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 In comparison to 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.



ould they write it to sound correctl
in the foreign language?

formal should they be in the conte
ents, if even English-speaking people
difficulties drawing a line between
formal and informal English?
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All decisions and terms must be
confirmed by documents.




correspondence (letters), telexes, enquiries,
offers, claims (complaints) and contracts
(agreements) are of legal importance.

As a result, business documents, written in
accordance with some officially accepted
forms, are the same for everybodly.
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As it has been noted, the official
business language diftfers from other
kinds of the English language,
mostly because of the specific
character of its functional usage that
can be illustrated in classical terms
of style, and its main features




Business correspondence is very

It includes all kinds of
commercial letters






oM NN T T ATy TN oA A M AT AN meEe AT My




Espe

concern
style o
busin




Business correspondence often suffers
from an old-fashioned, pompous style of
English which complicates the message
and gives the reader the feeling that he
Is reading a language he does not
understand.

At the same time, the style
of letter should not be so
simple that it becomes
unappropriate
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\\ The tone of business letter should be
! \\ i neutral without pompous language on the
/  one hand and informal or colloquial

language on the other hand.

} The letter should be neither too long nor
“ too short.

of information.




* Enquiries can take the form of telephoned,
telex or faxed requests for information. These
forms can be used only for brief enquiry.

* A letter of enquiry begins with telling to
correspondent the name of your firm: we are
a co-operative wholesale society based in
Zurich..




Then one should write how he/she
heard about the firm he/she is writing
to:

we were given your name by the
Hoteliers' Association in Paris




The content of enquiry varies depending on its
purpose. For example while asking for catalogs,
price-lists, prospectuses it is not necessary to
give a lot of information about yourself.

It would be helpful to point out briefly any
particular items you are interested in:



* Could you please send your current
catalogue and price-list for
exhibition stands? We are
particularly interested in furniture
display stands.



en if the order is telephoned, it must be
ned in writing, and an order form shoulc
pe accompanied by either a complime
slip or a covering letter.




...Is preferable as it allows you
the opportunity to make any

ecessary points and confirm the

terms that have been agreed.

This letter usually begins with
explaining there is an order
accompanying the letter.




Such business papers as correspondence
(letters), telexes, enquiries, offers, claims
(complaints) and contracts (agreements)
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The style of official documents is
represented by the following
substyles of variants:

* the language of business documents;

* the language of legal documents;
* the language of diplomacy;
* the language of military documents.




* is to state the conditions binding two parties
in an undertaking and reach agreement
between two contracting parties.




Acquaintance with the structure of officia
JOCUITICT

Stylistic peculiarities of official texts.
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Vocabulary

Grammatical peculiarities of official texts.

Translation of different types of official texts.
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* A frame is understood as a set
language structure with
changeable elements.
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® This agreement is made this
day of , 2020, by and between

] or [an indivi
mailing address at

corporation with its principal office at

dual with an office and
] (“Agent”), and

existing under the laws of

[company name], a corporation organized and

S with its

principle place of business at

( ).




@Here, in the above frame of an
agreement the blank spaces
represent the slots to be filled with
slot fillers (by the date, company
names, addresses etc. in this
example).
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by this Agreement does not
grant to Agent any rights in or license to

's trademarks, trade names or service
marks. reserves all such right to itself.
Agent shall not utilize, without
express, prior and written consent, any

trade or service marks on trade
names, and will promptly report to
any apparent unauthorized use by
third parties in the Territory of ’'s
trade or service marks or trade names.
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The pecullar features common to aII styllstlc

The use of abbreviations, conventional symbols and contractions.
(There are so many of them that there are special addenda in
dictionaries to decode them);

The use of words in their logical dictionary meanings;

Absence of emotiveness;

k]

Defi‘ﬁ‘i"t"e’“““é“‘d“rﬁ*p“é“é“‘f nal pattern and design.




Wide usage of terminology and
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_Wide usage of terminology and

3 cliches:
e Shipping date —.....
° f%bama nocmasekKu
. %\/alidity period —..... %
CPOK Oelicmeausi ,
Jpon expiry — .....
o ucmeyexuu
* Notwithstanding —.....
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Wide usage of terminology and




~ Wide usage of terminology and

cliches:

-

Legal entity — ...

* Jopuduyeckoe UL
o f hysical entity — ...

. ;P u3u4yeckoe J1uyo

n behalf of —
Eom Jluua, om uMeHu
* Provided that —
anu ycnoeuu ymo
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Wide usage of terminology and




Wide usage of terminology and
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* Draft resolution — ...
¢ ‘;,gpoekm pe3osiroyuu |
. % asic treaty — ... ]

locHoeomnoazarouyuli 602060p
Non-aggression treaty —
« do2060p 0 HeHanadeHuu
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Abbreviations:
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Phraseological units:
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Archaic words and expressions:




Archaic words and expressions:

LA R R ¢ R SR R R MRS Ct LA R LS e oA LR e b 0§ PERCLEEL PEEES TPt a L ER R RS AL SR PCR R R MRN8 EEMLEREEOR2 00 baRALRRR YRS ) YT TPTETETITY Y TIYYY pos s Y pragreptd i PEREUEERS ITNITYEYIYY TITTTIIYY Y ey




* It should be also noted that the
syntactical pattern of this style is as
important as the vocabulary.




* Translation of legal, economic, diplomatic
and official business papers requires not only
sufficient knowledge of terms, phrases and
expressions, but also depends on the clear
comprehension of the structure of a
sentence, some specific grammar and
syntactical patterns, which are characteristic
of this style.



Translation of Infinitive

Translation of Gerund
Translation of Complex Object and Complex

Subject :

Translation of Participle

Tr%nslation of Inversion. E




Use of the verb tenses.

| Indefinite and
Perfect forms of the verb,

oOLLMe yCrnoBMSa KOHTPaKTa HE BbIMOSTHEHbI.



...are never used

e Complex analytical verb
forms such as continuous
forms are never used. The
usage of the past forms are
also rare.



modal verbs




The high contracting parties shall
continue strengthening relations of
friendship, solidarity and mutual aid.

Bbicokne gorosapuBaroLLMecsi CTOPOHbI
GynyT v BNpeab yKpennATo OTHOLIEHNS

; 51.
OPY>XObl, conugapHOCTU W

B3aUMOMOMOLLWN. |
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Participial constructions

yqumbleamb u BblﬂOﬂHﬂmb ﬂOﬂO)KeHUﬂ
3aKJ/TIOYUMeJIbHO20 aKma coeelWlaHUsl.




* Translate the following sentences paying
attention to their grammatical peculiarities:

* If any event, members of the association
should be prepared to put aside partisan
interests if consensus on the abovementioned
principles is to be achieved.




- The term “model” is held to have
Important normative
significance.




Of special interest should be the first
article in Chapter 1

B

Also treated are such matters as theory
construction and methodology.

%

The United Nations principal function is to
maintain peace and prevent war. |
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Disputes are to be settled by peaceful means.
Member states undertake not to use force or the
threat of force in contravention of the purposes
of the UN.

States not-members of the UN are required to
act in accordance with these principles so far as
many be necessary for the maintenance of
mternatlonal ‘peace and security. - {
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Typical clichés

Terminology

Usage of prepositions

Usage of words in their secondary
(connotational) meanings:

Usage of archaic words




Peculiarities of vocabulary | __
in official texts. Ti

e Study the use of “pending” in different
phrases. Mind that, when used as a
preposition, it may correspond into
Russian “00”, “B oXkmgaHuu”, “Bo
Bpemsa”, “B TedyeHune”.




the achievement of it's objectives

the conclusion of such arrangement

the filling of a vacancy

thg final decision
- ermanent settlement of the issue such
ﬁﬁcaﬁon




Translate into Russian:

® The Assembly declared, that, pending the establishment of
an international regime, States were bound to refrain from
all activities of exploitations of the resources of the area
beyond the limits of national jurisdiction.

@ 2. Pending the final decision, notice of the measures
suggested shall forthwith be given to the parties and to the
Security Council.

@® 3. Separate assemblies and conferences of representatives
of States and organizations continue to be held pending the
formal accession to membership in WIPO (World Intellectual
Property Organization) of other States.



Memorize the following.

obpauwas
8HUMaHue

8 dyxe yea)keHusl

e OMHOWIeHuUuU




Memorize the following.
With regard to C MOYKU

(for) 3peHuUst

As to / as for

In respect of (for) LU

with kacaemcsi
rno

OMHOWIeHUr



Respect to

Concerning
as concerns B CBA3U/NO
noBoay

With due regard
to yuYnTbiBas
AOJMXHbIM
obpas3om




Memorize the following.

In this regard / in
this context

in this respect

To regard as




92URpPJ0IIY

NI U}IM
aoueljdwo)n

Ajlwaojuon




F 1

Activities related to follow-up and evaluation of

fellow-ships included, inter alia, contacts with
fellowship holders.

Thelir travel expenses and per diem are paid by the
Organization.

The severance of diplomatic relations shall not ipso
facto involve the severance of consular relations.



Lm yuistic peculiarities of official

* Linguistic peculiarities of official business
papers have been studied as groups of
stylistic, lexical peculiarities which are
determined by formal style of English.

* Formal style of English has such main features
as conventionality of expression, absence of
emotiveness, encoded character of the
language and general syntactic mode of
combining several ideas within one sentence.




...imply usage of words in their primary logic
meaning and absence of contextual

Formal English is characterized by the usage
of special terms.

They all are precise in meaning and rather
bookish.

Among them there are a lot of words of the Latin, Greek
and French origin, replaced in spoken English by words of
the Anglo-Saxon origin.

Written Business English is characterized by

impersona Df expre ion
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*This means there are no direct
addressees, passive
constructions are used instead
of active, modal verbs might
and could are used instead of
can and may.
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