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CHAPTER 1. STUDY OF DOCUMENTATION VS DOCUMENTARY
LINGUISTICS

Pre-reading questions.
Before you start reading, think over the following questions:
1. What is a document?

2. Why studying documents is important?

The Study of Documentation

Documentation has always been crucial in human society. Today almost all
communication are being stored digitally. In order to deal systematically and
coherently with old and new media in the world today, you have to deal with the
physical as well as the social and cultural context. Alongside this, there is now
increasing interest in documentation theory and science, and documentation studies
has become a distinctly lively field of research as well as a basis for professional
practice in libraries, archives and museums.

Key topics of documentation study cover:

. human life in a documentation perspective;
. documentation in theory;

. documentation: a conceptual history;

. a complementary theory of documentation;
. a model for documentation analysis;

. documentation in practice;

. documentation in society; and

. the science and profession of documentation.



Documentation science is the study of the recording and retrieval of
information. Documentation science gradually developed into the broader field of
information studies.

A document is a written, drawn, presented, or memorialized representation of
thought, often the manifestation of non-fictional, as well as fictional, content. The
word originates from the Latin Documentum, which denotes a "teaching" or "lesson™:
the verb doced denotes "to teach™. In the past, the word was usually used to denote
written proof useful as evidence of a truth or fact. In the computer age, "document™
usually denotes a primarily textual computer file, including its structure and format,
e.g. fonts, colors, and images. Contemporarily, "document™” is not defined by its
transmission medium, e.g., paper, given the existence of electronic documents.
"Documentation™ is distinct because it has more denotations than "document".
Documents are also distinguished from "realia", which are three-dimensional objects
that would otherwise satisfy the definition of "document™ because they memorialize
or represent thought; documents are considered more as 2-dimensional
representations. While documents can have large varieties of customization, all
documents can be shared freely and have the right to do so, creativity can be
represented by documents, also. History, events, examples, opinions, etc. all can be
expressed in documents.

Do not confuse the Study of Documentation and Documentary Linguistics.

These terms are different in meaning and fields of implementation.

What Is Documentary Linguistics?

Documentary linguistics (also called Language documentation) is a subfield of
linguistics which aims to describe the grammar and use of human languages. It aims
to provide a comprehensive record of the linguistic practices characteristic of a given

speech community.



Language documentation seeks to create as thorough a record as possible of the
speech community for both posterity and language revitalization. This record can be
public or private depending on the needs of the community and the purpose of the
documentation. In practice, language documentation can range from solo linguistic
anthropological fieldwork to the creation of vast online archives that contain dozens
of different languages, such as FirstVoices or OLAC.

Language documentation provides a firmer foundation for linguistic analysis in
that it creates a corpus of materials in the language. The materials in question can
range from vocabulary lists and grammar rules to children's books and translated
works. These materials can then support claims about the structure of the language
and its usage.

Typical steps involve recording, maintaining metadata, transcribing, annotation
and analysis, translation into a language of wider communication, archiving and
dissemination.

The digitization of archives is a critical component of language documentation
and revitalization projects.

Today, there are around 6-7,000 languages spoken in the world and it is widely
agreed that at least half of those are under threat of extinction within 50 to 100 years.
Language documentation is a new sub-discipline within linguistics that has emerged
as a response to the growing crisis of language endangerment. It emphasises data
collection methodologies, in two ways: first, in encouraging researchers to collect and
record a wide range of linguistic phenomena in genuine communicative situations;
and secondly, in its use of high quality sound and video recording to make sure that
the results are the best possible record of the language.

Documentary linguistics is intended to focus on minority and endangered
languages.

Language documentations include as their central components a collection of
spoken texts from a variety of genres, recorded on video and/or audio, with time-
aligned annotations consisting of transcription, translation, and also, for some data,

morphological segmentation and glossing. Text collections are often complemented



by elicited data, e.g. word lists, and structural descriptions such as a grammar sketch.
All data are provided with metadata which serve as cataloguing devices for their
accessibility in online archives. These newly available language documentation data

have enormous potential.

Test. Documentary Linguistics VS Study of Documentation.
Read the given statement and decide whether it is true (mark with “T”) or

false (mark with “F”).

1. Documentation studies has become a fast developing field of research.

2. Currently, the word "document” is defined by its transmission medium,
e.g., paper.

3. Topics of documentation study include documentation theory and
analysis.

4.  The term "Documentation™ has more denotations than "document".

5. In general sense, a document is a representation of thought in a material
form.

6. Documentation science is a kind of information studies.

7. With the raise of information technology, the term document has
developed its meaning to a primarily textual computer file.

8.  The term document refers to information of non-fictional content only.

Q. The word document originates from the Greek word for "student".

10. The verb doced in Latin means "to teach".

11.  In the past, the word document was used to denote written proof used as
evidence of a truth or fact.

12. In Russian linguistics, documentary approach is closer to the study of
documentation than to the field of documentary linguistics in European studies.

13. Documentary linguistics in the West is a subfield of linguistics aimed to

describe the grammar and use of human languages..



CHAPTER 2. TYPES OF WRITING

Pre-reading questions.

Before you start reading, think over the following questions:

1. Compare the Russian term “functional style” and English term “writing
style”.

2. What makes writing styles different?

Different Types of Writing Styles

Since language is used in different social spheres, it is subdivided into writing
styles (in Russian linguistics the term ‘““functional styles” is more appropriate).
Writing styles are the varieties of book language used in a peculiar part of human
activity. Each writing style is subdivided into genres — specific types of texts with
specific features. Through these features genres differ from each other, but they also
have much in common which is due to the fact that certain groups of genres belong to
the same writing style (for example, in the official business style there are such
genres as: business letters, statements, instructions, etc.). Writing style refers to how
the author writes, along with the purpose of the writing.

In the book language there are three main writing styles: academic writing,
business writing, and Media language.

Academic writing is characterized by abstractness, strict logic of presentation,
the abundance of special terms, certain features of syntax. It uses mainly bookish,
special, as well as stylistically neutral vocabulary. The following genres are
distinguished in the academic writing style: article, monograph, dissertation,
textbook, review, review, abstract, etc. The scientific style is characterized primarily
by the following genres: manuscript, article, monograph, thesis, dissertation,

textbook, review, abstract, etc.



The media language style is developed primarily for mass communication
media. Its specificity consists in the combination of two functions of language -
informational and propaganda. It is characterized by the use of expressive-evaluative
vocabulary, as well as idiomatic phrases. There are the following genres of the media
language: an article, report, essay, reportage, etc.

The official business writing style is distinguished by the precision of wording,
impersonality and dryness of the statement, high standardization, a large number of
set expressions, or clichés. In this writing style there are a large number of genres:

law, resolution, note, contract, instruction, business letter, etc.

Exercise. Types of Writing Styles.
Detect the writing style of the texts.

Text 1 (extract)

Snowshoeing and microelectronics are not often mentioned together in the
same sentence, but at the Microsystems Annual Research Conference (MARC),
winter activities, technical talks, and poster sessions all combine for a two-day flurry
of research celebrations.

Returning to the Omni Mount Washington Resort in New Hampshire on Jan.
24-25 for the first time since before the pandemic, MARC gathered over 240 MIT
students, faculty, staff, and industry partners to chart the future of microsystems and
nanotechnology. Now in its 19th year, the student-run conference is organized by the
Microsystems Technology Laboratories (MTL) and, since 2020, co-sponsored jointly
with MIT.nano.

Text 2 (extract)
DELIVERY OF PHYSICAL OBJECTS
Within twenty (20) business days after the effective date of this Agreement,

Zartex, Inc. shall deliver to Software Purchaser (1) its entire inventory of copies of



the Software in object code form; (2) a master copy of the Software, which shall be in
a form suitable for copying; and (3) all System Docuemntation and User
Documentation pertaining to the Software.

PAYMENT

Purchase Price. In consideration for Zartex, Inc.'s execution of this agreement
and performance of the terms and conditions contained herein, Software Purchaser
agrees to pay to Zartex, Inc., during 10 (ten) business days from the Effective Date,
the sum of $2,200 (Two thousand and two hundred).

Taxes. The amount payable to Zartex, Inc. by Software Purchaser under this
Section 4 is inclusive of any national, state or local sales, use, value-added or other
taxes, customs duties, or similar tariffs and fees which Zartex, Inc. may be required to

pay or collect upon the delivery of Software or upon collection of the fee.

Exercise. Translation Practice.

Translate into Russian.

The contract requires him to finish work by the end of the year.
| tore up the contract.

Have you signed the contract yet?

H w0 =D

Their agreement expires next year.

5. He has to return the property under the terms of an agreement he has
with the original owner.

6. He signed an agreement to buy the property.

7. A business proposal is a written offer from a seller to a prospective
buyer. Business proposals are often a key step in the complex sales process—i.e.,

whenever a buyer considers more than price in a purchase.



8. A proposal puts the buyer's requirements in a context that favors the
seller's products and services, and educates the buyer about the capabilities of the
seller in satisfying their needs.

9. Use a business proposal template to kickstart your proposal-making
process. Each template is free and has been crafted by contractors in their respective
fields, who use proposals every day to grow their business and to create loyal
customers. All you need to do is to add relevant photos and proof of your experience,
as well as to customize these legal documents to reflect the particular client’s needs.

10. In accordance with a treaty between the United States and the tribes of
the Pacific Northwest, commercial fishing of certain kinds of salmon is limited to

Native Americans.

B.

1. Final domestic demand is the sum of final consumption, investment and
stock building expenditures by the private and general government sectors in real
terms.

2. Supply and demand is perhaps one of the most fundamental concepts of
economics and it is the backbone of a market economy.

3. Demand refers to how much (quantity) of a product or service is desired
by buyers.

4.  The quantity demanded is the amount of a product people are willing to
buy at a certain price; the relationship between price and quantity demanded is known
as the demand relationship.

5. Supply represents how much the market can offer. The quantity supplied
refers to the amount of a certain good producers are willing to supply when receiving
a certain price.

6.  The correlation between price and how much of a good or service is
supplied to the market is known as the supply relationship. Price, therefore, is a
reflection of supply and demand.

7. All of the undersigned persons are bound by the contract.



8.  The words such as "herein,” "hereinafter,” "hereof,” and "hereunder"
refer to this Agreement as a whole and not merely to a subdivision in which such
words appear unless the context otherwise requires.

9. “Herein ", "hereby" and similar expressions refer to these Terms and
Conditions as the same may be amended or modified from time to time; and the
expression "Article” and "Section," followed by a number refer to the specified
Article or Section of these Terms and Conditions

10. In case of the non-observance of the notice periods mentioned in the

art.1.333 is the aggrieved party is entitled to damages.

Specific Features of Document Text

The word document comes from the Latin word documentrum, which means
“proof”, “evidence”. The word document entered the Russian language in the Peter
the Great time: business papers that had legal significance began to be called
documents. Later the word document developed two new meanings:

1) passport, certificate;

2) everything that can testify to something, confirm something (a work of art is
a document of the epoch).

We should distinguish business documents and technical documentation.

Business documents are structured into one of the following types of structure:

e simple, or linear (autobiography, statement, power of attorney, etc.),
o template (certificates, contracts, agreements, etc.),

¢ table (financial statements, etc.),

e questionnaire (personnel record sheet, etc.)/

The language of business papers should correspond to the traditions of the
official business style. The main features of the official business style are: accuracy,
excluding the possibility of any other interpretations and ambiguities; language

standard — the desire to express thoughts in a uniform way, the use of ready-to-use



language clichés. These features are reflected in the design of business papers and
documents: composition, arrangement of text parts, allocation of paragraphs,

structure, font, etc.

Test. Linguistic Study of Documentation.

Read the information in 'Linguistic Study of Documentation™ and
complete the test. Decide whether the statement is true (mark with “T”) or false
(mark with “F”).

1. The word documentrum means “proof™, “evidence” in Latin.

2. In a broad sense, a document is everything that can testify to something,
confirm something.

3. A genre is a specific type of text with specific features.

4. Certain groups of genres belong to the same writing style.

5.  There are four main writing styles: academic writing, business writing,
and media language, and fiction.

6.  The academic writing is usually abstract and dry.

7. The media language has informational and propaganda functions.

8.  The business writing is distinguished by the accuracy of wording and

impersonality.

Exercise. Active Vocabulary Revision.
Translate from Russian the following terms.
I[OKYMeHT, JOKYMCHTAIlUA, O(bPIHI/IaJ'IBHO-I[eJIOBaH JOKYMCHTAaLKA,

AOKYMCHTHaAsA JUHI'BUCTHKA, q)YHKI_[I/IOHaHBHBIﬁ CTHJIb.



CHAPTER 3. BUSINESS WRITING AND BUSINESS DOCUMENTS

Pre-reading question.
Before you start reading, think over the following question:
What are the characteristic features of business writing?

What is Business Writing?

Business writing is a type of writing that is used in a professional setting. It is a
purposeful piece of writing that conveys relevant information to the reader in a clear,
concise, and effective manner. It includes client proposals, reports, memos, emails,
and notices. Proficiency in business writing is a critical aspect of effective
communication in the workplace.

Types of Business Writing are:

1. Instructional. The instructional business writing type is directional and aims
to guide the reader through the steps of completing a task. A user manual falls aptly
under the instructional category, as well as a memo issued to all employees outlining
the method of completing a certain task in the future.

2. Informational. Informational business writing pertains to recording business
information accurately and consistently. It comprises documents essential to the core
functions of the business for tracking growth, outlining plans, and complying with
legal obligations. For example, the financial statements of a company, minutes of the
meeting, and perhaps the most important, report writing.

3. Persuasive. The goal of persuasive writing is to impress the reader and
influence their decision. It conveys relevant for the clients information to convince
them that a specific product, service, company, or relationship offers the best value.
Such a type of writing is generally associated with marketing and sales. It includes

proposals, bulk sales emails, and press releases.



4. Transactional. Day-to-day communication at the workplace falls under the
transactional business writing category. The bulk of such communication is by email,
but also includes official letters, forms, and invoices.

A business cannot function without business documents.

"Business Documents™ means all books, records, files, business records and
plans, reports, correspondence, documentation in respect of agreements, and other
financial and customer data, whether any such item is in the paper, electronic or other
formats.

This means that all contracts, agreements, minutes of meetings, and more are
business documents. Businesses often use data and documents to improve their
business operations. Every successful business has a system to maintain these

records.

A List of Business Documents That Many Companies Have

1. Documentation of Bylaws

Bylaws are the laws that the company has established to keep the organisation
in control and in regulation. A company’s bylaws are the direct guidance given by the
authority of a company. They define the company’s purpose, responsibilities,
shareholder obligations and rights, annual board meetings and schedule. It also
includes the process of appointment and removal of directors.

It helps design a structure for the business and builds the individual roles for
the employees. It helps resolve any dispute that takes places and streamlines the
decision-making processes. This document does not need to be filed at the state
office, it is for the internal use by a company.

2. Non-Disclosure Agreement

Non-Disclosure Document helps safeguard sensitive information such as
financial records, clients, customer details and countless other information that the

company deems to be sensitive.



While working with contractors, freelancers and employees Companies need to
share confidential information with their employees from time to time. This
information is very critical to the company and if leaked could cost a fortune.
Companies, therefore, ask employees to handle confidential company information to
sign a non-disclosure agreement.

This is one of the List of business documents that legally binds the under
signatory to maintain confidentiality, if not they are liable to face legal repercussions.

3. Operating Agreement LLC

An Operating Agreement LLC (Limited Liability Company ) is a key legal
document that is necessary for every LLC with more than 2 or 3 members. The
Operating agreement is one of the principle charter document which is analogous to
(and closely resembles) a partnership agreement.

4. Minutes of Meeting

This document keeps a written record of the happenings of the meeting as well
as serves as “institutional memory”. This legal document includes information about
the nature of the meeting, its attendees, discussions, decisions or actions (elections,
purchases etc.) taken. This document helps resolve any misunderstanding regarding
any occurrence of any past meetings. Moreover, it can also be used for future
reference.

Minutes of the meeting captures the happenings of a meeting in detail and
used as a referring document for the consecutive meetings. The minutes of meeting
documents all the proceedings of a board meeting. It captures inputs like date, time,
name of attendees, absentees, the agenda of the meeting, further issues, list of tasks to
be performed, next meeting schedule, decisions and suggestions.

5. Employment Agreement

Every employee has certain obligations and expectations that they must fulfil
for the organisation and vice versa. This agreement sets the ground rules of the
relationship between the organisation and the employee. The culture and the vision of

the company can be seen in action in the employee agreement. Though it isn’t a legal



requirement to have an employment agreement with every employee, it works as a
safeguard for the company if put in place.

It also plays a role in dispute resolution between the company and the
employee in the event of obstruction of expectation of their working relationship.

6. Business plans

A Dbusiness plan, as the name suggests, is the plan for your business on paper.
Before creating a business plan do thorough research, analyze the market, your
competitors, understand how you will target the customers in your market. It offers
clarity on what your business is, its opportunities and the roadmap that will lead you
there.

A business plan encompasses ideas and strategies in a certain framework such
that they can be easily presented and appear structured. A business plan includes the
executive summary, company information, product/service information, swot
analysis, department wise sub-plans, budget, milestones and critical measures.

It may not be a legal document but is required to be presented to future
investors, should you take the route of seeking external funding?

7. Business Reports

Business reports are facts and figures about certain departments. It includes
aspects of your business that exist as company data, which, after analysis can derive
outcomes and projections. Business reports cover an issue at hand and make use of
extensive data analysis to project solutions.

A business report typically gives data like sales figures, marketing plans, the
number of employees, teams, details about the founders, feasibility reports, safety
compliance and more. This is the business document that comes in handy when
pitching to new investors onboard or simply reviewing your company’s progress. It is
also advisable to keep a template ready for the same. Furthermore, reports are used to
evaluate risks and offer workable recommendations.

8. Financial Agreement

It is important to know whether you are within budget, making profits or

spiralling losses. A financial report identifies that. It assists in determining whether a



department has been productive or not, it also helps understand a broad review of the
company’s performance annually. These reports help you in filing taxes or budget
proposals. Below are some important financial business documents that every

company should have.

Test. Linguistic Study of Documentation.
Read the information in “What is Business Writing” and complete the test.

Decide whether the statement is true (mark with “T”) or false (mark with “F”).

1. Business writing is a type of professional writing that conveys relevant
information in a clear, concise, and effective manner.

2. A user manual belongs to the instructional business writing type.

3. Informational business writing type includes documents essential to the
core functions of the business - for tracking growth, outlining plans, complying with
legal obligations, etc.

4.  The persuasive writing type is associated with such documents as the
financial statements of a company or report writing.

5. The transactional business writing type includes official letters, forms,
Invoices, etc.

6. Bylaws are established by the company to control the operations of the
organization.

7. Non-Disclosure Agreement helps protect confidential information.

8. If an LLC(Limited Liability Company) has more than one member, they
interact under an Operating Agreement LLC.

9. Minutes of Meeting records the nature of the meeting (attendees, agenda,
decisions taken).

10. Anemployment agreement can be called an employee agreement.



11. A business plan includes the executive summary, company information,
product/service information, swot analysis, department wise sub-plans, budget,
milestones and critical measures.

12. "Losses" are opposite to "profits".

Test. Business Documents.

Match the term and its Russian translation.

English Russian
1. VupenurenbHbIE TOKYMEHTBI A. Minutes of Meeting
2. Tlporokon 3acenanus B. Limited Liability Company
3. CornaiieHue o HepasTialeHuu C. Operating Agreement
4. O0mecTtBO ¢ OrpaHUYCHHOM D. Bylaws
OTBETCTBEHHOCTHIO
5. JloroBop 0 B3aMMOICHCTBHU E. Non-Disclosure Agreement
6. CmyxeOHbIE 3aITUCKH F. Proposals
7. Tlpennoxenus G. Emails
8. DJeKTpOoHHBIE MHChMa H. Memos
9. ®uHAHCOBBIC OTYECTHI I. User Manual
10.PyKoBOICTBO IOJIB30BATESA J. Financial Statements

Test. Active Vocabulary from Business Writing and Business Documents
Study the information in Business Writing and Business Documents and

match the English-Russian translation pairs.

English Russian

1. TouHO A. concisely

2. KpaTko B. accurately




3. mociemoBaTeIbHO C. proficiency

4. npodeccuoHaIbHOE YMEHUE D. convey

5. UMeTh OTHOIIICHUE, E. pertain
MIPUHAICKATH

6. mepenaBaTh, COACPKATh F. consistently

7. ONTOBBIC IPOJAKHU G. invoices

8. mpecc-penu3bl H. press releases

9. PYKOBOAHTEIN KOMITAHUU I. employee

10.coBeT AMPEKTOPOB J. authority of a company

11.TpynoycTpoicTBO, 3aHATOCTh K. the board

12.paboTomarenn L. employment

13.paboTHuK M. employer

Exercise. Business VVocabulary.

Match the English-Russian translation pairs in each terminology group.

1) milestones, swot analysis, the executive summary — kparkoe H3JI0KEHHE,
KOHTPOJIBHBIC TOYKH, SWOt-aHaJII/B;

2) feasibility reports, safety compliance, sales figures — moka3zaTenu mnpojax,
coOoieHue TpeOboBaHUM 0€30MaCHOCTH, TEXHUKO-DKOHOMUYECKHE 000CHOBAHUS;

3) for the internal use, filed at the state office, shareholder — akinonep, monaercs
B TOCYUPCKIACHUC, NJIsI BHYTPCHHET O IIOJIb30BAaHU,

4) contractors, to sign, customer details— cBemeHuss 0 KJIMEHTE, MOAMKMCHIBATH,
HOAPSATYNKY,

5)the company deems to be sensitive, safeguard, sensitive information —
rapaHTupoOBaTb COXPAHHOCTb, AOBCPHUTCIIbHAA I/IH(i)OpMaHI/IfI, KOMIIaHUA CYUUTACT

KOH(pHUACHITNATBLHOM;



6) the proceeding of a board meeting, agenda, the under signatory, to document —
HI/I)KGHOI[HI/ICB.BH_II/II\/'ICSI, IMOBECTKa AHA, 3aCCAaHuC COBCTa JHPCKTOPOB, BCCTHU
MPOTOKOJI,

7) obligations, in dispute resolution, set the ground rules, in the event of
obstruction — o0s3aTenbCcTBa, yCTaHABIMBAaeT OCHOBHBIE MpaBWia, B CiIydae
HECOOTBETCTBHUS, IIPU Pa3PEILIEHUN CIIOPOB;

8) encompass, roadmap, target the customers — opueHTHpPOBATHCS Ha KJIMEHTOB,
OXBAaThIBATh, JOPOXKHAA KapTa,

9) bind, leak, cost a fortune, legal repercussions — yredka, CTOMT LEIOE

COCTOSAHUC, CBA3bIBATDb, IOPHUAUYICCKHUC ITOCICACTBUAA.

Exercise. Active Vocabulary Revision.
Translate from Russian the following terms.
YupeautenbHble TOKYMEHThI OpraHU3aluu

VYcras

OO611ecTBO ¢ OrpaHUYEHHO OTBETCTBEHHOCTHIO
JloroBop o HepasrialeHuu

TpynoBoit oroBop

JloroBop o corpyiHUYECTBE

[Iporokoi

IToBecTka 3acenanus

buznec mnan

DOUHAHCOBBIA OTYET

dunraHCOBOE corlalieHue



CHAPTER 4. TRANSLATION TRANSFORMATIONS AND THEIR USE
FOR DOCUMENT TRANSLATION

Pre-reading questions.

Before you start reading, think over the following questions:
1. What is translation transformation?

2. Why translation transformations are important?

3. Is adequate translation without the use of transformations possible?

Classifications of Translation Transformation

While fiction requires a certain amount of creativity if translated into other
languages, business documentation contains certain facts and is addressed to a
specific audience, which means the need to ensure the accuracy of the data in
translation and to convey the writing style of the original text. Thus, a translator
ought to be fully aware of the necessary terminology and vocabulary. The use of
translation transformations will help the translator to render the original author’s idea
properly. Further there are given most useful classifications of translation

transformations.

V.N. Komissarov’s classification of translation transformations

V.N. Komissarov defines translation transformations as transformations by which
it is possible to make the transition from the units of the original text to the units of
translation text in the specified sense. Translation transformations are carried out with
linguistic units having both content and expression, they transform the form and
meaning of the original units [Komuccapos, 1990].

V. Komissarov also divides translation transformations into grammatical, lexical
and complex lexico-grammatical ones. Lexical transformations include such

techniques as transcription, transliteration, loan translation, lexico-semantic



substitutions. The latter, in turn, can be further divided into concretization,
generalization and modulation.

Grammatical transformations are divided into word-based translation, partitioning
and combining sentences, and grammatical substitutions. Lexico-grammatical
transformations include antonymic translation, explication and compensation.

Lexical transformations prevail. Each of the mentioned transformations has its
own characteristics, and is used in various cases. Transcription and transliteration
recreate the form of a lexical unit in the source language using the sound form of a
word and its letter composition. Loan translation replaces parts of the lexical unit of
the original with lexical matching. When concretizing, a word in the source language
that has a broad meaning is replaced by a word with a narrower meaning, and when
generalizing, on the contrary, a unit of the source language with a narrow meaning is
replaced by a unit of the translating language with a broader meaning. Modulation
replaces a word in the source language with a word in the target language, the
meaning of which was deduced logically from the meaning of the original unit. And
when explicated, the original word is replaced by a phrase explaining it in the target
language. When compensating, the elements of meaning lost during translation are

transmitted in the translation text by other means [Konapamios, 2020].

L.S. Barkhudarov’s classification of translation transformations
L.S. Barkhudarov defines translation transformations as interlanguage
transformations, using which a translator achieves the adequacy of translation, where
the translation text conveys all the information contained in the source text with the
maximum possible completeness, while strictly observing the norms of the translating
language.
There are four types of transformations in Barkhudarov's classification:
e permutation,
e substitution,
e addition,

e omission.



Permutations are understood as a change in the order of the language elements in
the target text compared to the source text. Such elements most often include words,
phrases, parts of a complex sentence and independent sentences in the structure of the
text, and the most common case in the translation process is a change in the order of
words and phrases in the sentence structure.

The most common type of translation transformation according to Barkhudarov is
substitution. Grammatical units — forms of words, parts of speech, sentence
members, types of syntactic connection — and lexical ones can be subjected to it.
Concretization, generalization, antonymic translation, compensation also refer to
substitution.

Additions are used when certain semantic components are not formally expressed
and for some other reasons. This is the addition of an appropriate word that was
omitted in the original text. Omission is the exact opposite of addition. Most often,

when translating, words that are semantically redundant are omitted.

Test. Translation Transformation.
Complete the test.
1 TIlepeBoaueckas TpanchopMalus B 00IIEM CMBICIIE — 3TO
a) mpeobpa3oBaHUE I3bIKa OPUTHMHAIA B A3BIK TIEPEBOA,
b) mpeoOpa3zoBaHHEe CTPYKTYp (c7I0B, TpPaMMAaTHYCCKUX KOHCTPYKIIHH)
OpHMTrHHaJa B CTPYKTYPHI IIEPEBO/IA IO OMPEEICHHBIM IIPAaBUIaM,
C) pe3yJbTaT MepeBoja,
d) mpeoOpasoBaHme cli0Ba B CJIOBOCOYETAHHE.
2. be3skBUBaICHTHAs JIEKCHKA — 3TO
a) eIMHMIIBI S3bIKA OPUTHHAJIA, HMCIOIIME PETYIISIPHBIC COOTBETCTBHS B SI3BIKE
1epeBoa,
b) emuHuUIIBI A3bIKA OpUTHHAJIA, HE UMEIOIINEC TOUYHBIX COOTBETCTBHH B SI3BIKE

nepeBo/a,



C) emuHUIBI S3BIKA TEPEBOA, MMEIONIHE aJeKBAaTHBIE BApUAHTHI B S3BIKE
opWruHaia,

d) emuHUIBI SA3bIKA MEPEBOJA M OPUTHHAIA, KOTOPBIE COOTHOCSATCS MEXIY
COOOI.

KanpkupoBanue — 310

a) croco0 mepeBoaa JIEKCHYSCKOW CIUWHHIIBI OPUTHMHAIA IYTEM 3aMEHBbI e¢
COCTaBHBIX dYacTed, Hampumep, MoOppeM HIH CIOB, UX JIEKCHYCCKUMHU
COOTBETCTBUSIMH B SI3bIKE TIEPEBO/JIA,

b) croco6 neperoa CHHTAKCHUYESCKON €MHMIIBI OPUTHHAJIA ITYTEM 3aMCHBI e¢
COCTaBHBIX YacTeH aHAJIOIMYHBIMU CHHTAKCUYECKUMH COOTBETCTBHUSIMH B
sSI3BIKE TIEPEBO/IA,

C) OIWH M3 BHIOB IpaMMaTHYECKON TpaHchopMaIuu,

d) OykBaJbHBIN MIEPEBO/I.

Komniencanus — ato

a) aJeKBaTHBINA IIEPEBOJI A3bIKA HCTOUHUKA HA S3bIK OPUTHUHAIIA,

b) OykBaJbHBIN MEPEBOJ A3bIKA UCTOUHUKA HA S3BbIK OPUTHHAIIA,

C) SKBUBAJCHTHBIN MEPEBO/I,

d) cnoco6 mepeBoaa, MpU KOTOPOM YTPAYCHHBIC 3JICMEHTBI CMBICIIA ¢TUHHIIBI
TEKCTa OpPUTHMHAJIA TIEPENAIOTCA KAKUM-JIMOO WHBIM CPEICTBOM B S3BIKE
epeBo/Ia.

TpaHCKpUIIHS U TPAHCIUTEPAIUS SBISIOTCS BUIAMU

a) TpaMMaTHYECKHUX TPaHCHOpMAIIHiA,

b) nmexcuueckux TpanchopMamii,

C) Mopdoormueckux TpaHchopMaIui,

d) cuHTakcHUecKuX TpaHCchHOpPMAIIHIA.

«[TocToponnum Bxox 3amnpetien» / «Personnel only» — npumep

a) KOHKpETHU3aIMH 3HAYCHU,

b) anTOHMMHYECKOrO IepeBo/a,

C) KaJbKHUpPOBAHUS,

d) renepanuzarum.



7. «Conventiony / «Koneenyus» — B JTaHHOM CITydae HMEETCSI IPUMEP
a) KOHKpETH3aIUH,
b) xampkupoBaHus,
C) reHepaiu3allu,
d) TpanciauTepanuy.
8. «Agreementy / «JloroBop» — B TaHHOM Cllydae HMEETCsI IPUMEP
a) KOHKPETH3AIUH,
b) kanpkupoBaHus,
C) reHepaM3allvH,
d) TpaHcaurepaimu.
9. OmnwmcaTenbHbIi IEPEBO — ITO IPUEM ITEPEBOA, IPU KOTOPOM
a) eIMHUIA UCXOMIHOTO SI3bIKa 3aMEHSICTCS Ha MPOTHBOIOIOKHYIO
b) emuHMIIa KCXOTHOrO SA3bIKA 3aMEHSCTCS Ha €AMHHUILY C 00Jee KOHKPETHBIM
3HAYCHHUEM
C) enMHUIIA MCXOIHOIO SI3bIKa 3aMCHSIETCSl Pa3BEPHYTHIM OOBSCHCHHEM Ha
sSI3BIKE TIEPEBO/IA
d) emuHUIIA UCXOMHOrO sI3bIKA 3aMCHSETCS Ha CAMHHUILY ¢ OoJiee HIMPOKUM

3HAa4YCHUCM

Exercise 1. Transformations.

Translate into Russian using translation transformations.

Breach of contract is a legal cause of action in which a binding agreement or
bargained-for exchange is not honored by one or more of the parties to the contract
by non-performance or interference with the other party's performance. If the party
does not fulfill his contractual promise, or has given information to the other party
that he will not perform his duty as mentioned in the contract or if by his action and
conduct he seems to be unable to perform the contract, he is said to breach the

contract.



CHAPTER 5. DOCUMENT DETAILS AND ATTRIBUTES

Pre-reading questions.
Before you start reading, think over the following questions:
1. What is meant by “document details” (“pekBU3UTBI JOKyMeHTa”)?

2. Which document details do you know?

Document Details and Attributes

A document is information recorded on a tangible medium in the form of text,
sound recording or image with details, or requisites (in Russian documentary
terminology the word requisite is more appropriate), allowing its identification.
According to Russian legislation, a document is defined as “a material carrier with
information fixed on it in any form in the form of text, sound recording, image and
(or) a combination thereof, which has requisites allowing its identification and is
intended for transmission in time and space for public use and storage”.

In everyday life, we understand document details to mean, as a rule, bank details
— the number of a plastic card, money transfer account, etc. However, the document
details are all the information that allows to identify the document — the title of the
document, the name of the person who signed the document, the date of the document
and so on. In other words, the word “Application” in the title of a job application is
no less important a detail of this document than the full name of the person who
wrote the document.

The requisites of certain types of documents are located in a strictly defined
place. For example, in the application templates adopted in the Russian Federation,
such a document requisite as the name of the addressee (the person in whose name
you are writing the application) is indicated in the upper right corner of the document,

and not in any other place.



Document details are necessary for drawing up and approving documents or for
business correspondence. Details are mandatory information in Contracts,
Agreements and any other documents. The title of the document is a mandatory
requisite of any document. The main requisites of many official business documents
are: information about the sender and addressee, date, signature and list of
appendices. The number of requisites of a document depends on the type of
document.

In particular, details certifying a physical person in a certain document may
include full name, address, telephone number, data of an identity document. Some
documents contain bank account details and other — depending on the type of
document.

Official details of companies are usually indicated on company corner letterheads
of the organization and include the company name, contacts, legal and actual address
with index. Full details of the organization consist of more data.

Bank details are needed to transfer money from account to account. For example,
to make payroll or to receive money for goods and services. Bank details consist of

account holder details and bank details.

Test. Document Details and Attributes.

Study the information in “Document Details and Attributes” and complete
the test. Decide whether the statement is true (mark with “T”) or false (mark
with “F”).

1. JlokymeHT — 3To 3aKCUpOBaHHAS HA MaTEPUATHLHOM HOCHUTENE
uHdopmaIus, coJep)Kamas HEKHe pPEKBU3UTBI, 10 KOTOPHIM €€ MOXHO
UICHTUDUIIUPOBATH.

2. I[OKYMGHT MOXCT CYIICCTBOBATH TOJILKO Ha 6YMa}KHOM HOCHTCIIC.



3. JIOKyMEeHT  CIyXuT [ T[epefaud  3aUKCUpPOBAaHHOM B HEM
uH(popMalMi BO BPEMEHM U B TMPOCTPAHCTBE B LEIAX €€ JaJbHEHIIEro
WCIIOIb30BaHUS U XPaHEHUS.

4. PexBu3utamu JOKyMEHTa SIBISETCA BCS MHQOpMAIMS, MO3BOJSAIONIAS
UACHTU(DULIMPOBATh JOKYMEHT — Ha3BaHHWE [OKYMEHTa, HMs IOJIIUCABIIETO
JOKYMEHT JIMILIa, JaTa JOKYMEHTa U IIp.

S. PexBU3UTHI JOKYMEHTOB ONPEAEICHHBIX BUIOB MOI'YT pacIiojararorcs B

J1000M MECTE Ha CTpaHHIe OyMaru.

6. HO,ZIHI/ICB 3a4BUTCIIA, BBIIIOJIHCHHAA OT PYKH, HC ABJIICTCA PCKBHU3HUTOM
HOKYMCHTA.
1. OCHOBHBIMU PCKBHU3UTAMU MHOI'MX O(l)I/IL[I/IaJ'IBHO-I[eHOBBIX JOKYMCHTOB

ABJIAIOTCA: I/IH(l)OpMaHI/IH 00 aJpeCaHTe M aapecare, Jgara, HoANNCbh W CIHCOK

IIPUIIOKEHHM.
8. KonnyecTBo peKBU3UTOB JOKYMEHTA HE 3aBUCHUT OT THIIA JOKYMEHTA.
9. baHKOBCKHE PEKBU3UTHI - TOIBKO OAWH U3 BUAOB PEKBU3UTOB, KOTOPBIE

MOJKCT COACPKATb JOKYMCHT.

Task. Practical Case.
Think of appropriate English translation details for the given Russian

document details. Which translation strategy would you choose?

B odunmansHbeix noropopax Ha tepputopun PO 00bIYHO yKa3bIBAIOT CIAEAYIOLINE

PCKBU3UTEIL:

WNHH, KIIII, OI'PH, OKATO, OKIIO, bUK.

Task. Practical Case.
Look at the Cover Letter Sample and identify all the document details.

Discuss their possible Russian translation details.



John Donaldson
8 Sue Circle, Smithtown, CA 08067 - 909-555-5555 - john.donaldson@email.com

September 6, 2022
George Gilhooley
LTC Company

87 Delaware Road
Hatfield, CA 08065

Dear Mr. Gilhooley,

| am writing to apply for the programmer position advertised in the Times Union. As
requested, | enclose my certification, resume, and references.

The role is very appealing to me, and | believe that my strong technical experience and
education make me a highly competitive candidate for this position. My key strengths
that would support my success in this position include:

« | have successfully designed, developed, and supported live-use applications.

« | strive continually for excellence.

« | provide exceptional contributions to customer service for all customers.

With a BS degree in computer programming, | have a comprehensive understanding of
the full lifecycle of software development projects. | also have experience in learning and
applying new technologies as appropriate. Please see my resume for additional information
on my experience.

I can be reached anytime via email at john.donaldson@email.com or by phone at 909-
555-5555.

Thank you for your time and consideration. | look forward to speaking with you about

this employment opportunity.

Sincerely,
Signature (hard copy letter)

John Donaldson




CHAPTER 6. TYPES OF DOCUMENTS

Pre-reading question.
Before you start reading, think over the following question:

Which types of documents do you know?

Types of Documents Used in the USA and the Countries of Europe

Documents are sometimes classified as secret, private, or public. They may also
be described as drafts or proofs. When a document is copied, the source is
denominated the “original”.

Standards are accepted for specific applications in various fields, e.g.:

Academia: manuscript, thesis, paper, and journal;

Business: invoice, quote, RFP, proposal, contract, packing slip, manifest, report
(detailed and summary), spread sheet, MSDS, wayhbill, bill of lading (BOL), financial
statement, nondisclosure agreement (NDA), mutual nondisclosure agreement
(MNDA), and user guide;

Government, law, and politics: application, brief, certificate, commission,
constitutional document, form, gazette, identity document, license, manifesto,
summons, and white paper;

Media: mock-up and script.

Such standard documents can be drafted based on a template.

Drafting is a page layout of a document is how information is graphically
arranged in the space of the document, e.g., on a page. If the appearance of the
document is of concern, the page layout is generally the responsibility of a graphic
designer.

Typography concerns the design of letter and symbol forms and their physical

arrangement in the document (see typesetting). Information design concerns the



effective communication of information, especially in industrial documents and
public signs.

Simple textual documents may not require visual design and may be drafted only
by an author, clerk, or transcriber.

Forms may require a visual design for their initial fields, but not to complete the

forms.

Types of Russian Documents. Contract

The main types of business documentation used in business organizations in the
Russian Federation are diverse and may include bylaws documents, administrative,
informational, reference, financial and personnel documentation. If a company has
foreign partners and needs translation services, the documents requiring translation
are usually financial documents, personnel documentation when hiring foreign
citizens, as well as information and reference materials. When doing business with
foreign partners and clients, business letters play an important role.

Let’s consider the genre, composition and linguistic features of some types of
Russian documents.

One of the topical genres of written business speech nowadays is the Contract. A
contract is a document that establishes legal relations between legal entities
(counterparties) or an individual and a legal entity. The nature of the transaction,
conditions, terms, rights and obligations of the parties are necessarily reflected in the
relevant paragraphs of the contract and constitute a set of information that provides
the document with legal force. From the point of view of textual organization, these
clauses are modules - text fragments with standard headings represented by a set of
standard phrases. The following information should be reflected in the document:

e Presentation of the parties.
e Subject matter of the contract.

e Obligations of the parties.



Terms and procedure of settlements.
Responsibility of the parties.

Term of validity of the contract.

In addition to those listed, the following clauses shall be inserted into the text of

the contract, if necessary:

Disputed issues.

Cost of the contract.

Additional conditions (special conditions).

Liability of the parties (sanctions).

Settlement procedure (payments and settlements).
Circumstances of insuperable force (force majeure).
Guarantees of fulfillment of obligations (quality of goods).
Procedure of delivery and acceptance of works.

Dispute resolution procedure (arbitration), etc.

Exercise. Types of Russian Documents. Contract

Read the text “Types of Russian Documents. Contract”. ldentify English

equivalents to the given Russian document details:

[IpencraBienue CTOpOH.

[Topsinok pacuera (IJIaTeXH U PaCUYEThI).

[Ipeamer norosopa.

[Topsiok pasperieHus criopoB (apOoUTpaxk)

CroumocTh A0rOBOpA.

["apanTuy ucnoHeHus 0053aTeNLCTB (KauecTBa TOBApa).
OTBETCTBEHHOCThH CTOPOH.

Cpok nielicTBuUs 10roBopa.

VY ciioBUS 1 MOPSAIOK PaCYETOB.



e AJpeca M IJIaTEXKHbIE PEKBU3UTHI CTOPOH.

e Jlara norosopa.

e JlononHUTENbHBIE YCIOBUS (OCOOBIE YCIOBHS).

e [loanucu cTopoH.

e (CropHbI€ BOIPOCHI.

e OTBETCTBEHHOCTh CTOPOH (CaHKIIUH).

e OOcTosTENbCTBA HEMPEOAOTUMOM CHITBI ((popc-Maxop).
o [lopsimok ciaum v mpueMKu padoT.

e (OO0s3aTeNnbCcTBa CTOPOH.

Business Letters

Official correspondence of various types, which is sent on behalf of one
organization, institution to another organization, institution, although it may be
addressed to one official and signed by one official, constitutes business
correspondence. A business letter is a special type of document, less strictly regulated
than a contract or a resolution, but with legal significance. Business correspondence
Is registered and kept in both organizations as outgoing and incoming documents.

Business letters are categorized on various grounds.

1. Business letters are divided into: those requiring a mandatory response letter
and those not requiring one.

2. Business letters can be divided into: inquiry letter, proposal letter, letter of
recommendation, letter of request, letter of invitation, letter of confirmation, letter of
notification, letter of reminder, letter of warning, letter of declaration (statement),
letter of instruction, letter of refusal, cover letter, letter of guarantee, letter of
information, etc., letter of request, letter of invitation, letter of confirmation, letter of
warning, letter of declaration (statement), letter of instruction, letter of refusal, cover

letter, letter of guarantee, information letter, etc.



3. According to the addressee, business letters are divided into: ordinary, i.e.
letters that are sent to one address; circular - letters that are sent from one source to
several addresses, usually subordinate instances (organizations).

4. According to the form of sending it is possible to distinguish, along with
traditional postal mail: electronic mail, fax, teletype and telegraphic communication.
At the same time, electronic and facsimile communication is used to solve
operational issues.

5. By structural features, business letters are divided into regulated and
unregulated. Regulated letters are drafted according to a certain pattern (this concerns
not only standard aspects of content, but also paper format, composition of requisites,
etc.).

A regulated business letter solves typical issues of regular economic and legal
situations and is realized in the form of standard texts or texts composed of standard
syntactic constructions. Such standard constructions include formulations indicating:

the reason for the request: In connection with the non-receipt of the invoice... In
view of the delay in receiving the shipment...

references: Referring to your request from..... In accordance with ...

purpose: In order to resolve the matter as soon as possible ... In response to your
request ...

Regulated business letters have a clear structure, as a rule, consisting of two parts.
In the first — introductory — part the reasons are stated, the sender's goals are indicated
and references are given. The second main part of the letter consists of statements on
the basis of which proposals/request, etc. are made or speech actions are performed:
Please send samples of goods and price list... We ask you to consider our proposal....

Unregulated letters are an author's text realized in the form of a formal-logical or
etiquette text. As a rule, it includes elements of a narrative (background), an etiquette
frame and an obligatory element of a business letter. The latter include:

e a speech action with etiquette rituals: thank you, express hope, wish you
success, apologize, etc.;

e messages: inform you, notify, etc.;



confirmations: confirm;

statements: declare;

demands: requests, etc.

confirmations: affirm;

declarations: declare, announce;

requests: order, decree, insist, insist, ask, request;
promises: guarantee, assure, undertake;

reminders: remind you; proposals: propose.

Unlike regulated business letters, non-regulated business letters do not have a

rigid textual structure, they use standard phrases less frequently. However, it would

be wrong to assume that the language of non-regulated letters does not contain

elements of standardization at all. Standard word combinations (terms, nomenclature,

clichés and stylistic idioms) are also used in non-regulated letters. These include

instructional letters, letters of explanation, recommendations, letters of presentation,

letters of announcement, proposal-presentation, etc.

Ads

Advertising is an organic and integral part of commercial relations, so it is

adjacent to business proposals, highlights the stages of formation and activities of the

company, organization, institution.

Types of advertising business letters:

presentation letter,
announcement letter,
offer letter,

etc.

These letters combine elements of a business message and advertising, being

today mass types of business correspondence. The peculiarity of the language of this

type of correspondence is the combination of features of business and journalistic



styles: language standard, template, on the one hand, and expression, on the other. In
general, the language of non-regulated letters differs from the language of regulated
letters by the inclusion of a significant layer of general literary vocabulary, greater
variability of syntactic constructions of the statement, i.e. greater freedom in the
realization of the idea.

The common features of the language of regulated and non-regulated business
correspondence are the formality of communication, the tendency to standardization
of speech means. The desire to create a favorable background of communication
determines the universality of the use of etiquette means. Business letter etiquette is
not only etiquette formulas. It starts with addressing and includes the whole content
aspect of the letter.

In conclusion, it should be noted that business correspondence today is more
personal and dynamic than ten or fifteen years ago. Therefore, the mastery of this
genre of business writing is among the priority professional skills of a manager,
leader. The ability to clearly state the essence of an issue, the state of affairs, to
unambiguously formulate a proposal, a request, a demand, to convincingly justify
one's conclusions does not come by itself. The art of drafting business letters requires
practice and knowledge of the arsenal of speech means accumulated over a

millennium in the language of business writing.

Content of Business Letters

A reminder letter is sent when negotiation or personal contact fails to get the
desired response or decision. A reminder letter usually consists of two logical
elements: 1) a reminder to respond to the request; and 2) a reminder to follow through
on decisions, agreements, and indicate the action to be taken if they are not met. The

note "secondary" placed in the margin of the letter indicates that it is a reminder.



Informational letter. Informational letters include notification letters, notification
letters, notification letters, announcement letters, advertising and informational
letters, for example: Invitation Letter, Call for Paper letter.

Invitation letters are one of the most common types of business mail. The need
for business contacts makes it necessary to address invitations to one or several
persons on behalf of a legal entity or a specific addressee (an individual) representing
a particular organization. If it is necessary to invite a large number of people, stencil
texts with spaces for surname, first name and patronymic are used. The fax system
today facilitates the tasks of distributing correspondence.

Letter of appreciation. Letters of appreciation are becoming more and more active
in the practice of business communication. The widespread use of this genre in
Western European management is determined not only by the standard of manager's
behavior, but also by the principle of optimizing business relations of partners. They
thank for a proposal, for a timely response, for participation in an event, for
qualitatively performed work.

Letters of guarantee are drawn up in order to confirm certain promises or
conditions of the transaction. The guarantee may be the payment for the work
performed, the terms of its performance, the quality of the work performed, the
quality of the goods, the terms of their delivery, the payment for the products
received, etc. These aspects may constitute the content of the whole letter or be
included in the text of the letter as a component.

Cover letter. An accompanying letter is drafted to inform the addressee about
sending any documents, material valuables, for example, about sending contracts,
specifications, catalogs, samples of goods, cargoes. Accompanying letters perform an
important function of control over the passage of documents, cargoes, performing at
the same time the function of a label.

A letter of request (or inquiry) is a commercial document that is a request by a
person wishing to conclude a transaction (buyer to seller, importer to exporter) to
provide detailed information about the goods and to send an offer for delivery of the

goods (seller's request to buyer).



Test. Types of Russian Documents
Read “Types of Russian Documents. Contract”, “Business letters”, “Ads”,

“Content of business letters” and complete the test.

1. Boibepure pEKBU3UT [OTOBOpA, KOTOPBIN SIBISETCS OO0S3aTEIbHBIM IS
JIOTOBOPOB JIFOOOTO THUIIA:

a) ocoObIe yCI0BHS,

b) HanMeHOBaHKE CTOPOH.

2. BoiOeputre peKBU3UT JIOrOBOpa, KOTOPBIM SBISETCS O00SA3aTeNbHBIM JJIs
JIOTOBOPOB JIFOOOTO THIIA:

a) mpeaMeT JIoroBopa,

b) obcrosiTenbcTBa HEMPEOIOTUMON CHITBI ((hOPC-Maxop).

3. Beibepute pekBU3UT JOTOBOPA, KOTOPHIN HE SBIISIETCSI 00s13aTEIIbHBIM

a) [apanTiy UCTIOTHEHUST 0053aTEIBCTB,

b) IToamucu cTopoH.

4. BeiOepuTe peKBU3HT IOTOBOPA, KOTOPHIN HE SIBISETCS 00s13aTEIbHBIM:

) CpOK JICHCTBHS JJOrOBOPA,

b) 06cTOsATENBCTBA HEMTPEOAOIUMOM CHIIBI ((POopPC-MaKop).

5. 1o ¢pyHKIIMOHAIBHOMY NPU3HAKY JEJIOBbIE MTUChMA JCNATCS Ha:

) OObIYHBIC (HATIPABJSIFOTCS B OJMH QJpEC) W IMPKYJSPHbIC (HANPABISIOTCS B
HECKOJIBKO a/IpECOB),

b) TpeOyromme 00s13aTeNFHOr0 MMCbMa-0TBETa M HE TPEOYIOIINEe TAKOBOTO.

6. I1o cnoco0y oTnpaBiieHUs: MMCbMa MOYKHO BBIIETUTh THIIbI TUCEM:

a) OTIIPABJICHHBIC  IMOYTOBBIM OTIIPABJIICHUEM, OTIIPABIICHHBIC 3JICKTPOHHON
MOYTOM, OTIpaBIeHHBIC (PaKCOM, TeIeTAaHITHOMN WK TelerpadHON CBA3BIO,

b) muceMo-nipockba, MUCEMO-TIPUIIIALIICHHE, THChMO-TIOATBEPKIACHHE, ITHChMO-
U3BEIlICHHE, TMChbMO-HAIIOMUHAHUE.

7. PernamMeHTHpOBaHHBIE [EIOBbIE MHUChbMa OOBIYHO MHIIYTCS B CBOOOIHOU
dbopme, TO €CThb HE HMEIOT JKECTKOM TEKCTOBOM CTPYKTYphl, B HHUX PEKe

UCIIOJIB3YIOTCSl CTaHAapTHBIE (pa3bl.



a) HEBEPHO,

b) BepHO.

8. OCcOOEHHOCTHIO S3bIKA PEKJIAMHBIX MTHCEM SIBJISIETCSI COUETAaHUE YEPT JIETOBOTO
U IyOJIMIUCTUYECKOTO CTUIIEH.

a) BEpHO,

b) HEBepHO.

9. CopmepxkaHue mHUchbMa M MCHOJb3yeMble B HeM I1Ia0JIOHHBIE (pa3bl U
(bOpMYyIMPOBKH 3aBUCAT OT TUTIA MMHCHMA.

a) HEeT, He 3aBHCAT,

b) na, 3aBHCHT.

Test. Active Vocabulary.

Match Russian phrases and their possible English translation.

1) mpocuM TpHCIaTh, MPOCHM PACCMOTPETh HAIlEe MPEAIOKEHHE, MPUHOCHM
u3BuHeHus — please consider our offer, we apologize for, I am writing to ask for;

2) BeIpa)karo HaJeKIy, Onaromapro, skeaaem ycrmexoB — best regards, | hope,
thank you;

3) yBenomitsieM, cooOriaeM, craBuM Bac B m3BectHOCTh — We hereby inform you
of, we notify you that, | am glad to inform you;

4) monTBepkaaeM, oObsABIsAeM, 3asBisieM — We confirm, we announce (we are
pleased to announce), we declare;

5) npukassiBaro, oOparmaemcsi Kk Bam ¢ mpocs6oii, moctanosisito — We appeal to
you, | decree, | order;

6) 00s13yeMcs1, 3aBepsieM, rapaHTUpyeM — We guarantee, we commit to, we assure.



CHAPTER 7. TRANSLATING DOCUMENTS

Pre-reading question.
Before you start reading, think over the following question:

What do you consider the most difficult in translating documents?

Document Details Causing Difficulties in Translation from Russian into

English

1. Terms and professional set expression or idiomatic phrases in accordance with
the subject matter and content of official documents. First of all, these are legal,
diplomatic and accounting terms (umnopm, xommpaxm, npocpouka, Haobaska,

npeonodicenue, cnpoc, etc.).

2. Non-terminological words used mainly in administrative and clerical speech
(raonesxcawuil, HudCENOONUCABWUIICS, NPENPOBONCOAEMCS,  HACMOSUWUL(IMOM,),
etc.).

3. Nouns denoting positions and ranks and proper names of people. In case with
proper names, it is most problematic to translate names with Russian letters I1I, LT, I,
E, b, X, bl (keapmupocvemwux IlJedpuyosa, ceudemens Casenves, nHanumamenv
Xpywes, ucmey Jlasoloos, omeemuux Moimuwun, €tc.).

4. Verbal nouns. Among them a special place is occupied by nouns with the
prefix not (ucnOJZHeHue, HaxooicoeHue, HesblNoaHeHUe, HecoOa0eHUe, Henpu3HaHue,
etc.).

5. Complex nominal prepositions expressing standard aspects of content (s yeusx,
6 ommuowenuu, 6 cury, no aunuu, 6 wacmu, etc.). The preposition by with the
prepositional case to indicate time periods (no docmusicenuu 6ocemnaoyamunemme2o

so3pacma, etc.).



6. Word combinations of attributive-name type (eourospemennoe nocobue,
gvluecmoAauue opeanbl, YCMAHOBEeHHbIU NOPsOOK, npeosapumesibHoe
paccmompenue, etc.).

7. Tow-verb predicates (oxazams nomows, npouszsecmu peKOHCMPYKYUIO,
nposecmu  pacciedosanue,  etc.) instead of simple words (nomous,
PEKOHCmMPYUpo8ams, pacciedoéams, €tc.).

8. Chain of nouns in the genitive case in a (05 npumenenus mep obwecmeenno2o
8030€UCMBUSL; ... 8 YEHAX WUPOKOU 2NACHOCIU PAbOOMbl 0OP2AHO8 20CYOAPCMBEHHO20
KOHmpoJisi, etc.).

9. Assertions through negation, in which the addressee authorizes administrative
actions. The initiative of these actions does not come from the addressee
(Munucmepcmeo ne ospaxcaem ..., Konneeus ne omxnonsiem ..., Yuenwlii coem ne
omeepeaem..., etc.).

10. The passive voice is used when it is necessary to emphasize the fact of the
action (omnama eapanmupyemcsi;  npeonodxcenue 0000peHO;  OOKYMeHmMayusl
sozeépawena). The active voice is used when it is necessary to indicate a specific
person or organization as a subject of legal responsibility (3aso0 «2nexkmpocmane»
cpvleaem nocmaeKy Coulpbs, Pykoeoaumeﬂb Koonepamuea He obecneuun MEeXHUKy
bezonacrnocmu, €tc.).

11. Document details which are a mandatory element of a document are usually
hard to translate. Mandatory for documents of any type are such requisites as the
name of the document. Choosing the proper translation of the document title is a
crucial problem, as well as finding equivalents for details in the narrow sense —
account number, etc.

The above-mentioned features of the official business style are an objective fact
of language, their use in the texts of documents is natural and fixed by tradition. The
use of language means that are not inherent to the business style and that contradict
the requirement of logicality, accuracy and brevity of the language of business papers

and documents is considered a violation of the functional and stylistic norm. These



are, first of all, words and phraseological phrases of plain colloquial and emotional-

expressive coloring.

Test. Active Vocabulary.

Read the information in “Translating Documents” and match Russian

phrases and their possible English translation.

Russian English
1. HWKemoanucaBIIUHCS A. present agreement
2. HaJIeKaIUi B. the undersigned
3. HACTOSIIIUI JOTOBOP C. proper
4. HecoOroacHNE D. non-compliance
5. HEUCHOoJHEHHE 00s3aTEe/IbCTB E. default of obligations
6. ucrmoiHeHHsT 00s3aTENbCTBA IO F. non-recognition
JIOTOBOPY
7. HETMpU3HAHUC G. performance of the contract
8. B OTHOIIEHWH, B YaCTU H. in order to
9. B pmemsx |. established order

10.B cury 006CTOSTENBCTB

J. with respect \ regarding

11.BcTynuTh B CUITY

K. due to the circumstances

12.mpeaBapuTenbHOE PaCCMOTPEHUE

L. enter into force

13.ycTaHOBIEHHBIN TOPSIOK

M. preliminary consideration

14.0xa3aTe TOMOIIH

N. to renovate

15.mpou3BecTy PEKOHCTPYKIIHIO

O. to conduct an investigation

16.mpoBecTH pacciieoBaHue P. assist

17.xojuterus He OTKJIOHSAET

Q. disrupt the supply

18.cpbIBaeT MOCTABKY CHIPHSI R. shall not refuse\reject




CHAPTER 8. TRANSLATION OF TEMPLATE-TYPE DOCUMENTS

Pre-reading questions.

Before you start reading, think over the following questions:

1. Which document details can be most hard for translation (give your reasons)?
2. Are document details identical for Russian and English documents (give

comparative examples)?

Template-Type Documents and Their Translation

Many documents are texts of a template type. European languages have
developed a certain culture of document design over the years, so each language has
special templates that can be used to identify a certain type of document. This greatly
facilitates the translator's task, because when translating a document of a certain type,
it is possible to look at the corresponding original document template in the target
language and use similar lexemes and idiomatic phrases (speech formulas, clichés)
when translating this particular document. For example, to translate a Car Sale and
Purchase Agreement between individuals, it is enough to find a sample of such an
agreement in the target language on the Internet and match this template with the
document you need to translate. At the same time, it is recommended to analyze in
more detail the document templates accepted in the country of the target language.

Take a look at the sample car sale and purchase agreements in Russian and
English in APPENDIX 1.

Having compared the samples of car sale and purchase agreements in Russian and

English, we may find the following correspondences:

Pycckuii 13bIK English

JloroBop Agreement (penko: Contract)




TPAHCIIOPTHOE CPEJICTBO, (peKe: Vehicle (penko: automobile)

AQBTOMOOMJTB)

Y 10CTOBEpEHNE JINYHOCTHU ID

[Tponasery Seller

[Tokymarenb Buyer (pexe: purchaser)
CTopoHBI the parties

Mapxka TC: \ehicle Make

mojens TC Model

KY30B Body type

[IponaBen nepemaer B cooctBennocts  |Ihe Seller sells and transmits and the
(mponaer), a [Tokymartens mokymaer 1 |Buyer buys and pays for the vehicle

OIJIAYMBAET TPAHCIIOPTHOE CPEACTBO

CTorMOCTh TpaHCIIOPTHOTO cpencTBa [T he purchase price

The greatest difficulty in translation is caused by those details of a document that
have no equivalents in the document of the target language. Such requisites, in fact,
correspond to the so-called "realia” in the theory of translation, i.e. words in the
source language denoting concepts peculiar to a given national culture and absent in
the foreign language culture, as a result of which there are no words denoting these
concepts in the target language.

In particular, examples of such realities in a car sale and purchase agreement are
as follows: I'MB//[ (I'ocyoapcmeennas uncnekyusi 6€30NACHOCMU  OOPONCHO2O
ogudicenust), Ceuodemenbcmeo 0 pecucmpayuy mpaHcnopmHo20 cpeocmaed

T'UBJ is structural subdivision of the central apparatus of the Ministry of
Internal Affairs of the Russian Federation

Csuoemenvcmso o pecucmpayuu 1S a Russian official document confirming that
the car has been put on the registration register and that the car belongs to a particular
owner.

In documents, it is unlawful to replace realities relevant to the Russian system (in

particular, the system of traffic regulation) with names of similar realities in the



country of the target language. This means that the term I'ocymapctBenHas
NHCIICKIIUA 0€e30I1acCHOCTH AOPOXKHOI'0 JABHIKCHUA I ocydapcmeeﬁﬁaﬂ UHCNneKyuA
bezonacnocmu Odopodicnozo osudcenuss  Should not be replaced in translating a
document with the name of a service that has similar functions in a foreign language
country — for example, with the British term Traffic Commissioners for Great Britain.
Despite all the similarities in the functions of these services, they cannot be fully
analogous, there are necessarily legal subtleties that incorporate the Russian structure
into the more general system of Russian law and Russian statehood and the British
structure into the system of British law, but the Russian and British legal systems as a
whole are significantly different.

Similarly, the Russian document  Cesudemenvcmeo o peecucmpayuu TC
corresponds to a certain extent to the so-called Certificate of Title, an American
document confirming the right of ownership of certain property (more often used in
relation to real estate, but can also certify the ownership of a car), but this does not
mean that it is necessary (and possible) to translate the title of the Russian document
Csuoemenvcmeo o pecucmpayuu TC, which is a mandatory Russian document detail,
with the phrase Certificate of Title because the latter is a document detail of a
different legislation.

Therefore, when translating such document details, it is recommended to use
traditional techniques developed by translation theorists and practitioners to convey

realities.

Basic Translation Techniques for Words Denoting Realities

e Calque (or literal translation):
Tocyoapcmeennas uncnexyus 6Oe3zonachocmu 00podicHo20 Oeudcenus — State
Road Safety Inspectorate;
Csuoemenvcmso o pecucmpayuu TC — Vehicle registration certificate.

e Descriptive translation:



I'FBJ] — Russian Traffic Safety Control Service;
Csudemenvcmeo o peeucmpayuu mpancnopmmnoz2o cpeocmea — Russian Vehicle
registration certificate.
e Transliteration or transcription, especially when abbreviations are used:
T'MFBJ] — GIBBD.
e A combination of the above types, e.g., the name in the original language
and a descriptive translation in brackets:
GIBBD (State Traffic Safety Inspectorate),
Csuoemenvcmso o pecucmpayuu TC — Vehicle registration certificate (similar to
Sertificate of Title).

Document Title Translation

Translating the title of a document is a separate problem, as there are no standards
regulating the translation of official documents into other languages (this may be due,
among other things, to the fact that constant changes in legislation prevent such
standards from being written). In particular, the title of the analyzed Russian
document is [Jocosop kynau-npoodaxcu asmomodbuns , but there is no term “xyns-
npooaxca” in English documents, so the translator has to choose from the options:
either Sales Agreement (Jozoseop npooascu), Purchase Agreement ([ocosop o
HOKYNKe)

Cf. ammecmam o cpeonem obpasosanuu — Certificate of secondary education,
High school diploma (there is no direct translation of the word ammecmam).

It is important to note that many organizations have official websites in foreign
languages. Many organizations practice fixing the English version of the name of
their organization in their charter documents. Accordingly, when translating such
names, it is legitimate to refer to the official websites of organizations in foreign
languages or use those foreign-language names that are fixed in the charter

documents of the organization. For example, the Charter of Altai State University



contains the English spelling: Altai State University. Consequently, the only legally
correct way of referring to this university in English is the one that is fixed in the
charter, it is impossible to use variants of spelling Altay State University (with "Y" at

the end of Altay) or Altayskii gosudarstvenny universitet, etc.).

Consider Legal System

The legal force of a document is given by its embeddedness in a more general
system of other documents; accordingly, when translating a certain document, it is
important to look at what other documents it is related to. if a document contains
references to other documents that have official (recognized by the state or legalized
in the statutes and regulations on the activities of specific organizations) documents
in a foreign language, it is necessary to use those foreign language versions as a
translation that are legally fixed.

For example, internal documents of constituent entities of the Russian Federation
and even individual companies regulating the activities and rights of persons with
disabilities may refer to superior documents of the Russian Federation and to the UN
Convention on the Rights of Persons with Disabilities, adopted by the General
Assembly resolution of December 13, 2006. The texts of this Convention in the
official UN languages (Russian, English, Chinese, Arabic, French, Spanish) are
equally authentic official texts with equal legal force. It is inappropriate to refer to the
wording of this convention in English to offer one's own translation from Russian or
other languages. In particular, the title of the document in English is "Convention on
the Rights of Persons with Disabilities".

Consequently, it is unlawful to offer variants "Convention on the Rights of the
handicapped people™ or "Convention on the Rights of the disabled people” when

translating this title from Russian.



CHAPTER 9. PARTICULAR DOCUMENT TRANSLATION

Pre-reading questions.
Before you start reading, think over the following questions:
1. Is there any difference between the words Contract, Agreement, Treaty?

2. Which of them is used to translate the Russian “/lorosop”?

Non-Proliferation Treaty

Analyze extracts from the English-Russian texts of Non-Proliferation Treaty. It’s
important to know, that both — Russian and English — are official languages of the
United Nations, as well as Arabic, Chinese, Spanish, and French, It means, they all
are treated as equally authentic, not as the source language (the first) and the target
languages (the seconds). Thus, the NPT Russian and English texts are both legally

“original” texts.

A. Treaty on the Non-Proliferation of Nuclear Weapons (NPT)  dorosop
0 HEPACIPOCTPAHEHUH SAIEPHOI0 OPYKUS

B. The States concluding this Treaty, hereinafter referred to as the Parties
to the Treaty, ['ocynmapcrBa, 3akimoyaromye Hacrosmuil  JloroBop, Huxe
HNMCHYCMBIC

«YyactHukamu JloroBopay,

C. Considering the devastation that would be visited upon all mankind by a
nuclear war and the consequent need to make every effort to avert the danger of such
a war and to take measures to safeguard the security of peoples,

YuureiBas OIIyCTOIIMUTCIIbHBIC IIOCIICACTBUS, KOTOPBLIC HMCIIA )8 OJId BCEro

YCJIOBCUYCCTBA AJCpHAad BOﬁHa, M BBITCKAIOIITYIO U3 3TOI'0 H€O6XOI[I/IMOCTB IIPHUIIOKUTD



BCC yCUIMUA A HOpEAOTBPAlICHHA OIIACHOCTH BO3HHMKHOBCHMHA TakOll BOMWHBI H
MPUHATH MEPBI U1 oOecrieueHnst 0€30MacHOCTH HApOIOB,

D. Believing that the proliferation of nuclear weapons would seriously
enhance the danger of nuclear war, Cuwnrass, dYTO pacHpocTpaHEeHUE SIACPHOIO
OpYKHUSl CEPbE3HO YBEIMYMIIO OBl OMTACHOCTh SIAEPHON BOMHBI,

E. In conformity with resolutions of the United Nations General Assembly
calling for the conclusion of an agreement on the prevention of wider dissemination
of nuclear weapons, B cootBerctBum ¢ pesomonusamu ['eHepanbHOM AccamOien
Opranuzanuu O0benuHEHHBIX Harmii, TpU3bIBaIOIUMU K 3aKIIOUEHUIO COTJIAIICHUS
0 MpeaOoTBpaleHUH 00siee IMMPOKOT0 PACIPOCTPAHECHHS SIEPHOTO OPYKHUS,

F Undertaking to co-operate in facilitating the application of International
Atomic Energy Agency safeguards on peaceful nuclear activities,  O06s3ysch
COTpyAHWYATh B ILENAX CONECUCTBHS NPUMEHEHHMIO TrapaHTUid MeEXIyHapoaHOro
areHTCTBA [0 aTOMHOM YHEPTUU B OTHOIIEHUH MUPHOU SIAEPHOM AEATEINBHOCTHY, ...

G. Declaring their intention to achieve at the earliest possible date the
cessation of the nuclear arms race and to undertake effective measures in the
direction of nuclear disarmament,  3asBjsisi 0 CBOEM HaMEPEHUH 1O BO3MOKHOCTH
CKOpEC MNOCTUTHYTH IIPCKpAIICHHUA T'OHKH AICPHBIX BOOpY)KeHI/Iﬁ U IIPUHATDH
s peKTUBHBIEC MEPhI B HAITPABIICHUH SIICPHOTO Pa30pyKEHUS,

H. Urging the co-operation of all States in the attainment of this objective,

HacrosarensHo MpU3bIBasi K COTPYAHUUYCCTBY BCEX IOCyAapCTB B AOCTHUIKCHUU
DTOHU LICIIH,

. Recalling that, in accordance with the Charter of the United Nations,
States must refrain in their international relations from the threat or use of force
against the territorial integrity or political independence of any State, or in any other
manner inconsistent with the Purposes of the United Nations, and that the
establishment and maintenance of international peace and security are to be promoted
with the least diversion for armaments of the world’s human and economic resources,
Have agreed as follows: ... HanoMuHas, 9YTO B COOTBETCTBUH C YCTaBOM

Opranmzanun OObeauHeHHbIX Hanumii rocynapcTBa AOKHBI BO3JEPKUBATHCA B UX



MEKIYHApPOIHBIX OTHOLIECHMSIX OT YIPO3bl CHJION WIM €€ NMPUMEHEHUS KaK IPOTHB
TEPPUTOPUAIBHON  HEIMPUKOCHOBEHHOCTHM WA TOJUTHYECKOM HE3aBHCUMOCTH
A000r0 rocynapcTBa, TaK M KaKAM-JIMOO IpyruM OOpa3oM, HECOBMECTHUMBIM C
Hensmun OObenuHeHHbIx Hammii, 1 9TO ciegyer cOAeHCTBOBAaTh YCTAHOBJIEHUIO W
NOJACPXKAHUIO MEXKIYHAPOJIHOTO MHUpa U  0O€30MacHOCTH € HAUMEHbBIIUM
OTBJICYEHUEM MHPOBBIX JIIOJACKHX CWI M DJKOHOMHYECKHX PECYypCOB Ui Jena

BOOpYyKeHHus1, COrIacuIINCh O HIXKECIETYIOWIEM: ...

Test. Non-Proliferation Treaty

Compare the English-Russian texts of Non-Proliferation Treaty (See
APPENDIX 1. DOCUMENT SAMPLES for the full version) and complete the
test.

1. Choose the proper variant for the title of the document:

on the Non-Proliferation of Nuclear Weapons

a) Agreement,
b) Convention,
c) Treaty.
2. Choose the proper variant for the title of the document in Rus.

0 HepacnpoCmMpaHneHuu 10epHO20 OPYHCUs

a) Kousenius,

b) Cornamenue,

¢) Horosop.
3. Match the equivalent in the other language:
T'ocyoapcmea, 3axnrouarowue nacmoswutl /[ocosop

a) The Nations concluding this Treaty,

b) The Countries concluding this Treaty,

c) The States concluding this Treaty.

4. Match the equivalent in the other language:



... HUIMNCE UMEHYEMbLE « Yuacmnuxamu ﬂoeoeopa»
a) .hereinafter referred to as the Participants of the Treaty,
b) ..hereinafter referred to as the Parties to the Treaty,
c) ...hereinafter referred to as the Sides of the Treaty.
5. Match the equivalent in the other language:
B coomeemcmeuu ¢ pesonroyusimu I'enepanvrot Accambnreu Opeanusayuu
Ob6veounennvix Hayuti
a) In accordance with resolutions of the General Assembly of the United
Nations ,
b) In conformity with resolutions of the United Nations General Assembly,
¢) Pursuant to resolutions of the United Nations General Assembly.
6. Match the equivalent in the other language:
lIpumenenue capanmuti
a) the application of guarantees,
b) facilitating the application,
c) the application of safeguards.
7. Match the equivalent in the other language:
Ob6s3ys51c6 compyoHU4ams
a) Undertaking to co-operate,
b) Cooperating commitment,
¢) Committing to cooperate.
8. Match the equivalent in the other language:
B pamxax cucmemvr ecapanmuti MedcOoyHapoono2o azcenmcmea no amoMHOU
dHepcuu
a) within the framework of the International Atomic Energy Agency
safeguards' system,
b) within the framework of the International Atomic Energy Agency
safeguards system,
c) within the framework of the International Atomic Energy Agency's

safeguards system.



9. Match the equivalent in the other language:
Bcem 2ocyoapcmeam-yuacmuuxam /locosopa, kax obradarowum, max u He
001a0a0WUM s10EPHLIM OPYIHCUEM
a) to all Parties to the Treaty, whether nuclear-weapon or non-nuclear-weapon
States,
b) to all States parties to the Treaty, both possessing and not possessing
nuclear weapons,
c) to all Party-States of the Treaty, both nuclear-weapon and non-nuclear.
10. Match the equivalent in the other language:
Article |
a) Cratbs |,
b) IMaparpad I,
C) Aprtukis l.

Test. A letter of Request
Analyze the “Sample Request Letter to Order Books” in APPENDIX 1.
DOCUMENT SAMPLES, then complete the test.
1. In aRequest Letter, Recipient name goes above Sender name.
a) True,
b) False.
2. The English for “YBaxkaemslii rocriogus...” is
a) Dear,
b) Honorable,
c) Respected.
3. There must be an exclamation mark after the words "Dear ... " (as in Russian
"VBaxaembiii...!")
a) True,
b) False.



Task. Practical case.

Identify the mandatory details of the Purchase Agreement. Translate into

Russian.
Purchase agreement
(the “Seller”) of , does hereby sell, assign and
transfer to (the “Buyer”) of , the following property

for the total amount of $00,00.

The Seller warrants that they are the legal owner of the property and that it is being
transferred to the Buyer free and clear of any liens of encumbrances.

The above property is sold on an “AS IS” bases. The Seller makes no warranties,
express or implied (except as specifically stated in this document).

The transfer is effective as of

The property is now located at , and all of such property is in the

possession of

The purchase agreement shall be signed by , and by

SELLER

BUYER

Exercise. Vehicle Sales Agreement

Translate an extract from a Vehicle Sales Agreement into Russian. Analyze
Russian “/locosop kynau-npoodasxcu asmo’ (See APPENDIX 1. DOCUMENT
SAMPLES) to find proper Russian equivalents.

This VEHICLE SALES AGREEMENT is made on (Date), between The

Buyer and The Seller, under the terms and conditions as set forth.




[...]

Terms & Conditions

1. All fees & levies imposed by the Land Transport Authority (LTA) directly
associated with this Vehicle’s ownership transfer are to be borne by the Buyer.

2. The Buyer is to purchase at his own expense, a motor insurance policy for this
Vehicle which is valid as of the date of ownership transfer and for not less than the
full period of valid road tax.

3. In the event of a breach of this Agreement by the Seller, the Seller is to
compensate the Buyer an amount equal to twice the value of the Deposit.

4. In the event of a breach of this Agreement by the Buyer, the Seller will keep
the Deposit.

5. In the event that the Buyer is unable to secure a loan for the intended Loan
Amount, this Agreement will be voided and the Seller is to refund the Deposit to the
Buyer.

6. The Seller is to hand over the keys, remote controls, owner’s manual and other
documents which are related to this Vehicle, where available, to the Buyer.

7. The Seller is to preserve the condition of this Vehicle as of the Date of this
Agreement and with all accessories intact.

8. The Seller is to effect ownership transfer of the Vehicle to the Buyer within 7
days of the Vehicle hand-over date.

9. The Buyer and the Seller acknowledge that each of them has read and
understood the terms of this Agreement, and has sought his

/ her / its own independent legal advice on the terms herein, and executes this
Agreement based upon such party’s own judgment and independent legal advice (if
sough).

10. This Agreement constitutes the entire agreement of the parties relating to
the subject matter addressed in this Agreement. This Agreement supersedes all prior
communications, contracts, or agreements between the parties with respect to the

subject matter addressed in this Agreement, whether oral or written.



Test. Car Purchase Agreement
Read the information in “Translation of Template-Type Documents” and analyze
the sample documents in APPENDIX 1. DOCUMENT SAMPLES, then complete the

test.

1. Choose the proper variant for the title of the document:

Car Purchase
a) Agreement,
b) Treaty,

c) Contract.

2. Match Russian and English terms

1) [Mokymarerns,
2) [Tponagen,

3) Kinenr

3. Match Russian and English terms

1) Ums,
2) OTuecTBO,

3) damuus.

4. Match Russian and English terms

1) kBUTaHIUS 00 OIUIATE,
2) IepBOHAYAIBHBIN B3HOC,
3) Kymm4asi Ha TIPOJIaXKYy,

4) 00111ast CTOUMOCTb.

5. Match Russian and English terms

1) model,,
2) make
3) body type.

6. Match Russian and English terms

1) IIpooGer,
2) l'on BBITyCKA,

a) Seller,
b) Client,
c) Buyer

a) LastName,
b) FirstName,

¢) Middle name.

a) the total purchase price,
b) down-payment,

C) payment receipt,

d) bill of sale.

a) THIT Ky30Ba,
b) monens,

C) Mapka.

a) Vehicle Identification Number,
b) Mileage,



3) UnenTudukamoHHbII HOMEp C) Year.
(VIN).

7. Match Russian and English template phrases

1) ITokymnaTenb BCTymaer BO a) Buyer shall take possession of,
BIIaJICHHUE, b) Seller transfers ownership to Buyer
2) [Tokymarensb MpUHUMACT (sells),
(mokymaer), c) Buyer accepts (buys).

3) IIpoxaserr nmepenaer B
COOCTBEHHOCTbD IMOKYIIAaTCJIA
(nponaer).
8. Match Russian and English template phrases

1) HWKEYIOMSIHYTOE a) the described vehicle,
TPAaHCIIOPTHOE CPEJICTBO, b) the vehicle mentioned below,

2) YHOMSIHYTOE TPAHCIIOPTHOE c) the above mentioned vehicle.
CpEJICTBO,

3) BBIIICYIOMSHYTOEC
TPAHCIIOPTHOE CPEICTBO.

9. Match Russian and English template phrases

1) ynocTroBepeHue JINYHOCTH, a) registered at,
2) IpoKUBAKOIIH(ast) IO b) Personal ID,
azipecy, c) located at.

3) 3aperucTpUpPOBAHHBIN (ast) IO

azpecyt.
10. Match Russian and English template phrases
1) ¢ MOMEHTa MOANMUCaHHUS a) ownership is confirmed by,
HACTOSIIIETO COTJIAIICHHUS, b) clean of all liens and hold,
2) B CIIOPE M II0J1 3aJIOTOM HE c) from the moment of signing this
COCTOMT, agreement.

3) mpaBo COOCTBEHHOCTH

MOATBEPKIACTCH.



CHAPTER 10. TRANSLATION OF PROPER NAMES

Pre-reading questions.
Before you start reading, think over the following questions:
1. What do you consider the most difficult in translating proper names?

2. Which translation transformations are usually used to translate proper names?

Transliteration & Transcription

When translating documents, special attention should be paid to the translation of
proper names. If there is a proper name in a document, it is undoubtedly the most
important requisite of the document. In particular, if it is necessary to translate a
Lease Agreement, a Purchase and Sale Agreement, a Birth Certificate, a Marriage
Certificate, a Tax Certificate, etc., the person in whose name the document is
executed is a subject who, according to the text of the document, is in a certain legal
relationship, and an incorrect translation of his/her name in a foreign language may
lead to consequences in which he/she loses this relationship.

For example, while translating a Marriage Certificate of a certain Russian citizen
into English, you find out that the surname is spelled differently than in the citizen's
passport — in such a case, the translation of the Marriage Certificate will have no legal
effect. Imagine that a husband wanted to receive his wife's inheritance abroad, but the
spelling of his surname in different documents does not coincide — and it will become
clear why it is important to translate proper names, including names of people and
geographical names, in such a way that they agree with the spelling of these names in
other documents of this person.

Currently, the difficulty with transliteration of proper names is that there are
several standards regulating the translation of proper names from Cyrillic into Latin.

In particular, the BGN (United States Board on Geographic Names) standard



regulates the spelling of geographic names using the Latin alphabet, while Russian
GOSTs, which have been changed several times, apply when transliterating surnames
from Cyrillic to Latin in Russian passports.

Anytime, when translating a document into a foreign language, it is necessary to
take into account the spelling of proper names in other official documents in a foreign
language already held by the citizen.

When translating proper names, it is recommended to use automated

transliteration systems, e.g. Translit: https://translit.net/

Test. Translation of Proper Names
Analyze the APPENDIX 2. TRANSLITERATION SYSTEM
COMPARISON TABLE and complete the test.

1. Find the proper transliteration for “Snpunneso”. Use BGN Standard.
a) ladrintsevo
b) Yadrintsevo
¢) Yadrincevo
2. Find the proper transliteration for “Aunraii”. Use BGN Standard.
a) Altai
b) Altay
c) Altaj
3. Find the proper transliteration for “Muxaun”. Use I'OCT 7.79-2000.
a) Mixail
b) Mikhail
¢) Mihail
4. Find the proper transliteration for “Illenpun”. Use COB 1362-78.
a) Shchedrin
b) Schedrin
¢) Shhedrin


https://translit.net/

5. Find the proper transliteration for “Muxaun EsrpadoBuuy CanTbikoB-
Menpur”. Use [Ipukaz MUJ] Ne 2113- 12.02.2020.
a) Mikhail Evgrafovich Saltykov-Shchedrin
b) Mihail Evgrafovich Saltikov-Schedrin
¢) Mikhail Evgraphovich Saltikov-Shchedrin

Task. Practical case.

Work with automated transliteration systems Translit: https://translit.net/.

Translate into English.

[TatinypoBCKui paoH, CEIO Y CTIOXKAHUHO, MOceIoK HOBOKO3IIOBCKOE, NEpEBHS
Kpemenckoe, ropa Yepnsiii Mbic, peka Ycrb-Kanvanka, JIeHnHCKHN paiioH, ynuna

ykmuna, mioniaas Caxaposa.

Task. Practical case.

Work with automated transliteration systems Translit: https://translit.net/.

Use different transliteration standards from Translit to translate the given
geographical names.
Compare the results with names of the same geographical objects on Yandex

Maps and Google Maps.

ITepmb, ExkatepunOypr, Tromenb, PecnyOnuka Caxa (SAxytus), XabapoBckuit
kpail, YUyKOTCKHII aBTOHOMHBIA OKpyr, ApxaHrenbckas o0051acTb., XaHTHI-

MaHcuiickuil aBTOHOMHBIN okpyT, FOpra.


https://translit.net/
https://translit.net/

CHAPTER 11. NOTARIZATION OF DOCUMENTS

Pre-reading questions.

Before you start reading, think over the following questions:
1. What does “legal force of the document” mean?

2. Why is notarization of documents important?

3. In which cases one may need the notarization of a document?

Notary Certification of Translation

A very popular service that a notary can provide is notarizing the accuracy of a
document translation from a foreign language.

Borders are being erased, there are more and more international marriages,
education in foreign universities is becoming more and more popular, foreigners
often come to work in Russia, and Russians also take the opportunity to gain work
experience abroad. In all these cases, one cannot do without notarized certification of
the correctness of the translation of documents.

It is possible to certify the translation of a document remotely, without a personal
visit to a notary. To do this, you must sign the application with an enhanced qualified
electronic signature and send it through your personal account on the portal of the
Federal Chamber of Notaries. In this case, you will receive a notarized translation in
electronic form.

Certification of the accuracy of the translation is required when submitting
documents:

e {0 government agencies;
e to educational organizations;
e to tax authorities and internal affairs bodies;

e to civil registry offices and archives; to registration authorities,



e efC.

A notary engaged in private practice, in accordance with Articles 35, 80, 81 of the
Fundamentals of the Legislation of the Russian Federation on Notariate ( pyc. OcaoB
3akoHonarenbcTBa Poccuiickoit denepannu o Hotapuare, hereinafter referred to as
the Fundamentals) shall certify the correctness of a translation from one language into
another or certify the authenticity of the translator's signature

A notary shall certify the correctness of a translation from one language to
another if he/she is proficient in the respective languages. In this case, independently
translating a document from one language into another, the notary shall certify the
fidelity of such translation. The notary shall bear full property liability for the damage
caused by the fault of the notary to the property of a citizen or legal entity as a result
of performance of a notarial act in violation of the law.

If the notary is not proficient in the relevant languages, the translation may be
made by an interpreter whose signature is authenticated by the notary (Article 81 of
the Fundamentals).

The Federal Chamber of Notaries (pyc. ®enepanbHas HOTapHalbHas Iaara,
@HIT) is a non-profit organization based on the principles of self-governance, self-
regulation and self-financing. It unites all notaries of Russia through mandatory
collective membership in it of notarial chambers of the subjects of the Russian
Federation. The notarial chambers of the constituent entities of the Russian
Federation, in their turn, are based on mandatory membership of all notaries engaged
In private practice on the territory of a particular region.

Thus, two services must be fundamentally distinguished: authentication of the
translation by a notary and authentication of the signature of the translator who
performed the translation. In the first case, the notary must himself know the foreign
language, be qualified as a translator and carry out the translation himself. This is an
extremely expensive service. In the second case, it is not the authenticity of the

translation that is certified, but the authenticity of the translator's signature.



When You May Need a Notarized Translation of a Document

A notarized translation of a document is often required when submitting

documents to embassies and consulates of other countries on the territory of the

Russian Federation.

Notarized translation is also required when:

registration of marriage with a foreign citizen (translation of the foreign
citizen's passport, certificate of marital status, certificate of no criminal
record, etc.);

adoption of a child who is not a citizen of the Russian Federation
(translation of the child's birth certificate, also depending on the situation it
may be necessary to translate a certificate of death of parents (or
deprivation of parental rights), etc.);

use of a driver's license issued by another country (a notarized translation
of this license is required to present such documents in the Russian
Federation) or issuance of a new driver's license issued by another country
due to expiration;

acquisition of Russian citizenship by a foreign citizen (translation of the
foreign citizen's passport (birth certificate for foreign minors), marriage
certificate (if the marriage with a citizen/s of the Russian Federation was
concluded outside the territory of the Russian Federation), certificate of
criminal record, etc.);

obtaining a work permit or a patent for a foreign citizen (translation of the
foreign citizen's passport, education document (diploma or certificate and
its annex);

entering an inheritance when the testator is a foreign citizen (translation of
the court decision, certificates of ownership and other documents at the

request of the court);



e confirmation of work experience (for example, for retirement, translation
of a certificate from the place of work, extract from the state register, salary
certificate from the place of work (if the text of the certificate is in Russian,
only translation of seals or stamps is required);

e obtaining a visa (of course, everything depends on the country, so we
specify those documents whose translation is required more often than
others: consent for a child to travel abroad (in case a minor citizen of the
Russian Federation travels abroad unaccompanied), certificates from the
place of work, bank certificates (sometimes including account statements),
certificates from educational institutions (school, university, etc.), pension

or student ID card (depending on the status of the tourist), etc.

Requirements Necessary for Notarization

Requirements for a translator

In order to confirm his/her qualifications, the interpreter must provide the notary
with his/her passport, documents confirming special education with a note on the
language studied (diploma, certificate, diploma, certificate, etc.) and an application in
the prescribed form. The law allows for the possibility of refusing to notarize the
translator's signature if there are doubts about the translator's competence. The
interpreter's data is entered in a special register of the notary, in which the interpreter
signs.

Requirements to documents

Documents submitted for notarial certification of translation accuracy must be in
the original or a copy certified by an authorized person, have all the necessary
signatures, seals, date, comply with the laws of the Russian Federation and
international treaties. See ®3 «OcHoBbl 3akoHomaTeNbCTBA Poccuiickoit deneparuu
o Hotapuare» (yrB. BC P® 11.02.1993 N 4462-1):



Cratbst 45.TpeboBaHus K JIOKYMEHTaM, IMPEICTaBISIEMbIM [JIs COBEpLICHUS
HOTApUAJIBHBIX  JAcdcTBUM  HoTtapuychl He NOpPUHUMAIOT Uil COBEPLICHUS
HOTAPUAJBHBIX JEHUCTBUM JTOKYMEHTBHI, HWMEIOIIME MOMYUCTKH JMOO TOJIMUCKH,
3a4€pKHYTHIE CJIO0BA M WHBIE HEOIOBOPEHHBIE HMCIPABJIEHUSA, & TAKXKE JOKYMEHTHI,
WCIIOJTHEHHbIE KapaHIamoM. TeKkCcT HOTapualbHO YIOCTOBEPSAEMOU CIEIKH JOJKEH
ObITh HAaNMCaH SCHO M YETKO, OTHOCAILIMECS K COACpPKAHMIO JOKYMEHTa 4Yucia U
CpOKH 0003Ha4YeHbl XOTs Obl OJJUH pa3 CJIOBaMH, & HAMMEHOBAHUS IOPUIUYECKUX JIUIL
0e3 COKpalleHH, C yKa3aHUEM aJpPecOB UX OpraHoB. PamMuing, UMEHA U OTYECTBA
rpaxaaH, aJpec UX MEeCTa >KMTEIbCTBA JOJDKHBI ObITh HalMCaHbl MOJHOCTHIO. B
JOKYMEHTE, OOBEM KOTOPOrO NPEBHINIAET OAWUH JIUCT, JIUCTHI JOJKHBI OBITH
IIPOLLINTBI, IPOHYMEPOBAHBI M CKPEIJIEHBI IIEYATBIO.

Crarpsa 106. IIpuHsTHE HOTApUyCOM JOKYMEHTOB, COCTaBJICHHBIX 3a I'DAHULEN
JIOKyMEHTBI, COCTaBJICHHBIE 3a TPAHHUIEHM C Yy4aCTUEM JOJDKHOCTHBIX JIMI]
KOMIIETEHTHBIX OPTraHOB APYTUX rOCYAApCTB WIM OT HUX MCXOMSIIUE, IPUHUMAIOTCS
HOTapuyCOM IIpH YCJIOBUM MX Jieranu3auud MUHHCTEPCTBOM HHOCTPAHHBIX €1l
Poccuiickonn @epepaunu. be3 Jeranus3auuu Takue JTOKYMEHTHI ITPUHUMAKOTCS
HOTapUyCOM B Te€X Cly4asxX, KOrga JTO IPEeAyCMOTPEHO 3aKOHOIATEIbCTBOM

Poccuiickon @enepaunu u Mex1yHapogHbIMU qoroBopamu Poccuiickon denepanumu.

Thus, for notarial actions it is necessary to provide duly executed official
documents or certified copies thereof issued either in the Russian Federation or in
another state (subject to legalization). Currently, two types of legalization are
common: consular legalization and apostilization of documents. Acceptance of
documents without legalization is allowed if they are covered by international
bilateral treaties on mutual legal assistance or the Convention on Legal Assistance
and Legal Relations in Civil, Family and Criminal Matters signed in Minsk on
22.01.1993 (more details can be found here). International practice does not require
legalization of passports and documents replacing them, as well as commercial and
customs documents (invoices, bills of lading, bills of lading, declarations, contracts,

etc.).



Other ways to certify a translation

e Translation agency seal
This type of certification is used when the company's data is sufficient to identify
the author. In Russian practice, it is often used to provide translations to some
commercial institutions and universities.
e Translator's seal
This method is popular in some European countries where translation activity is
licensed on a mandatory basis. Often the number of translators with a seal in such
countries is limited. This leads to artificially low competition and prohibitive prices
for a "certified translation" for the client.
This practice is not applied in the Russian Federation.
e Court certification
In a number of small states where the judiciary is not swamped with work, the
certification of the interpreter's signature is done in the courts. The interpreter recites
the oath of office. The court employee puts a seal on his translation. There is no such

practice in the Russian Federation.

Technical Aspects of Notarization

The procedure of notarization of translation includes provision by the customer of
the original document and translation, on which the name of the translator stands, the
last sheet of the document in the place of stapling is sealed with a thick paper strip, on
which the seal of the notary is affixed, the number of stapled sheets is certified by the
signature of the notary certifying the authenticity of the translator's signature.

It should be noted that it is a requirement of notaries that the original document
and the translation be provided by the translator who performed the translation. The

notary actually certifies the signature of the translator who performed the translation.



Once the translator's signature is notarized by the notary, the translated document

becomes legally binding.

YrojoBHasi 0OTBETCTBEHHOCTD 32 NMpeaoCcTaBJCHHUE 3aB€I0OMO HCIIPABUJIBHOIO

nepeBoaa

"VronoBubli kojiekc Poccuiickoit denepanuu” ot 13.06.1996 N 63-D3 (pex. ot
24.09.2022)

YK P® Crarbs 307. 3aBenoMo JIOKHBI€ IIOKa3aHUE, 3aKJIIOYEHUE HKCIEPTa,
CIIeIUAJIMCTA WU HEPABUIILHBIN TIEPEBOJ]

1. 3aBenoMO JIOKHBIE TMOKAa3aHUE CBUJETENS, MOTEPIEBIIECTO MO0 3aKIIOUYEHUE
WM TIOKa3aHUE DJKCIepTa, I[IOKA3aHHWE CHEIUaIuCcTa, a pPaBHO 3aBEIOMO
HEMPaBWIbHBIM TIEpeBOJ B cCylae JHOO B XOJle JOCYyAeOHOro MPOU3BOJICTBA —
HaKa3bIBAIOTCA MITpadoM B pazMepe 10 BOCBMUIECATH THICSY pyOseit niu B pazmepe
3apabOTHOM TUIAThI WJIM MHOT'O JI0X0JIa OCYXKJICHHOT'O 3a MEPHOJ JI0 IIIECTH MECSIICB,
1160 00s13aTeTbHBIMU PAb0TaMU Ha CPOK JI0 YETHIPEXCOT BOCBMHJIECATH YacOB, JINOO
HCIIPaBUTEIIBHBIMU paboTaMH Ha CPOK JIO JABYX JIET, MO0 apecTOM Ha CPOK JI0 Tpex
MECSIICB.

2. Te ke nestHusA, COeIMHEHHbIC ¢ OOBUHEHUEM JIMIIA B COBEPIIIEHUH TSHKKOTO UITH
0C000 TSDKKOTO MPECTYIUICHUS, — HAKa3bIBAIOTCS MPUHYIUTEIbHBIMU paboTaMH Ha
CPOK JIO MATH JIET TUOO JIMIIEHUEM CBOOO/IBI HAa TOT KE CPOK.

[Tpumeuanue. CBUiEeTENb, TOTEPIEBIINHN, SKCIIEPT, CHCIIUATUCT WIH MIEPEBOTUNK
OCBOOOXKITAIOTCSI OT YrOJIOBHOM OTBETCTBEHHOCTH, €CJIM OHH JOOPOBOJHHO B XOJI€
I0CyeOHOTO TPOU3BOJICTBA WM CYIAEOHOTO pPa30upaTenbCcTBa JO BBIHECCHUS
MIPUTOBOpA CyJa WU PEIICHUS CyAa 3asBHIN O JOKHOCTH JIAHHBIX MMM TTOKa3aHUH,

3aKIIFOUCHUA UJIHN 3aBECAOMO HCIIPABUIIBHOM IICPCBOAC.



CHAPTER 12. FINAL TEST

Final Test.

Complete the test. In some items there are more than 1 answers.

1.

3.

YT0 U3 MEPEYNCICHHOrO HE SBIIETCS (Q)YHKIIMOHAIBHBIM CTUJIEM:
d) HayYHBIH
b) odunmansHO-ACITIOBOI
C) MyOIUIMCTHYCCKUN
d) pasroBopHsIii
€) XyI0)KECTBEHHBIN
YTo U3 MepevrcICHHOr0 He SBISIETCS KaHPOM O(GHUIMAIbHO-1eI0BOI0 CTHIIS:
a) HMHCTPYKLHUS
b) >xanoba
C) oOBsABICHHE
d) 3akon
€) mepeaoBasi CTaThs

CJ'IY)K€6HBIG JOKYMCHTBI ACIIATCA Ha HECKOJIBKO OONBIINX rpyHil 1mo CBoEMy

(YHKIHOHAIBHOMY 3HAYEHHUIO (YOpaTh JIMIIHEE):

5.

form.

a) (UHAHCOBBIC M YUETHBIC JTOKYMEHTBI

D) mupekTHBHBIE U pacHOPSAUTEILHBIC

C) JWYHBIC

d) aaMUHHCTpPATHBHO-OpraHU3AIMOHHBIC

€) JIMYHBbIC MUChMa

f) uHbOpMaMOHHO-CIIPaBOYHBIE

The term "Documentation™ has more denotations than "document”.
a) Bepno

b) Hesepno

In general sense, a document is a representation of thought in a material



7.

a) Bepno
b) Hesepuo

The term "document" refers to information of non-fictional content only.

a) Bephno
b) Hesepuo

In the past, the word "document™ was used to denote written proof used as

evidence of a truth or fact.

8.

10.

12.

a) Bepno
b) Hesepno
Match
1) npemioKeHus
2) CIIy’)KeOHBIC 3aIUCKH
3) 2JIEeKTPOHHBIC MMHChMa
Match
1) pyKOBOJICTBO IOJIH30BATEIS
2) TPOTOKOJ 3aceaaHHsI
3) ¢GuHAHCOBBIC OTYETHI
Match
1) noBepuTeabHas HHPOPMAIUI
2) TapaHTUPOBATH COXPAHHOCTh
3) KOMIaHHUS CUUTACT
KOH(pUAEHIIUATbHON
11. Match
1) TouHO
2) KpaTKo
3) mocenoBaTeNbHO

Match Russian and English terms

1) Kauenr

2) Tlokynareib

a)Mmemos
b)emails

c)proposals

a) financial statements
b) minutes of the meeting

c) user manual

a) sensitive information
b) the company deems to be
sensitive

c¢) safeguard

a) consistently
b) concisely

c) accurately

a) Seller
b) Buyer



3) Iponaserr

13. Match Russian and English terms

1) Nwms
2) Oamwnus

3) OtuecTBO

14. Match Russian and English terms

1) o0Imast CTOMMOCTh
2) Kym4as Ha IpOJaKy
3) kBUTaHIHUSA 00 orIaTe

4) mepBOHAYAIbHBIN B3HOC

15. Match Russian and English terms

1) Make

2) Body type

3) Model

16. Match

1) TOKYyMEHT, B KOTOPOM
NPECTABICHBI HCCIISIOBAHMUS
aBTOpA JJIs TIOJIY4YEHHUS YUCHOM
CTETIeHH WIH MPOodhecCHOHATEHON
KBATM(PUKALUU

2) W3HAYAIBHO - JIFOOOW JOKYMEHT,
HAIKUCAaHHBIN OT PYKH, aBTOPCKAs

KOIIH:A IIPOU3BCACHMA

3) mayyHas paboTa, oIyOJIuKOBaHHAS

B aKaJICMUYCCKOM JKYpHAJIC
17. Match
1) IOKyMEHT, B KOTOPOM
3allpallInuBaACTCs IMPCATOKCHUC,
9aCTO ACIaCMOC B ITPOLCCCC

TOProB, arcHTCTBOM HJIHU

c) Client

a) Middle name
b) LastName

c) FirstName

a) down-payment
b) bill of sale
C) payment receipt

d) the total purchase price

a) MOZCIb
b) mapka

C) THII Ky30Ba

a) paper
b) thesis

C) manuscript

a) request for proposal (RFP)
b) business proposal

Cc) invoice



2)

3)

18.

1)

2)

3)

19.

1) HakmajgHasi, JOKYMCHT, BbIIaHHBIH

KOMHaHHCﬁ, 3aNMHTCPCCOBAHHLIMU

B 3aKYIIKE TOBapa, yCIyTy WIH

OEHHOI'O aKTHBAa, INIOTCHIIHMAJIbHBIM

IMOCTAaBIIMKAM JJIA IIPCACTABJICHUA

JE€IOBBIX MPEI0KEHNAN
MMCbMEHHOE MPEAJIOKEHUE OT
MPOJIaBIA TOTEHIUAIBHOMY
CIIOHCOPY

KOMMEpYECKU JOKYMEHT,
BBIJIAHHBIN TTPOJABLIOM
MOKYIIATEN0, YKa3blBAIOUIUN
TOBApHI, UX KOJIMYECTBO IICHBI,
cuer-(akTypa

Match

JIOKYMEHT, MPEACTaBIISIIONIUN
uHGOPMAITUIO O MPOU3OIIEAIIEM
COOBITHM, OTYET, JIOKJIA/T
IOPUINYECKHU 3aKPETUIEHHOE
corJaiieHue, KOTOpoe CO3/aer,
OTIpEIETISICT U PEryIUpyeT
B3aMMHBIC MTpaBa 1 003aHHOCTH

MEXAY €ro CTOpOHaAMU

JTOKYMEHT, MTOATBEPKIAOIIHNMI, YTO

JIALIO MOJYYWIIO IEHBIU WU
MMYIIIECTBO B KAYE€CTBE OILIATHI
IIOCJIE MPOAAXKU WIH IPYron
repegayv TOBapoOB HIIH
MPEAOCTABJIEHUS YCIYTU

Match

a) report
b) packing slip

c) contract

a) spreadsheet



MIEPEBO3YMKOM, COJICPIKAIIAN b) waybill
noApoOHYH0 HH(DOPMAITUIO c) safety data sheet (SDS)
MHCTPYKLUH, KaCcalOIIUECs
OTIIPABKHU IIaPTUHU TOBAPOB,
TOBAPHO-TPAHCIIOPTHAA HAKJIaAHAsA
(TTH)
2) TlacmopT 0e30MacHOCTH,
HOKYMCHT, B KOTOPOM COACPKUTCA
I/IH(bOpMaHI/ISI, Kacaromasacs
0€30IacHOCTH U TUTHUEHBI Tpyaa
IIPpH UCITOJIB30BAHHUU PA3JIMYHBIX
BEIICCTB U IIPOAYKTOB.
3) ayeKTpOHHAs TAaOJHIA JJIsT aHAIH3a
Y XpaHEHUs JaHHBIX B TAOJUYHOU
dhopme, BeIOMOCTh, CBOJIKA
20. Choose the proper variant for the title of the document:
on the Non-Proliferation of Nuclear Weapons
a) Convention
b) Agreement
c) Treaty
21. Choose the proper variant for the title of the document in Rus.

0 HEPACIPOCTPAHECHUH SIIEPHOTO OPYKHS

a) Morosop
b) KouBeHius
¢) Cornairenue
22. Match the equivalent in the other language:
I'ocynapctBa, 3akimroyaroniue Hactosmui Jlorosop
a) The Nations concluding this Treaty
b) The States concluding this Treaty

¢) The Countries concluding this Treaty



23. Match the equivalent in the other language:

...HWKE UMEHyeMble «Y4uacTHUKaMu JloroBopa»

a) hereinafter referred to as the Parties to the Treaty

b) hereinafter referred to as the Participants of the Treaty

c) hereinafter referred to as the Sides of the Treaty

24. Match
1) HamIexamuit
2) HIKCTIOAMUCABIIHNACS
3) HacTosIIIUil TOrOBOP
25. Match
1) cBuaerens MBaHoBa
2) paborHuk muinnun CaBenbeBa
3) mpodeccop EmenbsHoBa
26. Match
HECOOJTI0IEHNE
HEMPU3HAHUEC
WCTIOJTHEHHSI 00513aTEIIbCTBA 110 IOTOBOPY
HEHCIIOJIHEHHE 0053aTeIbCTB
27. Match
B LIEJIAX
B OTHOIIICHUH, B YaCTH

B CHJIy OOCTOSITENIbCTB

a) the undersigned
b) proper

C) present agreement

a) professor Emelyanova
b) police officer Savelieva

C) witness Ivanova

non-compliance
default of obligations
performance of the contract

non-recognition

due to the circumstances
in order to

with respect \ regarding

28. JIOKyMEHT MOXKET CYIIECTBOBATH TOJIBKO HA OYMa>kHOM HOCHUTEIIE.

a) BepHno
b) Hesepuo

29. JlokyMeHT

uHopManys, coaepiKalias —HEKHe
UIEHTH()UIIMPOBATE.
a) Bepno

b) Hesepno

PCKBU3UTHI, IIO0

9TO Sa(bHKCI/IpOBaHHaSI Ha MaTCpUaJIbHOM HOCHTCIIC

KOTOPbIM €€ MOXKHO



30. JIokyMeHT CIy’KUT JiJIsi Tiepeliadu 3apUKCUpOBaHHOM B HeM HMHQOpMaLUU
BO BPEMCHHU U B IIPOCTPAHCTBC B LCIIAX €C I[aHbHefIIHCFO HCITIOJIB30BAHUA U XPAHCHUA.
a) Bepno
b) Hesepuo
31. PexBu3uTamMu JOKyMEHTa  SIBISETCA BCS HWH(MOpMAIUs, TO3BOJISIONIAS
I/II[eHTI/Id)I/II_II/IpOBaTB JOKYMCHT — Ha3BaHHUC JOKYMCHTA, HMA IOAIIHNCABIICTO
JOKYMCHT JIMIa, JaTa JOKYMCHTA U IIp.
a) Bepno
b) Hesepno
32. PexBu3UTHI AJOKYMCHTOB OIIPpCACIICHHBIX BHIOB MOI'YT pacliojiararorcs B
J000M MECTe Ha CTpaHulEe Oymaru.
a) Bepno
b) Hesepno
33. In a Request Letter, Recipient name goes above Sender name.
a) Bephno
b) Hesepno
34. There must be an exclamation mark after the words "Dear ... " (as in
Russian "YBaxkaemsrit...!")
a) Bepno
b) Hesepno
35. Match
1) TEXHMKO-3KOHOMUYECKHE a) feasibility reports
000CHOBaHUS b) sales figures
2) coOioieHre TPCOOBaHMIA c) safety compliance
0e30macHOCTH

3) mokazarenu mpoaak

36. Match
1) mraGoH, oOpasel JOKyMeHTa a) license
2) odunHanbHOE pa3pelieHue aeaaTh, b) template

UCIOJIb30BaTh WM BJIaJICTh YeM- c) constitutional documents (also,
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3) yupenuTeNnbHbIE TOKYMEHTHI
(MHOT1a Ha3bIBACMbIC YCTABHBIMHU
JOKYMEHTaMH ), JOKYMEHTHI,
KOTOPBIC ONPEACISAIOT
CYIIIECTBOBAHHE IOPUIHIECKOTO
JMIA U PETYIUPYIOT CTPYKTYPY H
KOHTPOJIb ATOT'0 FOPUIHIECKOTO
JIMIIA U €T0 YJICHOB.
37. Match
1) moCTaHOBIIAIO
2) obpamaemcs kK Bam ¢ ipocs0oii
3) mpuKasbIBaiO
38. Match
MUHHCTEPCTBO HE BO3paKaeT
Kosterust He oTKIIOHSET

CPBIBAET MOCTABKY ChIPbS

charter documents)

a) | order
b) I decree

c) We appeal to you

shall not deny \refuse\reject
disrupt the supply

the Ministry's approval

39. Match Russian and English template phrases

3aperucTPUPOBAHHBIN (as1) 1O azipecy
MPOKUBAIOIIMI(as1) O azipecy

Y 1ocTOBEpEHNE JIMYHOCTU

located at
registered at

Personal ID

40. Match Russian and English template phrases

1) mpago COOCTBEHHOCTH
TIOJITBEPIKIACTCSI
2) ¢ MOMEHTA ITOITTUCAHUS

HaCTOALICTO COIJIalICHUA

3) B CHOpE U MOJI 3aJI0I0M HE COCTOUT

a) clean of all liens and hold
b) from the moment of signing this
agreement

c) ownership is confirmed by
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APPENDIX 1. DOCUMENT SAMPLES

Sample Request Letter to Order Books

Sender Name
Company Name
Date

Recipient Name
Designation
Company Name

State, Pincode

Dear Name,

We, at X and Y, are pleased to be associated with you. We apologise to apprise
you that we have not received a copy of your agreement with us as was assured by
you. We need to observe the original copy to decide about your proposal. It will be of
tremendous help if you look into the matter at the earliest.

Any further delay from your side will waste our precious time since our course of
action depends on the terms stated in the contract. Hence we ask you to forward us a
copy at the earliest.

We look forward to your communication. You can call me at 1600 678 for any

further clarifications.

Thanks and Regards,
Lisa Doe,

Director.



Treaty on The Non-Proliferation of Nuclear Weapons (NPT)

English

Russian

Treaty on the Non-Proliferation of
Nuclear Weapons (NPT)

JIoroBOp 0 HEpACTIPOCTPAHEHUH
SI/IEPHOTO OPY KU

The States concluding this Treaty,
hereinafter referred to as the Parties to
the Treaty,

['ocynapcTBa, 3aKI04YarONIe HACTOSIINN
Jlorosop, HUKE UMEHYEMBIE
«Y4aactHukamu JloroBopay,

Considering the devastation that
would be visited upon all mankind by
a nuclear war and the consequent need
to make every effort to avert the
danger of such a war and to take
measures to safeguard the security of
peoples,

YuuThIBas ONMYCTOMIUTEIBHBIE
MOCJIEICTBUSA, KOTOPBIC MMeNa ObI JIJIs
BCEr'0 YEJIOBEUECTBA si/IepHasi BOWHA, U
BBITEKAIOIIYIO U3 ATOT0 HEOOXOIUMOCTD
MIPUJIOKUTh BCE YCUIIHS IS
peAOTBPAICHUSI OTACHOCTHU
BO3HUKHOBEHUS TAKOW BOMHBI U IPUHSATH
Mepbl Uil o0ecniedeHus: 6e30MacHOCTH
HapOJIOB,

Believing that the proliferation of
nuclear weapons would seriously
enhance the danger of nuclear war,

Cunrast, 4TO paCIpOCTPAHEHUE SIAEPHOTO
OpYXKUS CEPbE3HO YBEIUYMIIO ObI
OIIACHOCTH SIIEPHOM BOWHBI,

In conformity with resolutions of the
United Nations General Assembly
calling for the conclusion of an
agreement on the prevention of wider
dissemination of nuclear weapons,

B cooTBeTCTBUU C pe30TIOLUSIMU
['enepanbHOil Accambiien Opranuzanuu
OO0benuHeHHbIX Haruii, mpu3sIBarouMu
K 3aKJTFOUYEHUIO COTJIAIICHUS O
MPEIOTBPAIICHUH 00JIee ITUPOKOTO
pactpocTpaHEHUs SIECPHOTO OPYIKHUS,

Undertaking to co-operate in
facilitating the application of
International Atomic Energy Agency
safeguards on peaceful nuclear
activities,

OO0s13ysCh COTPYAHUYATD B IEISAX
COEHCTBUS IPUMEHEHUIO TapaHTUN
MexayHapOoIHOTO areHTCTBA MO aTOMHOM
DHEPIrUM B OTHOIICHUH MUPHOM SIIEPHOMN
JIEATEIbHOCTH,

Expressing their support for research,
development and other efforts to
further the application, within the
framework of the International Atomic
Energy Agency safeguards system, of
the principle of safeguarding
effectively the flow of source and
special fissionable materials by use of
instruments and other techniques at
certain strategic points,

Bripakast cBOIO NOJAEPKKY YCHIIHSIM TIO
UCCJIEIOBAaHUIO, YCOBEPIIEHCTBOBAHUIO U
JIPYTUM YCUJIUSIM, HAIlpaBJICHHBIM Ha
COJIEUCTBUE ITPUMEHEHUIO B PAMKAX
CUCTEMBbI rapaHTuil Mexx1yHapoIHOTo
areHTCTBA 10 aTOMHOMN YHEPIuu
npuHIna 3p¢GEeKTUBHBIX TAPAHTHI B
OTHOILIEHUY JIBUYKEHUS UCXOAHBIX U
CHEIUATBHBIX PACILEIUISIOIUXCS
MaTepuaioB MOCPEICTBOM
UCIIOJIb30BaHUs IPUOOPOB U IPYrUX
TEXHUYECKUX CIIOCOOOB B OIPE/IEICHHbBIX
KJIIOYEBBIX MECTaX,

Affirming the principle that the

[ToaTBeprkaast TOT MPUHITUIL, YTO OJiara




benefits of peaceful applications of
nuclear technology, including any
technological by-products which may
be derived by nuclear-weapon States
from the development of nuclear
explosive devices, should be available
for peaceful purposes to all Parties to
the Treaty, whether nuclear-weapon or
non-nuclear-weapon States,

MHPHOT'O PUMEHEHUS SJICPHOI
TEXHOJIOTHH, BKIIFOUas! JTI00bIE
TEXHOJIOTUYECKHE MTOOOYHBIE MPOTYKTHI,
KOTOPBIE MOT'YT OBITh MOJTYYCHBI
rocyJapcTBamMu, 00JaJaIOIIUMU SIEPHBIM
OpPYKHEM, OT pa3BUTHS SIIECPHBIX
B3PBIBHBIX YCTPOWCTB, TOJKHBI OBITh
JOCTYITHBI JIJIT MUPHBIX IEJICH BCEM
rocyaapcTBaM-ydacTHUKaM JloroBopa,
KaK 00J1aJJafolMM, TaK U He 00JIaJaroIuM
SICPHBIM OPYXKHEM,

Convinced that, in furtherance of this
principle, all Parties to the Treaty are
entitled to participate in the fullest
possible exchange of scientific
information for, and to contribute
alone or in co-operation with other
States to, the further development of
the applications of atomic energy for
peaceful purposes,

Byayuun yOexaeHHBIMU, YTO B
OCYLLECTBJICHUE ITOr0 IPUHIMIIA BCE
Y4yacTHUKM HacToswero Jlorosopa
MMEIOT IIPaBO y4acTBOBATh B BO3MOXKHO
caMOM IIOJTHOM 0OMEHE Hay4yHOM
uH(popMaIuen 1 JanbHenero
pa3BUTHS IPUMEHEHUS ATOMHOU DHEPrUU
B MHUPHBIX LENSAX U BHOCUTB B 3TO
pa3BUTHE CBOU BKJIAJ 11O OTAEIBHOCTH
VI B COTPYJHUYECTBE C APYTHUMHU
rocyJ1apCTBaMH,

Declaring their intention to achieve at
the earliest possible date the cessation
of the nuclear arms race and to
undertake effective measures in the
direction of nuclear disarmament,

3asBisisl 0 CBOEM HaMEpPEHUU 10
BO3MOXHOCTH CKOpP€E JOCTUTHYTh
IpeKpalleHusi TOHKU SIEPHBIX
BOOPY>KEHHUI U MPUHATH 3D PEKTUBHBIE
MEpBbI B HANIPABJICHUU AJIEPHOTO
pa3opyKeHus,

Urging the co-operation of all States in
the attainment of this objective,

HacTosiTensHO npu3biBasi K
COTPYJHUYECTBY BCEX T'OCYJIAPCTB B
JIOCTHKEHHUHU ATOU 1I€/H,

Recalling the determination expressed
by the Parties to the 1963 Treaty
banning nuclear weapons tests in the
atmosphere, in outer space and under
water in its Preamble to seek to
achieve the discontinuance of all test
explosions of nuclear weapons for all
time and to continue negotiations to
this end,

HanomuHas o pemmmMocTH, BeIpaKEHHOU
y4acTHUKamu Jlorosopa o 3arpelieHuu
VCIBITAHUM SIIEPHOTO OPYKHS B
aTMocgepe, B KOCMUYECKOM
IIPOCTPAHCTBE U oA Boaou 1963 r. B ero
npeaMOyJie, CTpEMHUTHCS IOCTUYb
HaBCEra MPEKpalICHUs BCEX
UCIBITATEIbHBIX B3PBIBOB SIEPHOTO
OpY’KHsl U ITPOJIOJIKATH IIEPETOBOPHI €
9TOH 1IEABIO,

Desiring to further the easing of
international tension and the
strengthening of trust between States
in order to facilitate the cessation of

CtpeMsiCh COIEHCTBOBATh CMATYEHUIO
MEXKyHAPOIHON HAMPS)KEHHOCTH U
YKPEIUICHUIO JOBEPUS MEXKTY
rocyJapCTBamMu, C TEM YTOObI




the manufacture of nuclear weapons,
the liquidation of all their existing
stockpiles, and the elimination from
national arsenals of nuclear weapons
and the means of their delivery
pursuant to a Treaty on general and
complete disarmament under strict and
effective international control,

CIIOCOOCTBOBAThH JIOCTUKEHUIO
NPEKpaIIeHHsI POU3BOJICTBA SICPHOTO
OPYKHSI, YHUITOXKEHHUIO BCEX
CYIIECTBYIOIIUX €T0 3aMacoB U
UCKITFOUCHUIO SITICPHOTO OPYXKHS U
CPEICTB €ro JOCTaBKH U3 HAITMOHATbHBIX
apCEHAJIOB B COOTBETCTBHUH C JIOTOBOPOM
0 BCEOOIIIEM | ITOJTHOM Pa30pYKEHUHU TTO]T
cTporum u 3(HpPeKTUBHBIM
MEXTYHAPOIHBIM KOHTPOJIEM,

Recalling that, in accordance with the
Charter of the United Nations, States
must refrain in their international
relations from the threat or use of
force against the territorial integrity or
political independence of any State, or
in any other manner inconsistent with
the Purposes of the United Nations,
and that the establishment and
maintenance of international peace
and security are to be promoted with
the least diversion for armaments of
the world’s human and economic
resources,

Have agreed as follows:

HanomuHas, 4T0 B COOTBETCTBUH C
YceraBom Opranuzanuu OO0beTMHEHHBIX
Hamuii rocynapcTsa 10KHBI
BO3JIEP)KUBATHCS B UX MEXITYHAPOIHBIX
OTHOLIEHUSIX OT YTPO3bI CUJION WM €€
MIPUMEHEHHUS KaK MPOTHUB
TEPPUTOPUATIEHON HEMPUKOCHOBEHHOCTH
WJIY TTOJIMTUYECKOM HE3aBUCUMOCTH
J1000r0 rocy/1apcTBa, Tak U KaKUM-JI100
JIPYTUM 00pa3oM, HECOBMECTHMBIM C
Hensmu O0bequHEHHBIX Hamuid, u 9To
clielyeT COAEHCTBOBATh YCTAHOBJICHUIO U
MOJIJIEPKAHUIO MEKYHAPOIHOTO MUPA U
0€30MaCHOCTH ¢ HAUMEHBIITUM
OTBJICYEHUEM MHUPOBBIX JIIOJACKUX CHUJT U
PKOHOMUYECKHUX PECYPCOB IS Jeiia
BOOPYKEHUS,

Cormacuiucse o HMKCCIICAYIOICM

Article |

Each nuclear-weapon State Party to
the Treaty undertakes not to transfer to
any recipient whatsoever nuclear
weapons or other nuclear explosive
devices or control over such weapons
or explosive devices directly, or
indirectly; and not in any way to
assist, encourage, or induce any non-
nuclear-weapon State to manufacture
or otherwise acquire nuclear weapons
or other nuclear explosive devices, or
control over such weapons or
explosive devices.

Cratbs |

Kaxxnoe n3 rocynapcTB-y4acTHUKOB
HacTosiero JloroBopa, obagaromux
AJIEPHBIM OpYXKHUEM, 00s3yeTCsl HE
nepenaBaTh KoMy ObI TO HU OBLIO
STIEPHOE OPYXKHUE WU IPYTHE SICPHBIS
B3pBIBHBIC YCTPOWCTBA, a TAK)XE KOHTPOJIb
HaJI TAKHUM OPY>KHEM WJIH B3PBIBHBIMHU
yCTPOMCTBAMH HU MPSMO, H KOCBEHHO;
paBHO KaK U HUKOUM 00pa3oM He
MIOMOTaTh, HE TOOMIPATH M HE TTOOYKIaTh
KaKoe-T1u00 rocyaapcTBo, HEe
o0amaroniee siIePHbIM OPY>KHUEM, K
MPOU3BOCTBY WJIH K MPUOOPETCHUIO
KaKHUM-TU00 UHBIM CIIOCOOOM SIAEPHOTO
OPYKHSI WJTH APYTHX SJIEPHBIX B3PBIBHBIX




YCTPOWCTB, a TAK)KE KOHTPOJIS HAJl TAKUM
OpPY’KHEM HJIU B3PBIBHBIMU
YCTPOHWCTBAMH.

Acrticle 11

Each non-nuclear-weapon State Party
to the Treaty undertakes not to receive
the transfer from any transferor
whatsoever of nuclear weapons or
other nuclear explosive devices or of
control over such weapons or
explosive devices directly, or
indirectly; not to manufacture or
otherwise acquire nuclear weapons or
other nuclear explosive devices; and
not to seek or receive any assistance in
the manufacture of nuclear weapons
or other nuclear explosive devices.

Cratbs |l

Kaxxnoe u3 rocy1apcTB-y4acTHUKOB
Hacrosuiero Jlorosopa, He 001a1a0IINUX
AJIEPHBIM OpYXKHUEM, 00s3yeTCsl HE
NPUHUMATh IIEpejaun OT KOro Obl TO HU
OBLJIO AJIEPHOTO OPY>KUS WU APYTUX
AJIEPHBIX B3PBIBHBIX YCTPOWCTB, a TAKKE
KOHTPOJIS HaJl TAKUM OpY>KMEM WJIN
B3PBIBHBIMHU YCTPOICTBAMHU HU NPSIMO, HU
KOCBEHHO; HE IIPOU3BOJIUTH U HE
npUOOpeTaTh KAKUM-JTMOO UHBIM
CIIOCOOOM SIIEPHOE OPYKUE WIH IPYTHE
SJIEPHBIC B3PBIBHBIC YCTPONCTBA, PABHO
KaK ¥ He 0OMBaThCS U HE MPUHUMATD
KaKOH-JINOO MOMOUIH B POU3BOJICTBE
SJIEPHOTO OPY>KUS WU APYTUX SAEPHBIX
B3PBIBHBIX YCTPOMCTB.




Residential Real Estate Purchase Agreement

I. The Parties. This Real Estate Purchase Agreement (“Agreement”) made on
,20  (“Effective Date”) between:

(“Buyer”) with a mailing address of

, City of , State of

who agrees to buy

AND
(“Seller”) with a mailing address of

, City of , State of

, Who agrees to sell and convey real and personal property as

described in Sections Il & I11. Buyer and Seller shall be collectively known as the
“Parties.”

I1. Legal Description. The real property is a: (check one)

[ - Single-Family Home

[ 1 - Condominium

[1 - Planned Unit Development (PUD)

[1 - Duplex

[]- Triplex

[] - Fourplex

[] - Other:

Street Address:

Tax Parcel Information (i.e., “Parcel ID” or “Tax Map & Lot”):

Other Description:




I11. Personal Property. In addition to the real property described in Section Il, the

Seller shall include the following personal property:

The real property and personal property shall be collectively known as the
“Property”.
IV. Earnest Money. After acceptance by all Parties, the Buyer agrees to make a

payment in the amount of $ as consideration by

,20 at : [1 AM [ PM (“Earnest Money”).

The Earnest Money shall be applied to the Purchase Price at Closing and subject to
the Buyer’s ability to perform under the terms of this Agreement. Any Earnest Money
accepted L1 is [ is not required to be placed in a separate trust or escrow account in
accordance with State law.

V. Purchase Price and Terms. The Buyer agrees to purchase the Property by

payment of $ ( Dollars) as follows:

(check one)
L1 - All Cash Offer. No loan or financing of any kind is required in order to purchase
the Property. Buyer shall provide Seller written third (3') party documentation

verifying sufficient funds to close no later than , 20 at

. [JAM U PM. Seller shall have three (3) business days after the receipt
of such documentation to notify Buyer, in writing, if the verification of funds is not
acceptable. If Buyer fails to provide such documentation, or if Seller finds such
verification of funds is not acceptable, Seller may terminate this Agreement. Failure
of Seller to provide Buyer written notice of objection to such verification shall be
considered acceptance of verification of funds.

[1 - Bank Financing. The Buyer’s ability to purchase the Property is contingent
upon the Buyer’s ability to obtain financing under the following conditions: (check

one)



[ - Conventional Loan

[1 - FHA Loan (Attach Required Addendums)
[1 - VA Loan (Attach Required Addendums)
[] - Other:

a.) In addition, Buyer agrees, within a reasonable time, to make a good faith
loan application with a credible financial institution;

b.) If Buyer does not reveal a fact of contingency to the lender and this
purchase does not record because of such nondisclosure after initial
application, the Buyer shall be in default;

c.) On or before , 20, the Buyer will provide the

Seller a letter from a credible financial institution verifying a satisfactory
credit report, acceptable income, source of down payment, availability of
funds to close, and that the loan approval L1 is [ is not contingent on the
lease, sale, or recording of another property;

d.) In the event the Buyer fails to produce the aforementioned letter or other
acceptable verification by the date above in Section V(c), this Agreement
may be terminated at the election of the Seller with written notice provided
to the Buyer within __ days from the date in Section V(c);

e.) Buyer must obtain Seller’s approval, in writing, to any change to the letter
described in Section V(c) regarding the financial institution, type of
financing, or allocation of closing costs; and

f.) Buyer agrees to pay all fees and satisfy all conditions, in a timely manner,
required by the financial institution for processing of the loan application.
Buyer agrees the interest rate offered by lender or the availability of any
financing program is not a contingency of this Agreement, so long as Buyer
qualifies for the financing herein agreed. Availability of any financing
program may change at any time. [...]



I[OFOBOp KYIUIN-TIPOAAKHU TPAHCIIOPTHOTO CpEACTBA

« » 20 rtoma
(mara) (MecTo  3aKIIOYCHUS

JIOTOBOPA)
Mg,
rp.

, MIPOYKUBAIOIINH (ast) o aapecy

,
3aperuCTPUPOBAHHBIN (as) o aapecy
:
YaocroBepeHHe JHYHOCTH: TACMOPT CEPUH Ne , BblmaH " "
r

*

nMeHyembiii(as) B qansHelmem "[lpoxasen',

u
rp.
, MIPOXKUBAIOIINH(ast) o agpecy
i)
3aperuCTPUPOBAHHBIN (as) o aapecy
L
YaocToBepeHne JIMYHOCTU: MaclopT CEPUH No , Bbeman " "

T

*

nMeHyeMbIii(as) B nanpHeiineM "I[okynaTtenas', 3aKIIIOYNIN HACTOSIIUN TOTOBOP O HIKECIEAYIOIIEM:

1. IIponmaser; mepemaer B coOCTBEHHOCTh MOKymatens (mpozaaer), a [lokymarens mpuHUMaeT (MTOKyMaeT) U
OIJIaYMBaET TPAHCIIOPTHOE CPEACTBO:

Mapxka, mogeas TC:
Naentudpuxkannonnniii Homep (VIN):
I'ox BeIMyCcKa:
Ne nBuraresis:
Ne maccu (pambli):
Ne ky3oBa:
BeT:

IIpober:
T'ocynapcTBeHHBIH perucTPALMOHHBIN 3HAK:
CsugerenbcTBo o perucrpanun TC:
Boigano:

2. Yka3zaHHoe B M. | TpaHCHOPTHOE CPENCTBO, MpuHAICKUT [IpomaBily Ha mpaBe COOCTBEHHOCTH, YTO
MOJITBEPIKIACT MacropT TPaHCIIOPTHOTO Cpe/CTRBa, cepun
Ne s BBIJAHHBIN

r.
3. Co cnoB IIponaBiia oTuy»/1aeMoe TPAHCIIOPTHOE CPEIICTBO HUKOMY HE MPOJIaHO, HE 3AJI0KEHO, B CIIOPE U
MOJ1 3ampelieHreM (apecTOM) HE COCTOMT.




4. CroumocTh yKa3aHHOro B I. 1 TpaHcmopTHOro cpezacra coriacoBaHa Iloxynarenem u IlponmaBuom u
COCTaBJISIET:

( pyo. KOIL.)

5. Tlokynarens B omiaTy 3a MPHOOPETEHHOE TPAHCHOPTHOE cpeacTBo mepenan [Ipomaemy, a [lpomasert
TTOJTYYHJI ICHE)KHEIE CPEICTBA

(

py0.  KoIL)

6. [IpaBo cOOCTBEHHOCTH Ha TPAHCIIOPTHOE CPEJICTBO, YKa3aHHOE B 1. 1 1oroBopa nepexoaut k [lokymnarento
C MOMEHTA IMO/IIMCAHUSI HACTOSIIETO JJOrOBOpA.

7. Hacrosiumii IOTOBOpP COCTaBJICH B TpeX SK3eMIULipax (M0 OAHOMY KaXKAOW M3 CTOPOH W OJMH IS
odopmnenus B TUB/1/T).

ITponasen IMokynaresb
JleHbru TMoJTydunII, TPAHCIIOPTHOE CPEACTBO Mepeaall. JleHpru mepenai, TpaHCIOPTHOE CPEICTBO
MTOJTYYHIL.

(moamuce u ®UO) (moamuces u GHUO)

Tem. Ten.




This VEHICLE SALES AGREEMENT is made on (Date), between The

Buyer and The Seller,under the terms and conditions as set forth.

NRIC No./ID Contact No.
Address
Name NRIC No./ID Contact No.
Address
Make/Model Vehicle Reg. No.
Engine No. Original Reg. Date
Chassis No. Road Tax Expiry
No. of keys No. of remote control Owner’s Manual Yes/No
Current Mileage KM No. of Transfers
K Max Mileage KM (Vehicle mileage is to be no greater than this value at point of hand-over to the Buyer) j

Buyer’s Signature Seller’s Signature

Page 1 0f 2

Car Price $ Balance Due $ (Car Price minus Deposit)
. The loan amount the Buyer
Deposit $ Loan Amount $ |(ntends to apply for) v
Vehicle hand-over date (Vehicle is to be handed over to the Buyer no later than this date) j
Terms & Conditions

1. All fees & levies imposed by the Land Transport Authority (LTA) directly associated with this Vehicle’s ownership transfer are to beborne
bytheBuyer.

2. The Buyer is to purchase at his own expense, a motor insurance policy for this Vehicle which is valid as of the date of ownership
transferandfor not less thanthe full period of valid road tax.

3. Inthe event of a breach of this Agreement by the Seller, the Seller is to compensate the Buyer an amount equal to twice the value ofthe
Deposit.



In the event of a breach of this Agreement by the Buyer, the Seller will keep the Deposit.

5. In the event that the Buyer is unable to secure a loan for the intended Loan Amount, this Agreement will be voided and the Seller isto refund
the Deposit tothe Buyer.

6. The Seller is to hand over the keys, remote controls, owner’s manual and other documents which are related to this Vehicle, where
available, tothe Buyer.

7. The Seller is to preserve the condition of this Vehicle as of the Date of this Agreement and with all accessories intact.

8. The Seller is to effect ownership transfer of the Vehicle to the Buyer within 7 days of the Vehicle hand-over date.

9. The Buyer and the Seller acknowledge that each of them has read and understood the terms of this Agreement, and has sought his
/ her / its own independent legal advice on the terms herein, and executes this Agreement based upon such
party’s own judgmentand independent legal advice (if sought).

10. This Agreement constitutes the entire agreement of the parties relating to the subject matter addressed in this Agreement. This
Agreement supersedes all prior communications, contracts, or agreements between the parties with respect to the subjectmatter
addressed inthis Agreement, whether oral or written.

11. This Agreement shall be govemed by the laws of the Republic of Singapore.

Buyer’s Signature Seller’s Signature
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APPENDIX 2. TRANSLITERATION SYSTEM COMPARISON TABLE

CpaBHuTeJbHas Ta0JIMLIA CUCTEM TPAHCIUTEPALUH

ISO/R 9
(1968),
1ISO IrocCrt Boaurtean
9:1995, 16876-71, CcKoe 3ArDAHIACIODT
rOCT CT CAB yl0cTOBe P P
7.79-2000 1362-78, peHue
OOH
(1987)
bpura | A
Ha BGN/ | wexknit | L 1p n Ip lé(; Mzﬂmyf;a
yi PCGN | cranga | A- nKa p | HKa Ipu POJIHBI
HA (1944) pr L 3 |4MKa| 3 P a3 TeJierpam
fl MB 3 MB | 525 MBI
(1958) | C N | mMB| | 351 MU
Cuc | Cuc | Tad | Tad ' Cranpapt UK Ji |
Ne T | Ne -
TeM | TeM | JHI | JINI AO (2012— Ne 2
aA | aB | al | a2 7821 Ne | 310 | 200 2016) 113-
(20 | 995 | (19 6 120
00 (c 97 | (201 '
2.20
— 201 | — | 0— 20
201 | 5) | 201 | 201
5) 0) 2)

)



https://ru.wikipedia.org/wiki/%D0%98%D0%9A%D0%90%D0%9E
https://ru.wikipedia.org/wiki/%D0%98%D0%9A%D0%90%D0%9E
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