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Abstract. The article deals with the issue of English in contemporary international business correspondence as it
is an extremely important tool to do business with foreign merchants. It becomes clear that the politeness princi-
ples should be strictly observed in English for contemporary international business correspondence to make the
letter concise and pleasant to the reader to settle any problem. Through a comprehensive and systematic analysis
and comparison of examples, this paper argues that we should use certain ways to write polite English for con-

temporary international business correspondence.
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B cBsi3u ¢ OBICTPBIM pa3BUTHEM 3KOHO-
MHUKH, 0CO00 Ba)KHBIMU OKAa3bIBAIOTCSI HABBI-
KU JI€JIOBOTO OOIIEHHS MPU YBEIWYCHUH TO-
BapooOOpoTa MEXIYy CTpaHaMH. YcCIeX B
3TOM BOIIPOCE B O'POMHOM CTETIEHU 3aBUCHUT
OT 3HaHUS S3bIKA U YMEHHs €r0 HCIOJIb30-
BaTh. [ JTaBHOI IENBIO XOPOILIETO JEIO0BOTO
nUChbMa OyZET TMOJIYyYUTh OKUAAEMBIE pe-
3yJIbTaThl ¥ LIEJIH, KOTOPbIE OBLIM MOCTaBIIe-
HBI €T0 aBTOPOM IIPH HATIMCAHUH.

CymIecTBYIOT pa3UyYHBbIE MOIXOABI K
HaNHMCAaHUIO THCEM B aHTIIMHCKOM SI3BIKE JIJIS
COBPEMEHHOM MEXTyHapOIHOM MEPEnuCKy.

Panbmie, B 60-x romax 20 Beka, amepu-
KaHCKUH (unoco¢ I'paiic cka3zan, 4To i TO-
ro, 4ToOBI Oecesia UMena YCTICIIHOE 3aBeplie-
HHUe, €€ YYaCTHUKM JOJDKHBI TOJYUHHUTHCS
OIpEICTICHHBIM  TPHUHIMIAM.  YYaCTHUKHU
JIOJKHBI UMETh JKeJIaHUE COTPYIHUYATh APYT
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C IpYroM U coOI0IaTh 4 MpaBuiia «XOPOLIETo
MOBEJICHUSD): MAKCUMyM KOJIM4ecTBa (HC-
noJjp3yeMasi “HopMalus JohkKHa ObITh Mak-
CHUMaJIbHO MH(OpMAaTHBHA); MAaKCUMYM Kade-
ctBa (MHGOpMAaIUs JOKHA OBITH JOCTOBEPHA
U TIOATBEpK/IeHa (aKTaMH); MAKCUMYM BaXK-
HocTH (WH(OpMAIUS JODKHA OBITH CyIIe-
CTBEHHA); MAaKCUMyM KOHKPETUKH (HE HC-
MOJIb3YeTCSl  JIBYCMBICIICHHBIE — BBIPAYKEHHUS,
W3JTUIIIHEE MHOTOCIIOBHE).
BrrmenepeuncieHHble TPUHLIUIBL JOTK-
HBI 0053aTEIbHO YYUTHIBATHCA MPHU HAIHCa-
HUM JIeJIOBOTO MHUCbMA. [IMCBMO JTOMKHO
OBITh YECTHBIM, KOHKPETHBIM H TIPEIEIbHO
SCHBIM JUIi TIOHUMAaHHs YMTAIoLIero, obec-
NeYNBaTh TOJYYCHWE KOMIETEHTHOW WH-
dopmanuu. bpuranckuit muHreuct Jlute co-
371aJ1 ITOXOKUM MOKAa3aTellb IS KaXKIOoHU Jie-
JIOBOM TEPENUCKH, B KOTOPOW OpaTop M CiIy-
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maTejib MOJIDKHBI «MAaKCUMAJIbHO BBLIPA3HUTH
CBOE€ KOPPEKTHOE OTHOILIEHHE U JIOBEPUE» U
«MHUHUMAaJIbHO HCIIOJIb30BAaTh HE TaKTUYHBIE
BBICKa3bIBaHUs». llomuTHueckas KOPPEKT-
HOCTh OOECHEYMT JIy4dlllee BOCHPUATHE H
YCWJINT B3aUMOINOHUMaHue [4].

Hcnonp3yloTcss  claeayronme  CrocoObl
MOBBIIICHUSI KOPPEKTHOCTH COBPEMEHHOM
MEXTYHApOIHOM JAEI0BOM NEPENUCKU:

1. N36eranue TuCKpUMUHAIIH.

Paznenenne moaeit mo moiay He JOJKHO
MPOSIBIIATECA B COBPEMEHHOM IIEpEINUCKE,
OCOOCHHO €ClI YMTaTelb — >KEHIIMHA, 3TO
MOXKET HEBEPHO TPAKTOBAThCA U OYyIEeT BOC-
MIPUHSTO KaK yIIEMJICHHE MPaB KEHIIUH, YTO
MOXET OOUJIETh UJTU BBI3BATh Pa3pakeHHUE y
yutarens. PaHblle, B J1€JOBBIX NMHCbMax B
KadyecTBe  JIIOOE3HOCTH  MCHOJIB30BAIUCH
«Mrs.» — st 3aMy’KHE# KeHITMHBI U «MiSS»
I He3amykHel. B mocnennue roasl cTano
OOBIUHBIM HCTONB30BaHUEe «MS.» st Bcex
KCHINWH, 0COOCHHO 3aHUMAIOIIUXCS OM3HE-
COM, TaK OHU BO3PaKaJIH MPOTUB Pa3eICHUs
Ha «Mrs.» u «Miss». HeoOxoaumo UCTOINb-
30BaTh HEHUTpaNbHBIC CIIOBA, a HE SI3bIK JHC-
KpUMHHAIMH, Takue Kak: businesspeople wiu
dealers Bmecto businessmen, salespeople
BMecTo salesmen, Spouses BmecTo Wives.

Hanpumep: «The workshop is especially
useful to businesspeopley nma «Employees and
their spouse are excluded from the contesty.

2. Ucnons3oBanwue «Simple Englishy.

Bpemsi — neHbpru u ToBap IS MPOJABIIA.
[ToaToMy pdenoBoe MHUCBMO JOJDKHO OBITH
HAMMCaHO HAa TPOCTOM AaHTIUHCKOM SI3BIKE,
4TOOBI YHUTATENbh CMOI IIOHATH €r0 B MHHH-
MaJIbHO BO3MOKHO€ Bpems. Jljis coBpemeH-
HOM KOPPECIOHAEHIIMA B MEXAYHApOJIHOM
Ou3Hece MOTYT OBITh HIMPOKO MPUMEHEHBI K
AQHTJIMHACKOMY  SI3bIKY YeThIpe MPHUHIIMIA
['paiica [2].

1) HeoOxomuMo HCIOnIb30BaTh KPATKYIO
U BEXJIMBYIO (POpMY MUCHMA.

YroObl yuTaTeNh JIETKO BOCIPHHSII U C
yIOBOJIBCTBUEM  TPUHST — MH(POPMALHIO,
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IIUCBMO HOJI’)KHO OBITH HAIIMCAaHO B IMPOCTHhIX,
HO YYTHBBIX (pazax, Takux kak: «we thank
you, we would like you, we are glad/pleased,
we have pleasure, we would be grateful/
obliged/appreciated». Ycrapesmiie BbIpaske-
HUsl OYAYT TPYAHBI JIJISl BOCTIPUSTHS, HAMIPH-
mep: «your esteemed favour (your letter), we
have for acknowledgement with thanks shall
be avoided(we have received your letter)».

Hampumep: «We thank you for your letter
of June 18 and have pleasure to inform you
that the catalogue you asked for has been
airmailed under separate cover» wmm «We
would like you to inquire into the financial
and credit status of a firm in Milan on our be-
half» 17001 «We would be
obliged/grateful/appreciated/pleased if you
would let us know if the company is reliable in
paying debts, and also if they pay promptly».

2) Hcnonp3yroTcsi 3HaAKOMbIE, UAJIOr0-
BBIC CJIOBA U BBIPAKCHUS.

Heo0OxomuMo HCIIOIB30BaTh 3HAKOMEIE,
AUAJIOTOBBIC CJIOBA W BBIPAKCHUS BMECTO
CJIOXKHBIX CJIOB WJIM YCTApCBIINX KOMMCPUC-
CKHUX JKaproOHOB, YTOOBI caciatb ITMCBMO
MaKCHUMAJIbHO ITOHATHBIM.

Hamnpumep: «Careful writers should try to
improve the quality of their letters by avoiding
the difficult obsolete words or expressions.

3) Hcnonb3yroTcsi MpoCcThie U KOPOTKUE
MMPCAJIOKCHUA U a63aI_ILI.

Wudopmarus 1oiKHA OTpakaTbCs SICHO
U OOJIHOCTHIO. I 71aBHAasA ejib nmucbMa — AaThb
SICHO TIOHSATH COOOIIECHHE, YTOOBI YHUTATEIb
HC COMHCBAJICA B HAMCPCHUAX.

Hampumep: «Letter 1.

As requested, we are sending you here
with our Proforma Invoice No.190 in quad-
ruplicate for shirts.

The above-mentioned invoice, however,
does not imply unreserved acceptance of
your order as both prices and quantities must
be further confirmed by us.

As soon as you have obtained the neces-
sary import license, please let us know by e-
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mail so that we may confirm our offer. In the
meantime, if there is any change in price or
delivery, we shall contact you.

We look forward to receiving further
views from youy.

B AaHHOM NHUCbME NMPUMCECHUIIN BCC YCThI-
pe npuniuna ['paiica. Kaxnoe cinoBo, mpea-
JOKEeHUe U maparpad npeaeabHo SCHBI, MOJ-
HBI, TIOHATHBI ¥ OPTraHU30BaHbI 0€3 M30BITKA
JIUIITHUX CJIOB. I[aHHOG IINCBMO H€ OTHUMET
MHOTO BpEMEHHU y npojania [1].

3. HeoOxoauMo TIIAaTeNbHO MOAOMPATH
(hopmMyITUPOBKY.

Ecnmu ¢popmynupoBka B muceme OyAeT He
COOTBCTCTBOBATH IIpaBUJIaM, UYUTATCIIb MOKCT
HEBCPHO HCTOJIKOBATDH PIH(i)OpMaHI/IIO, BIIJIOTH
JI0 OCKOpOJICHUS, U TIPEKPAIIECHUS TIEPETOBO-
POB, KOTOPBIC O 3TOr0 HIIJIU I'JIaJKO.

Hampumep: «We sincerely advise you to
accept our proposal as our stocks are getting
lower and lower day and day, and we are
afraid we shall be unable to meet your re-
quirements if you fail to let us have your con-
firmation by returny.

B npumepe HenmpaBHIIBHO HCIIOJIB3YETCS
(hopMyIIMIpOBKa, CO3/1aeTCs OIIYIICHHUE KO-
MaHJHOTO TOHA, Kak OyITO y IPyroi CTopo-
HBI HET BBIOOpA, KpOME KaK MPHUHSATH TPeOO-
BAaHMUA, KOTOpbIE NIPUBEAYT K HEYJAyHOU
caenke. [loaToMy HEOOXOAMMO W3MEHUTH,
ci0Bo «advise» na «recommendy.

Hpyroii npumep: «We reject your order
No.85 for 100,000 yards of Cotton Prints
Art.No.1002.

Hannas GpopMyIupoBKa OTpHUILAET, SBIIS-
€TCs CIIMIIIKOM HpﬂMOﬁ, " BBI3BIBACT OTpHLIA-
TCIIbHYIO PCaKIUIO. HCO6XO,ZLI/IMO caciaaTrb
npeioxkenue Oonee makoHuuHbM: «Unfor-
tunately, we have been unable to accept your
order No.85 for 100,000 yards of Cotton
Prints Art.N0.1002».

4. Ucnonezyercs
HAaKJIOHCHUC.

I[J'ISI TOTr0 YTOOBI CACJIaTh IMPCAJIOKCHUC
Oosnee HOOpOKETATEIBHBIM HEOOXOIUMO HC-
II0JIB30BaTh COCJHAraTr€iibHOC HAaKIOHCHUC

cociaraTrcjibHOC

Paradigmata poznani. 1. 2017

JUISL TOTO YTOOBI ¢ OOJIbIIEeH BEpOSTHOCTHIO
JOCTUTHYTH COTJIAIICHUS.

Hampumep: «If another instance of this
discrepancy between the sample and the
goods received should occur, it would be
very embarrassing» wmm «If the quantity
were not so large, we could not give you such
high discounts» nau «Could you also supply
samples of the various skins of which the
gloves are made, we should find it most
hopeful» [3].

AHITINNCKHUNA $3BIK B COBPEMEHHOW KO-
PECTIOHICHITMU B MEXIYHApPOJHOM OHW3HEce
JOJIZKCH GBITB MOJIMTUYCCKHN KOPPCKTHBIM
J1 CO3aHusA aTMOC(l)epBI B3anMOIIOHUMa-
HUA U COTPYAHUUCCTBA C YUTATCIICM, 4TOOBI
Ccroco0CTBOBAThL HAJNAXKUBAHUIO OTHOIIECHUI
U pacmmpeHuro ToproBid. HeoOxomumo
caciarb BCC BO3MOXHOC, YTOOBI JE€JIIOBBIC
MUChMa OBUIH BEXKJIUBBIMH JJIsA Ooiee riaang-
KOIro 3aKJIFOYC€HUA CACIIKH. B I[CJ'IOBOI71 nepe-
IINCKE HCO6XOI[I/IMO MaKCUMU3UPOBATL BbI-
PaXCHUC BCIKIIMBBIX BBICKA3bIBAaHUNI U MHU-
HUMHU3UPOBATH BBIPAKCHUC HEBCIKIINBBIX
dbopmynupoBok. [laxe HeOombIIas HeOpexk-
HOCTH MOXET pPa3pylIMTh TOPTOBBIC CBS3U.
Takum oOpa3om, HEOOXOAMMO JIOBECTH 0
aBTOMaTu3Ma IMPHUHIMUIILI BEKIIMBOCTH HA aH-
[JIMMCKOM SI3BIKE ISl COBPEMEHHOM KOppe-
CIIOHJICHITUU B MEXKTyHAPOTHOM OH3HECe.
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