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YMeHre BeCcTH IeJIOBYIO TIEPENMCKY M0 JIEKTPOHHON MOYTe Ha aHTJIUACKOM

SI3bIKE — OJTHA M3 KJTIOYEBBIX KOMITETeHIINI B On3Hece. OT CocOOHOCTH YETKO,
I'PaMOTHO M yOeauTeIbHO C(POPMYIMPOBATh MBICIIb, OT 3HAHUS STUKETA JIeJIOBON
MIEPeTMCKH MOXKET 3aBUCETh 0OYeHb MHOTOe. [loH-Murrens bon, criermanmict

10 KOMMYHUKAIIUSAM C MUPOBBIM MIMEHEeM, Ha KOHKPETHBIX MPUMeEpax U3 MPaKTUKU
TOI-MeHEIKePOB, MapKeTOJIOroB, crenuannuctoB o HR, opuctoB m MHOrIx
JIPYTUX pacCKa3biBaeT 00 OCHOBAX M TOHKOCTSIX COCTaBJICHUS JEKTPOHHBIX TTHCEM
Ha aHTJIMHACKOM s13bIKe. K KOHITy KHUTH BBl HE TOJIBKO CMOKETe HaIMcaTh YETKO
CTPYKTYPUPOBAHHOE ITOCJIaHUE, HO M 00OraTUTE Balll JICKCMKOH HOBBIMU CJIOBaMU
Y BbIpAKECHUSMH.

© bon 1., 2007
© Anpnuna Jumxuran, 2007
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Hon-Muineas bon
Kind Regards. /IesoBasi
NMepennucKa Ha AaHIJIMHCKOM SI3BIKe
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Bce npasa 3awumenvi. [Ipoussederue npeoHa3HAMEHO UCKAOUUMENLHO ONsl YACTHOZ0 UCNONb-
306anus. Hukaxasi wacmo 31eKmpoHHO20 3K3EMIASPA OGHHOU KHU2U He MOdicen Oblimb 860CNPOU36e-
0eHa 6 Kakoli Obl mo Hu 6b110 hopme U Kakumu Obl Mo Hu ObLAO CPEOCMBAMU, BKAIOUAS PASMEULEHUE
6 cemu MHmeprem u 8 KOpROPAMUGHsIX cemsix, ONst NYOAUUHO20 UAU KONNEKMUBHO20 UCNONb308AHUS
0e3 NUCLMEHH020 PA3peueHIs: 8Aa0envba agmopcKux npas. 3a HapyuleHue agmopcKux npas 3aKo-
HOOAMenbCmMeoM NpedycCMOMPEHA 8bINAAMA KOMNEHCAWUU NPpasoodraoamens 8 pazmepe 00 5 MAH.
pyoneti (cm. 49 30AI1), a maxdice Yyzon068HAsE OMBEMCMBEHHOCHTb 8 BUOE NUULEHUSL CB0D00bL HA CPOK
00 6 nem (cm. 146 YK P®).

Mnozo nem s 00yuaio mex, Komy NPUXOOUMCS PeYAPHO NUCAMb
AneKmporHbvie nucoma. Mou yueHuku — ymmvie, AMOUUUO3HbLE, OOPA3OBAHHbIE
00U,  KOMOpble OMAUMHO — CAPABASIOMCS.  CO  CEOUMU  CAYHCEOHbIMU
obs3anHocmamu. Um mewaem auuto Heymerue Xopouo nucame.

Oceoug OCHOBHblE NPUEMbl COCMABAEHUS. HNEKMPOHHLIX — NUCEM,
OHU NPOOOANCAIOM. YCNEWHO 0eAAMb KAPbePY U YACIO NOMYUAION NOOUWPEHUSL
3a bnecmsiee AA0eHUe CA0BOM.

Hwm nocesimaemces sma knuza.
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BBenenne

E-mail u nucbmo Ha 6ymare — pa3Hble Belu

He cnenyer nymars, uto e-mail — 0ObIYHOE MCHMO, HAITMCAHHOE HA KOMIbIOTEpE. JTO HE TaK.
DNIEeKTPOHHbIE MHUCbMa MO3BOJISIOT JIIOASIM CTPEMUTEIbHO 0OMEeHMBaThCsl MH(popMatuend. OObIYHO e-
mail BBI3BIBAET MIHOBEHHYIO PEaKIIMIO, HAPIMEP OTBETHOE COOOIIEHHE.

Han OymaxHBIM MMCBMOM MOXHO MOpa3sMbICIUTh He crnema. OHo He TpeOyeT OT aapecara
HEeMeJUIeHHbIX JiedcTBUiA. [TomyunB Takoe MUchbMO, HE HY)KHO OpocaThCsl K CTOMY, YTOOBI TOTYAC
OTBETUTb OTIpaBuTe0. Ha Hero MoxHo He oTBeTUTh BoBce. E-mail — 310 TpaHcakims, OymaxHoe
MUCHMO — pepIIeKCHsl.

He npocTo npsaMoyrojabHukK

DNIEKTPOHHOE MUCBMO OTOOpakaeTcsl B YeTKO OYepUeHHOM OKHe. OKHO HaXOIUTCS Ha SKpaHe
MOHUTOpA, KOTOPBII OrpaHWYEH PaMKOi KopIyca. DTU IPaHULIbl U PAMKH 3aCTaBISIIOT COCPEJOTO-
YUTBCS HA TEKCTE, MO3TOMY UTeHHE e-mail BBI3bIBaeT y HAC COBEPLIEHHO MHbIE UyBCTBA, HEXEJH
YTeHue nmuchbMa Ha Oymare. Kpomka nvicra 6ymary Wi KHUKHOUM CTpaHHMIIBI He OpocaeTcs B IV1asa,
He MelllaeT MOAHATH B3IJIsA]], OTBJIEYbCS, 33 JyMaThCA.

31ech JOMKHO OBITH HEYTO BajKHOE

Pamku n KPOMKHU IMTPUKOBBIBAIOT HAIlIE BHUMAHUE K 9KPaHYy, HE JaBad OTBECTU B3IJIAL OT TEKCTA.
rpaHI/II_ILI 34CTaBJIAIOT TJIa3a CKOJIb3UTD IO CTPOYKaM, a HC 6J'Iy>K,lIaTI> I10 CTOPOHAM. Texkcr He OTITyC-
Ka€T HaC, 1 3Ta HEIMKOCTb BJIUACT HAa BOCIIPUATHUE — YUTASA SJICKTPOHHOEC IMUCbMO, Mbl PACCYUTBIBAEM
MOJIYYUTh BAXKHYIO HH(pOpMaLIPIIO Cpa3sy, HE CXOoOd € MeCTa. M ecnu nucbMo He OITPaBAbIBACT OKUA-
HHfI, MbI Orop4aceMcs Ujiu 3JIMMCA.

MoTbLI€K-0JHOJHEBKA

I_U;CJ'I‘IOK MBIIIBIO, U CTPOKA B CITUCKE IPEBPAIIACTCA B ITUCbMO. Eme HIEJIY0K, OKHO 3aKpbIBa-
€TCA, U IMCbMO HUCUYE3AcCT. SJICKTpOHHOC IIUCbMO SCI)CMCPHO, " TTO3TOMY OHO HE IO3BOJIACT TPATUTD
BpEMH TIOITYCTY. JInbo oHO cpasy COO6IJ_[8.CT HEYTO BaXXHOCEC, B 1% (e8] MMpOCTO HE UMECT CMBICIIA.

HeTt npimHoON puTOopuke!

ITockosbKy 271eKTpPOHHOE ¥ OyMakHOE NMUCbMa JIOHOCAT MH(OPMALHIO MO-Pa3HOMY, ITUCATh UX
TOXE HYKHO MO-pa3HOMY. MeHsieTcsl Bce: KOMIIOHOBKA TEKCTa, NOCTpoeHue (ppa3 U Jaxe JIeKCHKa.
B nesoBoM 371eKTPOHHOM NMUChME HEYMECTHBI JJIMHHbIE TSDKEJIOBECHBIE a03allpl — Jydllle pa3ouTh
TEKCT Ha (pparMeHTHI OMeHbIIe. BripaskeHnst 1 000pOTHI, TPUBBIYHBIE B OYyMaKHOW KOPPECTIOH/IeH-
1M, B e-mail BRI aAT crpanHo. K npumMepy, BMecTo clioB «yours very truly» jiyuiiie Harmicarb po-
cro «regards». YMeHue 3(p(eKTUBHO JOHECTH MH(OPMALIMIO B IEJIOBOM MEPENUCKe ropas/io BaXHee
KPacHBOTO CJIOra M COOMIONICHUST COLMAIBHBIX YCIIOBHOCTEN.
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AfipecaTy HY>KHO OMOYb

[NomoruTe nosyyaresto moObIcTpee YBUAETD ITTaBHOE. PacronokuTe TeKCT Tak, YTOObI YeI0BEK
cpasy Hailles To, 4To ero uHrepecyer. IIpocras cTpykTypa momMoraeT OpueHTUpPOBaThCs B TEKCTE,
HE Tparsl BpEMEHHU IIOIyCTY.

Berubnii npocmoTp

[Tpu Gersiom mpocMoTpe aapecaT OCTAHABIMBAETCS HA OTAEIbHBIX (pparmMeHTax Tekcra. OmaHu
(bpazbl OH TpOUNTHIBAET BHUMATENIBHO, APYTHe MPOIycKaeT. B TakoM pexnMe YTeHusl 4eloBeK UIIET
KOHKPETHYI0 MH(OpMAlLIMIO, UTHOPUPYs OCTalIbHOW TeKCT. K npumMepy, nosryumB oT TypareHra e-mail
C ONKCaHWEeM MapuIpyTa, Bbl Mpoleraere ero ria3amMu, Wila leHy aBUaOWIeTOB. YMEHue clenaThb
MUCHMO YIOOHBIM JIJIs1 IPOCMOTPa — BECbMa BOCTPEOOBAHHBIN HABBIK.

ITo6oabI1e cBOOOAHOr0o MecTa!

Koraa genoBek mpocmarpuBaeT MUCBMO, €r0 I71a3a NepeMeniainTcs Mo TeKeTy. Tam, rae ectb
Ba’XHas1 HH(I)OPM&HPIH, OHU HAIIpATaloTCA, rI€ €€ HET — OTAbIXAIOT.

[TnOTHBIN TEKCT MeIaeT riia3am Apuratbest. OHM He MOTYT MIepeCKaKruBaTh ¢ OTHOTO Ha JIpyroe,
¥M MOMPOCTY HEeKy/a NMepecKakuBaTh. YnTareno NpuxoauTcs u3ydaTh ppasy 3a ¢pa3oii, He IPoMyc-
Kasi HU CJI0Ba. DTO TpeOyeT MHOTO BPEMEHH U CHJL.

Pazmuns yckopstiot geno. Ecnu ¢hparMeHTsl TeKCTa epeMeskaloTcsi ydacTkamu 0estoro ¢oHa,
YUTATEJIb JIETUT Ha BCEX IMapax. qepe)lOBaHl/Iﬁ TEKCTa U ITYCTOIro MpOCTPAaHCTBA MOMOTacT YIIPABJIATb
KOHIIEHTpareli BHUMaHus. [71a3a JIerko BBIXBATHIBAIOT U3 TEKCTA 3HAYMMEBIC JETalli, a He OpemyT
10 HEMY, YHBIJIO IPEOJ0NIEBasi CTPOKY 32 CTPOKOM.

HyCTOTI)I HCITIOJIHCHbI CMBICJIA

Benbiit pon He smineH conepxanusa. OH 10J10H cMbicia. OH TOBOPUT YMTATENTIO, YTO TeMa MEHS-
ercsl, Jajee MocyeyeT Apyrast MbICIb, OyJeT IPUBE/IEH IIPUMEp, ClIeJIaHO CPABHEHHE WU BBIIBUHYTO
Bo3paxeHue. Ilycroe mpocTpaHCTBO Hapsdy C HalleYaTaHHBIM TEKCTOM IIOMOTraeT afpecaTy UCKATh
MH(pOPMALHIO.

CnauaJa o ri1aBHOM

YuraTeabCKUi OIBIT YUYUT HAC BBIIAEATh B TEeKCTe I1aBHOe. [lepBast ¢pasza B 1€7I0BOM MUChMe
Ba)KHEe YETBEPTOM B TpeTheM ad3arie. A Havyaso ab3ala BakHee, YeM ero cepe/IrHa UM KOHEll.

Ms1 npoOeraeM mia3aMu Hadaio ad3ara, 4ToObl PelinTb, HYKHO JIU YUTaTh €ro IEeJTUKOM.
A B3IJISIHYB Ha TIepBOE NPEUIOKEHHE, peliaeM, MPoYecTb MMChbMO Cpa3y WM OTJIOKUTh Ha TIOTOM.

Kak crpouts ad3an

A3al1 IeTOBOro MUChMa YaCTO HAYMHAETCS ¢ OOIIEH WITM CaMOU BaXKHOW MBICITH M 3aTeM Iiepe-
XOIUT K YaCTHOCTSIM WJIM BTOPOCTENEHHBIM BorpocaM. Camasi 3HaunMasi ppasza uaer neppoit. [pyrue
q)pa3]:»l Pa3BUBAIOT U KOHKPETU3HUPYIOT OCHOBHYIO MBICJIb, ITIPUBOAA CPABHCHHW A WM JOITOJTHUTECIIbHBIC
apryMEHTEHI B €€ MOAIEPXKKY.
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Pazymeercs, He kaxplid ab3al] MrchbMa MOTUMHSETCS STUM TpaBuiiaM. M3noxeHre He Bcerna
UJIET OT OOIIIEro K YaCTHOMY MJIM OT IJIaBHOTO K MeHee BaxkHoMy. Ho B moOoM ciydae aapecar nep-
BBIM JIEJIOM CMOTPHT Ha Havasio ab3ara. Beap ¢ Toro MoMeHTa, Kak Mbl HAyYHJIUCh YUTATh, HAC TIPU-
yJaT odpaiars BHUMaHUe Ha MepBoe npeaioxenre. V1 Mbl IPUBBIKIIU JIe/IaTh IMEHHO TaK.

IIpuBbIuKa — BTOpast HAaTypa

Bebl xoTHTE 320CTpUTH BHUMAHUE a/ipecaTa Ha KOHKPETHOU JieTaiu? YIOMSIHUTE ee B Hayaje
MYChbMa WJIM TIepBOii (ppaze ogHoro u3 ad3areB. Eciii Bam xoueTcs 3aByaslupoBaTh 3aMeyaHue, KOTo-
poro He u30exkaTh, CIIPSIUbTE €r0 B YETBEPTOM MPEAJIOKEHIH TPEThEero ad3aria.

Oraacure npeamMeT pasrobopa

Camas BaxHas ppasa e-mail — Ta, 9yTo cTOUT B Havase. MiMeHHO OHa MPOOyKJaeT MHTEpeC
VI HABEBaeT CKyKy. Bosblilie TOro, oHa MOKET Hallpoub OTOUTD y apecara sKeJlaH’e YUTaTh MHChMO.
[Toatomy B mepBoii (ppase Hy:KHO COOOLIUTH OCHOBHYIO TeMy. UuTaresnio XxoueTcs mooObIcTpee yXBa-
TUTBb CyTb jena. VIHoraa, 9ro0bl OonpeeuTh MpeaMeT oOCyKIeHus, HyXKHa mapa ¢pas, HO JIydle
YJIIOKUTHCS B OTHO MPEJIOKEHUE.

YeTKO U3J0KUTE CYTb J€J1a

Haunwre ¢ BBIBOJOB, a IIOTOM naﬁTe IIOSICHEHU 4.

» Ecii BBI OTBeUaeTe Ha IMMUCbMO, Cpa3y HAITMIIWUTE, YTO Bbl PCIINJIU, 4 IIOTOM ITPUBEIUTE CBOU
apryMeHTHI.

* Ecni BB cooOmiaeTe cBekre HOBOCTH, CHaYas1a OOPUCYITE CUTYALIMIO B IBYX CJIOBaX, a IOTOM
u3Jaraite mogpoOHOCTH.

* Ecm y Bac ectb Bonpoc, 3aaiite ero cpasy.

* Ecim azpecar morpocuit Bac JaTh OTBET, HAIOMHHUTE eMy 00 9TOM B HavaJle TIMChMA.

IIJII/IHHOTBI MCIIAIOT COCPEAOTOUYNTHLCA

Yem MMPOCTPAHHEE Bbl U3JIAracTc¢ CBOU MbLIC/IM, TEM MCHBIIC IIAHCOB, YTO BaM YJACTCA JOHECTU
HX 00 aJpecara.

3aroJjioBoK — Ball BeprIﬁ INOMOIIHUK

3arojloBKM M TIO/3aroJIOBKU TOMOTaloT OBICTPO TpoOekaTh TEKCT Ima3amu. OHM CiTykat
IUIsI aapecara MyTeBOIHON HUTHIO: TIOKA3bIBAIOT, YTO YUTATh U B KAKOM TOPSIKE, 4 HA YTO He 0Opa-
aTh BHUMAHUS.

MoxHo, K TpuMepy, CHAOIUTh a03aIlbl 3aroJIOBKaMH, KOTOPbIE JAI0T MOHSTh, O KAKKUX 3Tarax
nporecca uieT peusb: «Problem», «Analysis» n «Solution». Miu ucronb30BaTh NapHbIE 3ar0JOBKU:
«Assets» u «Liabilities», «Action» u «Outcome». MHora noie3Ho ykaszarb JaThl WIK TOCIeI0Ba-
TEJILHOCTH COOBITH.
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E-mail u neyaTHBIA TEKCT

DNeKTpOHHAsI MEPENrCcKa MOPOXKAAET HOBbIE 0OCOOSHHOCTH IMUCTONISIPHOTO kaHpa. MHdopma-
1151, KOTOPYIO BBIHOCHJIM B IIANKY NMChbMa Ha Oymare, — afpec OObIYHOM MOYTHI U TeIe(DOHbI — TeTieph
HAXOIOWUTCSl B caMOM KoHIle. ToYKa ¢ 3amsToi, KOTopasi BCe peke MCIONb30Bajlach U B OyMaskHOM
KOPPECIOHAEHIINY, B e-mail cTajia HaCTOSIIMM papuTeTOM, a THpE, HAIPOTHB, JlefaeTcs Bce Ooee
nomy/IsipHeIM. Ha pbIHOK BBIXOAUT MOKOJIEHHE, KOTOPOE BBIPOCIIO B 310Xy VIHTEepHEeTa, 1 OHO Mpo1oI-
JKaeT aJanTUPOBaTh S3bIK K PACTYIIMM IU(MPOBBIM MOTPEOHOCTSIM YEJIOBEUECTRA.

OcraBuM 1epeMOHHUN

OTrnpaBuTh e-mail — Bce paBHO UTO CyHYTb FOJIOBY B IBEpb KaOWHETa KOJJIETH. DTO HE BBICTYII-
JieHe Ha O(bULIMAJIBHOM 3aCeJaHNH, TOITOMY 3/1€Ch He MeCTO (popMasIbHOCTAM. CTHIIb OCTAETCS BEK-
JIMBBIM U YBQKHUTEJIBHBIM, HO MAPAJHBI MYHAUP, B KOTOPbIA YacTO PAAUINCH OyMakHbIE MUCHhMA,
Oonbliie HY K uemy. Ppa3bl uim ab3alibl U3 OHOTO CJIOBA TeMeph B MOpsiAKe Belei. Pumckue g ps —
«L», «IL.», «IIl.» — CMOTPATCA CIMIIKOM BBIYYPHO, UX BIOJHE MOXXHO 3aMEHHUTh apaOCKUMHU: «1.»,
«2.», «3.». A nydrie BooOIIIe MCTOb30BaTh MAPKHUPOBAHHBIE CIIMCKU.

Yem npoine, TeM Jydine

OCHOBHO KpUTEpUil TUCATEHCKOTO MACTEPCTBA — CHOCOOHOCTD U3JIaraTh CJIOJKHBIE BEIIH ITPO-
CTBIMM CJIOBaMU. B /1e/10BO¥ Nepenucke TOJIKOBBIM aBTOP MO BO3MOXXHOCTU MCHOJIB3YET KOPOTKHE
(bpasbl ¥ OOLIEU3BECTHYIO JIEKCHUKY.

Kparko 3Ha4uT 6bICTPO

Kopotkue npeioxeHus: HOMOTaloT He COUTBHCS C MBICIIN — KaK aBTOpY, Tak U agpecary. imH-
HbIE 3allyTaHHBIE (Ppa3bl YACTO MOPOKIAIOT TPYIHOCTH C FpaMMaTUKOi. KpaTkocTh — OTiiMuHOe cpel-
CTBO OT MOJOOHBIX Mpo0ieM. Jlerkue nakoHYHbIe (ppas3bl MUaTCs BIIepe], He OTATOIIEHHbIE BHIUYP-
HBIMH — WM COMBAIOIIMMU C TOJIKY — KOHCTPYKITMSIMH.

BaxkHocTh pazmepa

UroObl 3JIEKTPOHHOE THCHMO OBUIO YIOOHBIM IS TIPOCMOTPA, TEKCT JIOJDKEH YMEIaThCs
Ha 9KpaHe 1eJUKOM. [[IIMHHOEe MUChMO JTydllie pa30MTh HA HECKOJIBKO HEOONBIMX U eMKuX. Jlomo-
HUTECJIbHYIO HHCpOpMaHI/IIO, IMPEABICTOPUIO U COIMPOBOXAAIOMIUE ONOKYMEHTHI CICAYET ITPUJIOXKUTDH
K MUCbMY B BUJE OTACJIbHBIX (l)aﬁJIOB — OHU HE JOJDKHBI OTBJICKATDH MOJIYYaTeyid, Masgdda B aKTUBHOM
okHe. Kparkoe nucbmMo ObeT npsiMo B 11eJ1b. OHO MO3BOJISET aJIpecaTy cpasy HakaTh KHOTKY «Reply»,
HE Tpars BPEMEHU HA MPOKPYTKY.

N36eraiiTe CJI10BeCHBIX H3LICKOB

«Perspicacious» — oTJIMYHOE CJIOBO, HO B JICJIOBOM THChbMe JIydllle CKa3aTh «sharp». Harma
3aj1aua — He TIOpa3uTh apecaTa yMEHUEM BbhIPaXaTh OTTEHKH CMBICTIA, & JOHECTH JI0 HEr0 OCHOBHYIO
MbIc/b. KOpOTKHeE C10Ba BOCIPMHUMAIOTCS ObICTpee U MpoIle [UIMHHBIX. HaM He HyKHO B 3amelria-
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TEJILCTBE uecarh B 3aThuike: «Oi! Kaxercs, s yxe rae-to BUJENI 3TO CJI0BO». Mbl POCTO YUTaeM
TEKCT O0e3 OCTAHOBKH.

He HY?KHO CJIOKHBIX BPpEMECH

TGHHGHHI/IH K YHOPOLICHHIO A3bIKA KACACTCA U IJIarOJIbHBIX BPEMCH. B aHrmiickom s3bIKe
HEMAJIO CJIOXKHBIX IJIarOJIbHBIX KOHCprKHI/H;i — BPEMCH, KOTOPBIC OIMUCBLIBAIOT PA3JIMYHBIC XApPaKTC-
PUCTUKHU JIeWCTBUS. B 3/IeKTpOHHON mepenucke 06e3 HUX MOXKHO IMpeKpacHO o0oiTuchk. [maBHOE
U1 Hac — (PaKThl, & 3HAYUT, [IOYTH JIJIs1 BCEX CIIy4aeB F'OJUTCS MPOCTOE MPOIIEALIEE WM HACTOSIIEE.
3ayem ncath «He would have been phoning», korna MoxxHO 3aMeHUTH 3TO npocThiM «He phoned».
OH 3BOHWJI — KaKasl pa3HuIIa, Korja 1 Kak goiro. OTopockTe JMIIHee, U y Bac OyzeT KyJa MeHbIle
IIIAHCOB HaJesaTh omMOoK. [IpocThie BpeMeHa BeIpydar Bac MOYTH B JTIOOOW CUTYAIHH.

IIpomaii, KpacHasi CTpOKa

Kpacnas cTpoka, ¢ KOTOpoi HauMHaJICA KakIplid ab3a1] OyMaXHOro MMChbMa, Mcuesia BMecTe
c koHBepTramu. OHa cTajla aHaXpPOHU3MOM U BPSiL JIU MIOHAJ0OUTCS HaM B OyIyIlIeM, BO BCSIKOM CITy-
yae, B eKTpoHHOU nepenucke. [louemy? Ilotomy uTo, KOrIa Bel mpocMarpuBaete e-mail, razam
KyJla Ba)kHee POMEXKYTKH Mexk Iy ab3aramu.

VBaxkaeMmsblil aapecar

ButueBarsie nmprBeTCcTBHS, Hacuenue OyMaKHOW KOPPECTIOHICHITNH, YXOIAT B Mpoliioe. Bme-
cro «Dear Mrs. Notley» i «Dear Alma» B 1eJIoBOM MUCbMeE CrOAUTCS TPOCTO «Almax, qaxke eciu
YUYACTHUKH TEPENHCKY He 3HAKOMBI. B OONBIIMHCTBE clly4yaeB 1mocjie UMeHU CTaBUTCs 3ansrtast. Ecim
IIMCbMO HOCHUT CTPOro Oo(pUIMaIbHBIA XapakTep, B XoA HIeT nBoeroure. Buas «Alma:», agpecar
MOHMMAET, YTO ceidvac emy cooOIaT HeUTO BaXHOe, Tormua Kak «Alma,» roBOpHUT O TOM, UTO Jesa
UAYT CBOMM YEpEIOM.

boJabie nucem, MeHbIlle OKOH

OnHO cooOimeHre BieUeT 3a OO0l Jpyroe, MO3TOMY JEKTPOHHBIE TUChbMa OOBIYHO 00be/IH-
HEHBI B 1IeTI0YKH. [TrchMa B 1eNOYKe pacrioioKeHbl B X POHOJIOTMYECKOM TIOPSIIKE: TOCTIeJHee HaXo-
JWTCSI BBEPXY, a TIPeIbIAyIIee — MoJg HUM. YTOObI OTCIIEIUTh pa3BUTHE UJIeH, BaM He HYKHO OTKPbI-
BaTh KaXJI0€ IMUCHMO TIO OT/IEIbHOCTH.

BoJabie nucem, MeHbIe popMabHOCTEH

[Tpu akTMBHOM OOMEHE MMChbMaMU IIPOUCXOIMT JIIOOOTBITHAST BEIllb — COOOIIEHU ST TOCTETIEHHO
cxumarotcs. HoBble rociiaHus Bce MEHbIIe MOX0KHM Ha CAMOCTOSITENIbHBIE ITUChMA. DTO BCEro JIUIIb
MPOIOKEHNE UCXOIHOTO MHUChMA.

[lepepiM nenom umcuesaoT uMmeHa. [lopoil oTmpaBuTE b MCHOIb3YET MHULMAJBI, HO Yalle
He yTpyx)aaet ceOst u 3TuM. Ppassl AenaoTcss Kopode U npoie. Mapkepbl KOHTEKCTa — K TIpUMepy,
Jata v BpeMsl — OfmycKaioTcsl. HeT Hyk/1pl BHOBb U BHOBb MOBTOPSITH BBOIHBIE, KOTOPBIE yKE JaHbI
B IEPBOM MHChMe. Ecn yyacTHUK Teperucku TepsieT HUTh Oecelibl, OH MOKET BEpPHYThCS K Ooliee
PaHHUM COOOIIICHUSIM.
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I/IHTepTeKCT H TrMIEPTEKCT

B ommume or 6ymakHOro IokymeHTa e-mail cymectByerT He B u3omsaimu. CBsizb ¢ Oonee
PaHHMMHU COOOIIEHUSMH MPEBPAIAeT MEKTPOHHOE MHChMO B MHTEPTEKCT, a BJIOKEHHS U CChUIKH
Ha BeO-CalThl MPUAIOT eMy XapakTep runeprekcra. CBOMCTBA MHTEPTEKCTA U THIIEPTEKCTa M30aB-
JISIIOT aBTOPa OT HEOOXOAMMOCTA MHOTOKPATHO TIOBTOPSITH OIHO U TO K€, MIOCKOJIbKY ajipecaT BUAUT
BCI0 HEOOXOIMMYIO0 MH(POPMAIMIO B €JUHOM OKHE.

IIpepBaTh HEeNOYKY

JITMHHBIE TIETTIOYKH TEKTPOHHBIX TICEM UMEIOT HCTOPUIECKYIO IIeHHOCTh. Ho oHM OBICTpO cTa-
HOBSITCS CJIMIIIKOM TsKeJIbIMUA. HacTymaeT MOMEHT, KOrjla UCTOKU JUCKYCCHUU yXke He TaK BaKHbI.
Jlaxxe eciii pedb UJIET O CaMbIX OCTPBIX MpoOJieMax, HUKTO He OyleT BCIOMHMHATH, C Yero BCe Hava-
JIOCh, TIPOKPYYMBasi TEKCT JI0 KOHIA. [TpephIBaiiTe CIIUIIIKOM JJIMHHBIE IIETIOYKH, YTOOBI OHU HE TOP-
Mo3uM padoty. Harummure agpecaty HOBoe MUCbMO. DTO TIOMOKET My OTIEIHTh 3epHa OT TUIeBE
Y TIOCTUYb UCTUHY.

3anouansaem noJje «Tema»

O603HaunTh TEMy B e-mail Tak ke BaXHO, Kak M B OyMaxHOM nucbme. OOBIYHO B TONE
«Subject» yKa3pIBaIOT MpeAMeT, 0 KoTopoMm roBoputcs Huke («May 14 Committee Meeting»).
YToObl 3aMHTPHUTOBATH MOTyYaTeNsi, MOKHO c(pOpMYIMpOBaTh TeMy B Bujie Boripoca («Lumina Going
Public?»), mpokoMMeHTHPOBaTh TO WK HHOE coObITHE («Yesterday’s Security Breach»), mporurtupo-
BaTh npeapiayiee coodmmenue («5-Step Background Checklist») v OTMETUTh aKTYaJIbHOCTD JAaH-
HbIX («Urgent M&A Update»).

WHorna aBTOp X0UeT MOAYEPKHYTh, UTO MOCIAHNE HOCHUT JIMYHBINA XapakTep. B atom ciiyyae o
ykasbiBaeT cBoe ums («From Pres. Wilkins»), nomkHocts («From the VPs Office») wiu ucrnonb3yer
TAWHBIA KOJI, MOHATHBIN afpecary («About Our Project»). I[Tonydatens MoxeT He yTpykaaTh ceOs
(popmynmupoBKoOIi TEMBI — 3a HEro 31O cAenaer kommbioTep: «Re: From the VPs Office».

IIpo6sema ¢ Temoi
Ecnu y agpecara moJtHO jie)1, OH MOXET IMPOCTO He OOpaTUTh BHUMAHKS Ha TEMY.
Hrpsl co cTmiiem

Jlexcuka, cTpoy peu, MyHKTYyaIys 1 KOMIIOHOBKA TEKCTa OMpeessioTcs cTiieM. Yem cTpoxe
COOMIONIAIOTCS TPAAWIIMK OyMaKHOW Tepenucku, TeM Oojiee o(UIMaIbHBIM OyJeT TOH TMHChMA.
JloGaBbTe TOUKY C 3aMATOM, U Ipaayc (POpMaTbHOCTH MoBLICHTCS. [loanuimuTe e-mail HHUITMAIAMH,
¥ ITUCHMO CTaHET MeHee O(pUIMAIBHBIM. Bhlie/ieHrst KypCUBOM MPUIAIOT TEKCTY O(UITMATBLHO-IETI0-
Boii B, OOmiue Thpe JaeT o0patHbii 3(p¢eKT. BrieuaTineHne ot Baiero nmucbmMa 3aBUCHT OT MacChl
BeIleH: CUTHAJIBHBIX CJIOB, CTPYKTYPbI IPEIIOKEHHIA, 3HAKOB MTPENMHAHUS U PACTIONOKEHHSI TEKCTA.
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MoxHo Jau omudarbcsa?

.HIOIII/I YUTAIOT, TMIIYT U OTIPABJIAOT JICKTPOHHBIC ITUCbMa OY€Hb 6bICTpO, 4acCTO Ha XoOy W,
KOHEYHO ke, JeJaloT OMmMOKH. Jlaxke 3aB3sThii MEepEKIMOHUCT MOXKET HaxkaTh KHOMKY «Reply»,
HE MCTPABUB I'PAMMATUYECKYIO OIIMOKY, KOTOpast CIPSATAIach B YETBEPTOM MPEAIOKEHUH C KOHIIA.
He Bcerna momoraer M mpoBepka MPaBOMUCAHUSA. XOTsS CIOy4ailHble OIIMOKM HeKeaaTesbHbI,
OHM He peAKocTh. OTHAKO HECKOHYAEMBII TIOTOK OIMMOOK BBI3BIBAET PA3paKeHUE U TOBOPUT O TOM,
YTO aBTOP JIOJKEH CEPhE3HO NMOPadOTaTh Ha/l CBOMMH IIPOMAXaMH.

IlepeunraiiTe HAaNMUCAHHOE

B muceme, koTOpOE yke MOCTaHO, OMIMOKM OpocaioTcsi B I71a3a cpasy. Kak TonbKo KHOMKa
«Reply» Haxara, BBl MOXeTe MOTIOO0BATHCS CBOMM JETHILIEM BO BCEH Kpace — WM MPOBATUTHCS
CKBO3b 3€MJIIO OT CThIJa 32 [I030PHbIE JIAIIBI.

Korga mMbl cTyunM 1o KJ1aBuiam, TOPOIMSCh OTIPABUTh €-mail, BO3HUKAIOT OJJHU U Te XK€ IpOo-
Oembl. MBI reyaTtaeM CIMIITKOM ObICTPO. MBI UMTaeM CIMIIKOM ObICTpO. MBI TpOBEpsieM CITUIIIKOM
obicTpo. Ham memmaior aucnekcusi, HeynoOHbIe JTUH3bI, YTOMJICHUE, HEIOCHIIT U MOCIIeICTBHS BYepalll-
Hell Beuepunku. M BoT: 0 yxac! Ho no3nHo. Hu rpammaruka, Hu npoBepka opdorpadun yxe He cna-
cyT Hac. [Toesn ymern.

HaBCpHOG, KOFI[a-HI/I6y,Jlb IMOYTOBBIC KJIMCHTBI HAYYATCA IIPHUOCTAHABIMBATL OTIIPABKY IMHMCbMA,
€CJIM aBTOP MCIIBITBIBACT CTPECC WJIM HE BBICHAJICH. A T1I0Ka Ham MNpUAETCA CHpaBIATbCA CBOUMU
cwiiamu. Kak 310 cnenars:

* [IpeKe YeM IPOBEPATh U PEAKTUPOBATh TEKCT, IOMEHSIITE IPUPT: 3TO IOMOXKET BaM YBU-
JETh €r0 CBEKUM B3IJIs1I0M;

* UI3MEHUTE pa3Mep MIpUQTa — C TOM KE LIEJbIO;

* pacrieyaraiTe TeKCT;

* MPOYTHUTE MUCHMO BCIYX: YXO MOMOXET OTJIOBUTH OIMOKH, KOTOPBIE ITPOITYCTUI IJ1a3.

IToTymure Oronnb

I'py6ocTh 1 ockopOneHrs — 31o Tady. [laxe eciu nmoayv4eHHOe MIChMO IPUBEIIO Bac B IPOCTb,
00U/IeNI0 WA BO3MYTHJIO JIO TIIYOUHBI IyIIH, IIOOOPUTE UCKYIIIEHWE IaTh BBIXOJ CBOUM UYYBCTBaM.
Enkue 371ble clioBa peJIKo TOCTUTAIOT LieJu. ECiii Bbl XOTUTE OTOMCTHUTD, OYy/IbTe CIIOKOWHBI U HEBO3-
MYTHMBI. A TIOpoy JOOPOCEpAEUHBIN YUACTIIUBbIA TOH MIOMOTAaeT 3aXBAaTUTh TPOTUBHHUKA BPACIUIOX.
Bl ke He XoTuTe MpOCTBITh HA padboTe ckanaanucrom? He Goiitech cruteTeH, Balm Kojieru pasoe-
PYTCA, YTO K YeMY.

HacrpoeHnue He cipssyenib

SMOIMH OLIYIIATCS B IMCbME Ky/la CHJIbHEE, YeM Bbl Jymaete. Ecim n3o0paxkeHue npoeuu-
pyeTcs Ha 9KpaH, ero pasmep yBennupaercs. To ke caMmoe IPOMCXOAUT C SMOLUAMU — 9KPAH MOHU-
Topa ycuinBaet ux. Hepenko 6e3001aHOe 3aMevyaHye BOCIIPUHUMAETCsl Kak OecriapOHHOE XaMCTBO.
Hocana MoXkeT nokasaTbcsl arpeccueid. Boipaxkasi cBoM 4UyBCTBa B JIEJIOBOM NEPENMCKe, HYKHO 3HAaTh

Mepy.
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Koraa 6e3 Tesaecgona He 000iTHCH

* Eciii Bam HY’KHO BBIPA3UTh CBOE OTHOLIEHUE K MPOUCXOAALIEMY.
* Ecii BaM HYKHO COOOIIUTH TyPHBIE BECTH JIO OTIIPABKU IMHACHMA.
* Eciin nepenucka CamIIKOM 3aTsHYach.

YTo ocTaHeTCs OT 3JEKTPOHHOIO MHChbMa, €CJIH BBIKHHYTh U3 HEro JninHee?
MLIC)II), BbIpaXX€HHAsA NMPEACJIbHO YETKO.
ITopa3uTebHOE HAGMIOAEHNE

JIbBUHYIO JIOMIO JEJIOBBIX MHCEM, KOTOpPbIE OTIPABJICHBI B 3Ty CEKYH/AY, MOXHO COKPATHTh
BJIBOC. A HEKOTOPBIE MOKHO CKATh ellle CHIIbHee, OCOOCHHO eCJIM aBTOP YETKO 3HAET CBOIO 3a/1a4y.

Ecnmu Obl 351eKTpOHHBIE TIFICBMa ObUTH Oo0Jiee JIAKOHUYHBIMU, VX CTAJIO Obl TOPa3[0 MEHBIIIE.
Jliomu mepectany Obl OECKOHEYHO BBISICHATh HEJJOPa3yMEHHUs U BO3BpAIIAThCsA K HEIOCKa3aHHOMY,
a CHJIBI, TIOTpavYeHHbIe Ha ITOT FePKYJIECOB TPy, YIOTpeOUIM Obl HA Ipyrue Mojie3HbIe Aea.

E-mail: 3xoHOMIHYHOCTH NpeXk/ie BCero

OcHoOBa KOHOMHKH — 3TO MPOU3BOJCTBO U MPOJaXa TOBAPOB U YCIyr. Bbl XOoTHTE M3BIECYD
U3 CBOMX JieHeT MakcuMyM. [1oTpaTuTh Kak MOXXHO MEHBIIIe U TIOJIyYUTh KaK MOXHO OoJbiie. Bee 3o
OTHOCHUTCSA U K e-mail. MUHUMYM CJIOB IOMKeH 00eCTieulTh MaKCUMANIbHYIO OTAaqy. DddeKTUBHAS
KOMMYHUKAIIMS TTOX0Ka HA YCHICIITHBIN OM3HEC.
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I'1aBa nepBast
HaunHaem ¢ a30B

IIpocn0a o moaaep:sKKe

Bree,

IIpeameT o0cCyxK/1eHUS

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.

IIpo6aema

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.”

Anamms

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.

IMoarBep:kaeHne 100poi BOJIN
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

NHcTpymMeHTHI

Cpa3zy naiiTe NOHATH, YTO BaM HY’KHA MO/ ePKKa

Ecau Bl Cpa3y CKaXeTE, Y€ro XOTUTEC, BbL 00JIErYUTE KU3HD CBOEMY 6OCC)/I 9TO JACT EMY BO3-
MOXKHOCTb OTBETUTH, HE YHUTaA ITMCbMO OO KOHIIA. Yro?! On OTBETUT, HC BHUKAA B Balll coo6pa>1<e—
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Hus? [Tocsie Toro Kak Bbl NOTPaTUIIA yIMY BPEMEHH, UIla apryMeHThl? Kora Bbl Tak YETKO M JIOTMYHO
U3JIOKWIN UX, HAJESCh IOPA3UTh €0 CBOMM aHAIMTUYECKUM J1apoM?

Pazymeercs, 60cc MOKET IPOCMOTPETH Ballle MMCbMO B TIOMCKaX KOHKPETHOH MH(popMaruy,
MpoYuTaTb €ro BHUMATC/IbHO WUJIN AK€ 3allPpOCUTL AOIOJIHUTE/IBHLIC JaHHBIC. Ho B 6ompImHCTBE
CIIy4aeB eMy IPOCTO XO4eTcsl MoObICTpee y3HaTh Balle MHeHHe. VIMEHHO MOSTOMY Bac HaHSIU
Ha pabory.

HCHOHb3yﬁTe 3aroJIOBKM 1Jid PasMETKN JOKYMEHTA

3aroyioBKM MOMOTAIOT aJipecaTy HalT HyXHYI0 nHpopMarpio. OHU N30aBIISIOT OT HEOOXO/IH-
MOCTU BUMUTBHIBATHCS B KAXKIYIO CTPOUKY. 3a4acTyio y JIIOJeW HET HU MaJIeUIero KeJlaHusl U3ydaThb
JOOKYMEHT moapoOHo. Tak, mo0oi HauyaJIbHUK WIIET KOHKPETHYI0 MH(MOPMAIUIO, YTOOBI MOCKOpee
MPUHATH PELICHUE.

He Bce meTany BaxHBI OMHAKOBO. 3arojIoBKH JIAIOT MOMYYaTelTio OHATh, KAKUe YacTh TeKCTa
MOXHO MPOOeXkaTh I7a3aMH, a Kakhe — IpoYecTb BHUMATebHO. OHM MO3BOJISIIOT €My JeCTBOBATh
Ha COOCTBEHHOE YCMOTPEHHUE, & He TIOMUMHSATHCS BOJIE OTIIPABUTEIS.

3arojioBKu JO0JKHbI OBITh KpPAaTKNUMH

[Mpocrteiimuii 3aronoBoK pe3loMupyeT conepxkanue ad3ana. Ho He 3a0biBaiiTe miaBHOE: 3aro-
JIOBKHU HaIIpaBJIAIOT YTCHUEC, HO HE IOAMEHAIOT TCKCT. Ouu He JOJIZKHBI CTAHOBUTBCSA CIIMIIIKOM IOJIMH-
HbIMU U CJIIO)KHBIMMU.

Kak cTpykTypupoBaTh JOKYMEHT

Ecmu y Bac HeT rotoBbIX 0Opa3lioB, BaM MPUIETCS OMPEAEIUTb CTPYKTYpY
camocrogTenbHo. [logymaiite, Kakue MOMEHTBI HY)KHO OCBETUTb, U PACIHOJIOKUTE
X B JIOTMYECKOH MOC/EeJOBATeIbHOCTA. BblAenIuTh IJIaBHOE OBIBAET HEJNETKO.
K npumepy, eciu Bbl muiere e-mail Kossere, 4yToObl pe3lOMHPOBATh YCTHYIO
JOTOBOPEHHOCTh, HAUHUTE TMepBbIid a03a1] ¢ JaThl Bamend Bcrpeur. Kaxaplil myHKT,
10 KOTOPOMY BbI IIPUIIUIN K COIVIACHIO, U3JIOKUTE OT/EIbHBIM a03aLeM. 3aBepIinTe
IIMCbMO HA ONTUMUCTUYHON HOTe. CO BpeMEeHEM Bbl IPUBBIKHETE U3JIaraTh MBICIU
YETKO U JIOTUYHO U OyeTe JIeNaTh 3TO, He 3aJyMbIBAsCh.

3aroJoBKH JOJIKHBI OBITH 3aMETHEI

3aros0BOK, KOTOPBI CIMBAETCs ¢ TEKCTOM, HE BHIIIONHSAET cBoell (pyHKIMU. Beiensiite 3aro-
JIOBKY >KUPHBIM HIPU(TOM UM KypCUBOM, MCHOJIB3YHTE MOJUYEPKUBAHUE WM MPONKUCHbIE OYKBBI.
Kax npaBuJio, 3aroJloBKM BbIPaBHUBAIOT MO JIEBOMY KPalO WM MO LEHTPY CTPAHULIBL.

VYMeHne n3jaaratb CBOM MBICJIH MICEMEHHO
MOBBINIAET YBEPEHHOCTH B cede

Bam ne HY’XHO BOJIHOBATbCA, OOHECIN JIM Bbl CBOIO MBICIIb O apecarta.
Bui 3HaeTe, yTO BaM 3TO YAaJI0Ch. N 4yto 60CC OTMETHII Balle YMEHUE.
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Bxonammue

IIpencrasbte, uTo B nanke «Bxoasmue» Bl BuauTe 100 HOBBIX NiceM. Bbl OTKpbIBaeTe NMCHMO
C MPOck0O¥ O TOJAEPKKE, HO HE MOKETE B3SITh B TOJIK, YETO XOUET OTIIPABUTED. . . [IOKA HE I0UNTAETe
TEKCT /10 KoHI1a. CKOJIbKO BpeMeHH roTpadeHo 3pst! Eciu Ob1 aBTOp cpasy 0003HaYMIT TEMY, BBl OBI ke
PazéUpaUCh CO CIEAYIONIMM MUCbMOM. BaM ObI He MpHUIILTOCh M3yYaTh TpU ad3ana MOAPs, YTOObI
TIOHSTh, K YeMy OH KJIOHHT. Bbl Obl He mocanoBamu: 3auem st mo uumaio? — v cpasy Hammcaad Obl
OTBeT.
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OTBeT HA IPOCHLOY 0 MOJAEPIKKE
Ray,

IIpeamer o0Cy:KaIeHUS
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.

Konrtekcr

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.

IoarBep:kaeHue 100poil BoOJH
The total cap is definitely the better way to go. Let me know if you need more.
Regards,
Andrei Seligmann
Negotiation Analyst
andreiseligmann@vector.com

NHCcTpyMeEHTHI

Broipa3uTe o100penne WM HeOJ00peHNe CPa3y

Tomy, KTO MOIPOCKJI Bac O MOJIEPKKE, BAXHO OHO — noayuum au o dceaaemoe. He tssHuTE
C OTBETOM, COOOIIUTE 00 STOM Cpa3y.

Eciu BBl YeTko ckakeTe agpecaty, ¢ YeM U TMOYeMy Bbl COIJIACHBI, 3TO TIOMOXET U30exKarh
HeJIopa3yMeHHI B Oy/IyIIeM.

He nmonenurech KpaTKko O6’bHCHI/ITB IMPUYXHBI CBOCTO PEHICHUA — 3TO CACTIACT JUAJIOI KOHCTPYK-
THUBHBIM U ITIOMOXKET BBICTPOUTH CAVHLIC ITPEACTABJICHUA.

HenaiiTe ad3ambl KOPOTKHMU

Kopotkue a63anpl ymoOHB 1uist TpocMoTpa. OHU JIydille CMOTPATCSL HAa SKpaHe MOHUTODA.
Kpome Toro, oHM IMOKa3bIBAIOT, YTO BB IOCTAPAIUCH Pa30UTh COfIepkKaHue JOKYMEHTa Ha HeOOJIbIIIHe
ynoOOBaprMbIe KyCOUKH.

Kopotkwmii a63a1; MOXeT COCTOSITh U3 OHOM (hpa3bl U Aake U3 OJHOTO CJIOBa. B HEM JIOJIKHO
OBITH He OOJIbIIIE TPEX-YeThIPeX MpeIokKeHN. ECiM BBl He YIOKIIIHICH B 3TOT 00beM, pa3deiTe TeKCT
Ha HECKOJILKO a03alleB.

KopoTkue ad3aripl ToOMOraioT ajpecary ¥ aBTOpPY BBIICIUTh KTIOYEeBble MOMEHTHI M C(DOKYCH-
pOBaTI)CH Ha I'JTaBHOM. TeKCT CTAHOBUTCA HpI/IHTHI)IM U1 17143, JOXOOQYUBBIM 1 aKKypaTHI)IM.
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Pacnmouo:xkure 363allbl B IMOPpAAKE 3HAYNMOCTH

[NomHwuTE, YenOoBEK, KOTOPBIN MPOBOAUT MHOTO BPEMEHH 32 KOMITLIOTEPOM, oOpalaeT Oosblie
BHUMMAaHUS Ha HayaJlo JIOKYMEHTa, yeM Ha ero koHell. [lepBoe npeajioxkeHre OH MOKET IPOYEeCTb
[IEJTMKOM, HO OJTMKe K KOHILy OH CKOped Bcero OyleT MpPOCTO BBIXBATBIBATh M3 TEKCTa OT/IC/IbHbIC
cJIoBa. ITO ellle OlHa MPUYMHA pacronaraTb THQOPMAIMIO B TOPSKE 3HAYMMOCTH.

E-mail HaunHAIOT ¢ KT09eBOU MbIcd. OCTalbHON MaTepuall pa3ouBaioT Ha ad3arlbl U yIopsi-
JOYMBAIOT C yYeTOM BaskHOCTU. Kak cka3as MHe ofvH Buue-nipe3uieHT: «Camoe r1aBHoe — repBasi
(paza. Bce ocranbHOE — IPOCTO IETATIM».

O6Jerunte BocnpusATHEe TeXHNYECKOI nHd opmalun — pazoeiiTe ee Ha KyCOUKH

[MpodeccnoHanbHbI KaproH OW3Heca — JIEKCHKA, KOTOPYIO HCHOJBb3YIOT CIEIMATUCTBI, —
MO’ET OTTOJIKHYTh J1ake KOMIIETEHTHOTO 3aMHTEPEeCOBAHHOIO aapecara. [laxe eciii Bbl 3HaeTe 3Ha-
YEeHHUEe TeX WJIM UHBIX CJIOB, KaPrOH BBI3BIBAET OTBpaIlleHHe. A HE3HAKOMbIE TEPMUHBI OKOHYATEIBHO
OTOMBAIOT KeJJaHNue BHUKATh B HAITMCAHHOE.

UroObl HEe OTHYTHYTbH afpecaTa, pa30eiTe TeKCT, N30O0MIYIOIMI CTIeIMAIbHBIMU TEPMUHAMM,
Ha KYCOYKH. DTO MOMOXET COPUEHTHPOBATHCS B HE3HAKOMOW HMH(MOpMAalMH, He 3aXJIeOHYBIIHCH
B IIyYMHE HEBEIOMOTO.

Jlaxxe ecnu monyvaresab He 3HAKOM C MPO(ECCHOHATIBHBIM KaproHOM, HeOosblire ad3albl
Y KOPOTKHE TPEJIOKEHNS] BOCITPUHUMAIOTCS TOPa3/Io MpoIIie.

Bapuantsl

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

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

I approve... Proceed with...

I concur... Go ahead and...

Myku nepa

Meuorre 1podeCCHOHABI TEPSIOTCS, KOrJa HYXKHO HamucaTh e-mail.
[Nepeurciim camble PacCpOCTPaHEHHBIE OIIMOKU:

* 11eJIb IIMCbMa 00O3HAYEHA TOJIBKO B KOHIIE;

* CO3JaHHBIA B CIIEIIKE TEKCT MOJTyYaeTCsl HEPAILTUBBIM U HEBHSATHBIM;

* QBTOP M3JIaraet CyTh JieJia TaK MOJAPOOHO, YTO MBIC/Ib TOHET B MOpE JETaNIeH;

* TEKCT He pa30MT Ha aO3arlbl;

* aBTOP OIMYyCKaeT BaXKHYI0 UH(POPMALIHIO, YTOOBI He HaJesaTh OIMOOK;

* Hy)XHast UH(OPMALKS TTOIAeTCs B HEMPABUIIBHOM MOPSIIKE;

* OIIHM U TE K€ CBEICHHS MOBTOPSIOTCS O3 HYK/IBI;

* aBTOP U30pall HEMOIXOMSIIHIA CTUIb MJIH SA3bIK;

* MUCHMO OTIIPABJIsAETCA O3 PeIaKTUPOBAHKS U IPOBEPKH opdorpacduu.
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3anpoc nacgopmanuu
Etel, Adnan,

IIpeamer o0Cy:KaIeHUS
I need to know the financial projections for out-sourced production
in the coming year.

Onucanune cutTyanmuu
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.

Kondgankr
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.

IoarBep:kaeHne 100poil BoOJH
Please advise.

Regards,

Simone Fath

Associate Information Officer

Vector, Inc.

simonefath@vector.com

NHCcTpyMeHTHI

He o0oitrechr mecronmenus «I»

MsHorwue aBTopbl n30eraT cinoBa «I». VIX mpuy4miy K 3ToMy ellle B IIKOJe, U C TeX MOp OHU
CTapaloTCs MCIOJIb30BaTh €0 KaK MOKHO PEXe.

Ito Gonbinas ommoOka! Ynorpednsts «I» B 1e0BOI MepenucKe — CTaHgapTHAas MPaKTHKA.
3/1€Chb 3TO CJIOBO BIOJIHE YMECTHO.

«I» mesaer TeKCT 600Jiee JTHHAMHAYHBIM

[MpousHocst «I», B 3aHMMaeTe MecTo 3a pyiemM. Ppaza craHOBUTCsA Oojiee BBIpA3UTEIHHON
u sHepruuHoi. CpaBHuTe: «I am processing the orders» u «The orders are currently being processed».

«I» He aeT 3a0bITH MPO BaIIH 3aCJyTH

B OuzHece BakHO 0O03HAYMTH CBOIO 30HY OTBETCTBEHHOCTH. DTO TIO3BOJIUT 3aCTOJIOUTH aBTOP-
cTBO Bammx joctmwxkeHuil. Ecim Bol roBopute: «I am processing the orders», sta pabora — Baia
3aciyra. Eciiu «The orders are currently being processed» — BbI TyT HU TIpU YeM.
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«I» yupouuBa€eT y3bl MEKAY JIOAbMU

Ecmu ectb «I», KOTOpBII MUIIET NMCHMO, 3HAYUT, CYIIECTBYET «yOu», KOTOPBI €r0 YMUTaeT.
Tt MecTouMeHHs1 Hepa3pbiBHBL. ClIoBO «I» HalIOMHUHAET ajipecary, YTo Bbl KOJUIETH, a 3HAYUT, pabo-
Taere Ha o0Iee JEO0.

«I» He HMeeT HUYEro 00IIero ¢ ASroIeHTPU3MOM

[Mopoii aBTOPBI-OMIMHTBBI LJTH Te, KTO BhIpOC 3a nipeenamu CIIA, uzbderaior cioBa «I», 4ToObI
HE MOKa3aThCsl 3aHOCUMBBIMU M CAMOBITIOOIEHHBIMU. HO 3TH omaceHus: HarpacHBI.

Jl1s1 HocuTe s aHIIMICKOTO s13bIKAa BHUMAHKE K JIMYHOCTH O3HAYAET, UTO JIOSIM CIIE/1yeT BO3-
naBath JOkHOE. Eciiu Bbl 3aHMMaeTech KOHKPETHBIM IPOEKTOM, cKaxuTe: «I am working on...»

UYecTHblll paccka3 O CBOMX 3acilyrax Jydile JIO)KHOW CKpoMHOCTU. He crouT npuymeHblaTh
CBOM JIOCTMKEHUSI, HaJesCh, YTO KTO-TO APYroil AACT UM CIIpaBeJIMBYIO OLieHKY. Kak mpasuio,
TaK He ObIBaeT.

Beperure cBoe Bpemsi

Jlyumie norpatuTe NATH MUHYT HAa PENAKTUPOBAHME, YEM IIOHOJITY
HCIIPABJIATD HEJIOpPA3yMEHUS n3-3a HEPALUIABBIX popMyIMpPOBOK
WIM ONpPOMETUMBBIX BbICKa3biBaHWIl. HermpogymaHHoe mucbMO 4acto Tpedyer
A0Jroro 0OMeHa COOOLIEHUSIMH, YTOObI POSICHUTD M UCIIPABUTH TO, YTO CJIEAOBAJIO
[aTh MOHSATH C MEPBOrO pasa.

CeTeBoll STHKET

Wznaraiite nadopmaimio mo-aeaoBoMy, 0e3 JUIMHUX (GopMaibHOCTel. BpeMeHa, Korja Mbl
MIPUBETCTBOBAJIM aJpecaTa, yIOMHUHAs €r0 TUTY.I UJIM 3BaHUE, OCTAJIHCH B TiponioM. Takue 060poTHI,
Kak «in view of the following facts» umm «please allow me to draw your attention to», MompocTty
MOoTePAIN CMBICIL. CGFOIIHH HEHUTCA YMEHHE U3BACHATHCA KOPOTKO U ACHO, IIOTOMY YTO OHO KOHO-
MUT BpeMH.

ITo sTou MNPUYMHE JTy4lI€ HCIIOJIb30BaTh IPOCTHIC CJIOBA U HE 3JIOyHOTpe6JIHTb IBETUCTBIMU
(dpazamu. Bama 1ie1b — He MOKpacoBaThCs Mepe COOeCeTHUKOM, NEMOHCTPUPYS MOIIb CBOETO
uHTeIUTeKTa. He cTouT yrnorpedasaTh U MOJNOAEKHBIH CJIEHT, B TOM YMCJIe COKPAILEHUsT U CIIOBEYKH,
npuHsTHIe 1py oOmmeHnr B CeTu. Bel He MOAPOCTOK, BB — CHIEIUAIMCT, KOTOPBIN 3aHUMAETCS JIEJTIOM,
M03TOMY M3BOJIbTE TIOJIb30BAThCS MPOdeCCHOHATIBHOM JISKCUKOU. 30eraiiTe ’kaproHHbIX 1 OpaHHBIX
CJIOB.

Bamma 3aJa4ya — JOCPKaATbCA IIO6pO)KeJIaTeJII)HO U TOBOPUTL IHPOCTBIM MNOHATHBIM A3BIKOM.
Kak mpaBuIio, Bamn JeyioBoi mapTHEP UCXOAUT U3 TOTO, YTO MMEET JeJO C MPUATHBIM YeJIOBEKOM,
KOTOPBIF OTBeuaeT 3a cBou NocTynku. [locrapaiitech He pa3odapoBarh ero. [Iummre SCHO, YeTKO
U TIO CYIIIECTBY.

Bapuantsi

I need information about... I need to know...
Please provide feedback on... Do you know...
Could you please tell me... I want to know...
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What's the status/update on... Do you have details on...
You might be able to help with... Can I have your opinion...
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OTBeT Ha 3anpoc nH(oOpManun

Andrew, Sandy,

IIpeamer o0Cy:KaIeHUS
Here’s the information you requested on the HSF alloyinvestment.

IlepBblii 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.

Bropoii Bapuant

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.

IoarBep:kaeHue 100poil BoOJH
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

NHCcTpyMeEHTHI

byabre kpaTku

Uurarh JTUHHBINA TEKCT Hagoenaer. OT Hero ycramoT ras3a. B Hem ciioxHO pazooparbes. Cra-
paiitech, 4TOOBI Ballle MMCHMO YMECTUJIOCh Ha SKpaHe HOyTOyKa. Anpecar OLIEHHUT 3TO. A BaM 3TO
MIOMOKET COCPEIOTOYUTHCS HA ITTABHOM.

He 3acraBasiiTe ajpecara NpoOKpyYUBaTh TEKCT

[MpokpyunBanue TpeOyeT JMIIHUX HAKATUH Ha KJIABHIIW, a 3HAYUT, JOTIOJTHUTEILHOTO Bpe-
Menu. He oTripaisiite yimHHBIE TMCbMa 0e3 KpaiiHel HeoOXOAMMOCTH.

Nuoraa 6e3 mpokpyTku He oboiTrch. Ho B GONBIIMHCTBE CIyyaeB OTIPABUTENb COOOMIAET
Maccy HeHYKHBIX TOAPOOHOCTEN, 3aCTaBIsAs aipecara n3ydaTb MH(POPMALHIO, KOTOPasi He OTHOCUTCS
K JIeJTy WIM KOTOPYIO CJIelyeT BBIHECTU BO BJIOKEHHBIN (Dail.
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Pa3oeiire JAJIUHHO€ ITHCbMO0 HA HECKOJIBKO KOPOTKHX

Anpecary ynoOHee mpo4yecTb HECKOJIBKO KOPOTKHX MHCEM TI0 pa3HbIM BOIPOCAM, YeM U3ydaTh
MIPOCTPAHHBIN TEKCT 000 BCEM cpasy. B AIMHHOM MUChbMe TpyAHEE BBIICIHUTH IIAaBHOE — OCHOBHBIC
MBICJI CTAHOBSAITCS MeHee YeTKMMU. KOpOTKHUi1 TEKCT JOXOAUMBEE, & €r0 CTPYKTYpa MpolLIe.

He yray6asiiitech B HCTOPHUIO

E-mail TpebyeT TaKOHUIHOCTH, TOITOMY OTPAaHMUBTECh CAMBIMU HEOOXOAMMBIMH CBEICHUSIMHU.
Hcropuio Boripoca U3JI0KUTE BO BIOKEHHOM (paide.

CuibHble MHPa C€ro HEMHOI'0CJIOBHbBI

Bo MHOrux koMIanusx IMPOCJICIKUBACTCA 061ua51 TCHACHLM A YEM BBIIIE JOJKHOCThL OTIIPpaBU-
TeJisl, TeM Kopode ero muchbMa. Paszymeercs, ectb nHgpopmais, 6e3 KOTOpoil He 00OWTHCh, YTOOBI
U3JIOKHTH CyTh jena. Ho 3auacTtyio muchMa M300MITyIOT JTMIIHUMH 1oapoOHocTsIMU. [TomHuMTE: TOT,
KTO YBEpEeH B CBOEH MpaBoTe U 00JIeUEH BIACTHIO, HE PA3KEeBbIBAET KaXYIO0 MbICIIb.

He numute 060 BceM moapsi

Bynpre ocMoTputesnibhbl! B Kax a0 KoMIaHUH ecTh KoH(uIeHIMabHas nadopmarms. Oome-
HUBATbCS €10 B IMCbMEHHOM BUJIE MOKHO TOJIBKO C pa3pellieHUs I0pUAMYECKOro OTAEa.

[NonoGHble Belmy kKenaTesibHO 00CyXJaTh N0 TeJaedoHy, a elle Jydllle Py JMIHON BCTpeye.
EnBa 1 BBl cMOKeTe MPOKOHTPOIMPOBATh, KTO Oy/IeT YUTATh Ballle THUCHMO.

Bxonammue

T'oBopur Gocc. ..

* YT0 mpITaeTCs CKa3aTh ITOT YEJIOBEK ?

* [Touemy HeJb3s1 HAHUMATh TEX, KTO YMEET BbIPAXKAThCsl BHATHO?

* [Touemy OHUM He MOJIB3YIOTCS IPOBEPKOM oporpadumn?

» [1a6no Bpone Obl YMHBII TApeHb, TIOYEMY OH HE MOKET CBSI3aTh ABYX CJIOB?

* 4 cuuTan, yTo Dnb3a — JyUIIUI KaHIUJAT Ha 3TY JOJDKHOCTh, HO, IIPOYUTAB €€ OITyC, IPH-
3agyMa’cs.

* Hayio 1 noBbIILIaTh YeaoBeKa, KOTOPbI MUIIET TaKUe YKacHble TUchMa?

* K sTOMYy nucbMy 51 BEpHYCh [T03]IHEE, ceiiuac y MEHsI HET BPEMEHH B 9TOM pa30MpaThCsl.

* [ToueMy HUKTO HE yMeEeT peJaKTUPOBATh HAITUCAaHHOE?

CoBet

Campble pa3HbIe JIIOAW YacTo JIOMYCKAIOT OOHY U Ty ke omHOKy. OHU JyMaloT, YTO IJTMHHBIC
(pasbl U BUTHEBATHIN CIIOT — TIOKa3aTesid 00pa30BaHHOCTU U mpodeccronanmu3Ma. He 3ps ke oHU
MOTpaTWIIM Ha oOyuyeHue yiiMmy jeHer. OHM Tak CTapaauch 0O0OraTUTh CBOU cioBapb. OHM YCHEIIHO
nponui TecThl, — SAT!, a Bo3moxHo 1 GMAT?. OHU 3aHUMAJIMCh TI0 HOYaM, BMECTO TOTO YTOOBI

1 "
SAT - craHgapTU3NPOBAHHBIN TECT JUIs IprUeMa B BhicIIve yueOHble 3aBeaenus B CIIIA.

2 GMAT - TECT, KOTOPHIA CHAeTCs TSl HOCTYIUICHHSI B MEK JyHApOHbIe OM3HEC-IIKOJBL.
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pasBiekarbcst. OHU TPYAWIMCH He ToKIaAas pyK. OHU TPbI3IM IPAHUT HayKU. A B KHUTaX, KOTOpbIe
OHU YUTAJIU, BCErJla BCTPEYAIUCH JUIMHHBIE CJIOBA U CIIOKHBIE TIPEJIOKEHUS.

HagepHsika yMHOMY 0Opa30BaHHOMY Ye€JIOBEKY MOJ00AET UCIIOIB30BaTh IMEHHO TAKOH CTHUIIb.

Aro rirydoyvaiiiiee 3a0mysxaeHue. [IMHHBIE ClIOBA U CIIOKHBIE TIPE/JIOKEHUS] YMECTHHI B y4eO-
HUKaX WM OYMaXXHBIX MUChbMaX, HO HE B IEKTPOHHOU mouTe. KHUTY MUIITYTCS /1711 pa3MbIILICHUH,
a (pyHKITUSA JIEJIOBOM MIepernucKy — OBICTPBIA OOMEH JIaHHBIMU. B 1mepBoM citydae Bbl pa3MBbIIILIsSeTe
HaJ1 MPOYUTAHHBIM, BO BTOPOM — MOAEP)KUBAETE TUAJIOT.

JITMHHBIE 3aryTaHHbIE MPEIOKEeHUsT M HETIOHSITHBIE TEPMUHBI He 00JierdaioT ooMeH nH(Op-
Maryeid. BMecTo Toro 4roObl yCKOPUTD MPOLIECC, OHA TOPMO3SAT €ro.

Hexoropble o1 UCONB3YIOT CI0BA, HE 3Hasi MX TOYHOTO 3HAYEeHU 1. 3a4acTylo TAKOU YeI0BeK
naxe He Jaet cebe Tpyaa 3amissHyTh B CJIOBapb, — OH MPOCTO BCTaBJISIET MPUIISIHYBIIEECS CIIOBLIO
B e-mail u ynoBaer Ha jyuiiee. Vn u3naraeT CBOM MBIC/IM TSDKEJIBIMUA 3allyTaHHBIMU (ppa3amu.
Emy kaxercs, 9To, BRIpakasich KHUKHBIM SI3bIKOM, OH Oy/IeT BHIIJISAECTh YMHEe.

Berpeuatotest v Te, KTO BIAACIOT SI3BIKOM BUPTYO3HO: OHM WTPAIOYM COCTABJISIIOT CIIOKHBIE
CUHTAaKCUYECKHe KOHCTPYKIIMM U 3HAIOT MHOKECTBO 3BYUHBIX peAKUX cjoB. Hepeako Takue smonu
UCTIONB3YIOT CBOM YMEHHUSsI, YTOObI OJIECHYTh HAYMTAHHOCTBIO M 0OPa30BaHHOCTHIO, JJaXe €CIIM Jora-
JBIBAIOTCS, YTO afpecar He MOWMET HAIMMCAHHOTO. JTO OOBIYHBIE XBACTYHBI, KOTOPBIE 000KAIOT ITyC-
KaTh MbUIb B I71a3a.

006a nozxona HenmpoayKTUBHBL. CII0Ba U MIPEJIOKSHUS MPeTHA3HAYCHBI JIJIS1 BBIPAKSHHUS MbIC-
Jieil. DTO He TUIATMHOBBIE Yachl, KOTOPHIMM MOXHO TOXBAJIUTLCS Tepen Apy3bsimu. Eciu ciioBa
HE BIUCHIBAIOTCSI B KOHTEKCT, OHU HE MMEIOT CMbIC/IA. B [1e10BOii nepernucKke 1eHUTCsl SICHOCTb,
a He JuTeparypHbiid cTuiib. [Topoil IIMHHBIE CIOBA W CIOXKHBIE TIPEJIOKEHUs] YMECTHbI, HO TaKue
Ccllyyayd HeyacThl.
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KoHen 03HakoMuUTEJIbHOT0 (pparmMeHra.

Texkcr npenocrasieH OO0 «JIutPec».

[IpounTaiiTe 3Ty KHUTY LIEJIMKOM, KYIMB IIOJHYIO JIEraJbHYIO Bepcuio Ha JlutPec.

BesomnacHo onnatuTh KHUTY MOKHO OaHKOBCKOM Kaprtoit Visa, MasterCard, Maestro, co cuera
MOOWIIBHOTO TenepoHa, C TUIaTeKHOro tepMuHana, B catone MTC wm Cesi3Hoii, yepes PayPal,
WebMoney, fAunekc.densru, QIWI Komesnek, 60HyCHbIME KapTaMu WX APYTUM YIOOHBIM Bam crio-
COOOM.
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