
 
 

 

 
 
 
 
 

    ºÂà¸²´²ÜàôÂÚàôÜ 
 
 
 
 

êàôê²ÜÜ² â²È²´Ú²Ü 
ÐäîÐ  É»½áõÝ»ñÇ ³ÙµÇáÝÇ í³ñÇã, 

µ³Ý³ëÇñ³Ï³Ý ·ÇïáõÃÛáõÝÝ»ñÇ Ã»ÏÝ³Íáõ,  
¹áó»Ýï 

 
²Ü¶ÈºðºÜàì ¶àðÌ²ð²ð 
Ü²Ø²Î²¶ðàôÂÚ²Ü 
²è²ÜÒÜ²Ð²îÎàôÂÚàôÜÜºðÆ 
Ð²ðòÆ Þàôðæ 

 
Ðá¹í³ÍáõÙ Ý»ñÏ³Û³óí³Í »Ý ·áñÍ³ñ³ñ Ý³Ù³Ï³·ñáõÃÛ³Ý ³é³ÝÓÝ³Ñ³ïÏáõ-

ÃÛáõÝÝ»ñÁ« ¹ñ³Ý µÝáñáß ï³ññ»ñÁ« ÑÇÙÝ³Ï³Ý µ³é³Ï³å³ÏóáõÃÛáõÝÝ»ñÁ: Ð³ïáõÏ 
áõß³¹ñáõÃÛáõÝ ¿ ¹³ñÓíáõÙ ·áñÍ³ñ³ñ Ý³Ù³Ï³·ñáõÃÛ³Ý ÙÇç³½·³ÛÇÝ ÷áñÓÇÝ, ³Ù»-
ÝÇó Ñ³×³Ë û·ï³·áñÍíáÕ ³ñï³Ñ³ÛïáõÃÛáõÝÝ»ñÇÝ« ¹ÇÙ»É³Ó¨»ñÇÝ: 

 
ÐÇÙÝ³µ³é»ñ©  ·áñÍ³ñ³ñ Ý³Ù³Ï³·ñáõÃÛ³Ý ³é³ÝÓÝ³Ñ³ïÏáõÃÛáõÝÝ»ñ« Ù³ë-

Ý³·Çï³Ï³Ý ûï³ñ É»½áõ« ·áñÍ³ñ³ñ Ý³Ù³ÏÇ á×« ·áñÍ³ñ³ñ 
Ý³Ù³ÏÇ µ³Õ³¹ñÇã ï³ññ»ñ« É»½í³Ï³Ý ÙÇçáóÝ»ñÇ ÁÝïñáõ-
ÃÛáõÝ 

 
 
Ðá¹í³ÍÁ ÝíÇñí³Í ¿ ³Ý·É»ñ»Ýáí ·áñÍ³ñ³ñ Ý³Ù³Ï³·ñáõÃÛ³Ý ³é³ÝÓ-

Ý³Ñ³ïÏáõÃÛáõÝÝ»ñÇÝ« áñÁ §²Ý·É»ñ»ÝÁ Ñ³ïáõÏ Ýå³ï³ÏÝ»ñáí¦ ¹³ëÁÝ-
Ã³óÇ ¥ESP ¬ English for Special Purposes¤ Ï³ñ¨áñ³·áõÛÝ µ³Õ³¹ñÇãÝ»ñÇó ¿: 
´³½Ù³ÃÇí É»½í³Ï³Ý ÑÙïáõÃÛáõÝÝ»ñÇ ÑÇÙùÁ, áñáÝù ³ÝÑñ³Å»ßï »Ý áõë³-
ÝáÕÝ»ñÇÝ ³å³·³ ³ßË³ï³Ýù³ÛÇÝ ·áñÍáõÝ»áõÃÛ³Ý ÁÝÃ³óùáõÙ« å»ïù ¿ 
¹ñíÇ Ñ³Ù³Éë³ñ³ÝáõÙ` §Ø³ëÝ³·Çï³Ï³Ý ûï³ñ É»½áõ¦ ³é³ñÏ³ÛÇ ¹³ë³-
í³Ý¹Ù³Ý ÁÝÃ³óùáõÙ: 

¶ñ³íáñ ËáëùÁ ÑÝ³ñ³íáñáõÃÛáõÝ ãÇ ÁÝÓ»éáõÙ ÏÇñ³é»Éáõ ³ñï³Ñ³Ûï-
Ù³Ý ³ÛÝ É»½í³Ï³Ý Ï³Ù ³ñï³É»½í³Ï³Ý ÙÇçáóÝ»ñÁ« áñáÝù Ñ³ëáõ »Ý Ëá-
ëáÕÇÝ` ÑÝã»ñ³Ý·« Å»ëï»ñ ¨ ³ÛÉÝ: öáË³ñ»ÝÁ Ñ³ëó»³·ñáÕÝ û·ï³·áñÍáõÙ ¿ 
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Ý»ñ·áñÍÙ³Ý ³ÛÉ ÙÇçáóÝ»ñ` á×³Ï³Ý ÑÝ³ñÝ»ñ1: à×³Ï³Ý ÙÇçáóÝ»ñÇ ï»ÕÇÝ ¨ 
Ýå³ï³Ï³áõÕÕí³Í ·áñÍ³ÍáõÃÛáõÝÁ ÃáõÛÉ ¿ ï³ÉÇë µáí³Ý¹³ÏáõÃÛáõÝÁ Ñ³-
Õáñ¹»É ³ÛÝ Ó¨áí« ÇÝãå»ë Ý³Ë³ï»ë»É ¿ Ñ³ëó»³·ñáÕÁ ¨ ÇÝãå»ë ó³ÝÏ³ÉÇ 
ÏÉÇÝ»ñ Ù³ïáõó»É Ñ³ëó»³ïÇñáçÁ` ×Çßï Ù»ÏÝ³µ³ÝÙ³Ý Ñ³Ù³ñ: ØÇ¨ÝáõÛÝ 
µáí³Ý¹³ÏáõÃÛáõÝÁ ï³ñµ»ñ Ï»ñå ³ñï³Ñ³Ûï»Éáõ ÑÝ³ñ³íáñáõÃÛ³Ùµ ¿É 
Ó¨³íáñíáõÙ ¿ á×Á: 

Ð³Ù³¹ñ»Éáí ÙÇ¨ÝáõÛÝ µáí³Ý¹³ÏáõÃÛ³Ý ³ñï³Ñ³ÛïÙ³Ý ÑÝ³ñ³íáñ 
ï³ñµ»ñ³ÏÝ»ñÁ` ³ÝÑñ³Å»ßï ¿ ÑÇÙÝ³íáñ»É Ï³ï³ñ³Í ÁÝïñáõÃÛáõÝÁ« áñÁ 
áã ÙÇ³ÛÝ Ý³Ù³ÏÇ µáí³Ý¹³Ï³ÛÇÝ ÁÝÏ³ÉÙ³Ùµ ¿ å³ÛÙ³Ý³íáñí³Í« ³ÛÉ¨ ¹ñ³-
ÝáõÙ ³ñï³Ñ³ÛïíáÕ Ùáï»óáõÙÝ»ñÇ ¨ í»ñ³µ»ñÙáõÝùÇ ×Çßï Ù»ÏÝ³µ³Ýáõ-
ÃÛ³Ùµ: 

È»½í³Ï³Ý ÙÇçáóÝ»ñÇ ÁÝïñáõÃÛáõÝÁ Ï³Ëí³Í ¿ µ³½Ù³ÃÇí ·áñÍáÝÝ»-
ñÇó` Ñ³Õáñ¹³ÏóÙ³Ý áÉáñï ¨ ·áñÍ³éáõÛÃ« Ã»Ù³« ËáëùÇ Ó¨ ¥µ³Ý³íáñ Ï³Ù 
·ñ³íáñ¤« Ñ³Õáñ¹³ÏóíáÕÝ»ñÇ ëáóÇ³É³Ï³Ý Ï³ñ·³íÇ×³Ï ¨ Ýñ³Ýó ÙÇç¨ 
»Õ³Í Ñ³ñ³µ»ñáõÃÛáõÝÝ»ñ« Ñ³Õáñ¹³ÏóÙ³Ý ï»Õ« Å³Ù³Ý³Ï ¨ ³ÛÉÝ2: Üßí³Í-
Ý»ñÇ ÃíáõÙ Ï³ñ·³íÇ×³ÏÇ ·áñÍáÝÁ ß³ï Ï³ñ¨áñ ¿« ù³Ý½Ç ÑÇÙÝí³Í ¿ µ³½-
Ù³ÃÇí Ñ³ñ³µ»ñáõÃÛáõÝÝ»ñÇ íñ³« áñáÝù ·áñÍ³ñ³ñ Ý³Ù³Ï³·ñáõÃÛ³Ý ÁÝ-
Ã³óùáõÙ Ï³ñáÕ »Ý Ñ³ëï³ïí»É Ù³ñ¹Ï³Ýó ÙÇç¨` ³ñï³Ñ³Ûï»Éáí ëïáñ³-
¹³ëáõÃÛáõÝ« Ñ³ñ·³Ýù« ù³Õ³ù³í³ñáõÃÛáõÝ« å³ïÏ³é³Ýù ¨ ³ÛÉÝ3: 

àñáß Ñ»ÕÇÝ³ÏÝ»ñÇ Ï³ñÍÇùáí` ·áñÍ³ñ³ñ Ý³Ù³Ï³·ñáõÃÛ³Ý Ù»ç 
Ï³ñ¨áñ ¿ µ³ó³ñÓ³Ï³å»ë ³Ù»Ý ÇÝã` Ó¨³íáñáõÙ« µ³é»ñÇ ÁÝïñáõÃÛáõÝ« 
Ý³Ë³¹³ëáõÃÛáõÝÝ»ñÇ Ï³éáõóÙ³Ý ³é³ÝÓÝ³Ñ³ïÏáõÃÛáõÝÝ»ñ« ÝáõÛÝÇëÏ ÃÕÃÇ 
áñ³Ï: ²éÏ³ »Ý Ý³¨ áñáß³ÏÇ ëÏ½µáõÝùÝ»ñ« ûñÇÝ³Ï` Ã» áñ µ³é»ñÝ »Ý 
·ñíáõÙ Ù»Í³ï³éáí« áõÕÕ³·ñáõÃÛ³Ý ¨ Ï»ï³¹ñáõÃÛ³Ý Ï³ÝáÝÝ»ñÇ ÏÇñ³-
éáõÃÛ³Ý ³é³ÝÓÝ³Ñ³ïÏáõÃÛáõÝÝ»ñÁ: àõëïÇ Ý³Ù³Ï³·ñáõÃÛ³Ý Ù»ç ³é³ç-
Ý³ÛÇÝ »Ý Ñ³Ù³ñíáõÙ áã ÙÇ³ÛÝ µ³é»ñÝ áõ ³ñï³Ñ³ÛïáõÃÛáõÝÝ»ñÁ« ³ÛÉ¨ Ï»-
ï³¹ñáõÃÛáõÝÁ« Ý³Ë³¹³ëáõÃÛ³Ý Ù»ÍáõÃÛáõÝÁ, Ý»ñùÇÝ Ï³éáõóí³ÍùÁ« µ³é»-
ñÇ Ñ»ñÃ³Ï³ÝáõÃÛáõÝÁ ¨ë ÏñáõÙ ¿ ÇÙ³ëï³ÛÇÝ Ýß³Ý³ÏáõÃÛáõÝ« ÇÝãå»ë ¨ 
å³ñµ»ñáõÃÛáõÝÝ»ñÇ ï³ñµ»ñ³ÏáõÙÁ: 

¶ñ³·»ï ·ñí³Í ·áñÍ³ñ³ñ Ý³Ù³ÏÁ, É»½í³Ï³Ý áõ á×³Ï³Ý Ï³ÝáÝÝ»ñÇ 
¨ Ý³Ù³Ï³·ñáõÃÛ³Ý ÑÇÙÝ³Ï³Ý ëÏ½µáõÝùÝ»ñÇ å³Ñå³ÝÙ³Ý å³ñ³·³ÛáõÙ, 
Ñ³Õáñ¹³ÏóáõÃÛ³Ý Ñ³çáÕáõÃÛ³Ý ÑÇÙÝ³Ï³Ý ·ñ³í³Ï³ÝÝ ¿: Î³Ëí³Í ³ÛÝ 
Ñ³Ý·³Ù³ÝùÇó` Ñ³ëó»³ï»ñÁ í³Õ»ÙÇ Ã» Ýáñ ·áñÍÁÝÏ»ñ ¿« ¹³, ³ÝÏ³ëÏ³Í, 
¹ñë¨áñíáõÙ ¿ Ý³Ù³ÏÝ»ñáõÙ: Ü³Ù³Ï³·ñáõÃÛáõÝÁ Ï³ñáÕ ¿ ÉÇÝ»É Ý»ñùÇÝ 
¥Ñáõß³·Çñ/memo` Ý³Ë³ï»ëí³Í ÁÝÏ»ñáõÃÛ³Ý Ý»ñëáõÙ ï»Õ»Ï³ïíáõÃÛ³Ý« 
Ññ³Ñ³Ý·Ý»ñÇ« ËáñÑñ¹³ïíáõÃÛ³Ý Ñ³Ù³ñ¤ ¨ ³ñï³ùÇÝ ¥ËÝ¹ñ³Ýù« µáÕáù« 
Ñ³ñóáõÙ« Ý»ñáÕáõÃÛáõÝ« å³ï³ëË³Ý å³ñáõÝ³ÏáÕ Ý³Ù³ÏÝ»ñ« ¿É»Ïïñá-
Ý³ÛÇÝ Ý³Ù³ÏÝ»ñ` emails« Ñ»é³å³ï×»ÝÝ»ñ« ý³ùë»ñ` faxes¤: Ð³ñÏ ¿ Ýß»É« áñ 
Ý»ñùÇÝ ¨ ³ñï³ùÇÝ ·áñÍ³ñ³ñ Ý³Ù³Ï³·ñáõÃÛ³Ý ÙÇç¨ ·áÛáõÃÛáõÝ áõÝ»óáÕ 
ï³ñµ»ñáõÃÛáõÝÝ»ñÁ å³ÛÙ³Ý³íáñí³Í »Ý ÙÇçÙß³ÏáõÃ³ÛÇÝ Ñ³Õáñ¹³Ïóáõ-
ÃÛ³Ý« ÙÇç³½·³ÛÇÝ Ñ³ñ³µ»ñáõÃÛáõÝÝ»ñÇ ³é³ÝÓÝ³Ñ³ïÏáõÃÛáõÝÝ»ñáí« áñáÝó 
ÇÙ³óáõÃÛáõÝÁ »ÝÃ³¹ñáõÙ ¿ Ý³Ù³ÏÇ ³ñ¹ÛáõÝ³í»ï Ï³½ÙáõÙ ¨ µáí³Ý¹³Ïáõ-
ÃÛ³Ý ×Çßï ÁÝÏ³ÉáõÙ: 

                                                 
1 î»°ë Риффатер М., Критерии стилистического анализа / Новое в зарубежной лингвистике. 
Вып. 9. Лингвостилистика. М.: Прогресс, 1980, ¿ç 72: 
2 î»°ë Долинин К., Интерпретация текста. М.: Просвещение, 1985,  ¿ç 72: 
3 î»°ë Crystal D., Davy D., Investigating English Style, Lund, 1980,  ¿ç 162: 
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Ð³çáÕ ·áñÍ³ñ³ñ Ý³Ù³Ï ·ñ»Éáõ Ñ³Ù³ñ ³ÝÑñ³Å»ßï ¿ ×Çßï á× ÁÝïñ»É 
¨ Ùïù»ñÁ Ñ³Õáñ¹»É Ñ³ëó»³ïÇñáç Ñ³Ù³ñ å³ñ½« Ù³ïã»ÉÇ ³Ý·É»ñ»Ýáí: 
Ü³Ù³ÏÇ ß³ñ³¹ñÙ³Ý Ï»ñåÁ ÑëÏ³Û³Ï³Ý ï»Õ»ÏáõÃÛáõÝ Ï³ñáÕ ¿ å³ñáõÝ³-
Ï»É Ý³Ù³ÏÁ ·ñáÕÇ« Ýñ³ Ý»ñÏ³Û³óñ³Í Ï³½Ù³Ï»ñåáõÃÛ³Ý Ù³ëÇÝ: Ð»ï¨³-
µ³ñ` ß³ï Ï³ñ¨áñ ¿« áñ ï»Õ»ÏáõÃÛáõÝÁ« Ý³Ù³ÏÇ áõñí³·ÇÍÁ ¥layout¤« á×Á ¨ 
áõÕÕ³·ñáõÃÛáõÝÁ Ñëï³Ï ÉÇÝ»Ý: ¶áñÍ³ñ³ñ Ý³Ù³Ï ·ñ»ÉÇë å»ïù ¿ ³é³ç-
Ýáñ¹í»É ÁÝ¹áõÝí³Í Ó¨³ã³÷áí ¥standard format¤: ¸ñ³ ·ÉË³íáñ ëÏ½µáõÝù-
Ý»ñÝ áõ ï³ññ»ñÝ »Ý` 

1. ³ç ÏáÕÙáõÙ` Ñ³ëó»³·ñáÕÇ Ï³½Ù³Ï»ñåáõÃÛ³Ý ³Ýí³ÝáõÙÁ« Ñ³ëó»Ý« 
¿É»ÏïñáÝ³ÛÇÝ Ñ³ëó»Ý«  

2. Ó³Ë ÏáÕÙáõÙ` Ñ³ëó»³ïÇñáç ³ÝáõÝÁ ¨ Ñ³ëó»Ý, 
3. íÏ³Û³ÏáãíáÕ Ý³Ëáñ¹ Ý³Ù³ÏÇ Ñ³Ù³ñÁ ¥Reference¤, 
4. ³Ùë³ÃÇíÁ ¥Date¤, 
5. áõÙ ¿ áõÕÕí³Í ¥Opening¤, 
6. Ã»Ù³Ý ¥Subject¤« áñÁ Ý»ñÏ³ÛáõÙë Ñ³½í³¹»å ¿ ÝßíáõÙ, 
7. ï»ùëïÁ ¥Body of the letter¤, 
8. å³ßïáÝ³Ï³Ý »½ñ³÷³ÏáõÙÁ ¥Closing¤, 
9. Ñ³ëó»³·ñáÕÇ ëïáñ³·ñáõÃÛáõÝÁ ¥Signature¤, 
10. Ñ³ëó»³·ñáÕÇ ³ÝáõÝ-³½·³ÝáõÝÁ« å³ßïáÝÁ ¥Name and Job Title¤, 
11. ³é¹Çñ ¥Enclosures¤, 
12. Ñ»ï·ñáõÃÛáõÝ ¥P©S©¤: 
ÐÝ³ñ³íáñ ¿« áñ Ý³Ù³ÏÁ ·³ÕïÝÇ ï»Õ»ÏáõÃÛáõÝÝ»ñ å³ñáõÝ³ÏÇ: ²Û¹ 

¹»åùáõÙ §î»Õ»ÏáõÃÛáõÝ Ý³Ù³ÏÇ ·³ÕïÝÇáõÃÛ³Ý í»ñ³µ»ñÛ³É ¥Confidential¤¦ 
ïáÕÁ ·ïÝíáõÙ ¿ Ñ³ëó»³ïÇñáç Ñ³ëó»Çó Ùáï 2 ÙÇçáõï ¥ÇÝï»ñí³É¤ í»ñ: 
²Ûë ÝßáõÙÁ ·ñíáõÙ ¿ Ï³Ù ·ÉË³ï³é»ñáí CONFIDENTIAL, Ï³Ù ëÏëíáõÙ Ù»-
Í³ï³éáí ¨ ÁÝ¹·ÍíáõÙ` Confidential: 

ÊáñÑáõñ¹ ¿ ïñíáõÙ ã³Ýï»ë»É ³é³çÇÝ Ñ³Û³óùÇó Ù³Ýñáõù Ãí³óáÕ ³ÛÉ 
·áñÍáÝÝ»ñ ¨ë: ä»ïù ¿ ÑÇß»É« áñ Ñ³Ù³å³ï³ëË³Ý ¹ÇÙ»É³Ó¨Ç` å³ßïá-
Ý³Ï³Ý áÕçáõÛÝÇ ÁÝïñáõÃÛáõÝÁ ÝáõÛÝå»ë Ï³ñáÕ ¿ »ñÏÙïáõÃÛ³Ý ³éÇÃ ¹³é-
Ý³É: úñÇÝ³Ï` ²ØÜ¬áõÙ Ï³Ý³Ûù ·áñÍ³ñ³ñáõÃÛ³Ý áÉáñïáõÙ ·»ñ³¹³ëáõÙ »Ý 
¹ÇÙáõÙÇ Ms© ï³ñµ»ñ³ÏÁ« áñÁ ãÇ ÁÝ¹·ÍáõÙ Çñ»Ýó ÁÝï³Ý»Ï³Ý Ï³ñ·³íÇ-
×³ÏÁ: ê³Ï³ÛÝ ûï³ñ³½·Ç ·áñÍÁÝÏ»ñÝ»ñÁ Ï³ñáÕ »Ý »ñÏ³ñ ËáñÑ»É Ms©« 
Miss Ï³Ù Mrs© ¹ÇÙ»É³Ó¨»ñÇ ÁÝïñáõÃÛ³Ý ßáõñç« »Ã» Ý³Ù³ÏÇ í»ñçáõÙ áãÇÝã 
ãÇ Ýßí³Í ³Û¹ Ù³ëÇÝ: ²Û¹ ÇëÏ å³ï×³éáí ûï³ñ³½·Ç ·áñÍÁÝÏ»ñÝ»ñÇÝ Ý³-
Ù³Ï ·ñ»ÉÇë Ñ³ñÏ³íáñ ¿ Ý³Ù³ÏÇ í»ñçáõÙ« ÙÇÝã¨ ³ÝáõÝ-³½·³ÝáõÝÁ ·ñ»ÉÁ« 
Ýß»É ¹ÇÙ»É³Ó¨Ç Ms©« Miss Ï³Ù Mrs© ï³ñµ»ñ³ÏÝ»ñÁ: ÆÝã í»ñ³µ»ñáõÙ ¿ Mr© 
¹ÇÙ»É³Ó¨ÇÝ« ³å³ µáÉáñáíÇÝ Ï³ñÇù ãÏ³ ¹³ Ýß»É Ý³Ù³ÏÇ í»ñçáõÙ: 

àõß³·ñ³í ¿ Ý³¨ ³Ùë³ÃÇíÁ« áñÁ ·ñíáõÙ ¿ Ý³Ù³ÏÇ í»ñÇÝ Ó³Ë ÏáÕ-
ÙáõÙ` Ñ³ëó»³ïÇñáç ³Ýí³Ý ¨ Ñ³ëó»Ç ÝßáõÙÇó ¥»Ã» Ï³ Ý³¨ íÏ³Û³ÏáãíáÕ 
Ý³Ëáñ¹ Ý³Ù³ÏÇ Ñ³Ù³ñÁ¤ »ñÏáõ ÙÇçáõï Ý»ñù¨: ÊáñÑáõñ¹ ¿ ïñíáõÙ ³Ùëí³ 
³ÝáõÝÁ ·ñ»É ³ÙµáÕçáõÃÛ³Ùµ` ÑÝ³ñ³íáñ ÃÛáõñÇÙ³óáõÃÛáõÝÝ»ñÇó Ëáõë³÷»-
Éáõ Ýå³ï³Ïáí: àñáß »ñÏñÝ»ñáõÙ ³Ùë³ÃíÇ Ïñ×³ï Ý»ñÏ³Û³óÙ³Ý Ñ»ï¨Û³É 
Ó¨Á, ûñÇÝ³Ï` 12©10©14, Ýß³Ý³ÏáõÙ ¿ 2014 Ãí³Ï³ÝÇ ÑáÏï»Ùµ»ñÇ 12« ÙÇÝã-
¹»é ²ØÜ¬áõÙ ¹³ ³ñÓ³Ý³·ñáõÙ ¿ 2014 Ã© ¹»Ïï»Ùµ»ñÇ 10-Á: àõëïÇ ÁÝ¹áõ-
Ý»ÉÇ »Ý ³Ùë³ÃíÇ Ý»ñÏ³Û³óÙ³Ý Ñ»ï¨Û³É ÙÇ ù³ÝÇ ï³ñµ»ñ³ÏÝ»ñÁ` 

October 12« 2014/ 12 October« 2014/ 12 October 2014/ 12th October« 2014 
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ä³ßïáÝ³Ï³Ý áÕçáõÛÝÁ ¥Opening¤ ÝßíáõÙ ¿ Ý³Ù³ÏÇ Ó³Ë ÏáÕÙáõÙ` ³Ù-
ë³ÃíÇó 2 ÙÇçáõï Ý»ñù¨: ²é³ÝÓÇÝ ³ÝÓ³Ýó ¹ÇÙ»É³Ó¨»ñÁ ÙÇßï ëÏëíáõÙ »Ý 
Dear µ³éáí« áñÇÝ Ñ»ï¨áõÙ ¿ Ñ³ëó»³ïÇñáç ³ÝáõÝÁ` Dear Mr© Brown« Dear 
Ms© Brown ¨ ³ÛÉÝ« ÇëÏ »Ã» Ý³Ù³ÏÁ áõÕÕí³Í ¿ Ù»ÏÇÝ« áõÙ ³ÝáõÝÁ Ñ³ÛïÝÇ ã¿« 
³å³ û·ï³·áñÍíáõÙ »Ý Dear Sir« Dear Sirs« Dear Sir or Madam« Dear 
Customer« Dear Colleague Ï³Ù To Whom It May Concern Ó¨»ñÁ: ä³ßïá-
Ý³Ï³Ý« áã å³ßïáÝ³Ï³Ý« ³ÝÓÝ³Ï³Ý Ý³Ù³ÏÝ»ñÇ µñÇï³Ý³Ï³Ý ï³ñµ»-
ñ³ÏáõÙ áÕçáõÛÝÇ ËáëùÝ ³í³ñïíáõÙ ¿ ëïáñ³Ï»ïáí« ÇëÏ å³ßïáÝ³Ï³Ý 
·áñÍ³ñ³ñ Ý³Ù³ÏÝ»ñÇ ³Ù»ñÇÏÛ³Ý ï³ñµ»ñ³ÏáõÙ û·ï³·áñÍíáõÙ ¿ ÏñÏÝ³-
Ï»ïÁ ¥:¤: 

Ü³Ù³ÏÇ ï»ùëïÁ ëÏëíáõÙ ¿ å³ßïáÝ³Ï³Ý áÕçáõÛÝÇó Ï³Ù Subject 
ïáÕÇó 2 ÙÇçáõï Ý»ñù¨: î»ùëïÇ ïáÕ»ñÇ ÙÇç¨ ÃáÕÝíáõÙ ¿ 1« ÇëÏ Ûáõñ³-
ù³ÝãÛáõñ Ýáñ å³ñµ»ñáõÃÛ³Ý ÙÇç¨` 2 ÙÇçáõï: ä³ñµ»ñáõÃÛ³Ý ³é³çÇÝ ïá-
Õ»ñÁ Ï³ñáÕ »Ý ·ñí»É »ñÏáõ Ó¨áí` Éáõë³ÝóùÇó áñáß³ÏÇ Ñ»é³íáñáõÃÛ³Ùµ 
¥block style¤ Ï³Ù å³ñµ»ñáõÃÛ³Ý ëÏ½µáõÙ ³½³ï ï»Õ ÃáÕÝ»Éáí ¥indented¤: 

¶áñÍ³ñ³ñ Ý³Ù³ÏÝ»ñÁ ëáíáñ³µ³ñ å³ßïáÝ³Ï³Ý á×áí »Ý ß³ñ³-
¹ñíáõÙ: Ð»ï¨³µ³ñ` Ëáë³Ïó³Ï³Ý á×ÇÝ µÝáñáß ï³ññ»ñÁ ï»ÕÇÝ ã»Ý ³Ûë-
ï»Õ« áõëïÇ ³ÝÑñ³Å»ßï ¿ Ëáõë³÷»É Ïñ×³ïáõÙÝ»ñÇó ¥áã Ã»` don’t« won’t« 
mustn’t« can’t« ³ÛÉ` do not« will not« must not« cannot ¨ ³ÛÉÝ¤: ä»ïù ¿ µ³Û»ñÁ 
Ý»ñÏ³Û³óÝ»É Ý»ñ·áñÍ³Ï³Ý ¥Active voice¤ ¨ áã Ã» Ïñ³íáñ³Ï³Ý ¥Passsive 
voice¤ ë»éáí« áñÁ Ý³Ù³ÏÝ ³í»ÉÇ ¹ÇÝ³ÙÇÏ Ï¹³ñÓÝÇ: 

Ð³ñÏ ¿ Ý³¨ Ëáõë³÷»É »ñÏ³ñ Ý³Ë³¹³ëáõÃÛáõÝÝ»ñ ·ñ»Éáõó: Ð³ÏÇñ× 
ËáëùÁ Ùïù»ñÇ ÷áË³Ý³ÏáõÃÛáõÝÝ ³í»ÉÇ ³ñ¹ÛáõÝ³í»ï Ï¹³ñÓÝÇ« ù³Ý µ³-
é»ñáí Í³Ýñ³µ»éÝí³Í »ñÏ³ñ Ý³Ù³ÏÁ: 

àã Ã»` 
If there are any points on which you require explanation or further 

particulars« we shall be glad to furnish such additional details as may be 
required by telephone© 

²ÛÉ` 
If you have any questions« please call/ring© 
 
ä»ïù ¿ µ³ó³é»É µ³ñµ³é³ÛÇÝ Ï³Ù Å³ñ·áÝ³ÛÇÝ Ó¨»ñÇ û·ï³·áñÍáõÙÁ« 

³ÝÑñ³Å»ßï ¿ Ëáõë³÷»É Ý³¨ ã³÷Çó ß³ï Ñ³ëó»³ïÇñáç ³ÝáõÝÁ Ýß»Éáõó: 
¸³ å»ïù ¿ ³ñíÇ ÙÇ³ÛÝ Ù»Ï ³Ý·³Ù` áÕçáõÝ»ÉÇë: 

ä³ßïáÝ³Ï³Ý »½ñ³÷³ÏáõÙÁ å»ïù ¿ ÉÇÝÇ Ý³Ù³ÏÇ ï»ùëïÇó 2 ÙÇ-
çáõï Ý»ñù¨` Ý³Ù³ÏÇ Ó³Ë ÏáÕÙáõÙ: Ü³Ù³ÏÇ í»ñçáõÙ Ñ³ñÏ ¿ ·ñ»É ÙÇ Ï³ñ× 
Ý³Ë³¹³ëáõÃÛáõÝ« ûñÇÝ³Ï` I look forward to hearing from you ¥²ÝÑ³Ùµ»-
ñáõÃÛ³Ùµ ëå³ëáõÙ »Ù Ò»ñ Ý³Ù³ÏÇÝ¤, Ï³Ù` Please do not hesitate to contact 
me if you need further information ¥ÊÝ¹ñáõÙ »Ù` ÙÇ »ñÏÙï»ù Ï³å Ñ³ë-
ï³ï»Éáõ ÇÝÓ Ñ»ï« »Ã» Ñ»ï³·³ ï»Õ»Ï³ïíáõÃÛ³Ý Ï³ñÇù áõÝ»Ý³ù¤: êñ³Ý 
Ñ»ï¨áõÙ ¿ »½ñ³÷³ÏáõÙÁ« áñÝ ³ñï³óáÉáõÙ ¿ »ñÏáõ ÏáÕÙ»ñÇ ÙÇç¨ Ñ³ñ³-
µ»ñáõÃÛáõÝÝ»ñÇ å³ßïáÝ³Ï³ÝáõÃÛáõÝÁ: Ü»ñùÇÝ Ý³Ù³Ï³·ñáõÃÛ³Ý Ù»ç Ñ³-
×³Ë ·áñÍ³ÍíáõÙ »Ý Cordially/Cordially yours/Yours cordially ¥êñï³·ÇÝ ó³Ý-
ÏáõÃÛáõÝÝ»ñáí¤ Ï³Ù Warmest regards ¥æ»ñÙ³·ÇÝ µ³ñ¨Ý»ñáí¤ ³ñï³Ñ³Û-
ïáõÃÛáõÝÝ»ñÁ« áñáÝù ³é³í»É Ùï»ñÙÇÏ »ñ³Ý· »Ý Ñ³Õáñ¹áõÙ Ñ³ñ³µ»ñáõ-
ÃÛáõÝÝ»ñÇÝ: 

ê³Ï³ÛÝ ³í»ÉÇ å³ßïáÝ³Ï³Ý »Ý Ý³Ù³ÏÁ »½ñ³÷³ÏáÕ Ñ»ï¨Û³É ï³ñ-
µ»ñ³ÏÝ»ñÁ© 
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Yours sincerely/Sincerely yours ¥»ñµ ëÏëíáõÙ ¿ Dear + ³ÝáõÝÁ Ó¨áí¤, 
Yours faithfully/Faithfully yours ¥»ñµ ëÏëíáõÙ ¿  Dear Sir/Madam Ó¨»ñáí¤, 
Yours truly/Truly yours/Very truly yours/Yours very truly Ó¨»ñÁ å³Ï³ë 

å³ßïáÝ³Ï³Ý »Ý: 
²é¹ÇñÁ íÏ³ÛáõÙ ¿ Ý³Ù³ÏÇÝ áñ¨¿ ÷³ëï³ÃÕÃÇ ÏóÙ³Ý Ù³ëÇÝ ¨ ÝßíáõÙ 

Ó³ËÇó` Ñ³ëó»³·ñáÕÇ ³Ýí³Ý« ½µ³Õ»óñ³Í å³ßïáÝÇ ÝßáõÙÇó 1−2 ÙÇçáõï 
Ý»ñù¨: ¸³ Ï³ñ»ÉÇ ¿ Ýß»É ï³ñµ»ñ Ï»ñå` 

Enclosure/Enclosure: Catalogue/Enclosure: Enc©/Encl©/Encs©/enc 
Ð»ï·ñáõÃÛáõÝÁ ¥P©S© − Postscriptum¤ ÝßíáõÙ ¿ Ó³ËÇó` í»ñçÇÝ ïáÕÇó 

»ñÏáõ ÙÇçáõï Ý»ñù¨` ïáÕ³ëÏ½µÇó: Ð»ï·ñáõÃÛáõÝÁ ·áñÍ³ÍíáõÙ ¿ ³ÛÝ ¹»å-
ùáõÙ« »ñµ µáõÝ ï»ùëïáõÙ áñ¨¿ µ³Ý ãÇ Ýßí»É« Ï³Ù Ñ³Õáñ¹íáõÙ ¿ Ý³Ù³ÏÇ 
ï»ùëïÇÝ ã³éÝãíáÕ áñ¨¿ ï»Õ»ÏáõÃÛáõÝ: ê³Ï³ÛÝ Ý»ñÏ³ÛáõÙë« »ñµ Ý³Ù³Ï-
Ý»ñÁ ·ñíáõÙ »Ý Ñ³Ù³Ï³ñ·ãÇ û·ÝáõÃÛ³Ùµ« Ñ»ßï ¿ ßïÏ»ÉÝ áõ µ³óÃáÕáõÙÁ 
Éñ³óÝ»ÉÁ, áõëïÇ Ñ»ï·ñáõÃÛáõÝÁ ¥P©S©¤ ³í»ÉÇ Ñ³½í³¹»å ¿ Ñ³Ý¹ÇåáõÙ: 

²ÛÅÙ Ý»ñÏ³Û³óÝ»Ýù ÙÇç³½·³ÛÇÝ áÉáñïáõÙ ·áñÍ³ñ³ñ Ý³Ù³Ï³·ñáõ-
ÃÛ³Ý Ù»ç ³Ù»ÝÇó Ñ³×³Ë Ñ³Ý¹ÇåáÕ µ³é»ñÝ áõ ³ñï³Ñ³ÛïáõÃÛáõÝÝ»ñÁ© 

• Following our recent telephone conversation® 
• I am writing to you to confirm® 
• Thank you for taking the time to® 
• Regarding the question of® 
• I think you will agree that® 
• We are sorry for any inconvenience caused© 
• I am enclosing full contact details© 
• We regret that we cannot® 
• It is with great regret that we have to inform® 
• We are sorry not to be able® 
²Ñ³ Ý³¨ ·áñÍ³ñ³ñ Ý³Ù³Ï³·ñáõÃÛ³Ý ·ñ»Ã» µáÉáñ µ³Õ³¹ñÇãÝ»ñÝ 

ÁÝ¹·ñÏáÕ Ý³Ù³ÏÇ ÙÇ ÝÙáõß4. 
 

HPSempra Systems Inc 
Conway Industrial Estate 

Hartlepool 
HPL 7GN 

United Kingdom 
¥+44¤00791847 

mark@sales/sempra©org 
Jeanne Eckhart 
Optecol 
31 Rue Jules Welter 
Sanem 
L¬4902 
Luxembourg 
 

Our ref: TS50©001 
21 May 2014 
 
TS50 Delivery 

                                                 
4 î»°ë Trappe, Tullis, Intelligent Business, Style Guide, The Economist, Pearson, 2006, ¿ç 17: 
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Following our recent telephone conversation« I am writing to you to confirm 
the arrangements for the delivery of the TS50 test simulator that you ordered 
through our Brussels office© As I mentioned« a team of engineers from our UK 
and Germany offices will be attending the engineering trade show in Hanover 
from 1¬3 July© Our stand at the show will feature a number of new products and 
test stations« including the first production model of the TS50« which is being 
shipped over from the UK especially for the event© 

The show closes its doors on the evening of the third« and we will arrange 
for the simulator to be dismantled and packed on to a flatbed truck for delivery 
to you directly© The transportation will be handled by the same freight company 
that is looking after the logistics for the show« TransMax« and I am enclosing full 
contact details with this letter© I have already spoken with director« Mr©Wolfgang 
Hartung« and he is awaiting confirmation from your side before proceeding with 
the delivery© 

Jane Bradley« the sales engineer who will be in charge of our stand« will be 
available to travel to your plant on Thursday after the show« and she will provide 
assistance with the final installation and configuration of the machine during the 
following two days© 

I will not personally be present at the fair but Ms©Bradley will be able to 
answer any question you may have© I know that this is an unusual delivery 
procedure but I think it is an interesting opportunity for you to save the cost and 
time delay of normal delivery from the UK© 

I look forward to doing business with you in the future and thank you again 
for placing one of the first orders for the TS50© I am sure it will give you 
complete satisfaction© 

 

Yours sincerely« 
 

Signature 
 

Mark Rathbone 
Sales Manager 
 

enc 
 

àõÕ³ñÏ»Éáõó ³é³ç Ñ³ñÏ ¿ µ³ñÓñ³Ó³ÛÝ Ï³ñ¹³É ·áñÍ³ñ³ñ Ñ³Õáñ-
¹³·ñáõÃÛáõÝÁ« Ý³Ù³ÏÁ` Ñ³Ùá½í»Éáõ Ñ³Ù³ñ å³±ñ½ ¿, ³ñ¹Ûáù, ß³ñ³¹ñí³Í, 
Ñ»±ßï ¿ ÁÝÏ³ÉíáõÙ ³ÙµáÕç ÇÙ³ëïÁ: ä»ïù ¿ ëïáõ·»É Ý³¨ áõÕÕ³·ñáõÃÛáõÝÁ` 
ÑáõÛëÁ ã¹Ý»Éáí spellcheck Ñ³Ù³Ï³ñ·ã³ÛÇÝ Íñ³·ñÇ íñ³:  

²ÛëåÇëáí` ·áñÍ³ñ³ñ Ý³Ù³Ï³·ñáõÃÛ³Ý á×Á ¹ñë¨áñíáõÙ ¿ áã ÙÇ³ÛÝ 
É»½í³ÙÇ³íáñÝ»ñÇ ×Çßï ÁÝïñáõÃÛ³Ùµ« ³ÛÉ¨ Ý³Ù³ÏÇ ³ñï³ùÇÝ Ó¨³íáñ-
Ù³Ùµ ¨ ³ÝÑñ³Å»ßï µ³Õ³¹ñÇãÝ»ñÇ ³éÏ³ÛáõÃÛ³Ùµ: ´áÉáñ ³Ûë ·áñÍáÝÝ»ñÁ 
Ï³ñ¨áñ »Ý Ý³Ù³ÏÇ ×Çßï ÁÝÏ³ÉÙ³Ý ¨ Ù»ÏÝ³µ³ÝÙ³Ý Ñ³Ù³ñ, ë³Ï³ÛÝ 
Ï³ñ¨áñ³·áõÛÝ ¹»ñÁ« µÝ³Ï³Ý³µ³ñ« å³ïÏ³ÝáõÙ ¿ ï»ùëïÇÝ« áñÝ ÇÙ³ëï³-
µáí³Ý¹³Ï³ÛÇÝ Ï³éáõÛóÝ»ñÇ Ñ³Ù³ÏóÙ³Ùµ Ï³ï³ñáõÙ ¿ Çñ ·áñÍ³éáõÛÃÁ: 
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употребляются в деловом стиле в международной прак-
тике. 
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On the Issue of Business Correspondence in English©− 

Some characteristics of business correspondence« elements 
typical to this style are represented in the given paper© 
Particular attention is paid to expressions« forms of address 
which are widely used in the business style in international 
practice. 


