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With the development of economic globalization, international business has
grown considerably in the past two decades. As one of the main means of
communication in the international business world, English business correspondence
writing plays an indispensable role during the business procedure. The business
correspondence initiates and maintains the business relationship between the trade
members, and its quality concerns the success or failure of a business deal to a large
extent. A well-written business letter will not only accelerate the ongoing deal, but
also create a trustful relationship between the partners, which will bring potential
benefits in future contacts. On the contrary, if a business letter is inappropriately
drafted, it will cause misunderstandings during the transaction, and this may bring
successive troubles in the following steps or even result in a total failure of the deal.

A few centuries ago people knew only a few kinds of communicational means.
They could either speak to each other or send letters.

Nowadays, we are acquainted with various means of communication, as mobile
phones, phones, computers, Internet, fax, etc. And each of these instruments gives us
ability to converse with a help of letters.

As we know more and more people are getting involved in the world of
business relationships. As a result of it, business people need specialists possessing
knowledge of the English language used for writing documents

Naturally, letter-writing is not the same as casual conversation, it bears only the
same power of thoughts, reflections, and observations as in conversational talk, but
the form may be quite different. What makes the correspondence so attractive and
pleasing is not always the message of the letter; it is often the manner, form and style
in which the message is written [1].

Taking everything into consideration, we suggest that the business
correspondence research is urgent problem, and it is essential to study it

Kazakhstan, as one of the important members in the international business
world, has paid much attention to professional staff training in the business field since
its independence the 1990s. English business correspondence writing is a necessary
component nowadays. Writing a good business letter in English requires professional
knowledge in business.

The methodology used in teaching business correspondence writing is the
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conventional pattern which stresses the abstract language competence and pays more
attention on lexical analysis and words learning, but the particular language patterns
which have been formed during the long run of business practice are often neglected.
One of the problems it brings is that we have acquired professional knowledge in the
business field in our native language and also linguistic knowledge in English for
general purpose, but we cannot integrate the knowledge into a satisfactory business
letter with a professional tone.[2].

There are certain rules which not everybody could learn since
they have to be felt by correspondents. Letter writing requires long practice and
experience. Those who write letters should always remember, that what makes the
letter attractive and therefore promotes one’s business is not always the message of
the letter, but it is the manner and style in which the message is written.

Type of business documents has its own set phrases and clichés,e.g. invoice,
book value, currency clause, promissory note, assets, etc., there are many differences
in the vocabulary between formal and informal business correspondence. The main
part of vocabulary of formal English is of French, Latin and Greek origin. Often it
can be translated into informal language by replacing words or phrases of the Anglo-
Saxon origin[3].

For example:

1. Formal style: 2. Informal style:
commence begin, start
conclude end, finish, stop
prolong, continue goon

As more and more people are getting involved in the world of business
relationships. As a result of it, business people need specialists possessing knowledge
of the English language used for writing documents, due to the development of
international business partnership the interpreters are faced with the necessity of
translating official business papers from English into Russian or Kazakh because
English is considered to be the language of world business relationships. In
comparison with literary texts the texts of official documents are highly standardized:
it concerns both the structure of the whole text and the arrangement of special
paragraphs. And it shows that theory of writing business documents, on the one hand,
reflects highly subjective approaches. On the other hand, such approaches are not
unified in accordance with existing rules of formal English. Such influence really
exists, but there are no accepted criteria for changes that should be taken into
consideration. Thus, the main problems of people who write business letters are: how
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should they write it to sound correctly in the foreign language? How formal should
they be in the content of documents, if even English-speaking people meet difficulties
drawing a line between formal and informal English? Language of documents is
characterized by specific terms and expressions and also by those grammatical and
syntactical patterns where translation can cause some difficulties. That is why we
should know sufficient knowledge of grammatical, stylistic and lexical peculiarities
of business letters to translate them correctly.

Correspondence - is an essential part of communication, an intimate part of
experience. Each letter - writer has a characteristic way of writing, his style of
writing, his way of expressing thoughts, facts, etc. but it must be emphasized that
the routine of the official or semi-official business letters requires certain accepted
idioms, phrases, patterns, and grammar which are found in general use today.
Therefore certain skills must be acquired by practice, and details of writing must be
carefully and thoroughly learnt

The business English’s lexis is different from normal English’s lexis, which can
be seen from the following aspects.

- Use of Abbreviations

In business English, abbreviations are very often used to save space and time.
This conforms to the conciseness characteristic of business English. However, when
we use the abbreviations, we should know their meanings and know where they are
appropriate. In business English, most abbreviations have the fixed meanings.

1. Internationaltrade terms: FOB (free on board), Cl F (cost, insurance and
freight),FCA (free carrier)

2 International trade abbreviations: F.A.Q (fair average quality), D.W.T (dead
weight on) , PCT (percent)

3) Abbreviations and simplified words commonly used in cables and telexes:
PLS (please), ASAP (as soon as possible), DOC (document).

4. Country Codes: CN (China), US (United States), UK (the United Kingdom)

5. International Organizations: WTO (World Trade Organization), UN(the
UnitedNations)

6. Currency Codes: CNY (Chinese Yuan), USD (United State Dollar)

Abbreviations of business English have a special system in expression different
from the one of daily English. If we flout the unique characteristics of business
English abbreviations to render those frequently used abbreviations, it is impossible
to serve successfully for the international trade.

- Use of Compounds
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Many compounds are used in business English, which can be rarely seen in
other written styles: vacuum-packed, encouragement policy,company profit,thereon,
hereafter

- Use of formal words

1) This contract can only altered, amended or supplemented in accordance
with documents signed and sealed by authorized representatives of both parties.

Here, many formal words such as amend, supplement, documents, authorize,
representatives are used.

In business English, formal words are very often used to achieve a formal tone.
Such examples are more often found in business contracts. For instance,

1. Thedrawer is required to pay the bill a certain number of days after sight.

‘Require’ is more formal than ‘need’.

2. With regard to the payee, the drawer may use one of the following methods.

‘With regard to’ is more formal than ‘about’.

We may list more examples as follows:in the event of /if, prior to/before,In
favor of/for/to, supplement/add to, certify/prove, in accordance with/by

- Use of Technique Terms

Business English is closely related to the special field of knowledge.
Therefore, there are a lot of technique terms in business English.Many business
people feel that simple words are more impressive than those pompous ones. Readers
may get lost in the maze of long words and often miss the meaning. So, short and
simple verbs are often used in business English. For example,

1. ‘approval’to ‘approbation’

2. ‘improve’to ‘ameliorate’

3. ‘Consider’to * give consideration to’

4, ‘appoint’to ‘make an appointment of”’

With the deepening of globalization of the world economy, business English
has been an indispensable linguistic communication tool. Having a good knowledge
of business English is real important for us. So, we should be familiar with the
linguistic features of business English firstly. Then, we can use the translation
techniques to do translations well.

From the above parts, we can see that business English is characterized by its
lexis, syntax and words. The characteristics should be fully understood and exercised
to the translation of business English flexibly. It is the precondition of good
translation. After managing these linguistic features, we can focus on the translation
techniques.
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We should try to organize our letter logically, making smooth transitions
between sentences and paragraphs. It should be clear and concise, with short
sentences and simple words. Use personal pronouns and active voice. Avoid me, me,
us, and us in the beginning of the letter. We should avoid also formal and stuffy
expressions (like "thanking you in advance", "as per", “be advised”, "in compliance
with your request" or “enclosed herewith’), and not use technical terms unless we are
positive our reader will understand them as we do. We will never get what we're
after, if our reader doesn't get the message [4].

From the lexicological point of view business papers are of great interest. Their
lexicon is rather stable. As a rule, words have their only exact meaning. There are no
words which are emotionally colored.

It is difficult to translate terms that are used in business correspondence and
therefore we should pay great attention to semantic characteristics of business
phrases:

- We would like (have) to remind you that..- Msr xorenu OBl
(BBIHYXI€HBI) HAIOMHUTH Bam, 4to ... - Bi3 ci3re eckepreiiin Jen eaik

- We wish to draw your attention to the fact that ... - M1 xotum 00paTHTh
Bame BHuMaHue Ha TOT (akrt, 4TO ... - bBi3 Ci3miH Ha3apbIHBI3AB MbIHA JEPEKKE
aylapybIHbBI3Ibl KaJlaliMbI3

- We are disappointed to find that the quality of the equipment (goods) you
supplied does not meet (comply with, satisfy, and match) the requirements of ... - K
COKaJIEHUIO, Mbl OOHAPYKUJIM, YTO 000pyI0BaHUE (TOBAPHI), KOTOPHIE BbI MMOCTABUIIN
HaM, HE YIOBJIECTBOPSIOT TpeOOBaHUSAM ... - OKIHINIKE opai, ci3 KibepreH
’aOIbIKTapbIHbI3(TayapiapbIHbI3), TATAIKA Cail KeJIMEH/II. .

- The delay in delivery is causing us great in convenience, as ... -
3ajepkka B TIOCTaBKE NPUBOAUT K OOJBIIUM HEyT0O0CTBaM, MOCKOIBKY ... -
KeTki3uUTiMHIH Kiipicl YJIKEH bIHFAUCBI3ABIKTApPFa OKEIIN COKThIpaabl, ce0eOl. ..

- We find it necessary to note ... - CuntaeM HEOOXOAUMBIM OTMETHTS ... -
benrineyai kaxer nen caHaiMBbI3...

- We are returning ... and would ask you to replace ... - Bo3spaiiaem Bam

. ¥ TIPOCUM 3aMEHUTH ... - Ci3re ...KalTapambi3 *KOHE ....ayBICTBIPBIN OepyiHI3I1
CypanMbI3.

- So far we have received no reply ... - /o cux mop Mbl HE MOJYYHIN
oTBeTa ... - OChl yakbITKa JIeHiH 013 elKaHal kayan ajJFaH eMeCITi3...

- Our containers in the consignment were found to be damaged. - Yetsipe
KOHTEHMHEpa B MApTUM OKAa3aJMCh TMOBPEXKIAEHHBIMU. - [lapTusparel Tepr
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KOHTCHHEPIIH aKayJIbIKTaphl TaOBLIIbI.

- We duly informed you about the breakdown of the equipment. - Mb1 KoJKHBIM
oOpazoM MpouHGOPMHUPOBAIM Bac O BBHIXOJE M3 CTpOs 00OpydoBaHMs. - bi3
KaOBIKTBIH 1CTEH IIBIKKAHIBIFBI TYpasbl XabapiiaraHObI3.

- At present your failure to deliver the goods greatly worries us. - B Hactosiice
BpeMsI MbI KpaliHe 00€CIOKOEHBI TeM, YTO BBl HE MOXET€ MOCTaBUTH ToBap. - Jlon
OCBI YaKBITTa CI3/iH Tayap/bl )KETKi30eTeHiHI3re 013 KOO KBII TYPMBI3,

- When we examined the goods, it turned out that ... - TTocie ocMoTpa ToBapa

OKa3aJioCh, UTO ... - Tayap/ibl TEKCEpreHHEeH KeiiH Obu1ail OomFaH, ...

- We have carefully studied your claims ... - Mbl BHUMATEIbHO HU3yUYHIIH
Bamu IIPpCTCH3UHA ... - bi3 Ci3IIiH MNPCTCHINAIIAPBIHBI3AbI MYKUAT Kapall IIbIKTHIK...

- You were right let us know about ... - IlpaBwibHO cjaenanmH, YTO
COOOUIWIIA HaM O ..., OyJ1 keHiHAe 013re xabapiaraHbIHbI3 AYPBIC OOJIIBI.

- You are perfectly correct in saying that ... - Bel coBepiieHHO TpaBbI B
TOM, 4TO ... - Ci311H OYJI )KeHIH]Ie aUTKaHBIHbI3 90/ICH AYPHIC...

- After investing your complaint, we have to admit that ... - Ilocne
n3ydeHus Barmeit sxaio0bl MBI BBIHYXKJICHBI TIPU3HATH, YTO ... - Ci3/iH apbI3bIHBI3IBI

KaparaHHaH KeiiH 013 MOWBIHIAayFa MOXKOYPMI3, HE...

- Steps are being taken immediately to avoid such mistakes in future. - Msr
HEMEIJICHHO TpUMEM MeEphbl ISl TOTO, YTOObI M30ekaTh MOAOOHBIX OIIMOOK B
Oynymiem. - bBi3 KenemiekTe OChIHIAW KarejikTep OojiMay YIIiH, MIHACTTI TYpAe
OCBIHBI KOJIFA aJlaMbl3.

- We apologize for ... - TIpocum mpomieHust 3a ... - Ochbl YIIiH KeuripiM
CypanMbI3.

- Is placement for the substandard goods will be delivered next week? -
3aMeHa HeoOpOKaYEeCTBEHHOMY TOBapy OyAeT MOCTaBjieHa Ha CIeayrolel Heaene. -
AKayJibl Tayapiiap KeJiecl anTajia aybICThIPbLIAIbI.

- May we remind you, however, that ... - B Toxxe BpeMsi, Mbl XOTeJIA ObI
HaroMHUTh Bawm, uto ... - ConbIMeH Oipre, 013 Ci3/1l €CKepTeliH Jern ek, ...

- However we hope you will also try to see our point of view. - Oxnako
HaM XOTeJOCh OBl H3JIOKUTH TaKKe€ CBOIO TOUYKY 3peHus. - Aumaiina 013 e3
KO3KapachIMbI3/IbI OassHIay/Ibl KaJlaliMBbI3.

- We regret that we cannot exchange ... since ... - K cokaneHHO MbI HE
MOXXEM 3aMEHHTh ... , IOCKOJBKY ... - OKIHIIIKE Kapail 013 ... aybICThIpa aIMaiiMbI3,
cebeOi...

- We regret to inform you that the delay in delivery occurred through no
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fault of ours. - It is not our fault that ... Mbl Obl XO0Teln coOOIUTHL Bam, uro
3aJIep’KKa B IMOCTAaBKE MPOM30IILJIA HE IO Hamied BuHE. - Bi3 cidre, kimipic O1371H
KIHOMI3IEH EMEC EKEHIH aTKBIMBI3 KEJIEI]1.

- Needless to say that both our companies suffered unnecessary losses that
hope fully will be avoided in the future. - Her HeoOXoauMOCTH TOBOPUTH O TOM, YTO
00€e HaIlli KOMIIAaHUU [TOHECIU HaIlTrpaCHBIC y6BITKI/I, KOTOPBIX MbI HAJICCMCA H36e)KaTB
B OymymeMm. - Bi3miH €Ki KOMIAHUSMBI3IABIH HOTHKECI3 IIBIFBIHFA YIIbIParaHbl
KOHIHJIE alTyKaKeT eMec JIeT caHarl, OoJamakTa OyJiaii 0oiMaiasl 1er ceHeMI3.

In connection with the mentioned facts, one of the most important parts of any
business is business correspondence. In any business or any commercial activity it is
impossible to run business verbally. Any fact has to be proved by definite document
or letter. Many current questions solved thanks to business correspondence.

There are certain rules which not everybody could learn since
they have to be felt by correspondents. Letter writing requires long practice and
experience. Those who write letters should always remember, that what makes the
letter attractive and therefore promotes one’s business is not always the message of
the letter, but it is the manner and style in which the message is written.

The "golden rule™ that must be followed by every business correspondent is
that the official letter should be formal, courteous, tactful, concise, expressive, and to
the point.

In conclusion writing of business letters is highly complicated science. It is
not enough for a good business letter writing to know lexis and grammar, but we
should comprehend the whole range of such things as: occasions on which the
particular letter is written, the style of letter, semantics of the used words and phrases
useful expressions, and accepted idioms.

At all times, business communication and, accordingly, business
correspondence have been one of the most important components of any business, the
main means of interaction within its framework. Compliance with the rules
established by the specifics of the form of a business letter and the traditions of
communication plays a significant role in business when conducting official
correspondence
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