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ABSTRACT
Information sharing is very important in the work of any organization, and if it
cooperates with foreign partners, its employees should know the peculiarities and
rules of foreign language written business communication. The article discusses a
typical structure of a business letter, characterizes the basic rules of competent and

polite business communication.

Keywords: written business communication, business letter, ethics of business

communication, business correspondence.

Kaxnas COBpPEMEHHAs
OpraHu3allusi, KOTopasi COTpYJHUYAET C
3apyOeKHBIMU MAapTHEPAMHU, HE MOXKET
o0xonuTbest 0e3 oOMeHa Kakou-1n0o
uHdopmaimeii, Tak Kak 3TOT OOMeH
ABJISIETCSI OCHOBHBIM  (pakTopoM B
0001 0Tpaciau, UMEHHO TOTOMY TaK
BAXXHO YMETh I'PAMOTHO W IPABUIBHO
MPUMEHATh  HABBIKM  MHOSI3IYHOTO
JIEJIOBOTO OOIIIEHUS.

[Ipouecc HAJTAKUBAHUS "
MOJACPKKU KOHTAKTOB MEXTY JIIOIbMHU
B JIOJKHOCTHOM ctepe, rje
coBeplIaeTca nepenaya HH(popManuu,
OMbITa WM KaKOro-IHOO TPOJIyKTa
KOHKPETHOU NESATEITbHOCTU —
Ha3bIBaeTCs JienoBoe oOmieHue [1].
YtoOst IIOCTPOUTH IIPaBUJIbHBIN
JNEJIOBOM  JUAJIOr  CIEAYEeT  3HATh
HEKOTOpbIE HIOAHCHI, YTOOBI JOCTUYH
OINPENICJICHHBIX MeJed W 3ajgad. Y
JIEJIOBOTO OOIIEHUSI CYIIECTBYET JBa
BAPUAHTA — YCTHBIN U TUCbMEHHBIN.

VYceTHOE JIETIOBOE oO1reHue
MpOSIBJIACTCS B Takux (Qopmax, Kak
nejaoBele  Oecelbl W TIEPETOBOPHI,
BCTpEUH, KOHCYJIbTAIIH,
koH(pepennuu. He wmeHee BaxHyIO
poJIb HMEET JCIOoBO¢ OOIICHHE B
nucbMeHHOW — (opme  (cimyxeOHas
MEepEenucKa, JeJIOBble NUCbMa U
KOppECHOHJEHIINS), T.€.  TJIaBHOE
OTJINYAE€  MHUCBMEHHOTO  JEJOBOIO

OOIIIeHUsT B TOM, YTO MPOTEKAET OHO B
ITUCBMEHHOH (hopMme.

Heo0Oxoaumo o0namare
OTIPEICIICHHBIMHU HaBBIKAMHU 51
YMEHUSIMU  JUISL  BEJACHUSA JICTIOBOM
MEPEINUCKH, KOTOPhIE MOXXHO CUHTATh
KJIIOYEBBIMHU I CIELUAINCTa JII000M
00J1acTH.

I[IucemeHHOE J€/IOBOE OOIICHHE
OTJIMYACTCS PETIAMEHTHPOBAHHOCTHIO
— TIOYWHEHHOCTBHIO YCTaHOBJICHHBIM
mpaBujIaM W OTPaHWYCHUSM, Ha

KOTOpBIE BIIASIIOT CTETEHD
0UIHAITBHOCTH, HAI[MOHAJIHO-
KYJIbTYPHBIE TpaJHILMH,

00IIIeCTBEHHBIE HOPMBI IIOBEICHUS, a
TaK)Ke KOHKPETHBIC IeJu U 3ama4u [3].
JlenoBoe MNHCHMO B 3aBUCUMOCTH OT
1[EeJIM OOIICHHMS MOJKET OBITh. ITHCHMO-
MOITBEPK/ICHUE, rapaHTUIHOE
MChbMO, HH(POPMAITMOHHOE MHCHMO,
MUCBMO-OTBET, MHCHMO-TIPUTIIANIICHHUE,
0JlarogapCTBEHHOE MUCHMO,
COTIPOBOAMTEIIBHOE THCHMO, IMHCHMO-
3ampoc, MUChMO-pEKIaMaIIns.
Cy1ecTByIOT OIpEICTICHHBIC
npaBuia COCTaBIEHUS U O(QOpMIIEHUS
JIEJIOBOTO IMHCHhMa, KOTOPBIC OTBEYAIOT
IpaBUJIaM TPAMOTHOTO M BEKJIHMBOTO
JIEJI0OBOTO OOIIICHMS.
OO0s13aTeIbHBIMH
CJIEIYIOIINE IIEMEHTHI:
- mpuBeTCTBHE/ OOpaIleHue;
- TEKCT MHChMA;

SABJIIAIOTCA
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- 3aKJIFOYCHUE,

- HOAIIMUCh OTIIPABUTCIIA.

]_ICJIOBOC INNCBMCHHOC O6HI€HI/IC
OoT/IIMYacTCad HCIIOJIB30BAHUEM q)pa3—
KJIMILIC. JLitst oOparieHus WA
IMPUBCTCTBUA qaimie BCCTO
ynotpeossiroresi:  «Dear  Colleaguesy,
«Dear Ally, «Dear HR departmenty.
3aKOHUYMTh  MHUCBMO  HEOOXOJUMO
BCKJINBBIM ITOKCIIaHUECM. Camble
pacnpocTpaHeHHbIC (Ppa3bI-KIAIIE IS
3aBepiicHus mucbMa: «Best regards!y,
«Kind regards!», «Best wishes/ Warm
wishes», «Thanking in advance»,
«Thank you and we are looking
forward to hearing from you.

[Ipu oOmIeHun ¢ WHOCTPAHHBIMU
ImapTaHepaMu ACJIOBOC IIMCbMO CIICAYCT
IMMCAaTb Ha POJHOM A3BIKC IMOJIYy4aTCIIAd,
IMIpu BO3HHMKHOBCHHH CJIO)KHOCTH C

MEpEeBOJOM  TEKCTa,  pa3peraercs
HCIIOJIb30BaTh  AHIJIMUCKUM  SI3BIK,
MTONYJISIPHBIN B Z€II0BOM
MPOCTPAHCTBE.

[lutupoBaHue mNEPENUCKU WU
CChUJIKA HAa  KOHKPETHOE MHUCHhMO

CUMTAECTCS HEOTHEMJIEMOW U BAXKHOU
4acThIO JICJIOBOTO MHChbMA, TaK Kak
Oylaroapsi 5TOMy YMEHBIIIAETCS BpPeMsi
MOKCKa HYKHOTO MHUChMA.
[lognuceiBaThcsi B JCJIOBOM
MUCbME HEOOXOAMMO C TMOAPOOHBIMH
orucanusiMu, a umenHo  DUO,
JOJDKHOCTh, Ha3BaHUE OpTaHMW3AINH,
TeneoH U aapec calTa/>JeKTpOHHAs
noura. Tarkke HYXHO Y4eCTb TO, UYTO
HE CTOUT TEpechlIaTh UyKHE IMHChbMa
0e3 MO3BOJICHUSI aBTOPA, TaK KaK B HUX
MOXKET TPHCYTCTBOBAaTH HWH(MOpMAITUS
KOH(DHICHIIMAIEHOTO XapaKTepa.
Cnenyer MPUAEPKUBATHCS
O(HUIIMAIBHOTO CTHJIS OOIIECHUS, XOTS
JIOTYCTUMBI HEOOJIBIIINE Bapuallid B
3aBUCUMOCTH OT CTEMEHU 3HAKOMCTBA C
coOeceIHUKOM, HO B JIIOOOM cilydyae

00s13aTeNbHO MPUACPKUBATHCS HOPM U
IMpaBujI OTHUKH ACJIIOBOIO O6HICHI/I}I.
Himxe MpEeACTaBIICHBI 00pa3sIel
ACJIOBOI'o InMucCbMa B TpPECX BApHAHTAX,
HO ITO OAHO TEME.

(OpunuanbHoe
MHCbMO)

Dear Mr. Jack,

| hope this email finds you well.
This is Ivan lIvanov from Volgograd
and Russian Federation. | wanted to
update you on the meeting we are
having on Wednesday. Due to the
weather conditions it has been moved
from 10:45 a.m. to 11:30 a.m.

Would you be so kind as to let me
know if you will be able to attend it?
Please accept my apologies for the
inconvenience.

Sincerely, Ivan Ivanov from
Volgograd and Russian Federation

(Menee odummnajbHOe TeI0BOE
MICHMO)

Hello Sergey,

This is Mikhail from Moscow and
Russian Federation. | wanted to update
you on the meeting we are having on
Wednesday. Due to the weather
conditions, the meeting has been moved
from 10:45 a.m. to 11:30 a.m.

Please let me know if you will be
able to attend it. Sorry for the
inconvenience.

Best regards, Sergey.

(Heopuuuanabnoe
MHCHbMO)

Nicholas,

| just wanted to let you know that
the Wednesday meeting had been
moved to 11:30 a. m. I'm really sorry
about that. Will you be able to attend
it?

J1eJI0BOe

H€JI0BOC

Sergey.
IlogBoass wUTOr, MOXKHO CKa3aThb,
YTO JCI0BOE NMHUCHMEHHOE OOIICHHE Ha
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AHTJIMHACKOM SI3BIKE MMEET cdieayroame

XapaKTEPUCTHUKHU:

l. Jlorn4aHOCTH
(mocnenoBaTeNbHOCTD U3JI0KEHUS
MaTepHala, Y4eTKOCTbh U JIOCTaTOYHOCTh
apryMEHTAaIuN ).

2. JloctrynHocTh  (u30Oeranme
3aMBICIIOBATHIX IPEITOKCHAM,

HEOJHO3HAYHBIX BBIPAKEHUN ).
3. Kparkocth, TOYHOCTH WU
SICHOCTb IIEPEAAYH MBICIICH.

5. Ucnonb30BaHuE KIIUIIIE.

6. JlosanpHBIE TOH mepenadu
uHpopMaruu.

Taxkum obOpazom, npu
WHOSI3BIYHOM  JIEJJOBOM NHCHMEHHOM
00I1IeHN HEOOXOAMMO 3HATh THUIIOBYIO

CTPYKTYpY  [JI€JIOBOITO  TUCbMa U
IPUIECPKUBATHCS CYILIECTBYIOILIUX
IpaBuI JTAHHOTO TUIIA

B3aUMOJCUCTBUSI, XapaKTEPHBIX IS
ONpeaeIeHHON OU3HEC KYJIbTYpPHI.

4. T'pamoTHOCTH (cOOIIOIEHUE
BCEX TPAaBHUJI M HOPM IMPABOIKCAHHS, a
TaKKe ITUKH JICJIOBOTO OOIIICHU).
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