCOOHbI U HarllesieHbl Ha To0eny. VM HerpemMeHHO BbIpas3uTe
TOTOBHOCTb [TIOMOYb.

[ToguepkuBaiiTe CBOM TpEMMYILECTBA, a He T[IpOMaxu ajpecara —
3T0 TIOMOXKeT BaM wu30exaTh TIPSIMbIX OOBUHEHUW W cfenaTb aKIeHT
Ha KOJIJIEKTUBHBIX YCUUSX B HactosieM u Oyaymiem. [lake eciu Ballimdx
N00pbIX HaMepeHUN Majo, uTOObI Jie/IOBble OTHOILEHUSI CTa/ld HjeaJbHbIMU,
3TO I11ar B BEPHOM HaripaB/eHUU.

CeTeBOM 3THUKET

Ecmu Bbl HamMcany e-mail BoBpeMsi, 3TO He 3HAUWT, UTO BbI TYT XKe
nosyuuTe oTBeT. O/[HAKO MHOTHWE YyBepeHbl, UTO WHaue U ObITb He MOXKeT.
ONeKTPOHHbIE MUChMa [10CTaBJISIIOTCSI MTHOBEHHO, U Mbl He /I0MyCKaeM MBIC/IH,
YTO OTBeTa MpUAETCs aaTb. Ho yacTo OH MPUXOAUT JaneKko He cpasy.

Y ajpecara ecTh Macca TIPUUMH 3a/lep>KaThCsi C OTBETOM: CpoyHasi paboTa,
HempeJiBU/IeHHble  OOCTOSITE/IbCTBA, COBEIllaHUSI WM TPOCTO  pellieHre
He pearupoBaTh Ha MUCbMO. TPYHO MOHSITh, UTO Bac >K/eT, eC/IU Bbl He 3HaeTe,
YTO MPOUCXOUT Ha CTOPOHe azipecaTa. Baiiie coobiijeHre MONMOKUIN B IO/ITHIM
AUK WIM BaM HaMUIIyT TIPA TEepBOM BO3MOXXHOCTU? MOKeT ObITb,
BaM He OTBeTAT BOBce? Baiiie coobilleHre KaHy/I0 B KWOepPIPOCTPAHCTBO UK €ro



TIOTEePsiT Balll KOPPECTIOHJeHT? A MOKeT ObIThb, TIPO BaC MPOCTO 3a0bLTH?

B ntoboM cnyuae He CTOMT BOJIHOBAThCSl. BCrioMHUTe, Bellb BaM TOXe
C/lyyanioch 3ajiep)KuBarbCsi € oTBeToM. [lofo6HOe ObiBaeT €  KaKAbIM,
¥ Ha TO eCTb Macca IpUYMH, KOTOpble YIIOMSHYTHI Bbillle. Ho ecsm mporiuio
CJIIIIKOM MHOTO BpeMeHM, Bbl MOKeTe TpPOAyO/JupoBaTh CBOe THMCHMO
C TIOMETKOW «TIOBTOPHO» B CTPOKE TEMBI.

BbiOpaTh TIpaBU/IbLHBIM MOMEHT /IJii HallOMWUHAHUS — He camasi MpocCTas
3ajaya. PemieHve 3aBUCUT OT BallMX OTHOLUEHWW C KOPPeCIOHJEHTOM —
reHepajJibHOMY [JUDPEKTOpYy, K TIpUMepy, C/iefyeT JAaTb Oojibllle BpeMeHH,
ueM MeHe[pKepy cpeaHero 3BeHa. Hy)XHO yuecTb U CPOUHOCThL BOIIpOCA — €C/IU
OH He TpeOyeT HeMme[/IeHHOTO TIDUHSATHS Mep, TOBTODHOE IHMCbMO MOJKeT
rnofoxzaare. VI HakoHel], B&XKHO, C KeM BBl MMeeTe [1e/10, — eC/Id Bbl HallOMHUTe
0 cebe pacTOPOITHOMY W TMYHKTya/JlbHOMY UeJIOBEKY, OH OTHECeTCSl K 3TOMY
C rnoHuManuem. Eciy, oTripaBuB IMOBTOPHOE IMMCBMO, BBl TaK U He IOJIYYU/IN
OTBeTa, IT03BOHUTE.



BLII‘OBOp IO AYUHEHHOMY

Melanie,

IIpegmet o0CyxaeHUsI
News of your poor performance has once again reached my
office.

IIpoOsiemMbI ¢ KaueCcTBOM PaboTHI B MPOILJIOM

You will recall that your direct supervisor Steve Homes and I
spoke with you two weeks ago regarding misreporting in financial
projections traced to inaccuracies in your accounts. At that meeting,
you volunteered — as I noted in an e-mail to you on May 6 — that you
were facing personal problems. You assured us that you were going
to resolve the issues and that your performance would return
to the high level that Vector expects.

IIpo6siemMbI ¢ KauecTBOM PaboThHI B HACTOSAIIEM

Steve has just informed me that you arrived at the Vector HQ
yesterday in poor health. Before you left the Finance Office, you
promised to finish your work — already two days behind schedule —
at home. Instead of following through, you phoned in later in the day
to say that it was impossible for you to complete the assignment.

Beirosop

While Vector fosters a company spirit in which workers are
always ready to pitch-in to help each other, you are increasingly
exhibiting a pattern in which you expect others to systematically fill
in for you. This behavior is not tolerated.

Yrposa yBosibHeHUsI

If your job performance does not improve, you will face
a suspension — even dismissal. Both Steve and I regret this situation,
but your behavior has left us with no alternative.

Regards,



Tem Burns
Director of Finance
Vector, Inc.

temburns@vector.com

NHCcTpyMEeHTEI

Ecau mou e-mail HezamueeH, uzdezaiime mecmoumeHus «I»

BMmecto Toro utroObr ckasath «I have learned», manumurte «It has come
to my attention». TeM caMbIM Bbl UaCTUYHO CHHUMaeTe C Cce0sl OTBeTCTBEHHOCTb
3a CKa3aHHoe. Bbl faeTe TIOHSITh, UTO KpPUTHKA WCXOAUT He OT Bac,
a W3 BHEIIHero MCTOYHWKA. BBl /ML 03ByUYMBaeTe Ube-TO MHeHHe. A Kakoi
CMBIC/T 0OMKaThCSl Ha TOTO, KTO TIPOCTO TIepe/jaeT uy>KHMe CJI0Ba?

Haunume c ¢pakmoe

3a aBTOpUTETOM CTOUT 3HaHUe (PAKTOB U CMOCOOHOCTb TPENOJHOCUTh WX
B JIOXO[UMBOM, JIOTUYHON U 0OBeKTUBHOU (opme. [Ipexsie ueM KPUTUKOBATh
KOMaHZly WA OTAeNbHBIX COTPYAHUKOB, COOepuTe KaKk MOXKHO OoJibllie
cBefieHU: 1P, AaT U CPOKOB. M3naraiiTe nH(OPMAIMIO TOYHO U MOPOOHO.

Ocnioputh (akTUUecKue [laHHble OueHb CJIOKHO. Ecmu  oOBUHeHUS
TYMaHHbI, OT HHUX JIETKO OTMaxHyTbCSl, O/HAKO OMPOBEPTHYTb KOHKPETHbIE
JoBoAbl HerpocTto. Kak mpaBuso, Mogyd Jaxke He MbITAlOTCS CAeflaTh 3TO,
0COOeHHO Korjla TIpeTeH3UM TOCTYMalT C pa3HbIX CTOPOH. YOeauTe/bHbIe
Jl0Ka3aTebCTBa 0OBIYHO He BbI3bIBAIOT COMHEHU.

Yemko onpei)eﬂume 803MOJCHbBIE NOC/1e0CMaus

Onupasicb Ha TIPUUMHHO-C/IE[ICTBEHHBIE CBs3H, OOBSCHUTE afipecary,
yeMm OH pucKyeT. Eciii BbI cenaete X, Mbl cesaeM Y. EC/iv Bbl HapyLuuTe 3TU
rpaBujia, Mbl MOKeM BacC YBOJIUTh.



Ocmaebme M4 Ha CMoOpoHe abpecama

Haiite  ampecaTy  BO3MOXHOCTb  OOBSICHUTHCS.  [louHTepecyiTecCh,
TIOHUMaeT /M OH KOPIIOpaTHBHbIE TPUHIUIEI. Il03Bo/bTe eMy 0OpaTHUThLCS
3a pa3bsCHeHUsIMUA. Ec/ii BOIIPOCOB He TOC/efyeT, 3HauuT, 00e CTOPOHBI BUST
CUTYaLMI0 OIMHAKOBO.

CoxpaHsiime syyuiee

OTtbupaiiTe U COXpaHsiiiTe Jyulliie U3 TIOJYUeHHBIX THCEM
B OT/IeJIbHOM (hatisie, YTOObI UCTIOMB30BATh UX B [la/IbHEHIIIEM.

OTOupaiiTe U COXpaHsiiTe caMmble HeyJauHble MUChbMa B PYroM
daiine, uToObI He TIOBTOPATH UYXKUX OIIHUOOK.

CoBet

Bocc pmomkeH ObiTh 6Goccom. UenoBeKOM, KOTOPOTO YBaXkalOT 3a yM,
TIPOHUIIATeTbHOCTh U OMNbIT. OH J0/KeH Ha3biBaTb Bellld CBOMMHU HMeHaMU
u ObITh cripaBe//IMBbIM. EJiBa /i1 BamM XoueTcsi, uTOObI PYKOBOAUTETb ObLI
TUPAHOM WJ/IM, HAarpoOTHB, TMyCKaja Jel0 Ha caMoTeK. Bbl xoTuTe, UYTOOBI
B HY>KHbIIi MOMEHT OH HarpaBJisi/i U UHCTPYKTHPOBas Bac. UToObl OH oTCTauBasl
BalllM WHTepecbl. bocc AomkeH ObITH JOs/leH K BaM... IO KpailiHeill Mepe,
O6sbIITyI0 yacTh BpemeHU. U Torjia Bbl OyzieTe ycepHO TPYAUTHCS U OTIUIaTUTe
eMy TOU K€ MOHEeTOM.

E-mail maeT pykoBoAuTe/nt0 Maccy BO3MOXHOCTeH MpOJeMOHCTPUPOBATh
cBoe BiMsiHHWeE. [IpeXkze BCero, 3TO aBTOPUTETHBIM TOH, UyTh ITPUIIOAHSTHIM,
HO He BbICOKOMepHbIi. Takue cioBa, Kak «difficulty», «problem», «obstacle»,
«hurtle», ymecTHBI B €ro ycrax, Torjja Kak «SCrew up», «mess» Win «nightmare»
3ByuaT JJUCCOHAHCOM.

Kpatkue ueTkue ¢GOPMYIMPOBKK TPU OMUCAHUM TIPOLEAYP U TIPaBUII
Jle/laloT TOH THcbMa Oosiee BHyIIUTenbHbIM. CpaBHUTE [IBa BBICKAa3bIBaHUSI.
«Team members who cannot comply with security policies will be dismissed»
u «In addition, and further to this situation, it is my personal duty to clearly
and precisely inform you again for the second time in the last 6 months that any
of our employees who is not following and obeying company rules, guidelines,
and regulations will be most certainly reported for severe disciplinary action
as promptly as possible». IlepBasi ¢d)pa3a /akoHWYHA ¥ OfHO3HauHa. BTopas



npeJCcTaB/isieT OO0 Hey/auHyr TOMBITKY CAefaTb BHYIlIeHHe, 3a KOTOpOM
YyBCTBYETCSl OTCYTCTBUE TBepAOCTU. II0TOK CO3HaHUSI, COCTOSILLIUNA U3 [JIMHHBIX
cOUBUMBHIX (hpa3, MO/PbIBaeT ABTOPUTET.

AbG3allbl B MUCbMe PYKOBOAWTEJISI TIOJUePKUBAIOT BiafieHUe SI3bIKOM
U aHanuTUUYecKue crocobHocTu. [MlaBHasi MbIC/Ib sICHA Cpa3y, a He CIpsiTaHa
B Tekcre. YroObl THCHMO BBIVISZIENIO COJEp)KaTebHbIM U COJU/HBIM,
WCTI0/Ib3yHTe KOPOTKME (pa3bl WU CjefuTe 3a JIOTUKOW H3/iokeHus. [lepBoe
TIpeJ/io’)keHre KakAoro absailla [O/DKHO TMepefiaBaTh CyThb TOro, 4uTO Oyaer
CKa3aHo Jiasbliie.

OObeKTUBHBIM OeCcnpUCTPACTHBIM TOH MUCbMAa TOKa3bIBaeT: Jaxke Jesast
BBITOBOD WM yrpoxasi, 6occ ziepxut cebsi B pykax. EMy He HY>KHO OOBUHSITb,
OCKOpO/IATL WM 3auparh mwofeli. HeasekBaTHasi peakiiyds Ha MPOUCXOZsIIee
CTaBUT 10/ COMHEeHMe Ballly yBepeHHOCTb B cebe. Eciu BbI cooliiiaeTe AypHbIe
BeCTH HEBO3MYTHUMBIM [IeJIOBbIM TOHOM, JItOAU OyZyT OTHOCUTBCA K Bam
C YBa’KE€HHEM.

CeTeBOM 3THUKET

[lpodu B oTMuMe OT AWieTaHTa XOPOIIO 3HAeT pas3HUI]y MeXIy THpe
u neducom. Tupe amuHHOe (—), a Aeduc KOPOTKUii (-). OHU OT/IMUAIOTCS TaK >Ke
CWIBHO, KaK OTepalivoHHasi CUCTeMa U KOMITbIOTepHOe kejie30. Tupe momMoraet
OTIepUpPOBaTh KPYMHBIMU 3/IeMEHTaMM, B TOM UHKC/Ie UYacCTSIMU TPeJIOKeHMUs.
C momoIpio THpe MOXHO [00aBUTh WH(OPMAlMIO, BCTaBUTb 3aMeuaHue
1o XOAy [lefa WU YCUIUTh ApamMaTtuueckuil 3¢ddekt. Tupe obo3HauaeT may3y
MeX/y CBSI3aHHBIMH 3/IeMeHTaMH.

You promised to finish your work — already two days behind schedule —
at home.

You will face suspension — even dismissal.

Heduc — ato Hebosbllasg ueprouka. Ero QyHKIUS — COeAUHSTH uyacTH
cioBa. [lo Gonbliedt yacTu fAeduchl BCTPEUAIOTCS B CYILeCTBUTETbHBIX
Y TIpy/iaraTe/ibHbIX.

The boss gave him the brush-off last night at the baseball game.

That is a fail-safe system designed just for your company.

Heduc ToBOpUT 0 TOM, UTO CO BpEMEHEM /[Ba C/I0Ba MOTYT CJIUTHCSI B OZIHO.
«Semicolon», K Tpumepy, paHblile TMucanu «semi-colon». TIpousoiiseT Takoe
C/IMSIHYE WK HeT, 3aBUCUT OT psifia (aKTOpPOB, BAUSIIOIIMX HA SBOIOIUIO SI3bIKA
B 1[€JIOM.

[TpaBunbHOe yrioTpebseHWe TUpe U Jeduca TOBOPUT O TOM, UTO BEI



YBEpeHHO BjiajieeTe MepoM. A 3HAuuT, PYKOBOJCTBO BU/UT, UTO BbI TOJKOBBIi
Y CIIOCOOHBIN COTPYIHUK.

ITomozume Opy3bsim

HexkoTopbie 13 TeX, C KeM MHe TIPUXOIUI0Ch paboTaTh, IOHaYaNy
MYcalyd He O4YeHb Xopoluve nricbma. OHAaKO, 0CBOMB 3TO MCKYCCTBO,
OHM HAUMHAKOT MOMOraTb CBOMM ToBapuilaMm. Cpeau mpodyero OHU
yuaT CBOMX TIOfIOTIeUHbIX oOpaillaTh BHUMaHUS Ha  [IJIUHY
TIpe/IJIOKeHU.



PexomMeHganus

Ms. Schaftner,

IIpegmet o0CyxaeHUsI

As the Director of Media Analysis at Vector Dimensional, I
would like to recommend without reservation my former Senior
Analyst, Chris Deibs, for the position of Assistant Director of Media
Relations at Height Corp.

Hcropus 1

Chris was already on board at Vector when I became Director
of Media Analysis in 2005. For the first year, Chris was among my
indirect reports, but he quickly distinguished himself by initiating
the Vector Tracking Project. I must admit that when I heard of Chris’
proposal, I was not quick to see its worth — that is until Chris
requested an appointment with me, outlined the disadvantages of our
search engines and provided a clearheaded strategy for correction.

Ncropus 2

Due in part to the success of the Tracking Project, Chris was
promoted to Senior Analyst and was my direct report for the next 14
months. During that time, he recognized and culled a reference pattern
based on emotional response that is now a part of our Standard Search
Returns.

XapaKTepUCTHKA

In the performance of his duties, Chris has never disappointed.
Because he likes a challenge, he has consistently met, and often
surpassed, expectations. He is respected by his subordinates
and superiors alike, and is generally possessed of a congeniality that
makes teams thrive. He inspires loyalty and pushes others to achieve
more than they would have thought possible. I recommend him
without hesitation.

IToaTBepXAeHUE J00POH BO/IH
Please give me a call if you’d like to discuss his qualification



in detail.
Sincerely,
Dick Ballen
Director of Media Analysis
Vector Dimensional

dickballen(@vector.com

NHCcTpYyMEeHTEI

PekomenoamenbHble NUCbMa nuwymecs no 0Cco0bIM npasu/iam

ABTOp peKOMeH/laTe/lbHOTO MHChbMa [JO/DKEH Ha3BaTb CBOKO [IOJDKHOCT,
COOOIUTh, KaK /IaBHO OH 3HAeT COTPYAHUKA, O KOTOPOM H/IeT peub, paccKa3aTb
O ero KBa/qu(uKalWW, [OCTWKEHUSIX W OTHOLUEHUSIX C [APYTMMU JIHOJbMHU.
B koHIle ciiefiyeT BbIpa3uTh HaleX/1y Ha yCIexXu COTPYAHUKA B Oyyiiem.

Pacckasbigasi 0 kKapbepe, npudepicugatimech XpoHo/a02uu

B 5Toil yacTu TMCbMa WH(OpPMALMI0 M3/1araloT B XPOHOJIOTUUYECKOM
TIOpsIJIKe.

OO6BIUHO paccKa3 HauMHaeTCsl C TOTO MOMEHTa, KOr/la aBTOpP MO3HAaKOMUJICS
C COTPY[HHKOM, U 3aKaHUMBaeTCs B HacToslleM BpemeHH. Omucatb Kapbepy
JPYTOro uejioBeKa HeCJI0KHO, eC/Id PaCcCKa3bIBaTh O COOBITUSIX M0 TOPS/KY.

Pa3zb6etime paccka3z o mpyooeom nymu Ha HeCKo/bKo uacmeli

Onucanue Tpy#oBoM Ouorpacduu BHITISIAUAT Oosee BIEUAT/ISIOIIUM, €C/Id
pa3buTh ero Ha [ABa-TpU HeOobIIMX ab3alla C XOPOIIMMHU BBOAHBIMU
npeiokeHusIMUA. [10CKO/IbKY TOBeCTBOBaHWE BeNeTCS B XPOHOJOTHYECKOM
riopsiZike, pa30uBKa Ha ab3al[bl — He caMasi IpoCTasi 3ajiava.

MHorga MOXKHO B3SITb 32 OCHOBY JiaThl: B TIepBOM ab3alle Bbl OMUCHIBaeTe
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JoctwkeHuss kKanguzara B 2004 romy, a BOo BropoM — B 2005-m.
CTpyKTypHpOBaTh TEKCT I10 TAKOMY TIPUHLUITY HETPYAHO.

B Oonee c/0)KHOM BapuaHTe KaXK/blii ab3al] IMOCBsIleH Orpefie/IeHHOMY
STary Kapbepbl: KOHKPETHBbIM MPOEKTaM U JOCTUTHYTbIM pe3yJibraraM. Takas
pa30uBKa CMOTPUTCS HoJiee BBIMTPHIIITHO.

Onuwume xapakmep kaHoudama

PaborofiaTe/nt0 HY)KHO 3HaTb, CMOXKET JIM HOBBIM COTPYAHMK BITMCATbCS
B KOJUIEKTUB. YMeeT /I OH JIaJIUuThb C JitoabMU? YUTO OH 3a uesioBek? Onwuiuuvre
JIMYHbIE KaueCcTBa KaHAWAATa, KOTOpble Ba)KHbl [IJid COOTBETCTBYIOILEU
JIOJDKHOCTH.

Hoocmopo:)fcuee C /1IeKCUKOUI

[Tosile3HO OTMETUTb, UTO KaHJWJAT WHULIMAaTUBeH W 3HepruyeH. Hamucas,
YTO OH TMpeANpPUUMYMB, aMOUWI[MO3eH W TOTOB K pellleHut0 JioObIX 3ajad,
Bbl pUCKyeTe repebopiuTh. Jlyullle OrpaHUUYUTLCS OJHUM-/IByMs JieCTHBIMU
SMUTETaMH, UYeM TeperHyTh Masnky. V30bITOK ToXBas TMPOW3BOAUT HETraTHBHOE
BIleYaT/eHHe.

BapuaHTEI

I’d like to recommend...

I highly recommend...

I am pleased to recommend...

I recommend without hesitation...

I am happy to recommend...

I am delighted to recommend...

I have had the privilege of working with...

It is with great pleasure that I recommend...

I have had the opportunity to collaborate...

I have had the pleasure of knowing for years...

I have had the pleasure of working with for years...
has always struck me as the kind of person who would go

far...



H€6pleCHOC"lb 3acmaesasiem 6bino/iIHAmMb JTUWHKOI0 paGomy

CymbypHoe OecTonkoBoe TIMCbMO  TpeOyeT  TTOSICHEHHM.
B pe3ysbTaTe BaM NMPUXOAUTCS ITUCATh HOBBIE ITUCHMa.



MoTuBHMpOBaHUE COTPYJHHUKA

Carlos,

IIpegmet o0CyxaeHUsI
I hope you weren’t serious when you suggested that I take you
off the Poetics 5.9 account!

YBepeHHOCTE B ycriexe

Look: We knew from the get-go that Poetics 5.9 would be a hard
sell in the current market. That’s why I put you on the account,
and why you accepted — you’ve excelled in similar circumstances
before. You knew when you took the post what you were up against.
And you knew there was no one else who I would trust — then or now.

CpaBHeHue

Remember last year, right about this time, when we were at rock
bottom with Ode 2.4? Then the state market broke wide open and we
scored BIG. But it wouldn’t have happened if we hadn’t prepared
the terrain.

CoBer

The recent setbacks have hit us all hard, but that’s just it — they’re
setbacks, NOT a death sentence. It may look like we’re at saturation,
but the stats says it’s maturity. The virtual office trend is in our favor,
but we’re too early in the curve for the margin.

We have to be patient.

IToaTBepXAeHUE J00PO BO/IH
I need your help on this one, Carlos. I’ll give you a call
in the coming days, and we’ll talk it through.
Regards,

Florence Williams

Chief Sales Manager



Vector, Inc.

florencewilliams@vector.com

NHCcTpyMeHTEI

C106a nooddepiicku desnarom yyoeca

YeM Obl Mbl HM 3aHUMAa/lUCh, Yy KaXJOro ObIBAaIOT MUHYTBI, KOTZA
OT OTuasiHUSl OMYCKAKTCS pPyKU. HO B 3TOT MOMEHT KTO-TO TOBODUT: y Tebs
nosiyuntcs! U 'y Hac MosiBsieTCsi BTOPOe JIbIXaHue.

Xopoluuii yjep 3HaeT, Kak IOMOUb MOJYMHEHHBIM PaCKPbITh CBOU JIyullrie
KauectBa. YUToObI BOOJYIIIEBUTH UeOBEKa, JOCTAaTOYHO TI0Ka3aTh, UTO BBHI
He COMHeBaeTeCh B €r0 OIbITe, MpodeccuoHann3Me U CroCOOHOCTH OfiepKaThb
nobeny. IHOT/Ia HY>KHO TPOCTO 000APUTE TOTO, KTO YTPATH/ BEPY B CBOU CHUJIbI.

BcnomHume npo61embl, Komopbie y0a/10Cb npeodo/iemb

Hepenko, Oecriokosick O pe3ynbraTe, Mbl BCIIOMUHAaeM CHTYallWH,
3aKOHUMBIIIMECS KpaxoM, — U 3a0blBaeM O TPYAHOCTAX, KOTOpbie CMOI/IU
npeozionieTb. BcromuHas Oblnble 1M0OeAbl, Bbl BHYILIAeTe aJpecaTy MbIC/Ib,
YTO MYTh K YCIIEXy HEPEIKO TEPHUCT.

OpHako TIpUMEpPbl HY)KHO T00MpaTtb C yMOM. EcCiuM Bbl CpaBHUTE
HBIHEIIIHWe TPYJHOCTH C MpobreMaMu aHTUTHUT/IEPOBCKOM Koa/ui[uy BO BTopoii
MUPOBOU BOMHE, 3TO BbI30OBET YCMEIIIKY U BPsIZI I TIOMOXKET YeJI0BEKY MOBEPUTH
B cebs. ITpoBoas mapasienu, ayuiiie 0OpaTUTBCS K JUYHOMY OIBITY Balllero
KOPpeCIIOH/|eHTa.

Ecimu Bbl He C/UWIIKOM XOpOIIO 3HaeTe ero TPYAOBYH Ouorpaduro,
pPaCCKa)kMUTe MCTOPHI0 U3 cobcTBeHHOM >ku3HW. Haunute cimoBamm: «I think I
know how you feel. When I was dealing with the Height Corp. account...»
JemMoHCTpUpysd  TOHMMaHWe, Bbl  yIpOYMBaeTe  Ballli  OTHOILIEHUSI.
Bbl TOKa3biBaeTe: [IBWKEHWE BIiepesi — HeJIerkud Tpy[, a KojieOaHus
1 oraceHuss — oObluHOe neno. Hy)XHO 3aracTvuch TeprieHMeM U TIPOZ0/DKaTh
pabory.

/leticmeyiime ocMbIC/1eHHO




YToObI COBEpIIIeHCTBOBAThCS, HY’KHO 3HATh CBOU C1a0bie MecTa.
He vimest CBO60O/IHOM MUHYThI, MHOTHE PYKOBOZMTE/TU TepeK/TFoUarTCs
Ha HOBYIO 3ajJjauy, Opocasi y)ke HauaTyro. VIHOrzia JOCTaToyHO Ciierka
TIPUTOPMO3UTh U He Criellia TIepeurnTaTh COOCTBEHHOe MUCHMO.

CeTeBOM 3THUKET

C nosiBnieHreM e-mail cmocobbl BbIIeNSITh TIaBHOE B TEKCTe W3MEHU/UCH.
PaHbllle fjif 3TOTO uyallle BCEro TMpPUMeEHsicS KypcuB. UToObl TpUB/IeYb
BHUMaHUe K CJIOBY, ()pa3e WaM ujee, UX TMPOCTO Habupanu KypcuBoMm. Ecim
TEKCTOBbIN pe/JakTOp He TMO03BOJIsI CJie/laTh 3TO, UCM0/Ib30Baly MofYepKrBaHHe.
Ob6a BapuaHTa 03Hauajud OAHO U TO >Ke: BHUMaHWe, CTWU/b U3MEHUJICS, 3HAUMT,
s1 TOBOPIO HeuTo BakHoe!

[ToToM MOSIBUUCH TepBble TIOUTOBbIE MPOTrPaMMBbl, U KypCUB ObUT MpesiaH
3a0BeHMI0. JTO OOBSCHSNIOCH TeM, UTO Bblle/IeHHOe KYpPCUBOM B OJHOM
TIOYTOBOM KJ/IM€HTe MOIJI0O TIpeBpaTUThCcsi B abpakazabpy B /Apyrom.
Ho mnoTpeGHOCTb BBIJE/ATh TIJlaBHOE HUKY/a He Jeiach, W JIIOOU CTalu
TIPDUMEHSATb JIpyrue Tmpuembl. Kakoe-To Bpemsi, K TIpUMepy, /Jisi 3TOTO
WCTIONb30BAJICS 3HAUOK TOAUEPKUBAHUS C [IByX CTOPOH OT BbIfIeJIEHHOTO
dbparmeHTa. JTO BBIT/ISIIENO TaK: _Habeputech TeprieHus_!

[TouToBBIE MPOrpPaMMbl COBEpPIIIEHCTBOBAIUCh, U HEOOXOAUMOCTb HWCKaTh
3aMeHy /il KypcuBa TmocTerleHHO oTnana. CerofHs, Korga mpo0sieMbl
COBMECTUMOCTH TIPWIOXKEHUM CTaqu MeHee OCTPbIMM, Bbl MOXKETe CIOKOWHO
BbI/IEIUTh TEKCT KYPCUBOM, OCOOEHHO eC/M peub HZeT O TepernucKe Mexzay
COTPYJJHUKaMU KOMIIaHUU, KOTOPbIe UCTIO/b3YIOT O/IHU U T€ Ke TPOrpaMMBbI.

1 Bce xe mpobnema C Bblle/leHMEM He pellleHa OKOHuaresnbHO. Korza
JJisl KypCHBa HAaCTYTWIU YepHbIe JTHU, TIOSBUJICS ellje OJ[MH BapuaHT — Oobiiivie
OykBbl. Korzma 3aBaneHHbI paboToii ajpecar TOPOIVIMBO [POCMaTpUBaeT
MMUCbMO, OH MOXeT He 3aMeTHUTh KYDPCHB, HO TIPOMYyCTUTh Oosibliie OyKBbI
HeBO3MOXXHO. OfiHaKo 3TOT crocob TpeOyeT uyBcTBa Mephl. TeKCT, HarMCaHHbIN
OosbiiMu  OyKBamMH, BOCIIPUHMMAETCS KaK KPHUK, TO03TOMY TaKOW BapWaHT
He ToauTcs Ay Oonbimx (parMeHTOB. MHaue MOXKHO TIOMYUYUThH I(PQEKT,
00OpaTHbIi XKe/laeMoMy.

[7is BbifiesieHUs] TeKCTa B JIEKTPOHHBIX TMHChbMaxX CTaj UCII0J/Ib30BaThCs
U SKUpHBIA mipudT. Yalilje Bcero OH TOSIB/ISIETCS TaM, Te aBTOpy TpeOyeTcs
HECKOJTbKO BapUaHTOB BU3yasbHbIX OT/IMUWI: OfIHY KaTeropuro MH(OpMaluu OH
BbiflesisieT OosibiuMu OykBamu, [pPYyTryl0 — KypCHBOM WM TIOJUYepKHBaHUEM,
TPETbI0 — )KUPHBIM HIPUGDTOM.



Yrto ke ocraeTcsi Bam? Bo-repBhix, He 3a0biBaiiTe: W30BITOK BbI/eNeHUN
MellaeT BOCIPUSITHIO. B0-BTOpBIX, €C/M MUCbMO He CJIMIIKOM O(QUIMaIbHOE,
IJ1sl BblJiesieHus roasTcst 6osbiiie OykBbl. B-TpeThux, B odui[MaIbHbIX MUCbMax
MOJKHO HMCII0/Ib30BaTh KYPCUB U MOAUepPKrBaHue. B-ueTBepThIX, XKUPHBIM IIPUPT
XOpOIIIO0 KOHTpAacTUpyeT C OonbiiiMy OykBamMu. WM, B-TISITBIX, BBl MOXeTe
WCTIONb30BaTh BCe Ha3BaHHbIe CIIOCOOBI, UTOOBI BBIJIE/IUTH pa3Hble KaTeropuu
3HaYUMOM MH(OPMaLUH.

CoBet

Hepapxus ynpaeienusi u cmu/ib o0ujeHust

OO61asick ¢ 60ccoM, KoJIIerol Wiv MoJYMHeHHBIMH, BbI IIPETIOIHOCHTe CeOst
1o-pa3Homy. Bo BcsikoM citydae, JOJDKHBI TTOCTYTAaTh KIMEHHO Tak.

Pa3Hble yc/ioBUs oOMeHa HWHMOpMalMeld MpeAroaraloT pa3Hbld CTU/Tb
obrienusi. TloTaruBasick yTpoM B TIOCTe/NW, Bbl pa3roBaprBaeTe CO CBOUM
MapTHepOM HHaue, ueM JHEM C KojijleraMd Ha OFO[)KeTHOM COBeIllaHHHU.
BbI rcmosnib3yete ocobblie ciioBa. Bel nHaue crpouTe dpasbl. Bbl BefeTe cebst mo-
APyroMmy.

Baiil mapTHep MOKeT yC/IbIIaTh UTo-To Bpoje: «O HeT! Heyxenu yke ropa
BCTaBaTh?» OJHAKO CHYCTs Mapy YacOB Bbl 3arOBOPUTE B COBEPIIEHHO WHOM
MaHepe: «/lobpoe yTpo! Bnarosapio Bac 3a TO, UTO Bbl HAallUId BO3MOYKHOCTb
B CpPOUHOM TIOpsIIKe SIBUThCSI Ha CoBelljaHHWe. [Ipekae BCero Mbl JO/DKHBI
00CyIUTh. ..»

Tot ke TIpUHIUI MpUMeHUM U K e-mail. C pa3HBIMM KOppeCIOHAEeHTaMH
cielyeT TOBOPHTh pa3HbIM s13bIKOM. Bbl mwmiete 6occy: «I need to discuss
a confidential HR issue with you. Could you make time to see me
on Thursday?» [TuceMo kosinere BeIIISIAUT Tak: «Let’s try and speak today about
the current HR issue in the department. Are you free at noon?» OOIjasich
C TIOAUMHEHHBIM, BbI CKOpee Bcero BbibepeTe WHOU TOH: «Please meet in my
office at 3 PM this afternoon to discuss the HR issue».

[Topoit nrozmeli HepBUpPyeT HEOOXOJUMOCTb TO W [Ie/i0 TePeK/IHoUaThCs
C OIHOTO CTW/IS Ha Jpyroi. Pa3Be Bce 3TH MHChbMa MHIIIET HE OAWH U TOT Ke
yesioBeK? Besb Takasi cMeHa 00pa30B CpOiHU T30 PeHUN?

Hy koHeuHo, 3T0 Tak. VI B TO ke BpeMs He Tak. SI3bIK — 3TO BeJIUKHUM Jap,
yyziecHoe opyaue, obnazatoiiee OeCKkoHeUHON THOKOCThI0. OH MO3BO/ISIET HaM
BbIPA3UTh pa3Hble CTOPOHBI coOcTBeHHOW muuHOCTU. OH TofA06eH Gemoi



pybaiiike — ee MO>KHO HOCUTb C KOCTHOMOM, /PKUHCAMU W/ HapacTalliKy TToBepx
MavKu. Bpl ocTaetech TmpeXHUM ue/lOBeKOM. MeHSIIOTCS JIMLIb TpaHd Ballleun
JIMYHOCTH, KOTOPbIE BbI IEMOHCTPUPYETE JPYTUM.

O6masick ¢ 60ccom, Bbl 0OBIUHO CTPeMUTECH MOKa3aTh, UTO 3ac/ly)KUBaeTe
TIOBBIIIIEHUs], TIDEMUU WU TIpUOaBKU K 3apriiare. [103ToMy Bbl /laeTe TOHSITh,
YTO KOHTPOJMpYyeTe CUTYal[uio, BUJUTe OOIyI0 KapTUHY, He yrycKasi JeTaen,
nmobuTe CIOXKHBIE 33/1aud U He O0UTeCh TPYHOCTEH.

[Onst koser Bbl COHO3HUK WM KOHKypeHT. C HMMU Bbl CTPEMUTECh
TIOJJUePKHYTh, UTO T'OTOBBI ZI0OPOCOBECTHO TPYAWUTHLCS, He TIOfBe/leTe APYTHUX,
He OyleTe [efnarh TraflIOCTM MUCTOATUIIKA W UTO Balll yCreX He yMmasseT UX
JIOCTH)KEeHUH.

[ToguMHEeHHBIM Ba)KHO UYBCTBOBATh, UTO Bbl CIIPAaBEJJ/IUBbI U KOMITETEHTHBI:
eC/IM OHW He 3HAlOT, UTO JeJaTh, Bbl NpUJEeTe UM Ha MoMollb. Bel Jaete um
MOHSITh, UTO B KypCe UX YCIIeXOB M MPOMaxOB, UTO TOTOBBI IMOOLLPSITH TeX,
KTO 3TOTO 3aC/Iy>KMBaeT, U UTO MPeJaHHOCTb KOMITAHUU OKYI1aeTCsl.

Ctunb o0ijeHust B /000M CUTyalldd HampsIMyH0 3aBUCUT OT JIeJIOBOMU
viepapXyvu: KTO HaBepXxy, KTO B CepeJiHe, KTO BHU3y. fA3bIK M1ceM BapbUpPyeTCs
OT o(ULIManBHOTO /10 CBOOOAHO-HENPUHYKAeHHOro. [Teperniicka ¢ HauaJbCTBOM
U mofunMHeHHbIMU TpeOyeT Oosee dopmanbHOro ToHa. OOllleHUe C KoJuieramu
JornyckaeT 00JibIlie BOJbHOCTEM.

Brpouewm, 31eck HeT roTOBbIX peLenToB. [logxos B 3HaUMTETbHOM CTeneHu
3aBUCUT OT KOHTEKCTa. BOT MOMEHTBbI, KOTOpbIe HY>KHO YUUThIBATh.

[Ipexxme Bcero, Ba)kHa KOpIIOpaTWBHas Ky/bTypa. Eciyd mpeanouyteHue
oTAaeTcs o(UIMaTLHOMY TOHY, Ballld MUChbMAa AOJ/DKHBI TIOAUMHATHCS OOIIMM
nipaBuiaM. Pa3peliiaeTcs /v yKeHIIMHAM HOCUTh OTKPBITYI0 00yBb? MOXKHO /iU
MY’>KYMHAM XOZUTh 6e3 rancTykos? CyILIeCTBYIOT /I «PKUHCOBbIE TATHUIBI»E?
Yrto mpezcrapnsieT coboii OGM3HEeC U KakoB XapakTep paboTwl? WpeT v peub
O My3blKeé B CTW/e TeXHO WM O COMPOBOXKAEHUM C/IUSIHUKA W TIOIVIOLLIEHUN?
KakoBbl OTHOLLIEHUS] MeXJy COTpyAHMKaMU? YacTo /M Bbl MPOBOAUTE BMeECTE
cBobopHoe Bpems? Kak ¢upma mo3uumoHupyer cebs B oOilecte?
Kak ozeBaroTcsi ¥ BeflyT ce0sl pe/icTaBUTe/H BBICIIIEr0 PYKOBOZICTBA, Uell 00K
oTpakaeT UMUK (GHPMBbI?

Bonbiioe 3HaueHve WMeeT M Tema IMCbMa. MeT 1M peub O KPYMNHBIX
cymmax feHer? Kak rpaBuiio, cepbe3Hble [JeHe)KHble BOIIPOCHI MPeAIioiararT
Gosiee ctporuii ctuab. ViMeeT /i MUCbMO CTaTyC O(UIIMATBLHOTO JIOKyMeHTa
WIA peub UeT O TPUBUAIBHBIX Bompocax? Eciu B muceMe o6cyxiaercs
KOPIIOpPaTUBHbIN TMUKHUK, MOXHO CIIOKOWHO UCIO/b30BaTh abbpeBUaTyphbl
W COKpallleHHs, HO, eC/ii Jiefio KacaeTcs cyfebHoro pasbuparenbcTBa, Cpe3arb
yIJibl HeJONyCTUMO. MOKHO /1M BMeCTO OTBeTa Ha IUCbMO I03BOHUTH



no TenedoHy? HackonbKo 3HauMM [JOKyMeHTa/lbHbid cref? Ecid OH BaXkeH,
HeoOXOIM Cephe3HbIN TOH.

CBOIO pOJIb WrpalOT U KOHKpeTHbie 00CTosiTesibcTBAa. CKOMBKO MUCEM
1o o0Cy»XKZlaeMOMY BOIIPOCY Bbl MOMYYUIU — OJHO WU fecsaThb? JlaBHO /iU Bbl
repernuchiBaeTeCch C JaHHBIM KOppecroHgeHTOM? Hy)KHO /1M1 OTBeTUTH Cpasy
WIA CPOYHOCTA HeT? [Jo/DKHBI JIM Bbl OMMCAThb WM IIPOKOMMEHTUPOBATh
cutyauuio? EciM Ballle MMCbMO — 4aCTh JJIMHHOM LIETIOYKH, OHO CKOpee BCero
OyzeT KpaTkuM U HedopMabHbIM. OTae/IbHOE Cco00bIeHNe, TTOCBSIIIIEHHOe HOBOM
Teme, TpebOyer Oosee oduiManbHOTO TOHA, OCOOEHHO eC/id peub UJeT
0 (PMHAHCOBBIX WK IOPUANYECKHX BOMPOCaX.

[Ipomie Bcero BbIOpaTh BepHBIM TOH, aHAAU3UPys THMCbMa, KOTOPbIe
rosiydaete Bbl camu. Kak muret 6occ? Komern? IogunHenHbie? Hakiaure Tex,
KTO TULIET Jy4llre TTMCbMa, U CJIelyUTe UX rpruMepy.

Kak Haodo

OmnpenenuTe MOAXOAALMN rpafyc (OPMaJbHOCTH, IPUHMUMAsi BO BHUMaHUe
UMUK KOMIAaHUM, [O/DKHOCTb U XapakTep ajpecara, TeMy K KOHKDETHYIO
CUTYaLMIO.

Wcnonb3ylite abOpeBUaTyphl, COKpallleHHWsT YW KOPIIOPAaTUBHbBINA CJIEHT
B HeoU1LMaTbHbIX MTUCbMaX.

MOoXXHO OmMyCTUThb WMSI ajpecaTa, eciu e-mail mpogo/bKaeT [IMHHYHO
L[ETIOUKY TTHCEM.

Wcnonb3yliTe HeTOJHbIe TpeAIoXKeHUs], MPOMUCHbIe OyKBbI U JeducCh
B He(popMasIbHOM Tepenucke.

Kak He Haodo

He pymaiite, uTO [J11 BCeX MMCEM TOJUTCSI OJWH U TOT >Xe CTWU/b.
OJTO He TakK.

He Hy>XHO OoopM/ISTh IIANKy MUACbMa 10 06pa3y u 1mofobuio OyMa kHBIX
JIOKYMEHTOB, eCJI 3TOT0 He TPeOyIOT MpaBu/ia KOMITAHHUH.

He ynorpebssifiTe cokpaiiieHus, abOpeBHaTyphbl, HETIO/HbIE TIPe/I0KEeHHS
Y (bpa3bl U3 OJHOTO C/I0BA B O(PUIMATBLHBIX MTMChMaX.

He wucrosb3yiiTe TiporucHble OYyKBBI [I1 Bbiie/IeHHs B OQUI[MATbHBIX
MUCbMax — JIJisi 3TOr0 eCTb KYPCUB.



I/1aBa fAeBATAs
Ce/KM M1 KOHTPAKTHI




Pe3rome caenku

Rajaa,

IIpeamet 00CYyXaeHHUs
As you requested, please find below details on the I-Dimensional
deal.

Pe3rome

Type: Production

Duration: 10 years

TVC: $17.2 million

Scope: SA

Closing Date: 2/22/2007
Objective of the Mexico Closing

Iens

[-Dimensional will provide Vector with Lumina-built computers.
The two required agreements with I-Dimensional — worldwide supply
and IP — were negotiated in Europe and are already in place.

Sale of Assets

AKTHBBI

The purchase price for assets — production machinery,
equipment, office furniture, maintenance spares and inventory — has
to be settled before closing. At signing, it was estimated at $8.4M.

IToaTBepXAeHHE J00POH BO/IH
Please feel free to contact me for clarification.

Regards,
Michael Morris
Mergers and Acquisitions

Vector, Inc.



michaelmorris@vector.com

NHCcTpyMEeHTEI

Coenatime mexHuuecKylo uHgopmayuio 6o/1ee ues06e4Hol, pazoue ee
Ha KyCOuKU

TekcT, W300UIYIOIMM TeXHUUECKUMH TePMMHAMM, UYWUTAaTh HEJIETKO —
OT 3TOTO HUKy/Ja He /eTbCs. UToObl 0CMabuTh HAaTHCK CIel[daTbHOU JIEKCHUKH,
pa3betiTe MMCbMO Ha HeboJbIIMe ab3alibl ¢ 3arosioBKaMu. [1ycToe mpoCTpaHCTBO
JIaeT OT/IbIX I71a3aM U Jie/laeT UTeHWe MeHee YTOMUTEIbHBIM — TaK Bbl TIOMOJKETe
azipecaTy ObICTPO MPOCMOTPETh JOKYMEHT.

He 6otimecb c60000H020 Mecma

Yem Oosibllle B THCbMe CBOOOAHOTO MeCTa, TeM TIpOIlle Toaydareto
OpPHEHTHPOBATLCA B TEKCTe MHMChMa Ha 3KpaHe. Eciy Balll MOYTOBBIM K/IWEHT
He HCKakaeT (opMaTHpoBaHWe, MOXXHO BBIJIeNISITh OTJelbHbIe (PparMeHThI
C TIOMOIIIbIO OTCTYTIOB. Hampumep, BBHIPOBHSITH T10/3ar0/IOBKH T10 JIEBOMY Kpato
Y YBEJIMUUTH TI0JISl /IJii OCTa/IbHOTO TeKcTa. [lonmyuaresnb OLeHUT Takyro 3ab0Ty
o0 ero komdopre.

CeTeBOM 3THUKET

Kak B >KM3HU, TaK U B 37IEKTPOHHBIX TTUCbMaXx JIeHbI'M U YBa)KeHHEe 00BIUHO
UAyT pykKa 06 pyKy. A ecu peub HleT O MUUITMOHAX [I0/IJIApOB, BaM XOUueTCs,
yToObI OZ0OHBIE fiesia BeI Cephe3HbIe JIFO/U, a He JIeTKOMBIC/IeHHbIe U MYCThIe.
KpyrHble Cie/IKi OTPakaroTCs He TOJbKO Ha COCTOSIHUM 0AaHKOBCKHUX CUETOB —
OHM BJIMSIIOT Ha JKW3Hb MUJIJTMOHOB JTtofiel. VIX KoCBeHHbIe 1T0C/Ie/ICTBUS ObIBAIOT
OueHb MOIIHBIMA — OHM 3aTpParvBalOT pBIHKM, TMPOIEHTHbIE CTABKU
Y TIOJTUTHUECKHe yOexxmeHus..

[To »sToii mpuurHe COOOIeHUsT BBICIIETO0 PYKOBOJACTBA O CJIeJKax,
KakK TpaBWIO, C/lepXKaHHbI U OGUIMAJbHBEL. B OT/MuMe OT MpOuUMX Ie/I0OBBIX
TMceM, TJie I0CTaTouHo Hamucath: «Here’s the data you requested», — B JaHHOM
cdepe TO-TIpe)KHEMY HCITO/MB3YIOTCSI TakKue 000pOThI, KakK «as you requested,
please find below» umu pgaxe «as per your request, please find below».



ITO KacaeTcsi U JIEKCUKU TaKUX TIHMCeM, BMecTO «getting money back» 3mech
CKOpee HaIMIIyT «recover costs». Touka C 3amsiToi, KOTopasi BCe pexxe
UCTIo/Ib3yeTcsi B e-mail, B odulMa/NbHBIX MHMChbMaX I103BOJISIET H3BJ/I€Ub
MakKCHUMyM M3 00befHEeHUs ABYX CBSI3aHHBIX 0 CMBIC/Y TPEeAJIOKeHUM: «I-
Dimensional has real estate and financial interests in the site; I-Dimensional
makes the lease payments».

OTH U Apyrve MapKepbl (pOpMasbHOTO CTU/IS TIO[UEPKUBAIOT HAJeXXHOCTb,
Cepbe3HOCTh Y 3HAUMMOCTh UH(OpMaI[1H.



AHa/Iu3 KOHTPAKTa

Doug,

IIpegmet o0CyxaeHUsI

I have completed my review of the Know Your Vector contract
between Vector and Optimax. I list below my major concerns. I want
to emphasize my concerns are really that — major.

Letter of Agreement

Coramenue

The Optimax T&Cs refer to a pending Letter of Agreement
containing details of Optimax services, their prices, and other T&Cs.
The Letter of Agreement must be reviewed to ensure there are no
further Vector obligations. According to Annette, disparity exists
between services as described in the Scope of Work and the services
actually being performed.

Price and Taxes

Ilenn1 u Ha/1OTH

The Payments Clause in the contract (and in the Scope of Work)
allows Optimax some latitude to change price quotes without Vector’s
agreement. Because Vector usually demands more certainty in what it
expects to pay, this is unacceptable.

In addition, prices exclude VAT and transport charges. Normally
Vector is only liable for payments (including taxes) that are expressly
stated in an invoice

Data Privacy

KonueHIMaTbHOCTh JAHHBIX

Because Optimax will have access to personal information
on Vector employees, we should add our standard data privacy clause.

IToaTBepXAeHUE J00POH BO/IH
Complimentary analysis on minor concerns will follow shortly.



Regards,

Kate Mylo

Contractions and Negotiations
Vector, Inc.

katemylo@vector.com

NHCcTpYyMEeHTEI

O nucbMeHHbIX OOKymeHmax — MO/IbKO 8 HaAcmosiwiem epemeHu

®paza «Optimax refers to a pending Letter of Agreement» TpeGyeT
HacTositero BpemeHW. [lpoiiesiiiee B [AaHHOM C/lyuyae HeyMeCTHO. JTOTO
TpebyeT TemMa COO0OII[eHHsI — TTMCbMeHHbIe [JOKyMeHThl. JIOrMKa TakoBa: ec/u
YIOMSIHYTBIM JIOKYMEHT eCTh Ha CBeTe, OH BCerZia CYI[eCTByeT B HACTOSIIEM
BpeMeHU. Ero Mo)kHO TIpoyecTh B /MHO0YyI0 MHHYTY. [IOKYMEHTHI He YXOAST
B TPOIIUIOe, UX OKPY>KaeT CBoeoOpa3Hasi aypa BeUHOCTH. B HUX BCerza MOXKHO
3ar/IsiHyTh, YTOObI YTOUHWTH WM WCTIPABUTH JaHHBIE... Ja)Ke eC/Id PYKOIHCh
yTrepsiHa. Ecu JOKyMeHT co3/jaH, OH ocCTaeTcs ¢ Hamu. [10o3ToMy Korza peub
UJIET 0 IOKYMEeHTax, HY>KHO HCIT0/Ib30BaTh HACTOsII[ee BPeMs.

IIpasuna ebideseHUs1 HA36AHUL U 3d20/108K08 yX005im 8 npouisnioe dace
6 opuyuanbHOl nepenucke

BbI MOMHUTE, KaK YYUTUCh — JO/DKHBI ObTA YUUTBCS! — CTaBUTh B KaBbIUKU
Ha3BaHUS I71aB U HeOOIBIINUX TOKYMEHTOB U BbIJIe/IATh KYPDCUBOM Ha3BaHUSI KHUT
U meuaTHbIX usfanuil. K npumepy, Ha3BaHue The New York Times B Gyma)kHOM
JOKYMeHTe BBIJIe/III0T KypCUMBOM, a Ha3BaHue ctaTbM «New Round of Mergers
Announced» CTaBST B KaBbIUKH.

B [fienoBoli mepernucke 3TU MpaBuia COO/IIOAIOTCS He BCerja, BO3MOXKHO,
II0TOMY YTO [IepBble [I0YTOBBIe K/IMEHThl HepeaKo [peBpaljald KaBbIUKU
WM KYPCUB Ha JjucIliee aZipecata B abpakagabpy. [Tostomy sctadeTry npuHsmm
TIPOTTMCHBIe OYKBBI — OHU WCIIOJB3YIOTCS /il BbIJle/IeHHsI 3ar0JIOBKOB B e-mail
3HAUMUTe/ILHO Yallje, yeM B [1e4aTHBIX JOKYMEeHTax.


mailto:katemylo@vector.com

[TpaBuibHBINA, B 006I1emM-To, BapuaHT «Letter of Agreement» B e-mail
BIo/iHe MoxkeT TmipeBpatuThcsi B Letter Of Agreement. ITpomucHbix OykB
J0CTaTOYHO, 4TOObI 0OpaTUTh BHHMMaHHWe ajipecaTa Ha 3arojioBok. A sroboe
000CHOBaHHOe BbifiesieHre o0sieruaeT MOHUMaHUe TeKCTa.

JlamuHu3mbl 8 e-mail: 0a uau Hem?

XoTs s13bIK e-mail crasn mpoirie si3bika OyMa)KHBIX JOKYMEHTOB, B HEM I1O0-
TIpe>KHEMY TPUCYTCTBYIOT JlaTUHU3MbL. OIMH U3 HUX «e.g.» — example grata —
BBOJUT IIpUMepkI. [Ipyrou «i.e.» — TO eCTb — Ipe/iBapsieT U3JI0)KeHUe CKa3aHHOro
VIHBIMH CJIOBaMH.

Kpowme 111MpoKo n3BeCTHBIX «et al.» (1 Apyrue) u «etc.» (4 Tak jasee), eCTh
Y Te, UYTO BCTPEUAIOTCs pexe, — «viz.» (a UMeHHO) U «c.f.» (cieyeT cpaBHUTB).



Pa3bsicCHeHHe TeXHHUYECKHX MOMEHTOB

Faris, Anne, and Souli,

IIpegmet o0CyxaeHUsI

In working with you lately, I’ve noticed that we return again
and again to the topic of confidentiality. Because we are responsible
for ensuring that confidentiality is appropriately handled, I thought I’d
set out a few of the basics:

Confidentiality Is Consequential

ITocnepacrBus

When we receive confidential information, we may face civil
or criminal penalties if we fail to handle it correctly. Confidential
information cannot be disclosed unless the contract warrants
disclosure. Penalties include loss of confidential status (including
patent rights) and/or access to our information forever. Our
competitive edge is brought into risk every time we risk
confidentiality. In protecting confidentiality, Vector protects its
freedom of action in developing products and services.

Confidentiality Is An Obligation

O0s3aHHOCTH

Signing a confidentiality agreement means taking on serious
obligations. To track and communicate those obligations, the Vector
recipient must implement a security plan detailing the steps Vector
takes in order to comply with confidentiality. Vector Security assists
business units with these obligation plans, from development
through accomplishment.

IToaTBepXAeHUE J00PO BO/IH

Confidentiality is a complex issue, and I’ve only touched
on a few main points here. More information is contained in the list
of links below. As always, I’m available to provide additional
information and advice.

Regards,



Susan Timmons
Vector Legal Department
Vector, Inc.

susantimmons(@vector.com

NHCcTpyMEeHTEI

CHaG0ume KadcObili ab3ay 3a20/108KOM, bIPAMCAIOWUM K/1104esyHo udelo

3arojioBKM MOTYT Pe3lOMHUPOBAaTh COjiep)KaHKe, pa3kKUratb Jit00OIBbITCTBO,
BBI3bIBATh BOIPOCHI. 3aro/ioBOK, KpaTKO (DOPMYUPYIOIINI OCHOBHYIO W€, —
U3SIIHBIA CMOCOO [JOHeCTU CBOK MBICb U OJHOBPEMEHHO CTPYKTypHPOBaTh
JOKyMeHT. Takoli 3arosioBOK T[OMOraeT M OTIpPaBUTENO, M TIOMydaTesito
He COUTBCS C MyTH.

3aeepwume (163(114 SAPKUM 6blpa3ume/ibHbIM npeaflo:»ceuueM

Eciv npeaBapuTh pacCMOTpEHME TeXHUUECKHMX BOIPOCOB 3aroji0BKOM
Y 3aBepIlMTh €r0 Ha SMOLIMOHA/ILHOM HOTe, TeKCT CTaHeT Oosee (DaKTypHBIM.
[TockonbKy He BCe C/I0Ba HECYT paBHYIO Harpy3Ky, KOMIIOHOBKA TeKCTa — OJIWH
U3  TpOCTeMIMX  CriocobOB  CerMeHTHMPOBaTh  BHUMaHUWe  ajjpecara.
OHa 1okasbIBaeT, I7le pe3loMe COJep’KaHus, IZie I7IaBHOe, a Ije pUTOpUYecKue
burypsl.

OM(arrueckrie KOHCTPYKLIMM TOXe HYKJAIOTCA B BblAe/eHuU. Baiie
MMCbMO JIOJDKHO paZioBaTh IVia3, a He IMOPTUTh HacTpoeHWe. Eciu 3aronoBku
BbIZIEJIEHbl JKMPDHBIM IIPUQPTOM, [/s1 3aK/IOUUTENbHbIX (Dpa3 HCIob3ynTe
KypcuB. ECjid 3arosioBKM BbiJie/ieHbI MPOMUCHBIMU OyKBaMH, JJis 3aKTHOUEHUS
roautcs noauepkuBanve. Ho He mepecrapaiitech! He Hy>kKHO TmucaTh 3aro/ioBOK
TIPOMUCHBIMKA OyKBaMU U TPU 3TOM BBIIENSTH €r0 >KUPHBIM LIPUPTOM
U KypcuBoM. OTo Tiepebop. [locrapaiiTecb OrpaHUUUTHCS —OJHUM-ZABYMSI
CTWISIMU.

Crunuctudeckue 3((eKThl J0/KHBI IPUMEHSITHCS MOC/efoBaTebHO. Ecmu
3aro/ioOBKM [aHbl >XKUPHBIM MIPU(TOM, OCHOBHBbIE MBIC/U CJIeAyeT BbIAE/SATh
APYyTuM criocoboM, rHaue Bbl cOObeTe ynTaTesis C TOAKY. Bailla 3aziaua — cfenathb
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TeKCT OoJiee IMOHATHBIM, d He 3dIllyTdTb J'[I-O,HEI\/JI.

CeTeBOM 3THUKET

WHorma [BOMHBIE KaBBIUKK CTaBATCS, uTOObI MpHB/IeUYb BHUMaHUE
K OT[elbHOMY C/J0By. OJTO [leflaeTCs C pasHbIMU LiefasiMu: 4uToObl /1aTh
oripe/le/ieHe TepPMHHY, BBbIPa3WTb COMHEHWe WU T[I0Ka3aTb, UTO CJIOBO
yrnoTpeb/sieTcss B UpOHUUeCKOM cMmbicie. K mipumepy, B mpeayiokenun «This
is our “unofficial” position» «unofficial» nmeeT orTeHok comHeHusi. KaBbluku
TOKa3bIBAKOT afipecaTry, uTo CJ0BO TpebyeT ocoboro BHUMaHUs. PaHblie
B I1€YATHBIX MaTepuasiax MOXKHO ObIIO BCTPETUTb OIMHOUHbIE KaBBIUKH, KOTOPhIE
BBITIO/THSI/TU T€ JKe 3a/lauM.



PexoMeH/jal{¥iH 10 ypery;IMpOBaHH1I0 CIIOPOB

Alex,

IIpegmet o0CyxaeHUsI

On the phone yesterday, you requested advice on obtaining
compliance in a compensation package remix. Here are some issues
to keep in mind:

Coracue

Consent = written acceptance. Usually we write a letter
confirming the change and ask the employee to countersign for
acceptance. Without consent, there is no basis for compliance.

HeraruBHbIe U3MeHEHUS

Negative changes can still receive consent. Factors influencing
consent include:

* the nature of the change

* the reason for the change

* mitigating circumstances.

Generally speaking, if employees perceive the reasons for
the change as sound, they consent, and then they can be made
to comply.

Vector cannot force employees to consent. Employees either have
to be:

» convinced by the reasons for change and consent; or

« terminated in jurisdictions where it is possible to terminate.

IIpekpaieHue JesiTe/TIbHOCTH
Termination requires economic, technical, or organizational
justification for restructuring.

IToaTBepXAeHUE J00pO BO/IH

If T get more precise detail about the size and nature
of the change, as well as which employee groups it concerns, I will
provide more precise advice.



Regards,

Lotta Bellam

Human Resource Analyst
Vector, Inc.

lottabellam@vector.com

NHCcTpYyMEeHTEI

Ceo0600HOe mecmo o6/1e2uaem gocnpusimue

UeM ciokHee u/led, KOTOpble BbI UM3jaraete, TeM Oosbliie CBOOOAHOTO
MecTa HYXHO ocTtaBuTb B e-mail. IlycTtoe mnpocTpaHCTBO mOMOraer
CTPYKTypUpOBaTb BHUMaHWe W TpaBW/IbHO pAacCTaB/sAThb May3bl. [axke camast
KDOXOTHasl Tay3a rnomoraet rnoHumaHuto. CBoOOHOe MeCTO C/IOBHO TOBODWT:
«[avite uHdopMauuu yneubcs B rosioBe. Hy BoOT. Ternepp MOXXHO Te€peXOAUTh
K C/IeyIolleMy MYHKTY».

Bo3bMmeM jfipyroe cpaBHeHue. Eciu BbI TOpOOHO OMMChIBaeTe MyCThIHHBIM
neii3axk, yMTaTear0 He HY)KHO MHoro may3. OH 6e3 Tpyja C/ieUT 3a BalllUMU
pacCy>XIeHUsIMU, U Tiepeji ero MbICJIEHHbIM B30POM MOCTENEeHHO Pa3BepPThIBAeTCs
COOTBETCTBYIOIIUNA 3pUTeNbHBIM 00pa3, MouT Kak B KWHO. Ho ecnu Baiia
3ajjaua — YTOBOPUTD TMOJAUMHEHHBIX COIVIACUTHCS Ha CHIDKEHUWE 3apIliaThl, 3/eCh
Masio ofi1ero ¢ KuHemarorpagom.

[TycTtoe MecTo MOACKa3bIBaeT, UTO Mbl MEpPeK/IoUaeMcsi C OAHOW HJeu
Ha APYTYIO WM HaYMHAeM pacCMaTpuBaTh MpeAMeT C UHOM CTOPOHBI.

Hepeuucmm OCHOBHbIEé me3uchbl, ucnonb3yi1me npocmbieé Cumeo.ibl

XOTs1 TEKCT MOKHO CTPYKTYpPUpOBaTb C TIOMOLIbIO LU(p, OHU HECYT
CMBIC/IOBY0 Harpy3Ky, KoTopas MellaeT BOCHPUSATHIO. OHU BHYILIAKOT MBIC/Ib,
YTO OJHU MYHKTbI Ba)KHee /PYTUX, WM 3aCTaB/SIOT UCKaThb HeCylleCTBYOLUe
TIPUYUHHO-CJIe[|CTBeHHbIe CBSI3U.

[y TiepeunciieHus: TIO3ULUKM roautcs tupe (—), Aeduc (-) wim Oyt (°),
(aBOpUT [€7I0BOM KOppeClOHJAeHLMH. PaHbllle OH WCHOAb30BAJICSA JIMLIb



B OTUETHOM U TEXHUUYECKOW AOKYMEHTallid, HO Terepb IIUPOKO NMPUMEHSeTCS
B 9/IeKTPOHHBIX TIMChbMaX. OJTOT YAOOHBIM W Har/siAHbINA MapKep TOKa3bIBaeT:
3[1leCb HauWHaeTCsl HOBBIM Te3uc. OH ympollaeT CTPYKTYPY TEKCTa, MOCKOJIbKY
He COJeP)KUT yKa3aHW Ha Mepapxutio WK MOoC/e[0BaTeIbHOCTb.

WUcnonb3ysi OymiuThl it OpOpPMIIEHUS CIMCKOB, u30eraiite CIOXHBIX
M JKCTpaBaraHTHbIX 3HaukoB. Haila 3ajaua — T1OMOUb  YMTaTesitO
OpPHEHTHPOBAaThCsl B JOKYMEHTe, a He OTB/IeKaTb €ro HeJjenbiMU 3(QeKTaMu.
YesoBeK CO BKYCOM IIOHMMAaeT: 3/71eraHTHOCTb — 3TO MPOCTOTA W KadyecTBO.
TouHO Tak >ke XOpOIIO HanmMCaHHOEe MHUCbMO He J0/DKHO COZepyKaTh W3/IUIIECTB,
KOTOpbIE MEIIat0T BOCHPHUSATHUIO.

Byobme 000pbI K adpecamy

Korgja fgeno  kacaercss — crieLjuaJlbHOM — MH(OpMaLy{,  4uTaresb
He WCIIbIThIBAET [YXOBHBIX WM SMOLMOHA/IBHBIX [MOTPSICEHUM, OH IIPOCTO
nbITaeTcs pelnTh pobnemy. Eciv 3Ta npobsiema octpa, oH OyzeT npoAupaTbCcs
yepe3 caMblii Hey060BapUMbIii TeKCT, UTOObI HaliTH OTBEThI HAa CBOW BOIIPOCHI.
Wnu nompocuT Bac 00BSICHUTD BCe ellle pa3. Vu MaxHeT pyKoi U OCTaBUT CBOU
TIOTIBITKHU.

Ho ecmu Bbl pa3obbere wH(oOpMalvi0 Ha Hebosbive (parMeHThl, eCThb
IIaHC, YTO ee MOUMYT cpa3y. [lake camasi C/I0)KHas TeXHUYeCcKass MH(pOpMaLUs
MOJKeT TpOOyUTh WHTEpeC, ec/id BHYILIUTh a/[pecaTy MbIC/b: Thl MOXKEIlb
noHsTh 310! Tlorpobyii! OTo He Tak TpyHO!

[Tycroe TIpOCTPaHCTBO Mexxay ab3aljaMu, MapKepbl HOBBLIX Te3HCOB
U KOpOTKHe (hpa3bl, KOTOpble He 0OpeMeHSIFOT MO3T, TIOMOTal0T AOOUTHCS LIesu.
U appecar ckakeT Bam criacubo.

Bxopsamue

Ecmu  Bbl TMPUBBIKIW, UTO CHelUaNbHYH HWHGOpMAIM0 [ Bac
Pa3KeBbLIBAIOT, Bbl CUACT/MBel], ©OO MOpOM MpPOIOTUTE ee Heserko! Kaxbrii
W3 HaC CTaJKUBAJICS C TEXHUUYECKUMHU TeKCTaMU, TOHSTh KOTODbIe PEIIUTe/NbHO
HeBO3MO)KHO. [IpuuvHa ToMy He cjaboymue, He JieHb U He HeyMeHUe
cocpefioTounTthcs. [eno B ToMm, uTO momoOHass uHGOpMAalUsi BbI3bIBAeT
otBpailieHre. CTajfKWBasChb C HETMOHSTHBIM, MbI TIPDOTUBUMCSI €My BCEMHU
dbubpamu aymm, u, yTobbl pa3obpaThCcsi B CyTU Jesia, TpeOyeTcst Hemasiasi Cua
BOJIH.



ITonpaBKM K KOHTPAKTY

Jio,

IIpegmet o0CyxaeHUsI
Here are my comments on the Vector-Spark contract.

P2 95:

IlepBas nmompaBKa

I fail to see the source of the statement requiring Vector Board
approval.

P4 97:

Bropas nonpaBka

I think Section 1.03 should be quoted somewhere, particularly
the sentences, “the Parties shall file a Certificate of Merger...”
and “the Merger shall become effective at such date and time... ”

P8 q1:

‘TpeTbsa nonpaskKa

As 1 said, I don’t think this section helps. The relevant point
is the date at which the parties are legally bound — no matter what
outside conditions (including EMEA clearance) remain to be met.

IToaTBepXAeHHE J00POH BO/IH
It’s up to you to decide if it’s worth keeping.

Regards,

John Arberry

Contracts and Negotiations
Vector, Inc.

johnarberry@vector.com

NHCcTpyMeHTEI


mailto:johnarberry@vector.com

Bbldensiime nonpasKu npu pedaKmupog8aHuu 00KymeHma

[lucatb 0 TOM, KakK HaZi0 TMCaTh, HEMPOCTO — Bbl CJOBHO OpoauTte
10 3epKajbHOMY JlabupuHTy. MHOTZA ObIBaeT TPYHO OT/AE/NUTh WUTOTOBbIN
BapuaHT [OKyMeHTa OT peJaKTOPCKUX 3aMeuaHuid. A ec/id 3aMeuaHusi
C/IMBAIOTCS C TEKCTOM, MPaBKa MpeBpaljaeTcsi B MBITKY.

[ToaToMy BaM Hy»kHa ObICTpasi U yAoOHasi CUCTeMa BHeCeHUs] U3MeHeHUiA.
[Ipexxpe Bcero HeobxoquMa HArISAHOCTb. AZipecar He /I0/DKeH TepsiTh BpeMs
MOMYCTy, TbITasiCb OTIWYWATHL HWCIpaBJeHHbIA TEKCT OT KOMMEHTapueB
TIpU peZlaKTUPOBaHUMU.

Ecau uzmenenutl HEeMHO020, nepeuuc/iaume ux 6 mesie nucbma

Tak Bbl u30aBUTe ajpecata OT HEOOXOAMMOCTH OTKDBLIBaThb BJIO)KEHUE
U UCKaTb BHECEeHHble TMOMpaBKUA. OTHpaBbTe HUX CIHUCOK MHWCbMOM, U BbI
TIOMOXKeTe CBOEMY KOPPECIOHAEHTY CSKOHOMUTb BpeMsi — TIpU YCJIOBUH,
YTO UCMpaB/eHUN HEMHOTrO. B 3TOM c/iyuae OH He MPOMYCTUT Ballld 3aMeyaHwus,
YTO MOXKET CJIYUUTBCS TIPU OBICTPOM MPOKPYTKE AJMHHOTO OKyMeHTa.

[TpokpyuviBasi AJIMHHBIN 1OKYMEHT, Mbl HEBOJIbHO HauWHaeM TOPOITUTHCS.
YToObl 3aMeTUTh MOTPABKH, TPUXOAUTCS TIpUiarath ycumus. [ToatoMy syuriie
TIepPeurCcINTh U3MEHEeHUs1 B KOPOTKOM ITHChME.

Ykasicume mecmo @HeceHus nonpaeok

M310)XuB CyTh MOMPaBOK, He 3abynbTe yKasaTb WX MecTo. Ecnu agpecart
He MOXKeT HaWTH WX B TEKCTe [JOKYMEeHTa, Ballli KOMMEHTAapUU TepSItOT CMBICII.
UroObl mMpuB/IeYL BHUMaHWe K MapkKepaM MeCTa, WCIONb3yhTe TyCToe
TIPOCTPAHCTBO, Pa3Hbie CTWUIUA U LIBET, HO He Teperpy3uTre TeKCT BU3ya/IbHbIMU
¢ dekramu.

Ykadicume cmpaHuyy, aé3ay u cmpokKy

Ecmmn AOKYMEHT — 3TO KdpPTd, CTPAHMIIQ, 6163611_1 N CTPOKaA — 3TO KOOPpAKWHATHI.
NMeHHO OHM C/IyXKaT MdpkKepaMHK MeCTd ITPHU BHECEHHH I10ITPABOK.



Jlyuiiiee cokpaieHue Ajsi «page» — «P». Ilocime Hero craBUTCS HOMep
CTpaHuLbl B JOKymeHTe. TOUKy CTaBUTb He HY)KHO. EciM Bbl CCbliaeTech
Ha HECKOJIbKO CTPAHMI], 3TO BBIIVIAUT TakK — «P47—-48». B OGonee oduiMaIbHBIX
MMCbMaxX BO3MOXKEH BapUaHT «pg.», — Hampumep, «pg.11» B eAUHCTBEHHOM
yurciie v «pp. 14—19» BO MHOXXeCTBEHHOM.

CranzapTHoe coOKpallleHue /s ab3alja — cumBon «Y». MHorga ero
3aMeHSII0T COKpallleHreM «para». Y ucnoss3yrot npocto P.

Crpoky o603HauaroT OykBoi «L». DTO COKpallleHre MOKET MPUTOAUTLCS,
ecnu ab3aipl 00beMHbl. HOMep CTPOKM OTCUMTHIBAe€TCS OT TIEPBOM CTPOKU
ab3aiia, a He OT Hauasia CTPaHUIIbI.

MHozomouue Kak mMdapkep Heno/IHoll uumambl

MHoroTouie — 3HaK TMpeNWHaHUs, KOTOPbIH YacTO  BbI3bIBaeT
HezlopadymMeHusi. B HeM Tpu TOuKu, HU O0JibIlle HU MeHbIlle. HekoTophkie yMatoT,
YTO OHO O3HaYaeT «U TaK jlanee». ITO He Tak. MHOroTOuMe IaeT MOHSTh, UTO BbI
He XOTUTe TPaTUTh BpeMsi, TIPUBO/S LIUTATy 1[€JIMKOM, WM UTO BbI OIMYCTUIU
M3BeCTHbIe unuTare/nto ceefeHus. B npumepax «the Parties shall file a Certificate
Of Merger...» u «the Merger shall become effective at such date and time...»
MHOTOTOYMeE TTOKa3bIBaeT, UTo ()pa3a He 3aKOHUEHa, HO MPUBO/IUTH ee TIOJTHOCThIO
HeT HY)X/Ibl — afipecat 0e3 TpyZa HaiizieT ee B 00Cy>KjlaeMOM [JOKyMeHTe.

,Zl/lllH(I MHO20mMouusi cmpoeco peciameHmupoedHa

B KOHIle 1pe/jioykeHUsi B MHOTOTOUMU MOSAB/ISAETCS JOINOJIHUTEeIbHAs TOYKA
(...) — Ta camas, 4TO 3aBepllaeT IpejaoxeHue. VIHOrza 3T0 NpaBUIO Ha3bIBAKOT
TIpaBUJIOM 3 U 4 TOUeK.

He pactsiruBaliTe MHOroTou”e Ha IOJICTPOKU. EC/IM OHO BBIVIAAWAT Tak
............ , Bbl T[IOKa3biBaeTe ceOsi He3pejabiM FOHLIOM. Bbl HaromuHaeTe
MOZIPOCTKA, KOTOPbIK 3arlo/HsAeT CTPOKY TOYKaMU, TIOTOMY UTO €My He T0J CHUITY
chopMynMpoBaTh MbIC/Ab. Tak MOCTYyHarOT CTaplUIeK/JIaCCHUKU U CTY[eHThI-
NepBOKYPCHUKU. B3pocsbliii uesioBek BefieT cebsi Haue. Ecsiv HY)KHO cZienath
¢pa3y Oosee BbIpasuTe/NbHOM, OH MHCIIOAb3YeT C/OBa, a He KOCMeTHYecKue
3 deKTHhI.



I/1aBa fgecaras
FOpuanueckue BOIpochl




Kk ok ok ok

IIpaBka

o: u3BelieHue o cyaedHOM pa3dupare/ibCTBe

Taija, Dayle,

A new claim from a former supplier for Vector, who will be
seeking 2.5M USD: 2M for breach of contract and 500K for unpaid
bills, has just been received from the exsupplier New City Sites.
A small firm specializing in event organization New City Sites was
by 2003 and perhaps before that date a Vector contractor,
and in consequences of that relationship by the end of that year, it was
selected and designated as a major supplier for events with
a fixedterm contract that would be binding and valid until end-2006.
Business was approximately 980K USD in 2004.

The documents imply and suggest that there was apparently no
disagreement or conflict in evidence prior to the end of the year 2005
since Vector had even paid 650K USD up front and in advance for
events on the table planned in the next year 2006, although these plans
were scrapped as Vector contacted and negotiated a new event
organization contract with Curators, Inc., without making any explicit
commitment. Although the 2006 events planning with New City Sites
was therefore quite advanced, they had however absolutely no
commitment or agreement from Vector and received the de facto
three-months notice as per the severance clause that was in effect
making the damages claim seem completely unreasonable. Further
to that fact they are still in possession of 650 K of Vector monies. I
will review their bills in the near future in order to ascertain if they are
valid. As this case appears straightforward, Gary Spaada
of the McKenzie Law Firm would be my choice for appointment
in the coming week.

Regards,
Gladys Freeport

Senior Staff Counsel



Vector, Inc.

gladysfreeport@vector.com

ITpo6Gaembi

Ycmanoeka! FOpucTtaMm KakeTcsl, UTO OHHU OnecTsiiie Ba/lel0OT TepoM, —
Be/lb OHU TaK JIO/IT0 YYWU/IUCh, YATAIU 3aKOHbI Y, KOHEUHO >Ke, COCTaBJISIU
pa3/ivnuHble JOKyMeHThbl. HarmwmcaTth pgenoBoe mucbMo? HeT Huuero mpore!
OpHako oHM 3abmyxzaaroTcs. OTBIT COCTaB/IeHHSI IMPAaBOBBIX JOKYMEHTOB
MelllaeT HopMasbHO 00IaThCs ¢ moapMu. (Ho ybeauTs B 3TOM IOpHCTa — 3a/1a4a
He U3 JIerKux!)

®pasbi! Togpl uTeHUs1 3aKOHOB W TIOCTAHOB/EHWM He MPOXOAST [1apOM.
[TvcbMa HOPUCTOB MeCTPST AJMHHBIMU TsbKenoBeCHbIMU (pa3amu. [IpuBbIUKa
U3bSICHATHCS SI3bIKOM KOJIEKCOB Y KOHTPAKTOB CTAHOBUTCSI BTOPOM HAaTypOM, XOTS
B /IeJIOBOM KOpPPECHOHJEHLIMM Takas MaHepa HeyMeCTHa. BwmecTo Jierkux
Y IMHAaMUUHBIX (hpa3 FOPUCTbI UCTIOMb3YIOT C/I0)KHBIE TPOMO3/IKe KOHCTPYKILIUU.

MHozocnosue! T10CKO/IbKY OJHO-eJUHCTBEHHOE CJIOBO — U Jla)Ke 3arisiTast —
MOTYT W3MEHUTh CMbIC/I KOHTPAKTa, FOPUCThI CTapalOTCsl U3jlaraTb CBOU MBbIC/IU
KaKk MOXXHO TouHee. Crapaschb TpoAyMarb BCce [0 Mejioued, OHMU YacTo
neperu0aroT mMasky. B pe3ynbraTe TosydarOTCs JJIMHHBIE HEYKTHKUE (hpasbl.
[Topoit CMBIC/T TIOJTHOCTBIO TepsieTcsl 3a obwiveM cioB. OHM [JyIIaT MBIC/Ib,
C/IOBHO COPDHS$IKH, He JlaBasi yJIOBUTb CYTb.

PeweHue

Onupalimecb Ha s3blKogoe uymbe, umobbl 8blpabomamb HABbIKU
ycnewHo20 obuwjeHusi. FOpUCTBI 10 HaType — HaCTOSIIIUE aKyJibl Tiepa, T03TOMY
UM HeCJIO)KHO WCKOPeHUTh BpeHble TPUBLIUKM U OCBOUTH 3¢ GheKTUBHBIE
MeTOZIbl KOMMYHMKaluU. [71aBHOe — YsACHWUTb, 4YTO TIPABOBble [IOKYMEHTHI
U [JleJIoBOe TIMChMO TpeOyOT pasHbIX MOAX0A0B. Mbl He pasroBaprBaeM
C JIIOZIbMU SI3bIKOM YCTaBOB M KOHTPAKTOB. MHOTOC/IOBUE — /IypHasi TIPUBBIUKA,
C KOTOpPO# Ha/lo O0POTHCH.

[Muwiume cospeMeHHbIM si3blKOM. [lnuHHBIE (pa3bl C MHOXXeCTBOM
TIPUJIATOUHBIX TIPE/JIOKeHUM OoCTaauch B mpoiioM. CerofHsi HY)KHbI KpaTKue
1 yeTkre (opMy/IMpoBKU. VIHOTa 0CTAaTOUHO pa3bUTh CIOKHYI KOHCTPYKIIUIO
Ha HeCKOJIbKO KODOTKUX TIpe/i/IoXKeHU, UT0ObI MMCbMO B3MbLIO BBEPX.



Bopumecb ¢ MHo20cn08uem. JlviiHYe C/ioBa — TIPOK/ISITUE FOPUCTA.
36aBbTeCh OT HUX, U HEBHSTHBIA TEKCT CTaHeT TPe/ieJIbHO SICHbIM. 3aMeHUTe
«the end of the year 2002» Ha «end-2002», a «no disagreement or conflict»
Ha «no conflict». BMecto «unreasonable, uncreditable, and without compelling
substance» HamuIIMTe TTPOCTO «unreasonable».

ITocsie: u3BenieHue 0 cyAedOHOM pa3dupare/1bCTBe

Taija, Dayle,

We just received a new claim from a Vector ex-supplier, New
City Sites, who seeks 2.5M USD: 2M for breach of contract and 500K
for unpaid bills.

Background

New City Sites is a small firm specializing in event organization.
By 2004 — and perhaps before — it was a Vector contractor. By end-
2004, it was selected as a major supplier for events, apparently with
a fixed-term contract until end-2006. Their business was 980K USD
in 2004.

As far as I can see, there was no conflict prior to end-2005.
Vector had even paid 650K USD in advance for events planned
in 2006. But due to a decision made by upper level management,
Vector negotiated a new event-organization contract with Curators,
Inc., without making any commitment to New City Sites. In addition,
there was no attempt to recuperate the 650K.

Risk Assessment

Although the 2006 events planning with New City Sites was
quite advanced, they had no commitment from Vector. They received
the de facto three-months notice. Thus the damages claim seems
completely unreasonable.

But they are still in possession of 650K of Vector monies. I am
in the process of reviewing their bills.

Selection of Outside Counsel

Because this case appears straightforward, my recommendation
is to appoint Gary Spaada of the McKenzie Law Firm in the coming
week.

Gladys Freeport



Senior Staff Counsel
Vector, Inc.

gladysfreeport@vector.com

Bxopsamue

[TpocmoTpuTe MHCbMa B Tianke «Bxopsiiue». Kakue u3 HUX KaXyTCs BaM
Haubosiee 3P heKTUBHBIMUA?

» Kakue OKa3bIBalOT, UTO OTIIPABUTE/Th IOHUMAET CBOFO 3a/1auy?

» Kakue aroT MOHATh, UTO OTIIPABUTE/ b Pa30HpaeTcs: B Borpoce?

« Kakue 3acTaB/sifoT afipecara JiesiaTh JIMIIHIOW paboTty?

» Kakuie BbI3BIBAIOT YBa)KUTE/ILHOE OTHOIIEHHE?

* C KeM U3 OTTpaBUTe el BbI MPe/IIowIn Obl T000IIaThCST YCTHO?
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3aK/Il0ueHue IPUCKOHCY/IbTa

Jody, Ebbe, Syd,
IIpegmet o0CyxaeHUsI
To explain differences between Nordic and Anglo-American

legal drafting, I offer the following legal opinion on settlements
and releases. Please see the attached document for a detailed analysis.

IToaTBepXAeHHE J00pPO BO/IH
Please let me know if I can clarify further.

Francois Lopez
Senior Litigation Counsel
Vector Dimensional

francoislopez@vector.com

dparMeHT B/IO)KEHHOTI'0 /JOKyMeHTa

Standard template and release letters do not exist in the Nordics.
The scope, form and content of material settlement are subject
to detailed negotiations in which principles of Nordic Law
significantly vary from the Anglo-American.

The Anglo-American tradition favors legal specification while
Nordic legal tradition favors broad legal standards. For example,
in the Anglo-American tradition parties would be defined as:

Themselves, their predecessors, executors, administrators, heirs,
successors, assigns, agents, attorneys, insurers, representatives, and all
parent, subsidiary, predecessor, successor, and related corporations,
and all officers, directors, shareholders, members, partners,
and employees, and all persons acting through, under, or in concert
with them or any of them.

In the Nordics, we simply use “the parties,” since interpretation
of the term “parties” is established by the legal rules governing
a settlement.
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NHCcTpyMEeHTEI

Pasz6etlime d1uHHoe coo6u4eHue Ha conpoeoaumeﬂbﬂoe nucbmo U 6/103ceHue

FOpuauueckuid OTAen KOMIIAHWU CyIIeCTByeT B [JBYX MHUpaX — MHPe
bu3Heca u Mupe rpaBa. Hepesiko myucbMa BHEIITHUM KOHCY/IBTaHTaM U K/IMeHTaM
CJIOXKHBI, [IUHHBI U U300MIYIOT Criel[uajbHON JeKCUKOW. TpaAuliioHHbIN
noAxofi: 0003HauuTh mMpeAMeT 0OCYXIeHUs, [aTb HH(OPMAIUI0 TI0 TeMe,
a TIOTOM TIOATBEPAUTb CBOK JI00pYH0 BOMIO — B 3TOM CJiyyae He TOJUTCS.
[lpuMeHsisE Takyl0 CTPYKTYypy, Mbl TIOJYUYUM COHJBUY — OOBEMHBIA TeEKCT,
BTUCHYTbIN MeXy TIPUBETCTBHEM U MPOLAHUEM.

Jlyuilie TipeABapyUThb [JOKYMEHT KPaTKUM YyBEeJOMJIEHUEM UM BJIOXKWUTb €ro
B muchMo. TorJja KOMMeHTapuM OTIIpaBUTeJsi U OCHOBHasi uH(opmarus OymyT
pa3zesieHbl BuU3yaqbHO. B cdepe, rne aHamu3 W pacCyK[eHUsl OT/eJeHbI
OT 5MOLIU, TaKoe pa3rpaHUYeHue BIIOJIHE PAa3yMHO.

Cmpykmypa e-mail coxpaHsiemcsi u 8 0AUHHBbIX OOKyMeHMax

B kpaTkoMm c00O0llleHuM Bbl CHayajsa cooOlljaeTe TeMy, a 3areM jesaeTe
HECKOJIbKO 3aMeYaHUil M 3aBepliaeTe TeKCT. Jl/IMHHbIEe MUCbMa MOAUMHSIIOTCS
TEM >Ke MpaBU/IaM.

B o0beMHOM TekCcTe eCThb [VlaBHasi TeMa, /OMUHUpPYHOIIas
B MH(OpPMALMOHHOK Hepapxuu. OCHOBHbIE Te3UChl OIpeAessioT CTPYKTYPY
TeKcTa. VIHOT/Ia OTJesibHbIe Te3UChl TMPeACTaB/sIOT cO00M pasziesibl, pa30oUThie
Ha HeCKONMbKO mno3uiuii. KitoueBasi MbICb pasfiesia 4acTO BbIHOCUTCS
B 3aroJI0BOK.

Takum o0pa3oM, MbI TO/iydyaeM TeKCT, T7e BbiJeieHa [I7laBHas Tema
U OCHOBHble Te3UChl. CTPYKTypy [JOKyMeHTa oOmpejesseT HepapXyuyecKas
3HauUMMOCTh MHGpopmaiuu. OHa TOMOraeT aBTOPY He COUTBCS C MBIC/H,
a undTaTes0 — OPUEHTUPOBAThCS B TEKCTe.

PasHble 6udbl ébldes1eHUll NoMozaom ceeMeHmupoeamb 6HUMAHUE abpecama

Kakum Ob1 HHM ObUT 00beM TeKCTa, CTPYKTypa IIMCbMa OCTaeTcs
HEU3MEHHOM.



[TeyaTHBI JOKYMEHT He TpeOyeT COOJIOfEeHUsI TaKMX CTPOrMX IIpaBHII,
U Ha TO €CThb NMPUYUHBL. YWTaTe0 He HY)KHO INMPOKPYUMBaTh TEKCT, KOTOPBIH
HEe yYMeIl]aeTCsl Ha SKpaHe, — OH MOXKET IPOCTO IepeBepHYTh CTPaHUI[y. TeKCT
Ha Oymare II03BOJISIET OTB/IEUbCS, HAllpUMep TMOAHATHL I7la3a M IMOCMOTPETh
B OKHO. OJIEKTDOHHOe TIMChbMO OrpaHWYHWBaeT T1I0jie 0030pa 3KpaHOM,
a MPOKPYy4YMBast TEKCT, UATATe/Tb PUCKYET IIPOIMYCTUTh HEUTO Ba)XKHO.

Yrobbl YMpPOCTUTH TPYJ, ajipecata — W CBOIO paboTy, — pa3beliTe TeKCT
Ha pa3fesbl, CHAaOAWTe WX 3aro/lOBKAMMU, BBIZIE/IANTE Ba)KHbIE MOMEHTBI
KypCHBOM, HauWHAKMTe MPOCTPAHHbIE 1IUTAThl C KPACHOM CTPOKU W MCITOJ/Ib3YITe
MapKUpOBaHHbIE CIMCKU. Bce 3TO TM03BO/ISIET CErMEHTHUPOBaTb BHHUMAaHHE
ajipecaTa, MHaue OH IMOITPOCTY YTOHET B 0ECKOHEUHBIX PacCyKIeHHsX. Eciu emy
OymeT TpPyAHO OpPHEHTHPOBATLCA B JOKYMEHTe, OH IIOTepPSeT HHTEepec
K HalTMCaHHOMY, a TO ¥ BOBCE He MPOUTeT ITHChMO.

BapuaHTEI

I offer this opinion...

I forward you this opinion...

I am happy to supply you with this opinion...
I am pleased to contribute a legal opinion...

I have written a legal opinion on the subject...
I am furnishing you with my legal opinion...
I am providing you with my legal opinion...

OO0bIYHO 2eHepa/IbHbIll OUPEeKMOp Hens10xo 8/1adeem nepom

[vpekTopa  KpYIHBIX  TpaHCHAL[MOHA/IbHBIX  KOPIIOPALUi,
Kak TipaBWIO, OsiecTsiie B/a/el0T C/IOToM. XOTSi UX TPOU3BeZleHUs
He CTOSIT Ha MOJIKAaX KHW)KHBIX MarasvHOB, TIPU >KeJaHWUW JIt0Oou
13 HUX MOT OblI CTaTb yCIELIHbIM MHcaTeseM.



IIpaBoBOM aHA/IH3

Carl, Racey,

IIpegmet o0CyxaeHUsI
Please find below our analysis of the Optimax case.

IToaTBepXAeHHE J00POH BO/IH
We look forward to discussing the information in detail.

Violette Osaleen
Senior Counsel, Competition Law

violetteosaleen(@vector.com

(Dpazmeum 6/1031CEHHO020 (')OKymeHma

ASSESSMENT SUMMARY OF OPTIMAX’S CLAIMS

Optimax’s recent advertising claims against Vector Poetics
in their WebNet ads and on their Website are contradicted by Software
Imaging Study data, third-party data and the Software Customer
Satisfaction Diagnostic data. Most data oppose Optimax’s claims.

Software Imaging Study data on the consideration, preference,
and penetration of Web Application Server Software and e-Business
Software platforms favors Vector. The study findings are consistent
with third party sources (i. e., Marks Mind). Our internal Customer
Satisfaction data neither contradicts nor supports Optimax’s claims,
where Optimax’s WebNet outperforms Vector’s Poetics on four
attributes:

* Overall Satisfaction

* Performance

* Reliability

* Installability

Ultimately the margins are much lower than Optimax’s ad
suggests, and we tie on with the majority of attributes.
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NHCcTpyMEeHTEI

Bbidenume ocHogHble udeu u ap2ymeHmbl 6 UX Nno/ib3y

He Bce JOKyMeHTBI WMEIOT OAWHAKOBYIO CTPYKTYpy. OJHU CJIOXKHBI
Y MHOTOIUIQHOBBI, Jpyryde TPOCTbl U 3aypsifHbl — TaK pPa3/IMuyaroTCd MeXIY
coboit XwKhHa U KadeapanbHbIi co00p. B 0AHMX OCHOBHBIE Te3UCHI
MOAKPEIVIIOTCS C/IOKHOM pa3BepHYTOM apryMeHTalyed, B JPYyTuX JOBO/bI
B [10/Ib3y OCHOBHOU W/IeW He3aTeN/TMBbI U PO3PauHbl.

Yrobbl OmpenenuTb CTPYKTYPY [JOKyMeHTa, BbIJe/TMTe OCHOBHbIE HJEH
Y OIOpHBIe TYHKTHI. Jlajiee OoCTaeTCsi HApaCTUThb Ha CKeleT MsCO: A00aBUTh
JeTanu, coobpakeHus, MpUMepbl 1 KOMMEHTAapHHU.

Camoe C/IO)XHOe — cJie/laTh BbDKUMKY W3 CBOWX W7EH, TOMYUUB B CYyXOM
OCTaTKe MepapxXuio JJaHHbIX. Takoe yMeHHe OT/iM4aeT MacTepa OT Ju/leTaHTa.

Cepynnupytime uHgopmayuio, UmoObl 8bisi8UMb OCHOBHbIEe Udeu

Eciv Bam TPyIHO OTJe/IUTh OCHOBHbIE U/led OT apryMEeHTOB, 3allUIINUTe BCe
MBIC/IY, TIPUXOZSIIME BaM B T0JIOBY, B BUJje KOPOTKUX (ppa3.

3aTeM crpynnupyirte 3ty (passl 1o cMmbiciy. Vaen, kotopble 06beIUHSIOT
IpyNIibl, ¥ €CThb Ballli OCHOBHbIE TE3UCHI.

PasHbie wpud)mbl u cmu/iu nomozcarom ynpdae/isimb 6HUMAHUEM aapecama

OcCHOBHbIE H/IeM MOXKHO BBIJIeIUTh JKUPHBIM IIPUGTOM, a apryMeHThI
HabpaTb OOBIUHBIM, — B 3TOM C/Iydae mojydaresto OyJeT mpoiile mpocMaTpuBaTh
TeKCT. bocc xoueT cpa3dy yBujeTh rnaBHoe. CreLManvCTy, KOTOPbIA pellaeT
MpaKTUYeCcKre BOMPOCHI, BaXKHbI JeTanu. PasHble MIpUTHI U CTU/IM MOMOTal0T
JFOJISIM HAWTH COOTBETCTBYIOLYI0 MH(MOPMALIHIO.

Kypcue — ewje 00uH cnoco6 ebioeneHus

KypcuB 1103BOJIsSIeT BBIIE/IUTh CaMble Ba)kKHble aprymMeHThbl. OH He KpUUWT,
Kak 3arnaBHble OykBbl. OH He HacTauBaeT, KakK >KUPHbIA mpudTt. OH 1omobeH



HErPOMKOMY TOJIOCYy B KY/JIbMHUHAL[MOHHBII MOMEHT. Bce CK/IOHSIIOT TOJIOBBI,
YTOOBI YC/IBIIIATE CKAa3aHHOE.

Kpacuble CMPOKU nomMozcdrom seocnpussmuiro

BBIpOBHSIIITE CaMblii Ba)KHBIM WA OOIIUA TEKCT — OCHOBHbIe H/eU —
1o JieBoMy Kparo. OTopHble TMyHKTbI [TOMeTbTe C TMOMOIbI0 KPaCHBIX CTPOK,
c/lefiaB TIsiTh-ceMb MpobesnioB. BTopocTeneHHble, HO 3HauKMMble MOAPOOHOCTU
BbIJle/IUTE C TOMOIbI0 Oosnee raybokux otcTynoB. YUem raybxke OTCTyT,
TeM BbIIlIe CTeleHb JeTaau3aluy HH(HOPMaLUU.

Bxopsamue

BaM HpaBHTCs, YTOOBI 0 Bac 3a00TUIMCh. UTOOBI BaM CTapalvCh YrOJUTh.
OcobenHo eciu Bbl 6occ. Bam xouercs:, uToObI 1Mofiaua WHGOpPMAaI[MK TToMorasa
OBICTPO MPUHATH pellleHre. Y Bac HeT HU MaJIeHIIero »KejlaHusi JJOMaTh TOJIOBY
HaJl TEKCTOM, MbITasiCh HAWTH T/IaBHOE.

Te, KTO yMeeT 3(h(dEKTUBHO CTPYKTypUpOBaTh HMH(OPMaLIMIO, Yalle
nobuBaroTCs ycrexa. VX Tpyy| He 0CTaeTcsl He3aMeUueHHBIM.



HpaBOHpHMEHHTEJIbHaH IIPAKTHKA

Conrad,

IIpegmet o0CyxaeHUsI
Here’s the redux of the NAD.

IToaTBepXAeHHE J00POH BO/IH
Let me know if you need more.

Sherif Cinnel
Vector Legal Department

sherifcinnel@vector.com

(Dpazmeum 6/1031CEHHO020 (')OKymeHma

NATIONAL ADVERTISING DIVISION (NAD)
OF THE BETTER BUSINESS BUREAU

Definition

The National Advertising Division of the Better Business Bureau
(NAD) and the National Advertising Review Board (NARB) are set
up as the advertising industry’s self-regulatory bodies.

Proceedings

NAD can institute proceedings based on a complaint from
a competitor, consumer or consumer group, and they can also initiate
their own investigation. The entire process (with an appeal) normally
takes 3 to 4 months.

Our Option

Because NAD focuses on market research, the TD attorney
strongly advocates engaging an independent market research firm
with credibility at NAD to conduct a study on customer perceptions
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of the Optimax ad.

NHCcTpyMEeHTEI

I/Icn0/1b3yﬁme onpeae/leﬂue 0/151 UCMO/IKOBAHUSA NOHAMULI

OnpeneneHve  mpeAHa3HayeHO  /Jii  OMWCAHUS,  MCTOJIKOBAHUS
wm  knaccupukauyud. OHO  CTpyKTypupyeT uHbopMaluio oT  0011ero
K yactHomy. OrmpeziesieHre 10j00HO BODOHKe: OHO HAUMHAETCs C IIMPOKOTO
TIOHSITHS, a 3aTeM CY>KaeTcsl.

C nomowbio onpedesieHUs1 MOXCHO CMPYKypupoeamb mekcm, ab3ay
u/u npeo/ioxceHue

Kak u [gpyrbue mnpuemMbl TIMCbMEHHOM peud —  CpaBHeHUe,
MIPOTUBOTIOCTaBeHWe, OObsICHEHWe, TIOBeCTBOBaHHWE W  OMUCAaHUEe, —
oripefiesieHe MOMOraeT CTPYKTYPUPOBaTh TeKCT. B mepBoM ab3aile Bbl MOKeTe
natb oOillee oripeziesieHUe, BO BTOPOM — CY3WTh €ro, a B TPeTheéM — MPUBeCTU
KOHKPeTHbIN TIpuMep.

Te ke camble TMPUHIUITBI TIPUMEHUMbBI K OT[elbHBIM ab3aijam. I[lepBoe
Tipei/IoKeHUe /1aeT IUPOKYIO0 Ae(MHULIMI0 TepMUHA, BTOPOe — CYy>KaeT ero, 1 Tak
nanee. 3TO MO3BOJsIeT OBICTPO YSICHUTHL HEOOXOAUMYIO UH(POPMALIUIO U TIOHSITh,
KaK COOTBETCTBYIOLLIUI TEPMUH UCTIOIb3yeTCs B TEKCTe.

JonoiHstime onpedesneHue Opy2uMu KOHCMPYKyusmu

B e-mail MOryT mpuMeHATbCSI Camble pa3Hble TprueMbl U3noxKeHus1. [TucbMo
MO>KeT HauMHAThLCsA C 00I1ied AedUHUIMN U TOC/Ie TTaphl ab3a1ieB, MOCBAIEHHBIX
1o/[pOOHOMY OTIpe/ie/IeHUI0 TePMUHA, 3aKaHUMBATbCS M3/I0KEHHeM TPUUHUHHO-
C/1eJCTBeHHBIX CBSI3€eM.

CoueTaHue pa3HbIX NPUEMOB WU3JIOKEHWS — aHa/lvd3a W ONUCaHUM,
TIOBECTBOBAHUSI U TIOSICHEHWUN — TOBOPUT 00 OIbITe W YBEPEHHOCTH aBTOpaA.
B KOpOTKOM NHMCbMe MOXXeT MCI0/Ib30BaThCsl JIMIIb OJWH W3 HUX, HAlpUMep
XPOHOJIOTUUECKOe TIOBEeCTBOBaHHWE, a B 0Oomee [IMHHBIX TEKCTaX uacTo
TIPUCYTCTBYET HECKO/IBKO.



Kakue npuembl npumeHsieme 6bl?

YMeHUe mMcaTh MUCbMa BO MHOTOM 3aBUCUT OT CIOCOOHOCTU MpaBUIBHO
nojaBatb MHGMopMmalmio. CpaBHUBasi JierajibHble BO3MOXXHOCTHM OTOMCTUTH
KOHKYDEHTY, Bbl TlepeuucisieTe 00illie MOMEHThI B OfIHOM ¢pa3e, a pa3uuus —
B /ipyrou. PacckasbiBasi 0 He[JaBHUX M3MEHEHUSX B MOX0/ie K MpojiaXkaM, MOXKHO
HauaTb C XPOHOJIOTUU COOBITUM, a IOTOM MepeiTH K OMUCaHUIO.

Hy>XHO MOHUMAaTh He TOJBKO UMO BbI MUIIETE, HO U KAK Bbl 3TO Jle/aeTe.
Takoe TOHMMaHWe OTpa)kaeTcsi Ha KauecTBe TeKcTa. OMBITHBIM aBTOP
CO3HaTe/lbHO BHIOMPAET Te WM WHbIe TIPUEMbI, a TOT, KTO MHUILIeT IJI0X0, AyMaeT
TONMBKO O TeMe. UTOOBI cfiesiaThb TEKCT SIPKUM, HY>KHBI TIOAXOJsIIe CPeZCTBa.
W1 ecnu Bbl HE B COCTOSTHUM JIOHECTU CBOU — MYCTh Jlayke OJiecTsiye — MbICH
1o cobecelHUKaA, UX HUKTO He OLIeHUT.

CeTeBOM 3THUKET

Yem ayivHHee e-mail, TeM Ba)kHee Ha/jMuue 3aro/i0OBKOB WM ITYCTBIX CTPOK.
ONeKTpOHHAsT  TlepernMcKa Jo/DKHA  obecrieurBaTh  OBICTPBIM  0OMeH
vHbopMaled, U 4YeM [IMHHee TEKCT, TeM MeHbIlle IIaHCOB [JOOUTHCS
pesynbrata. EcaM TeKCT HY)KHO TIPOKPyYMBaTh, ajpecar OyJeT uMUTaTh
HeBHUMaTeIbHO — WX He 3aI/issHeT B MUChbMO BOBce. KopoTKue nmucbMa 00BIYHO
TIPOCMAaTPHUBAIOT Cpa3y, AJIMHHbIE OTKJ/Ia/[LIBAIOT /10 TYUIINX BPEMEH.

VIMeHHO TT03TOMY HY>KHO OOJIeruTh 3a/lauy ajipecara C TOMOII[bIO0 MyCThIX
CTPOK U 3arojioBkoB. OHM TIOMOTaroT TPOoOeXKaTb TEKCT I/1a3aMH, BBIXBAaTHTh
I7laBHOE U TIPOMYCTUTh BTOpOCTereHHOe. Ec/iu 3aroioBKM  COCTaBJ/I€HBI
TIPaBUILHO, OHU JIAl0T 0Olljee TMpe/cTaBleHre O CO/leP’KaHUM [JOKYMEeHTa.
JIMMHHBINA TEKCT CTAaHOBUTCS MeHee MyrarolyuM. AZipecaTr uyBCTBYeT, UTO O HEM
1103a00THU/TCh ¥ eMY He TIPU/IeTCS TPaTUTh BPeMsl BITYCTYIO.

Kpome TOrOo, CTpyKTypa JOKYMeHTa TIOMOTaeT 3allOMMHaHWIO. [laMsTh
yCTpO€Ha TaK, 4TO  Bbifie/ieHHble  (pa3bl  3allOMUHAIOTCS  JIyUIIIe,
yeM MOHOTOHHBI€ KYCKH. TOT, KTO UHMTaeT XOPOIIO CTPYKTYPUPOBAHHBIA TEKCT,
CKOpee BCero YyCBOUT OCHOBHbIe Te3UChl. Y 3arojioBKa, HabpaHHOTO
TIPOITMCHBIMU OyKBaMM, 0OJIbIIIe 11IaHCOB OCTAThCs B TIAMSITH.



Craryc cyaeOHOro pasouparejibCTBa

Ed, Lucia,

IIpegmet o0CyxaeHUsI
I have much to report regarding the recent Lumina litigation that
may affect us.

Hcropus 1

As you may have heard, the judge in the case recently ordered
a settlement discussion among Jayne, Anselm, and Bob. It was
to precede discussions between the Vector and Lumina teams,
scheduled for the first week in June. But the settlement discussion
failed. Simply put: Lumina’s current demands are completely out
of line.

Ncropus 2

Last week, on June 16, the Court heard Lumina’s motion for
preliminary injunction in which Lumina asked the Court to remove
our Metric Locator System software from the marketplace.
The hearing went as expected. While we never know what the court
will do, it is clear that the Judge had read our materials, seemed
to understand the issues and asked sharp questions that obviously put
Lumina on the defensive.

3ameyaHus

The team has worked very hard to do everything humanly
possible to win this motion. I remain cautiously optimistic about our
chance for success. The Judge hasn’t told us when he plans to rule, but
it probably won’t be before July.

IToaTBepXAeHUE J00pO BO/IH
If you have any questions, please give me a call.

Jenny Dern

Corporate Law Attorney




Vector, Inc.

jennydern@vector.inc

NHCcTpyMeHTEI

Pa3Hoo6pa3ue des1aem mekcm 0o01ee éblpa3ume/ibHbIM

BO/BLUIMHCTBO JtOfleld OTAAIOT TpeJIouTeHrue TOW WU UHOW CTPYKType
dpa3. U xora 3T (Ppa3bl MOryT ObITh SICHBIMM U TOYHBIMH, €C/Id OHU
WCTIO/Ib3YIOTCSI BHOBb W BHOBb, DUTM W3/I0KEHUS] CTAHOBUTCS CJIMLIKOM
MOHOTOHHBIM. V3-3a 3TOr0 BHUMaHUe 4MUTaTesisi pacCeMBaeTCs — BMECTO TOTO
yTOOBI MOOTPeBaTh UHTEPEC, O[HO0OpAa3HbIi TEKCT HaBeBaeT CKyKy. CTapaiiTech
BapbUPOBATh CTPYKTYPY (hpa3 — MEHSIOIIUICS pUTM OO/[pUT unTaress.

Bapbupoeamb cmpykmypy npeos0ceHutl He 3Ha4uUm nucamb KaKk nonasio

[TepBO€ MpaBU/IO — MUCATh SICHO U TOYHO. Bbl JO/DKHBI IOHECTH CBOU H/ler
[0 a/ipecara, UCIoJib3ysl KaK MOXKHO MeHblile ¢/10B. Ec/iu BbI y)ke ymeeTe mucaTh
KOpOTKMMH (pa3amu, TonpoOyiiTe o0beAWHATE UX B 0Oosee AJHHHBIE.
(OTO He 3HAUUT, UTO OHU [IO/DKHbI CTAHOBUTHCSI TSDKENbIMU M 3arlyTaHHbIMU!)
Co BpemMeHeM Bbl HayuWTeChb BapbUPOBAaThb JIUHY TIPeJIOKEeHUM, J100MBasCh
HY>KHOTO PUTMa U BbIpa3uTeIbHOCTH TEKCTa.

Yepedyiime 0/1uHHbIe (hpasbl ¢ KOPOMKUMU

PasHasi CTpyKTypa Tipe[/iokeHHl TpeOyeT pa3HbIX CTpaTeruii uTeHUs.
YToObI MOHSTE AJTUHHOE TPe/IJIoXKeHe, HY)KHO OCMBIC/IUTh €0 YaCTH U YSICHUTh
CBsI3b MeXAy HUMHU. UToObI MOHSTH KOPOTKYHO ¢hpasy, [J0CTaTOUHO OHOTO
B3I/ISI/IA.

Bot mpumep, rie 3a JJIMHHLIM TIpeJJIOKeHueM ciiefyeT KopoTkoe: «Last
week, on June 16, the Court heard Lumina’s motion for preliminary injunction
in which Lumina asked the Court to remove our Metric Locator System software
from the marketplace. The hearing went as expected». [lepBoe mpe/io)keHe
TpeOyeT Oonbllieli KOHILIEHTpAallUd BHUMaHUs, ueM BTopoe. Takasi CTpPyKTypa
TIOX0’Ka Ha CepHI0 W3 [IBYX Yy/AapoB: repBasi ¢pa3a Kakoe-TO BpPeMsl y/leP>KHUBaeT


mailto:jennydern@vector.inc

B HarpspKeHUU, BTopasi KOPOTKKMM UMITY/TbCOM 3aBepiliaeT fiesio.

[TonpoOyiiTe HarmMcaThb ABa-TPU JIMHHBIX MPEI0XKEHMS], a 3aTeM IT0CTaBLTe
KOpOTKOe. B 3TOM c/yuae KOpPOTKOe TIOJMYyUWT JOTOJHUTEIbHOE CMbIC/IOBOE
yAapeHue, a aipecar HermpeMeHHO OLIEeHUT CMeHY pUTMa.

Kak cdenamb mekcm 60s1ee sspkum

B ab63atie, KOTOpBIH /1aH HUKe, MPeZICTaBIeHbl YeThIpe BU/IA MPeIJI0KeHHUII:

As you may have heard, the judge in the case recently ordered a settlement
discussion among Jay, Ray, and Julio (8800HOe npednosiceHue, enasHoe
npeonodiceHue). It was to precede discussions between the Vector and Lumina
teams, scheduled for the first week in June (enasHoe npednodceHue,
npuoamouHoe npeonoxceHue). But the settlement discussion failed
(npednoxceHue, HauuHawouwjeecsi ¢ cows3a). Simply put: Lumina’s current
demands are completely out of line (npedaodceHue c 8600HOlU KOHCMpyKyuetl
u dgoemouuem).

Pa3HooOpa3ve rpaMMaTHUeCKUX KOHCTPYKI[UH CerMeHTHpyeT BHHUMaHHe
ajipecara U roMoraeT IO/lep>KUBaTh UHTepeC K HamucaHHOMY. OfHooOpa3Hbie
dpa3sbl, MOX0KKe 0JjHa Ha JIPYTYIO, YCITUISIOT.

He 3a6bieatime o nyHKmyayuu

[TpaBunbHOe yrioTpebneHwe peduca, JBOETOUMSI W TOUKHM C 3arisiTOM
TIpUZiaeT TEKCTY 3aKOHUEHHbIW 3/1eraHTHbIM BU/l. KaBbIUKM U BOIPOCHTE/IbHbIE
3HaKM pa3HO00pa3siT MOHOTOHHOCTb TOUEK M 3alAThbIX. 3HAKU IperUHaHUs
JleNlaloT TeKCT Oosee SIPKUM W BbIpa3sWTeNbHBIM — pa3yMeeTcs, €C/H BbI
co0siroiaeTe TIpaBUia rPaMMaTHKU.

BapuaHTBI

As we discussed...

You’ve no doubt heard the news that...
As you may have heard...

You’re probably aware that...

As you probably know...

I’m sure you know...



As I mentioned before...
As you’ll probably remember...



HToru cyaedHoro pasouparejibCcTBa

Jack,

IIpeamet 00CYyXaeHHUs
Today we received the Appellate level judgment in the 4-yearold
Height Corp. case against Optimax and Vector.

IIpepmecTByoIee /€10

The case relates to Optimax’s 2003 decision to defer Ode 2.5
development and delivery schedule. No damages were awarded
against Optimax.

HpeiHemiHee geno

In its decision, the Appellate Court reversed the counterclaim. It
awarded Height Corp. 3.6M USD in damages; ordered Optimax
to repay Height Corp. 0.6M for Vector services rendered;
and reimburse 0.1M USD of Height Corp’s legal fees.

Yimepo

The 3.6M USD in damages obtained today by Height Corp.
represents roughly 1 % of its total damage claim of 378M USD,
virtually all of it comprised of indirect damages, such as lost profits
and lost savings.

But in an absolutely critical part of its decision, the court upheld
Optimax’s limitation of liability provisions. It capped Height Corp.’s
claimed damages of 378M USD at the maximum of 3.6M USD for
the more than 7-month delay.

OTBeTCTBEeHHOCTh

Vector was not found liable in any manner, and thus has no
obligation to pay damages.

Both parties have two months to file an appeal. I will make
a recommendation once I have read a full translation of the decision,
but my in-stinct is that this is too good an outcome to risk
in an appeal. It is unclear to me how HC will reason in this matter.



Cody Visse,
Senior Litigation Counsel,
Vector, Inc.

codyvisse@vector.com

NHCcTpyMEeHTEI

H36ezatime opuduueckoti 3aymu

SA3BIK M JIeKCHKa HOpUAUYECKUX OOKYMEHTOB HMEIOT CBOIO CHEI_[I/Id)I/IKy.
Takue AOKYMEHTBI ABJIAIOTCA UCTOPpUYECKHMU apTeq)aKTaMI/I, ITO3TOMY HX A3bIK
ITOJIOH I'POMO3IKHUX KOHCTPYKI_[I/Iﬁ U dpXdHU3MOB. I’OpI/ICTaM IIpUXOOUTCA YHUTATb
TdK MHOTI'O CHEHH&HLHOﬁ JINTepPATypbl, YTO MHOI'Id OHH I10 IIPUBBIUYKE HAUYWMHAIOT
N3BACHATLBCA CJIOKHBIM  3dllyTdHHBIM A3BIKOM TdM, TIl€é >5TO COBEpIIE€HHO
HEyMeCTHO. HOBTOMy UX TIMCbMd 4YdCTO OT/INYAIOTCA TAXKe/I0BECHBIM CJ/I0I'OM
U TIeperpy>kKeHul aAeTaJIaMu.

O¢uyuanbHbill cmMusib U 8bIYYPHBIL €102 — He 00HO U MO Jice

MoykHO HamucaTh oduUlMaIbHOE MUCHbMO BHYILIUTE/TbHBIM /1€/I0BBIM TOHOM,
He yAapsscb B HalbIlleHHOE MHOrocjaoBue. [71laBHOe — UCIIOIb30BaTh
COBpPEMEHHbIN [1eJIOBOM S3bIK, TOT, UTO Mbl BUJWMM B aBTODMTETHBIX ra3eTax
1 Ha BeO-caiiTax. B Mepy cyxoM, ciepKaHHBIM, TOUHBIA M MeTKUM. be3 amoruii,
HEBHSATULIBI ¥ CHOOM3Ma. [IJTMHHBIe 3aryTaHHble dhpa3bl U HarbIIIleHHas IeKCHKa
Be/lyT B HEBEDHOM HarpaB/IeHUU.

Iosicaneiime moeapuuyeti no yexy

FOpucThbl Hepesiko 3a0/yKAat0TCsl, TIojIarasi, YTO TOBApHIIU TI0 11eXy Bcerja
noumyT Apyr apyra. Huuero rnogo6Horo. FOpHCT, KOTOpBIM yMeeT SICHO M IIPOCTO
BblpakaThb CBOM MBIC/IM, BCerjja TOTOB TTOKPHUTHMKOBAaTh CBOMX MHOTOPEUUBBIX
cobparbeB. OTBeiuTe €ro B CTOPOHKY, U OH pacCKakeT BaM MHOTO HOBOTO
Y UHTEePeCHOI'0 O TOM, KaK ITHIITYT ero KOJIery.



FOpuctbl, KOTOpble B/AZIEFOT  T€pPOM, 3HAKOT  pasHUIy  MeXAy
nipocheCCHOHA/IBHBIM YKaPrOHOM U TTyCTBIMU pPa3r/iaro/ibCTBOBAHUSIMU.

['paMOTHBIM CHelUanuCT yrnoTpebsiseT crelyanbHble TEePMUHBI Tak,
UTO U3J/I0)KeHUe He TepsieT sicHoCTU. Bmecto «Said “nolo contendere” plea was
entered by said claimant in the aforementioned cause of action» oH HanwuieT:
«The claimant pleaded “no contest” in the lawsuit».

FOpucThl, KOTOpble He YMEIOT OHeCTU CBOK) MbIC/b [0 APYTUX, OOBIUHO
CUWTAIOT, UTO HEeTIOHUMaHKe — BUHA afipecaTa.



I/1aBa OAMHHAAL|ATAsA
O 1uuHOM Ha paboueMm MecTe




CoBeTt

E-mail u smoyuu

Bce ™Mbl mo/ny4anud THCbMa, KOTOpble BBI3BIBAIOT Y/bIOKY, OropYaroT
WU fiaxke 3715T. VI XOTs1 3TH UyBCTBa peasbHbl, TPYHO OMpe/ie/IeHHO yKa3aTh UX
UCTOUHMK. MHOrve, K TIpUMepYy, CuuTaroT, uto «[’'m sorry» 3ByuuT OoJiee
IMOI[MOHA/bHO, uYeM «lI regret», a «update» — 06oylee HeHWTpasbHO,
yeM «information». Wi 4TOo COMCOK  BBIVIAUT  Oonee  CyXum
U OecrnpucTpacTHbIM, €CAM TIO3UIMM TIPOMAapKUpPOBaHbl Oyimutamu  (°),
a He THUDe.

['pasyc aMo1uii B M1CbMe 3aBUCHUT OT:

* OTHOLLIEHUM MeX/Ty OTIIPaBUTe/IeM U a[pecaToM: /IaBHO /I OHU 3HAKOMBI,
OMM3KKM M MO [IyXy, OOILJAlOTCS /M Ha paBHbIX WIM KaK Haya/lbHUK
Y TIOAUMHEeHHbIN;

* CUTyalluM, B KOTOPOHM cCO37laeTcs e-mail, B TOM uuc/ie BpeMeHHBIX
OrpaHUYeHUN U JJIVHBI TIPe/IIIe CTBYIOIeN 11eTI0UKY TTHUCeM;

* peaiMeTa 00CYKIeHUS;

* OpraHu3al[uyi MaTepuasa, CTPOsi peUd, TTyHKTYalluu U JIEKCUKU;

* CO3HATe/IbHOCTU, YyBCTBUTEILHOCTH U HACTPOEHUS OTIIPABUTEJIS;

* CO3HATeJIbHOCTU, YYBCTBUTEILHOCTH U HAaCTPOEHUSI TIoTyyarerisi.

OTu U [pyrve (aKTOpbl BAUSIOT HAa SMOLMH, KOTOpbie BbI3bIBaeT e-mail.
ABTOD MOXKET T0-pa3HOMY HU3/I0XKUTb CBOW MBIC/IM, CJleflaTh aKIeHT Ha OHUX
acrieKTax Tembl U OTO/IBUHYTh Ha BTOPOM TIIaH AIpyrve, HO eMy He Toj CUIy
TIOB/IUSITh HAa HACTPOEHHWe ajipecara, Korja TOT Oy/ieT uuTarh MUCbMO. TOUHO
TaK >Xe OH He B COCTOSIHUM W3MEHUTb CBOe MeCTO B OpraHW3al[uOHHOU
WU COLIMATbHOU MepapXUu.

Mo)keT /M OTMpaBUTE/Nb YIpaBASATb 3MOLUSIMU ajpecara? EngBa /u.
EMy MozB/acTHBI JIMIIb HEKOTOPbie (PAaKTOPbI: BpeMsi OTIIPABKH, KOMITIOHOBKA
TeKCTa, CTPOW peud, JeKcuka 4“4 T. 1. K Tmpumepy, ciefyeT TOMHUTB,
YTO COKpallleHus, MPUHIThIe B uaTaX, U BbleneHUe (parMeHTOB OOIbLINMU
OykBamu MPOU3BOJAT He Jyulliee BrieyatsieHue. A ciosa «I feel that...» B Hauase
NMCbMa 3a/jal0T UHOW TOH, Hexxenu «I think that...».

XOoTs B /leJI0BOM TiepervcKe TperouTUTe/IeH SMOL[MOHATbHO HeUTpasIbHbIM
TOH, UHOTZA 0e3 BbIpakeHHs1 UyBCTB He o00oiiTuch. Korja KTO-TO U3 Ballux
KOJUIer TOTaj B TsDKeJyH CUTYalUio, KOTZa Balll TOBapWIL| TMOAYYW/I Harpamy,



KOTJla XOUueTCsl CKa3aTb Cracub0 3a TOMOIb U TIOAJEP)KKY, caMoe BpeMmsi
TIPOSIBUTH TEIJIOTY U YeJIOBEYHOCTb.

[Tucbmo cTaHOBUTCS HOJIee SMOLIMOHANTBHBIM, €C/TU B TEKCTe eCTh:

* MeCToruMeHue «I»;

* IPUMETHI JIPY>KeCKUX OTHOIIIeHWI aBTOpa U afipecara.

CpaBHure aBe ¢pasbl: «It is very unfortunate to hear of your husband’s
unexpected death» u «I was saddened by the news of Robert’s passing».
Bo BTOpOM TpeIoKeHUH UConb3yeTcs: «I» B coueTannu «saddened», umeHem
nokoitHoro — «Robert» — u 3BheMUCTHUECKUM «passing» BMeCTO TPSIMOTO
«death». Bce 3T0 T103BOJIIeT BBIPa3UTh WCKPEHHee COCTpajilaHue B/iOBe
TTIOKOUHOT 0.

[Topoii nrOfsiM Helerko CMeHUTh TPUBBLIUHBLIA [1eJIOBOM TOH Ha Ooree
Teruibli. XJ/1a[HOKDOBHOMY, yBepeHHOMY B ce0e ue/ioBeKy TPYJAHO TpPU3HATh,
YTO OH WUCIIBITHIBAaeT OypHble Herpe/iCKa3yemble SMOIMU. VIMeHHO Mo3ToMy
HY>KHO yMeTb MPaBWIbHO BbIPa3uUTh CBOW UyBCTBa.

Bamie nmuMcbMO  IO/DKHO  ObITb  JoOpOXKenaTenbHbIM U TerUIbIM,
HO He C/MIIKOM CeHTUMeHTa/lbHbIM. Ajpecar OyneT TPOHYT WCKPEHHUM
yuacTueM, Jiake eC/I Bbl OTPaHAUMUTeCh Mapoi ¢pas.

Kak Haodo

OTnpaBnsiiTe e-mail ¢ BepakeHreM UyBCTB Kak MOXKHO ObICTpee.

Ob6s13aTenlbHO YKaXKUTe MIPUUMHY, KOTopasi oby/ausia BaC HarucaTh MUCbMO:
yiiep6, norepsi, HarpaXkieHue UK MpoCTo >KejlaHWe cKa3aThb cracubo.

CrapaiiTech, 4TOOBI BalllK CJIOBA 3ByYasid TEMJIO U UCKPEHHe.

[lpeacraBere, uTto OBl BHI XOTE/NW YC/bIIIATh, OKAa3aBIIKMCh Ha MeCTe
ajipecara.

Kak He Haodo

He TsHUTe C OTIIpaBKOW NUCbMa, aKe eC/IM HalmMcaTh ero HerpocCTo.

He GoliTech BbICKa3bIBaHUM OT IEPBOTO JIULIA.

He nipsiubTech 3a MaCKoU [1eJI0BOTO YesiOBeKa.

He 3abyabre yINOMSIHYTH CHUTYyal[{i0, KOTOpas IOOyau/ia Bac HarmcaTh
MUCHMO.



Kak yTemiuThb KoJjujiery

CmuxutiHoe 6edcmeue

Sya,

Bbipa)keHUe COUYBCTBHA

KoHkpeTHoOe npe/ioxeHue

JanbHeniiue AeCTBUA

I am very sorry to hear about the damage to your property
in the recent fires. It must be a very difficult time for you and your
family. I would be happy to loan you a car if it’s helpful. Or if you
need a hand salvaging, please let me know. I'll check back soon to see
how things are going.

Cor Pirensi
Sales Development Director

Vector, Inc.

corpirensi@vector.com

CmuxutiHoe 6edcmeue

Pablo,

BbIpa)keHHe COYyBCTBUA

Coctpasanue

O0oapenne

I was sad to learn your family has been hit by the recent floods. It
is a horrible thing to go through, as I learned a few years ago when I
lived in the flood path of the Mississippi. I remember feeling utterly
powerless, and then finding, somehow, the courage to rebuild. You’ll
get through this. Please phone me if you’d like to talk.



Henri Attia
Associate MIS Director
Vector, Inc.

henriattia(@vector.com

Kepmea npecmynsieHus

Columbe,

Bbipa)keHHe COUYBCTBHA

[ just found out from Sid that your house was robbed
and ransacked while we were at the IT conference. I'm at a loss
as to what to say, other than to express my heartfelt sympathy.

KoHkpeTHoOe npe/ioxeHue

JanbHeniiue AeCTBUA

I would be happy to contact the insurance companies
and security company on your behalf — you could say that I have
experience in this area! And please feel free to use my name if it’ll
help. I’ll give you a call to see if there’s anything I can do to help.

Peter Mahoun
Director of Corp. Underwriting

Vector, Inc.

petermahoun(@vector.com

NHCcTpyMEeHTEI

KPGMKO ynomsHume cjiydyuesuieecst, He edaeasch 8 oemasau
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He Hy>XHO TOBOpUTb O TOM, uTo Mercedes repeBepHYJICS U Bpe3ascs
B CTOJIO WM YTO OT JiOMa OCTajach TrOpCTKa reria. IIpocTo paiite MOHSITH:
BbI 3HaeTe, YTO MPOU30IILIO.

Ymewas adpecama, couriumecb Ha cO6CmMeeHHbIL ONbiimM Npeoodo/1eHUs
Hea3200

Ecmu y Bac Obin MOfOOHBINA OMBIT, COOOIIMTEe 0O 3TOM U TIPeAJIOKUTE
TOroBopuTh. TOT (DaKT, UTO KTO-TO APYrOi MEPeXKU/ TOX0KHe HEeNpUSATHOCTH,
yTelllaeT M yCIIOKauBaeT.

IIped10oxcume KOHKpemHyo noMowb

[TogymaiiTe, uTO BBI MOXKETe CZie/IaTh i ajfpecara. [IpeioykeHre JO/HKHO
ObITh peaJMCTUYHBIM — He CTOMT IpeZijlaraTh KPOB CEMbe U3 UeThIPEX UesIOBeK,
eC/IM Y Bac JjoMa HeT MecTa. VIHor/ja [iyis TOTo, KTO TIOTIa/ B TSDKeTYI0 CUTYal[UIo,
BaKHBI JlaXke MeJIOur — TeJie()OHHBIM 3BOHOK MJIU T10J/Ie3HbIe CBSI3H.

BapuaHThI

I was sad to learn...

I am very sorry to hear about...

I was unhappy to learn...

I was very worried when I heard that...

I was shocked to hear...

I was distressed to learn...

I would like to offer my sympathy for your recent hardship...
Please accept my sympathy for your recent hardship...

HepﬂuUlllele nUcCbmd — Npose/AeHue ’2ousma

Eciv Bbl He MOTPYAWIMCh YeTKO BBbIPa3uTb CBOU MBbIC/IH,
BbI /IeMOHCTpUpPYeTe afipecaTy jieHb U Oe3pa3ninune. EMy npuxoaurcs
JIOAYyMbIBaTh, UTO Bbl UME/TU B BUAY.

Eciu B criellike Bbl He CTPYKTYPHMPOBa/IM TeKCT e-mail Jo/mKHbIM



oOpa3oM, BbI MOKa3biBaeTe, UTo LIeHWTe CBOe BPeMsl BhIllle, ueM BpeMmsi
agpecara. EMy npuzieTcsi caMoMy OTBICKMBATh B MHMCbMe IJIaBHOE.

Ecimu Bbl He TMpOBEpUIM THCHMO Tiepe]] OTMPAaBKOM, UTOObI
WCTIPaBUTh MeJIKHe He/loueThl, afipecaT OHUMaeT, UTo Bac He 3a00TUT
ero koM@opt. OH GyzeT caM OTHICKMBATb Balllk OIIUOKU.

He 3a0bIBaliTe, UTO KOMMYHUKAIIUSI — 3TO IBYCTOPOHHUI KaHaJl.
Ec/iv Bbl He MOCTapaavch U3/I0XKUTh CBOU MBIC/IA MIOHATHO U TIPOCTO,
BbI MepeK/aJblBaeTe CBOIO HOIY Ha ajpecaTa. DTO BBICTABJsIeT Bac
He B JIyYllleM CBeTe.



Kak BbIpa3uTh C000/1€3HOBAHHS

Co60/1e3H08aHUSA Ko/l/1e2e

Alyce,

Co0o/1e3H0BaHUA

KoHkpeTHoOe npe/jiokeHue

I am deeply sorry to hear of your loss. Donal’s passing must have
been a shock. Give yourself time to recover. If I can take over any
of your workload, please know that I am ready to do so. You are in my
thoughts.

Mica Lair
Creative Services Coordinator

Vector, Inc.

micalair(@vector.com

Co60/1e3H06aHUS1 cynpy2y / POOHbIM CKOHUABUWIe20CS1 Ko/l/1e2U

Jenn,

Co0o/1e3H0BaHUA

BocnnomuHaHus

dopmysia BeXXJIMBOCTH

I want you to know how badly I feel at this difficult time.
Everet’s loss saddens us all. He was a close colleague, one who I will
miss daily. I will always remember his consideration toward his
coworkers and his elevator jokes, which make me smile even now.
Please accept my deepest condolences.

Dowa Anaganostopolus
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Financial Analyst
Vector, Inc.

dowaaganostopolus@vector.com

CoBet

Bblpa3ume €000/1e3HOBAHUSA KAK MONXCHO 6blcmpee

Kpatkoe TmcbMO C C000JIe3HOBAHUSIMU OTIIPABJISIOT Cpa3y, Kak TOJIBKO
CTaJI0 U3BECTHO, UTO uejioBeK CKOHYascsi. Eciu mporuio 6osee CyTOK, MUCHEMO
JNO/DKHO ObITh Oosnee AvHHBIM. EC/id BBl y3HanM O C/AYUWBIIEMCS Y)Ke TOC/ie
TIOXOPOH, OTMeTkTe 3T0 B e-mail. Tora Bailie moBesieHe He OyeT UCTOTKOBAHO
TIpeBpaTHoO.

He ynomuHaiime npuyuHy cmepmu

IMocratouHo HamucaTh «loss» waM  «passing». He crouT BaaBaThCs
B IIOJPOOHOCTH C/IyYMBIIETOCSI, OCOOEHHO €C/IM YejIOBeK CKOHYAJICS TOCe
JUTUTETBHOM TsDKeJIol 00/1e3HH.

Pacckaxicume o c6oux 0mMmHoOWweHUsAX C NOKOUIHbIM

Ecu BbI ObIIM XOPOIIIO 3HAKOMBI C TIOKOMHBIM, BbIpaXkasi COO0/1e3HOBaHUS,
pacckakuTe o Bailieii Aipy>k0e. Eciu Bbl He 3Ha/M TTIOKOWHOTO, HO 3HAKOMBI C ero
OMM3KUMM, TTPOSIBUTE BHUMaHHe K HUM.

BcnomHume nokotiHo20 000pbiM €/1080M

CMEPTB TeCHO CBsI3aHa C IaMsITbiO. biun3kue XpaHAT B IIdMATH TeIljIbIe
BOCIIOMHMHAHHS O TIOKOMHOM U AeATCA MMM I10CJIE  YTPATHI. Bblpama;[
CO6OJ'Ie3HOBaHI/IH, BCIIOMHUTE >XM3Hb YIIEAIIEro, XOpollre ITOCTYIIKHM, KOTOPbIE
OH COBepLIWJ/I, pACCKaXXUTE, UEM M KOI'Zld OH IIOMOI" BAM.

Ecmu BaliM OTHOIIEHUS ObUIU A4OCTAaTOYHO TeCHBIMH, BbI MOXeTe



paCCKa3dTb JABe-TPpHU HCTOPHH IIPO CBE€TJ/IblIe MOMEHTBLI B BadllleM COBMECTHOM
IMpOI1JIOM. OTO TIOMOXKET BaM I[IEPpEXXUThb IOTEPHO WU O4CT O/IM3KHUM ITOKOMHOI'O
IMOYYBCTBOBATh, UTO OH OCTdBWJI CJie[ B XKM3HU OPDYIHUX HmﬂEﬁ.

Pa3zdenume 2ope 6/1u3Kux

[Tpu3HaiiTe, uTo CayuuBIleecs — Tsbkenass yTpara. CooOiquTte OGM3KuM,
yro pasfensere 6osb morepu. Ec/iM BB TpOMOTYMTE, TIOTPSCEHHBIA UYXKOU
Oemoit, 3TO He 0OjerynT CTpaZiaHusl CKOpOsIUX. BIpa3WB COUYBCTBUE,
BbI 00/1€TUHTE WX HOIILY.

Hpe()/lo:ncume nocu/ibHyr0O nomouwb

Obs13arenibHO TIpeIOKUTE HEUTO KOHKpeTHOe. K mpumepy, B3sTh Ha cebs
00s13aHHOCTU KOJUIeTH, TIOKa TOT OTCYTCTBYeT, WM TIPHUBE3TU eMy JIOMOM
HY>KHbIe Bellu. U He 3abyzbTe c/ienarsb To, UTO Mpe/IoKUIIH.

Omnpaebme ueembl u/au no:m’epmeyiime O0eHb2U Ha NOXOPOHbI

Ho mnomHuTe: 3TO He 3aMeHsieT BbipakeHue cobosie3HoBaHui! UToOBI
OT/ZATh /IaHb YBa)KeHUs1 TIOKOMHOMY, BbI [JO/DKHBI HAlMCaTh CKOPOSIIIIM.

He »scoume 6/1(1206(1pHOC”lu 3d ueenbl, 0eHb2U U/U C000/1e3HO8AHUA

Y nrofelt, Ha KOTOpPBbIX OOpYIIMWIOCH TOpe, He BCerla eCTh BpeMsi U CUJIbI
OTBeuaTb Ha TMMCbMa. OTO He 3HAa4uT, UTO Ballle ydYacTHe OCTal0Ch
He3aMeueHHBbIM. [la)ke B MUHYTBI CTpAIIIHbIX TIOTPSICEHWM uesloBeK CIocoOeH
OLIEHUTb HWCKpeHHHe cC000/ie3HOBaHUS [Jpy3ed W 3HAaKOMbIX. U 3aMeTHTh,
KTO OCTaJICsI B CTOPOHe.

Cnycmﬂ HeKomopoe gpems no3e6o0HUmMe U/jiu Hanuwume euje

HOTepH O/IU3KOTO — 3TO pPdHa, KOTOpAdA 3aTArMBd€TCA O4U€Hb MEAJIEHHO.
ITocne IIOXOPOH 00/Ib CTAHOBUTCS elle ocTpee. KOPOTKOE IMMCBEMO WJ/IN 3BOHOK,



KOTOpbIe HAllOMUHAIOT CKOPOAIMM, UTO TPO HUX He 3a0bLIM, OUeHb BaKHBI,
JlaXke eC/M Bbl He APYr CeMbU. JTO ellle pa3 IMOKa3blBaeT POJHBIM MOKOWHOTO,
YTO OH OCTaJICSl B CepALax Apy3ei U 3HaKOMBbIX.

BasicHocmb cmpyKmypbl

CTpyKTypa IoMoraeT OTIIPaBUTE/IF0 PACIIONOXKUTE UH(MOPMAI[HIO
B TIPAaBU/IbHOM TIOpSI/IKe, a ajipecaTy — OBICTPO HaWTHU HY’>KHBIE
CBeZIeHMUS.



Kak noxxenarpb CKOpEﬁHIEI‘O BbI310POB/ICHUA

Xupypeuueckas onepayus

Sal,

BbIpa)keHHe COYyBCTBHA

IToaTBepXAeHUE J00POH BO/IH

I just found out that you’ve had to undergo surgery. I imagine it
isn’t much fun! Do what the doctors say, and you’ll recover soon.
We’re holding down the office until you get back. Let me know how
you are when you get a chance.

Victor Naples
Market Concept Analyst

Vector, Inc.

victornaples@vector.com

Hecuacmubliii cayuati

Jay-Lin,

C/i0Ba nopjepxKu

OOoapsromee 3aMeuyaHue

IToaTBepXAeHHE J00POH BO/IH

I was surprised to learn that you’ve broken your leg during your
skiing trip. Hap told me though that the outlook is quite favorable,
and that you should make a full recovery in the coming weeks.
If you’re as good at mending bone as you are at crunching numbers,
I’'m sure you’ll be back in the office in no time. Until then, let me
know if I help with the telecommute.


mailto:victornaples@vector.com

Fran Suki
Financial Officer
Vector, Inc.

fransuki@vector.com

Bone3Hb

Homer,

Boipa)keHue A00poii Bo/n

OOoapsromee 3aMeuyaHue

I am so sorry to hear of your recent illness. If there’s anything I
can do to help at work or at home, please don’t hesitate to let me
know. Be thankful that you’ve at least been given a reprieve from
the budget meeting on Friday! I wish you a rapid recovery.

Nan Ventoux
Deputy Director, Information Manager Systems
Vector, Inc.

nanventoux(@vector.com

CoBet

Jopoeza noscka K o6edy

WHorga /oA OmpaB/sitoTCst OT O60sie3HU ObICTpee, YeM MOXKHO OXKH/IATh.
Eciu Bl OyzieTe TIHYTb BpeMsi, BMECTO TIOXKe/laHHUH CKOpee TTOINPABUTHCS BaM
TIPU/IETCSI TT03/[PABJISITh CO CKOPBIM BbI3/IOPOB/IEHUEM.

He nymaiime coyyecmeue C Heas1o0Cmbho
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['paHb MeXXAy COUYBCTBHMEM M >Ka/JOCTbIO TOHKA. COUYYBCTBHE BBI3bIBAeT
y Hac T0JIOKUTe/IbHbIe SMOIUU: IAUT OecrokouTcst 060 MHe, AHTOHUO Harucarn
MHe MUCbMO, M3TT 3aMeTW/I, UTO MeHs HeT Ha pabore.

Kanocte mpousBoguT o06paTHbI 3(hGdeKT — Mbl UCTIBIThIBAEM Tleuab
Y HeJIOBKOCTh. He mepebopiiiTe ¢ COUYBCTBUEM: /laliTe TIOHSTb, UTO BbI B KypCe
Jiesia, HO He MyCCUPYUTe JieTau, pacCyzasi o 60/iv U cTpaflaHusIX.

[IpenoTBpaTUTh CMEPTb WM BHE3allHble HEB3rOZbl He B Hallleld BIaCTH.
N Bce e ObITyeT MHeHHWe, UTO ueJOBeK CaM BUHOBEH B CBoeil 0OosesHu,
100 MozICco3HaTe/LHO KeJan ee. PasymeeTcs, 3To B30Op, TeM He MeHee 60/ie3HU
4YacTO COMYTCTBYeT UyBCTBO BUHBI.

OcobeHHO TsDKe/O0 TepeXuBalT 0ose3Hb TpyAoronvku. dusnueckas
c1abocTb U ySI3BUMOCTh — TSDKeJIoe WCIIbITaHWe [jis  aMOMI[MO3HBIX
Y SHEePruyHbIX HaTyp. [103TOMYy JOCTaTOYHO YMOMSIHYTH O 00Jie3HW BCKOJIb3b,
He BjaBasick B mozpoOHocTU. IlycTh azspecaT He OeCITOKOWTCS, UTO KOJUIETH
OyayT oOCy>X/1aTh HaTypa/JMCTUUeCKUe eTaau ero 6osie3Hu.

Ecau €03modicHO, coenaiime 0600psiloujee 3ameuaHue

Ecu Bl HarvieTe HeuTo Bpoje: «»Kasb, uTo Tebst He ObLIO Ha COBEIaHUH
1o Or/PKeTy», — 3TO TIOpajyeT afpecara U MoMoxeT eMy OTBieubcs. [IlyTiviBoe
JIeTKOMBIC/IEHHOE 3aMedaHue, OpollleHHOe MUMOXO0/I0M, HarlOMHUHAeT Ye/l0BeKY,
YTO PAHO WJ/IM TTO3JHO HEB3TO/bl OCTAHYTCS MT03a/IH.

Hpet)/lo:»cume C80H0 NOMOWb, oajice ec/1u bl 3HAKOMbI He C/IULLIKOM O/1U3KO

Jlyuimie Bcero mnpejjioKWATb YTO-TO KOHKDETHOE: TIPUBE3TH [OKYMEHThI
u3 oduca, cAenaTb Ba)KHBIM Tele()OHHbIM 3BOHOK, KYNUTh CBEKEBbDKATHIM
GpykTOBbIM COK. EcC/iM Bam HeOBKO mMpejjaraTb OIpefe/eHHble YCJIyTH,
orpaHuubTeCh cTaHfapTHbIM «if you need anything, let me know». Bo3aMokHo,
Ballla MOMOIIIb He TIOHaJJOOUTCS, HO aZipecaT OLIeHUT Balllu o0Opbie HaMepeHusl.

,ZI/IH nostyyameisi, He 015 omnpaesumesis

* [Tonyuaresb 0/DKeH OBITH CITOCOOEH TOHSATH e-mail.
* [Tonyuarte/b 0/DKEH yMeTh OBICTPO HAWTH B TTMCbMeE TJIaBHOE.
* [lonyuarenb He 00si3aH 3aHUMATbCAd  JeIIM(PPOBKOI



HEBPa3yMUTEJIbHBIX ITHCEM.

* [Tonyuatesib He 06s13aH MPOCUThL Pa3bSICHEHUI Y OTIIPAaBUTEJI,
KOTOPBIN He yMeeT BHATHO M3/1araTh CBOM MBIC/IH.

* Tlonyyarenb 3ac/y>KMBaeT yBa)kKeHUsI — He 3aCTaBJisiiTe ero
YMTaTb MHOTOKPATHO TTOBTOPSIOIIHECS MBIC/TH U (pa3bl.

* Tlonyuarenb 3acay)kKUBaeT YBa)KeHUs — He OTIIPABJIsNATE eMy
TEKCT C TpaMMaTHUeCKUMU OLIHOKaMHU.

* [Tonyuarenb [O/KEH OIIYIaTh, YTO OTIIPaBUTE/b M03a00THICS
o0 ero komdopre.

» [IpourTaB MUCHMO, TIO/TyUaTeslb JJOJDKEH Y3HATh HEUTO HOBOE.



Kak IMO03APABUTDL C JIMYHBIM TOP>XKE€CTBOM

Ceaonba

Mia,

PagocTHOe coObITHE

JHTy3ua3M

I’m writing to tell you how happy I am to hear your good news!
Congratulations on your recent marriage. I’m certain it’s going to be
a wonderful, new phase of life for you. I wish you all the best.

Chao Thorn
Business Unit Manager
Vector, Inc.

chaothorn(@vector.com

HaezpasicoeHue

Jess,

PagocTHOe coObITHE

Pe3ynbrar

IToaTBepXAeHHE J00PO BO/IH

Congratulations on your Better Business For The New Economy
nomination! This is a fitting tribute to your accomplishments here
at Vector and in the community. I am very happy that your
achievements have been acknowledged by your business peers. I am
forwarding the announcement of your nomination to Vector Direct
so readers on the intranet can applaud your accomplishment, too.

Colin Corel

Director, Operations and Strategy


mailto:chaothorn@vector.com

Vector, Inc.

colincorel(@vector.inc

NHCcTpyMeHTEI

ITo3601bme cebe napy eock/iiuyame/ibHbiX 3HAKO6

B mo3zapaBuTebHOM MHChbMe He 000MTHCH 0e3 BOCK/IMIATE/bHBIX 3HAKOB.
[TomuepkuBasi 3MOLIMM — TIPpUSITHOE YAUBAEHWe W BOCTOPT, — 3TOT 3HAaK
TipervHaHUs 3aZlaeT TeIUIbid Cep/leUHbl TOH, He CBONCTBEHHBINW, K TIPUMEPY,
TOUKe C 3arisTOu.

BocknuijaTenbHbI 3HaK B Hadaje MMCbMa TpHJaeT TeKCTy PaJo0CTHO-
TIPDUTIOIHSATYI0 MHTOHALIMIO, a B KOHI[e — T[IOMOraeT 3aBepIIUTh peub
Ha MO3UTUBHOM HOTe. BocK/uiiaTeibHbIe 3HAKH CTaBATCS I10C/Ie KOMILTUMEHTOB,
N0OpBIX MOXKe/aHWW WM BBIP@)KEHHWS CHIBHBIX SMOLIMM. OTO UTO-TO BPOJE
JIPY’KeCKOTr'0 XJIOTKa M0 IJledy — OT Hero CTAHOBUTCSI XOPOIIIO Ha AyIIle.

Ho, omaTb-Taku, He repebopmure. M30BITOK BOCKIMIATETBHBIX 3HAKOB
BbI3bIBaeT o0OpaTHbI 3(deKT, 3acTaBisis yCOMHUTBCI B WCKPEHHOCTH
OTIIpaBUTEISI.

TI'oeopume no cyujecmey

Ecmu Bbl TuilieTe MO3paBUTebHOE THChMO, JAOCTAaTOUHO TpeX-ueThIpex
¢dpa3. YnomsiHuTe MPUUMHY TOPXKECTBA, BbIPA3UTe CBOIO PaZiIoCTb U OTMEThLTe
3HAUMMOCTh COOBITHS. EC/ii OHO CBsi3aHO C paboTOM, MOAUePKHUTE, UTO yCepAue
BO3Harpax/aeTcsi. 3aBepiluTe e-mail 106pbIMU TTOXKeTaHUSIMHU.

He ebinssuusatime ceoe «s1»

Ecnu  Bbl  mMo37paB/sieTe  yefioBeKa C  JIMUHBIMU  JIOCTH)KEHUSIMHU
UMM CceMeWHBIM TOP)KeCTBOM, TOBOPUTbL O cebe — aypHOM BKycC. CchlnaTbCs
Ha JIMYHBIM OMBIT YMECTHO, eC/H y JIPyroro Ciayuyuaach HenmpusiTHOCTb. Eciu
B UY)KOM >KA3HM TIPOM30IIJI0O PAJIOCTHOE COOBITHE, He HY)KHO IIPUBJIEKaTh
BHUMaHUe K CBOel IepcoHe, YTOObI He TT0Ka3aThCsl 3aBUCTHUKOM W/ STOWCTOM.
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,lle/lumer xopowumu HoeocmsAamu

HekoTtopbie TPyOST O CBOMX [OCTI)KEHUSIX Ha Kaxzaom yriy. Ho omHo
Jlei0 — TIOXBA/ATHCS CBOMMM TiobefiamMu, Jpyroe — pajioBaThCsl ycCrexam
omkHero. PacckasbiBaliTe kosijieraM 0 4yxXux ycriexax. Takas uH(opmarys
PACIpPOCTpaHseTCsl uepe3 HOBOCTHbIE PACCHUIKM, MyO/IMKaI[MK B KOPIIOPAaTUBHOMN
CeTH, BLICTYIJIeHUsI Ha coBelljaHusiX. JIroau OyayT mMpu3HaTe/bHbI 38 BHUMaHUe
K X IOCT)KEHUSIM U 3a TO, YTO BbI YKpeIlisieTe KOMaHJHbIA JyX B KOMIIaHUM.



Kak cka3zaThb criacu0o

PosicdecmeeHCKull N00apok

Heraton,

Bbipa)keHHe MPU3HATE/ILHOCTH

I want to thank you for the wonderful Christmas gift you left
in my office. The Calendar of Ancient Monuments and Antiquities
is perfect! Please know that your kind thoughtfulness is appreciated.

Catherine Heally
Compensation Analyst
Vector, Inc.

catherineheally@vector.com

ITodapok-3kcnpomm

Sergio,

Bbipa)keHHe MPU3HATE/ILHOCTH
This is just to thank you for the playoff tickets. I wasn’t aware
that you knew of my fanaticism in this area! I'll give you a full report
after the game. Thanks again.
Anya Ralavitch
IT Systems Coordinator

Vector, Inc.

anyaralavitch@vector.com
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ITomowb Ha paGouem mecme

Camille,

BbIpa)keHHe MPU3HATE/TLHOCTH
Ooeranmne

I want to thank you for loaning me your backup computer
yesterday. I was in a real jam in terms of the Strategic Initiatives
deadline, and you saved the day. Please count on me to do you a good
turn when you need it.

August Rollins
Business Strategy Consultant

Vector, Inc.

augustrollins@vector.inc

IToMo1inb Ha paboueMm mecTe
Bill,

Curyanus
Bbipa)keHHe NPU3HATEIbHOCTH

Thanks for covering for me at work yesterday. I was so ill from
the bad food at the buffet that there was no way I could even sit at my
desk. The timing could not have been worse. Please know that I really

appreciated your help!
Dorothy Worden
Sales Management Director

Vector, Inc.

dorothyworden@vector.com

NHCcTpYyMEeHTEI



mailto:augustrollins@vector.inc
mailto:dorothyworden@vector.com

Bbaazodapume Kpamko

Crpykrypa 0/arofapCTBEHHOTO TIMChbMa IIpocTa. Ec/id Bbl TOBOPHUTE
«criacubo» 3a ToJjapoK, YIIOMSHUTE TIOZlJapeHHYI0 Belllb, JaiiTe TOHSTh, UTO BbI
OLIEHU/IU ee, U B 3aK/TFOUeHUe ellje pa3 BbIpa3uTe CBOIO MPU3HATETbHOCTb.

Ecu BbI Oaroiapute 3a yCayry, CTPYKTypa MUCbMa aHaJ0TMYHa: Ha30BUTe
OKa3aHHYIO YCIyTY, Mo[UepKHUTEe BaKHOCTb TIOMOIIY U ellje pa3 rnobiarogapuTe
B KOHIIE.

/leyx ¢ppaz HedocmamouHo

MaJio MpoCcTo yIoMsIHYTh TMO/IJapOK WM yCJIyTY, a MOTOM CKa3aTb criacubo.
HaiiTe agpecary MOHSITh, UTO BbI OLleHWIN ero GraropofHbiii xecT. Jaxe eciu
BaM TIPEeNoJHEeCM MPeC/IOBYThIM TajiCTyK, KOTOPBIM Bbl HUKOI/IAa He HaJleHeTe.
Halizute 'y Hero /[IOCTOMHCTBA, KOTOpble  3aC/y>KUBAIOT  TIOXBaJlbl.
Wnu pacckakuTe, moyeMy TIOMOIIb ajpecara Obina BaykHa i Bac. Eciiv BbI
He HaruIleTe Iapy TeIUIbIX CJ0B O TIo/lapke WM YCIyre, Bbl PHCKyeTe
TOKa3aTbCsl Henro0e3HbIM, a Balla OjarofapHOCTh OyneT  BBIVIJETh
dhopmanbHOM.

CoyuanbHble HABBIKU — K/I0Y K ycnexy

Yrobbl HamucaTh 0/1arolapCTBEHHOE TTMChMO, HY)KHO BCETO HECKOJIBKO
MUHYT, HO B TaMSITH aJipecaTa OHO OCTAHETCS Ha Tofibl. Bbl HaBepHsiKa XOTUTe,
yToObl BaC CUMTA/M YUTHMBBIM UEJIOBEKOM C XOpPOIIMMHM MaHEepaMH,
a He camoB/OO/IeHHBIM HeBexkell. Ecmu KTo-TO He Tio)Kajesn CUl U BpeMeHH,
yToOBI C/le/laTh BaM TIPUSTHOE W/IM OKa3aThb IIOMOIIb, BBIpa3UTe €My
Npy3HaTeIbHOCTh. He HY>KHO iyMath: «Jlappy 3HaeT, 4To s B BOCTOpPre OT HOBOU
pyuku!» wim «$1 ckasan Tebe “crracbo” 1o gopore B 0hHC — 3TOTO BITOJTHE
JoCTaTouHO». YToObI Baille «cCriacubo» 3aMeTW/IH, OTIpaBbTe €ro IHCHMOM.
Tak BbI yIIpouMTe [Ie/I0Bble OTHOIIEHUS C KOJI/IeraMU, KOTOpble W Bpeab OyayT
C YJ0BOJIbCTBUEM TTIOMOraTh BaM.

ITucbmo — 3mo He MO/IbKO Mblul/1eHUe




[TucbMO — 9TO CJIOKHBIM MCUXO0(hU3MOIOTMUEeCKUM TIpoLiecc.
B HeM y4yacCTBYIOT MHOTHE MBIIIIIbI Tejla, OpPraHbl 3peHusl U Cayxa.
BHyTpeHHMI TO/0C TMpOroBapyMBaeT TO, UTO TIMIIET PYKa,
a BHyTPEeHHee yXO CJIylliaeT 3Ty peub.



KpaTKuu rpaMMaTU4eCKHH CIIPaBOYHMK
OcobeHHoCTH fA3bIKa e-mail

AHTIUNACKUN B e-mail oTinyaeTcst OT si3blKa, KOTOPbIN Bbl YUW/IX B IIKOJIe
u BuguTe B mipecce. OCHOBHAs 3a/laua 3/7IeKTPOHHOMN TOUThI — OBICTPBIN 0OMeH
vHbopMaliel, Mo3ToMy 3/leCb HeT MeCTa JIMTePaTyPHOMY $I3bIKy B TIPUBBIYHOM
cMmbiciie cioBa. f3bIK e-mail Gke K pasrOBOpHOM peud, ueM K Ta3eTam
1 yuebHUKaM. CIOKHbIe TIpe/I/IOKeHUsI U TMPUTIOAHATBIA TOH YCTYIalT MeCTo
OyAHUYHBIM WMHTOHAIUSIM U KpaTKuM ¢pas3am, Mopoi U3 OfHOro cjioBa. Tomy,
KTO nmumier e-mail, Hy)KHO co0OMHOAaTh HECKOABKO OOIMX — TpaBUJL.
BOT HeKoTOphbIe 13 HUX.

» CopmynupyiiTe I71aBHYH0 MbIC/b IMMCbMa B TIEPBOM Tpe/IJIOXKEeHUU.

» [lenatiTe ab3a1ibl KODOTKHUMHU.

 OcraBsisifiTe MyCTble CTPOKU MeXy ab3ailaMu — 3TO TIOMOXKET afipecaTy
OPUEHTUPOBAThLCS B TEKCTE.

* CHabmuTe ¢parMeHTbl TeKCTa 3arojoBKaMM — 3TO C/iejlaeT THChbMO
yAOOHBIM 1J1s1 TPOCMOTPa.

* HauuHaiiTe KaXk/blii ab3al] C caMOro Ba)KHOTO, a 3aTeM I[lepexofuTe
K TIOJJpOOHOCTSIM.

+ CrapaiiTech, yTo0bI (hpa3bl ObLIN KOPOTKUMH.

* Vlcnonb3yiiTe npefioyKeHust U3 OAHOIO CJI0Ba.

* Cnenure, uToObl (pa3bl UMeNU TMPOCTYIO CTPYKTYpYy: TMOZ/exalee,
CKasyeMoe, [IOTI0/THEeHHe.

* He GotiTech mecToumeHust «I».

* BribupatiTe npocThie 00I1len3BeCTHBIE CI0Ba.

* ByabTe TaKOHUYHBI.

* He ckynutecsh Ha tupe (-).

* He 3710ynoTpe6sisitiTe crieliiaibHON JIEKCUKOM.

* N36eraiiTe cokpallieHU, TPUHATHIX B yatax u CMC.

* N36eraiiTe ykpaliatenbCTBa U HEYMeCTHBIX BU3yaabHbIX 3((eKTOoB.

* [TomHUTE, TPOUECTH Ballle TMCHMO MOXKET KTO YTOZIHO.



CTpyKTypa npeajioKeHun

['paMMaTUCTHI [I0 CUX TIOP 3aTPYAHSIOTCS TOYHO U OJJHO3HAYHO OTpe/ie/TUTh,
yro Takoe TipeAyiokeHue. OOBIUHO B TIPEIJIOKEHUM eCTh MOZJIeXxallee
U ckasyemoe. Ho 3/eKTpoHHasi 1ouTa M3MeHHW/a Hallle BUJieHUe TIPeI0KeHUsl.
B e-mail Bce wuwame ymnorpebnsitorcss (pasbl  HeTPaAUIIMOHHOTO  BU/A.
dakTUueCKu WUeT 3aMeHa CTPYKTYp TMUCbMEeHHOW peud pa3roBopHbiMU. Eciu
¢dpasa COOTBETCTBYeT HOpMaM pa3rOBOPHOM peuM, CKOpee BCEro ee MOXKHO
WCTIO/Tb30BAaTh B 3/IEKTPOHHOM Teperucke.

ITpocmetiwiue eapuaHmsi

BoT npe/yioykeHust, KOTOPbIe IIIMPOKO MCIT0/Ib3YIOTCS B e-mail.

3 oaHoOro c/10Ba:

* Yes!

* Wrong.

* OK?

HeTpagunuoHHbIe:

« Just as I thought.

* After a bit.

* So what.

ITopnexxaiee + ckazyemoe:

* Jeremy waited.

* Rachel refused.

ITopnexxamee + ckazyemoe + I0TO/THEHHE:

* Raja looked at the map.

* He held the pointer.

CocraBHOe nojjiexaiiee + ckazyemoe + /[0Mo/THeHHe:

* The Chief Information Officer and Chief Executive met with the press.

* Design, manufacture, and distribution are the firm’s strong points.

ITopnexxaiee + COCTaBHOe CKa3zyeMoe + I0TO/THeHUe:

* The prospect listened and asked questions.

* The sales rep organized, reviewed, and prepared his speech.

IIpepnoxxenue + coro3 FANBOYS + Sentence:

(Cor3bl FANBOYS: For, And, Nor, But, Or, Yet, So. Ileped Humu cmasumcsi
3anamasi.)



* The team was thrilled with the news, so they all had lunch together.

» The market rebounded, but the gains were short-lived.

IIpupaToyHoe npej/ioKeHUe + OCHOBHOE TMPeA/I0KeHHe:

(IIpudamouHoe npednodceHue HAUUHaemMcsi CO C/108a-CBS3KU — Hanpumep,
«dafter», «when» unu «because». Unu c 2nazona Ha -ing — Hanpumep, «thinking».
Ecnu e600HOe npednodceHue cmoum 8 Hauajie ppasbl, nocie He20 OObIUHO
cmasumcs 3ansimasl.)

* Since the margins were good, Tusin decided to sell.

* Noting the audience’s curiosity, the speaker explained his proposal.

OcHOBHOe npe/yIoKeHHe + 3aK/TI0UUTEeTbHOe Mpe//IoKeHue:

* She was for the new procedure if it eased congestion at the posts.

* The employee seemed shy because it was his first job.

C10CHble KOHCMPYKYUuu

B oCHOBe TakuX IpeIOKeHH jie)kaT 0a30Bble CTPYKTYpbI, OINMMCAHHBIE
BbIIlle. DMIEKTPOHHOE MUCHbMO TpeOyeT JTaKOHUYHOCTH, U JITMHHBbIE TPOMO3/KHe
KOHCTPYKI[MH 3/leCb HeyMeCTHbI, 0COOeHHO eC/M BbI I/laBaeTe B I'PaMMarHKe.
Ecnu ecTh COMHeHUsl, WCIONb3yhTe KOpOTKWe (pa3bl. OfHAaKo, ecau BaM
1o ruieuy Oojiee CIAOKHBIE TIPEJIOKEHHS, OHM BHECYT B TEKCT H3IOMUHKY
Y TI03BOJIAT TIPOJIEMOHCTPHUPOBATh YBEPEHHOE BJlaZieHHe CJIOBOM.

IMoanexalnee + BTOPOCTENEHHAsA OMpeJe/UTe/TbHAA KOHCTPYKHUsS +
cKa3zyemoe + [[0TIO/THeHHe:

(BmopocmeneHHylo onpedeaumenbHyl0 KOHCMPYKYUIO MOXMCHO ONyCmumb,
He UCKaxcass cmpykmypy U CMbIC1 npeodnoxceHus. Takas KoHCmpyKyus
8bl0e/1slemcsl 3ansimbiMU. )

* The graphics, complete with 3D modules, were impressive.

» The manager, who had worked in development before, was an easy fit.

IMoanexainee + 3HaUMMasi OMpeJe/UTe/NbHAA KOHCTPYKIUA +
cKa3zyemoe + [J0OTIO/THeHHe:

(3Hauumylo  onpedeaumenbHyl0  KOHCMPYKUUNO  Helb3sl — ONyCmumb,
He U3MeHUB CMbIC/1 NPeO/I0NHCEHUSL.)

* The product that won the reliability award was new to the market.

* The decision that was taken this morning marks a strategic change.

IIpejsioxkeHue + COO3HOE Hapeuue + Mpe//I0KeHHe:

(K coro3HbiM Hapeuussm omHocamcs also, besides, consequently, conversely,
furthermore, hence, however, in fact, in short, indeed, instead, likewise,
meanwhile, moreover, namely, nevertheless, nonetheless, notwithstanding,



otherwise, rather, still, then, therefore u thus. Ileped HuMu cmagumcsi mouka
C 3ansimoli, a noc/ie HUX — 3ansimasi.)

» The market braced for the assault; accordingly, the index plunged.

* Publicity is necessary; otherwise, the consumer is left out of the loop.

ITopnexxaiee + cKazyeMoe C JONO/THEHHEM + CKa3zyeMoe C JOT0/THeHHeM
+ CcKa3yemoe C A0TO/THeHUEM:

(Takas KoHcmpyKyusi nosgonsiem nepedamb 6onbwoli 06bem uHgopmayuu
8 0OHOM Npeo/odCceHuUU.)

 The new security procedures require full employee compliance,
necessitate a thorough review of breach history, and promise a significant, if not
total, reduction in press leaks.

 The Web-direct invoices facilitate payment fees and schedules,
significantly reduce labor costs, streamline accounting, and promise shorter
turnaround.

IlpugaTroyHoe TIpeJ/iOKeHHe + MPH/JAaTOYHOe TMpe/JioKeHHe +
MPHU/IaTOUHOE MPe//I0KeHHe + CKa3yemoe + oMo/ IHeHUe:

(B smom cnyuae noemopeHue no3goisiem O0OCMUYb ONpedeneHHO20
a¢pexma.)

« If you like to work hard, if you enjoy a challenge, if you consider yourself
a «people person», then you’ll want to be a part of our team.

* Because the job is unusually complex, because it involves lots of overtime
and significant travel, and because it will be at least six months before you see
results, you should think twice before signing the contract.



IIyHKTyauus

Boxxe moit! 3ansitast! B ogHOM yueOHMKe TOC/Ie Tepeyrc/ieHrsl COpOKa CeMU
CJlydaeB UCIO/Ib30BaHUS 3aMsToN HamucaHo: «He 310ynoTpe6sisiiiTe 3ansThIMm».
WHTepecHO, KaK MOXHO He 3/I0yMOTpeO/isATh 3amsiThIMU, €CAU UX HY)KHO
UCTONb30BaTh B COPOKA CeMU Caydasix? A ec/u TOUYKM 3peHUs] Ha TIPaBUJIO
pacxogsaTcsi? K npumepy, B npegnoxeHun «I bought bread, milk, and cheese»
OZTHU TIOCTaBSIT 3aMsTyto Tiepe]; «and», a Apyrue Her.

K cuacTbio, He Bce TpaBW/Ia MyHKTyalluM MO)XHO TOJIKOBaTb Ha pa3Hbie
nafibl. A COCTaBUTEJTIO 3/IEKTPOHHBIX TTMCEM He HY>KHO pa30MpaThCsi B TOHKOCTSX
ynoTpeOsieHusi 3HAKOB MpeNuHaHUs], UYTOObI HamucaTh CBSI3HBIA [IOXOAUWBBIM
TeKCT. JJocTarouHo 3HaTh 0a30Bbie TUIbI TIPEIOKEHUIN U BBITIO/HATL TIPABUIA,
TiepeuyrcieHHbIe HIDKe.

Xopoliiass HOBOCTb COCTOMT B TOM, UTO Bbl HaBepHSIKA YxKe yMmeeTe
TIPaBU/ILHO CTaBUThb OCHOBHbIE 3HAKW TIperuHaHus. VM eciu Bbl TIOTpaTvre
HECKOJTbKO MUWHYT, UTOObI M3yUWTh MPUHIUIbI, U3/I0KEHHbIe HIKE, TPO0ieMbI
C MyHKTYyaluel OyayT pellieHbl pa3 U HaBCeraa.

A3bl

Hipke repeuric/ieHbl 3HaKU TIPENTMHAHUS U UX OCHOBHBIE (DYHKIIUH.
Touka:

» O603HauaeT KOHell TIPe/IJIO’KeHNsT WK COKpallleHHe.
HeTtpaauioHHoe ripejioxeHye: Nope.

TpaguirioHHoe TipefyiokeHue: She signed the contract.
Cokpaitienue: He was earning his Ph.D.

3HaK Bompoca:

» O603HauaeT MpsiMoii BOTIPOC.

[Tocne cnoBa: Why?

[Tocne npeasioxkenusi: Are you ready to sign?
Bock/uiare/ibHbIA 3HAK:

» O603HavYaeT CUIbHBIE SMOI[UH.

[Tocne cnoBa: Thanks!

[Tocne mpeanoxxenusi: Your thoughtfulness is appreciated!
3ansaTas:

» O603HauaeT ray3bl Me>KJy YaCTSMU TIPe/I0KeHUsI.



Hata: On Saturday, July 22, 2006, he signed the check.

[Tocne mpuaTouHOTO MpeasioxkeHus: Because of the transportation strike,
the meeting was postponed.

ITepen corozamu FANBOYS (for, and, nor, boy, or, yet, so): The figures
were encouraging, but management remained cautious.

Mesxay OFZHOPOAHBIMU WiieHamu TipefjiokeHusi: The news was surprising,
welcome, and leveled the playing field.

Tupe:

» CTaBUTCS MeXXy YaCTSIMU TIPeI/I0KeHUSI.

[Mepen 3akmounTe/bHBIM TipefaoxkeHueM: The marketing campaign was
an overall success — better than we thought.

Mexny aByMms mnpenjoxeHussimu: The finances department complained
about the new policies — it did nothing to change them.

JBoeToune:

* Ucnionb3yetcs st jobaBneHUst JaHHBIX, B TOM YKUC/Ie CTIMCKOB.

[Tocne BBogHOTO ciioBa: Look: I’m ready when you are.

ITepen cniickoM: She thought the problem could be fixed, provided: supplies
keep pace with production; distribution maintains quality controls and on-time
delivery; and publicity blankets the customer base.

Touka ¢ 3anATou:

» CoeqIUHSIET TeCHO CBSI3aHHbI@ KOMITOHEHTHI.

Mesxay pacrnpocTpaHeHHbIMHA OJHOPOAHbIMU usieHamu: The property had
a swimming pool with an open waterfall; two tennis courts, one with a clay
surface and one with grass; gardens with native flowers, bushes and shrubs;
and a terrace area with fountains, shade trees, hammocks, and potted plants.

KaBbluku:

* Vlcrionib3yroTcst /1715 BblJje/IeHusT 1IUTar.

[Tpsimoe uutrpoBanue peuu: Her comment was, «You’re the specialist, not
me».

[Ipsimoe uwWTHUpOBaHWe MAOKymeHTOB: The letter states, «The patent
is exempted from tertiary claims stemming from residual rights».

3HaKu npenuHaHus 0/18 NPpOOBUHYMbIX

Ec/v BbI OB/a/ile/Ti 0CHOBaMU MYyHKTYaI||H, TIPUIILJIO BpeMsI TIoKa3aTh CceOsl.
3HaHue TIpaBUJl, U3/I0’KEHHBIX HIKe, TIOMOXKET BaM 3aBOEBATh YBa)KeHUE KOJIJIer
Y TIOJUMHEHHBIX U 3apaboTaTh OUKHM Y Haua/IbCTBa.

3anarasn:



» O603HauaeT ray3bl Me>KJy YaCTSMU TIPe/I0KeHUsI.

[Tepen BHyTpeHHel oripe/ieNIUTeTbHOM KOHCTPYKLMeH U Tocyie Hee: Ms.
Rosselli, who was new to the team, suggested a change in communication
strategy.

[epen ompenenuTe/bHOM KOHCTPYKI[MEN B KOHIe TipeijiokeHusi: I was
pleased with the results, given how hard and how long we’d worked.

ITpu ogHOpoaHbix uneHax: The new offices featured solar-generated power
sources, full-spectrum lighting, wood and cork furniture, and rattan carpets.

Hedmuc:

» CoeaiMHSIET YaCTU COCTABHBIX CJIOB.

CocrtaBHble TmipunararesibHble: The new employee wrote science-fiction
stories for the company site.

CocraBHble cyljecTtBUTeNbHbIE: The break-in was widely publicized.

CocragHble rnaronbl: He was a fill-in for her last Saturday.

Tupe:

» CTaBUTCS MEXKY YaCTSIMH TPe/I0KEeHMS.

[Tepen nociequum ciioBoM: Cummings was right — again.

[Tepen, smdatuueckum 3snemMeHTOM U mocie Hero: The HR Manager
agreed — reluctantly — to the new hire.

JBoeToune:

* Vcionb3yeTcs 151 ;o0aBIeHUs JaHHbIX, B TOM UHC/Ie CITUCKOB.

[Mepen smdarrueckrM 371eMeHTOM B KOHIle TipefioxkeHusi: The supervisor
understood what the problem was: money.

Touka c 3anATou:

» Coe/lvHsIeT TECHO CBSI3aHHbIE KOMITOHEHTHI.

Mex1y B3aMMOCBSI3aHHBIMU — TIpefiokeHusiMUA: The response  was
enthusiastic; profits soared.

Mexay [OByMsl TpeIJIOKeHUSIMHM, COeJIWHEHHBIMH COIO3HBIM HapeureM:
Katen made the decision; consequently, the managers were pleased.

Cko0Ku:

» [lo3BonsAOT cAenaTh 3amMeuaHue WM [A00aBUTH [IOTIOJTHUTETbHbIE
CBeleHUsl.

The receptionist took the guest to the office (the security escort was absent).

The meal was impressive. (But too costly!)

MHororoumne:

* [Toka3piBaeT, UTO YaCTh WH(OPMAI[MK OMyilleHa (TPU TOUKU B CepeiuHe
TIpe/I/IOXKEeHUS], UeThIpe — B KOHIIE).

B uwurarte: He said, «The deal was worth our serious attention in...M&A,
but that the company needed to restructure».



B konije nipeasioxkenusi: I told him that Arthur’s idea was a problematic
one...

KaBbluku:

» [loka3pIBalOT, UTO CJIOBO MCIIOJB3YeTCSI B HEOOBIYHOM 3HaueHUU
WM B UDOHUYECKOM CMBICIIe.

Wponusi: The team leader said the prototype was «almost» completed.



BLIAEJIEHI/IH N CMbIC/IOBbI€ dKI[€HTbI

Ectb mMbici Gosiee Ba)KHbIe, a €CTb — MeHee Ba)KHbIe. TOT, KTO MUIIIET e-
mail, Jo/KeH 3HaTh, Kak MpUB/IeYb BHUMaHWe K TJIaBHOMY U KaK TIPaBUJILHO
pasmectuth uHbopMmaimio. K cuacTblo, B aHITIMMCKOM CyI[eCTBYeT MHOTO
crioco6oB BbifiesieHUs. VIHOTZIa OHU COYETarTCs XOPOIIO, MHOT/Ia He CJIUIIKOM.
Tak >ke Kak U30BbITOK caxapa B Yae MelllaeT OL[yTUTb BKYC, U30bITOK BbiJe/ieHUN
MelllaeT TI0yuaTeslt0 COCPeOTOUUThCA. JDTO 0COOEHHO aKTya/lbHO B /I€JIOBOM
MUpe, TIjle LIeHWUTCS CJIep’KaHHOCTb, a JKCIAHCUBHOCTb HACTOPa)kKUBaeT.
W cnonb3yliTe BbiJle/IeHrs C YMOM U TIOMHHKTE — 3a4acTyH0 JOCTaTOYHO MaJsioro.

KommioHoBKa Tekcra:

* OCHOBHYIO CMBICJIOBYIO Harpy3Kky B e-mail HeceT nepBas ¢pa3a. MimeHHO
OT Hee 3aBUCUT pellleHue MoayJaresisi: YNTaTb MUCbMO WU/ HeT.

» IlepBasi (pa3za ab3alla TmepejaeT ero cofepkaHue. ODTO TIPUMaHKa
JJIs TIO/TyuaTe/isi, KOTOPbIY POCMaTpUBaeT TEKCT.

* BoiZieiiTh Ba>kHbIe C/10Ba U (hpa3bl MOMOTAKT MyCThie CTPOKU U MPOOeJIbI.

ITopsigok ab3arieB:

« IlepBeiii u mnocnegHuii ab3al] TIpUB/eKalOT Oosibllle  BHUMaHUS,
yeM cepe/IiHa TEeKCTa: TOT, KTO TIpo0eraeT AOKYMEHT IJla3aMH, U TOT, KTO UATaeT
ero LeJIMKOM, CMOTDSIT MpeXK/ie BCEro B Hauasio U B KOHeLl.

3aro/I0BKH:

* 3arosioBKM MOTYyT ObITh TaKMMK WHTEPECHBIMU U COJlep>KaTebHbIMHU,
YTO MosTyyaresb OyJjeT uuTaTh TOJBKO WX, TIPOMyCKasi ab3alibl.

IIponucHbIe OyKBBI:

« CnoBo WM TIpedjiOKeHWe, HalyMCaHHOe TMPOMUCHBIMU OyKBamu,
TIpUBJIeKaeT BHUMaHUe, HO N30BITOK OOJBIINX OYKB — 3TO KPUK.

KypcuB/moguepKuBaHue:

* Kypcup/mofuepkuBaHWe CJIOB WA TPEAJIOKEHUM — TpaAULIMOHHbBIN
cnoco6 BelieneHus. OH ycTynmun Mecto OombiiiM OykBaM B He(OpMasbHBIX
MUChbMaX, HO TIO-TIDE)KHEMY WrpaeT Ba)XXHYH pPOb B  OQUIMAIbLHOM
KOppeCIOHAEeHLIUU.

JKupHbii mipudrT:

* Jlyuiiie BCero CMOTPUTCS B COUETAaHUU C IPYTUMHU criocobamMul BbiziesieHus,
HarmpyMep  TMpPONMCHbIMM  OyKBaMHM U KypCcMBOM. BrpoueM, cpeu
TIepeunc/ieHHbIX BapUaHTOB HEKOTOPble OTJAIOT TIpeAriouTeHrHe HMEeHHO
JKUDHOMY LLIPUQTY.

OTCTynbI M KPacHbIe CTPOKH:



e OTcTymbel — elje OAWH CMOCOO TIpUB/eUb BHUMaHWe K JeTasisiM.
YeM Gosblile B TEKCTe OTCTYIIOB, TeM BhIIIIe JieTa/in3alivs JaHHbIX.

IToBTOpeHusn:

* HamepeHHOe TIOBTOpeHUe CJIOB WM BbIpDa)KeHUN — yHmOOHBIN Criocob
BbiZiesieHdss. Eciv Tpu wau deThipe (pas3bl HauMHAKOTCA €O caoB  «Our
company...» — 3T0 Heu30e)KHO TIpUB/ieueT BHUMaHue K KoMraHuu. [ToBTopeHuUs
JO/DKHBI  TIOAKPEIVIATbCS  UCTI0/Ib30BaHUEM Tlapasijie/ibHbIX CTPYKTYp, UTOObI
CJI0BO, K KOTOPOMY BbI BO3BpalljaeTeCh, Ka)K/Ibli pa3 MOsB/IS/IOCh B OJMHAKOBOM
rpamMMaTU4eCKOM KOHTEKCTe.

Metadopsl u 06pa3sbi:

* Vcnonb3ys meTadopsl U 0b6pa3Hble BbIpaXkKeHUs, Bbl Bblje/sieTe BaXKHOe
C MOMOLL[bI0 aHasioruu. K ripumepy, cpaBHMBasi yMeHHe MUCaTh MUCbMa C e3/01
Ha BeJiocUriefie, Mbl MOZUYepKUBaeM, UTO peub HWJeT O HaBblKe, KOTOPbIA HeJlb3sl
yTPaTUTh.

KoHKpeTHOCTHh:

* KOHKpeTHOCTb TIOMOraeT yAep)XWBaTb BHHMMaHWe ajpecara. Ecmm
OTIIpaBUTE/Ib YTBEpP)KJAeT, YTO €My HY)KHO TIOBBICUThb 3apIuiary, IepeyeHb
JIMUHBIX IOCTWXKEHUH JieslaeT ero A0BO/bI Oosiee yoeauTeTbHbIMU.

BbI100p /1IeKCHKH:

 WHorma nwureparypHble 000pPOTBI U JIEKCHMKA, KOTOpbie OOBIUHO
He MOOLPSIIOTCS B 3/IeKTPOHHOU TepervcKe, TTIOMOTarT aKL|eHTUPOBAaTh BayKHbIE
MOMEHTBI. XapaKkTepusysl [oBefleHue KOJUIern Kak «inappropriate», s UCI0/Ib3YyH0
HeUTpa/bHBIA TEPMUH i Herpuemsiemoro obpasa geiictBuil. Ho, ckasas,
yTo TIoBeJieHUe Obuio «reprehensible», s 1ar0 MOHSITh, UTO OHO /1€HCTBUTE/LHO
y’>KacHO.

IBet:

* B penoBoi mepenucke MPUHAT 4YepHbI LBeT wwpudTta. OH mNpuzaert
COOOII[eHUI0 CTPOTUM U aBTOpPUTeTHbIM BuA. Kpome Toro, uepHbIM wIpUPT
kompopreH aas  ria3.  YTtoObl  He  TOKa3aTbCsAd  JIETKOMbBICJIEHHBIM
UMM VH(QAHTWIbHBIM, TIOMHUTE: LBeTHble WWPUPTEI WM (OH MOXKHO
MCTI0/Ib30BaTh TO/IBKO B OCOOBIX CIyyasix.

Pa3Hble BH/Ibl Bbl/ie/IeHUA:

» [InvHHBIE THMCbMa W OOBEeMHbIe BIOXKEHUs CO CJOXKHOW CTPYKTYpou
TpeOyIOT pa3HbIX BUJOB BbiiesieHUsi. KaKapili U3 HUX [JOJDKEH COOTBETCTBOBATh
orpeZie/ieHHOM Kareropuu uWH(opmaiuu. K mnpuMepy, OCHOBHble WjeU
BBI/IEISIFOTCSL YKUPHBIM HIPU(TOM, 3HauuMble [eTaqu — OOonbIIMMU OyKBaMmu,
a Ba)KHbIe 3aMeuaHHusi — KypCUBOM. Tako¥ TOAXo[, TMOMOXeT azipecaTy ObICTpo
OpUEeHTUPOBAaThCS B TEKCTe.

Kak cnpsaTars uHdopmariuio:



o Jlyuiuii crioco6b crpsitaTh UH(OPMALKIO — TTOXOPOHUTH ee B TekcTe. Ecu
Bbl [IOMECTUTE HeNpUSITHble CBeJeHWsT B OJAHO U3  MPHUJATOUHBIX
CJIO’KHOTIOUMHEHHOTO TIPe/IJIOKeHUs B ITMHHOM ab3alle B cepeJjuHe JOKYMEeHTa,
oHU OyZyT 3aMaCKHWPOBAaHHI JIyullle HeKy/a.



‘(I)YHKI_[I/IOHEIJILHLIE THIIbI p€YH

@DyHKIMOHA/IbHbIE TUIbI PEYM — 3TO pa3/iMyHble CTPATeruM W3/I0KEeHUs,
KOTOpbIe TIOSIBUINCH B TJTYOOKOM ZIPeBHOCTH, KOT/la OPaTOphbl MOTJIM B [IBa CUeTa
y0euTh ayUTOPUIO B CBOEM TOUKe 3peHusi U ToOyauTh ee K [eHCTBUIO.
OTU  yuuTe/ss KpaCHOpDeUYMs] HCIO/Ib30Ba/id  OMWCAHWe, UCTOJKOBaHUeE
Y TIPUUMHHO-CJIe[ICTBEHHbIE CBSI3M TOYHO TakK ke, Kak /ie/laeM CeroJHsi Mbl.

Takue cTpaTeruyd TI03BOJISIIOT He TOJNBKO JOHECTH WH(OPMaLUIO
J10 aJipecarTa, HO ¥ MOJIyUHTh OTBETHYIO PeaKLUI0 B BU/ie OTpe/ie/IeHHbIX MbIC/IeM
WU [IeACTBUW. DTU MeTo[bl He cTaTWuyHbl. OHU He TOXOXKU Ha >KEeCTKYHO
CTPYKTYpy AokymeHTa. OHU 1ofo6HbI ABuratento. OHU MOCTaBSIOT SHEPTHIO.
C ¥X MoMOLIbI0 OpaTop MepefaeT UHQOPMALMIO CIyLIaTe 0, a aBTOp TeKCTa —
YUTaTeJIHo.

YroObbl orpeziesiiTh B e-mail rmoHsiTHe «competence», UCIIONIb3YeTCsS MeTO/,
nebuHuun. PasHble a63aibl  OygyT TMOCBSIeHbl Ppa3/IUYHbIM acreKTam
oOcyxzmaemMoro moHsiTusi. B opgHOM OyneT paccMaTpuBaTthCsi, K TIPUMEDY,
TeXHUUEeCKasi CTOpOHa KOMITETEHTHOCTH, B [IDyrOM — 3THYecKas U Tak jajee.
Ecmu 3afiaua mucbMa — y0OeiuTh ajipecara, UTO OTIIPABUTENb 3aCay)KUBaeT
TIOBBILLIEHHSI, Hy>)KHA WHasl cTpaTervs usnoxeHus. OHa BK/IHOUaeT [oBeCTBOBaHUE
(pacckas 0 JOCTWKEHUSIX COTPYAHUKA), OMKCAHUe (XapaKTePUCTUKY ero JIMYHbIX
KayeCTB) U pa3bsiCHeHUWe (MPUUYMHBI, MO KOTOPbIM MOMEHT [Jjisl TOBBILLIEHUS
HacTtana). Pa3bsicHeHWe MOTYT WIIOCTPpUpOBaTh mnpuMepbl. A ¢pasa
C IpYMepaMHy MOXKET COJieprKaTh OMUCaHUe.

[TepeuricieHHble TIpHeMbl KOMOWHUDYIOTCSI U TIePervieTaroTcsl B CaMbIX
pa3HbIX COUETAHUSIX, MOTOMY TOHayaay MX UCIOIb30BaHUE MOKET BBI3bIBATb
3aTpyAHeHus. Ha caMoMm fiesie Mbl MOCTOSIHHO TipuberaeM K HUM B Pa3rOBOPHOM
peus, HO JlelaeM 3TO Herpou3BoibHO. Eciu mbl OyeM MpUMEHSTh UX
CO3HaTe/bHO, 1IaHChI I0OUTHCS ’KeIaeMoro pe3y/braTa BO3pacTyT.

OBnajieBasi HaBbIKAMM COCTaB/eHUs] 37eKTPOHHBIX THMCeM, Bbl Oyzere
WCTIO/b30BaTh 3TU MPUeMbl Bce bosiee yBepeHHO U 3P PeKTUBHO.

OnucaHue: cayxcum 07151 XapaKmepucmuku /itooeti, Mmecm
U Hemamepua/abHbIX 006EKIMoe

IIpocTpaHCTBeHHBbIH NPUHOHMI 1: 0T MaHOPAMHOr0 H300paKeHUA
K JeTa/IAM WA Hao00poT.



OnuceiBasi B e-mail HOBbIM OQPUC KOMMIAHUM, HAYHUTE C OINWCAHUS
TJIAHMPOBKU MOMELLeHU U 3aKOHUYUTE JIOTOTUIIOM HaJl BXOJAHOU [IBEPBIO.

IIpocTpaHCTBeHHBIN NPUHLMI 2: 110 YaCOBOM CTPe/IKe WIH NPOTHB Hee.

Ecmu Bbl OMMChbIBaeTe HOBYIO BeO-CTpaHUIly, HAUHUTe C IIIalKW, a TTOTOM
JIBUTanTeCh C/eBa Hanpago.

IIpocTpaHCTBeHHbIN NPUHLIMN 3: CBepXy BHHM3 U/IM CHH3Y BBepX.

Ecmm B nyMcbMe HY)KHO OIMCaTh CTPYKTYPY OpraHu3alldy, HauHWUTe CHHU3Y
Y [IBUranTeCh BBEPX.

IIpyHIUN oONHMCAaHUS HeMaTepHa/bHBIX 00BeKTOB 1: 0T 00mUX
XapaKTepUCTHK K YaCTHBIM WM HAa000poT.

Ecin  e-mail onuvcbiBaeT HOBBIM TPOrPaMMHBIA  MPOAYKT, HAYHUTE
C OTHKCAHUS KOHLETI[UY U 3aKOHUWTe HOMEpPOM Tejie(hoHa TeXTIOA]ePIKKH.

IIpyHIUN oONMHMCaHUSI HeMaTepHa/TbHBIX O00BEKTOB 2: OT C€aMoro
Ba)KHOI'0 K HalMeHee Ba)KHOMY.

Eciu e-mail nmoaBogUT UTOrM ceTeBOM KOH(epeHLWW, HAYHUTE C UTOrOB
COBeLaHUsl U 3aKOHUWTe CaMblM He3HauuTe/bHbIM M3 CIIMCKAa HaMeUYeHHBIX
MEepOMPUSITUH.

Paccka3s: usnodxceHue UH(I)OPMCIUUU 68 XpOHO0/102UYeCKOM nopm)Ke

XpoHosiorus: Ienb COOBITHH C BpPeMeHHbIMH MapKepamMu (Bpems,
AeHb, TI0[), yKa3aHHueM HX oO4YepeJHOCTH (mepBbId, BTOPOH, TPeTHH)
WIH C/I0BaMHU-CBAI3KaMHU (TOrjAa, MoToM, B KOHIle KOHI0B).

E-mail c mogpo6HbIM omrcaHreM ceTeBOU KOH(epeHIUH.

IlIporecc: 3Tamnbl, ONMCaHHbIE B OIpe/ie/IeHHOH MOC/IeA0BaTe/IbHOCTH,
KOTOpBbIe Jal0T KOHKPEeTHBIN pe3y/bTar.

E-mail ¢ onucaHveM KopropaTHUBHOM MpoLielypbl BO3MeIlleHHsI PacXOZ0B,
OT TO/iau¥ 3asiBKM /10 TIOCTYTIJIEHUS [ieHer Ha CUeT.

IIpyuMHHO-C/IeACTBEHHAsA  LeNouyKa: OmucaHue IPOUCXO/SIIero
C aKIeHTOM Ha JIOTHKY Pa3BUTHA COOBITHM.

E-mail ¢ onucanueM KapbepHOro MyTH, OT CTapTOBOW MO3ULMHU [0 MeCTa
B COBeTe IUPEKTOPOB.

CpaeHeHue U npomueonocmas/ieHue: 8bisié/1510Mm CXo0CmMed u pazauyusi 0gyx
wau 0o/1bwWe20 yucaa 066eKmoe

B3BelrienHoe CpaBHE€HHE n IPOTHUBOIIOCTAaBJ/I€EHHUE. 00BeKT



A paccmaTpuBaeTcs 0oJ1ee mogpoodHo, ueM 00beKT B.

E-mail, rae Tpu ab3arja MmocBAIeHb! [IBETOBOM TMaJMTPE Ha KOMIBbIOTEpaXx
Macintosh u Bcero ofiiH — masMTpe Ha cTaHAapTHLIX PC.

CpaBHeHHe U MPOTHBOIOCTAB/IEHHE Ha MAPUTETHBIX Haua/lax: 00beKT
A ¥ 00BbeKT B paccMaTpHBaOTCA B 0JJHHAKOBBIX aCeKTaxX U ONMHCHIBAIOTCA
IPYMMEPHO PaBHBIM KO/JITHYECTBOM CJIOB.

E-mail, rae cHauasma paccMaTpuBaeTCs OJUH TUIaH CTOMATOJIOTHYECKOTO
oOCTy)KMBaHMS, a 3aTeéM JPyrod, — TI0 KaXAOMY YKa3aHbl I|eHBI,
JIOTIOJIHUTE/IbHAS T171aTa U 00beM CTPAax0BOr0O TTOKPITHS.

ITosicHeHue mMbic/eli npumepamu

Kparkuii BapuaHT: OAWH WId 0ojiee TPUMEPOB, KOTOpPbIe JIH0O
nepeurc/ieHbl B 0JHOM (ppa3e, 1100 OMMCaHBI B OT/[€/TbHBIX MPe/I0KeHUsIX.

E-mail, rge w3naraeTcsi HOBas MOMUTUKA BO3Bpara Hepeaan30BaHHOU
MPOAYKLMM, C T[pUMepaMu HapylleHHsi YCTAHOBJAEHHOW TpOLeAYphl,
OMUCAHHBIMU B OT/I€/IbHBIX TIPE//IOKEHUSIX.

Pa3BepHyThIii BapHaHT: OJUH MNpPHUMep, KOTOPbIi MOAPOOHO
paccMaTpUBaeTcsl B HECKOIBKHX af3anax.

E-mail, rme paccka3biBaeTcsi O HOBOM CBepXMpPOBOJSILEM Marepuarie,
c Tpemsi ab3allamMy, WITHOCTPUPYIOLMMHU €ro CBOWCTBA TpU TUIKOCOBOM
TeMIieparype.

Onpebe/leHue: daem ucmo/iKkogaHue mepmMmuHd, KOHYyenyuu u/u 2pynnbol uoetl

Kparkoe ompeaeneHde: OAMH WM 0oJsiee JIAKOHUYHBIX TPHUMEPOB,
KOTOpbIe TMO0KAa3bIBAalOT, KAaK KOHKPEeTHbIe TEePMHUHBI HCHOJIb3YHTCS
B IOKyMeHTe, — 00bIYHO 0/Ha (hpa3a Ha ompe/e/IeHHe.

E-mail, rae obcymaeTcs MOMUTHKA KOMIIAHUUA B OTHOIIIEHWH CEKCYa/IbHbIX
JIOMOraTe/ibCTB, C TEPMUHAMU «inappropriate remarks», «inappropriate e-mails»
U «inappropriate touching», Ka)k/ibiii U3 KOTOPbIX OXapaKTepPU30BaH B OT/|e/IbHOM
TIpe/I/IO’KEeHUH.

IToppoOHoe ompeje/ieHHe: OAHOMY TepMHHY TOCBSAIIeH Leablil ab3ar
u Oostee.

E-mail, roe paercs ompejeneHve TpaBOBOM KOHLEMIMM «OCTaTOYHBIX
npaB», C IIUPOKOW JAeuHULIMeN TIOHSATUS B OAHOM ab3alle, aHa/IU30M
He/IOCTaTKOB JIaHHOW JieMHUIIMM B ApyroM ab3alle ¥ OnucaHueM CMSATYarolux



00CTOSITE/TCTB B TPETHEM.

AKcno3uyusi: ucmo/sIkogaHue codbimutl, nogedeHus u/au delicmeuti ¢ yuemom
¢pakmoe u momueos, — omeeuaem Ha oNPOChl «nNoUemy?» U «KaKum
obpazom?»

IIpocTas 3KCNO3ULUA: OJHO-ABA MpeJ/I0KeHUsA, XapaKTepu3ylIiiue To
WM HHOe sIB/IeHHe.

E-mail, agpecoBaHHbIll cyx0e repcoHana, ¢ MpockOod HaHITh HOBOTO
(YHaHCOBOTO aHA/MTHKA, TAe KpPaTKO TMOSICHSIeTCS, YTO TMPEXHUM aHaJIUTUK
YBOJTUJICSL.

Cno)xHas IKCNO3ULUsA: COUeTaHUHe Pa3HbIX (YHKI[MOHA/IBHBIX THUIIOB
peuH /i/ifl BCeCTOPOHHe! XapaKTePUCTUKH AB/IeHHS.

E-mail o Tom, mouemy oOT[enbHBIM TIPOAYKT HMeJ YCIeX Ha pbIHKE,
rZie B OfHOM ab3alle orucaHa KOHKYpDeHI[Usi Ha MOMEHT BX0/la, B [IDyIOM —
OT/INYUTE/IbHbIe 0COOEHHOCTH TIPO/IYKTa, a B TPeTbeM — JIOSJTbHOCTDb K OpeH[Ty.

Apzymeumaquﬂ: CK/IOHs1em aapecama U3mMeHuUm»b MoOuUKy 3peHus
uwjiu npuHsambp Mepbl

AprymeHTanus, KOTopas ane/J/IMpyeT K TUYHbIM HHTepecaM ajpecara.

E-mail or TenedoHHOI KOMMaHWK C OMNMCAHWEM BBITOJHOTO TapH(HOrO
TJlaHa, KOTOPbIY TT03BOJISIET COKOHOMUTD JI€HbIU.

AprymeHTanus, BbI3bIBaKOIIlas y ajjpecara SMOLUH.

E-mail ¢ mpocbboii czenath Mo)kepTBOBaHUsSI B (POH/, TIOMOIIM OOJBHBIM
JeTSIM.

AprymMeHTaLus CO0 CCbIKON Ha aBTOPUTEThI: MPUBOJUTCSI MHEHHE TeX,
KOro yBa)kaeT a/jpecar.

E-mail ¢ coobiieHveM, uTO KOMaHJe TIDUJIeTCSl TiepefiesiaTh OTueT,
CO CChUIKOM Ha 3aMeYaHMUs BBICILIETO PYKOBOACTBA.

OO0bekTHBHAas apryMeHTanusa: Yy0exaeHue ¢ moMompbi0 (akToB
U I0BO/IOB.

E-mail, rae oOBSCHSIIOTCS MPUUMHBI 3aKPLITUSI KOMITAHUM U TIPUBOJSATCS
1[UGPbI U CTAaTUCTUKA, TIOJITBEPIKAIOIIINE ee HerlylaTe)KeCroCOOHOCTb.

CnoxxHasg apryMeHTaLusi: CO4YeTaeT HEeCKO/JbKO (yHKIMOHA/IbHbBIX
THIIOB Pe4H, B3bIBasi K SMOLUSAM, pa3yMy M JIMYHbIM HHTepecaM.

E-mail, rme o6ocHOBbIBaeTCsi HEOOXOAUMOCTb pacIIMpeHUs] KOMTaHUM, —



are/IIMpyeT K YYBCTBY TOpPJOCTHU, CCbIJIaeTCS Ha aBTOPUTET TMpe3ujieHTa
opraHu3al[iy, COJlep>XXUT LUdPhI, MMOATBEPXKAaloIMe MHEHHUs, U pacCKa3bIBaer,
KaKYI0 T0J/Ib3y U3MEeHEeHUs IPUHECYT aJipecary.



MeTo/bI IPOBEPKHU U MPaBKH

KoppekTtrpoBath e-mail Hec/i0)KHO... ec/iy Bbl 3HaeTe, Tje UCKaTh OIIUOKMU.
TpynHee Bcero HaliTu ¢dparMeHTbl TEKCTa, KOTOpPble HYXXIAHOTCS B J0opaboTke.
Bot mouemy mpodeccruoHanbHble pefakTopbl BeO-cTpanuil, CMU u meuaTHbIX
u3ZlaHuii paboTaroT He B OAUMHOUKY. EC/iM ofiHa Tapa r71a3 mpomyCcTHia OLnOKY,
ee 3aMeTuT Jpyrasi.

B fenoBoM Mupe MO3BOMUTH cebe TaKyr) POCKOIIb MOXKET He KaXK/IbI,
HepeJKO COCTaBUTEN0  JOKyMEeHTa TMPUXOAUTCS  CaMOMY  IIPOBepSITh
U pelaKTUpoBaTh TeKCT. CTpecc U3-3a >KeCTKUMX CPOKOB U MY/IbTHU3aJaYyHOCTb
MIDUTYIUISIIOT BHMMaHWe M MeIIalT COCPefOTOYUThCSl. B pesynbrate Mbl
3aMeuaeM OLIMOKM B e-mail C/IUIIKOM MO3/JHO — KOT/la TTMChbMO y>Ke OTITPaBJIeHO.

BOT HECKO/IBbKO COBETOB, KOTOpbIeé IOMOTIYT BaM HAyUHUThCS HAXOJUTh
Y UCMIPaB/ISTh CBOH OIITMOKH.

* I3menuTe pasmep mpudTa. VIHOTAA 1OCTaTOUHO YBEIUUUThL pa3sMep OYKB,
YTOOBI 3aMETUThH OIITMOKH.

* VsmenuTe ctub mpudTa. Haripumep, Helvetica Ha Courier. 3To U3MeHUT
00JIMK TEeKCTa Y IIOMOXXET YBU/IETh €r0 CBE)KUM B3IVISIZIOM.

« CpenaliTe mepepeiB, a IOTOM BEPHUTECH K TeKCTy. K mpuMepy, Bbinelite
Kode — fa>ke HeOOJIbIIIAs TIepe/IbIIIKa TBOPUT Uyzeca.

» PacrievaraiiTe [JOKyMeHT, eci Ti03BosisseT Bpems. Ha Oymare TekcT
BBLITTISIAUT MHAJe, yeM Ha 3kpaHe. OmmbOKu cpa3y 6pocaroTcs B I71a3a.

* IIpoutuTe TEKCT BCAYX. DTO MOMOXKET HAaWTH OIIMOKU, HE 3aMeueHHbIe
paHee.

» Ilpoutute TEeKCT 3a40M Hamepeq. Haunute c mocnegHed (pasbl
W JBUTAWTeChb K Hauaay /JOKyMeHTa. Takoil TIpyeM T[IOMOraeT OTBJIeUbCs
OT COZiep>XKaHMSI U YBU/IETh Ka)XK/10€ TPeIJIOKEHUE B OT/Ie/TbHOCTH.

[Tpomo/pkaiiTe TpaBUThb TEKCT, II0KA OKOHYAaTeJIbHO He H30aBUTECh
oT ommbok. EfiBa 1 BaM yZiacTCsl OT/IOBUTh UX 3a OJJMH Pa3 — HY>KHO ITPOHTHUCH
TI0 TEKCTY XOTsI ObI ZBAXK/Ib.



bJiarogapHocTu

§1 GnaromapHa Kosuieram, [py3bsM U CTy[eHTaM, KOTOpble [eUInCh
CO MHOM CBOMMH MBIC/ISIMU U TioMoOrajiu coBeToM. OcoOyr0 MpU3HATEbHOCTh
XOYeTCsl BbIPasUTh MeXAYyHapoJHOM ropujuueckor rpymre IBM, B mnepsyro
ouepenb Kapny Benguury, [dsny Illenky, ®abmo Mopertu, EBe 3anbijMaHH
u Ilamome Basop, — 3a TO, UYTO OHU TOMOITIM MHe pa30bpaTbCsi C BOTIPOCAMH,
KOTOpbIe OCBeLeHbl B 3TOW KHUTe.

Kpome Toro, s Xody CKa3aTb Cracub0 COTpyAHMKAM IIIKOJbl OW3Heca
INSEAD, rpynmnam BeimyckHUKOB ['apBapza, Matikiny Xepnuxu u3 International
Chemical Corporation u Buktopy ConcuHo u3 European Counsels Group —
3a UHTepeCHbIe U/ler U LIHUPOTY B3IVISA/I0B.

S rnyboko mpu3HaTesibHa AOKTOpY Ixopmky Jlakoddy, Koatmun dpymkrx
u Joktopy Kéko WMHOy3, KOTOpble MOMOIVIA MHE II0-HOBOMY B3IVISIHYTb
Ha TrpaMMartuKy  aHrmiickoro — s3bika.  Cracubo  Tanuc — KwmeTuk,
pelaKTUPOBaBLLIel PYKOIMCh U [JaBaBIller MHe I10J/Ie3Hble COBETHI.

W, HakoHell, 6onbiioe cracubo [Ixkune [laHeTTviepu U3 JUTEPATYPHOTO
arentctBa Talcott & Notch u corpygHukam Career Press 3a »Kr3HepaZ0CTHBIU
HaCTpPOM, MOAJEP)KKY U LieHHble peKOMeH/aLvH.



00 aBTOpe

Jou-Mutienns  boj, — 103T, JKYpPHa/IUCT, CHELUaJMCT [0 BOIIpOCaM
KOMMYHUKalmu. BeicTynaer ¢ sekiusavu B EBporie ¥ A3uM Kak Tiepef
BBIITYCKHUKaMW YHUBEPCUTETOB, TaK U Mepesi COTPYIHUKAMU KOMITaHWM. ABTOPD
cTaTel MO UCKYCCTBOBe/eHNIO, COTPYAHUK KypHanoB Reader’s Digest u Vogue,
coaBrop Oectcennepa Savoir Dire Non (Flammarion, 2006). B 2000 roamy
noctyrmuia Ha paboty B IBM Corp. B KauecTBe KOHCY/IbTaHTa M0 MUCbMEHHOU
koMmyHuKaiiyu. Mimeet ctenenu MA, MFA, DEA u Ph.D. B 2005 rogy crana
CTUMeHAWATOM TiporpamMmbl  @ynbpaibita. Ilperiomaer B AMepUKaHCKOM
yHuBepcurete [laprka.

notes




CHocKH




SAT - craHJapTU3UPOBaHHbLI TEeCT JJjs TIpYeMa B BBICIIME yueOHbIe
3aBesieHusi B CIITA.



GMAT - TecT, KOTOpbId CAAeTCsS [JJisl TOCTYIVIEHWS B MeXKIYHapOHbIE
OM3HeC-1IIKOJIbI.



B HEKOTOpbIX KOMIAHMSX TI0 TIATHULIAM COTPYJAHUKAM Ppa3pelieHo
He cobmoaTh IpeCcc-Koj, MPUHATLIN B Apyrye AHU Hegenu. — [Ipum. nep.
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