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RE: Summer Vacation Scheme
Dear Sir/Madam,
I am writing to apply for the summer vacation scheme at Cleary Gottlieb’s Hong Kong office.
My CV is attached to this letter.
I want to work at Cleary Gottlieb because it is a watchword for collegiality, collaboration,
teamwork and, above all, excellence. These qualities resonate strongly with me. This is a firm
in which I hope to progress in my career and advance within the law. As one of the first US
firms to establish offices outside of the US, Cleary anticipated the move towards globalised
law firms and one-stop services for clients. My study of international politics has highlighted
the impacts of globalisation and I am strongly attracted to a firm such as yours, which is keenly
aware of these issues.
I have completed the Graduate Diploma in Law and prior to that, attained First Class Honours
at University College London. I believe that I have the essential qualities required of a good
lawyer – I am intelligent, curious, possess good analytical skills and am keen to learn. As my
CV reflects, I have acquired voluntary legal experience at HSBC Bank where I handled cases
with fee earners. I also gained insightful legal experience at Lambert Mason & Swinton and
worked on a voluntary basis as a Legal Advisor at my university.
I see the practice of law as partly being about one’s ability to relate to people and forge effective
relationships. My involvement on the university sports team highlights the value that I place
on collaboration, teamwork and collegiality as well as my abilities as an effective team player.
The experience taught me a great deal about myself and about the role of leaders in teams. I
look forward to applying the skills that I have acquired in a career at Cleary, which places great
emphasis on teamwork and collaboration. I hope to prove a good fit for the firm and await your
favourable response.

Yours sincerely,
Laura Bogden

GLOSSARY OF TERMS

Acquisition Finance

A means by which a buyer finances an acquisition. Often involves
loans by banks

B&F

Banking & Finance

Bonds

A form of debt financing (raising money by borrowing). The main
difference between a bond and a bank loan is this: bonds are
generally tradeable (you can sell off your bonds on a bond
market) but loans aren’t.

Capital Markets

Figuratively speaking, a market where companies go to raise
funds (capital). Capital Markets can be broadly divided into equity
(think IPOs, stocks) and debt (think bonds) capital markets.

Chinese SOE

Chinese State Owned Entity

CSRC

China Securities Regulatory Commission

DD

Due Diligence
The process of checking a company (through records filed with
the relevant company registries, the company’s statutory books,
financial statements and documents showing its litigation history
and so on). One of the aims is to ascertain the economic viability
of a company.

HKEx

Hong Kong Stock Exchange

HMRC

HM Revenue and Customs

IPO

Initial Public Offering
A company issues shares to the public in exchange for money. In
the process, it lists on a stock exchange.

LSE

London Stock Exchange

M&A

Mergers & Acquisitions

NDRC

The Chinese National Development and Reform Commission

PESTLEB

A useful cognitive tool that helps you generate possible risks
factors that a company faces for a particular transaction.

Prospectus

Key document in an IPO

SAFE

The Chinese State Administration of Foreign Exchange

SASAC

The Chinese State-owned Assets Supervision and
Administration Commission

SPA

Share Purchase Agreement
The key legal document in an M&A which contains important
clauses stipulating items such as the purchase price, warranties
and restrictive covenants to be given.

