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BUSINESS CORRESPONDENCE AS A COMPONENT OF BUSINESS
COMMUNICATION IN AZERBAIJANI LANGUAGE

Business correspondence always serves communication with an accuracy purpose, complete
actual issues, and is addressed to a specific communication partner. In written communication
partners, goals, conditions, methods and organization of communication form the structure of business
discourse. In business correspondence the full and accurate application of these components allows

for positive and effective communication.

The texts of business letters written in the Azerbaijani language, which is one of the main means
of business communication, are drawn to study in the article. A business letter is a legally business
document that serves to enter, store and transmit information. Writing business letters involves
a certain reaction of the addressee, that is, within the communicative situation, one letter is followed
by a series of thematic texts related to it — reply letters. Categories of business discourse are applied
in the official sections of the business correspondence document and directly in the text itself.

The analysis leads to the conclusion that in all sections of the business letter in the Azerbaijani
language there is a rational compatibility of standard elements and lexical, morphological
and syntactic language units and means normalized at all levels of language. The article considers
the characteristics of different categories of business discourse in the genre of business letter,
reflecting this rational correspondence. The expediency of the analysis of the texts of business letters
within the discursive approach is substantiated.

The main factor of article on business communication is also stressed importantly. It makes
opportunity to understand more clearly and more easily and expressed more correctly and it allows
determining the content, function and structure of the correspondence.

The purpose of business documents is to convey the author’s point of view and position to
the person to whom the correspondence is addressed. Well-educated and convincing arguments are
valued as one of the key tools in achieving this goal.
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Introduction. The most common type
of communication between people in society is
business communication. The ability to successfully
conduct business negotiations, prepare and properly
compile a business document has now become
an integral part of a person’s professional culture
(manager, leader at all levels, assistant, employee).
In order to achieve high performance in any type
of professional activity, it is necessary to gather
certain information, knowledge and ideas about
the rules and principles of business communication.

Business communication, people’s business
communication comes from their activities. In
a given society, the social foundations of business
communication are people’s activities and the social

relationships that exist there. This must be taken into
account completely. Thus, by establishing business
communication in any sphere of public life, public
relations is carried out through the interaction
of individuals, their business communication, in order
to better understand the real conditions under which
they will be implemented, their suitability for their
interests and prospects for cooperation. Interactions,
business communications can have very different
information.

Business communication is a topic-oriented
activity, aimed at organizing and optimizing one
or another topic activity: production, scientific,
pedagogical. “In business communication, the subject
of communication and the attitude of the participants
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to it (subject positions) is the main determining
process, communication. Including you, the ability
of partners in order to understand the subject is
a matter of prerequisite [1].

Main part. One of the most important factors in
socio-cultural life today is communication, which
creates a growing interest in the study of linguo cultural
aspects of business communication. There are many
types of business communication, which are carried
out both orally and in writing form. For example:
business talks, meetings, public, mass and educational
events, discussions, conferences, including business
correspondence. Business correspondence is a special
form of business communication that is transmitted
in writing through various communication channels,
accompanied by economic and legal activities,
and used to exchange information between different
organizations and structural units of an organization.

Standard aspects of business correspondence are
formed on the basis of a specific speech situation,
which combines the communicative role, purpose
and addressee factor of the compiler. The subject,
content, form and program of business articles
are determined by their compilers. Individual-
subjective factors play an important role here,
because the author of the discourse conveys not only
objective information, but also his personal attitude
to it, which clarifies the reaction of the addressee to
that information.

The main factor of business communication is also
more important. It makes opportunity to understand
more clearly and more easily and expressed more
correctly and it allows determining the content,
function and structure of the correspondence.

The purpose of business documents is to convey
the author’s point of view and position to the person
to whom the correspondence is addressed. Well-
educated and convincing arguments are valued as one
of the key tools in achieving this goal. When these
correspondences are conducted without following
grammatical, ethical and other rules, not only can
the relationship develop, but also the relationship
which can be damaged in the first place and the business
relationship can be broken. Therefore, business letters
written in accordance with the above mentioned
rules can create a positive impression on the person
who compiles it and the department, enterprise
and organization represents, which is considered
one of the important conditions for success in
the completed work.

As in other languages in Azerbaijan, in business
correspondence, the addressee influences the choice
ofpolite expressions, the composition and arrangement

230 | Tom 33 (72) N2 24.12022

of requisites, and sometimes even the vocabulary
and volume of business texts. The information sent to
the regular business partner is compact and concise,
as it is already known and clear to both parties.
Conversely, the less familiar the information is to
the addressee, the more complete the information
should be in the text of the correspondence.

In communicating with a foreign recipient, it is
important to take into account that who belongs to
adifferent culture, as well as to adhere to ethical norms,
expect tolerance and respect for national and cultural
values. In the discourse of business correspondence,
a foreign language acts not primarily as a universal
system of symbols, but as a means of communication
that incorporates all the features of the culture it
represents into the act of communication, because no
culture can exist without language. At the same time,
the discourse of business correspondence in foreign
languages is not only the exchange of speech signals,
but also the interaction of cultures — dialogue. The
discourse of business correspondence in a foreign
language is mainly conditioned by the goals,
characteristics and technology of professional activity
carried out in accordance with the rules, norms
and forms accepted at the world level. Representatives
of different nations and cultures are involved in
business communication in the activities that make
up its various components: planning, management
decision-making, search for sources of information,
obtaining the necessary information, etc. performs.

These components address a number of issues
related to the organization and implementation
of intercultural business relations. In the process
of implementing these components of professional
activity, the representatives of different nations are
guided by the tendencies and attitudes that reflect
the national differences formed in these peoples.

Business letters are a type of business
correspondence which is written in a specific
communicative situation, its aim is to solve specific
communication problem and addressed to a specific
communication partner. Discourse analysis of any
text is carried out taking into account the whole
complex of linguistic and extralinguistic factors
relevant to a particular communicative situation. In
this regard, epistolary discourse has a wide range
of possibilities. Since the discourse is defined
by texts reflecting a series of situational events,
including extralinguistic — pragmatic, socio-cultural,
psychological and other factors, it is advisable to
consider business letters in a discursive approach.

Discourse is also understood as a set of texts related
to a specific communicative event, recorded in written
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texts and oral speech, carried out in a certain cognitive
and typologically conditioned communicative space.
The word is derived from the Latin word “discourses”
and means to communicate, to talk, to speak. Emile
Benvenist, a French researcher who studied the theory
of expression in the 50 years of XX century, talks about
a new concept in linguistics — discourse, and interprets
it as a speech presented by the speaker [2].

The structure of business discourse, which
consists of one of the main genres of business
letters, covers the communicative purpose, the image
ofthe author and the addressee, the content, the subject,
the form of linguistic expression of the genre. The full
and successful implementation of the components
of business discourse in the business letter genre will
ensure productive communication that continues in
a spirit of positive partnership.

Nowadays, the genre of business writing
in the Azerbaijani language is  actively
developing. Business letters are correspondence
of states, departments, enterprises and organizations
in the process of diplomatic, administrative, social
and industrial activities. Such letters are addressed
to specific officials. Because both the receiver
and the addressee are legal entities and represent any
company or enterprise, the relationship between them
is non-individual and formal.

A business letter is a document compiled in
accordance with the rules of correspondence,
containing official information and duly executed
and addressed in writing to the official (enterprise,
organization, department to which it is addressed).
These letters focus on a number of features that are
characteristic of all documents of formal-business
style, regardless of their content and genre: clarity
of text, comprehensibility. The information should
be written in as simple and understandable language
as possible; Accuracy of the addressee’s position
and point of view. Information that is not based on
facts or evidence is not taken seriously because it
does not have a convincing effect; Compactness.
Information should be concise to save time; Use
of terms; Correct sequence of words in a sentence;
The interests of the addressee must be taken into
account when including this or that information in
the text of the letter; Follow the rules of etiquette
and subordination (violating these rules will delay
the expected result).

A business letter is a letter of inquiry (for example,
written to obtain information about the availability,
production, use, etc. of a product), a letter of appeal,
a letter of reminder (emphasizing the importance
ofaparticular issue, delivered directly or by courier sent),

commercial offer letter, guarantee letters, congratulatory
letters, thank you letters, etc. Because they are official
documents that have legal force, they are sometimes
kept in offices, enterprises and organizations for several
years. This is often done when there is a need to resolve
complaints, as well as other disputes between the client
companies and their employees.

The business letter is also characterized by
stylistic features of the official business style, such
as functionality and formality, tone neutrality,
standardization and accuracy, and is written in
a special structural form defined for such letters
with the help of standard syntactic constructions,
standardized lexical wunits. Neutrality of tone
of expression means that the language of letters is
built in a logical sequence, far from emotional colors.
Standardization and accuracy implies adherence to
the rules of business style, as well as phonetic, lexical
and grammatical norms of the language at all levels
of the organization of the text of the business letter
(from the introductory part to the concluding part).
The above features determine the transpersonal nature
of'the text of a business letter, facilitate its compilation,
but do not exclude a creative approach and a fairly
high level of linguistic training of the compiler.

As noted, as in all genres of epistolary style,
the phonetic, lexical and grammatical norms
of literary language must be observed when preparing
the texts of business letters. Accurate choice of words
and phrases according to the content of the text,
correct spelling, expectation of morphological norm
in the relationship of root and suffix, sequence
of suffixes, including word order, structure of lexical-
grammatical connection between words in simple
and complex sentences, as well as stylistic norms local
use is an important condition. All this is important for
the person whom the letter is addressed, and indirectly
for the department, organization or enterprise to have
a correct idea of the content of its text, to understand
exactly what it is about, what it is trying to explain
and what information it conveys.

One of the characteristic features of business
letters in the Azerbaijani language and the most
important is that they bear the signatures of authorized
persons. Compilation, organization and addressing
of such letters are carried out by specialists or heads
of structures authorized by the order of the head
of the enterprise. However, regardless of who wrote
it, the letter must in any case be signed and certified
by its head, as it is written on behalf of the company.
All business letters contain information about
the company’s activities and are subject to certain
requirements, regardless of their structure or content.
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These requirements include, first of all, the requisites
of the addressee and the addressee, a polite address
in accordance with the rules of epistolary etiquette
(using vocabulary words and sentences), a description
ofthe information containing the reasons and purposes
of'the letter, justifications, requests and comments with
reference to legal laws , result — end, includes the date
of writing the letter (if necessary, the document may
include additional photo and video information as
a complement, which is reflected in the main text
of the letter).

The letter should be written in manuscript or
printed electronically (it is more convenient to create
several copies of the letter). It can be made both on
a regular standard A4 sheet and on a special form
with the company logo.

Usually, when accepting a document addressed
to the organization, the main attention is paid to
the essence of the information contained in it,
inevitably the appearance of the document: the quality
of the paper, logo design, font, color of the form
and the other things. In this regard, the second option
is more preferred, because such a letter looks more
serious and at first glance expresses the formality
of the information. A document that meets approved
standards is visually easier and faster to accept,
which undoubtedly makes communication easier.
Today an email is one of the most widely used forms
of personalized correspondence. The style of the text
of the e-mail is more concise, specific and sincere, while
maintaining the seriousness of the traditional letterhead.
E-mail does not only eliminates the time and space it
required for the delivery of a letter on paper, but also
changes the content of the information sent, their
perception by the author and the addressee, as well as
the essence of the communication process as a whole.
The change in the essence of epistolary texts in modern
electronic format determines the essence of modern
electronic format. From the point of view of discourse
theory, a business letter serves a specific communicative
attitude and implies a specific reaction of the addressee to
it. Elements of information analysis serve for productive
communication and positive partnership.

Russian linguist V.I. Karasik describes discourse
in the context of a communicative approach
and characterizes its categories as follows:

1) Communication partners (role-status,
situational-communicative nature);

2) Conditions of communication (introduction,
sphere of communication, chronotope, communicative
environment);

3) Organization of communication (motives,
goals and strategies, placement and distribution,
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control of communication and diversity of means
of communication);

4) Methods of communication (means
of communication, mode of communication,
tone of communication, style and genre

of communication) [3, p.29].

Each of these categories is important for
communicative discourse. To explain this more
clearly and to understand its essence, let us consider
the details of the characteristics of these categories.

Language is the main means of communication in
all types and forms of communication.

The mode of communication is the mode
of interaction, which is determined mainly by
the distance between the communicators in
communication. There are two forms of dialogue:
direct — indirect and indirect dialogue. Written
communication (through letters) is considered
dialogue.

Another component of the discourse category
under consideration is the tone of communication
determined by the communicators’ attitudes
toward each other, observers or witnesses,
the situation and the subject of the speech. The tone
of communication in the discourse does not lead
to reconciliation or conflict; decrease / increase
of communication distance; direct or indirect
expression of intentions; includes informative or fatal
communication.

All the above mentioned categories of business
discourse (communication partners, terms, purposes
and organization of communication, methods
of communication) are carried out under the headings
formalized in the business letter and directly in the text
itself. In a business letter, it is important to monitor
the relevance and relationship of the standardized
and individualized elements, which clichés, and which
language units and tools are used at the lexical,
morphological, and syntactic levels. Let’s look
at the meaning and content of official rubrics from
the point of view of discourse theory.

The status and communicative features
of the addressee are presented in the information
located in the upper and lower fields of the letterhead,
the addressee indicates exact name and the name
of the manager, legal form, scope and duration,
contact information, bank details. The status
description is also indicated in the signature section,
which reflects the authority and position of the person
writing the letter and is necessary for more purposeful
communication.

The “Communication Terms” discourse category is
in the standard heading of postal address information.
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For example, the word “urgent” may be written in
the section indicating the type of mail, which means
that the letter must be read immediately at the address
to which it was sent. If the letter is confidential,
this category can be done by referring to the fact
of confidentiality of the letter under the heading
“Recipient’s address”. Thus, the addressee ensures
the security of the information in the letter and conveys
a message about its importance. The chronotope is
part of the “communication terms” category and is
described in the standard connection block, which
indicates the expiration date.

The main component of the category
“communication organization” 1is the purpose
of communication. The purpose of the communication,
the purpose for which the letter is sent (for example:
“Proposal” — for letters of offer, “Response to
the request” — to respond to a partner’s request) is
given in the title of the business letter — the main
heading. “Organization of communication” is carried
out in the title, indicating the sending of copies or
copies of the letter and attachments to the working
letter. This operation reduces the assumption of losing
documents.

The text of a business letter is subject to certain
requirements of the standard, both in form (clear
selection of paragraphs separated by a few blank
lines) and in content.

The words and phrases and clichés chosen to
greet or say goodbye to the addressee represent
the category of “communication terms”. Letters
sent to newly communicated persons or enterprises
also contain standard formal expressions used in
previously written letters. For example: “Dear ...”,
“Very respectful ...”, “Dear ...”, “Respectfully, ...”
and so on.

In business discourse, communication partners are
usually entrepreneurs engaged in production, trade
and services. “Partnership in communication” is carried
out at the lexical-grammatical level using personal
pronouns (we, you), affiliation suffixes (our company,
enterprise, our company, our organization, etc.).

When discussing the style of communication
in a business discourse, the business letter refers to
the use of appropriate terms and clichés.

A business letter is always informative because
it always serves a specific purpose. Depending
on the content of the letter, the purpose of writing
and sending it, the compiler also uses pre-template
language clichés. For example: We are ready to
answer all your questions; We look forward to your
reply; Additional information about will be
provided, etc. The language of such letters is also

characterized by commands, questions, exclamation
sentences,  conditional,  concessional  branch
sentences. For example: Please provide information
about the receipt of documents in writing; Even if
the application deadline expires, you will be notified
within 10 days after reviewing the documents you
have submitted. This is the last warning!

In any case, the business letter reflects
the values of the communication partners, which is
one of the specific features of business discourse.

One of the main values for any company,
department, organization, enterprise is to establish
a reliable partnership. In letters, this is done by
expressing hope, gratitude, positive appreciation
and wishes for mutual understanding, and it is
expressed through individual words, phrases, phrases
and sentences, labels of gratitude, desire, satisfaction,
agreement. It conveys satisfaction with business
relations, mutual understanding, bargaining
and the desire to continue cooperation in the future.
For example: Thank you for choosing us!; We hope
that our business relations will be long-lasting;
We are pleased to support your company! In such
sentences, there are emotional shades that are not
typical for the language of business letters. This
suggests that the language of such correspondence is
not completely devoid of emotion.

Because there are no special template forms for
business letters, they often have certain structural
errors. As mentioned earlier, although the letters contain
standard words, expressions, and sentences used in
previous writings, they should not be duplicates of one
another. That is, the information contained in the text
of the newly written letter, the index of the previously
sent letter, the date of dispatch and the text should not
be used again. If the name of the company is indicated
on the top of the form or in a rectangular stamp in
the upper left corner of the letter, there is no need to
indicate the name of the company next to the position
of the person signing the letter.

Ascanbeseen, the headings (rubrics) inthe standard
form of the business letter under consideration reflect
the important categories of the business discourse.

Conclusion. Discourse analysis of genre
and style features of epistolary text is one of the most
productive and promising areas of linguistic research
today. Summing up the results of research conducted
within the discursive approach, we can say that
the content and form of business letters are subject
to state standards on the one hand, and epistolary,
on the other hand, reflect the specific features
of this style as a genre of formal-business style. The
discursive analysis of business letters suggests that
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the categories of business discourse are manifested in
the situational-rational correspondence of stationery
and normalized language units and means for all
levels of language, manifested in the successive
sections of the letter. Terminology, clichés, fixed
combinations, vocative words to lexically normalized
language units characteristic of this genre; derivative
and compound words at the morphological level,
different types and images of verbs, person and sign
pronouns; At the syntactic level, verb components,
mostof which are simple sentences, include command,
question, exclamation sentences, completeness,
condition, compound branch sentences, and so on.
Although the use of emotional and expressive words
and expressions is not typical for the language

of business letters, the template expressions and polite
words used in some dialogues suggest that they are
not completely devoid of emotion.

Scientific novelity. The analysis of the content
and form, language and style of business letters
within the categories of business discourse constitutes
a scientific novelty of the research work.

Practical significance. The results obtained during
the research have not only scientific and theoretical,
but also some practical significance. They can be
used as a source in the practical course of business
correspondence and in the preparation of textbooks,
teaching aids, lectures on this topic, in research work
related to written business communication (thesis,
article, dissertation, and monograph).
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I'axpamanosa II. IIJIOBE JIUCTYBAHHS IK KOMIIOHEHT AIIOBOi KOMYHIKAIIIT
B ABEPBANJI’KAHCBKIH MOBI

inoge nucmysanus 3a621couU CIyAcumy CRIIKYBAHHIO 3 MEMOI0 YMOYHEHHS, GUPIUEHHS AKMYATbHUX NUMAHD
ma aopecosane KOHKpEemHOMY Napmuepy 3i CRIIKY8aHHA. Y nucemo8omy cniikyeanui napmuepu, yini, yMogu,
Memoou ma opeaizayis CniiKy8auHs ymeopionms CmpyKmypy 0il08020 OUcKypcy. Y 0inogomy aucmyeanHi
NogHe Ma MoUHe 3aCMOCYS8ANHA YUX KOMNOHEHMIE 00380IA€ GeCMU NOZUMUBHY MA eheKMUBH) KOMYHIKayiio.

Y ecmammi sanyyaromocsa 0o eusuenna mexkcmu 0in0GUX JUCMIE, HANUCAHUX A3ePOAIONCAHCLKOIO MOBOIO,
U0 € OOHUM I3 OCHOBHUX 3AC00i8 0i106020 CNINKYBAHHA. []in06e 1ucm — ye pUOUYHO OLL0BULE OOKYMEHN, SAKULL
cyaHcums 071 866e0eHHs1, 30epicants ma nepeoadi ingopmayii. Hanucanmns 0inoeux aucmis nepedbaiac nesHy
peaxyir adpecama, moomo cepeouni KOMyHIKAMUSHOL cumyayii 3a 0OHUM JUCTOM Ci0 PO NO8 SA3AHUX 3 HUM
MeMamuyHux mexkcmie — aucmie y 8ionosiov. Kamezopii 0in06020 OucKkypcy 3acmocosyromscs 6 oQiyiliHux
PO30inax 00KyMeHma Oin08020 MUCHYBAHHA | Y CAMOMY MEKCHL.

AHnaniz npuze00ums 00 GUCHOBKY, WO Y BCIX PO30INAX OL0BO20.IUCA 8 A3EPOALIONCAHCHKINIMOBI CHOCMEPI2AEMb L
payionanvie NOCOHAHHA CMAHOAPTNHUX eNeMEHMI6 Ma JNeKCUYHUX, MOPGHONOSTUHUX MA CUHMAKCUUHUX MOBHUX
00UHUYL MA 3Ac00i8, HOPMANIZ308AHUX HA 6CIX PIGHAX MOSU. Y cmammi po32naoaiomvcsl XapakmepucmuKy pisHux
Kamezopiu 0108020 OUCKYPCY 6 HCAHPI OL106020 TUCMA, WO 8i000PANCAIOMb YK PAYIOHAIbHY BIONOBIOHICHb.
O61pyHmo8yemvcst OOYINLHICMb AHANIZY MEKCMIB OLI0GUX TUCHIIB Y MENCAX OUCKYPCUBHO20 NIOX0OY.

Takooic 6udineHo OCHOGHUN YUHHUK cmammi npo 0inoge cninkysanus. Lle Oae modxciugicms Oinbut
SACHO 1 Jle2Ko po3yMimu i 8UCTOBIIO8AMUCS NPABUIbHIULE, d MAKONC 00360NAE GUIHAUUMU 3MICT, (DYHKYIHO
ma CmpyKmypy KopecnoHoenuyii.

Mema Odinosux dokymenmie — 0oHecmu asmopcyKy MoOYKy 30py ma no3uyiio 00 ocodu, sAKil aopecosand
KOpecnoHoenyis. I pamomna ma nepekoHIusa apeymeHmayis YiHyemocs K 0OUH i3 KIHY08UX IHCMPYMEHMi8
y 0ocsieHeHHi yiel memu.

Knrouosi cnosa: nucomose 0inoge cninkysauts, 0inosutl aucm, 0idanoe, 0iioge CRiiKy8aHHs.
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