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LenTpansHOyKpaiHCHKUAN Aep KaBHUN NeIaroTivHIi yHiBepcuTeT iMeH1 Bomogumupa Bunanyuenka

KOMIIO3UIIAHI TA JIHFTBOCTUJIICTUYHI OCOBJIUBOCTI
JIJIOBOT'O JIMCTYBAHHS AHIJIIMCHKOIO MOBOIO

3 pozeumkom MidCHApOOHUX 8IOHOCUH OLN08e TUCTYBAHHS AHSNIUCHKOI0 MOBOI0 HADYBAE BaAdIC-
JIUB020 3HAYEHHS, A0HCe BOHO 0EMOHCMPYE BUCOKY NPOQecCiliHicmb CIMOpPIH | MOdce CIamu 6U3HA-
YQIbHUM YUHHUKOM iX noOansoi cnienpayi. ¥ cmammi po3eisiHymo KoMNo3uyiini ma aineeocmu-
JCmMu4Hi 0coOaU80CMI 0II06020 TUCMYBAHHI AH2TIIICLKOW MOBOKW. Bcmarnoesneno, wjo dinoguii aucm
MA€ YimKy KOMRO3UYIUHY CIMPYKMYpy: NPUGImMaHHs, 6CIyN, OCHOBHY YACMUHY, BUCHOBOK i NPOUWAHHSL.

Hazonoweno, wo 3axiona menoenyis 00 cnpowjeHus ghopmamy 0in08o2o MUcma 00380JI€ ONYC-
Kamu 4acmuHu NpUGimanHs ma npowjanns. /lemanvrno npoananizoeano Koicen KOMRO3uyiuHuil ene-
Mmenm aucma. Ha epamamudnomy pigHi oxapaxmepuso8aHo 8X4#CUSAHHI 3AUMEHHUKIE nepuioi ocobu
OOHUHU T MHOJICUHU, YCKIAOHEHHS PEYEeHb THPIHIMUSHUMU KOHCMPYKYIAMU, 2ePYHOIEM, OlENPUKMEm -
HUKO8UMU 360pomamu mowjo. Ha nexcuunomy pieni — 8acudanHs cig y npsmomy 3HayenHi, giocym-
Hicmb 00pazHux 3acobié i CUHOHIMIB, BUKOPUCMAHHS CheyuiuHoi mepminono2ii ma @paszeonosii,
HAABHICb APXAi3Mie, a MAKONC YHUKAHHS 8XHCUBAHHS OIANIeKMU3MIB, BUSYKIE | MOOAIbHUX CTlI6.

Bcmanosneno, wo cmunicmuyHumMu 0coorusocmamu 0iio8020 IUCMA € YiMKIiCmb, CIUCLICMD,
3a8epuleHicms, KOHKDEMHICb, KOHCMPYKMUBHICb, 8i0KOPE208AHICMb, CMAHOApMU3ayis ti 00Ky-
MeHmanbHicms mexkcny mowjo. Boonouac migicnapoone 0inoge nucny@anHs sUMpUmMye DALAHC MidiC
oiyitinum i HANIGOEIYIIHUM CIMUNAMYU, WO HAOAIOMb 00OPO3UYIUCY MOHANLHICb, AKA [PYHIY-
embcs Ha emuyi chinkysauns. [lopyu 3 mpaduyilinumu nanepogumu UCmamy po3eiaHymo gaxcu
ma eleKmpOoHHI NOBIOOMIIEHHS, 5KI 3a0e3neuyions onepamusHy KomyHikayir. Axkuo gakcu iono-
8i0aiomov ycim euUMO2amM OLI0B020 TUCMYBAHHS, MO eNeKMPOHHI NOBIOOMACHHS MAIOMb MeHul OQi-
yiunutl xapaxmep. Cyuacui sminu y cgepi 0in08020 IUCMY8anHs GIOKPUBAIOMb HOBL NePCNeKmusu
MOBO3HABYUX, 30KpeMA NIHSBOCTHUNICIMUYHUX OOCTIONCEHD, NO8 SA3AHUX 3 MOBOIO MIJCHAPOOHOI OiNo-
601 KOpecnoHOeHyii.

Knrouoei cnoea: dinosuii aucm, ¢axc, enekmponHe nogi0OMIeHHS, KOMRO3UYIA, TIHe80CTMUILIC-
muxa.

HocranoBka mpobaemu. [Iponec rmodamizarmii
CIIOHYKA€E JI0 PO3UIUPEHHS MiXKIEpPKaBHUX KOHTaK-
TiB 1 aKTUBi3alil AiSUTBHOCTI MIXKHAPOIHUX OpTaHi-
3allii, mo poOUTh MiJIOBE JIUCTYBAHHS aHTIIHCHKOIO
MOBOIO BaKJIMBHM i HEOOXiTHUM 3acO00M KOMYHIi-
Karii. 3 onsiay Ha 1e mpo0biieMa JIIHTBOCTHITICTHY-
HUX OCOOJHMBOCTEH HAMWCaHHS CIIy)00BOi Kopec-
MOH/ICHIIIT aHTTIHCHKOI0 MOBOIO HaOyBa€e 0COOIHBOT
aKTyaJbHOCTI. YCHIIIHICTh Ta e(eKTHBHICTH B3a-
€MOBITHOCHMH Mi)X 1HOMOBHUMHU CTOPOHAMH, IS
AKMX aHIJIHAChKAa € MOBOIO MIXKHApOIHOTO CHiJKY-
BaHHS, YAaCTKOBO IOB’3Y€THCS 3 HAITMCAHHAM J[iJ10-
BHX JIUCTIB, AKi 3aCBiJ4yIOTh TPAMOTHICTh 1 BUCOKY
npodeciiiHicTh CTOpIH.

AHami3 ocTtaHHiX Jnocaimkenb i myOsikamii.
AXTHBHE BHMBYE€HHs NHUTaHb, IIOB’SI3aHUX 3 0COOJIHU-
BOCTSIMH BEJICHHS JIJIOBOT KOPECIIOHICHINT ¥ MOBO-
3naBctBi (C. bubuk, H. I'onuaposa, T. ['puienko,
1. JIpabkina, A. KotkoBens, C. Kymnepyk, B. MuxHo,
B. Pe3niuenko, 1. [llapraii, C. lllepuyk, C. dearopko),
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poOUTh HEOOXiAHWM y3arajibHEHHsI H cucTeMaru3a-
Li}0 OCHOBHUX BUMOT 10 O(OPMIICHHS TEKCTY HiJ0-
BOTO JINCTA aHIIIIHCHKOIO MOBOIO.

IMocTranoBka 3aBaanHs. MeTOIO CTaTTi € BUBYUTH
KOMIIO3HUIIIWHI ¥ JIHIBOCTWIICTUYHI OCOOJIUBOCTI
JIOBOTO JINCTYBAaHHS aHTIIIHCHKOI0 MOBOIO.

Buxnaan ocHoBHoro wmarepianay. Tpamguiiiino
ITiJT TIOHATTSAM «IUTOBHH JIUCT» («CITY>KOOBHH JIHICT))
PO3YMIIOTh y3arajlbHeHY Ha3BY BEJTUKOT TPYIIH yIIPaB-
JHCBKHUX JIOKYMEHTIB, SIKi CIYT'YIOTh 3acO000M CIiJI-
KyBaHHSI MiXK YCTaHOBaMH, OpTaHi3allisIMHA Ta BiJlOM-
CTBaMH.

IcHyIOTB Pi3HI MiAXOMM 10 TPYIyBaHHS YIpaBIiH-
CBKUX JOKYMEHTIB. BiamosinHo 1o BMOpaHoi Kinacu-
¢ikaniiHOi 03HAKN BUALISIOTH:

1) 3a ¢pyHKIIHUMYU O3HAKaMU — JIUCTH, SIKi BUMa-
TaroTh BIATIOBiAI (IMCT-3alIUTAaHHSA, JIUCT-TIPOXAaHHA,
JIACT-3BEPHEHHS, JINCT-TIPOIIO3HIIISA) 1 HE BUMAararoTh
BIATOBII (TUCT-TTONIEPEKCHHS, INCT-HaraTyBaHHS,
JIUCT-3aIPOIICHH );
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2) 3a CTPYKTypHUMHU O3HaKaMH — JIUCTH periia-
MEHTOBaHI Ta HEPETJIAaMCHTOBAHI,

3) 3a KOMITO3UI[ITHUMH OCOOJIMBOCTSIMH — OJHO-
ACIEKTHI JINCTH, € PO3IVISNAEThCS OHE IMHTAHHS,
Ta 0araroacrekTHi, B SIKUX IOHA€THCS PO
JIEKITTBKOX TIPOo0IeM;

4) 3a micueM B iH(opMaLifHOMY 00MiHi — iHimia-
THBHI JUCTH Ta JTUCTU-BIAMOBIIIL;

5) 3a TOHAJBHICTIO BUKIIAY — OQilliiiHi Ta HaMiB-
oiITilHI JTUCTH;

6) 3a KOMYHIKaTHUBHOIO (DYHKIIi€0 — INCTU-TIOBI-
JIOMJICHHSI, i€ TIOB1IOMJISIFOTH BaXKIIMBY iH(pOpMaIlito,
Ta KpEaTWBHI JINCTHU, SKi JO3BOJSIOTH PO3IIMPUTH
a00 HaJaroJUTH HOBI JIJIOBI CTOCYHKH; KOPEKIIiHHI
JUCTH Ui yTOYHEeHHsI iH(opManii ¥ eMOTHBHI
JIUCTH, 1€ BUPAKAIOTHCS MOYYTTS JI0 IIEBHUX CHTYya-
i 1 momiw [7].

Bci Bunu Ai10BOTO TMCTYBAHHS MOXKHA 3BECTH JI0
TPHOX OCHOBHHX T'PYIL:

1) BHyTpilIHbOAEpKAaBHE (MIXBIJJOMYE) JIUCTY-
BaHHS, JIO0 SKOTO 3apaxOBYIOTh 3aIUT 1 BiMMTOBIIL Ha
HBOTO, CYIIPOBiIHI JIUCTH, PEKOMECHIAIIIHI, JTUCTHU-
i ATBEPKEHHS TOIIIO;

2) BHYTpILIHBbOBiZOMYE JUCTYBaHHS, K& MiCTUTD
CITy>)kOOBi, JIOTIOBiJIHI Ta IOSICHIOBAJIbHI 3aIlUCKH,
CYIIPOBIJIHI JIMCTH, MOMAAHHS, 3asiBU, 3a0X0UyBaJIbHI
Ta CIOHYKAJIbHI JIMCTH TOIIIO;

3) iHmi cydacHi QopMH AITOBOTO JUCTYBaHHS
(Temerpamu, JIACTIBKHM, TIPOMOBH, 3aIllpPOIICHHS,
BiTaHHs TOWIO) [4, C. 242].

B KOHTEKCTI aKTHBHOTO PO3BHUTKY MiKHApPOTHHX
BiTHOCHH OKPEMY I'pyIy CTAHOBUTh JINCTYBAHHS MiXK
JieprkaBaMH, SIKe BiOyBAETHCS 1HO3EMHOIO (HacaMITe-
peJl aHIiiChKOI0) MOBOK. MOr0 TroN0BHOIO METOIO
€ BCTaHOBJICHHS MIKHAPOIHUX 3B’SI3KIB, KOHTAaKTIiB
1 HaJIaroyKEHHs CIUIBHOI JISUIBHOCTI.

JlinoBuii HCT XapaKTepU3YEThCS OCOOJIMBOIO
KOMITO3UIIIHHOIO  CTPYKTyporo,  iH(popMamiifHuM
3MiCTOM, J0OOPOM BIAMOBITHUX JICKCHYHUX, TpaMa-
THYHUX 1 CHHTaKCHYHHX 3aC00iB, a TaKO)K BCTAHOB-
JeHoro cTriicTrkoro. [lompu Te, Mo KokeH MiToBUN
JHCT Mae cBoi crienudivHi KOMIO3ULIHHI i JTiHTBOC-
THIICTHYHI 0COOJUBOCTI, MOXKHA BUIUINTH 3arajibHi
BUMOTH JI0 iXHBOTO HamucaHHs. CripoOyiMo po3riis-
HYTH HAWBKITUBIIII 3 HUX.

Hacammnepen nimoBuii JUCT XapaKTepH3yEThCS
JIOKYMEHTAIIBHICTIO,  CTaOLIBHICTIO,  YITKICTIO,
CTHUCIIICTIO, BUCOKOIO CTaHIAPTHU3AIIIEI0 BHCIIOBIB,
CYBOPOIO periaMeHTaiieo Tekcty [2, ¢. 32]. Ipu
IIbOMY 3aXiJHE IUIOBE JUCTYBaHHs, OallaHCYIOTH
MiX oQImiHHNM 1 HamiBOQIMIHHUM CTHIISIMH, YACTO
HaJla€ TepeBary ocTaHHboMY. Tak, y xkHu3i “Busi-
ness Letters for Busy People” (2002) cepen tpa-

IULIWHAX 03HAK J1JIOBOrO CTHIIIO JINCTA BUILIAIOTH
qiTKicTh (clarity), JakoHiIUHICTE (concise), 3aBep-
meHicTh (complete), koHKpeTHICTH (concrete),
KOHCTPYKTUBHICTh (constructive), mpaBUIBHICTD /
BiJIKOpEroBaHiCTh (correct), MpUBEPTAE yBary Iie
oJlHa — pO3MOBHUH xapakTep (conversational), sikiit
HAJAI0Th MEePUIOPSIHOTO 3HAYCHHS T4 HaBITh IPO-
MMOHYIOTH 3aMiHIOBAaTH OQiIiiiHI BUpa3u Ha iX po3-
MOBHI BapiaHTH: due to the fact that Ha because a6o
the aforementioned information Ha previous infor-
mation ab0 Ha 1Ie OUTBII CPOIICHUN information
[9, c. 6-7].

BaxnuBoio 03HaKOIO IiTOBOTO JHCTA, K 1 OyIIb-
SIKUX 1HMHX O(IMiHHO-TUTOBUX JOKYMEHTIB, € TOUYHA
aJIPeCHICTh: JIUCT THUIIETHCS BiJl OCOOM, sIKa TIpe-
CTaBJISIE YCTAHOBY, 1HIIIN 0QiliiiHii 0c0o0i (ocobam),
AKi € MpeJCcTaBHUKaMU MEBHOI yCTaHOBH, PO3TaIlo-
BaHOI 3a IEBHOI ajpecoro. SIKIIO AUTOBHH JIUCT
odopMmieHo He Ha GipMOBOMY OTaHKY OpraHi3ailii, TO
B MpaBoMYy (pifiIe B JTiBOMY) BEpXHbOMY KyTi 3a3Ha-
YJaeThCs iM’S Ta ajapeca BiANpaBHUKA, SKi HE PO3Ji-
JSIOTHCS 3HAKaMK MyHKTYauii. Toxi sik Ha GipMoBOMY
OaHKy yCTAaHOBH Lli PEKBI3UTH 3a3BHYail HaJpyKO-
BaHi (7151 TO3HAYEHHS X CYKYITHOCT] 4acTO BUKOPHC-
TOBYIOTh YMOBHY Ha3By «wanxay (letterhead), sixa
MICTUTh BKa3iBKy Ha BiAmpaBHHKa (OpraHi3aiii),
fioro agpecy, TenedoH, (hakc, eNeKTPOHHY HOMITY 1 3a
HasBHOCTI BeO-CTOPIHKY):

Compuvision Ltd

Warwick House

Warwick Street

Forest Hill

London SE 23 1JF

Telephone +44(0)2085661861

Facsimile +44(0)20 8566 1385

E-mail staffl@comvis.co.uk

www.comvis.co.uk [10, c. 15].

Yepe3 psagok y MpaBoOMy KyTi PO3MIIIYETHCS
PEKBI3UT «Jaray CIOBECHO-IM(POBUM crocoOoM,
Hanpuknax: [ March 2020 (Bapiant March 1 Tex
MoxuBHiA). [Ipudomy Mmicsib 000B’SI3KOBO JPYKY-
10Tb cioBoM, 60 Hampuxitan 01.03.2020 mo-pizHOMY
TPaKTyeThCs: y OpuTaHchkoMy BapiaHTi (British Eng-
lish) Mmarumemo niepire OepesHs, a B aAMEPUKaHCHKOMY
(American English), ne micaup nepenye uncimy, unta-
€MO TPETE CIUHS.

Hwx4e 3miBa momaeTbesi ajgpeca ofepKyBaua,
30KpeMa BKa3yeThes 1) iM’s1 Ta nipizBute (Mr Smith /
Mr J. E. Smith / Mr John Smith) Ta/abo mocana, Ko
iM’st He Bimome (The Sales Manager), kommaHis
(Compuvision Ltd); 2) agpeca y BCTaHOBICHOMY
MOPSKY: Ha3Ba OyIWHKY, HOMEp 1 BYJHIS, MICTO
1 iHJeKC, KpaiHa:
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Industrial House

14-41 Craig Road

Bolton

BL4 8TF

UK [10, c. 8-10].

Uepes psiiok 000B’I3KOBO PO3MIIIIYIOTH 3ar0JI0BOK
mucta (attention line): For the attention of the Sales
Manager, akuii nae 3po3yMiTu, KoMy Oyae IiKaBHid
nHcT, abo mepenae Horo KOPOTKHM 3MICT. 3aroio-
BOK € B&KJIMBUM CTPYKTYPHHM €JIEMEHTOM JIHCTa,
OCKIJIbKH TIOJNETIIye poOOTy 3 HUM Ha BCiX eramax
omparroBaHHs (BiJ peecTparii 0 HaJICUIaHHS KOH-
KpPETHOMY a/IpeCcaHTy) Ta 3abe3reuye yCHilHy KoMy-
HiKaIlifo.

Hwuxue, gepe3 psmok, po3MIIIyIOTh MPUBITAHHS
(salutation), sike 9acTO MIOYNHAETHLCS CIIOBOM “‘dear”,
YKpalHCHKUM €KBIBaJIEHTOM SKOTO Ui O(illiiHOTO
CTHJIIO € 3BEPTaHHS «UlaHO6HUl (-a, -i)», a HamiBOdi-
HiHHOTO — «dopoeutl (-a, -i)»: Dear Mr Smith

(Mr John Smith).

[Napagurma MoBHUX (HOPMYIT IPUBITAHHS TOCUTH
mupoKa: Mr — 3BepTaHHs 0 Y0JI0BiKa (ITOBHUM Bapi-
aHT Mister He BXUBAE€ThCS); Messrs — 0 IEKib-
KoX 4oNoBikiB (Messrs P. Jones and B. L. Parker);
Mprs — no onpyskeHoi KiHKH, Miss — 10 HEOIPYKEHOT,
TOAl K Ms — NPUHHATHUN BapiaHT sIK Uil OApYKe-
HOI, TaK 1 HEOAPYKCHOI KIHKH, B pa3i HEBIIOMOTO
ajZipecara BXHUBA€ETHCA 3BepTanus Dear Sir or Madam
(Dear Sir / Madam). Bapto 3a3HaunTy, 110 B Cy4ac-
HOMY JiJIOBOMY JIUCTYBaHHI iCHy€ TEHICHLISI Ha3u-
BaTH 3BaHHA 4u npodecito anapecara: Doctor (Dr),
Professor (Prof.), Captain (Capt.), General (Gen.),
Director tomo [10, c. 8]. Zlo pedi, B aHIIIIHACEKOMY
BapiaHTi micns 3BepTanHa “‘Dear Mr Smith” MoxHa
HE BXXUBATH JKOAHHUX PO3/IIIIOBUX 3HAKIB (I[bOMY Bapi-
aHTy HAJA€ThCS TepeBara), iIHOII MOXKHA MMOCTaBUTH
komy (Dear Mr Smith,), Toni SIK B aMEpUKaHCHKUX
JIIOBUX JINCTaX 3aCTOCOBYIOTH MBOKpanky (Dear Mr
Smith:).

OOOB’SI3KOBUM  €NIEMEHTOM  JJIOBOTO  JINCTA
€ BCTynHi Qpas3u (opening paragraph), ki MiCTATb
MOASKY YW TMOKIMKAHHS Ha TONEPEIHI0 KOPECIOH-
NeHIIit0: thank you for your enquiry about..., we were
pleased to receive your enquiry..., thank you for your
e-mail of..., we are pleased to inform you that..., we
would welcome the opportunity ... Tomo. [licis 1poro
3a3HaualOTh MPUYMHY HANUCAHHS JnucTa: I am writ-
ing to enquiry about..., I am writing to confirm...,
I am writing in connection with... Tomo. Skuio x
aKT KOMYHIKaIlii 3iHCHIOEThCS BIIEpIE, TO Biapasy
BKa3yE€ThCS NMPUYMHA HAIMMCAHHS JIMCTa 3 YTOYHEH-
HSIM, 3BIJIKM HaAilIIIa iHpopMaLis PO olepKyBaya:
After having seen your advertisement in..., I would
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like to...; After having received your contact infor-
mation from..., 1....; I received your address from...
and would like... Tomo.

OcnoBna yactuHa nucta (body of the letter) moBu-
HHA XapaKTepU3yBaTUCS JIOTIYHICTIO Ta MOCIiI0B-
HICTIO BUKJIQZICHHS yMOK, 3MICT SIKHX BU3HAYa€ThCS
BHJIOM 1 METOI0 KOMYHIKarii. B mimoBux mmcrax
AHTITICHKOI0 MOBOIO BHKOPHCTOBYIOTH 3afMEHHUKH
nepnioi 0coOM OAHMHK 200 MHOXKHHH, MPH IEOMY
nepesara HagaeTbcst GopMi omqHUHU (1), WO yBHUpa3-
HIOE OCOOHMCTY 3alliKaBJIEHICTb aBTOpa PO3BUBATH
KOHTAKTH i HECTH BIAMOBIJAJIBHICTH 3a 3MICT JIHC-
TYBaHHS; TONI K 3aliMEHHHKIB TpeThOi ocodu he /
she yHUKaIOTh, OCKIIbKH BOHM HAJAIOTh JIUCTY (ami-
JIBSIPHOTO XapakTepy.

3-MOMiK 1HIIUX JITHTBOCTHIIICTUYHHUX OCOOIHBOC-
Tell BapToO BKa3aTW Ha YCKJIAIHEHHsS peueHb iHQiHi-
TUBHUMH KOHCTpYKIisiMu (To understand the impor-
tance of this event you should know all the facts),
repyHaiem (We insisted on the contract being signed
immediately) Ta Ni€ENPUKMETHUKOBUMH 3BOPOTaMH
(Having collected all the material we are able to write
a full report on the work of the commission) [3, c. 33].

JlekcmyHMMHA  OCOOMMBOCTSIMH JIJIOBUX JIMCTIB
€ BKUBAHHSA CIIB y MPSIMOMY 3HadeHHI, BiICYyTHICTh
o0pa3HUX 3acO0iB i CHHOHIMIB, BUKOPHUCTaHHS Tep-
MiHOJIOTIi Ta pazeonorii odiniiiHO-T1TOBOTO CTHIIIO,
HasBHICTh apxaismiB (hereby, henceforth, afore-
said, beg to inform), 3ano3uueHb (persona grata,
persona nongrata, pro tempore, the quorum, status
quo) 1 ckopouenb (M. P. nns Member of Parliament,
H. M. S. — His Majesty s Steamship, gvt — government,
pmt — Parliament, i.e. — id est (that is), U.N. — United
Nations) [1, c. 431-433]. Bogrouac BapTo 3anobiraru
BXXMBAHHIO JIIaJICKTU3MIB, BUTYKIB 1 MOJIAJIbHUX CJIiB.

Curyariiss TUCTYBaHHS MOXXE BHUMAaraTtéd BBEICHHS
JI0 TEKCTy JIMNCTa YTOYHIOBANBHUX 3aruTans (I am lit-
tle unsure about..., I do not fully understand what...,
Could you possibly explain), nepexomy 10 iHIIIOT TeMHU
(we would also like to inform you about..., in answer
to your question (enquiry) about..., I also wonder if...),
JOAATKOBUX MatepianmiB (attached you will find..., we
enclose..., please find attached (for e-mails)...), ToBi-
JOMJIEHHS TIOTaHUX HOBHH (unfortunately, I am afraid
that..., I am sorry to inform you that...), GopMmyito-
BaHHS NpoxaHHs (could you possibly..., I would be
grateful if you could..., I would like to receive...), ipo-
To3uIlii mpo morroMory (would you like me to..., if you
wish [ would be happy fto..., let me know whether you
would like me to...) Tompo [5, c. 179-180].

Benuke 3HaueHHs Bifirpae BHCHOBOK, 30KpeMa
3aBeplIabHI PEUCHHS, B SKUX TPAIUIIHHO BUCIOB-
JIOETHCSL  CIIOMIBAaHHS HA TOHANBIIY CITIBIIPAITIO
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(we would like to maintain cooperation with you...)
4M OUiKyBaHHS BiAMOBiNI (your reply will be appre-
ciated..., we are looking forward to hearing from
you...). HacTo came TMPHKIHIIEBI KOHCTPYKIii ¢op-
MYIOTh 3aralibHe BpaKEHHS MPO JIUCT.

HacTtynHuM 000B’SI3KOBUM CTPYKTYPHHM KOMIIO-
HEHTOM TPAJMIIIIHHOTO JIIJIOBOTO JIUCTA € MPOIIAHHS
(complimentary close), ki MawTh (GopMy KIIIe,
30Kkpema yours faithfully, faithfully yours, yours
truly, truly sincerely, sincerely yours, best regards,
best wishes Tomo. Bapro 3ayBaxxuTH: SKIIO TPH-
BITaHHS IOYMHAETHCA 31 ciiB Dear Sir, Dear Sirs,
Dear Madam abo Dear Sir or Madam, To npoianas
Mae Oytu Yours faithfully; Ko »* JIUCT TOYMHABCS
3 BJIAaCHOrO IMeHi, a came Dear Mr James, Dr Mrs
Robinson abo Dear Ms Jasmin, To TIpomanHs Haly-
Bae Gopmu Yours sincerely.

B pa3si, skmo angpecar noOpe 3Hae aapecaHTa,
MOXJIMBE MEHII QopmanbHe Best wishes abo Best
Regards. B amepukaHChKiil KOPECIOHICHIIIT CIIOCTe-
pITaeThCs TCHACHINIS 10 BKUBAHHS MEHII (opMaltb-
HUX BHpa3iB Ha 3pa3ok Yours truly abo Truly yours.
Cnin yHukaru 3actapinux ¢pa3 tuny We remain
yours faithfully, Respectfully yours. Koma micns ¢pa3
Ha KWTant yours faithfully, faithfully yours, yours
truly, truly sincerely, sincerely yours, best regards,
best wishes € paxynsratusaoto [10, c. 11].

[IpomansHa ¢paza po3milmyeTbes B TiBOMY KyTi,
MICJIsT YOTO CTaBIIATh MIANKC BiANpPaBHUKA (Signa-
ture block) — iM’a Ta mpi3BuLLe (Ha po3cya agpecara
MOYKHa TofaTy iHinianu Ta npizsuuie (D. Jenkins) un
noBHe iM’s (Davis Jenkins). Ciig BpaxoByBaTH: SIKIIO
JIUCT MHIIETHCS BiJ OpTaHi3allii, To mopsia 3 iMeHeM 11
npeacTaBHUKAa 000B’3KOBO BKa3yIOTh HOTO Mocany;
caMme TakHil BapiaHT TpeGa BUKOPUCTATH, BiAMOBiza-
toun Ha juct [10, c¢. 11]. Bkinmi nucra 3a HEoOXia-
HOCTI TOJAI0Th MEPEIiK TOKYMEHTIB, Kl JOMa0ThCS
IIo HBOTO (enclosures).

B 3aximHil KyJapTypi IIJTOBOTO JIMCTYBAaHHS iCHYE
TEHJICHIIiSI CIPOIIYBaTH CTPYKTYpy JOKYMEHTa 3a
paxyHOK BHWIIyYCHHS YaCTHH NPUBITaHHSA Ta TIPO-
manHg [9, c. 9].

IMopyu i3 TpamumifHUMH TaNEepPOBUMHU JIOKY-
MEHTaMH (PYHKIIOHYIOTE 1HII (OPMH JIMCTYBAHHS.
daxcu (fax) HaroTh 3MOTY MIBHIKO TepenaTH iHhop-
Martito. JlokyMeHTH, sSiKi IepeAaroThes (hakcoM, MatoTh
BIIOBIAATH BUMOraM JIUIOBOIO JIUCTA 1 MICTUTH BCl
HeoOXinHi pekBi3uTH. JIUCT, sKWii HAJACHIAIOTH 3a
JIOTIOMOT010 (DaKcy, MOBMHEH MICTUTH Taky iH(Op-
Martifo: kxomy (7To:), Bin xoro (From:), Homep (hakcy
(Fax no.:) st 3BOPOTHOTO 3B’s13Ky, TeMy (Subject:),
nary (Date:) Ta KinbKicTh CTOpiHOK (Page/s.:) (Haii-
ONTUMAJBHIIINKA BapiaHT — BMICTUTH JIUCT HA OIHIH

cropinmi) [10, ¢. 16]. Ilam’sTaiite: pakc € KoIi€ro,
TOMY HE MOXe OyTH TpeICcTaBIeHUH 3aMiCThb JiJI0-
BOTO TIAIIEPOBOTO JINCTA, B pa3i MOTPeOH CiIiJl HaxaTH
MarepoBUil OpUTiHAT JOKYMEHTA.

3 PO3BHUTKOM TEXHOJOTiH iH(pOpPMALiitHO-I0BI-
KOBI JOKYyMEHTH YacTO TOIINPIOIOTHCS €IEKTPOHHIM
uuisxoM. Mnerses npo email, o 3aGesneuye omnepa-
THBHY KOMYHIKaIlifo, TOOTO Ja€ 3MOTy IIBHJIKO BiJl-
MIPaBUTH HOBIJOMIJICHHS I Tak caMO IIBHUAKO OTpU-
MatH BinnoBinb. llei Buj mucTyBaHHS € OCOOTMBO
3pYYHHM TPHU BiANpaBIeHHI KOPOTKUX MOBiIOMIICHB,
B SIKUX NPU3HAYAIOTh 3YCTpidi, MepenarTh TepMi-
HOBY iH(OpMaLIlif0, TOIaI0Th 3alUTH i BiAMOBIAAIOTH
Ha HuUX Towo. He3Baxaroun Ha Te, 0 email 4acTo
30epirae CTHIb TAEPOBHUX JHCTIB, IMOBiIOMIICHHS
B €JIEKTPOHHIN (OpMi Mae CBOT 0COOIMBOCTI.

TpamuuiiiHO eJeKTpOHHAa ajapeca Mae TMEBHY
CTPYKTYPY, 3HaHHS SIKOT I03BOJISIE IPOYUTATH iHPOP-
Mallifo Tpo ajipecara jucra. Tak, mepina 4acTHHa J1ae
BKa3iBKy Ha MpIi3BHIINE Ta iHIMIaIN YU iM’S TIOAUHA
ab0 MICTUTh Ha3BY BiJJIUTy YCTaHOBH; a Jpyra vac-
THHA MiCJIs 3HAKy paBiHK ((@) € HA3BOIO opraHizamii
4 11 abpeBiaTypolo, sika yTOYHIOETHCS TUIIOM OpraHi-
3arii Ta kpaiHoro. [Ippyyomy TUIIH OpraHizalii MarTh
CBOI 3arajJbHONPUIHATI CKOPOUCHHA: .CcO AJSL COM-
pany, .ac — academic, .biz — business, .gov — govern-
ment office, .org — non-profit-making organization,
.pro — profession Tomo. Ha3Bu kpaiH Takox MaroTb
3araJibHONPUAHSTI CKOpoYeHHS: .uk — the United
Kingdom, .no — Norway, .de — Deutschland (Ger-
many), .es — Espana, .za — Zuid Afrika (South Africa),
.ua — Ukraine Tompo [10, c. 20].

EnexTpoHHE MOBIIOMIICHHS CKIANAETHCS 3 TPHOX
OCHOBHUX YAaCTHH: 3arojoBOK (header information),
BIIaCHE TEKCT (message text) i MAMKC BiIIpaBHUKA
(signature block). 3aromoBox Hacamrepesn Mic-
TUTH iHOpMAIIifO, Bi KOTO JHUCT (from), KoMy (10),
a TakoX TeMmy (subject). DopMyIIOBaTH 3aroJOBOK
CIIiJ] peTeNbHO, aJKe 4acTo caMe BiJ HHOTO 3ale-
KHUTh, Y 3aliKaBUTh JIUCT OAEP)KyBada Ta 4u Oyne
BiH MPOYHUTAHHH.

TekcT eeKTpOHHOTO TOBIMOMIJICHHS MEHII O(i-
OidHUH, HDK TEKCT JUCTa Ha TAlepoBOMY OJIaHKY,
ase TeX BUMarae KoMeHTapiB. TeKcTOBUH OJIOK MOYH-
HaeThes 3 odiliifHOTO 3BepTaHHs, Hanpuknan: Dear
Sir / Madam. Sxumio nucT € BiINOBIIIO HA TIOTIEpe-
JTHE TIOB1IOMJIEHHSI, TpeOa 3BEpHYTH yBary Ha MiAHC
anpecara, 60 1€ TOTIOMOXKE BU3HAYHTHCS 3 (DOPMOIO
3BepTanHHs. Hampukian, SKIIO JHCT 3aBEpLIyBaBCs
npouianasam Beatrix Kaasen (Ms), y BIIIOBiAI MOX-
JuBe mojansiue odiuiine 3Bepranas Dear Ms Beat-
rix Kaasen. Menu gpopMmalibHUIA XapakTep 3BepTaHHs
B TIOBIIOMJICHHI Ja€ 3MoTy odittitiae Yours sincerely
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3aMiHUTH Ha Oinbi npuBatHe [ look forward to hear-
ing from you. SIk1io anpecaHT ayxe 1o0pe 3Ha€ ajpe-
cara a0 9acTo MepenuCyeThCs 3 HUM, TO OJIOKH TTPH-
BiTaHHA i IPOIIaHHSI MOXYTh omyckarucs [10, c. 20].
TekcT moBimOMITEHHST Ma€ OyTH KOPOTKHM 1 HiT-
KHM, TOMY HE BapTO MOPYIIyBaTH OisbIie OqHi€l TeMu
B OHOMY TociiaHHi. [IOBiIOMJICHHS TIOBWHHE MicC-
TUTH 1HPOPMAIIIFO PO MUTAHHS, 3 TKOTO 3BEPTAIOTHCS
(nmeprumii  ab3alr), MOSICHEHHS MPUYUH 3BEPTAHHS
Ta Ha/JaHHS BCiX HEOOXiTHMX MOAPOOHUIH 1 TOMSIKY
a/ipecaroBi Ta CIIOJiBaHHS Ha PO3B’s3aHHs MPOOIIeMH
(npyruii a63am). Iligmmc BimmpaBHUKA (signature
block) 6inbi1 po3noruii, HXK y TPAAULIHHOMY JIHCTI,
a/ke B HbOMY MICTUTBCS JIeTallbHa iHQopMaIlist po
BimnpaBHUKa (anmpeca, TenedoH, paxc, email Tormo).
SK1I0 Ii70Bi CTOCYHKHM XapaKTepU3YIOThCSI MEHIII
OoQIIIHHAM XapaKTEepOM, TO B EJIEKTPOHHIN Iepe-
MHUCLI MOXKJIMBE 3aCTOCYBaHHsI 3arajlbHONPUHHITHX
ckopoueHb (TLAs, three-letter acronyms), sike He PO3-
MOBCIOJDKYIOTHCSL Ha TIalepoBe JUCTYBaHHsS. ABTOp
HABOJUTH MPHUKIIATH JeskuX 13 Hux: AFAIK — as far
as I know, BFN — bye for now, BTW — by the way,
COB — close of business, FYI — for your informa-
tion, IOW — in other words, NRN — no reply neces-
sary, OTOH — on the other hand tompo [10, c. 21].
SIKI10 aKpoOHIMHU JTOMYCTHMI B JIOBOMY E€JICKTPO-
HHOMY JINCTYBaHHI, TO eMOTHKOHIB, TOOTO CMaiin-
KiB, BapTO YHHMKAaTH, OCKUIBKH BOHH MOXYTH CIpa-

BHUTH BpakeHHS HempoQecitHOCTI i QaMiTbIpHOCTI:
:-) (smile), :-( (frown), ;-) (wink) [10, c. 21].

MixHapoHe IiJ0Be TUCTyBaHHS IIOBUHHE BUTPH-
MyBaTH OanaHc MK OQIIHHUM 1 HamiBOQIIHHUME
CTHJISIMH, 1[0 HAJAI0Th JOOPO3UUINBOTO, MapTHEP-
CBKOTO TOHY, SIKMH IPYHTYETHCS Ha €THUIL CHUIKY-
BaHHSI.

BucHoBku i mpomo3unii. 3 po3BUTKOM MiXHa-
POJIHMX BIJIHOCHH [IJIOBE JMCTYBaHHS aHIJIIHCHKOIO
MOBOI0 HaOyBa€ Ba)kKJIMBOI'O 3HAYEHHS, AK€ BOHO
JEMOHCTPY€E BUCOKY MpPOQECiiHICTh CTOPiH 1 MOXKe
CTaTH BU3HAYAJIbHUM YMHHUKOM X MOJAIIBIIOT CIiB-
mpami. J[iToBHH IHCT XapakKTepU3yeThCS YIiTKOIO
KOMIIO3UIIHOIO CTPYKTYpoOlO (TIPHBiTaHHS, BCTYI,
OCHOBHAa YaCTHHA, BHCHOBOK 1 TIPOIIaHHS); CIEITH-
(1YHNUM 3MiCTOBUM HAaIIOBHEHHSIM, pEIpe3eHTaHTaMH
SIKOTO € BIATOBIiTHA JIEKCWKa (MOBHI KJIiIE, KaHIIE-
JpCcbKa TEPMIHOINIOTIA, (hpa3eosori3mMu, apxaizMu
TOIIO); OCOONMBUMH TpaMaTHYHHMHU Ta CHHTAKCHY-
HAMH 3aco0amMu (aKTHBHE BKMBAHHS 3aliMEHHUKIB
nepuoi 0codn OJHHUHM, iHQIHITUBHUX KOHCTPYKLIH,
TepyHIis, TIEMPUKMETHUKOBUX 3BOPOTIB TOIIO); CTH-
JICTHYHAMH OCOOTUBOCTAMH (UiTKICTh, CTHCIICTB,
periaMeHTallisi TeKCTy TOIIO).

CyudacHi 3MiHH y cdepi AITOBOTO TUCTYBaHHS Bifl-
KpPHBAIOTh HOBI MEPCIIEKTHBYA MOBO3HABYMX, 30KpeMa
JIIHIBOCTWIIICTUYHUX JOCJIUKEHb, IIOB SI3aHUX 13
MDKHaPOIHOIO AIJIOBOIO KOPECTIOHICHIII€IO0.
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JI0OKyMeHTO03HaBCTBO, apXiBO3HABCTBO

Foka M. V. COMPOSITIONAL AND LINGUOSTYLISTIC FEATURES
OF BUSINESS CORRESPONDENCE IN ENGLISH

In the context of the development of international relations, business correspondence in English gains
importance, as it demonstrates the high professionalism of the parties and can be a significative element
for their further cooperation. The paper deals with compositional and linguostylistic features of business
correspondence in English. It is found that the business letter has a clear compositional structure:
salutation, opening paragraph, body, closing paragraph, and complimentary close. It is emphasized that
the western tendency to simplify the format of a business letter allows omitting components of salutation
and complimentary close.

Each compositional element of a letter is analyzed in detail. On the grammatical level, the use of singular
and plural personal pronouns, the complication of sentences with infinitive constructions, gerund, and participle
clause, etc. are distinguished. At the lexical level, the use of words in direct meaning, the absence of imaginative
means and synonyms, the use of specific terminology and phraseology, the availability of archaisms, as well as
the avoidance of the use of dialectisms, exclamations and model words are pointed out.

1t is determined that the stylistic features of a business letter are the clarity, concise, complete, concrete,
constructive, correct, standardization and documentation of a text, etc. At the same time, international
business correspondence strikes a balance between formal and semi-formal styles that give a friendly tone
based on the communication ethics. Alongside traditional paper letters, faxes and emails that provided on-line
communication are considered. If faxes comply with the requirements of business correspondence, then emails
are less formal. Modern changes in the field of business correspondence open up new perspectives on linguistic,
in particular linguostylistic studies, related to the language of international business correspondence.

Key words: business letter, fax, email, composition, linguostylistics.
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