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SAEE A

1. [Topanu y po3po0i1ii Ta y3roJKeH1 MI>KHAPOIHOTO KOHTPAKTY
Top ten tips in drafting and negotiating an international contract
by Kenneth A. Adams and René Mario Scherr

Avoiding retaliation claims. Contracts for international transactions contain a
mix of the familiar and the exotic. Familiar, in that deals resemble each other the world
over, and so does the language used to express them. Exotic, in that differences in legal
and business environments can require different approaches, or at least make them
advisable. If you ignore the familiar, you end up reinventing the wheel. If you ignore
the exotic, you might be in for unpleasant surprises.

Here are some suggestions for navigating international transactions.
1.  The language of the contract. English is the lingua franca of international
business, so it’s commonplace for parties from different countries to enter into
contracts in English, even if neither party is from an English-speaking country. And
international companies generally find it simpler to have all their contracts be in
English instead of a mix of languages. But if a contract party and its lawyers aren’t
used to working in English, the benefit of prevailing on them to accept English-
language contracts might be more than offset by problems after signing caused by their
not understanding what they had agreed to. For example, Chinese courts have been
willing to hold that a given contract not in Chinese is void because the Chinese party
simply didn’t understand it. If using just English raises concerns, have the parties
waive the right to claim the contract is invalid because it’s in English, or enter into
dual-language contracts, with English as the governing language, or do both. But bear
in mind the cost and delay involved in translating lengthy contracts into another
language, as well as the possibility that disgruntled parties might mine translations for
flaws that could be used to challenge the interpretation of key provisions or the validity
of the contract.
2. Clear contract prose. Use clear language in your contracts. Any given
Englishlanguage business contract will likely be riddled with the deficient usages that
characterize traditional contract language — flagrant archaisms, redundancy, botched
use of verbs, and so on. Many lawyers in the U.S. and England are wedded to
traditional drafting, and some drafters in other jurisdictions seem to relish the most
archaic and florid elements of traditional language. But readers and, most importantly,



courts in other countries might respond with some combination of bewilderment and
hostility.

3. Common law versus civil law. In the civil-law tradition, contracts are shorter
than their common-law counterparts and attempt to address fewer contingencies.
That’s presumably because civil-law codes address issues that in common-law
systems are routinely covered in contracts. The notion that there’s a greater risk of
litigation in common-law countries might also have something to do with it. But
regardless of tradition, Anglo-American law firms have brought their style of practice,
including Anglo-American-style transaction documentation, to civil-law countries. As
a result, the distinction between the two types of contracts has blurred. In fact,
promiscuous copy-and-pasting results in concepts appropriate only under common
law — for example, the requirement that a contract be supported by «consideration» —
finding their way into civil-law contracts.

4. Jurisdictional issues. When a company does business in an overseas jurisdiction,
it’s routine for the parties to negotiate whether the law and courts of one or the other
party govern any dispute. Depending on what’s at stake, they might opt for a
compromise — for example, making English law the governing law, or providing for
arbitration in Switzerland. It’s a good idea to discuss with clients beforehand any
fallback positions to adopt if their preferred governing law or jurisdiction isn’t
accepted. Parties from the Americas should be relatively amenable to having New
York law govern. European, Middle Eastern, or African parties might be fine with
English law. Singapore and perhaps Australian law and arbitration should be
acceptable to Asian parties.

5. Terms of art. A term of art such as warranty might mean one thing under U.S. law
and something different under, say, Czech law. The governing law would presumably
determine which meaning applies, but it would be understandable if nevertheless some
confusion resulted. For purposes of an English-language contract governed by the law of
a jurisdiction where the courts use a language other than English, it might be prudent to
state any critical terms of art in that other language, and in parentheses, directly after the
English version, although too much of this can clog up a contract. A more comprehensive
fix would be to replace terms of art with something simpler. For example, instead of
having a party hypothecate a security interest, have it simply grant that security interest.
Particularly problematic are terms of art used in provisions that seek to limit liability. The
term of art consequential damages is widely misunderstood by American and English
lawyers; adding to the mix notions of what that term might mean in other jurisdictions
would likely increase the confusion. You might want to consider simpler alternatives, for
example an absolute cap on damages.

6. Personnel. Be attuned to distinctions in legal personnel in overseas jurisdictions.
For example, in Japan, both bengoshi (Japan-qualified lawyers) and Japanese nationals
with overseas qualifications work with English-language contracts. Don’t be surprised if
a member of one group in a given jurisdiction has views regarding the strengths and
weaknesses of the different groups. And in some countries and companies, contract
managers might exert as much influence as the lawyers.



7. In negotiations, expect the unexpected. In international transactions, you might
find yourself negotiating issues that you hadn’t expected to encounter. For example,
the other side might insist that "force majeure” be grounds for nonpayment of existing
debts, or that liability for breaches of confidentiality be capped. It might be that the
person on the other side isn’t familiar with how such deal points are usually handled.
That’s not necessarily to their discredit — how "boilerplate™ issues are handled in
domestic U.S. transactions can be more a matter of habit than logic.

8. Negotiation logistics. Even in domestic transactions, the back-and-forth
between the parties can be a source of frustration. That can be aggravated when you
add an international component. For example, erratic use of Microsoft Word’s "track
changes" feature can make a draft misleading, in that changes aren’t marked or it’s not
clear who made changes. If a counterparty in an overseas jurisdiction isn’t used to
technology for showing changes, discuss with them beforehand the procedures to
follow when exchanging drafts — the simpler the better. If the parties are in different
time zones, you might gain credit — credit that you could call on at some other point
in the transaction — by agreeing to schedule a call at a time that is during regular
working hours for the other party but less convenient for you. (Mind you, nothing is
gained by your being half-asleep during that call!) Also, if you agree to fly from the
U.S. to Lahore for a key face-to-face meeting, that might help negotiations go more
smoothly and earn you a measure of goodwill. Remember also that in some cultures,
it’s expected that meetings begin with a prolonged exchange of pleasantries.

9. Contract-signing formalities. In some jurisdictions, for a contract to be valid,
the parties have to go through formalities that might seem almost ritualistic to those
familiar with the relatively informal U.S. way of doing things. For example, each party
might prove that whoever is signing is authorized. And be prepared for only original
signatures to be accepted, or for signatories to wield corporate seals. Some of these
formalities might seem quaint, but they might equally be appropriate in the context of
legal systems that offer limited protection against fraud.

Using local counsel. Generally, it’s essential to engage local counsel if you want
to avoid tripping over local rules. But be clear with them about their role. In some
countries, local counsel might be so concerned about exceeding their brief that they
fail to think creatively. Or out of respect for your role as managing attorney, they might
analyze a situation from both sides without actually recommending what they would
do if they were in your client’s position. And if you have in mind engaging in no-holds-
barred negotiations, remember that after your deal is done, your local counsel and the
people on the other side of the deal will have to continue to live together in that
particular pond. A theme that runs through these points is, be alert! Don’t assume that
a transaction will proceed in the same manner as it would in your home jurisdiction.
Instead, assume that it won’t, unless you confirm otherwise.

2. Ilpasuna IHKOTEPMC 2020
TEPMIHH IHKOTEPMC-2020 I HFOAHCH IX 3ACTOCYBAHHSI



HasBa Ta cyTh TOProBeJIbHOr0 TepMiHa

3oHa BiANMOBiZAIbHOCTI NPOAABLSA

Kareropis E (ToBap HagaHo npoagaBiueM Ha BJIACHOMY CKJIaji)

EXW (Ex Works) — ¢ppanko-

3aBojA<...> (Ha3Ba MICIIs).

[TocTaBka BigOynacs B MOMEHT, KOJIH
MIPOJIaBellh TIepe/IaB TOBAP MOKYIIICBI Ha
TIJTOTI TTiATPUEMCTBA-TIPOIABIS a00 B
IHIIIOMY 3a3HAaYE€HOMY MicIli (HarpuKIIa, Ha
CKJIai).

[Tepexin pu3HMKIB — 3 MOMEHTY TTOCTaBKH.
Po3nonin 3aTpaT — y MicIli MOCTaBKH.

Bun tpancniopty — Oynb-sxuit

KonTtpons 0e3nexu; nepeBipka sIKOCTI,
KUIBKOCTI, Baru, po3Mipy; NakyBaHHS,
MapKyBaHHs TOBapy; HaBaHTAKCHHS
TOBapy Ha TPAHCIOPTHUH 3acid (mai —
T3) y Micii mocTaBkH, SIKIIO 1€
OKPEMO MPOTIHUCAHO B JOTOBOPI
KYIIBII-TIPOJIAXY.

[IpomaBers 3000B’s13aHU TTOBITOMHUTH
HOKYIILISI TPO NOCTaBKy Ta MOAATH
JOKYMEHTH: KOMEPIIIHHUN THBOUC IS
OIIaTH, HAKIIAJHY

30Ha BiANOBIAAIBbHOCTI NOKYIIISI

BukonanHs MUTHUX OpMaIBHOCTEN
(JrirteH3ii, MUTHI TJIATEX1) 1T 9ac
EKCIIOPTY, IMIIOPTY, TPAH3UTY;
JIOCTaBKa TOBapy

Oco006JMBOCTI 32CTOCYBAHHS: TIOKYIICIIb MOKE 3ITKHYTHCS 13 TPYAHOIIAMH ITiJ] 4aC BUKOHAHHS CBOIX EKCIIOPTHHUX (POPMaIbHOCTEH,
OCKUTBKHU BiH HE 3apEECTPOBAHMIA HA MUTHINA TEPUTOPIi KpaiHu eKkcropTy. TepMiH OLIbIe MiAXOAUTH JJIs BHYTPITHBOT TOPTiBII

Kareropisi F (mpogasens 30008’ si3aHuii nepe1aTu ToOBap 3a3Ha4eHOMY MOKYILEM NepeBi3HUKOBI)

FCA (Free Carrier) — ¢ppanxo-
nepeBizHUK<...> (Ha3Ba MICIIs).
Tepmin nependayae 18a MOXKINBI MICIIS
BiJIBaHTAXCHHSI MPOJIaBIIEM TOBApY:

KonTtpons 6e3neku; nmepeBipka sKocCTi,
KUIBKOCTI, Bard, po3Mipy; MaKyBaHHS,
MapKyBaHHS TOBapy; BUKOHAHHS
EKCIIOPTHUX MUTHHUX (OPMaTIbHOCTEH;
HaBaHTaXXeHHs ToBapy Ha T3, AKIo

Hapanraxxenns toapy Ha T3, gaxuio
BIJIBAaHTAXXEHHS 31HCHIOCTHCS HE B
MPUMILIEHH] TPOAABIIS; BUKOHAHHS
TPAH3UTHUX Ta IMIIOPTHUX MUTHHX
dbopManpHOCTEH; JOCTaBKa TOBapy
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— MicIie, 0 HaJICKUTh POJIABIICBI
(manpukian, Woro ckian, ¢padbpuka,
MarasuH);

— 3a3HayeHe B JIOTOBOPI MICIIE, SIKE HE
HaJIeKUTh IPOJABIIEB] (HAalIpUKIAL,
MOPCBKHI MOPT, TEPMIHAI).

VBajkaeTnes, 110 BiiBaHTAKEHHSI BUKOHAHO
TiCTIsl HABAHTAXKEHHS ToBapy Ha T3
MepeBi3HUKA, OTUIadYeHe mpoaasiieM. [1pu
IIbOMY BUBAaHTKEHHS ToBapy 13 T3 He €
000B’3KOM TPOJIABIIS.

[TocraBka BigOymnacsi B MOMEHT, KOJIH
MPO/IaBEIh Y BCTAHOBJICHOMY MICIIi TIEpE/1aB
TOBAp, 10 IPONIIIOB MUTHE OYHILIEHHS AJIs
EKCIIOPTY, 3a3HAaY€HOMY MOKYILEM
MepPEBI3HUKOBI a00 1HIIIIH 0CO0i.

[lepexia pU3UKIB — 3 MOMEHTY MTOCTAaBKHU.
Po3nonin 3aTpat — y MicIli IOCTaBKH.

Bun tpancniopty — Oynb-saxuit

3oHa BiANMOBiZAIbHOCTI NPOAABLSA

BiIBAHTA)XEHHS 31IHCHIOECTHCS B
NPUMIIIEHH] TPOJIABII; TOCTaBKa
TOBApPY JI0 MICIIS TOCTABKU
(HampuKIaa, MOPCHKOMY
NEPEBI3HUKOBI, 3a3HAYEHOMY
HOKYIILIEM ).

[Tponasers 3000B’s13aHMI TOBITOMUTH
MOKYMIIS PO JJOCTaBKY Ta MiTBEPAUTH
repelaHHs TOBapy MepeBI3HUKOB1

30Ha BiANOBIAAIBbHOCTI NOKYIIISI

Oco001MBOCTI 32CTOCYBAHHSA: Y KOHTPAKTI CJI1JI MAKCUMaJIbHO TOYHO BKA3aTH MYHKT y MICI{I [IOCTaBKH, OCKUIBKU CaM€ B LIbOMY
MYHKT1 PU3UKH YIIKOKEHHs a00 BTpATH TOBapy NEePeXoaiTh 0 MOKYILs

FAS (Free Alongside Ship) — ¢ppanko
y3/10Bk O0pTy cyaHa<...> (Ha3Ba MOPTY
BiJIBAHTKCHHS ).

[TocTaBka BinOynacs B MOMEHT, KOJH TOBap
PO3MIlIeHUH y3/I0BK OOPTY Ccy/Ha Ha

KonTtpons 6e3neku; nmepeBipka sKocCTi,
KUIBKOCTI, Bard, po3Mipy; MaKyBaHHS,
MapKyBaHHS TOBapy; OTPUMaHHS
Jiren3sii, 103BOy; BUKOHAHHS
€KCIIOPTHUX MUTHUX (OPMATBHOCTEH,

HaBaHTta)xeHHs TOBapy Ha CyJHO B
HOPTY BiIBAHTA)KEHHS; BAKOHAHHS
TPAH3UTHUX Ta IMIOPTHUX MUTHUX
dbopmanbHOCTEH; T0CTaBKa TOBapy 3
MOPTY BiIBAHTa)KEHHS; BAKOHAHHS
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mpuyaii, Ha OapXki B 3a3HAYCHOMY TTOPTY
BIJIBAHTAYKEHH.

[lepexia pU3UKIB — 3 MOMEHTY ITOCTABKH.
Po3znoain 3aTpar — y miciii mocTaBku (KOJIH
TOBAp 3HAXOAMUTHCS Y3/I0BK OOPTY CyIaHA).
Bun tpancnopty — TUIbKM MOPChKUI a00
BHYTPIIIHIM BOJHUN TPaHCHIOPT

3oHa BiANMOBiZAIbHOCTI NPOAABLSA

SIKIIIO 1HIIIE HE BCTAHOBJIEHO
JIOTOBOPOM; JTOCTaBKa TOBApy B OPT
BiJBaHTaKEHHSI.

[Tponasers 3000B’s13aHMI TOBITOMUTH
MOKYTIIIIS TTPO JOCTABKY TOBApy Ta
MIATBEPNTH ITEPEIAHHS TOBapy
MepPEeBI3HUKOB1

30Ha BiANOBIAAIBbHOCTI NOKYIIISI

eKCTIOPTHUX MUTHHX
(bopMaNbHOCTEMH, SAKIIO 1€ OKPEMO
nepenoayeHo B I0TOBOPI KyMiBIIi-
MPOJaXy (JIOTOBHEHHI 10 HBOTO)

Oco06,1MBOCTI 3acTOCYBaHHSI: Y KOHTPAKTI CJIiJT MAKCUMaJIbHO TOYHO BKA3aTH MYHKT 3aBaHTA)KEHHS B MOPTY BiIBaHTAXEHHSI TOBapY,
OCKUIBKH JI0 IIbOTO MTyHKTY BC1 pU3MKH Ta 3aTPAaTH HECE MPO/IaBEllb, a MICJs MOCTABKH B LIeH MyHKT — MOKYIELb

FOB (Free On Board) — ¢panko-6opt
<...> (Ha3Ba MOPTY BiJIBAHTAXKECHH).
[TocraBka BigOymnacsi B MOMEHT, KOJIM TOBap
MoTpanuB Ha OOPT Cy[THA B HA3BAHOMY
MOPTY BiJIBAHTA)KCHHSI.

[Tepexin pu3HKIB — 3 MOMEHTY TIOCTaBKH (Ha
0opTy cyaHa).

Posnoain 3aTpar — y micii noctaBku (Ha
00pTYy cyaHa).

Bun tpancnopty — TUTbKM MOPCHKUH a00
BHYTPIIIHII BOJAHUN TPAHCHIOPT

KoHTtposb Ge3nexu; mepeBipka sKocCTi,
KUTBKOCTI, Baru, po3Mipy; MakyBaHHS,
MapKyBaHHS TOBapy; OTPUMAaHHSI
JIIEH311, 103BOJTY; BUKOHAHHS
EKCIIOPTHUX MUTHUX (DOPMaIbHOCTEH;
HABAHTAKCHHS Ta JIOCTaBKa TOBAPY B
MOPT BiIBAHTAXKCHHS 1 HABAaHTAXKEHHS
TOBapy Ha CY/HO B IOPTY
BIIBAHTAXCHH.

[Iponaserns 3000B’s13aHUI HaIATH
MOKYIIIEB1 JOKa3 MOCTaBKH —
BIMOBIIHUN TPAHCTIOPTHUN JOKYMEHT

JloctaBka TOBapy 3 Mopry
BiJIBAHTA)KCHHSI; BUKOHAHHS
TPAH3UTHUX Ta IMIIOPTHUX MUTHHUX
dbopmanbHOCTEH

Oco001MBOCTI 32CTOCYBAaHHA: 1€} TEPMIH HEJJOLLILHO BUKOPHUCTOBYBATH, SKILO TOBAP MEPENAETHCS MEPEBIZHUKOBI IO TOTO MOMEHTY,
SK BIH IOTPANUTh Ha OOPT CyAHA (HANPHUKIAJ], TOBAp 3HAXOIUTHCS B KOHTEHHEpax, AKi 3a3BHUail MOCTABISAIOTHCS HA TepMiHa). Y

TAKUX BUITAJKAX 3aCTOCOBYETHCA TepMiH FCA



3/m HasBa Ta cyTh TOProBeJIbHOr0 TepMiHa 3oHa BiANMOBiZaNbHOCTI NPOAABLS 30Ha BiANOBIAAIBbHOCTI NOKYIIISI

Kareropis C (mpoaaBenb 3000B’A3aHUI YKJIACTH I0TOBIip NMepeBe3eHHs], ajie He MPUiiMae HA cebe PU3UK BTPATH a00 YIIKOIKEHHSI
TOBapy a00 10aTKOBI 3aTPaTH BHACIIIOK MOiii, 10 BiA0y/Mcs Mmic/isi BIIBAHTAKEHHA Ta BiANpPaBJIeHHS)

KouTtpons Oe3nexu; nepesipka sIKOCTI,
KUIBKOCTI, Baru, po3Mipy; NakyBaHHS,
MapKyBaHHS TOBapy; OTPUMaHHS
JIEH311, 103BOJTY; BUKOHAHHSI
€KCIIOPTHUX MUTHUX (OpPMaIbHOCTEH;
JOCTaBKa JI0 Ha3BaHOTO MOPTY
MIPU3HAYEHHSI; BABAaHTA)KEHHS TOBapy B
MOPTY NPU3HAYEHHS; TPAH3UTHE
IIEPEBE3EHHS Uepe3 TPETI KpaiHu, SKILO

CFR (Cost and Freight) — BapTicTs i
¢ppaxr<...> (Ha3Ba NOPTy NPU3HAUYEHHS).
[TocTaBka BigOynacs B MOMEHT, KOJIHM TOBap
moTpanuB Ha OOPT CyJHA B MTOPTY
BIJIBAHTAKEHHS.

[TpomaBenk ortauye nmepeBe3eHHS TOBAPY
(ppaxrt) 10 Ha3BaHOTO MOPTY MPUHAYEHHS.

[lepexia pu3UKIiB — 3 MOMEHTY, KOJIH TOBap BukoHaHHS TpaH3UTHUX MUTHHUX

3HAXOJIUTHCS Ha OOPTY Cy/IHA B TIOPTY
BIJIBAHTAKEHHS.

Po3nonin 3aTpat — y MicIii mpu3HadeHHS.
Bua tpancniopTy — TUIbKM MOPCBKHI a00

BHYTPIIIHIA BOAHUHN TPAHCIIOPT

3a JOTOBOPOM IT€PEBE3CHHS BUTPATH Ha
TaKi MePEeBE3CHHS OIUIAYY€E MMPO/IABECIIb.
[IpomaBers 3000B’13aHUI TTOAATH
MOKYIIIEB1 TPAHCIIOPTHHUIA JJOKYMEHT
JI0 TTOTO/PKEHOTO MOPTY MPU3HAYCHHS

dbopManbHOCTEH, SKIIO 33 JOTOBOPOM
NepeBe3eHHs 11l BUTPATH HE OIUIavye
MpOJIaBelb; BUKOHAHHS IMIIOPTHHUX
MUTHUX (popManbHOCTEN; JOCTaBKa 3
MOPTY MPU3HAYCHHS

Oco006MBOCTI 32aCTOCYBaHHSA: y KOHTPAKTI TpeOa TOYHO BKA3aTH MYHKT y TIOTO/DKEHOMY CTOPOHAMU MOPTY MPU3HAYEHHS, OCKUTBKHU 10
[[LOTO MYHKTY BUTPATH OILIavYye MpoJiaBelb. L{eil TepMiH HEIOUUIBHO BUKOPHCTOBYBATH, SIKIIO TOBAP MEPEIAETHCS MEPEBIZHUKOBI /10
TOTO MOMEHTY, SIK BiH IOTPANUTh HA OOPT cyHa (HAIPUKIIAJl, TOBAp 3HAXOJAUTHCS B KOHTCHHEPAX, K1 3a3BHYall MOCTABIISAIOTHCS HA
TepMiHal). Y TaKuxX BUMNAJAKaX 3aCTOCOBYeThCs Tepmin CIP

CIF (Cost, Insurance and
Freight) — BapTicTb, cTpaxyBanns Ta

¢ppaxr <...> (Ha3Ba MOPTY NPU3HAYEHHS).

KonTposns Oe3neku; nepeBipka SKOCTI,
KUIBKOCTI, Baru, po3mipy; HaKyBaHHS,
MapKyBaHHs TOBapy; OTPUMaHHS
Jiren3sii, 103BOy; BUKOHAHHS

BuBanTa)keHHs ToBapy B OPTY
NpPU3HAYEHHS; BUKOHAHHS
TPAH3UTHUX MUTHUX (DOpMaNbHOCTEH,
SIKIIO 32 JOTOBOPOM MEPEBE3EHHS 111
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[TocraBka BinOymacst B MOMEHT, KOJIH TOBAp
[IOTpaIuB Ha OOPT CyaHA B IOPTY
BIJIBAHTAKEHHS.

[Tpoxasers 3000B’s13aHUM OTIIIATUTH
NOCTaBKy ((ppaxT) y mopT NpU3HAYEHHS Ta
3acTpaxyBaTH TOBap Ha KOPUCTH MOKYIILIS
B1Jl pU3MKIB BTPATH 1 YIIKOKEHHS TOBapy
iz yac nepese3eHHs. [IoTpiOHO TUIbKU
MiHIMaJbHE MMOKPUTTS PU3UKIB MOKYIIIIA,
SIKITIO 1HIIIE HE TIepe10adeHo T0TOBOPOM.
[lepexia puU3UKIB — 13 MOMEHTY, KOJIH TOBap
y’K€ 3HaXOUThCS Ha OOPTY CyJHA B MOPTY
BIJIBAHTAKEHHS.

Po3nonin 3aTpat — y MicIii npu3HadeHHSI.
Bua tpancniopTy — TUTbKM MOPCBKHI 200
BHYTPIIIHIA BOAHUI TPAHCIIOPT

3oHa BiANMOBiZAIbHOCTI NPOAABLSA

EKCTIOPTHUX MUTHHUX (OPMATTLHOCTEI;
JIOCTaBKa JI0 HA3BAHOTO MOPTY
NPU3HAYCHHS; CTPaXyBaHHS PU3HKIB Ha
KOPHCTb MOKYIIIS M yac
NIepeBe3eHHS; BUBAHTAXKCHHS TOBApPY B
HOPTY MPU3HAYEHHS; BAKOHAHHS
TPaH3UTHUX MUTHUX (DOPMaAIBHOCTEH,
SIKIIO 32 JOTOBOPOM TI€PEBE3CHHS IIi
BUTPATH OTUIAYYE MTPOIABEIIb.
[Tponasers 3000B’s13aHUI TOAATH
MOKYIIIEB1 CTpaxoBUH MoJIiC a0 1HIIe
MIATBEPKEHHS CTPaXOBOTO MOKPUTTS
(CTOpPOHU MOKYTb Y3rOJIUTH B
KOHTPaKT1 OUTBIIT BUCOKI PIBHI
MTOKPUTTS)

30Ha BiANOBIAAIBbHOCTI NOKYIIISI

BUTPATH HE OIJIauy€e MPOJIABEIIb;
BUKOHaHHS iMHOpTHI/IX MUTHHUX
(dopManbHOCTEH; 1O0CTaBKa 3 MOPTY
MMPU3HAYCHHSA

Oco06,1MBOCTI 3acTOCYBAaHHSI: Y KOHTPAKTI Tpeba TOYHO BKa3aTH IyHKT y MOTO)KEHOMY CTOPOHAMHU MOPTY MPU3HAUYEHHS, OCKUIBKH JI0
LbOTO MYHKTY BUTPATH OIJIauye rpoiaBelb. Lleil TepMin HeoUIbHO BUKOPUCTOBYBATH, SIKIIIO TOBAp MEPEIaeThCs MEPEBIZHUKOBI 110
TOTO MOMEHTY, SIK BiH IIOTPANUTh Ha OOPT CyJHA (HANPUKIIAA, TOBap 3HAXOIUThHCS B KOHTEHHEpaXx, sIKi 3a3BUYall MOCTABIIAIOTHCS Ha
TepMiHai). Y Takux BUnajakax 3actocoByerbest Tepmin CPT. [lokynenb moBUHEH po3yMiTH, IO MPOJABEIh TAPAHTYE TUIBKU
MiHIMaJbHE CTPaxoBe MOKPUTTS i MOXKe BUMAaraTu, o0 y KOHTPAKTi OyJi0 BCTAHOBJIEHE JOJATKOBE CTPaXOBE MOKPUTTS

CPT (Carriage Paid To) —
(ppaxt/mepeBe3eHHs ONJIAYEHO 10
<...> (Ha3Ba Miclg IPU3HAYCHHS).
IToctaBka BinOysacs B MOMEHT, KOJIH
MIPOJaBelb JOCTABUB TOBAP HA3BAHOMY

KonTtpons 6e3neku; nmepeBipka sKocCTi,
KUIBKOCTI, Bard, po3Mipy; MaKyBaHHS,
MapKyBaHHS TOBapy; BUKOHAHHS
EKCIIOPTHUX MUTHHUX (OPMaTIbHOCTEH;
JI0CTaBKa TOBapy JI0 Y3TrOIKEHOTO

BuBanTa)xeHHs TOBapy B OPTY
NPU3HAYEHHS; BUKOHAHHS
TPAH3UTHUX MUTHUX (POpPMaNbHOCTEH,
SIKIIO 32 JOTOBOPOM MEPEBE3EHHS 111
BUTPATH HE OILIAYy€E MIPOJIaBELb;
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MepeBi3HUKOBI 200 iHIIINH 0c00i B
Y3roJKEHOMY CTOPOHAMH MICIIL.
[IponaBenp ortauye nepeBe3eHHs TOBAPY
710 Ha3BAHOTO MYHKTY MPU3HAYCHHSI.
[Tpoaasers 3000B’s13aHUI TOBITOMUTH
MOKYIIIS PO Yac JOCTaBKU TOBApy B
y3rojpxeHe Micue. Ilepexin pusukis — 13

MOMEHTY MepeaHHs TOBAPY NEPEBI3HUKOBI.

Posnoain 3aTpar — y miciii npu3HayYeHHs.
Bun tpancnopty — Oynb-skuii

3oHa BiANMOBiZAIbHOCTI NPOAABLSA

NYHKTY B MICIIi TPU3HAYCHHST,
BHUBAHTAXEHHS TOBApy B MiCIIi
NPU3HAUYEHHS; BAKOHAHHS TPAH3UTHUX
MUTHUX (POpPMATTBHOCTEH, SKIIO 3a
JIOTOBOPOM IE€PEBE3EHHS 111 BUTPATU
OIlIavye MPOJIABELb.

Jloxa3oM BUKOHaHHSI IIPOJIaBLIEM CBOIX
000B’SI3KIB 13 IOCTaBKH TOBapY €
BIJIMIOBIIHUN TPAHCTIOPTHUHN JOKYMEHT

30Ha BiANOBIAAIBbHOCTI NOKYIIISI

BUKOHaHHS iMHOpTHI/IX MUTHHUX
(dopManbHOCTEN; JOCTAaBKa 3 IYHKTY
MMPU3HAYCHHSA

Oco0MBOCTI 3acTOCYBAaHHSI: Y KOHTPAKTI CJIiJT MAKCHMAJILHO TOYHO BKA3aTH MICIIC MIOCTABKH, y SKOMY PHU3HK TIEPEXOTUTH JIO
MTOKYTIIS, 1 MICIIe TPU3HAYCHHS, JIO0 SIKOTO TIPOJIaBellb 30008’ I3aHMI OIJIATUTH AOCTaBKy. L{el TepMiH JOMITEHO BUKOPHUCTOBYBATH,
SIKITIO TOBAp JAOCTABJISIETHCS Bl TPOAABILS JIO MOKYIIIISA KUTbKOMa BUJIAMU TPAHCTIOPTY (HAINPUKIIAJ, CIIOYATKY 3aJl113HUIICIO, a 1ajl —

MOPEM)

CIP (Carriage and Insurance Paid to) —
dpaxrT/nepeBe3eHHs Ta CTPAXyBaHHS
omJiavyeHi g0 <...> (Ha3Ba Micls
MIPU3HAYCHHS ).

[TocTaBka BigOynacs B MOMEHT, KOJIH
MIpOJIaBellb JOCTaBUB TOBAp HA3BAHOMY
MepPEeBI3HUKOBI a00 1HIIIIH 0COO0i.
[TpoaaBers 3000B’sI3aHUMA OTLIIATUTH
JOCTaBKY J0 HAa3BaHOTO MYHKTY
MPU3HAYECHHS Ta 3aCTPaxyBaTH TOBAp Bif
yCIX PU3HUKIB 13 MAKCUMAJIbHUM CTPaXOBUM
MOKPUTTSAM 1 CTPAXOBOIO CYMOIO HE MEHIIIE

KoHTposb Ge3nexu; mepeBipka sKocCTi,
KUTBKOCTI, Baru, po3Mipy; MakyBaHHS,
MapKyBaHHsI TOBapy; BUKOHAHHS
EKCTIOPTHUX MUTHHUX (OPMAIIbHOCTEIH;
JIOCTaBKa TOBApPY JI0 Y3TOKEHOTO
MYHKTY B MICI[l MPU3HAYEHHS;
CTpaxyBaHHS PU3HUKIB M1 4ac
HepeBe3eHHs Ha KOPUCTb MOKYIIIS;
BUBaHTaKEHHsI TOBapy B Miclli
MPU3HAYCHHS, BAKOHAHHS TPAH3UTHUX
MUTHHX (POpManbHOCTEH, SIKIIO 3a

BuBanTtaxxeHHs1 TOBapy B MICIIi
MPU3HAYCHHS; BAKOHAHHS
TPAH3UTHUX MUTHUX (HOPMaIbHOCTEH,
SIKIIIO 3@ JIOTOBOPOM IIEPEBE3CHHS i
BUTPATH HE OIIAUYE MPOJIaBeIlb;
BUKOHAHHS IMIOPTHUX MUTHHUX
dbopManbHOCTEH; JOCTaBKa 3 MICIIS
MOCTABKH /IO Micllsl IPU3HAYCHHS
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HasBa Ta cyTh TOProBeJIbHOr0 TepMiHa

110 % BaprocTi ToBapy. Bognouac
CTOPOHH, SIKIIO 1100aKal0Th, MOKYTh
MOTOAUTHCS B KOHTPAKTI Ha OUThII HU3bKHM
PIBEHb CTPAaXOBOIO MOKPUTTS.

[lepexia pu3MKIB — Yy MOMEHT IEpEJaHHs
MEePIIOMY TIEPEBI3HUKOBI.

Posznoain 3aTpar — y miciii npu3HayYeHHS.
Bun tpancnopty — Oynb-skuii

3oHa BiANMOBiZaNbHOCTI NPOAABLS 30Ha BiANOBIAAIBbHOCTI NOKYIIISI

JIOTOBOPOM TIE€PEBE3CHHS 1[I BUTPATH
OTIIaYye€ TPO/IABEIb.

[Tponasers 3000B’s13aHUI HaATH
MOKYIILEB1 CTPaxoBUH moJic abo iHIIe
HiATBEP/HKEHHS CTPAXOBOTO OKPUTTS

Oc00MBOCTI 3aCTOCYBAHHSA: 1I€H TEPMIH 3pYUHO 3aCTOCOBYBATH, SIKIIO JIJIsl JOCTABKH TOBAPY BUKOPHUCTOBYETHCS OUTBIIIE OJHOTO
BUJly TPAHCIIOPTY. SIKIIIO CTOPOHU XOUYTh, 100 PU3UKH MEPEXOAUIIHN J0 MOKYIIS HE Ha MEPIIOMY, a Ha HACTYITHOMY eTarli
MepeBe3eHHs, TOIi I1e Tpeba MpsIMO BKa3aTH B KOHTPAKTI

DAP (Delivered at Place) — mocraBka B
NMYHKTI <...> (Ha3Ba MyHKTY).

[TocTaBka BigOynacs B MOMEHT, KOJIH TOBap
HaJIaHU# y pO3NOPSKEHHS MOKyms Ha T3,
KU TpUOYB 1 TOTOBHII 10 pO3BaHTAXKEHHS
B Y3TO/DKEHOMY MICIli IPU3HAYEHHS.
[lepexia pu3UKIB — y MyHKT1 IPU3HAYCHHS,
3a BUHSTKOM PHU3UKIB, OB’ SI3aHUX 13
HEBUKOHAHHSM MOKYIIIEM MUTHHUX
(dbopmasbHOCTEH Mif Yac IMIOPTY.
Posmoain 3aTpar — y NyHKTi IPU3HAYECHHS.
Bun tpancnopty — Oyab-skuit

Karteropisi D (mpogaBeub NOBMHEH HECTH BCi BUTPATH il PU3UKH, HEOOXITHI /151 JOCTABKHM TOBAPY /10 MYHKTY NMPU3HAYEHHS)

KoHTposb Ge3nexu; mepeBipka sKocTi,
KUTBKOCTI, Baru, po3Mipy; MaKkyBaHHS,
MapKyBaHHS TOBapy; BUKOHAHHS
EKCTIOPTHUX MUTHHUX (OPMATIbHOCTEIH;
JIOCTaBKa TOBapPY JI0 Y3TOKEHOTO
NYHKTY MPU3HAYCHHS, BUKOHAHHSI

TPaH3UTHUX MUTHUX (OPMaIbHOCTEH; BuBanTtaxxeHHs1 TOBapy B MIiCIIi
BHUBAHTAXEHHS TOBapy B MiCIIi MPU3HAYEHHS, SAKIIO 3a JIOTOBOPOM
MPU3HAYEHHS, AKIIO 33 IOTOBOPOM nepeBe3eHHs 11l BUAATKU HE OTIavdye
NEepEeBE3CHHS BUTPATH Ha MPOJIaBellb; BUKOHAHHS IMIIOPTHHUX
PO3BAHTAKEHHS OIJIaYy€ MIPOJIABEIlb. MUTHUX (hopMambHOCTEN



3/

10

HasBa Ta cyTh TOProBeJIbHOr0 TepMiHa

3oHa BiANMOBiZAIbHOCTI NPOAABLSA

[Iponasens 3000B’s13aHUI TOAATH
MOKYTIIEB1 BIINOBITHIIA TPAHCIOPTHUA
JOKYMEHT

30Ha BiANOBIAAIBbHOCTI NOKYIIISI

Oco0/1mBOCTI 3acTOCYBaHHS: 1I€H TEPMIH JOLLILHO 3aCTOCOBYBATH, SIKIII0 BUKOPUCTOBYETHCS KUIbKa BUAIB TpaHcopTy. [Ipoaasens
He 3000B’s13aHNUI BUKOHYBATH MUTHI (POPMaIbHOCTI M1l Yac YBE3E€HHS TOBapy /10 KpaiHU MPU3HAYEHHA. SIKIIO CTOPOHU XOUYTh
3000B’43aTH MPOJABIS 1€ pOOUTH, TOII Cii7] BAKOpUCTOBYBaTH TepMiH DDP

DPU (Delivered at Place Unloaded) —
MOCTABKA HA Miclle BUBAHTAKEHHSI.
[TponaBenp yBaxae, 110 BUKOHAB CBOi
3000B’s13aHHSI 3 TOCTABKH, KOJIU TOBap,
BUITYIIICHUH Y MUTHOMY PEXHMi €KCTIOPTY,
po3BaHTaXeHUH 13 pudynoro T3 1 HagaHwit
Y PO3TOPSKSHHS TIOKYIILS B 3a3HAYCHOMY
MiCIIl TPU3HAYCHHS.

[Tepexin pu3HKIB — MICISA PO3BAHTAXKEHHS B
3a3HAUYEHOMY MICIli TepMiHaa.

Po3noin 3aTpat — y myHKTI IPU3HAYCHHS.
Bun tpancniopty — Oyib-sKkuid

Koutpons Oe3nexu; nepeBipka sSKOCTI,
KUTBKOCTI, Baru, po3Mipy; MakyBaHHS,
MapKyBaHHS TOBapy; BUKOHAHHSI
EKCIIOPTHUX MUTHHUX (DOPMaILHOCTEH;
JIOCTaBKa TOBAPY JI0 Y3TOHKEHOTO
TepMiHaja; BUKOHAHHS TPAH3UTHUX
MUTHHX (HOPMATBHOCTEH;
BUBAHT)XCHHS TOBapY.

[IponaBens MOBUHEH TIOIATH
MOKYTIIEB1 OYy/Ib-IKUH JOKYMEHT
(HampuKiIaa, KO TPAHCIIOPTHOTO
JOKYMEHTA, 110 MATBEPHKYE EKCIOPT 1
JaTy BiIBAaHTA)KCHHS ), HEOOXITHUI 17151
0JIep>KaHHS TOBapy, 3a CBIi paXyHOK

BuKOHaHHS IMIOPTHUX MUTHHUX
(dbopMaIbHOCTEH, a TAKOXK
HEOOXIIHUX i ITiC/Is1 BUBAHTAXKECHHS
TOBapy

Oco001MBOCTI 32CTOCYBaHHA: 1€} TEPMIH JIOLILHO 3aCTOCOBYBATH, SKIIO BUKOPUCTOBYEThCS KilIbKa BUIIB TpaHcnopTy. Tepmin DPU
NpUIAIIOB Ha 3MiHYy TepMiHa DAT, mo0 3a6e3neuntu OUIbIly THYYKICTh Y BU3HAYEHHI MICIsl JOCTAaBKU ToBapy. Tenep mpoiaBIeBi Ta
MOKYMIIEB1 MOKHA IOTOJUTH OyIb-sIKe Miclle JJIs IOCTaBKH TOBApy, a HE TUIbKU B KOHKPETHOMY TepMiHalli. Y KOHTPaKTI
PEKOMEHYEThCSl TOUYHO BKA3aTH MICIE JOCTAaBKU TOBAPY, TOMY 1[0 PHU3UKH JIO LIOTO MTyHKTY HECE MPOJIaBellb
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HasBa Ta cyTh TOProBeJIbHOr0 TepMiHa

DDP (Delivered Duty Paid) — mocraBka 3
OIJ1aTO0 MHUTA <...> (Ha3Ba MICIIs
MIPU3HAYECHHS).

[TocTaBka BigOynacs B MOMEHT, KOJIU
MPO/IaBEIh HAJAAaB TIOKYIIIEB1 B MICITI
MPU3HAYSHHS TOBAP, IO TPOMUIIIOB MUTHE
OYHIIEHHS JUIsl IMIIOPTY ¥ TOTOBUH /10
PO3BaHTaKEHHS.

[TpoaaBers 3000B’s13aHUI TOBITOMUTH
MOKYIILA PO Yac NMpUOYTTs TOBApY B MicCIie
MIPU3HAYCHHS Ta MMOIaTH HOMY TIOKYMEHTH,
10 JTO3BOJISIOTH MIPUHHSITH TOBAp.

[Tepexin pu3HUKIB — y MOMEHT ITOCTaBKH.
Po3nonin 3aTpat — y myHKT1 IpU3HAYCHHS.
Bun tpancniopty — Oynb-saxuit

3oHa BiANMOBiZAIbHOCTI NPOAABLSA

KonTposs Oe3neku; nepeBipka SKOCTi,
KUIBKOCTI, Baru, po3Mipy; NakyBaHHS,
MapKyBaHHS TOBapy; BUKOHAHHS
EKCTIOPTHUX MUTHHUX (OPMAITLHOCTEI;
JI0CTaBKa TOBapy /10 MICIIs
NPU3HAYCHHS; BUKOHAHHS TPAaH3UTHUX
Ta IMIIOPTHUX MUTHUX
dbopManbHOCTEH, CcIIjIaTa MUTA; CIUIaTa
OyIb-sIKUX MMoAaTKiB, 30kpema [1/1B,
K1 CIIPaBJISIIOTHCS M1 Yac IMIIOPTY,
SKIO IHILIE IPSIMO HE TIOTOJKEHE B
KOHTpPakTi (y TAKOMY BHUIIAJIKy B
KOHTPaKT1 pOOJISATh 3aCTEPEIKCHHS —
DDP 6e3 crutatu [1]1B)

30Ha BiANOBIAAIBbHOCTI NOKYIIISI

Po3BanTaxeHHs TOBapy 13 MpuOyI0TO
T3

Oco0MBOCTI 3acTOCYBaHHS: MPOJAaBeIb 30008’ 13aHII BUKOHYBATH MUTH1 (DOPMATBHOCTI SIK ITi/T 9ac €KCIOPTY, TakK 11 9ac iMrmopTy. BogHouac
Y HBOTO MOKYTh OyTH TPYIHOII B KpaiHi IMITIOPTY, SIKIIO BiH, HAPUKIIAM, HE 3apeecTpoBanuii TaMm. 11l00 nponaBiieBi He TOBEIOCS BUKOHYBATH
IMITOPTHI MUTHI (POPMAITBHOCTI i MiCIIe JJOCTaBKH 3TUIIUAIIOCS MICIIeM IpHU3HAaYEHHs, JOTOBIPHI CTOPOHH MOXKYTh 0OpaTu 6a3uc DAP



3. Sk miarorysatucs 10 Oi3Hec-3ycTpiyl.
How to Prepare for a Business Meeting by Amanda C. Kooser

A well-run meeting can be used to effectively train employees, close an important
sale, set business goals and keep major projects on the right track. A successful meeting
starts well before everyone is gathered in a conference room. The person running the
meeting needs to make arrangements, gather materials, send out invitations and coordinate
the activities. Participants need to be prepared to handle any required tasks, provide
feedback, make presentations or brainstorm ideas. Doing the groundwork ahead of time
will keep the meeting running smoothly and help you meet your goals.
1. Determine if you are running the meeting or expected to participate in any
fashion. If you are in charge of arrangements, be ready to coordinate scheduling,
materials and the pacing of the meeting.
2. Set a goal for the meeting. Decide if you are trying to make a sale, bring an
investor on board, train employees about company policies or brainstorm new product
ideas.
3. Set an agenda for the meeting. Give participants a heads up if the meeting is
expected to be particularly long. Allow time for bathroom or refreshment breaks.
Prepare a schedule if there will be multiple speakers or presenters.
4, Make arrangements for a meeting room, conference call or online meeting. Book
a time that works for all key participants. Call or email the group to make sure that the
chosen time works for everyone.
5. Send out time and location details to all participants. If you are dealing with
employees, let them know if attendance is mandatory or optional. Email conference
call-in numbers and codes if you are arranging a phone meeting.
6.  Prepare for any needed equipment. For example, if you are going to have a
computer presentation, be sure that the conference room has a screen and projector.
Know how to hook your laptop up to the projector so that you don’t have to waste
valuable meeting time dealing with technical details.
7. Take your presentation for a test drive before you do it in front of clients. Make
sure your sales or investment pitch is professional, concise and interesting. Endless
charts projected on a screen don’t make for compelling meetings. Understand your
audience, how you can meet their needs and what goals you want to reach.
8. Gather materials. Print off handouts. Make sure there are enough chairs for
everyone. Prepare refreshments or make catering arrangements if necessary.
Q. Remind participants 24 hours ahead, or on the morning of, the actual meeting.
Aim to start the meeting promptly at the given time.

Tip. Let participants know if they need to bring specific materials. Ask
employees to bring note-taking supplies and consider delegating supplies, including
refreshments or snacks for informal meetings.

4, Oco0aMBOCTI IHTEPB’10 3 POOOTOIABIIEM.
10 interviewing rules by Carole Martin, Monster contributor
In the current job market, you’d better have your act together, or you won’t stand
a chance against the competition. Be prepared to the best of your ability. There is no
way to predict what an interview holds, but by following these important rules you will



feel less anxious and will be ready to positively present yourself. Check yourself on
these 10 basic points before you go on that all-important interview.

1. Do your research. Researching the company before the interview and learning
as much as possible about its services, products, customers and competition will give
you an edge in understanding and addressing the company’s needs. The more you
know about the company and what it stands for, the better chance you have of selling
yourself in the interview. You also should find out about the company’s culture to gain
insight into your potential happiness on the job.

2. Look sharp. Select what to wear to the interview. Depending on the industry and
position, get out your best interview clothes and check them over for spots and
wrinkles. Even if the company has a casual environment, you don’t want to look like
you slept in your outfit. Above all, dress for confidence. If you feel good, others will
respond to you accordingly.

3. Be prepared. Bring along a folder containing extra copies of your resume, a copy
of your references and paper to take notes. You should also have questions prepared to
ask at the end of the interview. For extra assurance, print a copy of Monster’s handy
interview take-along checklist.

4, Be on time. Never arrive late to an interview. Allow extra time to arrive early in
the vicinity, allowing for factors like getting lost. Enter the building 10 to 15 minutes
before the interview.

5.  Show enthusiasm. A firm handshake and plenty of eye contact demonstrate
confidence. Speak distinctly in a confident voice, even though you may feel shaky.

6. Listen. One of the most neglected interview skills is listening. Make sure you are
not only listening, but also reading between the lines. Sometimes what is not said is
just as important as what is said.

7.  Answer the question asked. Candidates often don’t think about whether they are
actually answering the questions their interviewers ask. Make sure you understand
what is being asked, and get further clarification if you are unsure.

8.  Give specific examples. One specific example of your background is worth 50
vague stories. Prepare your stories before the interview. Give examples that highlight your
successes and uniqueness. Your past behavior can indicate your future performance.

Q. Ask questions. Many interviewees don’t ask questions and miss the opportunity
to find out valuable information. The questions you ask indicate your interest in the
company or job.

10. Follow up. Whether it’s through email or regular mail, the interview followup is
one more chance to remind the interviewer of all the valuable traits you bring to the
job and company. Don’t miss this last chance to market yourself.

Want more interviews? Do this. It’s important to appear confident and cool for
the interview. One way to do that is to go on an ample number of interviews so you get
comfortable with the process. Could you use some help in that department? Join
Monster today. As a member, you can upload up to five versions of your cover letter
and resume—each tailored to different types of jobs that interest you. Recruiters search
Monster every day looking to fill top jobs with qualified candidates, just like you.
Additionally, you can get job alerts sent to your inbox the moment they become



available. The more exposure you can get, the sooner you’ll find yourself back in the
interview seat—and then at the company itself.

5. IIpoBeneHHs Biie0-KOH(pepeHLiit

Meeting Preparation

* Arrive well before your videoconference starts to test the videoconferencing
system and the interface to your laptop.

* Minimize distracting glare and uneven lighting by pulling the shades on
windows and doors and covering glass-framed wall hangings. You should minimize
combining outside light with indoor fluorescent lighting to prevent problems with the
videoconference camera and the quality of your image.

» Make sure the room has adequate lighting, typically what would be used for
standard office work. If it's too dark, the other sites won't be able to see you clearly.

* Try to set up a back channel for communication to the other site(s) such as with
Instant Message client or email. This allows for communication without interrupting
the discussion.

» Wear neutral, muted, or pastel solid colors. Avoid plaids, stripes, polka dots,
very bright colors, and the colors white or red—they can cause distracting effects on
screen.

Communicate Effectively

* Do an audio check before the virtual meeting begins to ensure that everyone
can hear you.

* Speak in a normal voice, you shouldn't have to shout.

 Talk directly into the microphone. Do not turn your head from side to side
while talking or your voice will fade in and out at the remote site.

* When you start talking, JUST KEEP TALKING! Try not to ask "can you hear
me?" or anything like that. Assume that everything is working fine. You will be
interrupted if something is wrong.

» When possible, keep your microphone muted when you won't be speaking for
several minutes or more. Un-muted microphones can be the single most important
problem communicating during a videoconference meeting.

* Be natural, but limit excess movement to avoid looking jerky on screen. If you
walk around while speaking, remain in a small area and walk slowly.

Videoconferencing Etiquette

* When videoconferencing with many sites, start your comment by saying your
name and location (for example, "This is Pat at Northwestern.") Doing so helps the
video equipment switch to your site and also helps other sites identify who is speaking
before the video monitor catches up.

* When your microphone is on, be careful with side conversations and do not
rustle papers or make tapping sounds near the microphone. Any sounds you make will
be heard by the other sites and can be distractive.

* Direct your questions to a specific site, and preferably a specific individual.
Expect a few extra seconds of delay in getting an answer because of the technology
and distance involved (at minimum, un-muting the microphone).



* Do not cause echo. If you are causing echo, it will disrupt the videoconference.
If necessary, keep your microphone muted until you have to speak, and then quickly
mute it when you are finished.

* Look directly at the camera as often as possible. This will give the remote site
the impression that you are looking directly at them.
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