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ВВЕДЕНИЕ 

 
Методические указания предназначены для студентов направления 

подготовки 40.04.01 «Юриспруденция» магистерской программы «Теория 
и практика применения уголовного права» (1 курс, 1 и 2 семестры, заочное 
обучение). Цель методических указаний состоит в том, чтобы оказать  
студентам необходимую помощь в процессе подготовки к практическим 
занятиям и выстраивания самостоятельной работы по дисциплине. 

На самостоятельную работу по учебному плану отводится 52 ч.  
Самостоятельная работа магистрантов является неотъемлемым 

компонентом учебной деятельности, который выступает как важный 
резерв учебного времени.  

Дополняя аудиторную работу магистрантов, самостоятельная 
работа призвана решать следующие задачи: 

 Совершенствовать навыки и умения иноязычного профессио-
нального общения, которые были приобретены в аудитории под ру-
ководством преподавателя. 

 Приобрести новые знания, умения и навыки, которые дадут 
возможность осуществлять профессиональное общение на изучаемом 
языке. 

 Развить умения исследовательской деятельности с использо-
ванием изучаемого языка. 

 Развить умения самостоятельной учебной работы. 
Формируемая компетенция:  
ОК-4 – способность свободно пользоваться русским и иностран-

ным языками как средством делового общения. 
Самостоятельная работа по дисциплине «Деловой иностранный 

язык в сфере юриспруденции» осуществляется во внеаудиторное 
время и предусматривает: 

– деловую письменную практику (ПП) с целью формирования 
навыков реализации на письме коммуникативных намерений, напи-
сания деловых писем, пунктов контракта и т. п.; 

– деловую устную практику (УП) с целью формирования навы-
ков ведения диалога с выражением определенных коммуникативных 
намерений, что необходимо для деловых переговоров, проведения 
презентации и т. п. 

Самостоятельная  внеаудиторная  работа  магистрантов  преду-
сматривают  использование как  обязательной, так и дополнительной 
учебной литературы и интернет-ресурсов для получения требуемого 
языкового и информационного материала.   
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Самостоятельная работа магистрантов носит систематический 
характер. Результаты самостоятельной работы контролируются пре-
подавателями и учитываются при аттестации магистранта (диффе-
ренцированный зачет).  
 Формы текущего контроля: лексико-грамматическое тестиро-
вание, обсуждение ситуаций, аргументация собственной позиции, со-
ставление диалогов и монологов, составление деловой корреспонден-
ции, самообследование на основе тестов, проведения деловых игр, 
проведение презентации. 

Критерии оценивания: 

 решение коммуникативной задачи; 

 лексическо-грамматическое  оформление высказывания; 

 фонетическое оформление высказывания; 

 верно и четко сформулированные выводы и аргументы; 

 организация текста (логика построения высказываний, струк-
турирование); 

 взаимодействие с собеседником; 

 понимание прочитанного текста; 

 раскрытие темы; 

 наличие элементов исследования; 

 оформление работы. 

 

ПЕРЕЧЕНЬ ВОПРОСОВ ДЛЯ САМОСТОЯТЕЛЬНОГО ИЗУЧЕНИЯ  

И ВИДЫ САМОПОДГОТОВКИ К ТЕКУЩЕМУ КОНТРОЛЮ  

ЗНАНИЙ 

 
Но
мер 
п/п 

Номер модуля  
и модульной  

единицы 

Перечень вопросов для 
самостоятельного изучения 

Кол-
во ча-

сов 
Модуль 1. Повседневное деловое общение 10 

 Модульная едини-
ца 1.1. Знакомство 
и представление 
людей друг другу. 
Установление кон-
тактов 

1. Составление визитной карточки. 
2. Международный этикет в ситуациях 
знакомства, приветствия, прощания. 
3. Диалоги по предложенным ситуациям 

3 

2 Модульная едини-
ца 1.2. Назначение 
встречи. Телефон-
ный разговор 

1. Деловой этикет: пунктуальность, 
межкультурные различия. 
2. Диалоги по предложенным ситуациям. 
3. Составление служебной записки 

3 
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Но
мер 
п/п 

Номер модуля  
и модульной  

единицы 

Перечень вопросов для 
самостоятельного изучения 

Кол-
во ча-

сов 

 Модульная едини-
ца 1.3. Проведение 
презентации 

1. Формы организации юридического 
бизнеса. 
2. Презентация юридической фирмы 

4 

Модуль 2. Карьера в юриспруденции 16 

4 Модульная едини-
ца 2.1. Профессии 
в области юрис-
пруденции. Биз-
нес-юрист 

1. Ознакомление с должностными обя-
занностями. 
2. Сравнительный анализ британских и 
американских профессий в области 
юриспруденции 

4 

5 Модульная едини-
ца 2.2. Устройство 
на работу 

1. Составление резюме и сопроводи-
тельного письма.  
2. Виды деловых писем. Письмо-запрос, 
письмо-предложение. 
3. Собеседование в юридической фирме. 
Примерный перечень вопросов. Подго-
товка к деловой игре 

6 

 Выполнение кон-
трольной работы 

 
6 

Модуль 3. Юридическое сопровождение бизнеса 10 
6 Модульная едини-

ца 3.1 Корпора-
тивное право. 
Юридическое кон-
сультирование. 

1. Организационные формы предприни-
мательства в Великобритании и США. 
2. Образец учредительного договора 
корпорации.  
3. Порядок регистрации бизнеса в Рос-
сии 

4 

7 Модульная едини-
ца 3.2. Проведение 
переговоров 

Подготовка к деловой игре «Проведение 
переговоров». Изучение стадий перего-
ворного процесса, выбор тактик и лек-
сических средств 

6 

Модуль 4. Виды юридической корреспонденции и документов 16 

8 Модульная едини-
ца 4.1. Юридиче-
ская корреспон-
денция 

1. Анализ деловых писем (письмо кли-
енту, письмо о намерениях, претензион-
ное письмо). 
2. Составление деловых писем 

    5 

9 Модульная едини-
ца 4.2. Контракт 

1. Лексико-грамматические и стилисти-
ческие особенности англоязычных кон-
трактов. 
2. Написание пунктов контракта 

5 

 Подготовка к зачету 6 

 ВСЕГО  52 
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МОДУЛЬ 1. Повседневное деловое общение 

 

Общая сумма баллов – от 0–30 

 

Модульная единица 1.1. Знакомство и представление людей друг 

другу. Установление контактов (3 ч.) 

 

Общая сумма баллов – 0–10. 

Цель: формирование языковых навыков и умений, необходимых 

для ситуаций повседневного делового общения. 

 

Вопросы для самостоятельного изучения и виды  

самоподготовки к текущему контролю знаний 

 

1. Составление визитной карточки. 

2. Международный этикет в ситуациях знакомства, приветствия, 

прощания. 

3. Диалоги по предложенным ситуациям. 

 

Дополнительный материал для самостоятельного изучения 

 

Task 1. Read, translate and remember the following formulas of etiquette. 

 

Shaking Hands Around The World 
 

The most significant gesture in business and in life is a handshake. In 

many cultures it is the unspoken message that accompanies our words. A 

handshake often takes place when you meet someone new, when you are 

greeting someone you haven't seen in a while, when you leave a party or 

meeting, when you offer congratulations or when you agree on a contract 

or working arrangement. 

Historians agree that the handshake was most likely developed sev-

eral hundred years ago in England as a method to communicate that you 

were empty-handed and unarmed during a meeting. Weapons were often 

concealed in the left sleeve so shaking was done with the left hand. As 

more people began to travel without weapons it became common to shake 

with the right hand. Certain historical figures took liberty with shaking 

hands and created their own custom. George Washington decided that 
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shaking hands was for the common people so he bowed when greeting 

people in public.  

The intent in shaking hands is to make contact ―web-to-web‖ with 

the other person‘s hand. The web of your hand is that part between your 

thumb and forefinger. Extend your hand with your fingers together, in a 

vertical position, with the thumb up and slightly to the side. Once you 

make contact with the web of the other person‘s hand, close your thumb 

over the back of the hand and give a slight squeeze with your fingertips. 

Here‘s where so many people go wrong. Some move in for the kill and 

give a bone-crushing handshake that brings tears to the eyes of the other 

person. Then there are those who stop at the first hint of contact and never 

add the little squeeze that indicates there is life and energy in the body. 

The result is the ―wimpy‖ or ―limp‖ handshake, sometimes referred to as 

the ―dead fish.‖  

Every country in the world has its own customs for meeting and 

greeting. Most cultures encourage handshaking more often than the United 

States. As always, you need to do your research on meeting and greeting 

before you embark on an overseas trip. If you are a woman, this is critical-

ly important since certain cultures do not allow women to touch a man 

who is not related to them.  

Here are some of the most common handshaking rituals around the 

world:  

• In Japan it is normal to shake hands frequently. Sometimes a bow is 

included or substituted.  

• In Europe you shake hands whenever you meet someone even if 

you know them well.  

• Russians tend to shake hands frequently but never while wearing 

gloves.  

• A strong handshake and good grip are appreciated in South Africa.  

• A vigorous, pumping handshake is normal for the Chinese.  

• Men in Arabian cultures encourage a long and limp handshake 

along with a specific verbal greeting.  

• People in Panama greet each other with eye contact combined with 

shaking hands.  

• The French always shake hands in business meetings but all other 

greetings involve kissing the cheeks.  

• In Kuwait shaking hands is only used for male strangers who meet 

the first time. Shaking hands with an unrelated female is considered inap-

propriate.  
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• Residents of Indian and Pakistan shake hands by grasping your 

hand in both of their hands and holding your hand briefly.  

It is considered impolite to refuse to shake hands but be prepared in 

case you meet someone who says "No" to handshakes because of arthritis, 

joint problems or a communicable illness such as a cold. The person who 

is unable to shake hands should always offer an apology and a brief expla-

nation so that the other person does not feel shunned.  

You may occasionally encounter someone who does not respond in 

any way to your outstretched hand. When that happens, simply withdraw 

your hand and ignore the snub. It‘s the other person‘s problem, not yours.  

Knowing when and how to shake hands is an important business skill 

whether you are working in your own office or if you are traveling to a 

meeting 5,000 miles away. Always give the impression of someone who is 

polite and confident by cultivating a firm, but not crushing, grip and al-

ways offer your hand when appropriate. 

 

(by Lydia Ramsey /www.businessetiquettearticles.com ) 

 

Think and answer 

 

a) Do you agree with the saying ―When in Rome, do as the Romans do‖? 

b) What are the rules about greeting people in Russia?  

c) Think of one or two examples of bad manners. For instance, in 

Britain it is considered impolite to ask people how much they earn. 

d) What advice would you give somebody coming to live and work in 

your country? 

 

Task 2. Match the statements and questions on the left with the res-

ponses on the right 

 

a) How are things? 

b) Pleased to meet you. 

c) How do you do? 

d) What company are you 

from? 

e) What line of work are you in? 

f) How was your flight? 

g) Good luck! 

h) I hope you have a good trip. 

1. Thank you. 

2. Thank you. I‘ll need it. 

3. So soon? What a pity! 

4. So long! 

5. I am from TST Systems. 

6. I‘d rather not say. 

7. Not too bad, but it was two 

hours late. 

8. We‘ve already been intro-
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i) I‘m sorry I have to go now. 

j) Could you tell me who your 

boss is? 

k) Jack, have you met Mr. Alan 

before? 

l) See you later. 

duced. 

9. I am on the finance side. 

10. Pleased to meet you too. 

11. How do you do? 

12. Splendid! 

 

Task 3. Adam Olson works for a Norwegian furniture manufacturer. 

He has been asked to take a Spanish partner out to dinner. They have or-

dered their food and now keep the conversation going by asking each other 

general questions. Some of their questions are given on the left. Match 

each question with the appropriate reply on the right. 

 

1. How well do you know Oslo, 

Marcello? 

a. No, I come from the north origi-

nally. A small town up near the 

Arctic circle. 

2. How‘s the Bristol? I‘ve heard 

it‘s very good. 

b. Not at all. It‘s the first time I‘ve 

been to Norway.  

3. Do you have to travel a lot in 

your work, Adam? 

c. Very much. It‘s a beautiful set-

ting and it‘s not as cold as I im-

agined. 

4. Have you always lived in Oslo? d. Yes, it‘s fine. Very comfortable. 

And the service is good. 

5. How are you enjoying your stay 

in Oslo? 

e. Yes, that‘s right. I‘ve got a flat 

in the centre.  

6. Have you ever been to Spain? f. Not very much, a couple of times 

a year, mostly to the States. 

7. You are from Madrid, aren‘t 

you? 

g. Yes, I was on holiday near Bar-

celona last year. we enjoyed it very 

much. 

 

Task 4. Add a negative tag to the end of these sentences 

 

Example: You‘re representing Clayman Inc., aren’t you? 

 

1. Your company is based in Toronto, ……? 

2. You work with Michael Freeman, …….. ? 

3. You‘ve got a copy of our brochure, …….? 

4. I believe you‘ve already met Teressa Bellisario, ……. ? 
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5. You came to the conference last year, ………? 

 

Task 5. Put these words into the correct order to make complete sen-

tences. 

 

1. Hello, / pleased to / Jill Davis / meet you. / my name‘s / and I‘m really 

2. Michael Cartier. / This is / Paris office. / in our / who works 

3. our / introduce / Jean Paul Lemond, / Sales Manager. / Let me 

4. you represent? / do / How do / What company / you do? 

5. can‘t quite / I‘m sure / before, / place you. / we‘ve met / but I  

6. welcome / I‘d / you / like to / here today. 

7. what / I didn‘t / you said. / quite catch / Sorry,  

8. you could / so pleased / I‘m / come 

9. for me? / but / Sorry, / repeat that / could you 

10. you. / so pleased / to have / I‘m / finally met 

 

Task 6. Study the following abstract. Do you know business card 

protocol in Russia? 

 

Business Card Protocol 

 

Who could have imagined that so much decorum would surround 

such small pieces of paper? Before you set off to work overseas, make sure 

you know the right way to slip someone a business card. In parts of the 

Middle East, you should never use your left hand when you offer someone 

a business card, while in many Asian countries, you should always use 

both hands. In Japan, China, Singapore and other Asian countries, you 

should spend several seconds studying any business card you are given, 

and you should never put the card in your pocket or write on it in the pres-

ence of the giver.  

 

Here is an example of a business card 

 
 

BUSINESS AND LAW 

                                           John R. Black 

                                 Commercial Director 

45 Severn Road, Brighton, FTS 9JT, England 

Phone: (0273) 543359 

Fax: (0273) 543358 
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Task 7. Design your business card and exchange it with a partner as 

if you were in one of the given situations. Make use of the topical vocabu-

lary in your dialogue. Present your dialogue in class. 

a) You are a corporate lawyer attending an exhibition of office 

equipment. You start talking to some business people. Introduce yourself, 

say who you work for, what your position in the company is, how long you 

have worked for it. Give any other information about yourself. 

b) You were instructed to meet the Managing Director of your part-

ner‘s company at the airport. Introduce yourself, ask about his flight, make 

a small talk, and drive him to the hotel. Discuss the possibility of meeting 

for negotiations with your board of directors. 

 

Модульная единица 1.2. Назначение встречи.  

Телефонный разговор (3 ч.) 

 

Общая сумма баллов – 0–10. 

Цель: формирование языковых навыков и умений, необходимых для 

ситуаций повседневного делового общения. 

 

Вопросы для самостоятельного изучения и виды самоподготовки 

к текущему контролю знаний 

1. Деловой этикет: пунктуальность, межкультурные различия. 

2. Диалоги по предложенным ситуациям. 

3. Составление служебной записки. 

 

Дополнительный материал для самостоятельного изучения 

 

Task 1.  People from different cultures have different time orienta-

tions. Westerners tend to hold time in high regard. ―Time is money‖ is a 

famous American phrase which sums up the level of priority time receives 

in US culture. As a result, punctuality is important. Similarly in German, 

punctuality is near enough a religion. Arrive late and your professional 

credentials can take a hit. So imagine what happens when a culture such as 

this works with one that sees time as much less important such as the 

Arabs, Spanish or Nigerians? One party sees the other as unprofessional 

whereas in reality they are just being normal. Any negativity that may be 

expressed to the late party may be interpreted itself as overly-uptight, un-
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professional, unkind and downright rude. All due to a different approach to 

time. 

Search the Internet for information on different attitudes to time 

across cultures. You may visit websites such as: 

https://www.quora.com/Where-in-the-world-are-people-the-least-

punctual 

http://www.businessinsider.com/how-different-cultures-understand-

time-2014-5 

https://theamericangenius.com/business-news/concepts-time-

punctuality-vary-across-globe/ etc. 

 

Choose a country you are interested in and prepare a short report 

about how time is interpreted there. Present it in class. 

 

Task 2.  Fill in the gaps with the words given below 

 

give – bring forward – pity – make – time – convenient – going to – 

afraid – postpone – cancel – get back – mind – sharp – set up 

 

1. What … does the conference start? 

2. We‘ll have to … the launch date, we are not ready. 

3. I‘d like to … a meeting. 

4. I can … you 10 minutes. 

5. That‘s a … . Never … . 

6. Can we … the meeting to this week instead of the next week? 

7. I was … , but I changed my mind. 

8. I‘m … I‘ll be late because my car has broken down. 

9. I‘m sorry, but I have to … the appointment. 

10.  Would 5:30 be … ? 

11. 10:30 … means at 10:30 exactly. 

12. I‘ll have to look in my diary and … to you. 

13. Please … me an appointment with him. 

 

Task 3.   Consider the following systems of time and complete the 

table below with the missing time: 

 

The traditional 

clock 

The digital / 12-hour 

clock 

The 24-hour clock 

in the morning  Для расписаний и обще-

https://www.quora.com/Where-in-the-world-are-people-the-least-punctual
https://www.quora.com/Where-in-the-world-are-people-the-least-punctual
http://www.businessinsider.com/how-different-cultures-understand-time-2014-5
http://www.businessinsider.com/how-different-cultures-understand-time-2014-5
https://theamericangenius.com/business-news/concepts-time-punctuality-vary-across-globe/
https://theamericangenius.com/business-news/concepts-time-punctuality-vary-across-globe/
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in the afternoon 

in the evening 

 

9 o‘clock 

quarter past 10 

quarter to 10 

5 past 4 

half past 6 

20 to eleven 

24 minutes past 

seven 

a.m. / p.m. 

 

 

9:00 a.m. 

10:15 a.m. (ten fifteen) 

9:45 a.m. (nine forty-

five) 

4:05 p.m.(four oh five) 

6:30 p.m. (six thirty) 

10:40 p.m. (ten forty) 

7:24 a.m. (seven twen-

ty-four) 

ственного транспорта, 

но становятся все более 

распространенными. 

09:00 (oh nine hundred 

hours) 

10:15 

09:45 

16:05 

18:30 

22:40 

07:24 

 

 

The traditional clock The digital / 12-hour 

clock 

The 24-hour clock 

a)  

 

 oh 9 hundred hours 

b) thirteen mi-

nutes past 8 in the 

morning 

  

c) quarter past ten 

in the morning 

  

d)  eleven twenty-five 

a.m. 

 

e) half past three 

in the afternoon 

  

f)   sixteen fifty 

g)  six forty-five p.m.  

h)   nineteen forty 

i) four o‘clock in 

the afternoon 

  

j)  one twenty p.m.  

 

Task 4. Read these pairs of phrases. The first one is less formal and 

more direct. The second one is more formal and less direct. Complete the 

second phrase with any of the words in the first phrase.  

 

Example: Morning. Jim speaking. – Good morning. This is Jim 

Westermann speaking. How can I help you? 
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1. Is Edward there? – Hello. Could I speak to ……, please? 

2. It is about a contract. - …….. with regard to …… . 

3. I‘m from Bell Inns. - …… calling on behalf of ….. . 

4. Can I leave a message? – Would you mind taking …… ? 

5. Say hello to Richard for me. - Please give my regards ….. Mr. Ar-

rowsmith. 

6. Give me a ring next week. - Could you …… a call again …..? 

7. So when are you calling again? - …. Do you think I can expect to 

hear from …… ……? 

8. Sorry, she‘s busy. - I‘m ….. but …… unavailable at the moment. 

9. Call me back. – I‘d be grateful if he would return my ….. . 

10. Thanks for your time. – I really appreciate you giving me ….. . 

11.  Speak soon. Bye. – We‘ll …… again …. . Good …. . 

 

Task 5. Choose a situation and make up a dialogue. Present the di-

alogue in class 

 

1) You are the director of a company and you get a call from a man-

ager who asks for an appointment to discuss the possibility of making a 

deal. Ask what company he is from and what date he suggests for the 

meeting. Say that you are not available on that date and try to set up the 

date that suits everyone. 

2) You have arranged a meeting with your partner to discuss some 

business matters. But something urgent has turned up and you can‘t keep 

an appointment. Call him, apologise and try to set up another date that 

suits everyone. 

  

Task 6. A memo is a formal text type used, to circulate information 

that requires the attention of its readers. It informs a group of people about 

a specific issue, such as an event, policy, or resource, and encourages them 

to take action. The word ―memorandum‖ means something that should be 

remembered or kept in mind. Memos can be external (e.g. to a client) or 

internal (e.g. to another lawyer in the same firm).  

Here‘s a guide to writing readable, effective memos for you to study 

carefully: http://www.wikihow.com/Write-a-Memo 

 

After you read the guide, identify the elements in this internal memo. 

http://www.wikihow.com/Write-a-Memo
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______: All members of the legal staff of the Mergers & Acquisi-

tions department 

______: John Thornton 

______: 10 February, 2015 

______: In-company seminar on contract negotiations 

As part of our in-company training programme focusing on profes-

sional communication skills, we have arranged for the well-known com-

munication trainer and practising lawyer, Mr. Tom Boland, to hold a half-

day workshop on the topic of Successful Contract Negotiations. 

We would like to invite all members of the legal staff in the depart-

ment to attend this workshop, which will take place on 27 February, 9-

11.30 a.m., Conference Room 12. 

The workshop consists of a theoretical part, followed by practical 

role plays offering an opportunity for negotiating skills training and per-

sonal feedback from the trainer. 

Thus it is imperative that you arrange your schedules so that you can 

be present for the entire workshop. 

Please let me know by 9 a.m. on Monday, 13 February by email 

thornton@lawfirm.com whether you can attend. 

J. Thornton 

  

Task 7. Write a memo 

 

You are given a situation to write a detailed memo. You need to im-

agine that you work in a law firm and have to write a memo to your col-

leagues. You are given points that you must address in the memo. This 

task allows you to be more creative with ideas and language. You should 

use your imagination or experience to give authenticity to the memo.   

The situation: 

You are a senior partner in a law firm that specializes in criminal 

law. You want to extend the firm‘s website. Write a memo to colleagues 

asking them to submit articles on different aspects of criminal law for in-

clusion on the website. 

 Explain the purpose of the articles. 

 Outline topic area for the articles. 

 Express preference for certain areas, with reasons. 

 Advise on length, style and schedule for submissions. 

Write your memo in 200–250 words. 

 

mailto:thornton@lawfirm.com
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Модульная единица 1.3. Проведение презентации (4 ч.) 

 

Общая сумма баллов – 0–10. 

Цель:  формирование языковых навыков и умений для проведе-

ния презентации на иностранном языке. 

 

Вопросы для самостоятельного изучения и виды  

самоподготовки к текущему контролю знаний 

 

1. Формы организации юридического бизнеса. 

2. Презентация юридической фирмы. 

 

Дополнительный материал для самостоятельного изучения 

 

Task 1.  Study the information on different types of law firms 

 

Law firms come in a variety of shapes and sizes, ranging from sin-

gle-attorney law practices to multi-state, multi-staffed legal organizations. 

In addition, law firms are generally equipped to handle nearly every legal 

challenge facing individuals, small businesses, and large corporations. 

Depending on your legal issue, there are a variety of law firms to 

choose from, generally broken down by size, type of practice, (for exam-

ple, litigation, criminal defense, or transactional), location, or legal topic 

(like personal injury law, family law or tax law.)  

Below is a summary of the various types of law firms available in 

most areas. 

Solo Law Firms. As the name suggests, solo law firms are run by a 

single lawyer. These ―solo practitioners‖ typically handle general legal 

matters on a variety of topics - ranging from personal injury law to family 

law, but may also specialize in one particular area of law, like patent law. 

There are several benefits to working with a solo law firm, especially if 

you have a single legal issue to resolve or if you are looking at ways to re-

duce costs. Generally, solo law practices are less expensive than their larg-

er legal counterparts, and they often have the flexibility to hire outside 

staff such as paralegals and legal experts - to help lower costs and/or assist 

with special tasks. They can also provide more one-on-one personal atten-

tion since the attorney would be working on your case usually single-

handedly. 
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On the other hand, solo law firms may lack extensive experience or 

resources – especially if the attorney is a recent law graduated who recent-

ly decided to "hand up their shingle" or has limited access to fee based le-

gal resources and data. 

Small Law Firms. Small law firms, also referred to as ―boutique‖ law 

firms, generally employ from two to ten attorneys - often allowing the 

lawyers an opportunity to collaborate with other lawyers on complicated or 

related legal matters. Because of the close-knit circle of lawyers in small 

law firms, these firms often have the ―feel‖ of solo law firms - such as hav-

ing close one-on-one attention - but may also allow for representation on a 

broader range of legal topics. 

Large Law Firms. Large law firms, also known as ―full-service‖ 

firms, can range in size from several dozens of lawyers and employees, to 

several thousands of employees including lawyers, paralegals, administra-

tive staff, human resource specialists, librarians and other staff - and can 

exist in multiple cities, states, and even countries. Large law firms special-

ize in all areas of the law and typically have big legal departments, such as 

corporate, employment, and real estate groups. 

Additionally, large law firms are able to handle most types of legal 

work, including business transactions (like mergers and acquisitions), large 

scale litigation, and criminal defense matters (especially ―white-collar 

crimes‖.) Moreover, the typical client of a large law firm is a company, or-

ganization, or other high-stake entity, but may also represent individuals 

with legal issues spanning multiple practice areas. 

Litigation vs. Transactional Law Firms. Law firms are sometimes 

broken down by the type of legal services they offer. For example, a law 

firm might only focus on litigation, representing clients in court cases - or 

it can focus on transactional matters involving heavy paperwork relating to 

disputes over money, property, and insurance. 

Lawyers typically do not cross over practice areas within a law firm, 

however. For instance, lawyers who are trained to represent clients in court 

hearing and at trials typically stay within this type of practice for the dura-

tion of their career. Similarly, transactional attorneys who handle corporate 

and other drafting-intense work may never see the inside of a courtroom. 

Criminal Law Firms. Law firms specializing in criminal defense 

against crimes such as securities fraud and other crimes often focus on 

representing private clients who can afford their own criminal defense at-

torney (as opposed to being represented by a public defender.) A person 

facing criminal charges will often hire a criminal defense lawyer to assist 

http://criminal.findlaw.com/criminal-law-basics/hire-a-criminal-defense-lawyer.html
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them in all stages of the criminal process to help reduce the serious penal-

ties often associated with criminal charges. 

Moreover, because of the nature of what's at stake in criminal pro-

ceedings, lawyers who work within criminal defense law firms are usually 

very skilled and knowledgeable about the laws and procedures, and often 

have relationships with local attorneys and judges. While the cost of hiring 

a criminal defense law firm will vary - based on the law firm's experience, 

track record and location, for example - it is probably wise to speak with a 

variety of criminal lawyers in your area to represent you in any criminal 

proceedings. 

You can find more information at: http://findlaw.com (the USA), 

http://studyinglaw.co.uk/types-of-law-firm-in-the-uk/ (the UK) 

 

Task 2. Law firms usually offer a Wide range of services covering 

many areas of law. They provide consultancy and legal support in these 

important aspects. A big law firm advises business organisations, govern-

ments, public sector bodies and financial institutions. 

Read the following law firm advertisements to find: 

- where they are located; 

- what kind of legal services they provide; 

- what areas of law they practice in. 

Pay attention to the goal or philosophy the firms declare. 

 

1. BAYS LAW FIRM 

 

ABOUT OUR LAW FIRM 

 

We are a full service law firm serving clients with employment and 

business matters, to Family and Criminal Disputes. Our law firm is located 

in Sierra Vista, Cochise County, Arizona. We utilize a large legal library 

and have immediate access to electronic legal reference services. 

We practice in the areas of business, Tax, Employment, Family, Real 

Estate, Military, Civil and Criminal Law. We represent clients in Civil and 

Criminal Litigation in State, Federal, Military and Tax Courts. We 

represent companies and individuals who seek justice. 

 

 

 

 

http://findlaw.com/
http://studyinglaw.co.uk/types-of-law-firm-in-the-uk/
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OUR GOAL 

 

Our goal is to make your attorney-client relationship as pleasant and 

confidential as possible. We strive to listen to and understand your legal 

needs and concerns. We do our best to work with you and come to a satis-

factory resolution or understanding of your legal issue. 

 

2. GOODMAN LAW FIRM 

 

ABOUT OUR LAW FIRM 

 

We serve clients with legal matters in Central and Northern Arizona, 

USA. Our office is located in the city of Prescott, Arizona. We provide 

service in the areas of business, family and property law. We assist com-

panies and individuals with their business transactions. The firm provides 

a full complement of civil legal services including advice, document draft-

ing, negotiation and litigation. We defend employers, companies and indi-

viduals in civil matters. 

 

OUR PHILOSOPHY 

 

We believe that hiring a lawyer is like making any capital expendi-

ture: the return is expected to be greater than the investment. Our goal is to 

make your investment a good one. We also believe that ―justice delayed is 

justice denied.‖ 

Thus, we strive to act with goodwill. 

 

Task 3. As law firms гender a wide range of services that cover 

many areas of law there are departments or practice groups that specialize 

in a certain area 

 

For example, a fictitious law firm SM&G, LLP (limited liability 

partnership) will have the following departments: 

Corporate Group – deals with business formation and incorpora-

tion, shareholders agreements, mergers and acquisitions 

Corporate Finance Group – investment projects, issuing share and 

securities, financial planning, AGM, annual report, international finance, 

insolvency matters (bankruptcy) 



 21 

Property Group – renders property advice and helps to arrange 

property transactions  

Commercial Group –  specializes in Sales Law and Consumer Law 

application, includes experts in Intellectual Property, Product Liability, 

Advertising and Marketing, Information Technology and Telecommunica-

tions 

Banking Group – deals with banking institutions providing advisory 

in financial transactions and operations 

Tax Group – offers corporate tax planning 

Civil (Commercial) Litigation Group – prepares a case and docu-

ments, conducts disputes, act for clients in a lawcourt, arranges out-of-

court settlement 

 

The following are extracts from business correspondence to SM&G, LLP. 

Read carefully and decide which group to direct each letter to. 

 

1.... So, you see we're starting quite a new business. We‘ll appreciate 

to receive a full-scale consultancy not only on the appropriate type of a 

company but also the paper matters concerning incorporation... 

2.... This is going to be a profitable project, but we need reliable 

commercial expertise in marketing and advertising. Please, find the mar-

keting plan enclosed ... 

3.... as your clients, we rely on your assistance in such a troublesome 

perspective as tax audit... 

4.... and they are illegally using our trademark. They claim to be the 

original brand owners but refuse to show the evidence ... 

5.... looking forward to purchasing these two big buildings as at 

present we need to move some of our workshops to this convenient loca-

tion ... 

6.... the investment portfolio you've been preparing for us doesn't in-

volve the Italian project. If we don't act quickly enough ... 

7.... we are negotiating this important order on Tuesday and the con-

tract should be drafted by Monday... 

8.... would like to open a franchise restaurant. It's something I've 

never done before and I'm not aware of all the ins and outs of that busi-

ness. As your prospective client ... 

9.... not sure we are able to deal with the bank on that loan agreement 

... 
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10. ... and the medicine we're producing has been tested and licensed. 

Thus, the claims are absolutely groundless. 

11. ... as the insolvency of our company has become more than evi-

dent and we're going bankrupt, we authorise you to ... 

12. ... It became quite necessary to merge with our suppliers. 

 

Task 4. Study a description of a law firm‘s structure and practice. Do 

the exercises given below. 

 

Anchor Robbins, a large UK law firm, is submitting a tender for the 

provision  anticipate our clients‘of legal services to a local authority. In the 

first section of the tender document the firm‘s structure and the breadth of 

expertise is set out.  

 

1. ANCHOR ROBBINS’ RESOURCES AND EXPERTISE 

 

1.1.General Details    

Personnel   Commitment: 

282 personnel including 38 part-

ners, 62 solicitors, 12 other law-

yers, 14 legal executives, and 10 

trainee solicitors, in addition to 

clerical, secretarial, and support 

staff. 

 We are committed to anticipating 

our clients‘ needs and meeting 

them. Fundamental to this is the 

commitment of each team leader 

to understand thoroughly the 

priorities and business of our 

clients. 

Structure    

We have three specialist areas:  Information Technology: 

Commercial Property incorpo-

rates Public Sector, Construction, 

Planning and Environment. 

Company Commercial comprises 

Banking, Project Finance, Pro-

curement, Employment and 

Pensions. 

Private Client offers wills, Trusts 

and Probate, Tax Planning, and 

Residential Conveyancing. 

Dedicated specialist dispute resolu-

tion services are provided within 

 We have made significant in-

vestment in our information tech-

nology systems in order to give 

the support and resources that our 

lawyers need. 

Our systems enable us to transfer 

know-how into a searchable data-

base using links to cases and leg-

islation, to monitor workloads, 

measure outputs, and plan ahead 

more effectively. The stability 

and security of our systems is of 
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each of the respective areas. particular importance to our 

clients and to us. 

Services   Projects at Anchor Robbins: 

We provide all the services you re-

quire. The head of our Projects 

team, Jan Stephenson, will lead the 

team providing legal services for 

you. 

 

1.2. Professional Indemnity Insur-

ance 

We have provided full details of 

our current professional indemnity 

cover in our Pre-Qualification 

Questionnaire. The terms of our 

cover are reviewed annually. 

 The Projects team is headed up 

by Jan Stephenson and brings to-

gether specialists in infrastruc-

ture, construction, energy, plan-

ning, and public sector. The team 

are able to draw on relevant ex-

pertise from elsewhere in the firm 

when required and have exclusive 

access to a dedicated Professional 

Support Lawyer. 

 

The team have had extensive ex-

perience in handling PFI (Person-

al Finance Initiative) since its 

very beginning and have been in-

volved in a considerable range of 

accommodation projects includ-

ing schools, hospitals, courts, and 

light rail projects. 

1.3. Resources and Specialist 

Knowledge 

Expertise and structure: 

Each of our departments contains 

specialist partner-led teams ensur-

ing that we are able to resource 

high quality specialist knowledge 

and provide a comprehensive ser-

vice to our clients. Further details 

of our Project team are set out at (3) 

below. 

 

 

a) Complete the sentence with verbs from the tender document you 

have just read. Pay attention to grammatical context. There is more than 

one possibility for all of the answers. 

1. The company ……. a wide range of services to international cor-

porate clients.  

2. Rattigan‘s employment practice …….. six partners, 14 associates 

and 11 other legal and support staff. 

3. Our outstanding commercial litigation practice area ……. insur-

ance and reinsurance litigation, securities and commodities disputes, part-

nership law, bankruptcy, and business torts. 
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4. Our finance department …….. lawyers who excel in cross- border 

transactions. 

5. Our experienced mergers and acquisitions team is …. …… Miguel 

Ortiz, who graduated in law at the University Complutense in Madrid and 

gained LLM from ESADE. 

 

b) Find verbs in the tender document you have just read that can be 

used to make words combinations with the phrases in the box. Then use 

appropriate word combinations to complete the sentences below. Pay at-

tention to the grammatical context. 

 

relevant expertise             exclusive access               extensive experience 

a comprehensive service  significant investment      specialist knowledge 

 

1. The litigation team ……..  ……….  ……… in handling complex 

international disputes. 

2. Our firm has ………….. …….. …….. in knowledge management 

systems, enabling our staff to access an extensive database. 

3. Clients are able to ……… ……….. ………. from dedicated teams 

in each practice area. 

4. Due to the expertise of our staff we can ……. …….. ……. In 

commercial litigation in a number of jurisdictions. 

5. We can …….. ………  ………. to domestic and multinational 

clients, with particular expertise in corporate and finance. 

 

Task 5. Make a presentation. You need to imagine that you work in a 

law firm and have to give your potential clients a general idea of it. This 

task allows you to be more creative with ideas and language. You should 

use your imagination or experience to give authenticity to your talk.  

Present it in class.  

To develop your presentation skills, follow the checklists for the 

stages of presentations. 

 

Checklist for Introduction 
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1. Welcome audience. 

2. Introduce yourself (name, position/function). 

3. State your topic. 

4. Say why your topic is important for the audience. 

5. Describe the structure of your talk (the main points and when you 

will be cleaning with them). 

6. Say how long the talk will be. 

7. Say when you will answer questions. 

8. Say whether there are handouts. 

 

Checklist for the main part of a presentation 

 

1. Briefly state your topic and objective(s). 

2. Signal the beginning of each part. 

3. Talk about your topic. 

4. Signal the end of each part. 

5. Highlight the main points. 

6. Outline the main points. (Summarize the main ideas) 

7. Signal the end of the main part. 

 

Checklist for Conclusions 

 

1. Signal the end of your talk. 

2. Summarize the key points. 

3. Highlight one important point. 

4. Explain the significance. 

5. Make your final statement. 

6. Invite questions. 

 

Checklist for using visuals 

 

1. Start by telling your audience what the visual illustrates. 

2. Explain it if necessary. 

3. Highlight the key points. 

4. Say why these points are important (and explain the cause and effect). 

5. Use different verbs to express movement/development. 
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Работа выполняется индивидуально. 

Критерии: 

 

 решение коммуникативной задачи; 

 лексическое  оформление высказывания; 

 грамматическое оформление высказывания; 

 фонетическое оформление высказывания; 

 организация текста (логика построения высказываний, струк-

турирование); 

 использование визуальных средств. 
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МОДУЛЬ 2. Карьера в юриспруденции 

 

Общая сумма баллов – от 0–30 

 

Модульная единица 2.1. Профессии в области юриспруденции. 

Бизнес-юрист (4ч.) 

 

Общая сумма баллов – 0–10 

Цель: расширение терминологического словарного запаса по 

теме и формирование представлений о профессиях в сфере юриспру-

денции. 

 

Вопросы для самостоятельного изучения и виды  

самоподготовки к текущему контролю знаний 

 

1. Ознакомление с должностными обязанностями. 

2. Сравнительный анализ британских и американских профессий 

в области юриспруденции. 

 

Дополнительный материал для самостоятельного изучения 

 

Task 1. Whether you are seeking the assistance of a lawyer or con-

templating going to law school, there is a general confusion in the popula-

tion as to what types of lawyers are there. Some people assume that a law-

yer is a lawyer, and so any lawyer will be able to provide whatever legal 

services they need. While technically this is true because a lawyer is li-

censed to practice law (minus a few exceptions where further licensing is 

required), the law is so vast and all-encompassing that it is impossible for a 

single lawyer to effectively provide legal services across each different 

area of law. Much like doctors, where there is a focus on a specific area of 

the body, specific age groups, or specific types of ailments and diseases, 

lawyers typically specialize in one, or a few related types of law.  

Learn about the variety of law careers at: 

http://www.lawyeredu.org/law-careers.html 

 

http://www.lawyeredu.org/law-careers.html
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Task 2. Read more about a job of a corporate attorney (lawyer) and 

answer the questions below. 

Corporate attorneys (also known as corporate lawyers) make sure a 

business is operating in a legal manner. A large corporation may employ 

them, or they may work for a law firm specializing in corporate law. 

Corporate attorneys spend much of their time researching specific 

laws and regulations that pertain to the business of their employer (such as 

tax law, securities law, and licensing and zoning laws). Their work ensures 

that the company‘s business practices do not conflict with local, state, or 

federal laws. 

Unlike some attorney jobs that involve arguing a case, corporate law 

is team-oriented. Everyone involved works toward an agreeable solution. 

 

How you’ll spend your day. 

As a corporate attorney you will work in an office setting. You‘ll 

spend time at your desk, on the phone, and using the computer for re-

search. Much of your workday will be spent meeting with heads of the 

corporation you represent, as well as others involved in resolving a par-

ticular issue. You also will be the corporate liaison officer with private, 

specialized, law firms that represent the corporation in lawsuits, before 

government agencies, and in other vital matters. For example, your em-

ployer may want to purchase another company. As corporate attorney, you 

will help determine if the acquisition is a wise one. Is the company finan-

cially sound? Will the acquisition violate any antitrust laws? Does the 

company have any lawsuits pending? Can you retain the company‘s cur-

rent employees, or will they need to be let go? Results of your research 

will help your employer determine if the acquisition is a good idea. 

During the negotiation process you will constantly write and revise 

legal documents. This process can be time-consuming and will result in 

long work hours. Corporate attorneys often spend time traveling to the of-

fices of other companies or to other locations of the company for whom 

they work. They also may spend some time in courtrooms. 

 

What about you? 

Does the job of corporate attorney interest you? Why or why not?  

Which aspects of the job would you most enjoy?  

Which aspects would you least enjoy? 
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Task 3. Read more about a job of a business lawyer and discuss the 

text in pairs. Present your dialogue in class. 

The difference between corporate and business law is that corporate 

law is a body of law focusing on how corporate entities are formed and 

managed. Business law is a general category that covers several areas of 

law such as employment law, contracts, taxes, and commercial transac-

tions. All these areas affect business and business entities. 

Thus, a business lawyer is a legal professional whose scope of com-

petence covers a vast area of business activities. 

1. A business lawyer can help you even from the planning stage of 

your business and advise on what type of organization to choose: a corpo-

ration, a partnership or sole business. Incorporation or registration of the 

business is also the lawyer‘s competence. The lawyer will be the one to 

draft the bylaws of your company. 

2. Your business lawyer can also make sure you stay in compliance 

with any laws that are applicable to your business. Without a lawyer, you 

may not even be aware 

that a particular law affects your business, until someone complains 

that you are violating the law. As a business owner, you will need to 

comply with laws on everything from finance management to employment 

practices. 

3. A business lawyer can provide expertise in financial planning ad-

vising the best investment schemes. He‘ll help you to deal with banks and 

trusts on credit matters. You‘11 find him effective in solving questions of 

salaries, dividends or profit and loss distribution. Your lawyer will also 

counsel on tax planning. 

4. You expand into the market and want to acquire a company or 

even two, or merge with a company. Your business lawyer is on guard for 

you not to violate antitrust law. With him on your side you'll never be ac-

cused of being a monopolist. 

5. A business lawyer who has profound knowledge of intellectual 

property laws is your right hand when it comes to protect your patent, 

trademark rights or your copyright. 

6. You can‘t do without a lawyer entering into contract with clients, 

partners, suppliers, customers and other parties. Being a professional in 

contract negotiating and drafting your lawyer will perform this sophisti-

cated work for you. 

http://www.wisegeek.com/what-is-corporate-law.htm
http://www.wisegeek.com/what-is-corporate-law.htm
http://www.wisegeek.com/what-is-corporate-law.htm
http://www.wisegeek.com/what-is-employment-law.htm
http://www.wisegeek.com/what-are-the-different-types-of-business-entities.htm
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7. A lawyer is extremely useful in dealing with the consumers who 

find your product faulty. People may complain and bring an action against 

you. In case of a 

dispute, with a customer, having your lawyer involved early on may 

help you settle the matter quickly. 

Besides, the lawyer‘s responsibility is to keep you informed on the 

legal requirements and rules concerning the quality of your production. 

With the many legal issues that arise in business, it is important to estab-

lish a relationship with a business lawyer. He or she can help you address 

your concerns and keep legal problems from getting out of control. 

 

Pairwork: Make up a dialogue, add any colloquial expressions you 

want. 

Two entrepreneurs, e.g. Don and Ron, are talking about the role of a 

business lawyer in successful company performance.  

Don, who is starting a business, asks Ron questions stated below.  

1. How can a lawyer help me to start a business? 

2. If I can run a business myself and know some basic legislation, 

why do I need counsel? 

3. Can a lawyer help me in financial affairs? 

4. What kind of legal assistance can I expect in my expansion plans? 

5. Will the lawyer also provide support of my trademark? 

6. I'll need a lawyer at hand in contract drafting, won't I? 

7. How will a business lawyer help me in possible litigation cases? 

Ron‘s answers are based on the text. 

 

Task 4. Study the difference between commonly confused legal job 

titles. 

 

Perhaps no other profession has as many variations in titles than that 

of lawyer. The titles attorney, lawyer, barrister and Esquire are frequently 

used, sometimes interchangeably, in the field of law. However, by defini-

tion, each has a unique meaning. 

Generally speaking, an attorney, or attorney-at-law, is a person who 

is a member of the legal profession. An attorney is qualified and licensed 

to represent a client in court. By most definitions, an attorney may act on 

the client‘s behalf and plead or defend a case in legal proceedings. The 

English word attorney has French origins, where it meant ―a person acting 

for another as an agent or deputy.‖ 

http://www.wisegeek.org/what-is-a-profession.htm
http://www.wisegeek.com/what-does-an-attorney-do.htm
http://www.wisegeek.com/what-does-a-barrister-do.htm
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A lawyer, by definition, is someone who is trained in the field of law 

and provides advice and aid on legal matters. Because a lawyer also con-

ducts suits in court proceedings and represents clients in various legal in-

stances, the term has expanded to overlap the definition of attorney. In the 

U.S., attorney and lawyer are normally considered synonyms. The term 

lawyer has Middle English roots. 

In the U.K, even more job titles are used in the field of law; there are 

barristers and solicitors, among others. A barrister generally performs trial 

work, especially in the higher courts, and does not deal directly with 

clients. A solicitor, on the other hand, speaks with clients, prepares docu-

ments and may appear as an advocate in a lower court. 

Finally, Esquire is a title sometimes used by attorneys. When used, it 

follows the attorney‘s full name, and is most often an abbreviation, Esq. It 

is an honorary title that has little meaning in the U.S. today and is even 

somewhat controversial. The term Esquire has English roots, where it was 

considered an honorary title and originally referred only to males. It is now 

used as a professional title, similar to the use of Dr. or Ph.D. 

For more information you can visit websites: 

http://www.locatealawyer.com/lawyer-solicitor-advocate-barrister-

counselor-attorney.html and http://www.foolkit.com.au/sa/public/barristers 

 

Модульная единица 2.2. Устройство на работу (6 ч.) 

 

Общая сумма баллов – 0–20 

Цель: формирование навыков предоставления личной информа-

ции при устройстве на работу.  

 

Вопросы для самостоятельного изучения и виды  

самоподготовки к текущему контролю знаний 

 

1. Составление резюме и сопроводительного письма.  

2. Виды деловых писем. Письмо-запрос, письмо-предложение. 

3. Собеседование в юридической фирме. Примерный перечень 

вопросов. Подготовка к деловой игре. 

 

Дополнительный материал для самостоятельного изучения 

 

Task 1. Anyone who wants to find a job, as a rule, undertakes the de-

finite, well-known steps. First, you search for a vacancy. When a suitable 

http://www.wisegeek.com/what-is-a-solicitor.htm
http://www.locatealawyer.com/lawyer-solicitor-advocate-barrister-counselor-attorney.html
http://www.locatealawyer.com/lawyer-solicitor-advocate-barrister-counselor-attorney.html
http://www.foolkit.com.au/sa/public/barristers
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vacancy is found, you write a CV and a cover letter, and mail or e-mail the 

letter with enclosed CV to the advertising employer. Then you wait for an 

answer. The positive answer is usually an arrangement for an interview. At 

the interview the employer should decide whether you are suitable for the 

position. Later they deliver a decision to you or call to inform that you are 

admitted. If you fail, start the process from the beginning again. 

 

The process of applying for a job in Russia mainly follows the inter-

national standard. The requirements for CV and cover letter are practically 

the same unless you‘re applying by e-mail and fill out the form provided: 

– Your CV must be no longer than 2 pages. 

– It should be easy to scan and find necessary information quickly. 

There are still certain specifics. 

– While in Britain and the USA it‘s not obligatory, and is even con-

sidered discriminatory, to include one's age and marital status, in Russia 

it's still conventional, and employers require this information for some rea-

sons. 

– Before writing a CV you should make sure how to render in Eng-

lish the names of educational institutions, organizations and administrative 

bodies that you've studied in or worked for. Such information may be 

available on the related web sites. Be careful with legal job titles: lawyer 

but not jurist; advocate is the proper word to use for адвокат, not attor-

ney, or solicitor, or barrister; legal assistant, or partner‘s assistant but not 

paralegal. 

Vocabulary support on personal qualities to be included in your CV 

is given below.  

 

Personal qualities 

 
accurate     friendly      organized 
adaptable     get on well with other people  positive 
can work under pressure  good communicator    practical 
careful     good sense of humour   receptive 
committed    good time-keeper    relaxed 
competent     hardworking     reliable 
co-operative    imaginative     self-confident 
courteous     independent worker    self-motivated 
decisive     lively     sensitive 
dedicated     logical      thorough 
energetic     loyal      thoughtful 
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extrovert     methodical     vigilant 
flexible     meticulous     work well  
           with others 

 

To learn how to write an effective legal CV, go to 

http://www.bradleycvs.co.uk/how-to-write-a-cv/legal-cv.htm for guide-

lines.  

 

Every CV needs to have a covering letter to introduce it. For some 

valuable advice on producing a cover letter for email applications as well 

as postal applications go to http://www.bradleycvs.co.uk/cover-

letters/index.htm 

 

The basic structure of a cover letter: 

 

Your Address 

Date 

 

Name of Recruitment Partner 

Firm’s Address 

 

Dear Name, (use title & surname only) 

First Paragraph: Use as introduction. Identify who you are, what 

job you are applying for and how you have learnt about it. 

If you are a recent graduate, for example, mention your degree spe-

cialization subjects. Say that you enclose your CV 

Useful phrases: 

I am writing in response to your advertisement...  

Following our telephone conversation ...  

I would like to be considered for ...  

Here is my CV for your consideration.  

I am writing to enquire whether... e.g. 

In response to your advertisement I'm applying for the position of at-

torney . 

Second Paragraph: Give reasons why you are applying to that firm. 

What sort of work does the firm do, what kind of clients does it deal with, 

etc. Do not make vague generalisations about the firm's 'excellent reputa-

tion' or its 'first class training program.' Try to show that you have re-

searched the firm and you know what they do. 

http://www.bradleycvs.co.uk/how-to-write-a-cv/legal-cv.htm
http://www.bradleycvs.co.uk/cover-letters/index.htm
http://www.bradleycvs.co.uk/cover-letters/index.htm
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Third Paragraph (or continuation of the second paragraph): Give 

reasons why the firm should consider you. What have you got to offer the 

firm? Talk about any relevant experience or knowledge and discuss why 

you think you can make a contribution. Refer to the points on your CV that 

you want the employer to note. 

Possible selling points: relevant work experience; related interests and 

skills, especially if these are not fully covered elsewhere; aspects of your 

course that are particularly relevant. 

 

Useful phrases: 

As you can see from my enclosed CV, my experience and qualifica-

tions match this position’s requirements. 

I would be glad to work for you because ...  

I can offer ... 

I am especially interested in ...  

My main skills are ...  

Most important qualifications and experience are... 

 

Final Paragraph: Sign off, saying when you will be available for in-

terview and 

that you look forward to hearing from them. 

Useful phrases: 

I would be happy to supply further information. 

I am available for interview at any time convenient to you. 

I look forward to hearing from you.  

I hope you will look on my application favourably. 

Yours sincerely/faithfully, 

Signature 

Name 

Sample Cover Letter  

2520 Vista Avenue 

Olympia, Washington 98501 

April 19, 2001 

Mr. Bob Trimm, Personnel Manager 

Importers Inc. 

587 Lilly Road 

Dear Mr. Trimm: 
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I am writing to you in response to your advertisement for a Legal As-

sistant specializing in Port Regulatory Law, which appeared in the Seattle 

Times on Sunday, June 15. As you can see from my enclosed resume, my 

experience and qualifications match this position's requirements. 

 

I especially would like to point out that I graduated Cum Laude from 

The University of Tacoma and was hired directly upon graduation due to 

my expertise in port authority regulations. 

 

During the four years that I worked for Shoreman and Co., I further 

deepened my knowledge of the fast changing regulatory laws in our state. 

My employer also thought highly enough of my abilities to promote me to 

head legal researcher after my first year of employment. 

 

I look forward to an opportunity to personally discuss the position 

with you. 

  

Sincerely, 

Kenneth Beare 

Enclosure 

 

Task 2. Study the information on different types of business letters. 

A cover letter is an example of a business letter. As the name sug-

gests, a business letter is a communication medium preferred in the busi-

ness environment. The thing which differentiates the business letters from 

the ordinary letters is the formal approach which they carry. There are dif-

ferent types of business letters used at different times. Application letters 

are made while applying for a job, tender, etc. The appointment letters are 

the replies to these application letters. The contract letters are the ones 

which are used while sharing the details of a contract. All these letters 

make up for business communication. 

To learn more about types of business letters, go to 

http://esl.about.com/od/writingintermediate/a/w_cover.htm 

http://www.sampleletters.org/ 

http://www.parapal-online.co.uk/letters.html 

To develop your letter writing skills go to: 

http://www2.elc.polyu.edu.hk/CILL/jal.htm 

http://www2.elc.polyu.edu.hk/CILL/eiw/enquiry_letter_constructor.htm 

http://esl.about.com/od/writingintermediate/a/w_cover.htm
http://www.sampleletters.org/
http://www.parapal-online.co.uk/letters.html
http://www2.elc.polyu.edu.hk/CILL/jal.htm
http://www2.elc.polyu.edu.hk/CILL/eiw/enquiry_letter_constructor.htm


 36 

 

Task 3. You are applying for one of the jobs in the advertisements 

from:http://legaljobslondon.com/legal-jobs-search.html, 

http://www.legalweekjobs.com/jobs/ 

 

Make up a CV (either for yourself or a fictitious person) and write a 

cover letter to accompany it.  

 

Task 4. Your professional CV has won you an interview, now you 

need to thoroughly prepare for your job interview. For expert interview 

tips go to http://www.bradleycvs.co.uk/interview/index.htm, 

http://www.lawfirmstaff.com/articles/50006/75/How-To-Excel-in-Law-

Firm-Interviews/, http://www.ehow.com/info_7936142_questions-ask-

interview-law-firm.html and http://www.ten-percent.co.uk/top-100-

interview-questions-for-lawyers/ 

 

You will find links to everything that you need to successfully handle 

interviews and win those all-important job offers that you deserve. 

 

Task 5. Use the information from the websites (task 3) and make up 

a conversation in pairs.  

 

The situation: The HR manager is interviewing a candidate. This task 

allows you to be more creative with ideas and language. You should use 

your imagination or experience to give authenticity to your talk. You 

should also refer to and advertisement (task 2) and a CV you have written 

(task 2).  

 

Present your dialogue in class.  

 

Student A. You are the HR Manager. Study the candidate‘s CV and 

find what you would like to clear out. Get ready to answer the questions 

the candidate will ask you. Get ready to speak about your company. 

Student B. You are the candidate. You are applying for the position 

stated in the advertisement (task 2). 

 

 

 

 

http://www.bradleycvs.co.uk/index.htm
http://www.bradleycvs.co.uk/interview/gentips.htm
http://www.bradleycvs.co.uk/interview/gentips.htm
http://www.bradleycvs.co.uk/interview/gentips.htm


 37 

 

 

МОДУЛЬ 3. Юридическое сопровождение бизнеса 

 

 Общая сумма баллов – от 0–30 

 

Модульная единица 3.1. Корпоративное право.  

Юридическое консультирование (4 ч.) 

 

Общая сумма баллов – 0–10 

Цель: расширение представлений о формах организации бизнеса и 

формирование навыков предоставления юридической консультации. 

 

Вопросы для самостоятельного изучения и виды 

самоподготовки к текущему контролю знаний 

 

1. Организационные формы предпринимательства в Великобри-

тании и США. 

2. Образец учредительного договора корпорации.  

3. Порядок регистрации бизнеса в России. 

 

Дополнительный материал для самостоятельного изучения 

 

Task 1. Study the difference between the British and American 

forms of business organization. 

The British and American English terms for business structures vary. 

The established structures in the United Kingdom are sole traders, general 

partnerships, and limited companies. Sole traders and partnerships are of-

ten (but not always) small businesses. Limited companies are used by 

businesses of all sizes, from the very small to the very large. The smaller 

ones are often private companies and have LTD or Limited in their names. 

Larger limited companies often choose to be public companies and have 

plc in their name. Since 2001 in the U.K., a fourth business structure, the 

limited liability partnership or LLP, has existed. 

In the USA, the abbreviations Inc and Corp are very common, but 

they are just abbreviations acceptable in all U.S. states for a company that 

has registered itself as a separate legal identity. The U.S. limited liability 

company or LLC is a different type of company which combines the tax 



 38 

flexibility of a partnership with the personal liability protection of a corpo-

ration. 

Task 2. Here is a comparison table showing the four forms ob busi-

ness structure in the U.K. Complete a-f in the table using the notes below. 

 Two.  

 Small business. 

 Bank loans or profits of business. 

 Registration fee. Registration formalities. Constitutional docu-

ments required and must be open to public. 

 Yes. 

 Unlimited. 

 
Business 

structure 

Sole trader Limited com-

pany  

(Ltd or plc) 

LLP General part-

nership 

Raising money Bank loans or 

profits of 

business 

 

Bank loans, 

profits of 

business or 

selling shares 

in the compa-

ny 

NB: only plc 

can sell their 

shares on a 

large scale 

a) __________ Bank loans or 

profits of 

business 

 

Suitable for b) _________ Any size busi-

ness (larger 

businesses 

chose plc) 

Any size Any size 

Minimum 

number of 

people 

One  One Two  c) _________ 

Minimum cap-

ital require-

ment? 

No d) ________ Yes  No  

Set up costs 

and formalities 

No registration 

fee. No for-

malities to set 

up. No consti-

tutional docu-

ments re-

quired. 

Registration 

fee; adminis-

trative costs 

greater for plc. 

Registration 

formalities. 

Constitutional 

e) ________ No registration 

fee. No for-

malities. Con-

stitutional 

documents not 

required but if 

one is used, 
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documents re-

quired and 

must be open 

to public. 

there is no ob-

ligation to 

make it open 

to public. 

Liability  f) _________ Limited to 

capital contri-

bution 

Limited to 

capital contri-

bution 

Unlimited  

 

Complete the advantages and disadvantages of each business structure 

 

1. __________ and ___________ have few formalities but are lia-

ble to the debts of the business without limit. 

2. __________ and _________ have limited liability and bank 

loans may be easier to obtain but there are more formalities. 

 

Task 3. Here are some points of view about different legal aspects of 

the company types presented above. What do you think? 
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Task 4. You have two situations to choose from and make up a di-

alogue between a business lawyer and a client seeking for legal advice 

 

A client A lawyer 

Case 1. You are one of the three 

shareholders / directors of a suc-

cessful private limited company 

specializing in solar cell technolo-

gies. You would like to expand but 

are worried about overstretching 

the company financially. You are 

also worried about losing manage-

ment control of the company if you 

go public. The problem is that you 

don‘t have much choice but to ex-

pand. Your clients are demanding a 

wider range of products and higher 

volumes. They may lose confi-

dence in your company if it doesn‘t 

grow. 

Case 1. Listen to your client. Ex-

plain to him / her the available op-

tions: bringing in a new sharehold-

er / borrowing money from the 

bank/ forming a public limited 

company and issuing shares. Basi-

cally, you feel that organic growth 

might be best – just using the com-

pany‘s capital reserves to expand 

step by step. 

Case 2. You have worked as an 

employee in a large architectural 

partnership for ten years. You were 

hoping to be made a partner but 

this is now not very likely. You 

feel that you have good references 

to make success of your own busi-

ness. There is also some money in 

your family which you can use as 

start-up capital. You have two col-

leagues who are in the same situa-

tion as you, but they have fewer 

Case 2. Listen to your client. Ex-

plain to him / her available options. 

On the whole, you feel that it might 

be best for your client to work as a 

sole trader with his / her own agen-

cy and to employ the two younger 

colleagues – maybe with the 

chance of a partnership if things go 

well. 
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years‘ experience. They are ta-

lented and you all work well to-

gether. However, they have no cap-

ital which they could bring into a 

partnership. 

 

Task 5. A certificate of incorporation is a legal document relating to 

the formation of a company or corporation. It is a license to form a corpo-

ration issued by state government. Its precise meaning depends upon the 

legal system in which it is used. 

 

In the U.S. a certificate of incorporation is usually used as an alterna-

tive description of a corporation‘s articles of incorporation. The certificate 

of incorporation, or articles of incorporation, form a major constituent part 

of the constitutional documents of the corporation.  

In English and Commonwealth legal systems, a certificate of incor-

poration is usually a simple certificate issued by the relevant government 

registry as confirmation of the due incorporation and valid existence of the 

company. 

For more information on the structure of the certificate of incorpora-

tion visit http://www.startupcompanylawyer.com/2009/01/25/what-is-a-

certificate-of-incorporation/ 

Go to 

http://www.ge.com/sites/default/files/ge_certificate_of_incorporation_0.pd

f to study the Certificate of Incorporation of General Electric Company. 

Translate the document in Russian.  

 

Task 6. Working for a Russian law firm you may be assigned to pre-

pare the information about business organizations as an answer to an in-

quiry from a foreign partner.  

Give a brief overview of the forms of Russian business organiza-

tions. Follow the structure in Task 2. 

Refer to the http://www.fiac.ru/pdf/EY-doing-business-in-russia-

2014.pdf 

svinin.com›library/download/29233/ where you will find useful in-

formation.  

 

 

 

https://en.wikipedia.org/wiki/Company_(law)
https://en.wikipedia.org/wiki/Corporation
https://en.wikipedia.org/wiki/Articles_of_incorporation
https://en.wikipedia.org/wiki/English_law
https://en.wikipedia.org/wiki/Commonwealth_of_Nations
http://www.startupcompanylawyer.com/2009/01/25/what-is-a-certificate-of-incorporation/
http://www.startupcompanylawyer.com/2009/01/25/what-is-a-certificate-of-incorporation/
http://www.ge.com/sites/default/files/ge_certificate_of_incorporation_0.pdf
http://www.ge.com/sites/default/files/ge_certificate_of_incorporation_0.pdf
http://www.fiac.ru/pdf/EY-doing-business-in-russia-2014.pdf
http://www.fiac.ru/pdf/EY-doing-business-in-russia-2014.pdf
http://svinin.com/library/download/29233/
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Модульная единица 3.2. Проведение переговоров (6 ч.) 

 

Общая сумма баллов – 0–20 

Цель: расширение представлений о стилях и форматах перего-

ворного процесса. 

 

 

 

Вопросы для самостоятельного изучения и виды  

самоподготовки к текущему контролю знаний 

 

1. Подготовка к деловой игре «Проведение переговоров».  

2. Изучение стадий переговорного процесса, выбор тактик и лек-

сических средств. 

 

Дополнительный материал для самостоятельного изучения 

 

Task 1. Read the Legal Negotiation Skills Guide (from 

www.cw.routledge.com/textbooks/9780415566957/negotiation.asp), an-

swer the questions and do the exercises along the text. 

 

Negotiation skills are important for all practising lawyers. Lawyers in 

any situation need to explore all potential avenues for resolving disputes, 

including methods which do not involve litigation. This applies as much to 

everyday disputes, as to global crises. 

Kanda Karthigesu, Senior Legal Officer for the United Na-

tions UNAMID Mission in Darfur, Sudan describes negotiation as playing 

a pivotal role in international peacekeeping efforts. Understanding what 

every party wants and trying to find a workable legal solution is far more 

important than knowing what the law currently states or the legal rights 

and wrongs of what has taken place. In situations like this, legal experts 

spend a large proportion of their time negotiating effective settlements ra-

ther than advising on law. 

 

AIMS OF LEGAL NEGOTIATION 
 

Negotiation is something we all carry out in our daily routines, and is 

not the exclusive preserve of lawyers. For example, we make collective 

decisions about which restaurant to visit, or which movie to watch at the 

http://www.cw.routledge.com/textbooks/9780415566957/negotiation.asp
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multiplex cinema. When we start a new job, we negotiate a salary and 

package which are acceptable to both the employer and ourselves. In many 

parts of the world, bartering or bargaining is still a common way of buying 

or selling goods. 

Try it yourself! Imagine two or three different scenarios when you 

have recently used negotiation. What were your primary aims in negotiat-

ing in each situation? 

In a legal context, the key aims of negotiation are to: 

 Arrive at a compromise in settling a dispute in a way which is most 

beneficial to the client. 

 Achieve the best possible outcome for the client without needing to 

resort to litigation. 

 Obtain enough information from the other party to reach a potential 

solution. 

  

Top tips: 
 Negotiation can take place between more than two parties. 

 In some ways, negotiation is like a game of chess: every move 

counts. As we can see from the protracted problems in Darfur, even in in-

ternational crisis situations, with huge budgets and the full weight of the 

United Nations, there can still be challenges to negotiating effective solu-

tions. 

 Negotiation is a voluntary exercise. Every party has the right to walk 

away from the negotiation table, or to refuse to negotiate in the first place. 

  

ETHICAL CONSIDERATIONS 
 

A lawyer must always act ethically in negotiations. However there is 

much room for debate as to where and how lines should be drawn. For ex-

ample, a lawyer should never lie but is not obliged to volunteer informa-

tion which may adversely affect his or her case. 

Research shows that most people see themselves as more ethical than 

the next person, and can often justify questionable behaviour on their own 

part. 

Top tip: You can read more about Conduct and Ethics in Negotiation 

under the English Legal System in this article from The Negotia-

tor magazine available at 

http://www.negotiatormagazine.com/article265_1.html 

 

http://www.negotiatormagazine.com/article265_1.html
http://www.negotiatormagazine.com/article265_1.html
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FORMS OF NEGOTIATION 
 

There are two main forms of negotiations: 

 Competitive negotiation 

 Integrative negotiation 
 

Top tip: There is no universal terminology in relation to negotiation. 

Different writers use different expressions to refer to the same things. It is 

your ability to negotiate that is crucial, not how other people describe the 

theories behind negotiation. 

 

Competitive negotiation 
 

This form of negotiation can also be called positional, distributive, as-

sertive or aggressive negotiation. 

If you have no intention or need to preserve an amicable relationship 

with the opposing party, then your approach is competitive. Your aim is 

simply to beat the opposition, to make maximum gain for your client at the 

expense of the other party. In competitive negotiations each party often has 

a pre-determined position which they are not prepared to move from. 

Try it yourself! Identify three potential advantages and three disadvan-

tages of taking an entirely competitive approach to negotiation.  

 

Integrative negotiation 
 

This form of negotiation can also be described as cooperative, friendly 

or conciliatory negotiation. 

If both parties aim to reach a mutually beneficial outcome then the ap-

proach is integrative. Here, parties tend to take a more amicable approach 

to the negotiating table, with the aim of achieving a compromise result 

which works for both sides. 

Try it yourself! Identify three potential advantages and three disadvan-

tages of taking an entirely integrative approach to negotiation.  

Top tip: These two positions are not necessarily mutually exclusive. 

Quite often negotiators assume a position which lies somewhere between 

them, ranging from highly aggressive to highly conciliatory. 

 

NEGOTIATION STYLES 
 

http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#competitive
http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#integrative
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We all have our own natural negotiating style, and your behaviour will 

differ in different situations. You should recognise and appreciate your 

own natural style, but be prepared to change it when negotiating on a 

client‘s behalf. The best negotiators can shift from one approach to another 

depending on circumstances. 

Try it yourself! Try these two online quizzes to identify your own ne-

gotiating style: 

 Edinburgh Business School negotiation quiz 

 Everyone Negotiates negotiation style test 
Do you agree with the feedback provided? How could you improve 

your approach to negotiation? 

 

The main different types of negotiator can be classified as: 

 Competitive – you have an assertive approach and are determined to 

win at all costs. 

 Avoiding – you are keen to avoid conflict and don't worry about the 

details as they will sort themselves out in the end. 

 Cooperative – you are concerned about the other party's interests 

and want to get the best deal for everyone by working closely with them. 

 Collaborative – you want to get the best deal for everyone and work 

closely with colleagues on the same side, for example fellow co-

defendants. 

 Principled – you have certain principles which you are not prepared 

to compromise at any cost. 

 Accommodating – you build effective relationships and are very 

sensitive to the other party's needs. 

 Compromising – you want to appear fair and reasonable and are 

quick to compromise. 

 

Try it yourself! Consider each of the negotiator types listed above. 

What are the potential disadvantages for each?  

Check out the answers at  

http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#ans

wers.  

 

STAGES OF NEGOTIATION 
 

 Preparation 

 Exchanging information 

http://www.ebsglobal.net/programmes/negotiation-quiz
http://www.everyonenegotiates.com/determineyournegotiatingstyle.htm
http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#prep
http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#exchange
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 The negotiation 
 

Stage 1. Preparation 
 

Since every move counts, it is vital that you are well prepared for any 

negotiation. Good preparation involves spending time considering a num-

ber of different aspects: 

 The law 
You should have a thorough knowledge of the facts of the dispute, the 

law and the procedures relevant to the particular case. For example, for a 

personal injury matter, you should be familiar with the concept of the 

quantum of damages. Without a firm grasp of the legal issues, you will 

struggle to control the negotiation. 

 Your client 
Legal preparation should not be the primary focus of your time; you 

can negotiate without knowing every intricacy of the law. It is much more 

important to gain a firm grasp of the facts and an understanding of your 

client's objectives and interests. Ask yourself: 

 Are they seeking monetary compensation, or for the situation to be 

put right? 

 Do they have a required timescale for the negotiation? 

 Is there a minimum position below which they are not prepared to 

go? 

 Is that minimum position realistic? 

 Will they consider alternative options? 

Top tip: If necessary you should correct a client's unrealistic expecta-

tions at the outset, otherwise a settlement may never be reached. 

 Strengths and weaknesses 
Know the strengths and weaknesses of your case, and those of the op-

posing party. It may be that due to previous bad experience, the other party 

would prefer to avoid publicity at all costs, so would be prepared to settle 

for less monetarily. In exploiting such strengths and weaknesses, you 

should always act ethically. 

 Getting to yes 
One of the best known publications on negotiation is Fisher and Ury's 

book,Getting to Yes. Following Fisher and Ury‘s approach, you should 

consider all the facts of your case and draw up a summary of possible out-

comes. These questions may help: 

http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#the-neg
http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#law
http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#client
http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#strengths
http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#yes
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Will you definitely win if the case proceeded to court? If the answer is 

yes, then maybe you shouldn't be negotiating in the first place. 

If you are not certain of winning in court, what is the best possible ne-

gotiated outcome for your client? 

What is the best outcome for your client if negotiation breaks down or 

ends without agreement? This is known as the Best Alternative To a Nego-

tiated Agreement (or BATNA). 

What is the worst negotiated outcome for your client? This is the ‗bot-

tom line‘ your client will settle for. 

What is the absolute worst case scenario for your client? This is known 

as the Worst Alternative To a Negotiated Agreement (or WATNA). 

 Planning the negotiation 
You should spend some time putting together a plan for the negotiation. 

It could include a: 

– timeline of what you will do when; 

– list of issues you need to raise; 

– preferred order in which to raise them; 

– best and worst case scenario for each issue. 

There are various schools of thought as how best to set out your agen-

da, including: 

 Getting the most important issues for your client discussed at the out-

set. These ‗non-negotiables‘ are those outcomes which, if not achieved, 

may make a settlement impossible. 

 Starting with the least contentious issues so you can get the negotia-

tions off to a good, agreeable, start. 

 Dealing with the most complicated issues first so you can get them 

out of the way while everyone is still fresh. 

Top tip: Be prepared to be flexible with your plan, as things may not 

always proceed as you want them to. 

 

Stage 2. Exchanging information 
 

When speaking to your client about their expectations, always remem-

ber to ask not just what they want, but why they want it. This is well-

illustrated by a powerful example from Finch and Fafinski's Legal 

Skills book. Imagine the case of two brothers fighting over the last remain-

ing orange in the house. Desperate to stop the quarrel, their mother grabs 

the orange, cuts it in two and gives one half to each child. She viewed this 

as the ideal compromise and a quick solution. However, if she had asked 

http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#planning
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why they wanted the orange, she would have learnt that one needed the 

juice for a home economics class while the other brother wanted the peel 

for his art project. She could therefore have satisfied the needs of both 

brothers without needing to compromise. 

Top tips: 
 Negotiation can only happen if people communicate. Communica-

tion is a two-way process. Do not be afraid to ask questions in order to 

gather information. 

 Don't forget to listen. You already know your position. What you 

need is to find out as much as you can about the other party's position. The 

cheapest concession you could make to the other party might be to let 

them know their points have been listened to and heard. 

 Information from the other side might actually help you to reach a 

settlement. 

Stage 3. The negotiation 
 

There are some tips for each of the different stages of a negotiation: 

 

At the start 

Top tips: 
 Start with the premise that everything is negotiable. At the end of the 

day, the ultimate aim is to achieve a compromise which is acceptable to 

every party so you should work towards a range of outcomes. 

 Try to establish a good rapport at the outset. Introduce yourself and 

the party you are representing and remember that you only get one chance 

to make a first impression. If necessary, set any ground rules before you 

get into the negotiation itself, then lay down the factual basis of the negoti-

ation. At this stage it is best to avoid lengthy or contentious issues. 

 Use your negotiation plan to set out the order in which you wish to 

proceed. 

 If the other side disagree with your agenda, you might have to nego-

tiate the agenda itself. This is sometimes called a ‗negotiation within a ne-

gotiation‘. Don't spend too much time on this as you are not actually deal-

ing with the issues. And remember that the tone you employ in the ‗nego-

tiation within a negotiation‘ will carry through to the actual negotiation it-

self. 

In the negotiation 

Top tips: 

http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#start
http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#planning
http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#mid
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 Back up your statements with reasons. For example, you should ex-

plain why it is important to your client to achieve a specific outcome at 

this stage, or why you think it would be to everyone's advantage if such a 

position was agreed. 

 Offer solutions to stalemates. For example, if the other party is not 

prepared to accept your client's valuation of a property, you could suggest 

getting an independent third party to value it rather than just arguing over 

the valuation. 

 If you find yourself in a stalemate, it might be useful to move on to 

another matter and revisit the issue later. Resolving another matter might 

even provide an unexpected solution to the stalemate. 

 Don't make lots of ‗all or nothing‘ demands. If you give yourself no 

scope to negotiate, then you will reach repeated stalemates if the other par-

ty refuses to give in to your position. 

 If you have been negotiating for a long time, and relationships are 

becoming strained, take a break. Even a ten minute break can give every-

one a chance to ‗cool down‘, get some refreshment, discuss matters in pri-

vate and come back to the negotiation with fresh perspectives. 

 

Closing 

Top tips: 
 Consider bringing negotiations to a close at regular intervals. Ask 

yourself how much more you can realistically achieve while considering 

the costs of time, money and energy. 

 Don't continue negotiating simply for the sake of filling the time al-

lotted to it. 

 Summarise the outcomes from each point of the agenda, emphasizing 

what each party has agreed and highlighting issues which require further 

consultation. 

 Some points may still need your client's approval. Make sure you 

state whether you have the authority to agree those points, or whether the 

decision is pending your client‘s final say so. 

 

TOP 10 TIPS FOR NEGOTIATION SUCCESS 
 

1. Respect the negotiation process and give it your full attention. 

2. Remember that negotiation is a two-way process. You only ever 

know half the story. 

http://cw.routledge.com/textbooks/9780415566957/negotiation.asp#close
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3. Ask questions to help you build up a picture of the issues from your 

client and the other party. 

4. Read people's body language as well as listening to what they say. 

5. Good preparation is essential for effective negotiation. Research the 

law, understand the issue, be clear on your client's objectives and construct 

a plan. 

6. Hold firm to your principles, but only if those principles can be ob-

jectively defended. 

7. Don't let yourself be intimidated by a particularly aggressive negotia-

tor. They are only doing their job. 

8. Be prepared to compromise, but stay consistent. 

9. Be prepared to walk away if the deal is unacceptable. 

10. Reflect critically on the process and outcomes so you can learn 

from the experience. 

 

Task 2. In a negotiation, confrontational language (We can‘t possibly 

accept that.) states absolutes and closes down options. Tentative language 

(We would find that difficult to accept.) makes the speaker‘s position 

clear, but leaves options open. Look at some examples. 

 

Tentative  Confrontational  

I’m afraid my board might 

find that figure a little low. 

My board will find that figure 

too low. 

We might be able to agree to 

… if we could participate in… 

We will agree to …. if we can 

participate in …. 

Any other type of agreement 

isn’t really workable… 

Any other type of agreement is 

unworkable… 

₤ 30,000 isn‘t really high 

enough. 

₤ 30,000 is too low. 

I think ₤ 50,000 is a little high. I think ₤ 50,000 is too much. 

 

Use the information from the language box above to make statements 

less confrontational. 

1. The payment period you suggest is too short. 

2. Our share of the royalties is too low. 

3. That‘s completely impractical. 

4. If you extend the license area to include Japan, we will accept royal-

ties of 4 %. 

5. Our board will never agree to that. 
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Task 3. Role-play the situation. Two lawyers, each representing their 

client, meet to negotiate an exclusive copyright agreement. Present the 

conversation in class. 

 

Lawyer A Lawyer B 

You are acting on behalf of Mr. 

Billy Ratt (COMPOSER), a popu-

lar rap music artist. He is planning 

to enter into an exclusive copyright 

agreement with Global Music Inc. 

(PUBLISHER). The publisher has 

already sent you a draft version of 

the proposed agreement. However, 

you are unhappy with the follow-

ing clauses: 

You are acting on behalf of 

Global Music Inc. (PUBLISHER).  

You are planning to enter into an 

exclusive copyright agreement 

with Mr. Billy Ratt (COMPOSER), 

a popular rap music artist. You 

have sent Mr Ratt‘s attorneys a 

draft version of the proposed 

agreement, but they are unhappy 

with the following clauses: 

 

1. COMPOSER …. hereby undertakes to assign, transfer and deliver 

to PUBLISHER …. the whole of the copyright for all countries of the 

world… in and to such music and lyrics written heretofore by COM-

POSER insofar as such copyright is not held by third parties. 

2. COMPOSER …. will endeavour to deliver a minimum of ten 

compositions, each of which comprising three minutes of music on av-

erage, every year for the duration of this Agreement. 

4. The rights of PUBLISHER include the right …… to assign in 

whole or in part the compositions hereunder…. 

5. The term of the Agreement shall be for a period of three years 

from the date hereof. PUBLISHER shall have the option to renew this 

Agreement for a further period of three years. 

8. PUBLISHER agrees to pay fees and royalties in respect of the 

compositions acquired hereunder to COMPOSER as follows: 

(iii) 12.5% of net receipts including the licensing of compositions for 

use in films, television programmes and commercials. 

10. The royalty and fee statement shall be made up to June 30
th

 and 

December 31
st
 in each year and shall include all receipts by PUBLISH-

ER in that period. Such statements will be sent to COMPOSER within 

28 days of the relevant date and shall be accompanies by a remittance 

for the amounts which are shown by the statement to be due and paya-

ble. 
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Before you start the role-play, 

make sure you understand the rea-

sons why you aren‘t happy with the 

clauses above. 

Reasons: 

Clause 1 doesn‘t make it clear 

that the copyright reverts to the 

composer after the end of the 

agreement. You would like this to 

be clearly stated. Without such a 

statement, there is the risk that the 

publisher can retain the copyright 

for the duration of the copyright it-

self. 

Clause 2 requires too much of 

the composer. You want a more 

flexible productivity commitment 

here. 

Clause 4 gives the publisher as-

signment rights for any song by the 

composer. The composer wants 

more control over his material. He 

doesn‘t want his music used, for 

example, in commercials for prod-

ucts or services he doesn‘t agree 

with. 

Clause 5 seems to suggest that 

the publisher can renew the agree-

ment with or without the consent of 

the composer. Clarification is 

needed. 

Clause 8 (iii) is unfair. If the 

publisher allows the composer‘s 

music to be used in a movie, the 

publisher has no material and pro-

duction costs. The royalties should 

be much higher – for example, 

80%. 

You are quite happy with these 

clauses as they stand. Before you 

start the role-play, try to think of 

some good reasons for keeping the 

draft clauses as they are. 

 

During the role-play, be pre-

pared to listen carefully to the ar-

guments of Mr. Ratt‘s attorneys. It 

will be necessary to make some 

amendments to the draft clauses, 

but try to get the best possible deal 

for your client. 
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Clause 10 means the composer 

only receives payment twice a 

year. You want quarterly pay-

ments. 

 

During the role-play, try to get 

the best deal for your client. 

 

While preparing for your negotiation, make a list of questions that 

the other party could ask you. Then practice answering these questions. 

 

 

МОДУЛЬ 4. Виды юридической корреспонденции   

и документов 

 

Общая сумма баллов – от 0–30 

 

Модульная единица 4.1. Юридическая корреспонденция (5 ч.) 

 

Общая сумма баллов – 0–10. 

Цель:развитие навыков составления деловой корреспонденции. 

 

Вопросы для самостоятельного изучения и виды  

самоподготовки к текущему контролю знаний 

 

1. Анализ деловых писем (письмо клиенту, письмо о намерениях, 

претензионное письмо). 

2. Составление деловых писем. 

 

Дополнительный материал для самостоятельного изучения 

 

Task 1. Read about client correspondence 

 

Conciseness can be a feature of legal correspondence in English. 

This is partly achieved by using words or phrases to refer to segments of 

earlier text (substitution) or by not completing a phrase and omitting words 

(ellipsis), assuming that the reader can recover the meaning from the pre-

ceding text. Another feature of legal text is the use of capitals mid-

sentence for key terms which may be defined or interpreted elsewhere in 
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the text or in another document. The letter below is from a sequence of 

correspondence between a solicitor and his client. It concerns the final 

stages of the purchase of a company. 

 
 

Task 2. Here are standard phrases for starting and ending letters and 

emails 

 

Stating the reason for writing 

I am writing to inform/advise you that …. 

Please find enclosed … / I am pleased to enclose…. 

We act on behalf of…… 

We are instructed by the above-named client in relation to …. 

 

Referring to previous contact 

Further to our recent correspondence… 

I write further to my letter / our meeting of … 

As previously discussed… 

Following our meeting on … 

Thank you for your letter / email of… 

 

Offering further assistance 

Please let me know if you have any particular concerns… 

Please let me know if we can be of further assistance… 

If you have any questions, please do not hesitate to give me a call.. 
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Referring to the next step 

I should / would be very grateful if you could… 

Could you please confirm that … 

 

Ending 

I look forward to hearing from you shortly/ as soon as possible. 

I look forward to our meeting / your reply. 

 

Complete this letter from Alex Paine to his client with appropriate 

phrases. There is more than one possibility for three of the answers. 

 

Dear Gordon, 

Project Ivory 

Target Company – Franklin red Limited (FR Ltd) 

 

(1) ……………………. (state the reason for writing) the Agreement 

in respect of the above which has now been agreed by FR Ltd‘s solicitors. 

This has not changed since the last version sent to you by email. As (2) 

……………. (refer to previous contact) please note in particular details 

concerning employees. I don‘t think there are any surprises there but (3) 

……….. (offer further assistance). 

If you are happy with the same, (4) ……….. (refer to the next step) 

arrange for the agreement to be executed on behalf of Lincoln james Ltd 

where indicated. Please bring the executed agreement along to our meeting 

on Monday 11
th

. 

(5) ……………… …………….. (ending phrase). 

 

Kind regards, 

Alex Paine 

Alex Paine  

 

Task 3. A letter to a client is often written in a formal but friendly 

style. Fill the gaps with the words below. 

contacting  –  discuss  -  getting in touch with  –  got back  –  here are  

–  just  –  wish 
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I am attaching  –  I apologise  –  please  –  pretty  –  reasonably  –  

you see 

resolve  –  returned  –  sort out  –  talk about  –  sorry  –  unfortunate-

ly  –  want  

 

Dear Mrs. O‘Brien, 

 

Regarding our meeting last week, (1) …………….. for not (2) 

……………. you earlier. (3) …………, our solicitor was in court for most 

of last week and only (4) …………… yesterday. 

 

As we agreed, (5) ………… the amendments to your contract as 

suggested by him. I think you‘ll find that overall they (6) …………. the 

issues you raised with me last week (7) …………. well. 

 

Could you have a look at them and let me know by the end of the 

week at the latest if there are any points you still (8) ……… to (9) 

………….? I can then try to have the contract ready for signing by the 

middle of next week. 

 

In the meantime, if there are any other matters where I can be of 

help, (10) ……… give me a call. 

 

I look forward to hearing from you soon. 

Best regards, 

Thierry Schwarz  

 

Task 4. Read the informal email below from a businessman, Harry, 

to his lawyer, Jim, and choose the best answer – A, B, C – to these ques-

tions. 

1) What does Harry want Jim to do? 

a) Start proceedings to fight an insolvency action. 

b) Give him some specific advice about his particular situation. 

c) Advise him on how to manage his company‘s financial problems. 

 

2) Where does Harry‘s company produce goods? 

a) The Cayman Islands 

b) Ireland 

c) Another jurisdiction 
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3) Why does Harry think he can successfully fight the case? 

a) Because he is protected by the law in the Cayman Islands. 

b) Because his company doesn‘t operate in Ireland. 

c) Because his company wasn‘t registered in Ireland. 

 

To:         Jim Swanson 

From:     Harry Matthews  

Subject: Jurisdiction in insolvency 

Dear Jim, 

Just a very quick line to ask if you have any specific knowledge about 

the question of jurisdiction issues for insolvency proceedings. Unfortu-

nately, things have gone really sour with the recession, and I‘m afraid 

my company is having enormous financial problems. We‘re going to 

have a fight on our hands to keep it afloat. 

I‘ve been reading about Article 4 of EU Regulation 1346/2000. It has 

something in it that says that the law applicable to insolvency proceed-

ings is that of the state where the insolvency proceedings were started. 

My situation is that my company is registered in the Cayman Islands, 

but the factory is in the middle of Ireland, and the whole workforce is 

from Ireland. However, all contact for orders, invoices and correspon-

dence is through a shell office in the Cayman Islands. One UK creditor 

wants to commence insolvency proceedings in Ireland, but as far as I am 

concerned, he‘s wasting his time. Should I let him just go ahead and 

then go to court and question the jurisdiction issues? What do you think? 

Can you just give me any thoughts you have on it? 

I would really appreciate any help you can give me on this. 

Talk soon. 

Harry  

 

Task 5. Find phrases in the email (task 4) that mean the following. 

1) I‘m writing briefly to… 

2) we‘ve had a bad time 

3) It‘s going to need some hard work to… 

4)  in my opinion 

5) do what he plans 

6) I would be very grateful for … 
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Task 6. Write an email from Jim to Harry. Decide what action Jim 

should recommend and why.  

Before you start, you may find it helpful to highlight the relevant 

points in the extracts given below. 

 

Extract A: Commentary from an article on EU Insolvency Regula-

tion 1346 /2000 
The regulation applies to entities with a centre of main interests with-

in the European Union only. The applicable court is the court where the 

debtors‘ centre of main interest is located. In most instances, this is where 

the registered offices of the company are, but this presumption can be re-

butted. Whether insolvency proceedings are recognized will depend on the 

practices and legislation of each member state. 

 

Extract B:  

In the case of Re BRAC Rent-a-Car-International Inc., the company 

was incorporated in Delaware, but the company never traded in the United 

states, and all of its operations were conducted in England. This shows that 

the regulation may apply to entities even if they are incorporated outside 

the EU but have their centre of main interests in a member state. The judge 

took the view that limiting the effect of the regulation to entities incorpo-

rated within a member state would prevent it from achieving its purpose 

and leave it open to avoidance. 

 

Extract C: 

An English case under the regulation initiated by a creditor and op-

posed by the company was Ci4net.com. The companies were registered in 

the Unites States and Jersey, but the creditor asserted that the centre of 

main interests was in England. The court identified the factor of the impor-

tance of creditors are being certain in the knowledge of where they can 

pursue assets and that place having some element of permanence. The 

court was persuade that correspondence and contact with their most sub-

stantial creditor all pointed to the companies having their principal execu-

tive offices in England, even though they were not registered there.  

 

Use the following expressions where appropriate. 

As far as …. is concerned, …. 

As for …., / As regards …. , / In relation to ….., / In reference to …., 

According to …. , 
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My understanding of the commentary is that …. 

In my opinion, you should …. because… 

You have no choice but to … 

 

Task 7. Read about a letter of intent. 

A letter of intent is a specific legal document that someone uses in 

order to declare their intent to do something, such as make a purchase, ap-

ply for a job or education program, or to clarify points in a major business 

transaction. Letters of intent are written in a specific letter format, and they 

only need to be signed by one party. Since it is not a contract, it is not 

usually legally binding. 

Using a letter of intent is important to demonstrate knowledge about 

the subject the transaction will be performed in. It also shows a respectful 

interest in the other party and dealing with them in a professional manner. 

This letter is a useful way to state your intent without entering into an 

agreement yet. Include as much information as possible in your letter of 

intent in order to provide the recipient with the most details. This will help 

you to understand the transaction being performed and what the outcome 

will be if you proceed. 

A letter of intent to sue should be a last resort action before initiating 

a lawsuit. If there is no intention to follow through with the proceedings, a 

letter of intent to sue should not be written as this may be a violation of 

state law. This very formal letter should be written in business format. Al-

though the letter may be used as evidence in a lawsuit, it is not necessary 

to quote the law. It is more important to clearly detail the issue and steps 

taken previously to resolve the problem. This letter may be used in future 

court proceedings, so it must be clear and concise. When writing the letter, 

use clear professional language. Avoid becoming emotional. After the let-

ter is written, it should be sent via certified mail. This creates a delivery 

receipt which may become important in court. 

Sample Letter of Intent to Sue 

123 Money Drive 

         Debt, Virginia 00000 

November 25, 2010 

Eric Smith, Collection Agent 

         ABC Collection Agency 
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         234 Penny Lane 

         Debt, Virginia 00000 

RE: Notice of Intent to Sue 

Account Number 28394JF89 

Dear Mr. Smith, 

This letter serves as the formal notice of my intent to file a lawsuit 

against you in court, due to your not refunding my money as previously 

requested. 

On September 7, 2010, I notified your company that I would no 

longer use your services, due to your charging me too much money for 

previous services. On that date, I was assured that my money would be re-

funded. I called ABC Collection Agency on September 14, 28 and October 

17 in reference to my refund. Again, I was assured repeatedly that my 

money would be refunded. To date, I have not received anything. 

If you wish to resolve this matter without court action, I will expect 

my refund within thirty (30) days of receipt of this letter. I may be reached 

at (555) 555-5555 from 9 am to 5 pm. If I do not hear from your company, 

I will initiate a lawsuit. 

Your prompt attention is appreciated, 

Beverly Doe 

Task 8. Thomas Shapiro, Managing Director of Travelgraph Li-

mited, requires your assistance concerning a matter involving contract law. 

In particular, Thomas Shapiro explains to you that Travelgraph Limited 

purchased two printing machines several months ago at a cost of £45,000 

each. Both Travelgraph and the seller signed a written contract on 1 Au-

gust 2007. The machines were then delivered to Travelgraph‘s premises on 

7 August 2007. These printing machines were purchased for printing the 

maps and tourist guides which Travelgraph publishes and sells. Thomas 

Shapiro is very disappointed with these printing machines however since 

each one is only capable of printing 50 pages per minute. This is half the 

printing rate that the company which manufactured and sold these ma-

chines claimed. (There is an express term in the contract signed on 1 Au-

gust 2007 stating that each machine would be capable of printing 100 pag-

es per minute.) Travelgraph estimates that it will lose profit in the sum of 
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£200,000 per year from the date of purchasing the machines as a result of 

this. Thomas therefore wants you to write a letter on behalf of Travelgraph 

to the company which manufactured and supplied the machines (called 

‗Matrix Printers Limited‘). This is for the purpose of providing notice to 

Matrix Printers Limited that Travelgraph intends to issue legal proceedings 

in court for breach of contract unless Matrix Printers offers compensation 

to Travelgraph for loss of profit. 

 

Complete such a letter to Matrix Printers Limited by filling in the blank 

spaces in the following letter, using the words and phrases below. 

our instructions        contract 

breach of contract       express term 

legal proceedings              proposals to compensate 

satisfactory proposals           act on behalf of 
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Модульная единица 4.2. Контракт (5 ч.) 

 

Общая сумма баллов – 0–10. 

Цель: расширение терминологического  словарного  запаса по 

теме и формирование навыков обсуждения и составления пунктов 

контракта. 

 

Вопросы для самостоятельного изучения и виды  

самоподготовки к текущему контролю знаний 

 

1. Лексико-грамматические и стилистические особенности анг-

лоязычных контрактов. 

2. Написание пунктов контракта. 

 

Дополнительный материал для самостоятельного изучения 

 

Task 1. Read about the specific features of English legal writing. 

 

Legal writing in English has developed over hundreds of years and is 

characterized by specific features, some of which can make it difficult for 

the non-lawyer to understand. Characteristics of legal writing include: 

 using Latin terms; 

 using technical terms (‗subsidiarity‘) 

 using old-fashioned words not much in general use; 
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 using pairs of words with a reciprocal relationship (‗lessor / les-

see‘); 

 using legal jargon (‗without prejudice to‘) including the use of 

pairs of words (‗terms and conditions‘), or triplets (‗build, erect or con-

struct‘); 

 having special meanings for words in ordinary use (;the judge de-

termined the facts of the case‘ where ‗determined‘ means ‗decided‘) 

 using vague words (‗provide a sufficient service‘); 

 using long sentences with little punctuation; 

 inverting word order (‗title absolute‘); 

 using capital letters to signal important or defined terms (‗the terms 

of the Lease…‘); 

 avoiding personal pronouns (‗you‘, ‗I‘, ‗we‘); 

 the specific use of modal verb ‗shall‘ to impose an obligation or 

duty on someone (‗The tenant shall not sub-let the whole or part of the 

premises.‘) 

 the use of ‗shall‘ in directory sense (‗Notice of an appeal shall be 

filed within 28 days.‘). 

There is a movement to draft legal texts in standard, modern, ‗plain‘‘ 

English but any change will be slow. 

 

Latin terms. There are many Latin terms in written English legal 

texts, although recent reforms in the English justice system have encour-

aged the use of English rather than Latin. Some Latin terms are so fre-

quently used that they are in general English use (e.g., ad hoc, bona fide, 

pro rata, etc.). It is useful to be able to recognize their meaning and a dic-

tionary or online glossary will help. Forms of pronunciation vary. 

 

ad hoc – for this purpose     in situ – in its orig-

inal situation 

affidavit – witnessed, signed statement  inter alia – among other 

things 

bona fide – in good faith     ipso facto – by the 

fact 

caveat – warning      per pro – on behalf 

of another 

de facto – in fact      per se – by itself 
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de jure – by right      prima facie – at 

first sight  

et cetera (etc.) – and so on    pro rata – in proportion 

exempli gratia (e.g.) – for example   quasi – as if it were 

ex parte (ex p.) - by a party without notice  sub judice – in the 

course of trial 

id est (i.e.) – that is     ultra vires – beyond the 

power 

in camera – hearing a case in private   videlicet (viz.) - 

namely 

in curia – in open court 

 

 

 

 

Other words and modern equivalents 

A number of linking terms are used in older written legal texts (case 

reports, legislation, court documentation, contracts, etc.) to refer to other 

parts of the same text, to different legal documents, or to related contexts. 

 

the aforementioned / the foregoing – set out above / written above 

the undermentioned – set out below / written below   

notwithstanding – despite 

hereafter – after this     thereafter – after that 

hereby – in this way / by this    thereby – in that 

way / by that 

herein – in this (document)    therein – in that (docu-

ment) 

hereof – of this      thereof – of that   

hereto – to this      thereto – to that  

herewith – with this     therewith – with that 

 

Task 2. Underline the characteristic features of legal writing (for ex-

ample, using old words) in the following consumer contract terms (1-3). 

Then complete the revised versions in plain terms (a-c) with appropriate 

words (or forms of words) from the original terms (1-3). Pay attention to 

the grammatical context. 

 

1. This Agreement and the a. ………………. is not 



 65 

benefits and advantages herein 

contained are personal to each 

Member and shall not be sold, as-

signed or transferred by the Mem-

ber. 

 

transferable.  

2. Lessor shall not liable for 

loss of or damage to any property 

left, stored, or transported by Hirer 

or any other person in or upon Ve-

hicle either before or after the re-

turn thereof to Lessor. Hirer hereby 

agrees to hold Lessor harmless 

from, and indemnify Lessor against 

all claims based on or arising out 

of such loss or damage unless 

caused by the negligence of Lessor. 

b. We are only ……….. for 

……..or damage to ……..left in 

the………if the loss or dam-

age……..from our ………. . 

3. Title to property in the 

goods shall remain vested in the 

Company (notwithstanding the de-

livery of the same to the Customer) 

until the price of the Goods com-

prised in the contract and all other 

money due from the Customer to 

the Company on any other account 

has been paid in full. 

c. We shall retain ownership 

of the ……..until you have finished 

…………for them. 

 

Task 3. Match the sentences containing Latin terms (1–7) with the 

sentences which have similar meaning (a–g). 

 

 1. There is a prima facie case to 

answer. 

a. They acted in a way which 

was beyond their legitimate pow-

ers.  

 2. They have entered a caveat. b. An application for an in-

junction was made to the court by 

one party and no notice was given 

to the other party. 

 3. Their action was ultra vires. c. The case was heard in pri-

vate, with no members of the pub-
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lic present. 

 4. The newspapers cannot report 

details of the case because it is sub 

judice. 

d. They have warned us they 

have an interest in the case, so they 

will need notice before we take any 

further steps. 

 5. An ex parte application was 

lodged at the court. 

e. A committee was set up for 

the particular purpose of investigat-

ing the issue. 

 6. The court sat in camera. f. The action should proceed 

because one side has shown there 

seems to be sufficient evidence. 

 7. An ad hoc committee was 

formed. 

g. The case cannot be men-

tioned in the media if it is likely to 

prejudice court proceedings. 

 

Task 4. Contracts and legal correspondence often contain words with 

negative prefixes, e.g. invalid, insolvent. Look at this list of adjectives be-

low and match them with the correct negative prefix. 

 

ir-, un-, in-, im-, dis- 

 

1. ___valid    8. ____foreseeable  

2. ___lawful    9. ____partial 

3. ___enforceable   10. ___confirmed 

4. ___satisfied    11. ___correct 

5. ___reconcilable   12. ___complete 

6. ___affected    13. ___reasonable 

7. ___effective   14. ___satisfactory 

 

Task 5. Some words in legal language are often confused with others.  

For example, the words valid, enforceable and effective sometimes 

cause confusion. 

A work permit or residence permit can be valid, i.e. it has the correct 

stamps on it or hasn‘t expired. 

A contract of employment can be effective, i.e. it is in use and has 

legal relevance. 

As an employee, you might have certain rights or claims with respect 

to an employer that are enforceable, i.e. you can go to court and ask the 

court to ensure that your rights are respected and your claims are met. 
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A contract that has no legal basis – because, for example, one of the 

contracting parties acted under duress or because the object of the clause is 

unlawful – is void. 

 Here are some more words that are often confused. First, use a 

dictionary to find the differences between these pairs of words. Then, 

complete the sentences below using the correct word.  

warranty / guarantee  set / group   terms / clause  

termination / finalization  duty / right   com-

prise / include  

remedies / arbitration  construed / believed numerous / a num-

ber of 

 

1) The …………….. on my car runs out in two months. 

2) What …………. are available to the injured party in case of 

breach of contract? 

3) The public has a ………… to report any wrongdoing to the au-

thorities. 

4) ……………. of an employee‘s contract of employment can lead to 

legal action. 

5) …………… people have applied for the position and will be in-

terviewed soon.  

 

Task 6. Read the following guide on drafting a commercial contract. 

 

Drafting a commercial contract 

The general advice when drafting a commercial contract is to draft a 

written contract that is as complete and as precise as possible. The reasons 

for this are twofold: firstly, there is clear proof of the written terms; and 

secondly, it reduces the risk of legal disputes. Disputes may be lost in 

court. They can also be expensive, time consuming and detrimental to the 

reputation of a company. 

A typical structure of an international commercial contract would 

comprise the following: 

 a heading setting out the type of contract; 

 the names and addresses of the parties;  

 a description of the goods to be delivered or services to be pro-

vided, including quality, quantity, time, etc.; 

 fixation of price and details of payment; 
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 duties and rights of the parties, e.g. warranty, payment of tax / du-

ty, etc.; 

 limitation of liability; 

 remedies in case of breach of duties; 

 a confidentiality clause; 

 the duration / termination of the contract; 

 a force majeure clause setting out circumstances excusing non-

fulfillment in case of natural disasters, war, etc.; 

 a clause on the governing law of the contract; 

 an arbitration clause; 

 signatures of the parties and date of signing; 

 appendices containing definitions, timetables, etc. 

 

 

 

Points to remember 

 

1. For the terms to be clear, the process of drafting is not the time to 

negotiate matters of principle. This should be done before drafting com-

mences. 

2. Clarity and certainty of expression are very important, as any am-

biguity of expression is often construed by a court against the person who 

is trying to rely on it, particularly if he is the person who has drafted the 

clause. 

3. Never express the same idea in two different ways in the contract; 

it is always better to repeat the same sentence. For example, do not use the 

sentence ‗to the best of the vendor‘s knowledge and belief‘ in one place 

and ‗to the best of the vendor‘s belief‘ in another. Typical sources of mis-

takes in commercial contracts can be as basic as different date formats (for 

example, 3/4/2015 may be interpreted as 3
rd

 April 2015 or 4
th

 March 2015) 

or when mentioning currencies (for example, $ may be USD or AUD). 

4.  The use of standard clauses wherever possible is important, as 

such clauses are familiar to both sides and save valuable time, and are like-

ly to cover the important points. However, never draft in isolation, and 

make sure that the standard clauses actually cover what is intended by the 

parties. 

5. Also be aware of the law which can affect the contract. There are 

numerous sets of universal rules on contracts covering different aspects of 
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international commerce and created by different institutions. The most im-

portant of these are the rules under the UN Convention on Contracts for 

the International Sale of Goods 1980 (CISG), the UNIDROIT Principles of 

International Commercial Contracts 2004 and the ICC Incoterms 2000. 

The application of these rules depends on several factors: the set of rules in 

question, whether their application is automatic or determined by the par-

ties‘ agreement on their application, and whether these rules are available 

in all states. 

 

Task 7. Answer the following questions. 

 

1. Why should contract negotiating be done before the drafting stage? 

2. What is contra preferendum rule? 

3. What is a basic rule for expressing the same idea more than once in 

a contract? 

4. Why is it a good thing to use standard clauses when drafting a con-

tract? 

5. Find two examples of typical mistakes. 

6. What are the three most important sets of universal rules on con-

tracts?  
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