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Abstract: The article discusses the issue of business correspondence, its rules and etiquette, which
is highly important in modern world as a great number or e-mails and business letters are sent and received
every day throughout the world. So, the ability to correspond in business sphere is a crucial skill for the
employees of multinational companies as well as for those who communicate internationally in different
fields. It also concerns the cross-cultural aspect of organizing and translating business letters taking into
consideration the key role of international communication due to the growing globalization of our society, and
a lot of attention is paid to the national differences and peculiarities we may face while establishing contacts
with foreign colleagues and partners. It analyses numerous studies and articles written by linguists,
interpreters as well as by business coaches who, basing on their research and experience give advice and
suggest solutions to different challenges we may face in this sphere. The article focuses on the different
issues, such as the language and style, the structure and layout, the peculiarities and difficulties of
translation, the things which should be avoided and are inappropriate in business letters. A lot of advice with
numerous examples are given in order to avoid misinterpreting when it comes to cross-culture
communication as well as embarrassing mistakes and those mistakes, which may have serious professional
consequences. The article focuses six different problematic areas in business letter translation. These
include: lexical-semantic problems; grammar; syntax; rhetoric; and pragmatic and cultural problems. The
information must be interesting and useful for those who deals with business communication on international
level as well as career coaches and business consultants in order to provide them with advice appropriately
and help to improve and systemize necessary knowledge and skills to handle business correspondence
successfully.
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Introduction. These days we spend about and etiquette of business correspondence.
a quarter of the workweek dealing with the The purpose of this article is to identify
hundreds of emails we all send and receive every rules of business correspondence and analyze the
day. But despite this fact some career coaches special features of its translation into another
and business consultants say plenty of language.
professionals still don't know how to use emalil Data and methods. The research data
appropriately. base on the numerous studies, articles and books

Recent researches and publications. on the topic. It also includes the systemizing and
Numerous studies are dedicated to define the careful analysis of the material.
rules of business correspondence and analyse the Results. In fact, because of the huge
problems of its translation into another language. volume of messages we're reading and writing
The issues of style and language appropriate for every day, we are likely to make embarrassing
business letters are paid significant attention by mistakes and those mistakes, which may have
Said M. Shiyab and Sonia Halimi [7] who study serious professional consequences. So,
the positive and negative notions in bussines everybody should take into consideration the most
correspondance like redundancy, clarity, essential rules to know.
straightforwardness and other. Also, they pay a lot Include a clear, direct subject line.
of attention to the problem or writing across the Examples of a good subject line include "Meeting
cultures and cultural differences as well as to the date changed," "Quick question about your visit,"
specifics of translating some grammar structures or "Suggestions for the presentation. People often
and vocabulary peculiarities. The style and decide whether to open an email based on the
organization of a successful business letter were subject line, Choose one that lets readers know
discussesed by Peter Lipton [6] and Ayn Rand [1] you are addressing their concerns or business
whereas Ulla M. Connor [9] dedicated her studies issues.
to show the the aspect of cross -culture Use a professional email address. If you
correspondence and translation. Many authors, are employed, you preferably should use your
such as Tracy Bowens [8], Paul Soltoff [4] and company email address. But if you use a personal
Christa Haynes [2] focused on studying the rules email account, you should be careful when
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choosing that address, You should always have
an email address that conveys your name so that
the recipient knows exactly who is sending the
email. Never use email addresses that are not
appropriate for use in the workplace, At least you
sound non-professional. Your address and the
subject line should be identifiable and reflect your
business or professional status. For example, if
you are sending email to clients, it should be
"johndoe @mybusiness.com” instead of
"doeguy1987@bigmail.com."

Tell the recipient why you are writing.A well-
written business letter begins with a single
sentence explaining why you are writing. Tell the
recipient what and how many documents you are
attaching and why you are including them. You
should begin with phrases such as “l am
enclosing my resume for the position of assistant
manager,” or “Attached is the outline of my
presentation [8, p.1-2].

Use appropriate salutations and greetings.
Don't use laid-back, colloquial expressions like
"Hey you guys," or "Hi." Any topic of our writings
should not affect the salutation in an email. Use
“‘Hello” instead, wich is rather neutral. You also
should be careful about shortening anyone's
name unless you're certain they are not against.
For example, it is acceptable to address a person
by first name in business letters if they sent
correspondence to you and signed it using the
first name. This is an indication that you can use a
more informal approach. While many
professionals prefer to maintain some semblance
of past etiquette, others are in favor of a more
familiar and quick greeting, or even skip it
altogether. The bottom line is that the proper
salutation really depends on who you are sending
the email to and what kind of relationship you
have or expect to have.

You'll always be safe with “Dear,” followed
by the name of the person you’re addressing,
according to a Forbes article. Use a first name if
you've been previously introduced or have an
informal relationship in place. Use Mr. or Ms.
when you are addressing a superior, the tone of
the email is strictly professional, or when you are
approaching the recipient for the first time. "To
Whom It May Concern"is also an option.

On the other hand, avoid being too formal.
Your business letter writing should not include too
formal phrases like “Please find enclosed ..."
While it's not grammatically incorrect, that type of
formal written language is used mostly in
academic journals, official documents and places
where an increased level of seriousness is
required. As a general rule, avoid overly formal
language in your everyday business
correspondence and email [2, p. 3].

Use exclamation points in moderation. If
you choose to use an exclamation point, use only

one to convey excitement, People sometimes put
a number of exclamation points at the end of their
sentences. The result can appear too emotional or
immature. Do not use the abbreviations which are
common for text messages as well. Avoid
emoticons, computer slang and caps lock. If you
have doubts about the content or format, try
printing it on letterhead and evaluating its
professionalism. If it doesn't seem professional on
paper, it is not professional in an email.

Be careful with humor. Humor can easily
get lost in translation without the right tone or
facial expressions. In a professional exchange, it's
better to leave humor out of emails unless you
know the recipient well. Also, something that you
think is funny might not be funny to someone else.
Something perceived as funny when spoken may
come across very differently when written. Just as
jokes get lost in translation, tone is easy to
misinterpret without the context you'd get from
vocal cues and facial expressions. Do not use an
email to resolve a business issue that should be
handled in person. Avoid email confrontations,
and remember that emails live forever on hard
drives and servers and can be used in court. To
avoid misunderstandings, read your message out
loud before hitting send. If it sounds harsh to you,
it will sound harsh to the reader, do not forget this
simple rule. Do not use negative words and keep
polite using "please" and "thank you." [6, p. 2]

Also, do not forget that people from
different cultures speak and write differently.

Misinterpreting can easily occur because of
cultural differences, especially in the writing form
when we can't see one another's body language.
Adapt your message to the receiver's cultural
background. In many Asian countries, for example
people want to get to know you before doing
business with you. Therefore, it may be common
for business associates from these countries to be
more personal in their writings. On the other hand,
people from most western countries prefer to get
to the point very quickly [9, p. 103].

Keep your fonts colors, and sizes classic for
business correspondence. Your emails should be
easy for other people to read. Generally, it is best
to use 10- or 12-point type and an easy-to-read
font such as Arial, Calibri, or Times New Roman.
As for color, black is the safest choice.

Reread every message. Your mistakes
won't go unnoticed by the recipients of your email.
And, depending upon the recipient, you may be
judged for making them. Don't rely on spell-
checkers. Read and reread your email a few
times, preferably aloud, before sending it off.

Nothing is confidential, so write accordingly.
Every electronic message leaves a trail. Assume
that others will see what you write, so don't write
anything you anything that would be ruinous to
you or hurtful to others. After all, email is
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dangerously easy to forward, and it's better to be
safe than sorry.

Avoid rambling in business emails. If you
must include many details, create a document for
them and attach it instead of putting them in the
body of the email. Formatting is critical when
sending a business email. The file name of the
attachment should be related to your email.
Include your name, a short description of the
subject and the date of the emalil. If there is more
than one page to your attachment, indicate that as
well. Attach photos efficiently: If you are sending
photos, make sure you crop your photos to show
only what is relevant and in a small-or- medium-
size that will download quickly on your recipient’s
computer or device.

Include a signature block. Provide your
reader with some information about vyou,
Generally, this would state your full name, title,
the company name, and your contact information,
including a phone number. You also can add a
little publicity for yourself, but avoid overdoing it.
Use the same font, type size, and color as the rest
of the email. Make the closing professional with
"Thank You" or "Sincerely." A scanned or
otherwise electronically formatted signature is
acceptable.

Double-check that you've selected the
correct recipient. Pay careful attention when
typing a name from your address book on the
emails "to" line. It's easy to select the wrong
name, which can be embarrassing to you and to
the person who receives the email by mistake.
Also, it's a good idea to add the email address
last. To avoid sending an email accidentally
before you have finished writing and reread the
message, even when you are replying to a letter,
it's a good precaution to delete the recipient's
address and insert it only when you are sure the
message is ready to be sent [3].

Think twice before hitting “Reply All”. No
one wants to read emails from 20 people that
have nothing to do with them. Ignoring the emails
can be difficult, with many people getting
notifications of new messages on their
smartphones or distracting pop-up messages on
their computer screens. Avoid hitting “Reply All”
unless you really think everyone on the list needs
to receive the email.

But, on the other hand, being tempted to
ignore an email, reply to your letters — even if the
email wasn't intended for you.

It's difficult to reply to every email message
ever sent to you, but you should try to. This
includes when the email was accidentally sent to
you, especially if the sender is expecting a reply.
A reply isn't necessary but serves as good email
etiquette, especially if this person works in the
same company or industry as you.

It is necessary to mention, that even

following all the rules of business correspondence
etiquette you may face another challenge:
difficulties with translation across languages. The
use of good English in writing business letters
goes far beyond the writers’ ability to cope with
the technical forms of the language. It is also their
cogent transfer of ideas and thoughts that counts
most.

One of the negative aspects of effective
writing is lack of variation within the text. Choice of
appropriate words, their synonyms and word
variations can make the message easy and at the
same time enjoyable to read.

Another negative aspect is redundancy,
wihich involves the unnecessary provision of
information. It also involves repetition, using
similar words. Redundancy should be avoided in
writing business letters because it leads to
boredom and monotony.

Among the positive aspects the most important
one is clarity. According to the Merriam Webster
Dictionary, clarity is regarded as the quality of being
clear so readers find the sentence or text easy to
follow and understand. Any successful
communication must be based on clarity of message
and clarity of purpose. Also you should know another
key component of being able to interpret your ideas
successfully. It is called cohesion. In writing, cohesion
is the quality in writing which makes a text connected.
Each part of the text is connected with another and
therefore creates unity among the parts of the text.
When sentences relate to one another, it is because
of the unity that exists among them [7, p.10-11].

One of the characteristics of good business
writing is straightforwardness and simplicity. At

the spoken level, straightforwardness and
simplicity can help listeners follow the speaker. At
the writing level, it can lead to effective

communication, which does not come from
vagueness and ambiguity, confusing words and
phrases or technical jargon, but it often results
from the use of simple words. Remember that
while readers may have the ability to understand
what is written, it is your responsibility to ensure

that the reader does not struggle with the
concepts or ideas.
Common knowledge also must be

considered. It can be defined as the information
assumed by both sides. This may include
information about one’s city, country, and other
countries’ values and traditions as well. As it was
said above, -cultural differences may cause
misinterpreting. It is wrong to assume that all the
readers share the same kind of information with
you. Therefore, when writing about a particular
subject, assume that readers may or may not
have knowledge of what they are writing about. It
is your responsibility to write clearly, assuming no
prior knowledge on the part of the reader.

You also should pay attention to the style of
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your business correspondence. A document
written in a style responding to the requirements
of its readers also results in fewer revisions, fewer
calls to the sender, and easier to translate into
other languages, if required. Style involves the
writer’s choice of language, organization of a text,
classification and tenses. In business letters,
writers must learn how to be brief in expressing
their thoughts or ideas. This requires writers to
have knowledge of grammar and excellent
command of the vocabulary.

Also, within the context of writing a
business letter, ideas have to be put down on the
paper as they come without focusing on the order
in which they occur. Ideas should be grouped in a
way where one group naturally leads to another.

It is necessary to mention that in business
letters, you may use the pronoun “I” as you are
personally writing to conduct business. However,
if you are writing to entertain, convince, inform, or
persuade, you should avoid using the pronoun “I”
simply because readers may not be interested in
you as much as they are interested in the ideas
and thoughts behind your message.

One of the problematic issues, when it comes
to translation business letters into English, is the use
of tenses. Especially it concerns Past Simple and
Present Perfect Tenses. If you switch between past
and present within the same paragraph, you style of
writing will be considered weak, unless you are
relating a past experience [7, p. 16].

Sometimes we tend to exaggerate, but,
although exaggeration can sometimes give taste
and color to novels or stories, you need to be
careful not to use it in business correspondence
as it can be perceived negatively by readers. As
well as exaggerating, you should avoid inflated
language or style, which is defined as a statement
elaborated or heightened by empty means. Such
a language can give false impressions and
weaken the effect of the statement on the reader,
litter business letters or promotional materials.
You ought to use adjectives only when you want
to make you message exact [7]. Otherwise using
them is a bad idea. It is necessary to mention that
while writing about something which may be
considered controversial, seen as criticism or
pointing out at some negative issues, you also
should stick to some rules. For example, you
should avoid negative prefixes — it is better to
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AINOBE NNCTYBAHHA: OCHOBHI NMPABUJIA TA CNELUU®IKA NEPEKNALY
TypiuuHa O. M.

AHomauisi. B cmammi o6zoeoproembcsi numarHs 0if1o8020 siucmyeaHHsl, Uo20 npasuna ma
emukem, 3a2asibHONPUUHAMI pasusia nepenucku ma numasHs sKi MOXymb rpu3eecmu 00 Heropo3yMiHHS,
wo € Had3zsuyvallHO 8aXNuU8UM y Cy4YaCHOMY c8imi, OCKifibKu Oirioge nucmyeaHHs1 € Hegi0’€EMHOK YacCmuHOK
8CMAaHOB/IEHHS, MIOMPUMaHH ma po38UMKY MIKHapOOHUX KOoHmakmie y b6azambox cgpepax, 8id
dunnomamuyHux ei0HocuH 0o crienpaui y 8y3bKux 2asny3sx. Bidomo, wo e Hawi OHi 6yOb-siKi KOHmMakmu
cynpogooxyrombcsi 0ino8OK KOPECOHOEHUIED, efTeKMPOHHUMU flucmamu, 3aseamu, 3anpoueHHsIMU,
nucmamu 3200u ma eidmosu, Oolfamkamu 00 0oz2080pie mouwjo. Cmamms makoX mopKaembcs
MDKKYTbmypHO20 acriekmy opeaaHizauii ma nepeknady dirosux sucmis, bepyyu 00 yeazau Kio4o8y posib
0inosozo cninkysaHHs 3a80sIKU [OWUPEHHIO 2robasizauil 8 HawoMy cycrninbcmei 3 8paxy8aHHSIM
HaujoHanbHOI asmeHMUYHOCMIi KOXHO20 y4acHuka O0iflosux MiKHapOOHUX CMOCYHKI8. AHani3yrombcsi
yucrieHHi npayi ma cmammi, HarnucaHi niHegicmamu ,nepeknadadamu, a makox 6i3Hec-mpeHepamu, SKi
criuparoduck Ha ceoi docnidxeHHs ma doceid, po3anadarmp NUMaHHS, Wo Hal4acmiwe 8uHuKarompe ma
nompebyomb po3’sicHeHHs, Oatomb nMopadu ma MPOrOHYKMb PIileHHS U000 cknaodHowie, 3 SKUMU MU
3ycmpidaemocs 8 Uit cepepi. Cmamms cghoKycoeaHa Ha PIi3HUX MUMaHHSX, makux siK: Moea i pi3Hi cmurii
Ornisi sUKopucmaHHs1 8 KopecroHOeHUil, cmpykmypa, ocobnugsocmi i cknadHowi repeknady e 0dinogomy
JniucmyeaHHi 3yMOBJIeHI PI3HUMU KyribmypHUMU mpaduyigmu ma nidxo8amu, pedi, SKux crid yHukamu ma ski
€ HernpulHamMHuUmMuU. Takox npudinaembcsi yeaza came HarnucaHHo ma oghopMreHHo Oiroe8oi nepenucku y
sidnogidHocmi G0 npasun emukemy, MOMIMKOPEKMHOCMI ma npocmoi esidnueocmi IHgopmauyis mae
3auikasumu mux, Xmo mae cripasy 3 Oino8UM IUCMY8aHHAM Ha MiXXHapPOOHOMY Pi6HIi, 80Ha, MaKoX MOXe
dornomoemu MoKpawumu 3HaHHsI ma HasUYKU, SIKi CIOCYrmMbCS Ub020 8UQGY CrINKYy8aHHS, i, makuM YUHOM,
YHUKHYMU MOXJIUBUX He2amueHUX Hacriokie 4yepe3 HedocmamHe 3HaHHS HOPM | rpasu, a Haemnaku
riocripusimu ycrixam 8 rnpogecitiHit disrnbHOCMI ma Kpoc-KybmypHit KOMyHiKauii.

Knro4voei cnoea: dinose nucmysaHHsl, 3a2anbHoNpulHamud, crieyudghika rnepeknady, ompumMysad,
HerpasusibHa Mpakmoska.
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