GleNURUULNI33NFL

unkuuuuu 2ULUR3UL
<NS< (Ggnibbph wdphnih Junpys,
pwlwupnwlwl ghunnygintGaGnh pGhyGwon.,

nng&lwn
uvaLcNrcund anfrourun
vuvuyuaNrnt@suu
unuuauuLusunt@3NtuuNp
<UunNsh cnkN

<nnywdnd Gephuywgywd GG gnpownwin Guidwlwgnnuwl wewbdawhwnlng-
pnaaGnp, npwl plnnny wwppbnp, hhdawlwl pwpwlwwwlygnigintGatnp: <wunily
nipwinpnuygntl f nuindynid gnpownuwin Gwdwlwgnnuygwl dhowqquyhl thnpdhl, wib-
GOhg hwiawfu oquiwgnndynn wnpuwhwyuwnnygintGGGpHG, nhltjwdlbnhl:

Zhihwpwebn.  gnpdwpwn Gwowluwepnipiul wewbdbwhwwnlnysniG66n, dwu-
Gughuwnwlwl ounwin (Gqne, gnpndwnwn Guidwlh nd, gnpownwn
Gudwiyh puwmuwnpps uwwpnbp, (Ggdwilwl dhonglbph pluni-
pnLa

<nnywép Gyhpgwé t wbgtptbny gnpéwpwn Gwiwywagpnipjwb wrwbé-
OwhwuinynipyntbGsphb, npp «UbOgtpsbp hwuwnney Gwwwnwybspny» nuupl-
pwgh (ESP - English for Special Purposes) wnunpwanyb pwnwnnphsbGtphg :
Pwquiwphy |tgqwywb hdnnignitbbtph hhdpp, npnbp wOhpwdtwn GO0 ntuw-
GnnOGpp0 wwwgw wluwwnwbpwiht gnpénibbnigywb pbpwgpntd, wtwnp §
npyh hwiwpuwpwbnd’ «Uwulbwghunwywb onwp [Egnu» wewplyuwih nwuw-
Jwbndwb pbpwgpnty:

Qpwynp funupp hGwpwynpnipintl sh pbétenid Yhpwebint wpunwhwjun-
Jwl wyb Gawywl uwd wpunwiGgquywb dhonglbpp, npnbp hwunt GG fun-
unnhG” hGstpwlg, deuntbn L wyb: dnfuwptlp hwugbwagpnnb oguhwgnpénLd §
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OGGpgnnpéiwl wy shonglbp™ nAwlywl h&wnﬁbn1: N&wlywb dhonglbph inbnh( L
Owwuwnwywninnywé gnpéwénipinibp pnyp £ vnwihu pndulnwynignip hw-
nnpnbl wyb duny, hoswbu Gwfuwwnbub) £ hwugbwagpnnp L hGswbu gubywih
ythbbp dwuwnnigt hwugbwuwnhpnop® £houin dGYOwpwGdwb hwdwp: UhLGnyl
pnywlnwynipntbp vwppbp YGpw wpunwhwynbine hGwpwynpnigjwdp L
dLwynpynid £ n&p:

{wdwnpbing uhlOnyb pndwlnwynigwt wpunwhwwndwb hGwpwynp
wnuwppbpwybbpp” wohpwdtwnn £ hpdbwynptbp Yuwwnwpwé pGunpneenilbp, npp
ng 0hwy0 Gwiwyh pnqwbnwyuiht paywiwidp b wywjiwbwynpgwé, wj ke npw-
Ontd wpunwhwynynn dnuinbgnuitbph L yGpwptpdniGph £hpuin dGYGwpwlne-
pjwdp:

LEqwywb dhonglbph pbwnpnipinilp Ywjuwé b pwqiwphy gnpénblt-
nhg” hwnnpnwygdwl ninpun L gnpéwenyyp, pGiw, funuph dL (pwlwynp Ywd
anwynp), hwnnpnwygynnbtph unghwjwywb Yupgquwyhdwy L Gpwbg dhol
Bnwé hwpwpetpnipyniGOtn, hwnnpnwygiwb nbn, dwiwlwy L wuﬁzz LoJwo-
OGph pUNLd Ywpgwyhfwyh gnpénlp 2wwn uplnp t, pwbgh hpdGwé t pwg-
dwphy hwpwptpnigntbbtph ypw, npnbp gnpéwpwp Gwdwywagpnipjwb pb-
pwgpntd Ywpnn GO0 hwuwnwwnyb] dwpnywlg dhol' wpunwhwjnbiny unnpw-
nwuntpintl, hwpquibp, punwpwywpnieintl, wwunywewp b w6®:

Npnz henhGwybeph Ywpshpny™ gnpéwpwp  Gwdwywagpnipjwb  dk9
wplbnp t pwgwpdwwwbu wikl hbs duwynpnud, pwrebph pbGupneeintd,
OwfuwnwuntpntGGEph Ywrenigdwl werwbdbwhwwnynipyniGatn, Gnybhuy pneh
npwy: Uryw GG Gwl npnwyh uygpnibplbn, ophbwy pE np pwrebnb GO
gnynid dESwwnnweny, ninnugnpnipjwl L Yewnwnpnigjwb JuOnbsph Yhpw-
rnipjwl wrwOdbwhwwnynipinibbbpp: Nwuwnh Gwdwywgpnipjwb GG wrwe-
Owyhb GO0 hwdwnynid ng dhwyb pwretnb Nt wpunwhwjunninlbbBpp, wyl ye-
wnwnpnentlp, Gwuwnwunigjwl dténipnLbp, GEppht Ywrenigywdpp, pwnb-
nh hGppwywOnigntbp Lu Ypnid £ hdwuwinwght Gowlwynigntb, hoswbu b
wwnpbpnipntGOEph tnwppGpwynidp:

Qpwgbwn gpdwé gnpdwpwn bwdwyp, |Ggqwywb n ndwywb YwanGOtph
L Gwiwywgpnipjwlb hhdGwywb uygpnibptsph wwhwwbiwl wwpwguwyney,
hwnnpnwygnipjwb hwennnigjwl hhiGwywb gpwdwywdb t: Ywudws wyl
hwOqwdwbphg' hwugbwuwnbpp Juntih gt Gnp gnpéplytp £, nw, wayuuyws,
npubnpynud £ Gwdwybbpnid: Lwdwywagpnipintp wpnn £ (hGG, GGpphG
(hntwghp/memo’” Owjuwwnbujwdé pouytGpnigwb GGpuntd wnbnEYwwnyniejw,
hpwhw(qltph, funphpnwunynipywb hwiwn) L wpunwpht (ubGnpwbp, pnnnp,
hwnpgnty, Gepnnnigyntl, wywuwnwufuwlt wwpnibwynn  Gwdwybkn, EGYwpn-
OwjhG Gwiwybtbn® emails, htrwwwuwnAGLOGn, Pwpubp® faxes): <wny t GG, np
O6pph0 L wpunwphlt gnpdwpwn Gwdwywgpnepjwb dhole gnjnipinth ntbbgnn
wnwpptpnegntbbbpp wwjdwbwynpdwé GG dhedwynipwiht hwnnpnwygnt-
pjwh, dhowgguwihb hwpwpbpnipintGOEph werwbdbwhwwnynipntbbtpnd, npnbg
hdwgnipjnibp Ghpwnpnud £ Owdwyh wpryntbwybun Jugind L pndwbnuynt-
pjwl £hun pbYywney:

' St'u Pudbcpatep M., Kputepumn ctunuctuyeckoro aHanmsa / Hosoe B 3apyBexHON NUHIBUCTUKE.
Bbin. 9. Jlunrsoctnnuctuka. M.: MNporpecc, 1980, ko 72:

2 St DonunuH K., NHTepnpeTtauus Tekcta. M.: lNpocsewexune, 1985, Lo 72:

® Stiu Crystal D., Davy D., Investigating English Style, Lund, 1980, t9 162:
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<wonn gnpdwpuwp Gwdwy gpbint hwiwp wOhpwdtw £ &hpun n& plGunpb
L dnptpp hwnnpnb] hwugbwunhpng hwiwp wwpg, dwwnsbh wbgtptany:
Lwidwyh 2wpwnpiwb Yepwp huwywywb wnbnGynipynttd Ywpnn £ wwpnibw-
Yyt Gwiwyp gpnnh, pw GEpYwywgnwsé Yuqiwybpwnipjwb dwuhb: <Gunlw-
pwn” 2wwn Ywnplnp £, np tnbnBynignibp, Gwiwyh nipquaghén (layout), n&p L
ninnuwagpnipnttp huwnwy |hoGG: Qnpdwpwp Gwdwy gpbihu wbuinp L wewe-
Onpnybl pOnnibdwé dLwswihny (standard format): 7w gifuwydnnp uygpnibp-
0Gp0 nL Lnwppepa 6O°

1. wo Ynnuintd” hwugbwagpnnh Ywqgiwytpwnipjwlh wojwbnidp, hwugkl,
ElGYwnpnOwihb hwugkal,
dwfu Ynnintd” hwugbwunhpng wanibp L hwugk,

Jywjwynsynn Gwpunpn Gwdwyh hwdwpp (Reference),
wduwpehyp (Date),

ntd £ ninnywé (Opening),

pGUwl (Subject), npp GepYwyniiu hwaywntw t Gayned,
wnbpuunp (Body of the letter),

ww2wnnlwywb Ggpwihwynudp (Closing),

9. hwugtwgpnnh unnpwagpnipntlp (Signature),

10. hwugtbwagpnnh wantG-wqqubniOp, wwwnnbp (Name and Job Title),

11. wenhp (Enclosures),

12. hGuingpnipynil (P.S.):

LOwpwynp &, np Owdwyp qununbh wnbnbynipntbbtp wwnpnibwyh: Un
nGwpntd «Stntynigintt Gwiwyh gununbhnigwb ybpwptnwy (Confidential)»
wnnnp qunbynud £ hwugbwwnhpng hwugbhg dnun 2 dhonwun (hOwntpywy) dbp:
Wu Gzndp gpynud £ Ywd giluwwnwetnpn CONFIDENTIAL, Ywd ujuynud db6-
swuwnwreny L plngéynid™ Confidential:

funphnipn £ iipynid swluinbub] werweohl hwjwgphg dwlpnip pywgnn wy
gnpénb06p Lu: MGwp £ hh2G, np hwiwwwunwuuwb nhdGwdlh” wwwn-
Owywb nnontjuh pGuinpnipgnibp Onyowtu Ywpnn £ Gpydnnugub wehp nwe-
Owy: OphOwy UUUL-nd wlwyp gnpdwnpwnnipjwl ninpunntd gbpwnwuntd 60
nhdntdh Ms. wwnpptpwyp, npp sh plngénwd hptlg pbwnwitywh Ywpgwyh-
swyp: Uwywb onwpwaggh gnpépbytntspp Yywpnn 60 Gplywn funphtp Ms.,
Miss Ywd Mrs. nhiGiwdaltph pGunpnipjwl nipg, Gt Gwdwyh ybponid nshbs
sh G2qwé wyn dwuhG: Un huy ywuwndwreny onnwnpwagh gnpépbybnpltpht Gw-
dwy gpbihu hwpywdnnp £ Gwdwyh Jdbponed, dhbsl wanib-wgqqwbnibp gnbp,
0261 nhabjwalh Ms., Miss Ywd Mrs. tnwppbpwybtpp: hbs yGpwpetpnid £ Mr.
nhiGiwélhl, www pninpndhb Ywphp syw nw 026] Gwdwyh yepont:

Nawgpwy b Gwl wiuwphyp, npp gndnud b Gwdwyh 4y6phb dwfu ynn-
anid” hwugbwuwnhpng wOywb L hwugth G2nudhg (Gpt Yw OGwb yywjwynsynn
Owfunpn Gwdwyh hwdwpp) Gpynt dhonwwin 06ppl: lunphnipn £ uvipgnud wdudw
wbnibp gptp wdpnnontgjwip™ hGwpwdnp piniphdwgnipntbbbphg funtuwiht-
(Nt Oywuwnwyny: Npny GpynpbEpnid wduwpyh Ynpdwuwn GEpYuywgiwb hGunlywg
alp, opnhlwy™ 12.10.14, Gowlwynid £ 2014 pqwywbh hnyunbdptph 12, dhbs-
nGr UUL-nd nw wpdwlbwgpnud t 2014 p. nGyuinbdptph 10-p: Nuwnh pbnnte-
O61h 60 wduwpyh GepYuwywgiwb htnlyw) dh pwOh nwppbpwybtpp

October 12, 2014/ 12 October, 2014/ 12 October 2014/ 12" October, 2014

N R ®ODN
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MwunnGwywb nnonylp (Opening) Gaynid t Gwiwyh dwhu Ynndnd™ wad-
uwpyhg 2 dhontn Gbppl: Urwbdhl wGdwbg nhdGjwdédlbpp dhaun ulyuynid GO
Dear pwrny, nphG hGunbnid £ hwugbwunhpne wlniGp™ Dear Mr. Brown, Dear
Ms. Brown L wji0, huy Geb Gwdwyp ninnywdé £ a6Yha, nud woncbp hwyuinbp sk,
www oquwgnpéyntd GO Dear Sir, Dear Sirs, Dear Sir or Madam, Dear
Customer, Dear Colleague Ywd To Whom It May Concern &Ltpp: Mwjun-
Owywa, ns ywounnlbwywl, wodtwywb Gwiwyosph ppprnwlwywl nwppk-
pwynid nnonyOh funuplt wdwnpuynid £ unnpwytunny, huy wwunnbGuwyw
gnpéwpwp Gwdwybbph wdGphywb nwpptpwynid ogunwignpdyned £ ynpyow-
yewp ():

Lwdwyh wnbpunp uyuynid | wwuinbwywb nnonybhg Ywd Subject
wnnnhg 2 dhonin OGppl: Stpunh wnntph dhole pnnOynud £ 1, huy jnipw-
pwlgnip Gnp wwppGpnipjwb dhol™ 2 dhonwun: Mwpptpnipjwb wrwohlb wn-
nGpp Ywpnn GG gpybp Gpyne duny’ |ntuwlbgphg npnawyh hGrwynpnipjwdp
(block style) Ywd wwpptpnipjwb uygpnid wquin inkn pnnlOGiny (indented):

Anpédwpwp Gwiwyobpp undnpwpwn wwaunnbwywb nénd GO wpw-
nnyned: <Gunbwpwn funuwygwywb n&hb pnpny wnwpptpp wnbnho s60 wyu-
wntin, ntunh wOhpwdbwn t funtuwht) Ypdwwnnidbbphg (ng pG" don’t, won't,
mustn’t, can’t, wj” do not, will not, must not, cannot L wy (): MGwnp Lt pwtipp
OGpYwywglt) Bpgnpéwywb (Active voice) L ng pG Ypwynpwlwb (Passsive
voice) utrny, npp Owiwyb wyth nhGwdhy Yynwpébh:

<wpy £ Gwl funtuwht) Gpywp GwjuwnwunignitGOtp gpbinig: <wyhpd
funupp duptph thnfuwbwynipnttb wdbih wpnynibwdbun Ynwpdlbh, pwl pw-
rtpny SwlpwptrGwéd Gpywn Gwiwyp:

N e

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.

Uy

If you have any questions, please call/ring.

MGuwnp t pwgwrt] pwppwrwiht Ywd dwngnbwihb dubph ogunwgnpénip,
wlOhpwdtywn k juntuwht] Gwl swihhg wwn hwugbwuinhpng wlniOp GG NLg:
Aw wewp bt wpgh dhwjb d6Y wbgqwd™ nnontbbhu:

NMwunnbwlwb Ggpwthwynidp wtuwnp t hoh Gwiwyh wnbpunnhg 2 Gh-
ontn OGppl” Gwdwyh dwfu Ynninwd: Lwdwyh yepenud hwpy £ gpbp dh Ywps
Owfuwnuwuntpintlt, ophGwy | look forward to hearing from you (UGhwdipb-
nNLRjwip uwwuntd GU 26 Gwdwyhb), Ywa' Please do not hesitate to contact
me if you need further information (luGnpnud GO° dh GpydwnGp Yww hwu-
wnwuwnbnt hGd htwn, b hGuwagw wnbnEYwwnynipjwb Ywnphp nibGowp): Upw
hGuinlnwd £ Ggpwdhwynidp, npb wpunwgninud b Gpyne ynndkph dhole hwpw-
pGnpnipyntbGGph ww2unnbGwywbnigynibp: Leppht Gwiwywgpnipjwb GG hw-
Swfu gnpéwaéynid 6h Cordially/Cordially yours/Yours cordially (Upuinwght guiG-
ynipyntblbbpny) Ywd Warmest regards (26pdwghlt pwplObpnd) wpunwhwyg-
wnnipntbOtpp, npnbGp wrwdb| dwnbpdhy Gpwlg GG hwnnpnnud hwpwptpne-
pInLb0GNNG:

Uwlwjt wyblh ywunnbwywb 60 Gwdwyp Ggpwithwynn hGunlyw) wnwp-
pGpwybGnp.
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Yours sincerely/Sincerely yours (Gpp ujuyntd £ Dear + wOniOp &uny),

Yours faithfully/Faithfully yours (Gpp uyuynid t Dear Sir/Madam 4ltpny),

Yours truly/Truly yours/Very truly yours/Yours very truly dultpp wwlwu
wwunnlwywo 60:

Urnhpp yywynid £ Gwdwyhb nplk hwunwpeneh Ygdwb dwuhb L Gagnd
dwfuhg' hwugbwgnpnnh woywh, qpwnbgpwd wwownnOh Gonwdhg 1-2 dhoniwn
GGppl: Mw Ywntih b 026) twpptp Yepw

Enclosure/Enclosure: Catalogue/Enclosure: Enc./Encl./Encs./enc

Lauingpnipnibp (P.S. — Postscriptum) Gpdnid £ dwfuhg™ 4Gpohl uinnnhg
Gpynt dhontun Geppl’ wninnwuygphg: <Gungpnieinitp gnpéwéynid £ wyb nbw-
pnid, Gpp pnilh wnbGpuwnnid nplt pwb sh G246, Yywd hwnnpnynud | Gwdwyp
wnbipunhb swrGsynn npuk nbnGynieggnit: Uwywb GEpyuynudu, Gpp Gwidwy-
OGpp gnpdnud GO0 hwdwywngsh oglnipjwdp, htyw £ 2wnyGio Nt pwgpennnidp
(pwglbip, ntunh hbuingpnipyniop (P.S.) wybih hwgywnbw £ hwonhwntd:

Ujdd Obpywywglblp dhowggwiht ninpuinud gnpéwpwn Gwdwywgpnt-
pjwl b69 wiklhg hwawfu hwinhwnn pwrEpb Nt wpunwhwjunnieNLOGBPp.

e Following our recent telephone conversation...

e | am writing to you to confirm...

e Thank you for taking the time to...

¢ Regarding the question of...

e | think you will agree that...

e We are sorry for any inconvenience caused.

e | am enclosing full contact details.

e We regret that we cannot...

e lItis with great regret that we have to inform...

e We are sorry not to be able...

Uhw Owbl gnpéwpwp Gwdwlwagpnigjwlb gnpbpt pninp pwnwnphsGeno
nOngnynn Gwdwyh gh Ganey?.

HPSempra Sysfems Inc
Conway Industrial Estate
Hartlepool

HPL 7GN

United Kingdom
(+44)00791847
mark@sales/sempra.org

Jeanne Eckhart
Optecaol

31 Rue Jules Welter
Sanem

L-4902

Luxembourg

Our ref: TS50.001
21 May 2014

TS50 Delivery

* Sk'u Trappe, Tullis, Intelligent Business, Style Guide, The Economist, Pearson, 2006, L9 17:
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Following our recent telephone conversation, | am writing to you to confirm
the arrangements for the delivery of the TS50 test simulator that you ordered
through our Brussels office. As | 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 | am enclosing full
contact details with this letter. | 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. | know that this is an unusual delivery
procedure but | think it is an interesting opportunity for you to save the cost and
time delay of normal delivery from the UK.

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

Yours sincerely,
Signature

Mark Rathbone
Sales Manager

enc

Ninwnybintg wewye hwnpy § pwpépwdw)t yuwpnwp gnpéwnpwp hwnnp-
nwagpntpntbp, wdwyp® hwingybint hwdwp ww’pg £, wpnnp, 2wpwnpywd,
ht un £ pOlywiynid wipnne hdwuwnp: Mbwnp E unnigbp Gwb ninnuignpnipynibp
hnyup snb6ny spellcheck hwiwywngswihb dpwagnh Yypwi:

WUuwhuny™ gnpdwpwpn Gwdwywagpnigjwlb ndp npubnpdnud £ ng dhwyl
(Eqwdhwynpbbph ghauin pGunpnigjwidp, wyil Gwdwyh wpunwpht duwynp-
dwip L wbhpwdtun pwnwnphsGbph weywjnigjwdp: Rninp wyju gnpénbOtpp
wplbnp 60 Gwdiwyh ghpnn pOYwpdwl L dEYOwpwGiwl hwdwp, uwyw)l
Ywplnpwgnyb nGpp, plwywlwpwn, wwunwondd £ wnbpunhl, npt hdwuwnw-
pndwlOnwywihb Ywrenyglbph hwiwygdwdp Ywunwnpnid £ hp gnpéwenyen:
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CYCAHHA YANABAH
3asedyrowas kagpedpol ,,A3bikos” Al3Y,
KaHOudam ¢huiono2u4ecKuUx HayK, 0oueHm

K eonpocy o6 ocobeHHocmsix desiogo2o nucbma.— B
cTaTtbe npecTaBrneHbl 0COOEHHOCTM OEenoBOro nucbma, ane-
MEHTbI, TUNM4YHble Ana aToro ctuns. Ocoboe BHMMaHWe yae-
ngeTcsa BblpaxeHusaM, hopmam obpalleHuns, KOTOpble LLIMPOKO
ynoTpebnsaiTcs B AENOBOM CTUME B MEXAYHAPOOHOW npak-
TUKe.

SUSANNA CHALABYAN
Head of the Chair of ,,Languages” at ASUE,
PhD in Linguistics, Associate Professor

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.



