LEGAL ENGLISH
FOR COLLEGES

AH

ICKIW SI3BIK

TIJ1S1 FOPUCTOB:

CPEOHEE
[TPOPECCIIOHAJIBHOE
OBbPA3OBAHUE

OPEHBYPT - 2014
OM MITOA, 2014



YOK 81 (07)
BBK 81 (AHra) g73
IT 57

PekoMeHI0OBaHO peAaKIIMOHHO-U3JaTEABCKIM COBETOM
OpeHOyprckoro MHCTUTYTa (puarana)
MoOCKOBCKOTI'0 roCcyZ1IapCTBEHHOTO IOPHUANYECKOI0 YHUBEPCUTETA
umeHu O.E. Kyraduna (MT'HOA)

ITIonmoB E.B. Legal English for colleges: AHrauickuii s3bIK OASI IOPHU-
cToB / YuebHOe mmocobue IAs VIpeKOEeHUH cpeaHero IIpodpeCCUOHAAb-
HOro obpaszoBaHud.- OpeHOypr: OpeHOYPrcKuii HHCTUTYT (puAHal)
MOCKOBCKOTO IrOoCyZIapCTBEHHOIO IOPUANYECKOTO0 YHUBEPCUTETA UMEHU
O.E. Kyraduna (MI'TOA), 2014.- 83 c.

YuyebHOe mocobue mpenHa3zHAYaeTCd A CTYAEHTOB IOPUAUYECKHUX CIIEIIHAABHO-
creti, ypoBeHb moaroroBku: CIIO. lleap yuebGHOro mocobOusi — ITOCA€IOBaATEABHOE
H3y4YeHUEe IIPaBOBOM AEKCHKH Ha OCHOBe 00pa30BaTEABHBIX TEKCTOB, aIaIlTHPO-
BaHHBIX A YUAIIUXCS YYPEKAEHUN CpeaHEro rpodeCcCHoHaABHOTO 00pa30BaHUs.

YK 81 (07)
BBK 81 (AHra) a73

© E.B.Ilomos, 2014

O MTTOA, 2014



CONTENTS

Introduction. - TIPEAUCAOBHE ......cvvviriiiiiiiiiiiiiiiniiieiieieenanas 4
Unit 1. Legal Profession: Lawyers and Paralegals. — [Ipo-
deccust IOPUCTA U ITIOMOUTHUKA FIOPUCTA «ueuenenennnnnenenennnes 6
Text. Legal Profession. - FOPHUCTBI ....ocvvviiiiiiiiiiiiiniiennnnn.. 7
Text. General Functions of a Lawyer. - Kpyr ob6s13aHHOC-
g% I 70] o) % (o4 k- HENU NSO 11
Text. Paralegal Duties — What Does a Paralegal Do? - Cay-
*KeOHbIe 00I3aHHOCTH ITOMOIITHUKA IOPUCTA ...vvevenennnnnnns) 15
Unit 2. Client-Lawyer Relationship. - BzaumooTHoeHuda
FOPUCTA C KATEHTOM ..uuutnntentennenneantantententeaeennenneaneaneaneeenn 20
Text. Fiduciary Duty. - O6g93aHHOCTb JOBEpEeHHOTO AULIA ... 21
Text. Lawyer-Client Privilege. - AnBokaTckas TaiiHa .......... 25

Text. Confidentiality and Client Information. - Koudunen-
ITUAaABHOCTh U UH(OpMallls, IIpeaocTaBAseMas KANEeH-
610 )., P 28
Unit 3. Business Communication: Client Interviewing. -
[IpodeccroHaarHOE OOILIEHUE: ITPOBEeHUE Oeceabl C

120002 (532 4 40V A PN 33
Text. Lawyer-Client Interview. — [leaoBasg BcTpeda IOpucTa

(o 21N % (5] 2 N 0) Y S P 34
Text. Strategies for Effective Interviews (1) — MeToauka

IpoBeAeHUsT cO0eCeMOBAHUS (1) «.ovvvvrininininiiiiiiiiienenen. 37
Text. Strategies for Effective Interviews (2) - Metoauka

TIPOBEAEHUST COOECEMOBAHM (2) vvvrvrririniniinininnnnenenenenanns 41

Unit 4. Business Communication: Correspondence. -

[IpodpeccuoHaabHOE OOIIIEHUE: AeAOBad IEepPENUcKa ...... 47
Text. Golden Rules of Business Correspondence. — «3oA0-

ThIE€ IIPABUAA» JEAOBOMU IIEPEIIHMCKH ..euvrnennennenennennrneanennnne. 48
Text. Writing a Business Letter in English. - Hanucaunue

JEAOBOTO MHUCHhMAa Ha QHTAUUCKOM SH3BIKE ...cvnvnrrenrnennnnnns 352
Text. Types of Legal Correspondence. — [Ipumepsl mesoBo

18 (5] 053005 (01207 Bh0] 0) 7 (o1 1= N PP S7

Unit 5. Legal Instruments. - IOpuagnyeckue 1OKyMEHTEHI ... 67
Text. Types of Legal Documents. — Buapbl :opuandecKux

JIOKYMEHTOB . ..tenuttenntetnntennteaneteaneeeantaneneentenenneneeneaeenenns 68
Text. How to Prepare a Legal Document. — Kak noaroro-
BUTBH IOPUAUIECKUH JOKYMEHT ..eouuennenneenneennenneanenenennnns 72

Text. Structure and Content of a Business Contract. -
CTpyKTypa U colepzKaHUe TEKCTa JoroBopa B cdepe
()7} 2 (o or- NPT 75

OU MITOA, 2014



[IpeogucaoBue

Y4yebHOe mocobue mpemHasHaYaeTCs OAS CTYAECHTOB IOPUANYECKHUX
crierinasbHocTed, ypoBeHb noaroroBku: CITO. Ileabr yuebHOrO rocobust
— IIOCAeIOBaTeAbHOE H3Yy4YeHHE IMPaBOBOM AEKCHUKH Ha OCHOBe obOpaso-
BaTE€ABHBIX TEKCTOB, OOBEAHMHEHHBIX B IIITH TEMATHYECKUX OAOKOB,
KasKIbIF U3 KOTOPBIX PACCYUTAH Ha IIPOXOXkKaeHHe B TeueHue 10 yacoB
MIPAKTHYECKUX 3aHATHH U BKAIOYAET B Cels CAeIyIolIve BUOLI 3aa-
HUH:

BBIVUWUTE ciioBa u BbIpakeHM:. -> 3adaHue Bvinoansemcs 00

NnpoumeHust meKcmog COOMmeemcmeyruie20 memamuuecKozo
boKa.

v« ITIPOCMOTPUTE TekcT. -> 3adaHue npednosazaem umeHue,
- nepesoo u noOpobHoe usyueHue 0CHO8HO20 MmeKCcmd.

CJIIOBA u3 Tekcra. -> Aekcuueckuii MUHUMYM, KOMOPbLU No-

@ Mozaem Yceoumb COOepIKAHUE memamuueckozo0 mekcma; 6

cCaOMOM meKcme 8ce 9mu C108a NOoOUepKHYymMbulL U 8bloesieHbl
KYpcusom.

SABEPIHINTE xaxxnoe 13 HadaTbIX ITPeYIOKEeHNII. -> 3adaHue

Ha nouck u obobuieHue UuH@POPMAUUU, U3/IOXKEHHOU 8 memda-
muuecKkom mekKcme.

YCTAHOBWUTE cooTBeTcTBUE. -> 3adaHue npeonosiazaem

OUEHKY coomeemcmaust NPeosOIEHU COOePIAHUID USYUEH-

HO20 Mamepuaia; ecau ymeeprkoeHue cooepkum ouwubky, mo He-

06xX00UMO 8HecmuU coomeemcmayrouiue UsMeHeHUsL U 0amb eepHbLil
8apuUAHM NPeOJIONKEHUSL.

COBMECTWUTE ciioBa n BelpaXxeHud. -> 3adaHue HA NOuck
CUHOHUMO8 K CI080AM U3 NPOUUMAHHO20 MeKcma.

OTBETDBTE na Bompocel. -> Bonpocel K paHee npouumaHHomy
mexcmy npeonosazarom 8ocnpousgedeHue U 3aKpenjieHue

UHgopmayuu, cooepxauieticss 8 aMmom mekKcme.

KJIFOUEBBIE CJIOBA. -> CmydeHnmam Heobxooumo ynompe-
6umb YKasaHHble C/I08A 8 CAMOCMOSIMENbHO COCMABAEHHBLX
NPeONIOIKEHUSIX, UCNONBb3YSL MAMEPUAL 8CE20 MEeMAMUUECKO20

(@ VIOPAXKHEHME. -> 3adanue Ha nepesod aymeHmuuHbLX
Ko
I

merxKcmos ropuduuecmoﬁ HClTlpClGJleHHOCTI’Lu.
-
B
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6i0Ka; 0aHHoe 3a0aHue pekomeHoyemcesi couemams C¢ pabomoil 8
2pynne no ycmHomy nepesooy Ha PYCCKUU 513blK NPEeOSIONKEHUU, COo-
cmagieHHbIX KaXO0blmM U3 cmyoeHmos.

%}%@% ITOAOTOTOBBTE Ha aHIIMIICKOM S3BbIKe COOOIIIeHMe II0 TeMe

MOIyJId. -> 3adaHue npednosazaem 6blCmynieHue KaxkKo0020
cmyoexHma ¢ obobuwiarouum 0oK1a00M NO NPOUOeHHOU meme C
onopotl Ha peKomeHOyemble NYHKMbL NIIAHA.
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Unit 1. Legal Profession: Lawyers and Paralegals

II0JIb30BaHbl B TeKcTax Ha TeMmy «Legal profession: lawyers
and paralegals».

E 1.1. BBIVUWUTE ciioBa u BbIpa’keHWUs, KOTOpble OyOyT vic-

court /ko:(nt/ - cym; 3aA cyna; cymebHoe 3acemaHue; cyaebHasa MHCTaH-
LIMSI

court case /ko:(rt keis/ = case - cymebHOe meAo, romaeskalye cyaebHo-
MY PACCMOTPEHUIO OEAO UAU UCK

justice /'dzastis/ — cripaBeIAMBOCTD, ITPABOCYANE, 3aKOHHOCTD; CYIbs
law office /Io: 'nfis/ - Topuauyeckas pupma, aaBOKaTCKas KOHTopa

lawyer /lo:ja(r)/ - I0PUCT; agBOKAaT; KOHCYABTAHT II0 BOIIpOocaM IIpaBa,
IOPUCKOHCYABT
file /fa1ll — meao, mocke, mTamnka; MOAIIUTHIE JOKYMEHTBI, IIOAIIINBKA, ap-

XUB, KapTOTeKa; COBOKYIIHOCTH MAHHBIX; IIofladya MOKyMEHTa B
Hagaekalllee yIpexKaeHue

legal advice /li:g(d)l ad'vais/ - KOHCyAbTallMd IOPUCTA, IOPUAUYECKAS
KOHCYABbTAIIMS, IOpUANYECKasl TIOMOIIlb, COBET IOPUCTA

legal document /li:.g(a)l 'dokjumant/ = legal instrument /li:g(a)! 'Instrumant/
- IOPpUANYECKUN JOKYMEHT, IIPaBOBOY MHCTPYMEHT

legal proceedings /li:g(d)l pro'si:dinz/ — CymomIpou3BOACTBO, IIPOIIECCY-
aAbHbIE MEHCTBUdA, cyAebHOe pa3zdbupaTeAbCTBO, PACCMOTPEHHE Ode-
Aa B cyne

legal representative /lig(e)l repri'zentetiv/ - 3aKOHHBIN HpPEACTABUTEAD,
IOPUANYECKUN ITPEeaCTaBUTEAD
legal research /li:g(d)l rr's3:(r)tf/ - U3yyeHUE 3aKOHOOATEABCTBA U ITPaBO-

IPUMEHUTEAPHONU MPaKTHUKU, UCCAEIOBAHHUS IIOAOKEHUM 3aKOHA,
CyaeOHBIX pelIeHUuH U MpeleeHTOB

legal service /li:g(d)l 's3:(r)vis/ - IpemocTaBA€HUE IOPUIUUECKON ITOMO-
IITH, IOpUaAUYecKasl CAyKba; ropuaudeckast upma

on behalf of the client /on br'ha:f av di 'klatent/ - B uHTEpEecax KAHMEHTA,
OT UMEHHU JIOBEPUTEAS

paralegal /peera'li:g(s)l/ - TOMOLIHUK IO ITPABOBBIM BOIIPOCAM, ITOMOIII-

HHUK IOPHCTA; AMIIO, OTHOCHIIEECd K CPEAHEMY IOPHUIUYECKOMY
IIEPCOHAAY, IBASIOIIEECS IPUANIECKUM PabOTHUKOM 6e3 guraoma
IOPUCTA; CPEAHUMN IOPUANYIECKUN IIEPCOHAA

OU MITOA, 2014



to advise a client /ad'vaiz s 'klatant/ = to give legal advice to a client /giv

li:g(e)l ad'vais tu o 'klazent/ - KOHCYABTHPOBATh KAUEHTA, IIPEOOCTAB-
ASITH FOPUANYECKYIO KOHCYABTAIIUIO JOBEPUTEAIO

to file /fa1l/ - perucrTpupoBaTh JOKYMEHTHI; 0OpaIaThCs (C 3asIBA€HUEM,
IIponieHueM), roffaBaTh KaKOM-A. JOKYMEHT

to practice law /'praektis 0./ - 3aHUMAaTBECA aABOKATCKOU ITPAKTUKOMU

to investigate /in'vestigert/ — paccaemoBaTh; U3ydaThb (BOIIPOC); IIOAY-
JyaTh CBEAECHHS; pacCMaTPUBATh (ZEAO)

to represent /reprizent/ - ObBITH IIpencCTaBUTEAEM, MHPEACTABAATEL (Ka-
KO€-A. AUII0 AU OpraHU3allHio)

trial lawyer /traial 'lo;ja(r)/ - agBoKaT, BBICTYHAIOLIUN B Cy[e IEpPBOM

MHCTAHIIUH; IOPHUCT, CIEIHaAUu3UPYIOUIUNCA Ha IIpeACTaBACHUU
[eAa B Cyae

3HAKOMbIE€ CJIOBA, KOTOpPbIe 3aTPYOHSIOT IIOHVIMaHMe 3TOrO
TekcTa. IIOATOTOBDBTE niepeBos1 TekcTa Ha PYyCCKUI SA3bIK U
KOHTPOJIbHOE UTeHVe TeKCTa Ha aHIJINVICKOM SI3bIKe.

o 1.2. IIPOCMOTPWTE TexcT, BHIINIINUTE B CBOV CJIOBAPUK He-
<)
4

Legal Profession

1. Lawyer is a person whose profession is to advise clients as to
legal rights and obligations and to represent clients in legal
proceedings. A lawyer applies the law to specific cases. He
investigates the facts and the evidence by conferring with his client
and reviewing documents, and he prepares and files the pleadings in
court. At the trial a lawyer introduces evidence, interrogates
witnesses, and argues questions of law and fact. If he does not win
the case, he may seek a new trial or relief in an appellate court.

2. A lawyer, as a member of the legal profession, is a representa-
tive of clients, an officer of the legal system, and a public citizen hav-
ing special responsibility for the quality of justice.

3. As a representative of clients, a lawyer performs various
functions. As advisor, a lawyer instructs a client in his legal rights
and obligations and explains their practical implications. As advocate,
a lawyer zealously asserts the client’s position under the rules of the
adversary system. As negotiator, a lawyer seeks a result advanta-
geous to the client but consistent with requirements of honest deal-
ings with others. As evaluator, a lawyer acts by examining a client’s
legal affairs and reporting about them to the client or to others.

4. As an officer of the legal system, a lawyer in all his profes-
sional functions should be competent, prompt and diligent. A lawyer
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should use the law's procedures only for legitimate purposes and not
to damage others. A lawyer should demonstrate respect for the legal
system and for those who serve it, including judges, other lawyers
and public officials. In addition, lawyers have a responsibility to keep
information about their clients confidential as part of the client-lawyer
relationship.

5. As a public citizen, a lawyer should seek improvement of the
law, access to the legal system, the administration of justice and the
quality of service rendered by the legal profession. In addition, a law-
yer should further the public’s understanding of and confidence in the
rule of law and the justice system because legal institutions in a con-
stitutional democracy depend on popular participation and support to
maintain their authority.

6. The role of lawyer, of course, will vary from one legal system to
another. But some general characteristics can be identified. Lawyers
bring the law to non-lawyers by advising clients and by drafting legal
documents on their behalf. Lawyers make the system of justice work.
Lawyers also play an important role in law making. Many lawyers
serve in parliaments and often lawyers are called upon to advise
parliaments on the details of new laws.

7. Lawyers obviously play different roles depending on their place
in the legal profession and the nature of their law practice or activity.
Judges and prosecutors have fundamentally different roles from those
of private lawyers. Criminal defense lawyers have some special
responsibilities and duties; in-house counsels have their own
functions; lawyers for government agencies serve somewhat different
interests than do private lawyers.

CJIOBA m13 Tekcra:
evidence — mokasaTeAbCTBa, (PaKTUUECKUE MaHHBbIE, BEIIIECT-

BEHHOE M0Ka3aTeAbCTBO

confer with - coBeToBaTbcsd c

pleadings - cocra3aTeAabHblEe OymMardu, IIpollecCyasbHbIE AEeHCTBUS CTO-
POH, OOMEH CoCTsS3aTeABHBIMU OyMaramMu

interrogate witnesses - gonpalinnuBaTh CBUAETEAEH

seek — mobuBaThcd, TpebOBaATH

relief - cpencTBo cymebHOI 3aIMTBI, yAOBAETBOpPEHUE TpeboBaHUd,
cMdardyeHue, ocaabaeHue

public citizen — moOGpPOTIOPSAOYHBIN KUTEAb, JOOPOIOPAIOYHBIN IIpeI-
CTaBUTEAL ODIIlECTBA

rights and obligations - mpaBa u 00s13aHHOCTH

implications - mocaeaCTBUsA

zealously - ycepaHo

assert — mokasbpIBaTh, OTCTAUBATD, YTBEPXKIAATD, 3alIHUIIATH

adversary system - cucTemMa CoCTs3aTeABHOCTH (B Ccyze)
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advantageous — BbBITOAHBIN, IPEAIIOUYTUTEABHbBIHN

negotiator - y4aCTHUK II€PETOBOPOB, IIOCPEIHUK

consistent with — coorBeTcTByOIINH, HENPOTUBOPEUYUBHIH, coobOpa3s-
HBbIM

honest dealings — yecTHbIE J€AOBbIE OTHOIIIEHHUS

evaluator - 3KCIepT MO OLIEHKE (CAOKUBIIIENUCS CUTyalllH)

legal affairs - ropuauyeckue BOIpoChl, IOPUANIECKUE AEAA

should — noAxxeH, caenyet

prompt and diligent - mpoBOpPHEIN U cTapaTeAbHBIN

legitimate purpose - 3aKoOHHad IIeAb

damage - TPUYUHATH Bpe

judge - cyaps

public official - rocymapcTBeHHBIN YMHOBHUK

confidential — cekKpeTHBIH, HE TTOAAEXKAIITUN OTAQIIIEHUIO

client-lawyer relationship - oTHoIIeHUS IOPUCT-KAUEHT

improvement — coBepIIeHCTBOBaHUE, VAYYIIIEHHUE

access to - IOCTYII K, BO3MOKHOCTE OOpaIlieHus B

administration of justice - obecrieyeHue ITpaBOIIOPAAKA, OCYILIECTBAE-
HUE IIPaBOCYIUS

further — comeiicTBoBaThH, CIIOCOOCTBOBATH

confidence — foBepue, yBEpEHHOCTD

rule of law - BepxXoBeHCTBO 3aKOHa, PaBEHCTBO II€pe 3aKOHOM, IIPHUH-
ITMII TOCIIOZICTBA IIpaBa

popular participation - ygyacTue HaceA€HUSs

vary — pa3aundaTrbCs, OTAUYATHCS

bring the law to non-lawyers — HOHOCHUTH CMBICA ITPABOBBIX HOPM [0
oObIBaTeAe

law making — mpaBOTBOpPYECTBO, CO3JaHUE 3aKOHOB

called upon - nmpuraacuth BbICKa3aTbCd, IPUBAEYD

prosecutor — IIPOKypop, OOBUHUTEAD

criminal defense lawyer — agBokaT 110 yTOAOBHBIM J€AaM

in-house counsel — MITAaTHBIH IOPUCKOHCYALT OpPTaHU3AIIUU, PAOOTHHUK
IOPUIUYECKOTO OT/IeAa OPraHU3aIluHU

somewhat — oT9yacTH, B HEKOTOPOM CTEIeHHU

1.3. SABEPIIIUTE kaxmoe M3 HayaTbIX IIPeJIOKEHWUI, OIIN-
pasdch Ha copep’KaHue IIPOYMUTAHHOIO TeKCTa, M IlepeBeauTe
I10JIY YMBIIIVIECS IIPEIJIOKEeHVISL.

. A lawyer is ...

. A lawyer may ...

. A lawyer should ...
. Lawyers have ...

. Lawyers play ...

. Lawyers serve ...

DU b~ WN -
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1.4. YCTAHOBWTE, cOOTBETCTBYIOT JIV IaHHbBIE YTBEPIKICeHIs
COOep KaHUIO IIPOYMTAHHOIO TeKCTa, eCIu YTBepXIOeHwne
BEPHO, UCIIpaBbTe ero:

1. As negotiator, a lawyer seeks a result advantageous solely to the
client even if it violates legal or moral norms.

2. Clients should keep information about their lawyers confidential as
part of the client-lawyer relationship.

3. If a lawyer wins the case, he may seek a new trial in an appellate
court.

4. Judges, criminal defense lawyers and prosecutors have actually the
same functions.

5. Lawyer is a person who may represent clients in a court of law.

6. Lawyers apply the law in their practice but they are unauthorized
to participate in law making.

7. Lawyers make the system of justice work.

8. Lawyers should use the legal procedures only for legitimate pur-
poses.

9. The role of lawyer is completely the same in all legal systems.

BBICKAJKWTE CBOE OTHOIIIEHUE, UCIIOAB3YS CAEAYIOIIME PA3rOBOPHbBIE
BBIPAKEHUS:

COITIACHE

all correct - Bc€ mpaBUABHO

I fully agree with the statement ... because ... - 4 ToAHOCTBIO coraaceH
C YTBEPKIAEHUEM ...., TaK KaK ...

that’s true = true enough — aTo nmpaBaa; BepHO

without question = for sure = certainly = surely — BHe coMmHeHuUs1; 6e3-
YCAOBHO; KOHEYHO

Yes, indeed. - HecomueHHO!
HECOIJIACHE

I doubt ... = I have my doubts about ... = I'm not so sure ... - y MeHs
€CTh COMHEHHUA ...; I HE YBEPEH, YTO ...

I disagree - 9 nymaio uHade; 94 HE COTAaCeH

it’s wrong — He TakK; He BEPHO

the statement is inaccurate — 3To yTBepKaeHNE HEBEPHO
COIIYTCTBVYIOHIVE ®PA3bBI

according to the text ... - coraacHO TeKCTYy ...

as [ see it - Kak MHe 5TO IpeaCTaBAIETCS

frankly speaking - oTKpoBEHHO TrOBOPSI

from my personal point of view - ¢ Mmoe# TOUYKHU 3peHUs

[ am convinced that ... - g ybexkneH, 4To ...

[ reckon that ... - gymaro, 4ToO ...

in my opinion - IO MOEMYy MHEHHIO; Ha MOM B3TAAL
10
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taking into account - ¢ yuétom; mpuHUMAasi BO BHUMaHHE
to my mind - Ha Mo# B3rasng
what I want to say is that ... — To 4T0 g X041y CcKa3aTp, TakK 3TO ...

1.5. COBMECTUTE cjioBa  BbIpaXXeHMs CO CXOOHBIM 3Haue-
HMEeM B JIEBOVI U1 IIPpaBOV KOJIOHKAX:

advisor agent

client concern

court consultant

function customer

in-house counsel duty

interest fairness

justice judicial body

law legal norms

lawyer legal profession member

obligation occupation

profession role

representative salaried lawyer
1.6. OTBETDBTE Ha Bompockl K HpOYUTaHHOMY TEKCTY U Oyab-

Te TOTOBBI IIePEeBeCTV OTBeTHI IPYIVIX CTYAeHTOB Ha 3T Xe BO-

IIPOCBHL

1. What do lawyers investigate?

2. What do the duties and functions of lawyers depend on?

3. What does a lawyer apply in his practice?

4. What does a lawyer do at the trial?

5. What does the value of legal institutions in a constitutional democ-
racy depend on?

6. What should a lawyer do as a public citizen?

7. What should a lawyer do as negotiator?

8. Whom do lawyers give legal advice to?

9. Whom does a lawyer represent as a member of the legal profession?

10. Whom should a lawyer demonstrate respect for?

3HAKOMbIE€ CJIOBa, KOTOpbIe 3aTPyAHSIOT MOHVMAaHMe 3TOr0
TtekcTa. IIOATOTOBBTE nepeson, TekcTa Ha pyCCKUN SI3BIK U
KOHTPOJIbHOE UTeHVe TeKCTa Ha aHIJIMVICKOM SI3bIKe.

| 1.7. IIPOCMOTPWUTE TekcT, BLIIUIINTE B CBOV CJIOBAPUK He-
A

General Functions of a Lawyer

1. Working as a lawyer involves the practical application of
abstract legal theories and knowledge to solve specific individualized
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problems, or to advance the interests of those who hire lawyers to
perform legal services. As a professional, the lawyer is usually
permitted to perform the following functions:

2. Providing the client with legal advice concerning actions
that need to be taken - after due research into the law or constitution
with regard to a particular situation at hand, the lawyer advises the
client on what best course of action to take to best resolve the situa-
tion by legal means.

3. Negotiating and drafting contracts - in many countries the
negotiating and drafting of contracts is considered to be similar to the
provision of legal advice.

4. Conveyancing is the drafting of the documents necessary for
the transfer of real property, such as deeds and mortgages. According
to the law, all real estate transactions must be carried out by a lawyer.

5. Procurement of patents, trademarks and copyrights is
aimed at protection of intellectual property of the client, which in-
cludes the rights to literary and artistic works, industrial design,
brand names, trade secrets, or inventions. The lawyer helps the client
formally register the products with the government agency to receive
the highest level of protection under law.

6. Executing the last wishes of the deceased - such as a will
stating the testator’s precise desires in black and white. The lawyer
helps to supervise that these wishes are carried out to the letter.

7. Representation of clients in court in civil and criminal cases
- arguing a client's case before a judge or jury in a court of law is the
traditional province of trial lawyers who specialize in trying cases in
court. During the pretrial stages the lawyers draft court papers and do
legal research on behalf of the client. At trial, lawyers select a jury,
present opening and closing statements, produce evidence of their ver-
sion of the case, examine and cross-examine witnesses and give the
legal reasons why they should prevail.

8. Prosecution of criminal suspects in court - this is applicable
if the lawyer is working for the government agency, such as the police
department, the department of justice, or the procurator's office.

CJIOBA wu3 Tekcra:
Q advance - yCIIEIIIHO IPEACTaBAITD, 3alIUIIATh
hire - HanuMaTh (Ha pabory)
situation at hand - paccmarTpuBaemasi cUTyallys, UMEIOIIUECS 00CTOSI-
TEeABCTBa
legal means - cpeacTBa, IpeayCMOTPEHHBIE 3aKOHOM; 3aKOHHBIE CPE/-
cTBa
negotiating - BegeHHe NIEPErOBOPOB
drafting - coctaBaeHHEe IpOEKTa JOKyMeEHTa, POPMYAUPOBKA
provision - obecrieueHue, IIPeIOCTaBACHUE
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conveyancing - cocTaBA€HUE aKTOB Iepefadu I1paB COOCTBEHHOCTU Ha
HEBUXKUMOCTbD

deed - mOKyMeHT 3a I1e4aTblo, JOKYMEHT CKPEHNAEHHBIN I1€9aThI0

mortgage - 3aKAa HEABUKHNMOIO UMYIIIECTBA, UIIOTEYHBIH 3aA0T

transaction — cageaka, coraallleHue

procurement — roAydeHue, IIpuodpeTeHue

trade secret - KoMMepuecKad TaliHa, CEKPET ITPOU3BOACTBA

executing — opopMaeHME (B BUAE JOKYMEHTA)

deceased — MOKOWHBIN, yMepPIINHI

will — 3aBenanue

testator — HacAengoOaTEAD, 3aBEIIIATEAD

in black and white - B muceMmeHHOH popme, «<IEPHBIM I10 DEeAOMY»

to the letter - B TouHOCTH, OYKBAaABHO

representation — (cyzmebHoe) mpeacTaBUTEABCTBO

province - cpepa AesITEABHOCTHU, KOMIIETEHIIUS

pretrial stage - mocynebHast cTramud Impoiiecca

court papers — IOKyYMEHTHI (OyMaru) gasd cyzneOHOro 3acegaHust

opening and closing statements — BcTynmuTeApHad U 3aKAIOUYUTEABHAS
peds (aagBoOKaTa) B IIPOLIECCE

Cross-examine - IOABEPTHYTH IIEPEKPECTHOMY OOIIPOCY (ZOIpalnnuBaTh
CBUIETEAEH IPOTUBHON CTOPOHEI)

prevail - omepzkaThb 1obeny, OIOAETHb ITPOTHBHHKA, NOOUTHCS CBOETO,
yoenuTh

prosecution - yroAoBHOe IIpecAeJOBaHMEe, TOCyIapCTBEHHOE OOBUHEHUE

criminal suspect - AWI0, TOOO3pPEBA€MOE B COBEPILEHUU ITPECTYIIAE-
HUd

police department - moauiieickoe yripaBA€HUE

department of justice - MUHUCTEPCTBO IOCTUIINHU

procurator's office - mpokyparypa

1.8. SABEPIIIUTE kaxmoe M3 HavyaTbIX IIPEJIOXKEHWI, OIIV-
pasicb Ha coaepXaHue IIPOYMTAaHHOI'O TeKCTa, ¥ IIepeBeluTe
I10JTY YMBIIIVIECS IIPeIJIOKEeHVIH.

. Lawyers are permitted ...

. Lawyers draft ...

. Intellectual property includes ...

. Lawyers help ...

. During the pretrial stages, the lawyers ...
In court, the lawyers ...

.CT\CH-POJ[\)H

m 1.9. VYCTAHOBWTE, cOOTBETCTBYIOT JIV JIaHHbBIC YTBEPXKICHS
CoZlep’KaHVMIO IIPOYMTAHHOIO TEKCTa; eC/Iv yTBepXXAeHue He-
BEpPHO, VICIIPaBbTe €ro:
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1. During the pretrial stages, the lawyers present opening and closing
statements.

2. Lawyers apply abstract legal theories and knowledge to specific
individualized problems.

3. Lawyers are usually responsible for executing the last wishes of the
deceased.

4. Lawyers may represent their clients in court both in civil and crim-
inal cases.

5. Negotiating and drafting of contracts is similar to the representa-
tion of clients in court.

6. People and organizations hire lawyers to advance their interests or
to solve their problems.

7. Procurement of copyright is necessary for the transfer of real
property.

8. Usually lawyers are barred from the provision of legal advice to
clients.

1.10. COBMECTWUTE crioBa 1 BeIpaXkKeHMs CO CXOOHBIM 3Haue-
HVIEM B JIEBOV M IIPaBOV KOJIOHKAX:

to advise to allow

to draft to assist

to help to call for

to negotiate to carry on talks

to perform out to carry out

to permit to choose

to protect to consult

to seek to elaborate

to select to find a way out of
to solve to safeguard

1.11. OTBETBTE nHa BoIpockl K IIPOYMTAHHOMY TEKCTy WU
OyabTe rOTOBBI IlepeBecTU OTBETHI IPYIMX CTy[deHTOB Ha 3TU
K€ BOIIPOCHL:

1. What do lawyers do during the pretrial stages?

2. What does a will state?

. What does the lawyer help the client to do in a case of procurement
of patents, trademarks or copyrights?

What functional roles are traditionally associated with lawyers?

What is a traditional province of trial lawyers?

What is conveyancing?

What preparatory work do lawyers perform before the provision of
legal advice to clients?

w

No ok
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8. Where do lawyers prosecuting criminal suspects usually work?
9. Whose interests do lawyers advance?

He3HAKOMbIe (JIOBa, KOTOPbIe 3aTPYAHSIIOT ITOHVIMaHVe 3TOrO
TtekcTa. IIOATOTOBBTE nepesop, TekcTa Ha pyCCKUN SI3BIK U
KOHTPOJIbHOE UTeHVIe TeKCTa Ha aHIJIMVICKOM SI3bIKe.

i@ 1.12. IIPOCMOTPUTE TeKcT, BBIIMIINTE B CBOW CJIIOBAPUK
s

Paralegal Duties - What Does a Paralegal Do?

1. While lawyers assume ultimate responsibility for legal work,
they often delegate many of their tasks to paralegals. A paralegal or
legal assistant is a person, gualified by education, training or work
experience who is employed by a lawyer, law office, corporation, go-
vernmental agency or other entity and who performs specifically dele-
gated substantive legal work under the direction and supervision of a
lawyer.

2. Paralegals are found in all areas where lawyers are - in
criminal trials, in real estate, in government, in estate planning, and
so on. But as a rule, paralegals are unauthorized to perform the fol-
lowing tasks:

- to practice law;

- to give legal advice;

- to sign any documents as a legal representative;

- to represent a client in court.

3. Although paralegal training does not take as long as a lawyer’s
training, paralegals are trained in many different aspects of the law
and are a vital part of the legal system. Moreover, many paralegals go
on to law school and eventually become lawyers.

4. The work that paralegals do varies with the place of employ-
ment and specialty areas in which they work. Some of the types of the
tasks, which almost all paralegals perform, include:

5. Legal research. Lawyers frequently delegate legal research to
paralegals. The research is aimed at finding out preceding cases rele-
vant to a particular case, relevant statutes, court decisions, legal ar-
ticles and other writings in libraries and on-line resources.

6. Document preparation. Many paralegals draft documents
such as mortgages, wills, sale agreements, trust agreements, real es-
tate closings, separation agreements or bankruptcy schedules. The
supervising lawyer routinely reviews any legal document prepared by
a paralegal before it is filed with the court or delivered to a client.

7. Filing. Paralegals are often in charge of filing pleadings with
the court or other authorities. This is generally done electronically.
The paralegal then makes sure that all appropriate parties receive
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copies of each pleading. Paralegals also keep copies of all pleadings for
the firm’s case files.

8. Case preparation. Paralegals play an important role in helping
lawyers prepare for their court cases. They will help in the prepara-
tion of legal arguments, opening statements, closing statements and
court pleadings or motions.

9. Interviewing witnesses. The paralegal may locate and inter-
view witnesses or the client in order to gather relevant informa-
tion. He will then prepare a report on the interview for the lawyer.

10. Correspondence and communications. Paralegals routinely
correspond and communicate within and outside the firm. They are re-
sponsible for answering phone calls, taking messages and responding
to correspondence. While paralegals are barred from giving legal advice
to clients, they often communicate with clients under the direction of
lawyers. They also are instructed to draft correspondence.

11. Other administrative duties. Paralegals, in some cases, are
also referred to as record clerk as the nature of the work may involve
tasks such as analyzing and organizing records and documents,
maintaining corporate records and minute books.

CJIOBA wu3 Tekcra:
assume - IpUHUMAaTb Ha cebst, OpaTh Ha cebd
ultimate responsibility - eguHoAMYHasag OTBETCTBEHHOCTD,
OKOHYaTeAbHas OTBETCTBEHHOCTh, KOHEYHAas OTBETCTBEHHOCTbD
delegate — mopy4aTts, nepenaBaThb
qualified — moArOTOBAEHHBIN, KOMIIETEHTHBIN, KBAAUUIINPOBAHHBIN
work experience - OIbIT pabOThbI
employ - B34Th Ha paboTy, HAHUMATD
entity - IOpUANYUECKOE AUIIO, IPEAIIPUITHE
substantive legal work — mpaBoBas paboTa 10 CyIIIeCTBY OeAa
direction and supervision - pyKOBOACTBO U KOHTPOAB
estate planning - maaHHpoOBaHUHE IOPAAKA PACIOPSIKEHUS HaCAeLye-
MBIM HMYIIIECTBOM; IIAQHUPOBAHUE HACAE/ACTBa (HAlIMCaHHE 3aBe-
IIaHUd, CO3JaHHe TPacTOB, MUHUMU3AIIUs BO3MOKHOTO HAAOT'OBO-
ro 6pemMeHH, repegada COOCTBEHHOCTH HAaCA€IHUKAM IIPU KHU3HU)
unauthorized — Hepa3pénieHHBIN, HE3aKOHHbBIN, HEIPAaBOMOYHBIN, 3a-
IIPEIEHHBIN, HEAO3BOACHHBIN, HEYIIOAHOMOYEHHBIN
vital part - oTBETCTBEHHBIN 2AEMEHT, 3KU3HEHHO BasKHBIA 3A€MEHT
law school - ropuanyeckuii pakyAbTeT YHUBEPCUTETA
place of employment - mecTo paboThl, MECTO CAYZKOBI
preceding case — npeapIAylIee AeA0, paHee PACCMOTPEHHOE OEAO
relevant statute — cooTBeTCTBYyIOLIUI 3aKOH, OTHOCAIIMNCI K JAaHHOMY
BOIIPOCY 3aKOHOOATEABHBIN aKT
writings - Tpyapl/ pabdoTbl
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on-line resources — UHTEPHET UCTOUYHUKU

real estate closing — dpopmasbHOEe 3aBepIlieHUE CAEAKH C HEIBUIKUMO-
CTBIO

separation agreement - coraaieHue MexXay CyIpyramMiu O pa3aeAbHOM
IPOKUBAHUU

filing — perucrpanuda, npeacTraBAeHUe JOKYMeEHTA, IToflada JOKyMeHTa

routinely — peryasgpHo, B IAQHOBOM IOPSIAKE

in charge of - oTBeTcTBEHHBIH 3a

appropriate — HagaeKaIlMi, COOTBETCTBYIOIIHUH

keep copies - coxpaHAaTh KOIIUHU (HOKYMEHTOB)

motion — XxoxaTaicTBO, 3aIpPoC

interview - IIPOBOAUTD OITPOC, OITpaIlIuBaTh

correspond - COCTOATH B IEPENHNCKE, IIEPENTUCHIBATHCS

within and outside the firm — BHyTpH U 3a npeaesaMu KOMIIaHUHU

take message —-iepegaBaTh coolOIIeHne, PUKCUPOBATL COODIIIEHUE

respond to correspondence — oTBeyaTh Ha MHCHMa, pearupoBaTh Ha
KOPPECIIOHAEHIIHUIO

bar — UCKAIOYaTh, 3aIIpeIaTh, IPernsTCTBOBATh

under the direction of - mox pykoBoacTBOM

record clerk — meaormpou3BOAUTEAD, CEKPETAPH

records — apXuBBI, KAPTOTEKA, 3aIIUCH, OTYETHI

corporate records - meAoBble OymMaru KOpIiopamri, IPOTOKOABI KOMIIA-
HUU

minute book - :KypHaa 3acemaHuii, KHUra IPOTOKOAOB

1.13. SABEPIHIVTE xaxxmoe M3 Ha4daTbIX IPeIJIOKEHI, OIIV-
pasch Ha copep’XaHye IIPOYMTAHHOIO TeKCTa, VI IepeBefuTe
I10JTy UMBIIVIECS TIPeJIOKEeHVIA.

. A paralegal is ...

. A paralegal performs ...
Paralegals are unauthorized ...

. The legal research is ...

Many paralegals ...

. The paralegal may ...

Paralegals are responsible for ...

e 1.14. YCTAHOBWTE, cOOTBeTCTBYIOT JIM JaHHBIE yTBEpXKIe-
m HIS CONEPKaHMIO IIPOYMTAHHOIO TEeKCTa; eCIV yTBep XKIeHue
HEeBepPHO, VICIIPaBbTe €ro:

1. A paralegal may be employed by a lawyer, company, governmental
agency or other entity.
2. Interviewing witnesses is generally done electronically.
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Paralegals are found only in the areas where lawyers do not provide

Paralegals are unauthorized to draft legal documents.

Paralegals correspond and communicate only within the firm.
Paralegals help to prepare and file pleadings and motions.
Paralegals may not give legal advice to clients.

Paralegals often delegate many of their tasks to lawyers.

. The supervising paralegal usually reviews legal documents pre-
pared by lawyers.

1.15. COBMECTUTE cii0Ba 1 BhIpaXeHMs CO CXOOHBIM 3Haye-
HMEeM B JIEBOV U1 IIPaBOVI KOJIOHKaX:

criminal
frequently
legal

long
qualified
relevant
routinely
ultimate
vital

competent
essential
final
juridical
lasting
often
penal
pertinent
regularly

1.16. OTBETBTE na BoIpochkl K IIPOYMTAHHOMY TEKCTY WU
OyabTe rOTOBBI IlepeBecTU OTBETBI IPYIMX CTyHeHTOB Ha 3TU

K€ BOIIPOCHI:

0 NO AW

/

adversary system
case

client

in-house counsel
judge

justice

18

How can a paralegal become a lawyer?

How can paralegals help a lawyer prepare for his court cases?
What activities are prohibited for paralegals?

What documents may paralegals draft?

. What does the work of a paralegal as a record clerk involve?

. What resources can be used for legal research?

. Who directs and supervises the legal work of paralegals?

. Whose training course is longer — lawyer’s or paralegal’s?

/ 1.17. KIIFOUEBBIE CJIOBA 1o nsyuaemMon teme:
l

prosecution
prosecutor
record clerk
rule of law
to delegate
to draft
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law school to file

lawyer to interview

legal advice to practice law

legal document to provide legal service

legal representative to represent

legal research to respond to correspondence
negotiator to seek

paralegal trial

pleadings trial lawyer

1.18. ITOATOTOBBTE Ha aHrImMicKkoM S3bIKe COOOIIeHMe Ha
TeMy «Legal profession: lawyers and paralegals», yunTbiBas
CJlefyIolye ITyHKTHI IVIaHA:

orpeaeAeHre ITPOECCHH IOPUCTA;

OTBETCTBEHHOCTh IOPHCTA KaK M0OPOIIOPSAOYHOTO MIPEACTABUTEAS
oO1iecTBa, Kak pabOTHUKA IIPABOBOM CHUCTEMBI M KaK IIPEeaCTaBH-
TeAsT HTHTEPECOB CBOEr0 KAMEHTA,

TUMIUYHBIE JOAXKHOCTHBIE 00S3aHHOCTH IOPUCTA,
orpeaeAeHHe ITPOdECCHH TTOMOIITHHUKA IOPUCTA;
TUIHUYHbIE JOAYKHOCTHBIE 00SI3aHHOCTHU ITOMOIITHHUKA IOPUCTA.
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Unit 2. Client-Lawyer Relationship

2.1. BBIVUUTE citoBa 1 BbIpaXkeHnsl, KOTOpbIe OYIyT MCIIOJIb-
30BaHbI B TeKcTax Ha TeMy «Client-lawyer relationship».

client information /klarent info(r)meif(e)n/ - KoHpUAEHIIUAAD-

Had I/IHC];)OpMaH,I/IH O KAHMEHTE; CBECACHUA, IIOAYI€EHHBIC IOPHUCTOM OT
KAHNEHTA

communication /ke mju:nr'keif(s)n/ - B3aumomeiicTBHUe, OOIIeHHE, KOH-

TakTbl, OOMeH HHQOpPMAaIlUel, coo0IeHue (IIepeaaHHoe B YCTHOHU
UAU ITUCBbMEHHOH popMe)

confidential /konfr'denf(s)l/ - moBepUTEABHBIH, HAAEKHBIA, ITOAB3YIO-
Huicsa moBepueM, KOH(UIEHIIUAABHBIA, CEKpPEeTHBbIM, He IIoaAe-
JKallUi pas3raallleHUIo

confidentiality /konfidenfi'alsti — KOHPUAEHIINAABHOCTb, JOBEPUTEAD-
HOCTH, CEKPETHOCTb (MH(OpMAaIllUU), COXpaHEHHE HEeIOCTYITHOCTH
coaepKaHUus nHOPMAITUU

conflict of interest /'konflikt av 'Intrast / - AMyHaga 3aMHTEpPECOBAaHHOCTS;

HCIIOAB30BaHUE [JOAKHOCTHOTO IIOAOXKEHUsSI B AMYHBIX UHTEpecax;
KOAAN3USI UHTEPECOB; KOHMPAUKT MEXKAYy AUYHBIMHU U IIpodeccuo-
HaABHBIMU HHTEpPEecaMH; HECOBMECTHMOCTH MJOAKHOCTHOT'O IIOAO-
XKEHUS C YaCTHBIMU HHTEPECAMHU JOAKHOCTHOTO AHIIA

disclosure /dis'klauza(r)/ — pasraainieHue, obHapomOBaHUE, PACKPHITHE
nH(OpPMAalIH, OrAallleHHE

fiduciary duty /fr'djufieri 'dju:ti - 06s13aHHOCTH HOBEPEHHOIrO AUIIA, (PU-
aynuapHasi 00s13aHHOCTB, 00s13aHHOCTE areHTa AeHWCTBOBATh YECT-
HO U I'PaMOTHO B MHTEpPecax 3aKa3uuKa

lawyer-client privilege /lo:ja(r) 'klazent 'privelidz/ - agBokaTcKas TaibiHa,
aIBOKATCKO-KAUEHTCKasd IMPUBUAETUS (3aluIilaeT KOH(UIECHIIH-
AABHOCTh MH(OPMAIIUH U MOKYMEHTOB, IepelaBaeMbIX KAHEHTOM
aIBOKAaTYy; IIpeArioAaraeT IpaBo aJBoKaTa He pasraamniatbh 0e3 co-
raacusd KAMeHTa WHQOPMAIIUIO, TIOAYYEHHYIO OT KAHEHTa M IIPaBO
KAWEHTa TpeboBaTh OT aaBoKaTa KOH(PHUAEHIIMAABHOCTU COoolIIae-
MOU eMy HH(POPMAITHH)

legal entity /li.g(s)l 'entsti/ - ropuguueckoe anilO, CyObLEKT IIpaBa, I0PU-
AUYECKUH CyOBEKT

legal representation /li:g(a)l reprizen'terf(s)n/ - mpeacTaBUTEABCTBO (3a-

IIUTa) ITPaBOBBIX UHTEPECOB (KOT'0-AMO0O0), IOPUANYECKOEe IIpeacTa-
BUTEABCTBO, IIPEACTAaBUTEABCTBO B CHAY 3aKOHA
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natural person /natf(e)ral 'p3:(r)s(d)n/ - pusmyeckoe AHUIIO (IpaBOBOE

TIOHATHE, IIPU3BAHHOE OTAMYUTDL YEAOBEKA KaK CyOBbeKTa IIpaBa OT
APYTroH¥ KaTeropuu CyObeKTOB IIpaBa - PUAUYECKUX AUII)

privilege /'privelid3/ - mpuBHAerusl; IPUBUACTUPOBAHHOE IIPABO; IIOA-
HOMOYHS; OCOObIe IpaBa CTOPOH; UMMYHUTET

professional conduct /pro'fef(a)nal 'kondakt/ - mpodeccuoHasbHasa 3THKA,
mpodeccuoHaAbHOE ITI0OBEAEHHE IOPUCTaA

to disclose /dis'kleuvz/ — pasraamartk, coo0IIATE, TIOKA3bIBATH

to empower /im'pava(r) - HIPEAOCTABAATH IIPaBO, OOBEPATH, paspe-
iaTh, YIIOAHOMOYHBATh, JaBaTh BO3MOXHOCTb

to secure /sr'kjus(r)/ — 3anmMINATh, IIPEOOCTABASITEL OOecIIedyeHue; TapaH-
TUPOBaTh; 0becriedyuBaTh; 00ecriedynBaTh 0€30I1aCHOCTD

to waive /welv/ - oTKa3pIBaThCs OT IIpaBa, pa3pellIuTh OTCTYyIIA€HUE OT
IIpaBUAa, He TPeOOBaTh BBIIOAHEHHUS YET0-AH00

3HAKOMBbIe CJIOBa, KOTOpBIe 3aTPydHSIOT IMOHVMMAaHMe 3TOrO
tekcra. IIOATOTOBDBTE nepesop TekcTa Ha PyCCKUI A3BIK U
KOHTPOJIBHOE UTeHVe TeKCTa Ha aHITIMICKOM SA3bIKe.

ij@ 2.2. TIPOCMOTPWUTE TekcT, BITMIOUTE B CBOVI CJIOBAPUK He-
fs

Fiduciary Duty

1. First and foremost, the lawyer-client relationship is based on
trust and is inviolable in the eyes of the law - that is, a client can ex-
pect that the lawyer, once hired, will keep communications confiden-
tial, and, in_all but extreme circumstances, a court will protect this
client’s right.

2. Accordingly, in dealings with a lawyer retained for representa-
tion, a client should be honest and forthcoming and always keep the
lawyer updated on any changes in circumstances. In return, the client
should expect that the lawyer will assume his fiduciary duty. A fidu-
ciary duty is a legal obligation to act solely in another party's inter-
ests. A fiduciary relationship creates many legal duties for the person
in whom the trust has been placed. Generally, it means that the law-
yer must provide his clients with the “4 Cs”: communication, compe-
tence, confidentiality and ‘conflict of interest’ resolution.

3. Communication: the lawyer must explain:

- information the client needs to know;

- legal rights and responsibilities of the client;

- settlement offers and other possible resolutions;

- the payment structure and fee schedule;
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- the scope of the representation, or what the lawyer intends to do
for the client;

- any conflicts of interest.

4. Competence: the lawyer must:

- know the law and legal procedures;

- behave ethically according to the applicable rules of professional
conduct;

- not abuse the justice system;

- prepare thoroughly;

- follow through promptly;

- write and submit legal documents in a timely fashion;

- listen to the client's version of events and ask questions when
appropriate to elicit pertinent information;

- perform any necessary research to answer questions and sup-
port the client's cause;

- represent the client's interests competently, professionally and
diligently;

- propose a legal course of action to resolve the client's problem
based on an independent professional analysis of applicable facts and
law;

- assess the client's chances of winning a case honestly;

- provide copies of important documents to the client;

- answer the client's questions and phone calls promptly;

- keep the client updated on case progress;

- respect the client's decisions regarding the case, including
whether to accept settlement offers.

5. Confidentiality: the lawyer must keep client matters confiden-
tial.

6. Conflict of interest resolution: the lawyer must:

- check for conflicts of interest;

- disclose any conflicts arising from interests of the lawyer, law
firm, other clients or former clients of the firm;

- obtain the client’s consent to conflicts before proceeding.

7. A client in his turn, in addition to being open and honest about
the case, should inform the lawyer immediately if he or she is dissa-
tisfied with the lawyer's representation, has a question or problem
about fees or billing, or has moved or changed phone numbers.

8. The client should also pay the lawyer as agreed, not ask him or
her to perform illegal or unethical activities, and respond to the law-
yer's communications and requests for information promptly.

9. It is important to realize that the term "client" includes legal
entities as well as natural persons. It means that lawyers may have
an organization, as well as an individual, as their client. When a law-
yer is representing an organization, the general rule is that the client
is the organization itself. A lawyer employed or retained by an organi-
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zation represents the organization acting through its duly authorized
constituents: officers, directors, employees or shareholders.

CJIOBA w3 TekcTa:
Q first and foremost - npexxmae Bcero
trust — moBepue, MOBEPUTEABHBIE OTHOIIIEHUS

inviolable — HeIPUKOCHOBEHHBIN, HEIIPEAOKHBIN, IMOAB3YIOLIUNCA He-
IIPUKOCHOBEHHOCTBIO, HE3bIOAEMBIH

once hired - mocae Toro, Kak HaHAT Ha paboTy

in all but extreme circumstances — mo4YTH Bcerza 3a HCKAIOUYEHUEM
HCKAIOYUTEABHBIX CAYYaEB

retained for representation — HaHSITBIN AT MpenCTaBAECHUS (YbH-AHUOO)
UHTEPECOB

forthcoming - o0 TEABHBIH, OTKPHITHIH, OTKPOBEHHbBIH

keep updated — mepkaTh B Kypce IOCA€IHUX COOBITHUM, cOoOOIIaThL O
IIOCAE€IHUX OaHHBIX

assume - OpaThb Ha cebs, IPUHUMATh Ha cebd

settlement offer — mpenaozkeHme 00 yperyaAupoBaHUU CIIopa

resolution - pa3pereHue mpodbAeMbI

payment structure — cucrema omnaaTel Tpyda

fee schedule - pacuenku Ha ycayru

scope of the representation — cdepa AedTEAPHOCTH (FpaHUIIBI) IIO
IIPEeACTAaBA€HUIO UHTEPECOB JOBEPUTEAS

abuse — HapyIIaTh, HETIPABUABHO YIIOTPEOAATD, 3A0YIIOTPEOAITE

thoroughly — ocHOBaTeAbHO, TIIATEABHO, KaK CAEAyET

follow through - mobuBaTbcsi cCBoero, cae1oBaTh (yKazaHUSM), HACTaHU-
BaThb, 3aBEPLIATH

promptly — cBoeBpeMeHHO, OlIepaTUBHO, 6€3 IMIpoMeIAeHUS

submit - TpeAcTaBASITE (DOKYMEHT) Ha pacCMOTpPEHHe, IIepeaaBaTh Ha
paccMoTpeHue

in a timely fashion — cBoeBpemMeHHO, 3a0AaTOBPEMEHHO

elicit - u3BA€KaTh, BBISIBASITh, yCTAHABAUBATH

cause — [IOosICHEHHE, OCHOBaHUE, MOTUB, IIPUYNHA

diligently — crapaTearHO, yCcepaHO

legal course of action - 3aKOHHBIH CIIOCO0 AeHCTBUS, A€TAABHBIHM 00pas
nercTBUdA

assess — OLIEHUBATh, OIIPENEAITD

regarding — OTHOCUTEABHO, B OTHOIIIEHUU

check for - mpou3sBoAUTE IPOBEPKY HA, BBIIBASITH

former — OBIBIINH, ITPEAIIECTBYIOUINHT, IPEXKHUU

obtain - moay4aTh

before proceeding - mo mpou3BoOACTBa IO HAEAy, Ieped HadaAOM IIPO-
IIECCYaABHBIX AENUCTBUU

dissatisfied — HeMOBOABHBIM, BEIpaskaroUnii HEJOBOALCTBO

billing - BeIcTaBA€HHE CUETOB HA OIIAQTY
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move — IepeexaTb, CMEHUTb MECTO XKUTEAbCTBA

illegal or unethical activities - mpoTUBOIIpaBHOE UAU HEITUYHOE IIOBE-
[eHre

duly authorized constituents - moAXXHBIM 006pa3oM YIIOAHOMOYEHHBIE
CTPYKTypPHbIE KOMIIOHEHTBI

employees - pabOTHUKH 110 HAUMY

shareholder — akiimonep, BAageAell akITUH

pasch Ha copep>kaHMe IIPOYMUTAHHOIO TeKCTa, M IlepeBednTe

@ 2.3. SABEPIIIUTE xaxxmoe M3 HavyaTbIX IIPeJIOXKEHNI, OIlN-
I10J1Y YMBILLIECS ITPEIJIOKEHVIS.

. A fiduciary duty is ...

. The lawyer-client relationship is ...
. The lawyer must ...

. The lawyer may ...

. The client can ...

. The client should ...

. The term "client" includes ...

NOoO U~ WN -

e 2.4. YCTAHOBWMTE, cOOTBeTCTBYIOT JIM [IaHHBIE YTBEpPXKIe-
m HISL COOEP KaHUIO IIPOYNTAHHOIO TeKCTa; eCIM YTBepXIeHue
HEBePHO, VCIIPaBbTe ero:

1. A fiduciary relationship creates many legal duties for the clients.

2. In the lawyer-client relationship, the term "client" includes only le-
gal entities.

3. The client may not inform his lawyer if he is dissatisfied with the
lawyer's representation.

4. The client must inform the lawyer immediately if he has moved or
changed phone numbers.

5. The lawyer must keep confidential all his communications with
clients without any exception.

6. The lawyer must provide his clients with the “4 Cs”: competence,
confidentiality, communication and ‘conflict of interest’ existence.

7. The lawyer must represent the client's interests diligently and com-
petently.

8. The lawyer usually expects that the clients will assume their fidu-
ciary duty.

2.5. COBMECTUTE ciioBa 1 BbIpaXkeHMsI CO CXOAHBIM 3Haye-
HMEeM B JIEBOVI U1 IIPaBOV KOJIOHKAX:

circumstances body
disclosure confidence
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entity data

information environment

officer interaction

procedure issue

question making public

relationship manager

trust process

version variant
2.6. OTBETDBTE Ha BOIIpOCH! K IIPOYUTAaHHOMY TeKCTYy 1 Oyb-

Te TOTOBBI IIePEeBeCTV OTBETHI IIPYIVIX CTYIEeHTOB Ha 3TU JKe BO-

IIPOCHL:

1. What conflicts of interest should the lawyer disclose in his commu-
nications with the client?

2. What is considered to be a 'client' if the lawyer is representing an
organization?

3. What rules must the lawyer behave ethically according to?

4. What should the client do in his relations with the lawyer retained
for representation?

5. What shouldn’t the client ask the lawyer to do?

6. When should the lawyer obtain the client’s consent to an existing
conflict of interest?

7. Who assumes a fiduciary duty in the lawyer-client relationship?

3HAKOMbIE€ CJIOBa, KOTOpbIE 3aTPyAHSIOT IOHVMAaHMe 3TOrO
TtekcTa. IIOATOTOBBTE nepesop, TekcTa Ha pyCCKUN SI3BIK U
KOHTPOJIbHOE UTeHMe TeKCTa Ha aHIJIMVICKOM SI3bIKe.

. 2.7. IIPOCMOTPWUTE TekcT, BBIIUINNTE B CBOV CJIOBAPUK He-

Lawyer-Client Privilege

1. The relationship between a lawyer and his client is a special
one that involves certain special privileges. One example is the law-
yer-client privilege. This establishes a right of confidentiality between
the two parties. It applies to civil, administrative, and criminal cases.
It also applies at all stages of the legal process and afterward.

2. In order for a client to get the best possible legal representa-
tion, he must be able to communicate openly with his lawyer. Like-
wise, a lawyer needs to be able to communicate openly with his
clients. The lawyer-client privilege allows such open and honest com-
munication to take place without either party having to fear obligation
to reveal what is disclosed between them.

3. The lawyer-client privilege extends beyond the two parties. An-
yone who is working as part of the legal team that represents a client
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may be bound by the lawyer-client privilege. This means that if a
client reveals information to paralegals, it may be protected by a right
to confidentiality.

4. All communication between the lawyer and client is covered by
this privilege. This includes things that are discussed and written cor-
respondence such as letters and emails. The lawyer-client privilege
stands even when the lawyer-client relationship ends. This includes
instances when the client fires his lawyer, the lawyer decides he is
unable to continue representing an individual, or the client dies. In
other words, the lawyer can never disclose the client’s secrets without
the client’s permission, unless some kind of exception applies.

5. The lawyer-client privilege empowers the client. If, for some
reason he wants to, the client can decide to waive his right to confi-
dentiality. A lawyer, however, does not have the option to decide that
he no longer wishes to keep information that he has received confi-
dential. A lawyer can advise a client to keep certain information about
a case confidential, but this privilege does not allow the lawyer to re-
strain a client from saying what he wants to whomever he wants. In
that sense, the privilege is the client’s, not the lawyer’s - the client can
decide to waive the privilege, but the lawyer cannot.

6. A person should realize that there are instances when the law-
yer-client privilege does not offer protection. One such instance is
when a client informs his lawyer that he intends to commit a crime.
Another instance is when a person seeks the advice of a legal repre-
sentative to disclose how to best commit a fraudulent act. The names
of a lawyer's clients and the fees they pay for legal representation are
also generally not considered privileged information.

CJIOBA wu3 Tekcra:
involve - BKAIOYATDb B Cce0sl, IpearoAaraThb
reveal — oOHapomoBaTh, PAaCKPHIBATD
either party — Aro00# 13 y4aCTHUKOB, Al0Dasi U3 CTOPOH
extend beyond - mpomoaXKaThCs 3a IIpeaesaMu, AeHCTBOBATE 3a IIpee-
AaMHU
legal team — pabouas rpymnna IOPUCTOB; IPyIIa CIIEIIHAaAUCTOB, pabdo-
TaIOIUX I10 OIIPEAEACHHOMY OEAY
be bound by - 6bITH CBSI3aHHBIM, OBITH OTPAHUYEHHBIM (4eM-AHUDO)
stand - cymiecTBoBaTh, OCTAaBATHCHA B CUAE
fire - yBOABHATE C paboThI, YBOAUTD
unable — HecrtocoOHBIM, HE B COCTOSIHHUU
have the option - UMeTb BO3MOKHOCTH BbIOOPA
restrain - orpaHUYHUBaTH
whomever — Komy-An00, KOMy ObI HU
commit a crime - coBepuIaThk IPECTYIACHUE
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commit a fraudulent act — coBepinaTh MONMIEHHUYECTBO, ITOUTHU HA 00-
MaH

privileged information - undopmanydg, He HoAAEKAIlIasI OTAAIIIEHUIO;
KOH(UIeHITNaAbHasT HHOpMAaIIUd

2.8. SABEPIIVUTE kaxmoe M3 HavyaTbhIX IIPEJIOKEHWV, OIIV-
pasck Ha copep’kaHye IIPOYMTAHHOIO TeKCTa, M IepeBefuTe
I10JTY YMBLIIECS ITPEAJIOKEeHVIS.

. The relationship between a lawyer and his client is ...
. The lawyer-client privilege establishes ...

. The lawyer-client privilege applies to ...

. The lawyer-client privilege allows ...

. The lawyer-client privilege stands ...

. There are instances when ...

OuUlPh WON

e 2.9. YCTAHOBWMTE, cOOTBeTCTBYIOT JIM [JaHHBIE YTBEpPXKIe-
m HIS COOeP KaHVIO IIPOYUTAHHOIO TeKCTa; eIV YTBepXKIeHue
HeBEePHO, VCITPaBbTe ero:

1. The lawyer-client privilege is a rule that preserves the confidentiali-
ty of communications between lawyers and clients.
. Both parties, the client and the lawyer, may not waive the privilege.
. Even if the lawyer is no longer representing the client the privilege
is still effective.
4. The lawyer can never divulge the client’s secrets even with the
client’s permission.
. The lawyer-client privilege applies only to civil cases.
. The lawyer-client privilege establishes a right of confidentiality
among the clients.
7. The lawyer-client privilege doesn’t cover paralegals who are working
as part of the legal team that represents the client.
8. The lawyer's fee is generally not considered privileged information.
9. Written correspondence is also covered by the lawyer-client privi-
lege.

W N

o Ul

2.10. COBMECTWUTE ciioBa 1 BhIpa)keHMs CO CXOOHBIM 3Haye-
HMEeM B JIEBOVI U1 IIPpaBOV KOJIOHKAX:

to apply to accomplish

to commit to act as agent

to communicate to compensate

to discuss to create

to end to denote

to establish to disclaim a right
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to involve to disclose

to mean to dispute

to pay to exchange information
to represent to finish

to reveal to include

to waive to make use of

2.11. OTBETBTE na BOIpochl K IPOYUTAHHOMY TEKCTy U
OyabTe rOTOBBI IlepeBecT OTBEThI APYIMX CTyAeHTOB Ha 3TU
Ke BOIIPOCBL:

1. Under what condition may the lawyer disclose the client’s confiden-
tial information?

. What information about the lawyer-client relationship is generally
not considered to be “privileged”?

What information is covered by the lawyer-client privilege?

What party may waive the lawyer-client privilege?

When does the lawyer-client privilege end?

When does the lawyer-client privilege not offer protection for the
client?

. Who may be bound by the lawyer-client privilege?

N

oGk

~

He3HAKOMbIe (JIOBa, KOTOPBIe 3aTPYAHSIOT ITOHVIMaHVe 3TOrO
TtekcTa. IIOATOTOBBTE nepesop, TekcTa Ha pyCCKUN SI3BIK U
KOHTPOJIbHOE UTeHVIe TeKCTa Ha aHITIMVICKOM SI3bIKe.

. 2.12. ITPOCMOTPUTE TeKkcT, BBIIMINNUTE B CBOV CJIOBapPUK

Confidentiality and Client Information

1. One of the most important professional obligations of a lawyer
or paralegal is to treat all of the clients’ information as confidential.
The obligation to treat information as confidential has been long rec-
ognized by the common law, and some jurisdictions even provide crim-
inal sanctions for professionals who violate this duty.

2. If you are a lawyer, as a general rule, never share any informa-
tion about your clients - even the fact that they are clients - with any-
one outside your firm. Don’t share information from work with friends
or relatives if doing so could reveal privileged information about the
client. Never leave any information about your clients where others
might see it.

3. In order to protect client confidentiality, you should:

v Clear your desk of confidential information before you meet
with visitors. Follow a "clean desk" policy to avoid the chance that one
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client could read another client's file or your notes about another
case.

v Be constantly aware of your surroundings when talking to
clients. With mobile technology, you can talk to them virtually any-
where: in the car, on the street and in restaurants and other public
locations. When you take a client call via speakerphone, inform the
client if others are in the room to alert them not to disclose confiden-
tial information in front of others.

v’ Ensure that all staff members who have access to client infor-
mation understand the importance of protecting client confidentiality
and know how to preserve it.

v Never leave a file unattended for even a short time in a publicly
accessible location such as a library table or courtroom.

v Do not allow outsiders access to firm computer systems or net-
works.

v Use only secure networks or encrypted communications sys-
tems for transmission of confidential information. Most wireless net-
works in airports or Internet cafés are not secure.

v Password _protect all electronic devices on which confidential
matters are stored, such as smartphones that receive e-mails.

v Install antivirus and antispyware software and maintain a fire-
wall network on every machine that can access client information.
Update the software frequently.

v Secure your computer when you leave your desk.

4. The obligation to maintain confidentiality continues even after
a file is closed. Your firm should have document-retention policies that
set out how long closed files are kept and how they are to be de-
stroyed. Be sure to follow your firm’s policies carefully.

CJIOBA wm3 Tekcra:

common law - HekKoaAU(PUIITMPOBAHHOE IIPaBO, AaHTAOCAKCOH-
CKO€ IIpaBO, HEIIMCAHbIN 3aKOH

jurisdiction — moaBeOMCTBEHHAS TEPPUTOPHUSI, IOPUCAUKIINS, CTPaHA

criminal sanction - yronoBHasi CAaHKIIUS

violate - HapymaTh

share information - meamThcs mHMpOpPMalHEi, 0OMeHHUBATHCSI HUHMPOP-

Malmei

in order to - mAg TOro, 4TOOBI

clear of — ocBoGOIUTE OT, YOPATh, YCTPAHUTH

avoid — u3bexkaTh, BO U30€e3KaHUE

be aware of — co3HaBaTh; oTmaBaTh ceO€e IMMOAHBIE OTYET

surroundings - oKpyzKarolias 00CTaHOBKa

via speakerphone - yepe3 rpOMKOTOBOPSIIYIO TEAEPOHHYIO CUCTEMY

alert — mpeagynpexxnato

in front of others - B mpucyTcTBUU OApPyTrUX
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ensure — o0ecIieYuThb, rapaHTUPOBaATh

staff member - mrraTHBIN COTPYIHUK

access to - JOCTYII K

preserve — cOXpaHsITh, cOeperaThb

unattended - ocraBaeHHBIN 0e3 HaA30pa, OCTaBAEHHBIN 6€3 IIprucMoTpa

publicly accessible location - oTKpbITOE AT OOILIETO AOCTYyIIa MECTO

outsider - MOCTOPOHHUMN YEAOBEK

secure network - 3anmInéHHAasI CEThb

encrypted - 3ammudpoBaHHBIN

transmission — niepeckiaka, nepeaada (CooOIIeHM)

wireless - 6ecripoBoHOM

password protect — 3amumIaTh IIPU ITOMOIIN [TAPOAS

electronic device - 3AeKTpPOHHOE YCTPOHUCTBO

store — XpaHUTD, 3alIOMUHATh, HAKAIIAUBATD

antispyware software - aHTUINIIHOHCKOE IIporpaMMHoOe obecriedeHue

firewall network - mexkcereBol 3KpaH (cucrema, obpasyroriasd B LEeAdX
3alIUTHI TPAHUILYy MEXIy KOMITBIOTEPOM U CEeThIO, IBYMs UAU boaee
CeTsIMU, ITIPeIoXpaHsid OT HECAHKIIMOHUPOBAHHOTO IIOIaAaHUs B
CEeThb VAU IIpeAyHpexkaasi BIXoO U3 He€ ITaKeTOB NJaHHbBIX)

document-retention policies — mpaBHaAa 0 COXpaHEHUIO (ApXUBUPOBA-
HUIO) JOKyMEHTaIlluu

destroy - yHUYTOXKAaTh

2.13. SABEPIHIVTE xaxxgoe M3 HadaTbIX IPeAJIOKEeHNI, OIIN-
pasicb Ha copepXaHue ITPOYMTAaHHOIO TeKCTa, ¥ IIepeBefuTe
I10J1Y YMBIIIIECS ITPEIJIOKEHVIS.

1. The obligation to treat the clients’ information as confidential is ...

2. Some jurisdictions provide ...

3. In order to protect client confidentiality ...

4. If you process or transmit confidential information via computer
systems or networks, you should

5. If you are a lawyer or paralegal, you should never ...

e 2.14. YCTAHOBWUTE, cooTBeTCTBYIOT JIM JIaHHbBIC yTBEpPXKIie-
m HIS CONEPKaHMIO IIPOYMTAHHOIO TEKCTa; eCJI YTBepXKIeHve
HeBepPHO, VICITPaBbTe ero:

1. A "clean desk" policy helps lawyers to avoid the chance that outsid-
ers could read information, which is confidential.

2. As a rule, wireless networks in airports or Internet cafés are rather
secure.

3. In order to protect client confidentiality it is desirable to use en-
crypted communications systems.
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4. Some countries provide punishment under criminal law if a lawyer
violates the duty to protect client confidentiality.

5. The layers should update the software regularly.

6. The obligation to maintain client confidentiality ends as soon as the
file is closed.

7. The obligation to treat information as confidential permits the law-
yer to share information from work only with friends or relatives.

2.15. COBMECTWUTE ciioBa 1 BbIpakeHMs CO CXOIHBIM 3Haye-
HMEeM B JIEBOVI U1 IIPaBOV KOJIOHKAX:

carefully actually

confidential all the time

constantly coded

encrypted occupational

general of small duration
important private

never significant

professional under no circumstances
short universal

virtually with due diligence

2.16. OTBETBTE na BOIpochl K IIPOYUTAHHOMY TEKCTy U
OyabTe rOTOBBI IlepeBecTU OTBETBI IPYIMX CTyHeHTOB Ha 3TU
Ke BOIIPOCHL:

1. What does the firm’s document-retention policy set out?

2. What must all staff members of a legal firm who have access to
client information understand?

3. What networks or communications systems should be used for
transmission of confidential information?

4. What should a lawyer do if he takes a client call via speakerphone?

5. What should a lawyer do when talking to clients outside the office,
i.e. on the street or in other public locations?

/ 2.17. KIIFOYEBBIE CJIOBA 1o n3yuaemMont Teme:
l

carefully party

client confidentiality privilege
communication promptly
competence relationship
conflict of interest representation
diligently settlement offer
disclosure thoroughly
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fiduciary duty
file
information
legal duties
legal entity
legal team
natural person

preeey

7

to assume

to communicate
to disclose

to protect

to secure

to waive
updated

2.18. ITOAOATOTOBBTE Ha aHITIMIICKOM S3BIKEe COOOIeHMe Ha
TeMy «Client-lawyer relationship», yunTbeBag cienyoimme
ITYHKTBHI IUIaHA:

0COOBIN CcTaTyC B3aUMOOTHOIIIEHUN IOPHUCTA U KAUEHTA,;

yetnipe "C" cduayrmapHoi 00s13aHHOCTH IOPUCTA,;

CPOK U yCAOBU4 AEUCTBHA aIBOKATCKO-KAUEHTCKON IIPUBUAETHH;
OCHOBHBIE IIpaBHAa II0 COXPaAHEHUIO KOH(PUAEHIIMAABHOCTH HHJGOP-

Malluu, HOquCHHOﬁ IOPHUCTOM OT KAHEHTA.
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Unit 3. Business Communication: Client Inter-
viewing

3.1. BBIVUMUTE ciioBa 11 BeIpakeHMs, KOTOPbIe OyAyT VICIIOIIb-
30BaHBbI B TeKcTax Ha TeMy «Business communication: client
interviewing».

body language /'bodi 'laengwidz/ — 3KECTUKYALIIIUSI ¥ MUMHUKA, A3bIK XKeC-

TOB; SI3bIK TeAa (HeBepOaAbHBIE CPelCTBa KOMMYHHKAIIMH, BKAIO-
JaloIlIHe KeCThl, II03bl U MUMUKY)

checklist of questions /tfeklist ov 'kwestf(a)nz/ - mmepedyeHb KOHTPOAB-
HBIX BOIIPOCOB, OIIPOCHUK, ITaMITKa

fact /faekt/ - 00cTOATEABCTBO; (PaKT; COOBITHE, CAYUAl; apTyYMEHTHI

feedback /fi.dbaek/ - oTBeTHaga peaknud, oOpaTHad CBI3b

interlocutor /1nta(r)' Iokjuta(r)/ - cobecefHUK, KOHTAKTHOE AHUIIO

interview /inta(r)vju:/ - 6ecema, cobecemoBanue, BCTpeda, HHTEPBBIO

issue /1fu:;/ — cIopHBIH BOIIPOC, IpeaMeT CIIopa, pa3Horaacue; rrpodae-
Ma; BOIIPOC (PAKTUIECKOTO UAH IOPHUANYIECKOr0 XapakTepa

opinion /e'pinjen/ — MHeHHe, 3aKAIOUEeHHE, OIlleHKa (CIIeI[HaAMuCTa),
B3TAS, YOeXKaeHue

to determine /dr't3:(r)min/ — ompemeaaTs, pelnaThk, yCTaHaAaBAWBATH (C

IIOMOIIIbI0O PACYETOB, PACCYKAEHHM, IIPOBEAEHUI PACCAEIOBAHUMI
U T. II.)

to encourage /in'karidz/ - obompsTh, COOENCTBOBATL, CIIOCOOCTBOBATE;
HOOIIPATh, CTUMYAUPOBaTh, IOAAEPKUBATH (B YEM-A.)

to identify /ardentifar - mpernTudunmpoBaTh, 0603HAYATH; OIIO3HA-
BaTb, yCTAHABAUBATH IIOJAMHHOCTD, PaClIO3HaBaTh

to inform /in'fo:(r)m/ - coobiatThk, MHGOPMHUPOBATH, IIepeaaBaTh OaH-
HbIE, YBEIOMAATH, OCBENOMASTH

to interview /into(r)vju/ — mpoBomuTh Oecexmy, GecemoBaTh, HHTEP-
BBIOUPOBATh; OIpaIllINBaTh; IPOBOAUTEL OIIPOC

to listen to /l1s(e)n tu/ - caymaTk; BBICAYIIIMBATHb, BHUMATEABHO BOC-
IIPUHUMATh; IPOCAYIIINBATD

to pay attention to /per o'tenf(s)n tu/ — obpalaTe BHUMaHue (Ha KOTO-
A./4dTO-A.)

to reach a decision /ri:ff & d1's13(8)n/ — IPUHATH pellleHUEe, IPUNUTH K
PEIEeHUI0, MOOUTHCS PEIeHUs
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to sum up /sanm Ap/ - pe3roMHpPOBaTh; CYMMHPOBaTh; pedhepHUpoBaTh,
0600611aTh; ITOABOAUTE UTOT, IIOABLITOXKHUTDH

3.2. TIPOCMOTPWTE TekcT, BBITUINNTE B CBOVI CJIOBAPUK He-
ygi& 3HAKOMBbIe CJIOBa, KOTOpBIe 3aTPyQHSIOT IMOHVMAaHMe 3TOrO

tekcra. IIO[ATOTOBDBTE nepeson TekcTa Ha PyCCKUI A3BIK U

KOHTPOJIBHOE YTeHVe TeKCTa Ha aHIJINVICKOM S3bIKe.

Lawyer-Client Interview

1. The purpose of lawyer-client interviews is to get and give in-
formation and to decide on the best course of action for your client. It
is also a good opportunity to establish a good, professional relation-
ship with your client. Interviews typically are conducted either in per-
son or by telephone.

2. Depending on an individual purpose there may be two main
kinds of lawyer-client interview:

- the initial interview: the lawyer-client relationship is established
and legal problems are identified as the fact collection process begins;

- the follow-up interview: it occurs after the initial interview; the
client is asked about additional facts and is consulted on a variety of
matters that require his or her attention, consent, and participation.

2. The main aims of any good lawyer-client interview are the fol-
lowing:

- to help your client identify exactly what he wants;

- to gather information to identify how your client’s aims can be
achieved;

- to help your client reach decisions about the best course of ac-
tion;

- to create a feeling of confidence in your client as to your profes-
sionalism, competence and commitment to their case.

3. The essence of an interview between a lawyer and a client is an
exchange of information and views. The lawyer requires certain infor-
mation from the client in order to advise the client. The client wants
advice from the lawyer. The lawyer and the client must then jointly
decide what should be done to progress the case, and what each of
them must do to contribute to this process. In addition, the lawyer
must ensure that the client has been informed of and understands
certain vital points, such as:

- how much the client will have to pay for the lawyer’s services;

- what the lawyer can and cannot do for the client;

- what further information the lawyer needs from the client and
why this information is needed;

- what steps the lawyer will take on the client’s behalf;
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- the time-frame within which these steps will be taken;

- the prospects of success in the client’s case and the strengths
and weaknesses of the client’s case.

4. The lawyer should know the topic of the interview in advance.
This will allow him or her to determine what is relevant and to struc-
ture the interview so that all the relevant information is obtained.
Thus, it is crucial to prepare thoroughly for all interviews with clients.
Here are some useful tips how to do it:

- determine the purpose of the meeting;

- consider the most appropriate structure for the meeting;

- plan an agendag;

- if dealing with a corporate client, carry out some research into
the client’s company;

- if dealing with an old client of the firm, retrieve the old files for
the client and refresh your memory about the cases that the firm has
handled for the client;

- prepare the physical setting — a setting that is informal, friendly
and private will help make the client feel relaxed and comfortable;

- avoid interruptions — particularly avoid taking phone calls;

- be prepared to offer the client refreshments — coffee, tea, water,
etc.;

- if the client has special needs (e.g. is disabled, blind, requires an
interpreter), ensure that the appropriate arrangements are made befo-
rehand,;

- be ready to use checklists and factsheets as far as it may help
you obtain the most important facts in respect of the client’s case
during the first interview; they can be completed in the client’s pres-
ence during the course of the interview.

CJIIOBA u3 Tekcra:
be conducted — mpoBoAUTHLCSI, BECTUCH
in person or by telephone - AuuHO 1AU 110 TeaePOHY
initial — mepBUYHBIN, IpeaABapUTEABPHBIN
follow-up — mocaenyrOIUM, JOTTOAHIIOIITUH
commitment — BEpHOCTB, IPEAAHHOCTD
€ssence — CyIiHOCTb, CyTh
jointly — BMecTe, COBMECTHO, CoobIIIa
progress — IpoABUTaTh
contribute - BHOCUTE CBOH BKAA/I
have to - OBITH BBIHYZKIECHHBIM, ITPUXOAUTHCS, HAIAEKATH
step — 1Iar, cragud, 3Tart
time-frame - BpeMeHHbIE paMKH, YCTAHOBAEHHBIN CPOK, IIE€PUO/],
strengths and weaknesses - npeumMmyiiecTBa U HEIOCTATKU, CUABHbBIE U
cAabble CTOPOHBI
in advance — 3apaHee, Hanepéa, MpeaBapUTEABHO
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crucial - KaroueBo#, Haubosee 3HAYUTEABHBIH, pPeNIaloOUIUi (MOMEHT,
rmpobaemMa u T. m.)

tip — pekoMeHaIM4d, Io/iCKa3Ka

appropriate — TOAXOOSIIHUN, YMECTHBIN

agenda - IIyHKTBI IIOBECTKU [IHS, [IAQH PEIIeHUd 3a1a4u

retrieve — BoccTaHaBAMBATDb, OTBICKUBATH

refresh memory - oCBEXUTE B TaMATU

handle a case - BecTu (cyzmedOHoOe) meA0

physical setting - ecrecTBeHHas oKpykaroliass 00CTaHOBKaA

relaxed and comfortable - ycmokouBIIMiicSs W YYBCTBYIOIIME ceOs
yI00HO

interruption — BMenIiaTeAbLCTBO, BTOPXKEHUE, TToMeXa

take a phone call — npuHUMaTh TeA€(POHHBIN 3BOHOK

refreshment - ocBexkaronmii HAITUTOK

disabled - HemeecriocoOHBIM

arrangements - IIPUTOTOBACHUS

checklist and factsheet - KOHTPOABHBIN CITUCOK BOIIPOCOB U AUCTOK CO
CIIpaBOYHOM MHoOpPMaleH

completed — 3ar10AHEHHBIH, 3aKOHYEHHBIN

3.3. BABEPIIUTE kaxxmoe M3 HavyaTbhIX IIPEJIOKEHWV, OIIV-
pasch Ha copep>XaHye IIPOYUTAHHOIO TEKCTa, W HepeBefuTe
I10JTy UVBIIIECS TIPeJIOKEeHVIA.

1. Interviews typically are ...

2. The aim of a lawyer-client interview is ...

3. The essence of a lawyer-client interview is ...

4. In his interview with a client, the lawyer should ...

5. During a lawyer-client interview, the client should be informed of ...

e 3.4. YCTAHOBWTE, cOOTBeTCTBYIOT JIM [IaHHbIC yTBepXKIe-
m HIS COOEPKaHMIO IIPOYMTAHHOIO TEeKCTa; eCIv yTBep XKIeHue
HEeBepPHO, VICITPaBbTe €ro:

—

. In the interview, the lawyer wants advice from the client.

2. It is a good idea to take phone calls during the interview in order to
create a feeling of confidence in your client as to your professio-
nalism and competence.

3. It is not necessary for the lawyer to prepare for interviews with
clients.

4. Lawyer-client interviews are always conducted in person.

5. The client must inform the lawyer of how much the client will have
to pay for the lawyer’s services.

6. The lawyer should know the issues of the interview with the client

in advance.
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7. There are two main kinds of lawyer-client interview: for business
and personal purposes.

3.5. COBMECTUTE ciioBa 1 BbIpaXkKeHMs CO CXOOHBIM 3Ha4de-
HVEeM B JIEBOVI U1 IIPpaBOVI KOJIOHKaX:

agenda conversation

aim diversity

arrangement expert knowledge

collection gathering

competence object

interview order of business

opportunity partaking

participation possibility

phone call preparation

variety telephone conversation
3.6. OTBETDBTE Ha BOopocChl K HPOYMUTAaHHOMY TeKCTy ¥ Oy[b-

Te TOTOBBI IIePeBeCTV OTBETHI IIPYIVIX CTYIEeHTOB Ha 3T Xe BO-

IIPOCHL:

1. How are lawyer-client interviews typically conducted?

2. How can checklists and factsheets help the lawyer in his interviews

with clients?

What is the difference between two main kinds of lawyer-client in-
terview?

What is the essence of a lawyer-client interview?

What is the purpose of a lawyer-client interview?

What should the lawyer do in interviewing an old client of the firm?

Why is it important for the lawyer to prepare thoroughly for all in-
terviews with clients?

w

NoO ok

3HAKOMbIe CJIOBAa, KOTOpbIe 3aTPYOHSIOT IIOHVMMAaHIVE 3TOro
TtekcTa. IIOATOTOBBTE nepesop, TekcTa Ha pyCCKUN SI3BIK U
KOHTPOJIbHOE UTeHVIe TeKCTa Ha aHIJIMVICKOM SI3bIKe.

| 3.7. IPOCMOTPWTE TekcT, BBIIUINNTE B CBOVI CJIOBAPUK He-
e

Strategies for Effective Interviews
Text 1

Paralegals are frequently called upon to investigate various as-
pects of the cases in which they are involved. Many times this investi-
gation requires that they interview a great number of people, from
clients and witnesses to experts in their field. These strategies will
help your interviews be more efficient and effective:
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1. Always explain the purpose of your interview.

2. Keep an open mind. In legal practice, as well as in most areas
of life, remember that there are two sides to every story. With this in
mind, take your time and don’t jump to conclusions or determine who
is in fault and what must be done until you have all the facts.

3. Identify the client’s aims. What does the client really want?
What would he regard as a satisfactory result? Most lawyers assume
that clients will voluntarily tell them everything they need to know.
This is a very dangerous assumption if you fail to take into account
certain client characteristics that usually lead to receiving inadequate
information. Some of these characteristics are:

- the client may be unwilling to disclose all concerns immediately;

- the client's description of the problem may be inaccurate or in-
complete at the beginning of the interview;

- the client may have little understanding of what the problem ac-
tually involves, and thus fail to reveal pertinent information.

By asking your clients specific questions, you will help them by-
pass these barriers and give you the information you need.

4. Focus on the facts. Let the client or witness tell you the facts
in their own words. Focus on information that can be verified and be
ready to sort out facts from opinions.

5. Be active in listening. Listening is different from hearing and
is actually quite difficult. Hearing is the process of receiving informa-
tion. Listening is the mental processing of what you have heard. You
need to pay attention not only to what is said by the interlocutor, but
also to what is left unsaid, and to the body language that accompa-
nies what is said. Listening well is just as important as questioning
well. First, by listening to the client or witness, you establish mutual
understanding and confidential relations. Everyone likes to talk, and
client or witness will probably be eager to talk about the problem.

It may be useful to repeat back what the other person said. This
may seem awkward at first but it is an effective tool. As you repeat it
back, the other person knows you have heard the communication and
is empowered to move on to the next issue.

6. Provide feedback. Feedback may be used to encourage the
client to communicate with the lawyer. Giving positive feedback
(Please tell me what’s on your mind. I'm here to listen and help as
much as I can.’) enables the lawyer to obtain fuller information from
the client than might otherwise be possible. It is also important to
give continuous feedback to the client in the form of short phrases,
which tell the client that you are listening carefully. You should en-
courage the client to speak by using phrases and words like T see’,
‘That’s interesting’, ‘Go on’, ‘Right’, ‘Yes’, etc. Even meaningless en-
couraging noises (‘mmm’, ‘uh-huh’, etc.) can be helpful in this con-
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text. They signal to the client that you are still actively listening to
what he is saying.

CJIOBA wu3 TekcTa:
Q experts — 9KCIIEPThI, CBEAYIIIUE AUIIA
strategy — cTparerusi, IIoaxomn, MeTo, oopas AercTBUd
efficient — mpoAyKTUBHBIN, TOA€3HBIN, palllOHAABHBIN
keep an open mind - coxpaHSaTh OOBEKTUBHOCTH, OBITH HEIIpPeayOesk-
NEHHBIM
take your time - He cnemure!
jump to conclusions - meAaTh HOCIENIHbIE BHIBOIBI
who is in fault - kTo BuUHOBAT
regard as - paccMaTpUBaTh B KA4ECTBE
voluntarily - mo6poBOABHO
assumption — IpearoAOKEHNE, CAMOHAAEIHHOCTD
fail - He cymeTh, OKa3aTbCsI HE B COCTOSIHUU
unwilling — HECKAOHHBIN, HEXKEAQIOIIUH
concerns — eAa, TPEBOTH, OIIaCeHUs
description - ormucanue
inaccurate — HETOYHBIH, OIIMOOYHBIHM
incomplete — HETTOAHBINM, YACTUYHBIN
pertinent information - cyiecrBeHHad uHQopMallysg; HUH(QpOpPMaId,
UMeIoIad OTHOLIEHUE K OEAY
specific question - KOHKpPETHBIN BOIIPOC
bypass — oboiiTu, npeHedperaTb
be verified — mpoBepsaTHCS, TOATBEPKAATHCSI
sort out — oTAEAITH, OTOUABTPOBBIBATD
mental processing - UHTeAAeKTyaabHast 06paboTKa MaHHBIX, MTHTEAAEK-
TyasbHasd padorta
mutual understanding - B3aumMonoHuMaHue
repeat back — moBTOpATH (YK€ CKazaHHOE)
awkward — HeyJOOHBIHN, HEAETIBIH
effective tool — acppekTUBHBIH CIIOCO0, TOAE3HBIN MTPUEM
on mind — B MBICAIX, HA YM€
g0 on - ImpoaoAXkamTe!
meaningless - He UMEIOIINH CMbICAQ

3.8. SABEPIIINTE xaxmoe M3 HadaTbIX IIPEMJIOXKEHWUI, OIIV-
pasicb Ha coaepXaHue ITPOYMTAaHHOI'O TeKCTa, ¥ IIepeBefuTe
I10JIY YVBIIIVIECS IIPEIJIOKEeHVIS.

1. Paralegals are ...

2. Let the client ...

3. Take into account ...
4. Pay attention to ...
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5. Listening to the client is ...
6. It may be useful to ...
7. It is important to ...

e 3.9. YCTAHOBWMTE, cOOTBeTCTBYIOT JIM JaHHbBIE YTBEPIKICeHIS
m COOEepXXaHUIO IIPOYNTAHHOIO TEeKCTa; eCIV YTBepXKOeHue He-
BEpPHO, VCIIPaBbTe ero:

1. Facts are different from opinions.
2. In the interview all clients are always ready to disclose all concerns
immediately.
3. It is a good practice to let the client describe the facts in his own
words.
. Listening in the interview is the same as hearing and is actually
quite difficult.
. Paralegals have to interview a great number of people.
. Positive feedback may encourage the interlocutor to go on talking.
. The client may be unaware of what the problem actually involves.
. The paralegal may obtain the information he needs by asking his
clients specific questions.
9. The paralegal should make a conclusion and determine what must
be done at the very beginning of his interview with the client.
10. There are no strategies that may help the paralegal conduct his
interviews more effectively.

N

N O Ul

3.10. COBMECTWUTE cinioBa 1 BbIpa)keHMs CO CXOOHBIM 3Ha4Je-
HMEeM B JIEBOVI U1 IIPpaBOVI KOJIOHKaX:

to disclose to demand

to encourage to divulge

to give to have regard to
to investigate to inquire into

to move on to keep in mind
to obtain to proceed to

to remember to provide

to require to receive

to take into account to stimulate

to want to wish

3.11. OTBETBTE nHa Bompochl K IIPOYUTAHHOMY TEKCTYy WU
OyabTe rOTOBBI IlepeBecTV OTBEThI APYIMX CTyAEeHTOB Ha 3TU
K€ BOIIPOCHL:

1. What does feedback signal to the interlocutor?
2. What information should the paralegal focus on?
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3. What is ‘hearing™

4. What is ‘listening’?

5. What may lead the paralegal to receiving inadequate information
from clients?

6. What phrases may be used as positive feedback in the interview?

7. What will the paralegal help the clients do by asking them specific
questions?

8. Whom do paralegals have to interview?

9. Why is it useful for the paralegal to repeat back what the interlocu-
tor said?

He3HaKOMble CJIOBa, KOTOPbIe 3aTPYLHSIOT IIOHMMAaHVe 3TOrO
Ttekcra. IIOATOTOBDBTE nepesop TekcTa Ha PyCCKUI A3BIK U
KOHTPOJIbHOE UTeHVIe TeKCTa Ha aHIJIUVICKOM SI3bIKe.

7% 3.12. ITIPOCMOTPUTE TexkcT, BbIOIUIINUTE B CBOW CJIOBAPUK
w{"

Strategies for Effective Interviews
Text 2

The other useful strategies, which will help your interviews be
more effective, are as follows:

7. Have a checklist of questions, but don’t be bound by it. It’s a
great idea to create sample checklists of information needed for
clients in a variety of legal situations. It’s also a great idea to make a
list of specific questions you want to ask witnesses, experts, etc.
Meanwhile, listen carefully. Take into account that your questions
should show that you are listening, encourage the interlocutor and
develop your conversation further.

8. Obtain all necessary documents and other tangible evidence
the client or witness has in his possession.

9. Inform and educate without giving legal advice. One of the
most important roles that paralegals serve is to help a client under-
stand and predict the complex process of litigation. Clients and wit-
nesses will feel less anxious if they know what to expect.

10. Be hospitable. Be a good host when interviewing people in
your office and a good guest when interviewing people at their home
or at work. Offering a refreshment drink helps relax people.

11. Control your body language. It is important to demonstrate
interest in the client and in what the client is telling you. Pay atten-
tion to your body language: facial expressions, behaviour and posture.
Make eye contact with the person you are talking to, since it conveys
honesty and interest.

12. Do not become emotional: try to be objective and calm when
communicating, without being cold and distant.
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13. Demonstrate compassion with professional boundaries. You
will often feel empathy, especially for clients who are in a difficult sit-
uation. Remember that your role is to help them with their le-
gal troubles. You can’t help with financial, emotional, or psychological
troubles.

14. Sum up the interview and outline steps going forward. The
overall purpose of a legal interview is to enable your client to reach a
decision as to which course of action they wish to pursue. By combin-
ing the results of listening and questioning, you should be able to
identify what the client's problem is and what potential solutions are
available. Remember, though, that your role is advisory, that is, to
put those potential solutions before the client, but leave it to them to
ultimately decide what to do next.

15. Keep confidences. This is the most important rule of all.
Remember that not only the information you gather is to be kept con-
fidential, but also the very identity of the client is confidential. If you
work for a lawyer who does only criminal law or bankruptcy law and
you mention that a person, who lives in the community, came to the
office, you are revealing a client confidence.

CJIOBA wm3 Tekcra:

sample — TUIIOBON, TPUMEPHBIH

tangible evidence - peaabHble paKThI, SCHbIE CBUAETEABCTBA
in possession - B (4b€M-AU0O0) BAQIEHUU
educate — mpocBeniaTh, faBaTh 00pa3oBaHUE
predict - mporHo3upoBaTh
feel less anxious — MeHbIITe OECITOKOUTCSI, MEHBIIIE ITIEPEKUBATH
hospitable — rocrenpuUMHBIN, BOCIPUUMYUBBIN, OTKPBITHIH
host - xo03aun
guest - roCTh
at work - 3a paboroii, Ha pabote
facial expression — MUMUKAa, BbIpaskKeHUE AHIIA
posture - IOAOXKEHHE TeAa
convey - BbIpaXkaTh, [IepeaaBaTh (UyBCTBA)
objective - 6ecnpUCTpacTHBIN, HENIPEAB3AThIHA, OOBEKTUBHBIHN
compassion — CO4YyBCTBHE, COCTPaaaHUe
boundary — npenea, rpaHuIIa
empathy — conepexxmnBaHne, yMEHHE IIOCTaBUTH cebsl Ha MECTO APYTroro
psychological - mcuxoarorudecKuit
outline - HAMeTUTH B OOMIMX YepTax, OUYePUYUBATH
pursue - HEOTCTYIIHO CA€NOBaTh, IIPUAEPKUBATHCI HAMEYEHHOIO I1Aa-

Ha
vVery - gake
identity — unenTudukaiysa, obo3HaveHHe, UACHTU(PUKAIIUOHHAS WH-
dopmarus
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pasaChb Ha CcOoLgepXaHMe IITPpOYMTaHHOI'O TEKCTa, 1 liepeBeanTe

@ 3.13. SABEPIHIWTE xaxxmoe M3 Ha4aTbIX IPeIJIOKEHMI, OIIV-

1. It is a great idea to ...

HOJIYy9IMBIIMECA ITPEJIOKEHVIA.

2. The questions from your checklist should ...
3. When interviewing people in your office ...

4. It is important to ...

5. The purpose of a legal interview is ...

e 3.14. YCTAHOBWTE, coOTBeTCTBYIOT JIM JaHHBIE yTBepXKIle-
HIS COOEePpXXKaHUIO IIPOYNTAHHOIO TeKCTa; eCJI yTBepXIeHNe
HEeBEePHO, VCIIPaBbTe €ro:

. You should be subjective and emotional in your communications
with clients in order to demonstrate your professionalism.

. In the interview the paralegal should confine himself strictly to the
checklist of questions.

. It is desirable to get all relevant documents and physical evidence
the client has in his possession.

. Offering a refreshment drink helps to establish a good, professional
relationship between the paralegal and the client.

. The paralegal should help his clients understand and predict the
complex process of litigation.

. Paralegals must help their clients with financial and psychological
troubles.

. The client’s role in the legal interview is advisory.

3.15. COBMECTWUTE csioBa 1 BhIpakeHMs CO CXOOHBIM 3Haye-
HMEeM B JIEBOV U1 IIPaBOVI KOJIOHKaX:

advisory consultative
effective corporeal
emotional efficient
especially excited
hospitable helpful
necessary impartial
objective kindly

often particularly
potential possible
tangible time and again
useful wanted
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3.16. OTBETBTE nHa BOmpochl K IIPOYUTAHHOMY TEKCTy WU
OyabTe rOTOBBI IlepeBeCcTy OTBETBI IPYIMX CTyHeHTOB Ha 3T
Ke BOIIPOCHL:

1. How can the paralegal demonstrate interest in the client and in
what the client is telling him?
. What does “body language’ include?
. What does eye contact with an interlocutor convey?
. What does it mean ‘to be hospitable’?
. What makes clients will feel less anxious during the legal inter-
view?
6. What should the paralegal be able to do by combining the results of
his interview with the client?
7. What technique may be used by the paralegal in order to encourage
the interlocutor and develop the conversation further?

ua b Wi

vy 3.17. YIIPAJKHEHWME. ITpounrarite n riepeBeanre mpecTas-
L _ -
\ o JICHHDBIV HIDKe 0J1aHK, KOTOPBIV 3allojIHsAeTCsd KIVMeHTOM IIpU
IIepBIYHOM OOpallleHV 3a JOPUINIeCcKO IIOMOIIIBIO.

Initial Client Consultation Interview Form

NOTE: The following questions will help us to understand the reason
for your visit today. Your responses are protected by lawyer/client pri-
vilege and will be held in strict confidence.

Name

Last First Middle or Maiden
Address

Number Street City State Zip
Home Phone ( )

Briefly explain what you may need advice about or assistance with to-
day:

Are there other parties involved? (Examples: a friend, an employer, a
neighbor, signor of a contract, etc. This should include people or par-
ties on either side of your issue)

Party Relationship

Party Relationship

Party Relationship
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On the lines below, list the documents (papers) that you think may help
us to understand the issues.
(1)
(2)
(3)

Ideally, if things turn out precisely the way you want, what would the
outcome be?

Knowing that there are no guarantees, what can you accept?

Please classify your urgency in concluding this matter? (Check One)

[ ] Critical — Personal safety or continuation of business depends on it.

[ ] Very important — severe hardship, personal or financial inconve-
nience if matter is not resolved quickly.

[ ] Important — Matter interferes with business or personal financial
stability.

[ ] Needs to be done, but no immediate hardship in the interim.

[ 1Just thought I’d see if it was worth pursuing, but I’m not counting
on anything.

[ ] Just wanted to know what my rights are? I’ll then let you know af-
ter | think about it.

If the matter involves payment to you of money you feel you are owed,
how long can you wait before not getting paid?

(Days, Weeks, Months, Years)

Are we the first lawyers you have consulted regarding this matter?
[ 1Yes [ ]No

If No - Why didn’t you hire their services?

How will you pay for your lawyer’s fees in this matter?
[ ]Checktoday [ ]Cashtoday [ ] Contingency Fee
[ 10nAccount [ ]CreditCard Credit Card No.

Marital Status:
[ ]Married [ ]Single [ ] Divorced [ ] Widowed [ ] Separated

Driver’s License # Social Security #

Where are you employed?
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May we contact you there? [ ] Yes

Phone No. ()

SIGNATURE

[ 1No

Date /

2
/ 3.17. KIIFOYEBBIE CJIOBA 110 n3y4aemorn Teme:
l

active listening

body language
checklist

effective

evidence

feedback

follow-up interview
initial interview

issue

lawyer-client interview
mutual understanding
participation

specific question
tangible

to determine

to encourage

to explain

to inform

to investigate

to obtain

to remember

to take a phone call
to take into account
useful

3.18. ITOATOTOBDBTE Ha aHI/IMIICKOM S3bIKEe COOOIIleHMe Ha
TeMy «Business communication: client interviewing», yumuTsI-
Bad CJIEAYIOIINe ITyHKTHI IVIaHa:

- IEAb H 3aJa49U CO6CC€ILOB&HI/IH IOpHuCTa C KAMEHTOM;

- OCHOBHBEBIE Tp€6OBaHI/IH K CO6€CCILOBaHI/IIO IOpHUcCTa C KAMEHTOM,
- COBETHI IOPHUCTY IIO IIOATOTOBKE CO6CC€I{OB&HI/IH C KAHEHTOM,

- COBETHI IOPHUCTY I10 IIPOBEACHHUIO COGGCCI{OBaHI/IH C KAHMECHTOM.
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Unit 4. Business Communication: Correspon-
dence

30BaHBI B TeKcTax Ha TeMy «Business Communication: Corres-

@ 4.1. BBIVUUTE csioBa 11 BeIpakeHMs1, KOTOpble OyayT VCIOJIb-
pondence».

addressee /x&dre'si:/ = recipient /r1'sipient/ — moAy4daTeab, agpecat

business letter /biznes 'lete(r) - meaoBoe NOHCHEMO, KOMMEPYECKOE
IIUCHMO

complementary close /komplr'ment(a)ri klovz/ — poillaabHass BexKAUBas
dpasa

confirmation letter /konfa(r)meif(a)n 'lete(r)/ - mucbMO-TIOATBEPXKAEHUE

correspondence /kori'sppondens/ - mmepenucka (Kak IIPOIIecC), MHUChMA,
KOPPECIIOHIEHITUS

demand letter /dr'ma:nd 'leta(r)/ - mruceMo-TpebOBaHME yPETYAUPOBAHUS
criopa

destination address /destrneif(e)n a'dres/ - agpec HazHaueHUd, aapec
TIOAYYaTEAS

enclosure /in'klouza(r)) = enclosed /in'klevzd/ = attachment /a'taetfmant/ =

attached /e'teetft/ - BAOKEHUE, IpUAOKEHUE; “TIpHUAaTaETCa”
layout /leravt/ - BHenIHUM BU, 00AMK, CXeMa PaCIIOAOKEHUS
letter of abandonment /leto(r) av o'beendan/ - 3aagBaeHue 06 oTKaze

letter of complaint /leto(r) av kem'pleint/ = complaint letter /keam'pleint

lete(r)) = claim letter /kletm 'lete(r)/ - TpeTeH3MOHHOE IIHCHMO,
peKaaMalusd, IUCbMeHHasd xkaaoba

letter of confirmation /lete(r) av konfa(r)meif(e)n/ - mHUCBEMO-
IOATBEPKICHUE

letter of congratulations /leta(r) av ken greetfu'le1f(e)nz/ - mo3apaBUTEAD-
HO€ ITHUCHMO
letter of demand /leto(r) ev dima:nd/ - muckMoO-TpeOoBaHUE (ArOOOE

IUCBMO, cozepzkalee popMmasbHOe TpeboBaHUE YEro-A. OT APYroro
AHIIA)

letter of guarantee /leto(r) av geeran'ti/ = letter of commitment /leta(r) av
ka'mitmaent/ - rapaHTHUITHOE ITUCHEMO

letter of inquiry /leto(r) ev in'kwareri/ - mrcbMoO-3ampoc, THUCbMEHHBIHN
3arrpoc
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letter of intent /leta(r) av in'tent/ - mHucbMO 0 HaMepeHUU (IUCHMO, B KO-

TOPOM AHIIO COOOIIIAeT O CBOEM HaMEpPEeHUU ITPEAIIPUHSATH KaKHe-
Anbo AeficTBUS IPU HACTYIIAEHUH OIPEAEAEHHBIX YCAOBUL)

letter of offer /leto(r) ov in'tent/ - mrcbMO C IpeIAOKEHUIMU

letter of request /leto(r) ov rr’'kwest/ - mucbMeHHOE X04aTaUCTBO, 3asIBKAa

margin /'ma:(r)d3in/ - oae (CTpaHUIlbI), Kpai, rpaHulia

opinion letter /o'pinjon 'leta(r)) — muceMoO, coaepIkalllee IOPUANIECKOE
3aKAIOYEHHE; ITUCHMO C BBIPpasKeHUEM MHEHHS IOPUCTA

order letter /o:(r)da(r) 'leta(r)/ - mucbMo-3aKa3

postscript /'paus(t) skript/ = P.S. /pi: 'es/ - mpunucka B IUcbMe

printed letterhead /printad 'leto(r)hed/ - ormeyaranHbI¥i miTaMn pup-
MBI Ha OAaHKE MHUCbMa, ITeYaTHBIH PUPMEHHBIH OAQHK

reference /ref(s)rons/ — ccbinka, YIIOMHUHaHUE TEMBI, OTCBIAKA (K IIpe-
AbIAYIIEMY ITUCBMY U T. II.)

reminder letter /r’'mainda(r) 'leta(r)/ - mucbMO-HATTOMUHAHHE

reply letter /ri'plar 'leta(r)) — oTBeT Ha IMUCBMO-pPEKAAMAaIUIO HAU Ha
HaIllOMUHaHHE O HEBBIIIOAHEHHBIX 00s13aTEABCTBAX

return address /rr't3:(r)n a'dres/ - oOpaTHBIN agpec

salutation /szlju'te1f(a)n/ - npuBeTCcTBUE

sender /'senda(r)/ = addresser /e'dresa(r)/) = addressant /e'dresent/ — oT-
IIpaBUTEAb, a[JPECAHT

signature /'signeatfo(r)) — moamuchk, COOCTBEHHOpPYYHAsI MOAMNHCH, aBTO-
rpad

spelling /'spelin/ - opdorpaduda, mpaBorIucaHue

thank-you letter /6znk ju: 'lete(r)/ - 6aaromapcTBEHHOE ITUCHMO

to put down /put davn/ — 3anTuceIBaTh, BIIUCHIBATD

to type /taip/ — oTieuyaTEIBaTh, HAOUpPATHL HA KAAaBUATYPE

transmittal letter /traenz'mrital 'leta(r)/ - mIpempoBOANUTEABPHOE IIHCBHMO,
COIIPOBOAUTEABHOE ITUCHMO, IIPETIPOBOAUTEABHAS 3alIUCKa

ZIP code /zip kaud/ (Zone Improvement Plan code) - mouToBBIH HH-
[AEKC

4.2. IPOCMOTPWUTE TekcT, BbITMIOWTE B CBOVI CJIOBAPUK He-

’€@ 3HAKOMBIe CJIOBa, KOTOpBIE 3aTPyAHSAIOT ITOHMMAaHVe 3TOro

' tekcra. IIOATOTOBDBTE nepeson TekcTa Ha PyCcCKUI A3BIK U
KOHTPOJIBHOE YTeHVe TeKCTa Ha aHIJINVICKOM S3bIKe.
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Golden Rules of Business Correspondence

1. Letter-writing is the basic element in business and legal cor-
respondence nowadays, although we have such achievements of mod-
ern telecommunication as fax, e-mail, memo, which are widely spread
in legal environment. Nevertheless different elements of the letter are
presented in all newly invented means of communication and the let-
ter itself still remains the most reliable and recognized way of trans-
mitting information.

2. If you are a lawyer or paralegal, you should know the basics of
business letter writing as far as you will have to write a great amount
of different documents in the basis of which there is a letter. The first
thing to consider is the purpose of a business letter. In a legal envi-
ronment, a business letter may be used for any of the following pur-
poses:

- communicate factual information,

- send documents to the client, opposing counsel or the court;

- confirm important dates and appointments;

- request information from the client or opposing counsel;

- confirm information provided to the client, service provider or
opposing counsel;

- summarize a legal opinion regarding a client’s rights and obliga-
tions;

- initiate settlement.

3. In preparing any letter, it is recommended to follow some
common rules of making a business letter which are called the ‘Gol-
den Rules’

- it must be written in a good language without errors in spelling,
grammar, punctuation, sentence structure or word use;

- it should contain simple, rather than long, sentences and easy
to understand phrases;

- it must be typed, only the signature is to be written down;

- it mustn't have any words crossed out or any obvious erasures;

4. - its appearance should be attractive to an eye, its margins
must be straight and wide enough (the upper, the left and the bottom
margins - about 3-4 cm, the right - not less than 1 cm).

- it should never be continued on the back of the sheet;

- it should be written in polite, friendly or neutral tone and by no
means sound aggressive or disgusting;

S. - it must answer the purpose of your message; there are many
kinds of business letters that are used in different situations of
business communication: e.g. cover letter, letter of complaint, letter
of confirmation, letter of congratulations, letter of demand, letter of
inquiry, letter of intent, letter of request, order letter, reply letter, let-
ter of thanks;
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0. - each letter should deal with no more than one subject;

- any kind of business letter must avoid the unnecessary details
and repetitions, be as brief as it can be, but not sound rude;

- it must be dated and signed to have the legal force;

- it must contain a notice of the lawyer-client confidentiality
agreement; it is imperative that the client should not show the letter
to third parties or discuss its content with anyone;

7. - you should have a copy of every letter you send to be on the
safe side;

- if you need to translate a letter or a document from or into a for-
eign language, never do it word by word, try to find words and phras-
es commonly used in business correspondence of this language.

8. Whatever letter or document you write you should remember
that its appearance and content will reflect your personality, your at-
titude towards your job, your qualification and what is the most im-
portant - the image of your company.

CJIOBA u3 Tekcra:
legal environment - mpaBoBas cpena, IpaBOBOE IIOAE, IIpa-

BOBOE OKPYKEHHE

newly invented - HemaBHO M300peTEHHBIN

reliable — Han€XHBIN, 3acAyKUBaIONINN JOBEPUS

transmit — coobIaTh, pacIpoCcTpaHsITh

factual information - nHdopMalusa o pakrax

opposing counsel - agBokKaT MPOTUBHOMN CTOPOHBI

confirm — moaTBEPKAATh, YIOCTOBEPATD

appointment - ycaAoBA€HHasa BCTpeda, JEAOBOE CBUIAAHUE

request — 3amrpammnBaTh, IPOCUTH

service provider - ITOCTaBUIUK YCAYT

initiate — IIOAOXKUTH HAYaAO, IPUCTYIIUTh, HHUIITUUPOBATH

punctuation - nyHKTyanud

word use — ynoTpeOAeHHE CAOB

cross out - BeIYepKUBATDh, CTUPATD, YAAAATH

erasure - IIOAYUIIIEHHOE, CTEPTOE MECTO B TEKCTE

disgusting - Ipe3puUTEeAbHBIHN

avoid — u3beraTtp, He JOIIyCKATh

notice — IpeaynpexaceHUe, YBEAOMAEHUE

content — cogepxkuMoe, coaepKaHue

be on the safe side - momcTpaxoBaThbCd; Ha BCAKHH CAyYai; AT OOAB-
1€ BEPHOCTHU

word by word — 1ToCAOBHO, OCAOBHO

commonly used - ob1eynoTpeOUTEABHBIH
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pasch Ha copep>kaHMe IIPOYMUTAHHOIO TeKCTa, U IlepeBefnTe

@ 4.3. 3ABEPIIIWUTE xaxpgoe w3 Ha4daTbIX IIPeJIOXeHWU,
I1OJIY YMBILIVIECS IIPEIJIOKEeHVISL.

1. Letter-writing is ...

2. Legal correspondence may ...

3. It is recommended to ...

4. Each business letter should ...

5. In writing a business letter, lawyers and paralegals should ...

- 4.4. YCTAHOBWTE, cOOTBETCTBYIOT JIV1 JaHHbIE YTBEPIKIeHIs
m COIlepXaHMIO IIPOYUTAHHOIO TEeKCTa; eC/IVi yTBepXKIAeHue He-
BEPHO, VICIIPaBbTe ero:

[y

. A business letter may be used for different purposes.

2. A business letter should be «inviting to an eye», well shaped and
well-balanced.

3. As far as there are so many types of a business letter it’s
impossible to define any general rules of letter-writing.

4. Different elements of letter-writing are presented in all newly
invented means of communication.

5. Each letter should deal with no more than three subjects.

6. In order to be on the safe side you should make a copy of every
letter you receive.

7. Lawyers have to write a great amount of business letters.

8. The whole text of a business letter must be typed.

9. When you translate a letter from a foreign language, do it word by

word without any variations.

4.5. COBMECTWTE coBa ” BbIpaXeHM CO CXOIHBIM 3Haue-
HMEeM B JIEBOV U1 IIPpaBOVI KOJIOHKaX:

agreement autograph
appearance contract
counsel expression
environment individuality
error layout
opinion legal adviser
personality mistake
phrase piece of paper
settlement point of view
sheet resolution of a dispute
signature setting
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4.6. OTBETBTE nHa BoOIpockl K HIPOYUTAHHOMY TEKCTy WU
Te I'OTOBBI IIePeBEeCTU OTBETHI JIPYIMX CTYAeHTOB Ha 3TU Xe BO-

IIPOCHI:

[y

What are the purposes of letter-writing in a legal environment?

2. What are the ways to make a letter more understandable and
clear?

What does a layout and content of business letters reflect?

What does a signature on the letter mean?

What margins should there be in a business letter?

What means of communication are used in legal environment alongside
with business letters?

Why is it necessary to have a copy of every letter sent by lawyers?

o g1k

N

3HAKOMBbIe CJIOBa, KOTOpBIe 3aTPydHSIOT IOHVMMAaHMe 3TOrO
Ttekcra. IIOATOTOBDBTE nepeBon TekcTa Ha PyCCKUI A3BIK U
KOHTPOJIbHOE UYTeHVe TeKCTa Ha aHIJIUVICKOM SI3BIKe.

G 4.7. IIPOCMOTPWUTE TekcT, BLIIMINNTE B CBOV CJIOBAPUK He-
<
’{

Writing a Business Letter in English

1. A business letter has its unified structure containing the fol-
lowing parts:

2. Return address (or sender's/addresser's location) is the name
and the address of the sender, beginning from the smallest division:
addresser's name, the name of the organization, house number,
street, city, state or province and ZIP code, country. Business letters
usually have a printed letterhead. It usually has all of the compa-
ny's information, including address, phone number, fax number,
company Web site and personal e-mail address. It may be written on
the right side or at the top of the page.

3. Date - it's the date when the letter was written and signed. It is
below the return address. It may be written in American style
(month, day, and year) or in non-American (day, month, year). But it
is better to spell month not to make confuse: 9 January 2015, not
09.01.15.

4. Destination address (or receiver's/addressee's location) - the
address and the person to whom you are writing. The information
should be given in the same order as the return address. Usually it
is written close to the left margin.

5. Reference - here you name the main topic of the letter. For
example: Re: Doe v. Local Service Carrier Ltd., Case No. JFD-97-9990 or Re:
Your letter of 11 ™ March.

6. Salutation - when you name the person to whom you ad-
dress. Example: Dear Dr. Brown or Dear Mr. White. When you don't
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know whom to address in company, you should use the formula: Dear
Sir (or Dear Madam, Dear Ms), or To Whom It May Concern.

7. Body - the body of a letter tells about the subject of the let-
ter. Usually it has four parts:

(i) opening - where you give the reason of writing or involve the
reader in the theme of your topic;

(ii) focus - where you provide details and explain what exactly the
problem is;

(iii) action - where you say what will happen next or what actions
you are going to undertake;

(iv) closing - be positive; here you thank the reader or demon-
strate your hope for the positive result of your addressing, something
like: We look forward to hearing from you soon.

8. Complementary close is the phrase you use after you end
the body of the letter and before you sign your name. It may be:

Very truly yours.

Very cordially yours.

Very sincerely yours.

Faithfully yours.

Sincerely yours.

9. Signature and typed name and title of sender - the writer's
name and job title (or department) are typed at the bottom of the
letter. He or she then signs the letter directly above the typed
name.

10. Postscript is a brief sentence or paragraph introduced by
the initials, “P.S.” (“post scriptus,” Latin for “after having been writ-
ten”). It implies that the writer, having completed and signed the let-
ter, had an after-thought. Although this is still commonly used in in-
formal letters, it is not widely accepted for use in formal or business
letters.

11. Notation regarding copies and enclosures, if any - you add
it in the left bottom corner of the page if you are sending something
with the letter (Encl.) or have sent copies of the same message to
somebody else (CC - Carbon Copy).

CJIOBA u3 Tekcra:
Q top of the page - BepxHsg 4acTh CTpaHUIIBI
name — Ha3bIBaTh, yKa3bIBaTh
to whom it may concern - BceM, KOTO 3TO MOXKET KacaThCsl; 110 MECTY
TpeboBaHUdA
body - raaBHasI 4acTh, OCHOBHAs 4YacCTh (IHMCHhMA)
opening - Ha4aAo0; BCTYIIA€HUE; BCTYIIUTEAbHAd YacThb
focus - dpokycupoBKa Ha mpeaMeTe IUCbMa
action - nmaaH nedicTBUH, npeanosaraemMbiit apderT
undertake — npeanpuHUMaTh, 3aT€ATh, BBIIIOAHSITH

> OV MTTOA, 2014




closing - KOHIIOBKA, 3aKAIOUUTEABHBIN ITaccax (IuchbMa)

we look forward to hearing from you soon - MBI OXXKHUZa€M HOAyUEHUE
HU3BECTHUH OT BacC

very truly yours - ¢ TAYOOKHM yBaxkeHHUEM

sincerely yours - HUCKpeHHO IpegaHHbIN Bam

typed name and title - MmammrMHONNUCHBIN BapUaHT UMEHU U JOAXKHOCTH

after-thought — 3ano3masoe coobpaskeHue, MO3aAHO IIPULIEAIIIass MBICAD

left bottom corner - caeBa B HUKHEM yTAY (AHCTA)

pasaChb Ha cogepXaHMe IIPOYMTaHHOI'O TEKCTa, 1 lIiepeBeanTe

@ 4.8. SABEPHINTE xaxoe w3 HaydaTbIX ITPeIJIOKEeHWI, OIW-
T10JTY YMBLIVIECS IIPEIJIOKEeHVIA.

. Business letters usually have ...

“Return address” is ...

Date in a business letter may ...

. “Destination address” is ...

. The body of a standard business letter has ...
. After you end the body of the letter ...

e 4.9. YCTAHOBWTE, cOOTBETCTBYIOT JIV [JaHHBIE YTBEP KICHMA
m COOEepXXaHUIO IIPOYUTAHHOIO TEKCTa; eIV YTBepXKIOeHVe He-
BEPHO, VICIIPaBbTe €ro:

. Address may be written in American or non-American style.
. Business letters usually have a handwritten letterhead.
. Destination address is written at the top of the page.
“Enclosure” is a brief statement of the subject matter to be
addressed in the letter.
If you put down “P.S.” in the corner of the page it means that you
are sending something else with the letter.
6. In “closing” you may demonstrate your hope for the positive result
of your addressing.
7. “Letterhead” is the name and contact information for the sender.
8. “Reference” is usually the name of the person to whom you are
writing.
9. The part of a letter explaining its subject matter is called an
“action”.

:POJ[\)»—A

o

4.10. COBMECTWTE cnoBa m BeIpa’kKeHMsI CO CXOAHBIM 3Have-
HMEeM B JIEBOVI U1 IIPpaBOVI KOJIOHKaX:

to add to be aware of
to begin to dispatch
to contain to include
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to demonstrate
to explain

to happen

to know

to send

to type

to write

to make clear

to occur

to print

to put in black and white
to show

to start

to supplement

4.11. OTBETBTE nHa BOIIpOCHI K IIPOYMTAaHHOMY TEKCTy U
OyabTe rOTOBBI IlepeBecTU OTBETBl IPYIMX CTyHeHTOB Ha 3TU

Ke BOITPOCHI:

1. Does a letterhead signify the return address or the destination ad-

dress?

S WN

message?

. If you put the date in American style, what does it mean?
. What does abbreviation "cc" in letters mean nowadays?
. What does the word "enclosure" mean if it stands at the end of the

5. What is the difference between “complementary close” and “closing”

as parts of a business letter?

6. What is a typical structure of the body of a standard letter?
7. Where is the destination address usually written?

R
L@/

4.12. VITPAKHEHWE. IIpounTarite 1 riepeBeamnTe TEKCT OeJI0-
BOI'O IVICbMa; OIIpesle/ITe BCe er0 OCHOBHBIE CTPYKTYPHBIE Yac-

TH.
OK Company
1234 Writing Lab Lane
Write City, IN 12345
September 4, 2014
A. Reader

123 Winner’'s Road
New Employee Town, PA 12345

Ref: faxes, memos and e-mail.

Dear Mr. Reader,

As we agreed, | send you the information about some other
types of business correspondence.

Fax is a facsimile copy of a document which is transmitted
electronically through phone lines to another fax machine. Most
organizations have a separate telephone line for receiving and
sending faxes, which can be used 24 hours a day. A fax is not
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usually a legally binding document. It may have the same parts as
the letter does, but often it is in shorter and less official form. It's
important to put down the number of pages in the fax for the reader
to know if all the pages were received.

Memo as short for memorandum is a type of correspondence
written from one person in the company to another, or an informal let-
ter to someone outside the company. The style that is used depends
on the practice within the company and on the relationship between
the people involved. As a rule, it doesn't include an address or a title
as Mr. or Dr. Instead of signature the sender puts his initials or his
name. The other parts may be the same as in the letter.

E-mail - electronic mail is a fast and inexpensive way to
communicate through the computer and a less formal method of
correspondence. You can add to your message the existing file, such
as a word-processing document or a spreadsheet. Its parts are:

To: e-mail address

From: e-mail address

Subject: about what you are writing
Date: placed automatically
Body: the essence of the message

Complementary close: Yours sincerely,
Signature:  your name.

To make e-mail more 'personal’ some people use punctuation to
add happy © or unhappy ® faces to their messages.

Be so kind as to feed all your firm staff with this information
on different types of business correspondence.

| hope this information will be of some use for all of you. |
look forward to keeping in touch with you.

Sincerely yours,
Ernie Know-Al

Mr. Know-All,
the OK Company Manager

CJIOBA 3 Tekcra:
facsimile copy - ¢dakcumuabHag kKomud; (POTOTEAETrpaMMa;

coobleHue, IOAydYeHHOE 110 PaKkCcy
legally binding - umeroiuii 0093aTeABHYI0 IOPUAUYECKYIO CUAY
people involved - 3amHTepecoBaHHbBIE AIOAH; T€ K KOMY 3TO OTHOCUTCS
inexpensive - 3KOHOMUYHBIN
existing file - cymiectByromuii daia
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word-processing document — obpaboTaHHBIH B 2A€KTPOHHOM BHJIE
TEKCT OJOKyMeHTa

spreadsheet - saekTpoHHada TabAuIa

feed all firm staff with this information - nepexgaTs manHyio HHGOP-
MallHio BCEM COTPYAHHUKAM KOMIIaHUU

be of some use — OBITH IOAE3HBIM, IPUTOAUTHCS

keep in touch with - mogmepxuBaTh CBA3b, MOAAEPKHUBATH KOHTAKT

He3HaKOMble CJIOBa, KOTOPbIe 3aTPYLHSIOT ITIOHMMAaHVe 3TOrO
tekcra. IIOTOTOBDBTE nepeBop TekcTa Ha PyCCKUI A3BIK U
KOHTPOJIBHOE UTeHVe TeKCTa Ha aHITIMICKOM SA3bIKe.

73 4.13. ITPOCMOTPWUTE TekcT, BBIIMINNTE B CBOV CJIIOBapPMK
’i

Types of Legal Correspondence

Legal letters are written messages sent by lawyers or paralegals
for a number of different reasons. Some letters are sent from lawyers
to clients, informing them of the status of their case. Other letters are
sent to opposing counsel, witnesses, court officers or people who are
involved in court cases or other types of legal action.

Legal letters are usually written on a firm or company's letter-
head. In addition to knowing the structures and formalities of a stan-
dard business letter, a paralegal or lawyer, must also be familiar with
the types of legal correspondence common to the field or practice of
law in which he or she is working. The following is a list of some types
of correspondence that they may run across in their practice:

1) transmittal letter — a brief letter that accompanies another
(usually lengthier) document such as contract, proposal, report and
draft; it usually includes a description of whatever is being transmit-
ted or sent to the addressee;

2) confirmation letter — this letter is used to confirm informa-
tion, conversations, or important dates to the addressee; typically it
will follow a conversation or meeting with the client;

3) demand letter (or claim letter) — this document is used to
outline the client’s claims/demands for settlement; typically this letter
provides detailed information about amounts incurred, injuries sus-
tained, damages or other information relevant to the client’s claim;
the demand letter also outlines the relevant law and the client’s rights
arising out of the law/legal relationship; it also may include the terms
of settlement,

4) opinion letter - a letter from counsel to a client, which may be
used at different stages throughout the legal process; in an opinion
letter a lawyer may give initial recommendation, update a client about
an ongoing case or provide supplemental information after a trial or
settlement agreement; opinion letters can be instructive (advising the
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client how to act), and explanatory (clarifying the law or the judicial
process to the client);

S) conflict letter — this letter may be used by the lawyer to notify
potential or prior clients that a potential conflict of interest exists be-
tween the clients that may impact the lawyer’s representation of one
or both of the clients; typically conflict letter includes a waiver of the
potential conflict for the parties to sign;

0) notice of termination — this letter is used by the lawyer to
send notice to the client that he or she is no longer the legal repre-
sentative of the client.

CJIOBA w13 Tekcra:
written message - ITUCbMEHHOE COOOIIIEHUE

common — OOBIYHBIM, CBOMCTBEHHBIH
run across - HaTaAKHUBaTbCH
accompany — COIIPOBOXKIATb, JOIIOAHSTH
lengthy — mpocTpaHHbI# 1, MHOTOCAOBHBIHN, OUYEHb JAMHHBIN
description - ormucanue
amounts incurred — o0miasg cymMMa ITOHECEHHBIX PacXO/I0B
injuries sustained — HaHeCcEHHBIH yIIEPO
damages - geHeKHOe BO3MeEIlIeHHE YOBITKOB
terms of settlement - ycAoBUS yperyaAnpoBaHHU4A cIiopa
ongoing case - Beayleecd CyneOHOe IeA0
supplemental - fOTTOAHUTEABHBIH
settlement agreement - coraaimeHue CTOPoOH 00 YpPeryAUpPOBaHUHU IIpe-
TEH3UU
instructive — UHCTPYKTUBHBIH
explanatory - mogcHaOIMH
conflict letter — muceMo-yBegoMAeHIE O HAAMYUHN KOH(PAUKTA UHTEPECOB
potential client - BO3MOKHBIA KAUEHT
prior client - npeaIecTBYOIIUN KAUEHT
impact — BAUATH
waiver - o0CBODOKIIEHHE OT 0093aTEALCTBA
notice of termination - yBemoMaeHUe 0 IpeKpallleHuH Halima

pasAChb Ha cOogepXaHMe ITPpOYMTaHHOI'O TEKCTa, 1 liepeBeanTe

@ 4.14. SABEPIIINTE xaxpoe 13 Ha4YaTbIX IIPEJIOXKEHNI, OIW-
I10JIY YMBIIIVIECS IIPEIJIOKEeHVISL.

1. Legal correspondence is ...

2. Legal letters may be sent ...

3. The most common types of legal correspondence are ...
4. A demand letter usually provides ...

5. A confirmation letter may be used ...
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6. Opinion letters can be ...
7. A conflict letter usually includes ...

e 4.15. YCTAHOBWTE, coOTBEeTCTBYIOT JIMI JaHHBIE yTBEep Kie-
m HISL COOEP KaHUIO IIPOYNTAHHOIO TeKCTa; eCiIM yTBepXKIeHme
HEBePHO, VCIIPaBbTe €ro:

—

. A conflict letter can be instructive and explanatory.

2. A paralegal should know the peculiarities of legal correspondence
in the field of law in which he or she is working.

3. A transmittal letter is used to confirm important dates to the ad-
dressee.

4. All legal correspondence is sent from clients to lawyers, informing
them of the status of their case.

5. Legal correspondence may be sent to witnesses and other third
parties who are involved in court cases.

6. Legal letters are usually written on a firm or company's form with
the letterhead.

7. “Notice of termination” is sent with the purpose to inform the client

that the lawyer is no longer the legal representative of the client.

4.16. COBMECTWUTE ciji0Ba 1 BhIpakeHMs CO CXOOHBIM 3Haye-
HVEM B JIEBOV U ITpaBOVI KOJIOHKaX:

common additional
different affected
explanatory clarifying
familiar customary
initial former
involved preliminary
prior usually
supplemental various
typically well-known

4.17. OTBETBTE nHa BOIIpOCHI K IIPOYMTAaHHOMY TeKCTy U
OyabTe rOTOBBI IlepeBecTU OTBETBI IPYIMX CTyHeHTOB Ha 3TU
JKe BOIIPOCHL:

1. For what purpose is a confirmation letter used?

2. What are common addressees of letters written by lawyers?

3. What does a demand letter usually outline?

4. What is the difference between instructive and explanatory kinds of
an opinion letter?

5. What may an opinion letter include?
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6. When is a notice of termination written?
7. When may a transmittal letter accompany?

2y 4.18. VIIPAJKHEHWE. IIpounrarite 1 miepeBeimTe mpesicTas-
"~
N JIeHHble HIDKe 00pasiibl AesloBbIx ImceM. OmpenennTe OCHOB-
Hble CTPYKTYPHBIe KOMIIOHEHTBI B KaXXIOM 13 HUIX.

1) Introductory Letter
O3HaAKOMHUTEABHOE ITUCHMO

N. E. Lawyer

555 Courthouse Row
Oklahoma City, OK 73101
1-800-GOOD LAW

Friday, May 8, 2014

Mrs. Jane Doe
5555 Any Lane
Oklahoma City, OK 73112

Re: Doe v. Doe
Case No. JFD-97-9990

Dear Mrs. Doe:

| appreciated the confidence that you showed by retaining me as the
lawyer in your case and enjoyed meeting with you on February 1,
1998. | know that you will be completing the written questionnaire |
gave you as soon as possible. As | advised you at that meeting, legal
assistant Debi Garner has been assigned to be the legal assistant di-
rectly involved with your case.

The role of a legal assistant is very important in our office. As a litiga-
tor, | have many court appearances, depositions and other matters that
require my personal attendance. | am therefore sometimes out of the
office for days at a time. Sometimes this makes it difficult for me to
promptly return my phone calls.

That is why | have assigned Debi to monitor your case. When you are
unable to talk with me, you should feel free to discuss your concerns
with Debi. She will normally be able to promptly get a message to me
even though | may be otherwise involved.
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Very truly yours,
N. E. Lawyer

N. E. Lawyer

Enclosures

2) Sample Legal Notice Letter

O6paaer] nucsMa - 0PUIIHAABHOTO YBEIOMAEHUS

Tony Montana
3489 Greene Ave.
Olympia, WA 98502

August 17, 2014

Tom Atkinson
COMPANY Inc.
14 Edith Street,
Hackney West
Salem, MA 34588

Dear Tom Atkinson,
This is in reference to the [MATTER/ISSUE].

We wrote many times to you in the past, but we did not receive any
satisfactory reply from your side.

Now, if we don’t hear from you within the next week, we will file a
court case against you in order to recover our [MONEY OR OTHER
THING], and the legal expenses will also be borne by you.

Very truly yours,
Tony Montana

Tony Montana

3) Sample Letter: Request for Documents to Client
O6paael] mucsMa C MpPockbOoM K KAUEHTY
IIPENOCTAaBHUTE JOKYMECHTBI

[DATE]

[CLIENT NAME]
[CLIENT ADDRESS]
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Dear [CLIENT NAME],

Please be advised that we are in need of the following documents from
you:

[LIST OF DOCUMENTS]

You may mail the documents to our office or bring them by in person
during office hours. If you have any questions, please feel free to con-
tact me, or my paralegal, [PARALEGAL NAME].

Very Truly Yours,

[SIGNATURE BLOCK]

4) Sample Letter: Request for Recipient

to Sign and Return Document
OOpa3sen mucekMa c IIpockboi K agpecarty
TIOAITHUCATDH U BEPHYTH JOKYMEHT

[DATE]

[CLIENT NAME]
[CLIENT ADDRESS]

Dear [CLIENT NAME],

Please find enclosed a copy of your [NAME OF DOCUMENT] for
your review and signature. One you have signed the [NAME OF
DOCUMENT], you may mail it to our office or bring it by in person
during office hours. If you have any questions, please feel free to con-
tact me, or my paralegal, [PARALEGAL NAME].

Very Truly Yours,
[SIGNATURE BLOCK]

Enclosure

5) Sample Engagement Letter
O6paaell mUckMa, MOATBEPIKIAIOIIETO
coraaCve ropucTta Ha oKa3aHHu€ yCAyT

June 20, 2014

Ms. Jane J. Client
123 Main Street
Anytown, Louisiana 45678
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Dear Ms. Client:

We enjoyed meeting with you on concerning our represen-
tation of you against . We have completed a conflict of in-
terest search and determined that there is no conflict at this time, so
we can accept this matter. We will be doing the following to represent
you:

Our engagement is limited to your claim against for

Our fees are outlined in our fee agreement, which we have already
discussed and a copy of which is enclosed.

We will keep you informed as this matter progresses. In the meantime,
iIf you have any questions, please call. Thank you for choosing our
firm to represent you in this matter.

Sincerely,
[FIRM NAME]

Attorney Name
Enclosure

6) Sample Letter Declining Client Representation
O6paaer] mucbMa 00 OTKAOHEHHH POCHOBI KAMEHTA
0 IOPUANYECKOM IIPENCTABUTEABCTBE

Date:

Address:
Dear ,

This is to inform you that after careful investigation and review of
your potential legal claim, we are unable to represent you in this law
case due to various reasons.

We are returning the original documents provided by you for our re-
view. We advise you to consult another lawyer to pursue your claim.
We appreciate due importance and confidence shown by you in our
firm and hope that you will again seek our advice with other matters
and regret that we could not assist you with this one.
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Sincerely,

Signature:

&
vz

v

4.19. YITPAJKHEHWME. O3HakoMbTeCh ¢ TUIIOBBIMU dpa3aMy,
yIHOTpeOIIsieMbIMI B 1eJI0BOV KoppecrioHAeHIM. CocTaBbTe Ha
AHTJIMVICKOM sI3bIKe COOCTBeHHOe OJ1arofgapcTBeHHOE IIChMO

Wi 1IViICbMEHHYIO >I<ano6y, VICITIOJIB3YA IIpedcCTaB/IEHHbIE HVIKE TV~

IIOBbIE€ BbIPpa’KeHVIA.

1. Reference

Brazooapum 3a nucomo om ...

Thank you for your letter of ...

B omeem na Bawe nucemo om ...

In response to your letter of ...

Ccbunasacs Ha Haule nNUcCbMo om
... coobwaem, umo ...

Referring to your letter of ... we in-
form you that...

Ymo kacaemcsi Bawetil npocobuil,
(Bawezo 3axasza, Bawetl
npemeH3suu) ...

As to your request (your order, your
claim) ...

2. Reason for Writing

MvolL paost coobuiums Bam ...

We are glad to inform you ...

K corxaneruro, mbl O0NIKHbL CO-
obwiums, umo ...

We are sorry to inform you that ...

Mol obpawaemcst kK Bam c 8o-
Nnpocom ...

We are writing to ask if you ...

Mot xomum coobuiums Bam o ...

We are writing to tell you about ...

MovL xomum ...

We would like to ...

MwvL npeonazaem Bam ...

This letter is to offer you ...

LlaHHBIM NUCBMOM NOOMeEep-
JKoaemest, umo ...

This is to confirm that ...

3. Requesting

Obpauwiaroce kK Bam ¢ npocwbboii ...

I am writing to ask if you ...

4 6yody oueHsb brazooapeH (bna-
2ooapHa), ecau Bol ...

I would be grateful if you could ...

IMoxxanyiicma, coobuyume HAM ...

Please let us know ...

4. Binding Phrases

Cuumaem Heobxo0umblm (8aiK-
HblM, yenecoobpasHuim) om-
Memums ...

We find it necessary (important,
reasonable) to note ...

ITomumo eblileyKasaHHO2eo ...

Apart from the above mentioned ...

B cessu ¢ smuwm ...

In this connection ...

B cesi3u ¢ Baweti npocbb0ii ...

In connection with your request ...

B npomuerom crayuae, mol 6y-
0em 8blHYMOeHwblL ...

Otherwise we shall have to ...
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[leno 8 mom, umo ...

The point is that ...

B cnoskuswiuxcsi obcmosimens-
cmeax ...

Under the circumstances ...

Ilo Hawemy MHEHUMO ...

In our opinion ...

We believe ...
Bonee moeo ... Moreover ...
Tem He meHee ... Nevertheless ...
B nepsyro ouepeos ... In the first place ...
daxmuuecKu ... Actually ...

5. Closing Phrases

Mot 6yoem npusHamenvHol 3a
bblcmpblii omeem ...

Early reply will be appreciated ...

Haodeemcsi Ha ckopblii omgem

Looking forward to hearing from
you soon

IIpocum coobuiums HAM, KAK
MOIKHO cKopee ...

Please, inform us in the shortest
possible time ...

Oxxuoaem Bawezo coenacust

(00obpeHust, noomeeprcoeHUst)

Looking forward to receiving your
consent (approval, conformation)

2Koém Bauwiezo n110b6e3Ho20 om-
sema

“R.S.V.P.” (cokpauiaue ot “Réspon-
dez s’il vous plait,” French for
“Respond if you please”)

6. Enclosing Documents

K nucemy npusiazaemecs ...

Attached are ...
Attachments: ...

We enclose...

/ 4.20. KTTKFOYEBBIE CJTIOBA 110 13y4aeMovi Teme:
l

addressee

body of the letter
business correspondence
complementary close
confirmation letter
conflict letter

content

destination address
e-mail

enclosure (Encl.)

fax

legal correspondence
legal environment
letter of demand

postscript (P.S.)
printed letterhead
reference

return address
salutation
sender
signature
thank-you letter
to avoid

to contain

to explain

to send

to transmit

to type
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-margin top of the page

 memo transmittal letter
- message typed name and title
- opinion letter ' ZIP code

preeey

7

4.21. ITIOOATOTOBBTE Ha aHIJIMIICKOM $3bIKe COOOIIeHme Ha
TeMy «Business Communication: Correspondence», yunTbiBas
CJIeZIy oIV ITyHKTHI IUIaHa:

IIEAV IEAOBOM IEPEITHCKU IOPUCTA;

BUBI I€AOBOH KOPPECIIOHAEHIINH IOPUCTA;

OCHOBHBIE TpeboBaHUs, ITpeabIBAsIEeMbIe K DOPME AEAOBOTO ITUCHMA,;
TUIIOBas CTPYKTypa AEAOBOTO MUCbMa Ha aHTAUMCKOM SI3bIKE;
IIpaBUAa HAIIUCAHUS JIEAOBBIX ITUCEM.
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Unit 5. Legal Instruments

5.1. BBIVUUTE citoBa 1 BbIpa’keHnsl, KOTOpbIe OYIyT MCIIOIIb-
30BaHBbI B TeKCTax Ha TeMy «Legal instruments».

certified copy /'s3:(r)trfazd 'kopi/ - 3aBepeHHas Konud, 3aCBU-
[JeTeAbCTBOBaHHAsI KOIIHS
document form /dokjument fo:(r)m/ - GaaHK HOKyMeHTAa, CTaHOAPTHBIN
O6aaHK, THUIIOBast hopMa
heading /'hedin/ - HaYaAo CTpaHUIIbI; 3aTOAOBOK, "IIarnka'; pyopuka

legal brief /li.g(e)l bri:f/ - KpaTKOoe MHCBEMEHHOE U3A0XKEHUE AeAa C IIPU-

BA€YEeHHEM (PaKTOB U JOKYMEHTOB, C KOTOPBIM CTOPOHA BBICTYIIA-
eT B Cyle

legally enforceable /li:gali in'fo:sebl/ - umeronmil IOPUAUYUECKYIO CHAY,

obOecriedeHHBIN ITPAaBOBOM CaHKIIHEH, IOPUIUYECKH MOEeHCTBUTEADL-
HBbIN

sales contract /se1lz 'kontraekt/ - moroBop Kymnamu-mpogazku

signature block /'signatfs(r) blok/ — MmecTo maAa TOAIIUCH; YaCTh JOKYMEH-
Ta, OTBe/IeHHAasI JAS IIOAIINUCH
service contract /'s3:(r)vis 'kontraekt/ = contract of service /kontraekt av

's3:(r)vis/ - KOHTpPaKT Ha oOCAy>KHBaHHE, JOTOBOP 00 OKa3aHUH yC-
AyT

spelling /'spelin/ - opdorpaduda, mpaBorIucaHue

summons /'sanmanz/ - TI0OBeCTKa O BbI30OBE OTBETYUKA B CyH, CynebOHas
IIOBECTKA

subpoena /sa'pi:na/ - TOBECTKA O IBKE B CyJ B KAQUECTBE CBUAETEAS

template /templst/ = pattern /'paeta(r)n/ = model /'mpd(s)l/ — obpaszerr,
1abAoH; Tpadaper; MoaeAb;, MaTPHUIlA

to authorize /0:0oraiz/ - HameAdaTh TOAHOMOYUSIMU, ITPEOOCTABASITH
IpaBo

to proofread /pru:friid/ — BeIYUTHIBAThH (IPOBEPSATH HA HAAUYHE OIIIU-
060K, HeTOYHOCTeH), BHIBEPATH [IOATOTOBA€HHBIN TEKCT

to spell check /spel tfek/ - mpoBepsaTh ITpaBoIICAHUE

valid /'veelid/ - ropuanYecKu OENUCTBUTEABHBIN, UMEIOIIUN CHAY; AOCTa-

TOYHBIM C ITPABOBOW TOYKU 3PEHUS; HaIAexKallle O0(POPMAEHHBIH,
HaJA€XKallle COBEPIIEHHBIN; JEUCTBYIOIIHUY (0 3aKOHE, JOTOBOPE)
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5.2. IIPOCMOTPWUTE TekcT, BBIIUIIINTE B CBOM CJIOBAPUK He-

’§§ 3HaKOMBIe CJIOBa, KOTOPBIE 3aTPyAHAIOT IIOHVMAaHVe 3TOro TeK-

' cra. IIOOT'OTOBBTE mnepeBon TeKcTa Ha PYCCKUN S3BIK U
KOHTPOJIBHOE YTeHIe TeKCTa Ha aHIJINIICKOM A3bIKe.

Types of Legal Documents

1. A ‘legal document’ or ‘legal instrument’ is a formally executed
written document, which grants some right or states some contractual
relationship. A legal document formally expresses a legally enforceable
act, process, or contractual duty, obligation, or right.

2. Even though there are some variations, all legal documents
have three common characteristics: a statement of the parties in-
volved, the terms and conditions of the legal document and a signa-
ture as an acknowledgment of the information the document con-
tains.

3. Following are the types of legal documents that paralegals often
have to create:

Letters. Letter of demand, opinion letter, transmittal letter and
other types of business letters are all legal documents.

5. Contracts - a contract is an agreement between two or more
parties that creates rights and obligations for the parties and these
rights and obligations are legally enforceable. To be valid, a contract
must be signed by all parties involved in the exchange.

6. Power of attorney - a legal instrument authorizing someone to
act as the grantor's agent.

7. Real property documents are legal instruments that transfer
or give some interest in property. The most common real property
documents are lease agreements, and deeds.

8. License or permit — these are used to give someone else per-
mission to do something, and they often set out how long someone
may act in this capacity, as well as the fee they will pay if necessary.

9. Intellectual property documents assert a legal right to a cer-
tain name or design. The most common intellectual property docu-
ments are trademarks and patents.

10. Business formation documents are used to incorporate a
business or create a limited liability company (LLC). They may be in
the form of articles of association, corporation charter or company sta-
tute.

11. Litigation documents - litigation happens when two or more
parties have a disagreement and attempt to restore their violated
rights via a lawsuit. Paralegals often have to prepare the documents
associated with these legal actions. Such documents can include:

- complaint - the claim filed with the court that starts the lawsuit;
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- interrogatory - a list of questions to the opposite party in the
case, these questions must be answered in a written form;

- petition or motion - a formal written request to a court for an or-
der of the court,

- legal brief - a document stating the facts and points of law of a
client's case;

- affidavit - written declaration made under oath;

- discovery materials, which is evidence each side in a dispute
must turn over to the other.

12. Court documents are the documents pertaining to a court
case; they can include:

- summons — a legal document used to inform a defendant that a
legal proceeding requires his or her presence;

- subpoena — a document that requires its recipient to appear in
court as a witness;

- writ - a formal written order of a court signed by the judge
commanding someone to do something or refrain from doing some-
thing.

13. Personal legal documents relate to issues such as a prenup-
tial agreement, divorce, or promissory note.

14. Wills - a document that declares a person's wishes regarding
the disposal of his property when he dies.

15. Certified copies - a copy (often a photocopy) of a primary
document may become a legal instrument if it has on it an endorse-
ment or certificate that it is a true copy of the primary document.

CJIOBA wm3 Tekcra:

formally executed — odpunimaabHO 0POPMAEHHBIN
grant - opUIIHaABPHO IPENOCTABAITDh, JaBaTh
state — KoHCTaTUPOBAThH, yCTAHABAUBAThH, POPMYAUPOBATH
contractual relationship - moroBopHbI€ OTHOIIIEHUS
statement — 3agBA€HHE, YTBEPXKAECHUE
terms and conditions - IOAOXKEHHUS U YCAOBUL
acknowledgment — nmoarBep:kaeHUE, IIPU3HAHHE, 3aCBUAETEABCTBOBA-
HUE
power of attorney - nucbMeHHas1 JOBEPEHHOCTD
grantor's agent — mpeCTaBUTEAb JOBEPUTEAS
real property - HeABUKHNMOE UMYIIIECTBO
interest in property - BeIIfHOE UMYIIIECTBEHHOE IIPaBO
lease agreement - 7OroBOp apeHAbI
deed - mMOKyMeHT 3a 1e4aTblo, JOKYMEHT CKPENAEHHBIN IIe4aThIO
permit - pa3peninTeAbHOE CBUAETEABCTBO
set out — oripeneAdTsb
capacity — moaoxkeHue, JOAKHOCTh, KOMIIETEHIINS, BO3MOKHOCTbD
intellectual property - uHTeAreKTyasbHass COOCTBEHHOCTD
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trademark - pupmMeHHBIH 3HAK

patent — maTeHT

business formation documents — TOKyMeHTbI, 0(pOPMASIEMBIE ITPU CO3-
JaHUU KOMIIaHUHU

incorporate - 3aperucTpupoBaTh B KaueCTBE IOPUANIECKOTO AUIIA

limited liability company - KoMIaHus ¢ OrpaHUYEHHON OTBETCTBEHHO-
CTBIO

articles of association - ycTaB akilmoHEpHOTO O0OIIlECTBA

corporation charter - ycraB Kopnopanuu

company statute - BHyTpEeHHHUN yCcTaB KOMIIAHUH, BHYTPEHHUMN pPETAA-
MEHT

litigation - rpaxkmaHckuil CyzieOHBIN IIPOIIECC, CYAOIIPOU3BOIACTBO

restore — BoccraHaBAUBaTh, KOMIIEHCUPOBATh

legal action - mpaBoBoe neficTBUE

complaint - ICKOBoe 3asIBA€HUE

interrogatory — BOIPOCHHUK, THCbMEHHBIN OIIPOC CTOPOH

opposite party - mpoTUBHAasi CTOpoOHAa

petition - meTUMg; OpoIlIeHUe, 3aIBACHUE B Cy/

motion - XogaTalcTBO (B Cyae)

order of the court — mocraHoBAeHHE Ccyna, CyaeOHbBIN ITpHUKa3

affidavit - nuceMeHHOe MMoKa3zaHue, MOATBEPKAEHHOE ITPUCITON

under oath - moa nmpucaroi

discovery materials — moOKyMeHTBI, OOMEH KOTOPBIMHU HPOUCXOIUT Me-
XKy CTOPOHAMHM Ha 3Talle IIOATOTOBKU K CAYIIAaHUIO 1eAd B CyO€

writ - cynebHoe IIpearicanme

prenuptial agreement - mobpaduHbIi KOHTpPaKT (00 HUMYIIECTBEHHBIX
OTHOIIEHUSIX OyAyIIUX CYIIPYyTroB)

divorce - pacropzkeHue 6pakKa, pa3zBo/

promissory note - goAroBasi pacIiuckKa

will — 3aBemnanue

person's wishes — rmoxkeaaHust YeA0OBeKa

disposal — nepenaya, pacrnopsakeHue (MMyIIeCTBOM)

endorsement — moaTBepPKACHUE

certificate - cBUOEeTEABCTBO

5.3. SABEPIIIUTE kaxmoe M3 HavyaTbhIX IIPeJIOKEHWI, OIIV-
pasdch Ha copep’kaHMe IIPOYMTAaHHOIO TEKCTa, M IlepeBefuTe
I10J1y UVBIIVIECS TIPeJIOKEeHVIS.

A legal instrument is ...

. Paralegals often have to ...

. In general all legal documents have ...

. The most common legal documents are ...
. Litigation documents include ...

Court documents include ...

oOUlh WN —
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e 5.4. YCTAHOBWTE, cOOTBETCTBYIOT JIV [JaHHBIE YTBePXKICHVI

COOEePXKaHNMIO IIPOYNUTAHHOIO TEKCTa, eCdI YTBEepXIeHne

BEPHO, VCIIpaBbTe ero:

1. A contract is a legally enforceable agreement between two or more

parties.

2. A petition is a list of questions to the opposite party in the legal

case.

3. A power of attorney authorizes an agent to act on behalf of the

grantor.

4. All legal instruments have five common characteristics.
5. Business letters fail to be legal documents.
6. Lease agreements and deeds are the examples of intellectual prop-

erty documents.

7. Personal legal documents include subpoenas, interrogatories, legal

briefs and promissory notes.

5.5. COBMECTWTE ciioBa 1 BbIpaXkeHMs CO CXOOHBIM 3Ha4de-
HMEeM B JIEBOVI U1 IIPpaBOVI KOJIOHKaX:

acknowledgment
agent

attorney
business
capacity
contract

fee

litigation
paralegal
summons

agreement
authentication
company
competency
lawyer

legal assistant
legal proceedings
remuneration
representative
warrant to appear

5.6. OTBETDBTE Ha Bopochl K HPOYUTAaHHOMY TeKCTy ¥ Oy[b-
Te T'OTOBBI IIePEBECTU OTBETHI IPYIMX CTYIEeHTOB Ha 3TU Xe BO-

IIPOCHI:

NOU A N

ment?

. What are the examples of legal documents drafted by paralegals?
What does a contract create for the contracting parties?

What does a legal document formally express?

What is a will?

What is the purpose of licenses and permits?

What legal documents certify the incorporation of a business?

. When can a copy of a primary document become a legal instru-
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5.7. IPOCMOTPWUTE TeKcT, BBIININNUTE B CBOV CJIOBAPUK He-

’{i@ 3HaKOMBIe CJIOBA, KOTOPBIe 3aTPYIHAIOT ITIOHMMaHVIe 3TOTO TeK-

" cra. IIOATOTOBBTE nepeBon, Tekcra Ha PYCCKUI A3BIK W
KOHTPOJIBHOE YTeHVe TeKCTa Ha aHIJIUIICKOM A3bIKe.

How to Prepare a Legal Document

1. Paralegals often draft routine legal documents either for clients
or for the law firms. Because these documents tend to follow standard
forms and templates, they are relatively easy for paralegals to create.
But like all legal documents, the content must be precise and accu-
rate. Something as simple as a misspelled word or missing comma can
change a document's meaning or render it invalid.

2. If you are a paralegal and you have to prepare a legal docu-
ment, but you are not sure where to begin, you may just follow the
steps indicated below:

3. Create a heading. The heading of a legal document may be a
letterhead, case caption, or simply the title of the document, depend-
ing upon the type of legal document you are drafting.

- Letterhead. Letterhead goes at the top of the first page of a let-
ter, contains the letter writer’s name, address, and telephone number,
and may contain an e-mail address, fax number, or company logo, as
long as it identifies you as the letter’s author and provides a way for
the reader to contact you.

- Case caption. If you are drafting a pleading, you will need to put
the case caption at the top of the first page of the pleading. A case
caption contains the name of the state, county, and court, the parties
names, and a case number.

- Document title. Directives and agreements generally have head-
ings, which contain the name of the document in large or bold font. A
document title for an agreement or directive may be something like,
“Last Will and Testament of Bill Smith” or “Paralegal Services Agree-
ment”.

4. Find some good forms or examples. There is no need to rein-
vent the wheell Whatever letter, pleading, agreement, or legal docu-
ment you need to prepare, someone has done it before, and so there is
no reason to not learn from his or her experience. Find a few forms or
examples for the legal document you want to prepare, and use them
to create your own version. Some good places to find forms include:

- Handbooks, reference books and books of forms. Many legal
publishers publish for lawyers different handbooks and books of
forms that you may use as guidelines.

- Free form sites. Many free form sites offer valid forms for differ-
ent kinds of legal instruments. Free forms in English can be found at
LexisNexis, Forms Workflow, All About Forms, and Law Smart.
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5. Create the body of the document. Using the forms you
found, write the main part of the document. When writing, you
should use clear, concise language to ensure that there is only one
way of interpreting the words. You want every person who reads the
document to understand it to mean the same thing. Some tips for
making the document clear, include:

- be specific;

- remain brief; say only what you need to say and nothing more;

- use formatting; numbered paragraphs, bold headings and sub-
headings, and white space can all be used to make your document
more readable;

- include a definitions section,

- date the document;

- avoid legalese when you can.

6. Make a signature block. A signature block provides a line for
each person who will sign the document to sign, with his or her name
typed or printed beneath the line. It may also include a space for the
signatory to date the document.

7. Proofread and spell check. Examine your text carefully to find
and correct typographical errors, misused words, mistakes in gram-
mar, style, and spelling.

CJIOBA wm3 Tekcra:

precise and accurate - TOYHBIH U 0€30IITHUOOTHBIH
misspelled word - HeEmpaBUABHO HAIITMCAHHOE CAOBO

missing comma - IPOILyILIeHHAad 3andarad

render it invalid - mpeBpaTuUTh (DOKYMEHT) B HE UMEIOLIUN 3aKOHHYIO

CHAY (TeKCT)

case caption - 3aroAOBOK (Ha3BaHHe) Cy1eOHOT0 IeA0

title — 3araaBue, 3aroAOBOK

company logo - aorotun upMsbI

large or bold font - KpynHBIN HUAY KUPHBIN HIPUPT

reinvent the wheel — 3aHOBO M300peTaTH KOAECO

experience — OIbBIT, IPaKTHUKAa

handbook - HacToOABHag KHHUTaA, CIIPABOYHUK

reference book - cripaBoyHasa KHHUra, mocobue

publisher - uzgaTeAbCTBO

guidelines — pyKoBOACTBO, UHCTPYKIINI

free form site — 6ecmaaTHBIN caliT TUIIOBBIX OAQHKOB

concise language - HEMHOTOCAOBHBIN CTUAb, AQKOHUYHBIHN SI3bIK

brief — AakOHUYHBIN, KpaTKUH

formatting — popmaTupoBanue, pa3MeTKa TEKCTa

white space — mpobea, cBoOOHOE MECTO

readable - TpUTOAHBIN OAS YTEHUS
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definitions section - pa3zmea ¢ HedpUHULIUSIMHU (TOAKOBaHUEM) HUCIIOAb-
3yeMBIX B TEKCTE CAOB

date — gaTupoBaTh, CTABUTH YHUCAO

legalese - ropuguuecKui KaproH

signatory - AuIlo, roarnucaBIiee JOKyYMEHT

typographical error — onneuyatka

misused word — HeIpaBHUABHO YIIOTPEOAEHHOE CAOBO

pasch Ha copep>kaHMe IIPOYMUTAHHOIO TeKCTa, M IlepeBednTe

@ 5.8. SABEPIIIUTE kaxmoe M3 HavyaTbIX IIPEJIOXKEHWI, OIIV-
I10JTy UVBIIVIECS TIPeJIOKEeHVIA.

. The content of legal documents should ...

. If you have to prepare a legal document ...

. The heading of a legal instrument ...

. The sources, where you can find the forms of legal documents, in-
clude ...

. The tips for writing a legal instrument include ...

. A signature block contains ...

A WON R

o Ui

e 5.9. YCTAHOBWTE, coOTBETCTBYIOT JIM [JaHHBIE yTBepXKie-
HUA COOEepXXaHUIO IIPOYNTAHHOIO TeKCTa; eC/IVl YTBep KAeHve
HEeBEPHO, VCITPaBbTe ero:

1. A case caption usually contains an e-mail address and fax number
of parties to a lawsuit.

2. A paralegal can draft legal documents either for the law firm or for
clients of his lawyer.

. Document titles are usually printed in large or bold font.

. If you have to prepare a legal document, you should start with a
signature block.

. It is always a complex task to draft legal documents.

. There are three main types of a legal document heading.

. Web sites do not offer valid forms of legal instruments for free.

. When writing a legal document, you may use different reference
books or books of forms published for lawyers.

. When writing a legal document, you should use legalese as few as
possible.

0N OYul S W

O

5.10. COBMECTWUTE cii0Ba 1 BbIpaXeHVs CO CXOOHBIM 3Ha4Je-
HMEeM B JIEBOVI U1 IIPpaBOVI KOJIOHKaX:

to change to adhere to

 to contact to alter

 to create to communicate with
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to ensure to comprehend
to examine to contain

to follow to guarantee
to include to inspect

to learn to print

to offer to produce

to publish to propose

to understand to study

5.11. OTBETBTE na BOnpocel K HPOYUTAHHOMY TEKCTY W
OyabTe rOTOBBI IlepeBeCcTy OTBETBI IPYIMX CTyAeHTOB Ha 3TU
K€ BOIIPOCHI:

. In what part of a sheet does a letterhead go?

. What document goes with a case caption?

. What does formatting of a text mean?

. Where can a paralegal find forms if he creates a legal document in
English?

. Why is it relatively easy nowadays for paralegals to create routine
legal documents?

6. Why should a paralegal proofread every draft of a legal document?

7. Why should a paralegal use clear and concise language when he

drafts a legal document?

AOWODNHR

al

HEe3HAKOMbIe (JIOBA, KOTOPhIe 3aTPYLHSIOT ITIOHMMAaHVE 3TOTO
TtekcTa. IIOATOTOBBTE nepesop, TekcTa Ha pyCCKUN SI3BIK U
KOHTPOJIbHOE UTeHMe TeKCTa Ha aHIJIMVICKOM SI3bIKe.

| 5.12. IIPOCMOTPUTE TeKcT, BBIIMINNUTE B CBOW CJIOBApUK
A

Structure and Content of a Business Contract

1. Legislation lays down fundamental norms about the structure
and content which all business contracts must comply with. For sales
contracts, supply agreements and contracts of service these norms
are as follows:

- goods/services must be of merchantable quality;

- the seller/contracting party must have title;

- goods/services must be fit for a particular purpose;

- goods/services must be as described;

- there must be no misrepresentations.

2. In a more detailed way the uniform terms and conditions of a
contract for sale of goods are as follows:

a) identification of the parties; these can be the name of a per-

son or a separate business entity;

b)description of the goods (certain quantity and quality);
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c) consideration (it normally consists of the mutual promises
that are made by the parties to the contract; each party
must make a binding promise to the other party in order to
the agreement between them to be a true and enforceable
contract);

d) seller's obligation to tender delivery of the goods (time, place
and manner of delivery);

e) buyer's obligation to pay for goods (price; medium of payment,
time of payment);

f) warranties;

g) insurance;

h) remedies of the parties;

i) signature of the parties;

j) miscellaneous provisions (duration and termination of contract
terms; delegation of performance; assignment of rights; force
majeure; liguidated damages; acceleration clauses; choice of
law clause.

The contract should stipulate all these different things in good

time. This is very important, as otherwise large sums can be spent on
litigation.

CJIIOBA wm3 Tekcra:

legislation - 3aKOHOIATEABCTBO
supply agreement - 7OroBop Ha MOCTaBKY
merchantable quality - (xopoiliee) ppIHOYHOE KadyeCTBO; KOMMEPUECKOe
Ka4dyeCcTBO (OroBOpKa B AOroBOpax KYIIAH-IIPOMAAsKH, O3HAdaloIlasd,
YTO TOBApP MOAXKEH OTBEYATh BCEM IIEASIM, JIASI KOTOPBIX OH OOBIYHO
yIIOTpeOASIEeTCsI, U COOTBETCTBOBATH KOHTPAKTHOMY OITHCAHHUIO)
title - mpaBo cOOCTBEHHOCTH; ITPaBO Ha MMYILIECTBO; OCHOBaHUE IIpaBa
Ha UMYIIECTBO
be fit for — coorBeTcTBOBATD, OBLITH ITPUTOAHBIM JIAS (YETO-AMOO)
misrepresentation - BBesieHHe B 3a0AyKIeHUE; UCKasKeHHe PaKTOB
terms - yCAOBHSI COTAAIlIEHUS, JOrOBOpa
consideration - MmaTeprasbHOE€ OCHOBaHHE JIOTOBOPA, BCTPEYHOE YI0B-
AETBOpPEHUE
mutual promises — B3auMHbIe 00€IaHUs
binding promise - o0Gsi3pIBarolIEee obeIaHue
tender delivery - BBIIOAHUTH YCAOBUS ITOCTaBKHU, OCYIIECTBUTH OOC-
TaBKY
medium of payment - cpeacTBO maaTexka, IIAATEKHOE CPEICTBO
warranty - rapaaTuiiHoe 06s3aTEeABCTBO
insurance - cTpaxoBKa
remedies - cpencTBa cyaeOHOM 3alTUTHI
miscellaneous provisions - IIpoYue MOAOXKEHUH
performance - ucrioaAHeHUE HOrOBOpPAa
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assignment of rights - mepeyctynka mpan

force majeure - popc-Maxkop, Popc-MaxKOpHBbIE 0OCTOATEABCTBA, HE-
npeogoAuMasi CUAQ

liquidated damages - AUKBUAHBIE (3apaHee OIleHEHHbIE) YOBITKH,
OLIEHOYHAad HEYCTOHKAa

acceleration clause - oroBopka o6 YyCKOpPEHHH, YCAOBHE O COKpallle-
HHUU CPOKAa HUCIIOAHEHUd 00s13aTeAbCTBA,

choice of law clause - ycroBHe KOHTpakKTa O BBIOOPE MPUMEHAEMOTO
npaBa

stipulate - o0ycaoBAUBaThH, OTOBapUBATh B KA4€CTBE 0COOOr0 YCAOBHUS

in good time - 3apanee, Briepen; 3a6AaroBpeMeHHO

5.13. SABEPIHIVTE xaxxmoe M3 Ha4daTbIX IPeJIOKeHNI, OIIV-
pasdch Ha copep’kaHMe IPOYMTAHHOIO TEKCTa, M IlepeBefuTe
I10JIy UMBIIVIECS TIPeJIOKEeHVIA.

1. A business contract usually contains ...

2. Each contracting party must ...

3. In a business contract, goods/services must ...

4. The contract should ...

5. The fundamental norms of a contract of service are ...

e 5.14. YCTAHOBWMTE, cOOTBeTCTBYIOT JI1 JAaHHBIEC yTBepXKIe-
HIS COIAePKaHMIO IIPOYMTAHHOIO TeKCTa; eCIV YTBepXKIeHvie
HEeBEePHO, VCITPaBbTe ero:

1. All contracting parties spend large sums on litigation.

2. Consideration denotes mutual promises made by the parties to
the contract.

3. Force majeure is one of the buyer's contractual obligations.

4. In each contract for sale of goods, there must be identification of
the contracting parties:

5. Judge-made law lays down the general norms about the structure
and content of business contracts.

6. The contract is valid, even if there are misrepresentations from
contracting parties.

7. The identification of contracting parties can be by indication of
the name of either a human being or a legal entity.

5.15. COBMECTWUTE csioBa 1 BhIpa)keHMs CO CXOOHBIM 3Haye-
HVEeM B JIEBOV U1 IIPaBOVI KOJIOHKaX:

' certain accurate

| contracting big

fit common
77

O MTTOA, 2014



fundamental distinct

large diverse
merchantable essential
miscellaneous making arrangement
mutual marketable

separate reciprocal

true specific

uniform suitable

5.16. OTBETBTE na BOnmpocel K HPOYMTAHHOMY TEKCTY U
OyabTe rOTOBBI IlepeBecTU OTBETBI IPYIMX CTyHeHTOB Ha 3TU
Ke BOIIPOCHL:

1. Give the examples of miscellaneous provisions included into busi-
ness contracts.

2. What are fundamental terms and conditions of contracts for servic-
es or sale of goods?

3. What does consideration usually consist of?

4. What regulates the structure and content, which all business con-
tracts must comply with?

5. What seller's and buyer's obligations should be defined in the con-
tract for sale of goods?

6. What should be written in description of the goods?

7. Why should a lawyer stipulate all probable consequences of the ar-
rangement in advance when drafting a business contract?

%y 95.17. YIIPAJKHEHWE. IIpounTarite u riepesenTe IpeicTaB-
( > ’JIeHHbIe HIDKe 0Opas1Ibl IOPUANIEeCKX JOKYMEHTOB.

1) Sales Contract

This agreement is made as of [date] between
(hereinafter referred as Seller), and (hereinafter referred as
Buyer).

1. In consideration of mutual agreements of Seller and Buyer to be
set forth, Seller agrees to sell and Buyer agrees to buy (herei-
nafter referred as Goods).

2. Buyer agrees to pay Seller for Goods $ . Terms of payment:

3. Seller agrees to deliver Goods to Buyer on [date], at

[place].
4. Title to Goods shall pass to Buyer [e.g., on execution

of this contract].
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5. Risk of loss, destruction or damages of or to Goods shall be on
Seller until [e.g., until delivery of Goods to carrier at ].

Date, Signatures, Acknowledgment.

CJIOBA wm3 Tekcra:

as of — HauMHa4g ¢, 110 COCTOSSHHIO HA

in consideration of — yunTrsIiBas, IpUHUMAadgd BO BHUMaHUE
be set forth — ObITH yCTAHOBA€HHBIM, OTOBOPEHHBIM, 3aKPENAEHHBIM
title to - mpaBoBO# THUTYA, OCHOBaHUE ITpaBa Ha UMYIILIECTBO
on execution — II0 HCIOAHEHUIO, Ha MOMEHT BBIIOAHEHHUs (obOga3a-

TEABCTB)
loss, destruction or damages - mmpomnazka, yHUYTOXKeHHe, AUOO IToBpe-
XKIeHue /mopya
acknowledgment — 3acBumeTeAbCTBOBaHME, ITOATBEPXKAEHHUE, yIOCTOBE-
peHue
2) Deed
This Deed, made as of the 1st day of August, 201__, between
, party of the first part, and , party of the second
part. Witnesseth, that the said party of the first part for and in con-
sideration of the sum of $ ( &___ /100 dollars), the receipt

whereof is hereby acknowledged, hereby grants and conveys unto the
said party of the second part, all those certain lands:

In witness whereof, the said party of the first part has hereunto set
his hand and seal.

Sealed and Delivered in the presence of:
This instrument was acknowledged before me by on this .

Notary
My Commission Expires on:

CJIOBA wm3 Tekcra:

said — BBIIIIEYIIOMAHYTBIH, BbIIIEYKa3aHHbBIN
whereof - 0 KoTopoMm, 0 Yém
convey unto - nepegaBaThb

3) Termination of Contract of Sale

WHEREAS, the Undersigned have entered into a contract of sale
dated regarding Premises known as (the “Contract of
Sale”), a copy of which is annexed hereto,
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NOW, THEREFORE, in consideration of the sum of $ _ and other
good and valuable consideration, the adequacy and receipt of which is
hereby acknowledged, it is

AGREED, that the Contract of Sale is hereby cancelled, terminated
and is null and void and of no force and effect, that the parties hereto
hereby release and discharge the other, their agents and assigns from
any and all obligations and liabilities under said Contract of Sale and

that the Seller’s attorney, , shall, upon the execution of this
Agreement, return the contract deposit in the sum of $ to
Dated:

Purchaser Seller

Purchaser’s Attorney Seller’s Attorney

CJIOBA wm3 Tekcra:

be annexed — mpuAaraTbCcd; UATH B BUE ITPUAOKEHUS

good and valuable consideration - opuAUYECKH OEHCTBU-
TeAbHOE 1IEHHOE BCTPEYHOE YIOBAETBOPEHUE

4) Power of Attorney, Revocation

I, (“Declarant”), of (Address), through my Power of Attor-
ney dated (“Power of Attorney”) made and appointed ,
my true and lawful attorney in fact for the purposes, and with the
powers set forth in the document.

I hereby give notice that I have revoked and canceled, and hereby do
revoke and cancel, the Power of Attorney, and all powers and authori-
ty given, provided or implied therein to in that Power of Attorney.

In witness of this act, I have signed this Notice of Revocation of Power
of Attorney on [date].

Revoker of Power of Attorney

On this [date], before me, personally appeared known to be the
person described in and who executed the foregoing instrument and
acknowledged to me that they executed the same as their free act and
deed.

Notary Public
Commission Expires on:
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CJIOBA wm3 Tekcra:

declarant — 3agBuTeab

give notice — u3BellaTh, yBEAOMUTH, AEAATh IPEAYIIPEKIECHUE
revoke and cancel - oTMeHATH (HOAHOMOYUSI)
notice of revocation - o0’baBA€HHE 00 OT3bIBE ITIOAHOMOYHUH
foregoing instrument - yImoMsaHYTBIH BBIIIIE JOKYMEHT

5) Proxy
I, , a stockholder of record of ("Corporation") do
hereby constitute and appoint as my lawful attorney, and agent,
for a period expiring on to represent me at any

and all stockholder meetings of the corporation and at any adjourn-
ment thereof, to act for and in the name, place and stead of the un-
dersigned on all matters and things which may be presented for ac-
tion or consideration at such meetings, giving and granting unto said
attorney full power in all respects that I could exercise if present in
person.

Date:

Shareholder:
Witness Signature:
Notary's Acknowledgment

On this [date], before me personally appeared

[name of shareholder|, known to me as the person described in and
who executed the foregoing instrument and acknowledged to me that
he/she executed the same as said person's free act and deed.

Notary Public

CJIOBA u3 Tekcra:
adjournment - iepeprIB MeXKIY 3aCeIaHUAMU
undersigned — HUZKENIOAITUCABLIINHCI

action or consideration - pelreHue UAU OOCYysKIEHUE

6) Promissory Note

$

FOR VALUE RECEIVED, , the MAKER, promises to pay to the or-
der of , the HOLDER, the sum of $ payable at ,
with interest at the rate of percent per annum.

This note is No in a certain series of notes.
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Should there be a default in the payment of any of the notes, then, at
the option of the holder hereof, the remaining notes within the series
shall immediately become due and payable.

Upon default, the MAKER shall pay all reasonable costs of collection
including attorney’s fees.

MAKER

CJIOBA u3 Tekcra:
for value received - 3a BCTpedHOE yIOBAETBOPEHUE

pay to the order of - maaTuTh IpUKazy
with interest at the rate of - BKarouad 1IpoiieHThI 110 CTaBKE B ...
upon default — B cAydyae HeBBITIOAHEHUST 00s13aTEABCTB

/ 5.18. KIIFOUEBBIE CJIOBA 1o msyuaemMon Teme:
l

articles of association motion

case caption permit

certified copy power of attorney
complaint promissory note
deed signature block
document form spelling

heading subpoena
interrogatory summons

lease agreement template

legal brief terms and conditions
legal instrument title

legalese to authorize
legally enforceable to include
litigation documents to proofread
letterhead to spell check
misrepresentation valid

5.19. ITIOATOTOBBTE Ha aHIVIMIICKOM S3bIKe COOOIIIeHMe Ha
TeMy «Legal instruments», yumTeIBasg cilemyroIye ITyHKTBI
IUIaHa:

- TIOHSITHE IOPUANIECKOrO JOKYMEHTA,

- BUABI IOPUANIYECKUX JOKYMEHTOB;

- IIpaBHAA 10 COCTABAEHHIO IOPUAUYECKUX JOKYMEHTOB;

- KOMMEpPYEeCKHUH MOTOBOP KakK ITPUMEP IOPHUAUYECKOro JOKYMEHTAa: €ro
collepKaHue U CTPYKTypa.
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Vuebroe usoarue

E.B.IlortoB

Legal English for colleges:
AHITIUVICKUW A3BIK JJ1 IOPUCTOB

YVuebnoe nocobue
IJIA yUpeXOeHU CpeJHero
IpodeccroHaIIBHOTO 00pa3oBaHMs

[Tognucano B medathb 27.08.14. dopmar 60X84/16. O0péMm 4 dma.
Tupax 100 3K3.
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