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®OPMYBAHHSI HABUYOK HATIMCAHHS BI3BHEC-JIUCTIB
AHINIIMCBKOIO MOBOIO Y CTYAEHTIB-MATI'ICTPIB

Y cmammi oxpecneno ocobnusocmi naguanma mazicmpie 0ino80My NUCEMHOMY MOBNEHHIO MdA OCHOBHI hopmamu aHei1oMO8HUX Oi3Hec-
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B cmamve packpvimo occobennocmu 00yuenus Mazucmpog 0eio8otl NUCbMEeHHOI pedil U OCHOSHbIE YOpMAMbL AH2TIOA3LIYHBIX OU3HEC-
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THE FORMATION OF SKILLS IN WRITING
ENGLISH-LANGUAGE BUSINESS LETTERS TO MASTERS

The article outlines peculiarities of teaching business writing to masters, as well as main business letter formats which differ in the
degree of complexity, particularly the Block format, the Modified Block format, the Modified Semi-Block format, the Simplified format, the
Hanging Intended format, and the Memo format. The use of a particular format of a business letter primarily depends on the purpose of
correspondence. The article presents the results of the analysis of the structure of English-language business letters. The conducted com-
parative analysis of the data obtained from different sources has demonstrated that business letters can be divided into four main sections,
namely the heading, the opening, the body, and the closing. These sections have been described in detail. In each section, certain essential
(or required) and optional parts have been identified. The essential (or required) parts of a business letter include the letterhead or the typed
heading, the date line, the inside address, the salutation, the message, the complimentary closing, the writer’s signature, and the writer’s
identification. The optional parts are personal (or confidential) notation, the attention line, the subject line, the company signature, the
reference initials, and the postscript. Business letters may also contain additional information in the form of different types of notations.

Key words: teaching masters, business writing, English-language business letters, business letter formats, structure of business letters.

Ha cyuacHomy erami MozmepHi3alisi OCBITHBOI CHCTEMH BHCTYTIAE MIPOBIJHUM YHHHUKOM COLiJIbHO-KYJIBTYPHOTO BiJTBOPECHHS
YCIIIITHOT XKHUTTEAISUIBHOCTI. 3 OISy HA Iie, B CUCTEMi OCBITH YKpaiHH BayJIMBO c()OpMyBaTH HOBY reHepaliio mpodecioHaiis,
eniTy cycninbersa. 11{o6 mocsarti Takux pe3yiabTariB, HEOOXiITHHI CTpOruii KOHKYpCHUH BinOip HaliKpamux BHITYCKHUKIB Oaka-
naBpaty. HeBiJ’eMHOIO CKIIaoBOIO BiIOOPY € BUIBHE BOJOAIHHS MalOyTHIMH MaricCTpaMy iHO3€MHOIO MOBOIO JJISI CIIUIKYBaHHS B
npocgeciiiHOMy cepeOBHILi, 1110, CBOEIO Yeproro, 3abe3neuye iHTerpariro MaiOyTHiX (axiBuiB y MiXXHApOAHHUH IHHOBaLiHMI Ipo-
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cTip. 3MiHK 3aC00iB MIXKHAPOAHOT KOMYHIKAIlii 3yMOBHIM HEOOXIHICTh IMiBUIIICHHS PiBHS CIEIialli30BaHOI iIHIIOMOBHOI MTMCEMHOT
KOMYHIKaTUBHOI KOMITIETEHIIi Ta 3a0e3MeYeHHs Ha Liil OCHOBI KOHKYPEHTHOI CIIPOMO)KHOCTI BHITYCKHHKIB.

IIpoGnemMoro AiI0BOrO iHIIOMOBHOTO MUCEMHOTO CHiUIKYBaHHs 3aiimanuch A. M. boiiko, /. B. By6nosa, H. M. I'pomoga,
H. M. Makcumuyk, O. B. ITinceka, I. C. CkypariBcbka, O. A. Illepbak. JlocmiKeHHs MiAXOAIB 10 HABYAHHS MUCEMHOTO CITUIKY-
BaHHsI OKPECIICHO B PO3BiIKaX HU3KH 3apyOi’KHUX HAYKOBIIiB, 30kpema, D. Brown, B. Burnette, M. Halliday, S. Harris, F. Hermanns,
G. Kress, W. Rivers, J. Seglin, J. Swales, F. Talbot, C. Tribble. Pa3om i3 TuM, He3BaXkarouu Ha Pe3yIbTaTH JOCIIIKCHHS BUILE3a-
JAHUX HAyKOBIIiB, MUTaHHS HAaBYaHHS JIJIOBOTO MHCEMHOTO CrinKyBaHHs y BH3 noci 3anuinaeTscs He BUpIMIEHUM, a 0COOIHBO B
MpOLieCi HABYAHHS MariCTpiB HAIMCaHHIO O13HEC-JIHCTIB.

Meta Hamoi cTaTTi noJysirac B 03HaifOMIICHHI 3 0COOIMBOCTSIMU HAaBYaHHS HAIIMCAHHS MaricTpaMy 0i3HEC-JIHCTIB aHIIHCHKOIO
MOBOIO.

JIinoBuUii €TUKET € HEeBiJl’€MHHUM CKJIAHUKOM JIIOBOTO MPOQECIHHOTO CIiNKYyBaHHS i Oi3HEC-eTHKH, sSKa ChOTO/IHI TepeOyBae B
Vkpaini Ha cTail akTHBHOTO ()OpMyBaHHs. 3HAHHS MOBJIEHHEBOTO €THKETY, IIPABUJI 1 HOPM MOBEIHKH, BMiHHS HUIMH KOPUCTYBATH-
csl € CKJIaJHUKAaMU 3MICTy HaBYaHHS JiIOBOTO mpodeciitHoro crinkyBanHs. HeoOXiHO CTHMYIIOBAaTH CTYIEHTIB-MaricTpiB BUTEHO
1 TBOPYO MPOSIBIATH MOBJICHHEBY aKTHBHICTbh, MOSICHUTH iM, IO ISl IOPO3YMIiHHS 3 JIUIOBUM TapTHEPOM BKIMBHMHU € HE JIHIIE
MOBHA KOPEKTHICTh, @ i yMIHHS B3a€EMOJIATH. AJDKE IIMCbMO € HaiBa)KYUM JUIsl 3aCBOEHHS BHIOM MOBJICHHEBOI AisUIBHOCTI, caMe
HaBYaHHs JIIJIOBOTO MTHCEMHOTO MOBJICHHS B HAHOLIBIIII Mipi BiIIOBiJae Sk NOTpedaM, Tak i MOXKIMBOCTSIM MariCTPaHTIB.

Baprto 3a3Ha4ynTH, 10 IPH HABYAHHI JIIIOBOTO JIMCTYBaHHS YBary CTYJCHTIB 3BEPTalOTh TOJIOBHUM YMHOM Ha JOTPHMAaHHS MOB-
HOTO €THKETY IMCEMHOT0o MOBJIEHHs (OinbII opMabHOrO, HiXK €THKET YCHOTO MOBJIEHHS), 110 Tepeadadae, no-nepiie, BUKOPUC-
TaHHS MOBJICHHEBHX KJIiIIe  PO3MOBHUX (hOPMYII JUIsl BUCIIOBJICHHSI KOMYHIKaTUBHUX HaMipiB, HO-Jpyre, JOTPUMAHHS PaBHII BBIY-
nBocTi [1].

JlinoBe MUCTYBaHHS BUKOPHCTOBYETHCS HA MPAKTUYHUX 3aHATTSX K 3aCi0 HABYAHHS, 110 CIPHSIE 3aKPIlUICHHIO JIEKCHKO-TpaMa-
THUYHOTO MaTepiaiy, KIille, TepMiHOJIOTI Ta pO3BUBA€E BMIHHS CTYJICHTIB CTHCIIO, 3pO3yMLJIO 1 TOCIIIOBHO BUKJIAJaTH CBOT JTyMKH,
no6a)xaHHsl, BUMOTH TOLLO.

®dopmaty 1iI0BHX JIUCTIB 3MiHIOBAJIHCS 1 CIIPOIYBAJIKCS IPOTSATOM TPUBAJIOTO Yacy (30kpeMa, 3 1970-x). HuHi BUAiNAIOTH MIiCTh
BuziB hopmartis 6i3Hec-nuctiB (business letter formats): 610k (the Block format); 3sminenwuii 6ok (the Modified Block format); 3mi-
HeHuit HaniBOJoK (the Modified Semi-Block format); cnpomennii popmar (the Simplified format); popmar i3 3BopoTHIM ab3atHIM
BizicTynoM (Buctymnom) nepumx psaakie (the Hanging Intended format); cimy>x60Ba un nonosinHa 3amnucka (the Memo format), nus.
noknanHimie [4, ¢. 15-22]. Jlesiki 3 HUX € JOCUTh MPOCTUMH, 1HII — CKIIAJAHIIIIAMH.

Sk 3a3Ha4alOTh JOCIIJHUKH, YHI(IKOBaHUX KPUTEPIiB, AKi OM BH3HAYaIH JOLUIBHICTH Y)KHBAHHS KOTPOrock i3 ¢opmaris xi-
JIOBUX JIUCTIB, He icHye. OHaK KOMIIaHii 3a3BU4ail 0OMParoTh MeBHUN (HOPMAT i CTHIIB, SIKi PEKOMEHIYIOTh BUKOPUCTOBYBATH TIpa-
LiBHUKaM JUIsl KopecnoHneHwii [2, c. 73]. llloGinbme, Bubip hopMmaty JIHMCTa TaKoXK 3aIeXUTh BiJl METH JIMCTYBaHHS W aapecara.
HesanexHo Bin ¢popmary nucra, sIkuii 00upae aBTop, HOTPiOHO AOTPUMYBATHCS KUIBKOX 3arajibHUX MpaBHiI. BHOKpeMIIOIOTH TpU
KITFOYOBI MPUHITUITK B HATIMCAHHI Oi3HEC-TMCTIB, a caMe: 1) JiTOB1 IUCTH CITyKaTh OJHINA METi — BOHH MepenatoTh iHhopmariito; 2) oe-
py4H 10 yBaru BCi MOMJIUBI BHTpPAaTH, Oi3HEC-IUCTH BHUSBISIOTHCS JOCHTH JOPOTMMH, TOMY BOHH NOBUHHI OyTH peHTAOSIBHUMH;
3) nucTH QyHKIIOHYIOTH SIK TPHBAJIi MMCBMOBI TOKa3H, cBigueHHs [4, c. 1]. OTxke, IX BaXIIMBO peecTpyBaTH it 30epirary.

OCHOBHI BIIMIHHOCTI MiXK (opmaramu i cTHISIMU OGi3HEC-THCTIB MOB’s3aHi Hacamrepes i3 pO3MILICHHSM 1 BKIIOYEHHSM YH
HEBKJIIOYEHHSIM PI3HHUX HOTro 4acTHH. EJeMeHTH JOKYMEHTa pO3TaIloBYIOTh Y BiIOBIIHIH MOCHIiZOBHOCTI, aOK JUCT OyB 3MICTOB-
HUI1 1 [T IOBIZIOMJICHHS OyJK JOCATHYTI. BapTo 3ayBaXKHTH, 110 €MHOTO MiIXOAY A0 BU3HAYCHHS KUTLKOCTI €IEMEHTIB JiJIOBOTO
JIUCTa HEMae, AUB. Jokiaanime [2; 4; 5; 9]. OnHak npu HamucaHHI Gi3HEC-THUCTIB HEOOXiTHO 3BaXKaTH HA MPeAMET, ab0 TeMy, Mo-
BinomiieHHs (the subject), siky Tpeba OKpeCIUTH SKOMOra KOHKpETHille; ayquTopito, ToOTO anpecara, (the audience), skux Moxe
OyTH KiJbKa; MeTy MoBimoMiieHHs (the purpose), sika moBHHHA OyTH YiTKO c(HOpPMYJIbOBaHA; CTHJIb i CTPYKTYpyBaHHs Jucta (the
style / organization), 1o nepexdayae peTenbHEe HOTro IUIaHyBaHHS i BAKOPUCTAHHS BiIIOBITHUX MOBHUX OIUHUIE [4, c. 2-6].

VY cTpykTypi Gi3HEC-THUCTIB MPUHHATO BUIUIATH YOTHPU OCHOBHI YaCTHHH, a00 CeKIIil (sections): 1) 3arooBok, abo 3arojJoBHY
yacTuHy, (the heading); 2) Bctym, abo BctynHy yactuHy, (the opening); 3) ocHOBHY, abo ronoBHy, yactuHy (the body); 4) 3akirou-
Hy yactuny (the closing). KoxxHa 3 HUX MiCTHTh OCHOBHI (000B’s3KO0BI) if HEOOOB’I3KOBI elneMeHTH, abo ckiajoBi, (essential and
optional parts) [2, c¢. 73], (required and optional parts) [4, c. 9]. PO3rIsIHEMO KOKHY CEKIIit0 OLTBII TOKIAIHO.

3aroyioBok, abo 3aronioBHa yactuHa, (the heading) Bkirouae 1Ba 0O0OB’SI3KOBI €IEMEHTH, SKi € OCOONHUBO BAXKIUBUMH IS pe-
€CTpyBaHHs Ta 30epiraHHs JOKyMeHTIB. [2, c. 74]. [To-nepiue, apykoBany manky (the letterhead), mpumipom, sk Ha dipmoBOMY
OJaHKYy, B sIKii 3a3BHYail OIaHO Ha3BY, afpecy, TeJieOH i eNeKTPOHHY NOIITY KOMIIaHii, pijie — iMeHa KepiBHUKIB YH CJIOTaH, JUIs
MIPUKJIAY:

Italics Unlimited
231 W. 40th Street @ Camden, NJ 08618 e (623) 555-2678

JocniqHuke 3a3Ha4aroTh, M0 IpyKoBaHy manky (the letterhead) BukopucToByIOTH OinbIIiCTE ipM [4, c. 10, 17].

KoMmnonyBaHHS Ta TU3aifH IPyKOBAHOI MAIKA MOXE CBITYUTH PO MPECTIK 1 GOPMYBATH IIO3UTHBHUIH 3araTbHUH IMIIDK QipMH.
Bapro 3BepHyTH yBary i Ha Te, 10 1HKOJIH, 3aMicTh IpykoBaHoi mank# (the letterhead), mepemyciMm B ocoducTHX Gi3HEC-THCTAaX BH-
KOPHCTOBYIOTh 3BUYaliHUIA IpyKoBaHUi1 3aronoBok (the typed heading). Coero ueproro, 1ieii eneMeHT BKIIOYa€ aapecy, AaTy Ta iM’s
aJZipecanTa, IUB. NOKIaaHime [2, c. 75].

Io-npyre, psmox nmaru (the date line), mo € cyTTeBoOO iHpOPMAII€EIO K U aapecaTa, Tak i A aIpecaHTta. 3aralbHONpPHii-
HATOI0 HOpMOIO odopmiieHHs 1atu y Benukiit Bputanii (30kpema, i y OLIBIIOCTI €BpONEHCHKIX KpaiHax) € NCHb / Micslb / ik
(mpumipowm, 15 March 2018); B CLLIA Haiibinpm y:xuBaHUM HopMaTOM € Micsub / IeHb / pik (Hanpuknaa, March 15, 2018), nus. [4,
c. 10; 7, c. 83]. 3ayBaxxmo, 110 HaNMCAHHS (P 3aMiCTh MICSL € HEAOMYCTHMUM. J[eHb 3aBK M HEOOX1THO MTO3HAYATH KiTbKICHUM
YHCIIBHUKOM, TIPY IIbOMY HE BUKOPHCTOBYIOUH —S¢, —1d 49X —th, SIK IUTS OPSIKOBUX YUCIIBHHKIB [5, c. 16].

3aronoBHa YacTUHA MOXKE MiCTHTH OJMH HEOOOB’SI3KOBUI €IEMEHT — MMO3HAYKY IO Te, IO JIUCT Ma€e KOH(iACHIIHHUN XapaK-
Tep (personal or confidential notation [9, c. 140] abo note [5, c. 17]). [Tosnauka «CONFIDENTIAL» o3Ha4ae, 110 TOBiZOMIICHHS
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Mae IpaBO YHMTATH JIMIIE Ta 0c00a, sKiil Oe3nocepeIHbO apecoBaHo sUIUCT. AGH 3a0e3meunTy KoH}iIeHIiHHICTh Oi3HeC-TI0BII0-
MJICHHSI, BapTo Takok 3a3HaunTd npuMiTky « CONFIDENTIAL» na kouBepri [4, c. 10]. ¥V mucTi 1o npuUMITKy 3a3BH4Yall MOIAIOTh
iJ PSAIKOM JaTH 3J1iBa i JPYKYIOTh ABOMa CIioco0aMu: a) BEIMKUMH JliTepaMu; 0) 3 BEJIMKOI JIiTepH U miaKkpecirooTs. Hanpukian:
a) PERSONAL uu CONFIDENTIAL; 6) Personal un Confidential [2, c. 75]. KpiM Toro, 110 mo3HauKy MOXKHa II0J]aBaTH 3 BEIHUKOT
nitepu 6e3 migkpecnenns: Personal [5, c. 18].

HactymHoto cekiiero 6i3HEC-THUCTIB € BCTYI, a00 BCTyMHA YyacThHA, (the opening), o MoXe CKJIAAaTHCS 3 IBOX YU TPhOX eJie-
MeHTIB. Betyn Hacammepen ciy>XuTh Uit TOro, abu ckepyBaTH JHCT (MIPUMIpOM, IO MEBHOI 0co0H, BiAAiny uu ¢ipMu 3aranom) i
MPUBITATUCS 3 AIPECATOM, a TAKOXK JIJIsi BCTAHOBJICHHS HEOOX1IHOTO BBIWIMBOTO TOHY MOBiOMIICHHS [2, €. 75-76].

O00B’I3KOBOIO CKJIaJOBOKO BCTYMHOT yacTuHH € anpecart (the inside address), To6To BCi HeoOXiaHI AaHi Mpo ofepKyBada Gi3Hec-
nucta. [4, c. 10]. 3aranom 1ieii eneMeHT MOXKHA TIPeICTaBUTH (HOPMYIIOI0: IIaHoOiBe 3BepTanHs (the courtesy title) + iM’st anpecara
(the name of the addressee) + mocana anpecara (the addressee’s job title) (sikio Bizomo) + Ha3Ba kommaHii aapecara (the addressee’s
company name) + HoMep 1 Ha3Ba Bywuili (the street address) + Ha3Ba micta (the city) + Ha3Ba mITaTy YH iHIIOT aJIMiHICTPATUBHO-TE-
puropiansHoi oguHuLi (the state) + nomroswuit inaekc (ZIP Code number).

SIKIIo afpecaHT He 3HA€ BiMOBIIHOTO IMAHOOIUBOTO 3BepTaHHs (the courtesy title) mo kiHKU-aapecara, HEOOX1MHO BKUTH Ms.,
npumipoM: Ms. Nancy Simons. Y Buniaaxy, ko im’s (the person’s name) i mocana (the professional title) anpecara qoctarHbO KO-
POTKI, iX 3a3BHYail PO3AUIAIOTH KOMOFO i MTHIIYTh PA30M Y MEPLIOMY PSAKY, ISl IPUKIALY:

Mr. Robert Miles, Treasurer [5, c. 18-19].

JlocmimHUKY 3ayBaXKyrOTh, IO MaHOONMBE 3BepTaHHs (the courtesy title) Ha 3pa3ok Mr., Mrs. un Ms. 3aBxIH mepeaye im’io
azipecara, 3a BUHATKOM M.D. Ta fesikux iHIIKMX abpesiatyp Ha Kmtait Jr. uu Sr. [5, c. 21], [2, c¢. 75-76], npumipom:

Ms. Miriam E. Deem, Chairperson a6o Amanda P. Rodriguez, M.D.
Business Education Department (or Dr. Amanda P. Rodriguez)
Riddner High School 6002 Exchange Avenue

981 West Wisconsin Avenue Albuquerque, New Mexico 87101

Milwaukee, Wisconsin 53203

BignosigHo 1o crienn)iky MOBITOMIICHHS, BCTYTIHA YaCTHHA TUTOBHX JINCTIB MOYKE MiCTHTH IPUMITKY, Ka BKa3ye Ha Te, 110 JICT
MPU3HAYCHO KOHKPETHOMY OZEpiKyBady, MPUMipoM, MeBHIKA 0co01 UM KOTPOMYCH 13 BiIILTIB, a HE KOMIaHii 3aranoM (the attention
line) [3]. s mo3Hauka po3ramoBaHa micis gaHux aapecara (the inside address) mepen BcrymauM 3BepTanHsM (the salutation) 1 Mmoxke
OyTu momana B 1BOX (hopMaTax: a) BETHMKHMHU JIiTepaMu; 0) yci clloBa ImiKpeciIeHi Ta 3 BenuKoi Jitepu. Hanmpuxman:

a) ATTENTION MS. CARRIE J. ADLER;

0) Attention Ms. C. J. Adler un Attention General Manager [2, c. 77].

Kpim Toro, nmpumitky «ATTENTION) BHKOPHUCTOBYIOTH TOIi, KOJM aBTOp MOBIIOMIICHHS HE 3HAa€ iMeHi ocobu-aapecara (the
name of the addressee) abo He BrieBHeHHH y BHOOpi MpaBMitbHOI popMu 3BepTaHH (the courtesy title). L{ro mpuMiTKy MOKHA TaKOK
MOJJaBATH 33 TAKHM CTaHIapPTOM:

Attention: Head of Accounting [4, c. 11].

OTxe, IBa €IIEMEHTH BCTYITHOI YaCTHHH, OTIMCAHI BUIIIE, MOKJINKaHI 6e3M0cepeTHhO CKEPOBYBATH JIHCT aIpecary.

Bcerynne 3Bepranus, abo BitaHHS, (the salutation) Takoxk QyHKIIIOHYE STk 000B’I3KOBHI €IIEMEHT BCTYITY Oi3HEC-JIUCTIB [2, ¢. 77].
BcerynHe 3BepTaHHS BUKOPUCTOBYIOTH Y BCiX (hopMaTax IiIOBUX JIUCTIB, 32 BUHATKOM crpoiieHoro popmary (the Simplified format)
i cIy:kO0OBHX YW JOTMOBiAHMX 3amucok (the Memo format) [4, c. 11]. IcHye Kinbka MOXIHBHX (OPMYNI BCTYIHUX 3BEPTaHb, SIKi
PI3HATBCS 32 TOHOM 1 CTymeHeM GopMalbHOCTI, cepen HUX Dear Dominica, Dear Terry Lucas (iM’s ¥ TIpi3BUILIE BApTO BKUBATH Y
3BEepTaHHI, KOJIH iM’S aJipecaTa He BKa3dye Ha Horo crarb), Dear Mr. Traut, Dear Messrs. Chambers and Traut, Gentlemen, Ladies
and Gentlemen, Dear Madam, Dear Sir, Dear Mesdames or Sirs, Sirs, Dear Personnel Director (He MICTHTB TIOCHJIaHHS Ha CTaTh),
Shipping Agents, To Whom It May Concern (1iro ¢hopMyiy CITiJl BUKOPHCTOBYBAaTH BUHITKOBO B KpaifHbOMY pa3i), AWB. JOKJIAIHi-
e [2, c. 77-78; 4, c. 11-12; 5,¢. 19; 7, ¢. 126-127].

Dopmyiy 3Bepranss Ladies and Gentlemen peKOMEHIYIOTh BUKOPHUCTOBYBATH Y BHITA/IKY, KOJH BiIIIPaBHUK HE 3HAE IMEHI Ofiep-
’KyBada [2, c. 78]. Ha3Bu HayKoBHX CTYIEHIB, yYeHUX YH iHIINX MpodeciiHux 3BaHb (professional or academic titles), siki mo3Ha-
YaloTh CTYMiHb KBaMi(iKaIlil B IEeBHil Taiy3i, Hanmpukian, Dr., MalOTh TiepeBary Haj ¢popMamu IIaHOOIUBOTO 3BEpTaHHS (courtesy
titles) sik 7T YOJIOBIKIB, TaK 1 JJIs XKiHOK [5, ¢. 21].

OcHoBHa, a00 ronoBHa, yacTuHa O6i3Hec-mucTiB (the body) € HalfBaXXTHBIIIOI 3MICTOBHO SIK JUIS aBTOpA, TaK 1 IS OfepKyBada
noBigomiieHHs. Lls cekmis Bkmouae oxguH abo 1Ba eneMeHTH. [lo-mepiie, OCHOBHA YacTHHA MOXK€ MICTUTH IOCHJIAHHSA HA 3MICT
JIUCTA, SIKe OKPECITIOE TEMY TTOBIIOMIICHHS i HamipH aBTopa (the subject line) [4, c. 12]. Llelt eneMeHT AOWITBHO BUKOPHCTOBYBATH
TOJIi, KOJIM B JIUCTI BHCBITIICHO JIMIIE ONHY TeMy [5, c. 22]. Panok Temu Oi3Hec-nucTa po3MillyloTh 6e3MocepeIHbO il BCTYITHHM
3BepTaHHsM (the salutation) i momaroTh JBOMa criocobamMu: a) BEIMKUMH JIiTepaMu; 0) yci cJoBa MiIKpeceHi Ta 3 BEJIHKOI JITEPH.
CnoBo Subject Moxe OyTH OMYIIEHO, ITPOTE SKIIO BOHO BUKOPUCTOBYETHCS, TO MICIIA HHOTO CTABIATH ABOKpANKy. s mpuknamy:

a) SUBJECT: ANNUAL STOCKHOLDERS’ MEETING;

0) Subject: Annual Stockholders’ Meeting [2, c. 78].

3ayBakMo, 10 Y BUIAIKy APYKYBaHHS PSAIKa TEMU BEIUKAMHU JTiITEpaMH, HiIKOJH He BHKOPHCTOBYIOTH MiKpecieHHs. Kpim Toro,
LeH eleMEeHT MOJKHA TIOIaBaTh y opMarti, KOJH KOKHE CIIOBO TIOYMHAIOTH 3 BEJIUKOI JIITepH 0e3 IMiAKPECICHHS:

Subject: Proposed Distribution Arrangement [5, c. 22].

[o-mpyre, ocHOBHA YacTHHA 000B’I3KOBO MICTUTH BIIACHE MOBioMiIeHH (the message). ICHYIOTB pi3Hi MiAX0IH MO0 JOMYCTH-
MOTO 00CATY TOBIIOMJICHHS ILTOBHUX JIUCTIB [4; 5; 9], omHAaK, K 3a3HAYAIOTh AOCHITHUKH, I CKIIaJ0Ba MAa€ MICTHTH IIOHAMEHIIIe
nBa ab3anu [2, c. 78]. AG3anu IiUTOBHX JHCTIB HE MOBHHHI OyTH HAATO ITOBTUMH. ICHYe TIEBHA JIOTiYHA MOCHTIJOBHICTh Y BHKJIAi
JIYMOK Y KOYXHOMY a03alli OBiJOMIICHHS, 30KpeMa, Y TepIIoMY i 3aKIII09HOMY ad3arax IuB. JOKIagHime [5, c. 22-23]. Taka opra-
Hizaris O0i3HeC-TIOBIIOMICHHS TOJETIIye CIPHIHATTS HAIIMCAHOTO YUTa4YeM, aJKe KOKeH ad3all (HM3Ka peueHb) PO3KPHBAE MIEBHY
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Temy. DaxiBIli HaroJIOIIYIOTh, IO IS 3pYYHOCTI YUTaua CTPYKTYpPY JIMCTA AeNalli YacTille OKPECIIOITh 3a JOIIOMOTOI0 3aroJIOBKiB
nepen ab3aramu [7, c. 69].

Bapro 3BepHYyTH yBary Ha Te, L0 iHKOJIM aBTOPHU AIJOBHX JIMCTIB HEHABMHCHO ab0 3yMHCHO HE MOJAIOTh J0JATKOBY iH(opMa-
Lo B TeKCTi moBigomiieHHs. Toai aBTop BKIIoYae nocTckpuntyM (the postscript). HesBaxaroun Ha Te, 110 MTOCTCKPHUIITYM 3aBXKAN
PO3MILIYIOTh Y 3aKJIIOYHIN YaCTHHI JIJIOBHX JIMCTIB, BiH (DYHKLIOHYE SK €IeMEHT OCHOBHOI yacTHHH [2, c. 81]. [TocTtckpuntym BU-
KOPHCTOBYIOTB JIJIsl TOTO, 1100 IPHBEPHYTH yBary OTpHMyBaya J0 BaXXJIMBUX IHTAHb YU CIIELialbHUX MPOIMO3MIIH IS KITIEHTIB, a
TaKO)K MOTUBYBATH YNTa4a, CIOHYKAIOUH 10 BUKOHAHHS A1l 41 po3IIsLy NeBHUX npodieMm [4, c. 13; 5, c. 28]. [TocTckpuntyM 10CUTD
4acTO TPAIUISETHCS B PI3HUX BUIaX PEKIaMHUX JIUCTIB (sales letters, promotional letters) i B ocobucTrx muctax (personal letters).

3akirouHa yacTiHA Oi3Hec-1HCTiB (the closing) Moxke ckilazaTrcs 3 TphoX a00 YOTHPHOX eIeMeHTIB. BaxuBy pois y 1il cexmii
Bijlirpae 3akirouHa ¢pasa BBiwimBocTi (the complimentary close [4, ¢. 12; 5, ¢. 24-25] a6o the complimentary closing [2, c. 78-79]),
10, K 1 BcTymHe 3BepranHs (the salutation), Bapiro€eTbCs 32 TOHOM 1 CTyNeHeM (OpMaibHOCTI Bill JOCHTH ODiliHHUX (Ha 3pa3ok
Yours very truly, Very sincerely yours, Very cordially yours, Respectfully yours) no men o¢iniitaux (aa kurrant Cordially, Sincerely
yours, Best regards, Kindest regards, As ever).

Heo060B’s13k0BHM €JIEMEHTOM 3aKIIOUHOT YaCTHHHM € Ha3Ba KommaHii (the company signature [2, c. 79] abo the business name [5,
c. 25]). Hesixi opraHizauii BKIFOYAIOTh LEeH PsIOK Ul TOTO, 00 MiJKPECIUTH, IO TeBHa (ipMa, a He oKpeMa 0co0a, IOPHIMIHO
Hajcunae uctT. Ha3By komnaHii 3a3BH4ail APyKyIOTh BETMKUMH JIITEPaMH ITiJl 3aKJIIOYHOI0 (pa3oro BBiwMBOCTI (the complimentary
closing) [2, c. 79], i IpUKIady:

Sincerely yours,

THE GREEN ISLAND COMPANY

Minnuc (the writer’s signature) ta ineHTudikaris aBropa sucra (the writer’s identification) GpyHKIIIOHYIOTB SIK 000B’s13KOBI ee-
MEHTH 3aKIIOYHOT YaCTHHH. AJPECAHT MiAMUCye JHCT BPydHy, AuB. [5, ¢. 25]. Moro inentudikauio, T06T0 iM’s1, mocaxy Ta / a6o
BIJIJIUI, PO3TALIOBYIOTh Y HACTYITHOMY PSAKY. [HOII moparoTh nuine nmocany # B, y sIKOMY Tpaiioe aBTop jaucta [2, c. 79]. dus
NpUKIay:

Laura C. Angelis, General Manager abo Assistant Manager
Service Department

Sxmo B npykosaniii mamnmi (the letterhead) Bxe BkazaHi mocazna agpecanrta (the letter writer’s business title) 1 Ha3Ba koMmnaHii
(the business name), 1i AaHi 3a3BUYail MOXKyTh OyTH MPOMYIIEH] B 3aKIF04YHIN yacTuHi (the signature block) [5, c. 25].

IM’s aBTOpa MOKe Takok OyTH JONAHO MICIs 3aKIFOYHOI YaCTHHH Oi3HEC-NMHCTIB y BUIIAAL iHimianiB (the reference initials). ¥
TaKOMy BHIAJKy CIIOYaTKy IONAIOTh iHiliamu aBTopa (the writer’s / the sender’s initials), a moTiM iHiliaiM TOTO, XTO HAIPYKyBaB
nuct (the typist’s initials), qus. [4, c. 13]. TparuisatoThCs BUIIAAKH, KOJIK B HANMCAaHHI JINCTa OepyTh ydacTh Tpu ocodu. Toxi mogaBatu
iHIIIa]aM PEKOMEHAYIOTh Y KUTbKOX opmarax. [l mpukiamy: mocaigoBHICcTh iHinianiB MN:JS:ms Bka3ye Ha Te, o ocoba MN mia-
nucana nuct (the signer’s initials), ocoba JS mpoaukrysana muct (the dictator’s initials), oco6a ms HagpykyBana muct (the typist’s
initials) [5, c. 26-27]; ininiamu FCB/crn/laj o3nagarots, mo FCB — e ocoba, sika mignucana JucT; crm — 0coda, Mo MpoIuKTyBaja
nucT; laj — ocoba, mo HagpyKyBaia ioro [2, c. 80].

Kpim Toro, 6i3HEC-THCTH MOXKYTh MICTUTH pi3HI BUAU MPUMITOK, SIKi BKa3yIOTh Ha HAasBHICTH IIEBHOTO BKJIAACHHS UM IOHATKY
(the enclosure notation), Ha BAKOPHCTaHHS CHELiATbHUX MTOLIITOBHUX IOCIYT Ha 3pa30K PEKOMEHI0BaHO1 KopecroHAeHi1 (the mailing
notation), Ha BiJCHJIaHHS KOIIi1 JIKCTa IIe OfHOMY anpecary (the carbon copy notation) Tommo, aus. [2, c. 80-81; 4, c. 13; 5, c. 27-28].

OTxe, BHIIAa OCBiTa BUKOHYE KIIIOYOBY (QYHKIIIO Y (popMyBaHHI CydacHOT JIIOMWHY, ii IHTEIEKTyaJIbHOTO Ta JyXOBHOTO MOTEH-
miamy, a Takox y npodeciiiHiii miarotoBni MaiOyTHROTO (axiBId. ADKE BaXKIMBUMHE € HE TUIBKWA 3HAHHS MOBH, ajie i BHYTPIiIIHS
KyJbTYpa, (opMa CHiNIKyBaHHS, €THUKET. BHOKpeMITIOIOTh MIicTh OpMaTiB Oi3HEC-THCTIB, SIKi PI3HATHCA 32 CTYIEHEM CKIaIHOCTI.
BukopucranHs IeBHOTO (OpMary IiIOBOTO JIMCTa HacaMIepe 3yMOBJIEHE METOIO JINCTyBaHHs. [CHYIOTh pi3Hi MiIXOAX IIOJ0 Kijlb-
KOCTI €JIEeMEHTiB Oi3HeC-JIUCTiB. 3a3BUUail y CTPYKTYpi ALIOBUX JIUCTIB BUAUIAIOTH YOTHPH OCHOBHI YACTHHH, KOXKHA 3 SIKMX MICTHTh
000B’I3K0BI #f HEOOOB’ A3KOB1 CKIIAIOBI.

[lepcnekTuBY MONANBIINX JOCTIHKEHb YOauaeMo, Oo-TepIe, y TOKJIAAHIIIOMY aHalli3i CTPYKTYpH B pi3HHX ¢opMarax OizHec-
JIHCTIB; HO-ApyTe, y BUABICHHI OCHOBHUX €TalliB y IUTAHYBaHHI A1TOBHX JIUCTIB.
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