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IUKYIOTBCA CTAaTUCTUYHUMHU METOAaMH, a cCaMe HHUX TeKCTiB i3 IHIITUMHA BUIaMU TCKCTY, HAIIPpUKJIAJ]
3HAYEHHSIM KpUTEpito X? Ta koedillieHTa B3a€EMHOI  TIpO3a, Toe3is Ta iHMIi. TakoX y MepCreKTUBI JOIiTh-

crpspkeHocTi K. HUM BHJA€THCS OCIHIPKEHHS 3BYKOCHUMBOJIYHUX
[lepcriekTnBOIO JaHOTO AOCTIDKEHHS € TOpiB-  BIACTHBOCTEH (pOHECTEM y MyOMNIIMCTHUII 3 ypaxy-
HSUTBHUE (DOHOCEMAaHTHYHHMH aHaji3 myOmimUcTU4-  BaHHSAM (PEeMiHICTUYHOTO (axKTopy.
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Kuiscbko20 nayionanbHo2o yHieepcumemy mexuono2ii ma Ou3atmy

BizHec-koMyHiKaLis MOXe 30iiCHIOBATUCh B YCHIl Ta NUCbMOBIN hopmax, Ae HeobxigHa HanexHa nigrotoBka Ans ii
ebekTnBHOrO 3aincHeHHs. Crig 6paTh 4o yBarM BaXnMBICTb NMCbMOBOI MOBHOI penpeseHTaLii 6i3Hec-NnnCTyBaHHS, agxe
3a Oro 3paskaMm MOXHa pobuTM BUCHOBOK NP0 haxoBy KOMMETEHTHICTb NpaLiBHMKA, HOr0 OCOBUCTICTb Ta CTUIb yNpaB-
NiHHS. Y cTaTTi po3rnsgaeTbCs NMTaHHA 0COONMBOCTEN 3AINCHEHHS NMMCLMOBOI Gi3HEC-KOMYHiKaLLii aHrMiNCbKO MOBOLO,
OKpeCrneHo OCHOBHI acneKTy KyrnbTypy NMCEMHOrO AiNOBOr0 MOBEHHS, WO BKNOYaE 3arasbHi BUMOTM A0 CKNadaHHs AOKY-
MEHTIB, JIEKCMYHi 0COBNMBOCTI JOKYMEHTIB, 0COBNMBOCTI NpaBonucy, MOPAONoriyHi 3acobu JOKYMEHTIB, CUHTaKCUC CITyX-
60BOi AoKyMeHTaUii, pybpukaLio. 3a3Ha4yeHO BaXNMBICTb HaBYaHHA 3000yBadiB BMLLOI OCBITV NPaBUNLHOrO 0OPMIEHHS
JiNoBoro nucTa, 4OTPMMYHYUC HOPM rpamMaThky, NyHKTYaLlii, CTURICTUKM Ta ETUKM OiNOBOro ChinkyBaHHs. [1ns MoBM 4ino-
BMX NINCTIB XapaKTepHa CyBOPIiCTb BUKNady, BUKOPUCTaHHA creuianbHoi hpaseonorii Ta CUHTaKCUYHMX Kriwe, BigMoBa
Bij €KCNPECWBHUX MIHrBICTUYHKX 3aCOBIB, OCKINbKM MOBa Bi3HEC-NNCTYBaHHA BUMAarae TOYHOCTi Ta HEMOXMMBOCTI Henpa-
BUIIbHOI iHTEpnpeTauiji. Y cTaTTi onMcaHo OCHOBHI acnekTy Noby40BWU eNeKTPOHHOTO AifI0BOro NINCTa aHrMiMCbKOK MOBOIO,
pO3rNa4alTbCs OCHOBHI NEKCUKO-CTUMICTUYHI acnekTU MMCbMOBOI Bi3HeC-kopecnoHAeHLT, Ae Benuka yBara npuainserbca
0COBMMBOCTSIM TEPMIHOMONi NUCTIB, BXWBaHHIO CTaHOAPTHUX dpas-knile, ppaseonoriyHMx 3BopoTiB. Y AaHOMY AOCHi-
[KEHHS NpoaHanisoBaHO OCHOBHI MpaBuma 34iNCHEHHS GiNOBOro NIMCTYBaHHS aHMINCHKO MOBOK. HaronowyeTbest Ha
GakaHii [OBXMHI 4iNOBOro nucta, 0CObNMBOCTEN BXMBaHHS abpesiaTyp, HanMCaHHS AaT, BKasiBKM PO3MIpIiB, TOYHOCTI
HanucaHHs iHcpopmaLlii, Ae HasBHI undpu. Y cTaTTi 3aincHeHo cnpoby AeTanbHile po3rnsHyTW NPUAOMM HaBYaHHS 3000y-
BayiB BULLOI OCBITU EKOHOMIYHMX CneLianbHOCTEN 34iMCHIOBATM Bi3HEC-NMCTYBaHHS aHIMINCbKO MOBOK. 3as3HavaTbCs
aKTyasnbHi TeMu OiNoBUX NUCTIB, AKUX 3000yBavam BULLOT OCBITU AOLINIbHO HABYUTUCH NMMCATK, WO YCNiLLHO 34iACHI0BaTH
nMcbMoBy Gi3HeC-KOMYHiKaLito B noganbLuin poboTi. B gocnigkeHHi nogaoTbCst IUTaHHSA 415 CaMONepeEBIPKY, L0 MOXYTb
ByT! KOPUCHUMM ANS OUIHKM BXe HanMcaHoro AinoBoro nucta.

KntovoBi cnoBa: ginoee NUCTyBaHHS aHMIiiCbKOK MOBOI, MUCbMOBaA Bi3HEeC-KOMYHiKaLisi, NCTyBaHHA ans 6isHecy,
nMcbMoBa 6i3Hec-KopecnoHAEHLsl, MOBHI 3acO6U NUCTyBaHHA aAns BGi3Hecy.
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Business communication can be carried out in oral and written forms, where proper preparation is necessary for its
effective implementation. The importance of the written language representation of business correspondence should be
taken into account, because based on its samples, it is possible to draw a conclusion about the professional competence
of the employee, his personality and management style. The article examines the specifics of written business commu-
nication in English, outlines the main aspects of the culture of written business communication, which includes general
requirements for drafting documents, lexical features of documents, spelling features, morphological means of documents,
syntax of official documentation, classification. The importance of training of students of higher education regarding the
correct design of business letters, observing the rules of grammar, punctuation, stylistics and business communication
ethics, has been noted. The language of business letters is characterized by the strictness of the presentation, the use of
special phraseology and syntactic clichés, the rejection of expressive linguistic means, since the language of business cor-
respondence requires accuracy and the impossibility of misinterpretation. The article describes the main structural aspects
of an electronic business letter in English, examines the main lexical and stylistic aspects of written business correspond-
ence, where great attention is paid to the peculiarities of the terminology of letters, the use of standard cliché phrases,
phraseological units. This study analyzes the basic rules of conducting business correspondence in English. Emphasis is
placed on the desired length of a business letter, the peculiarities of using abbreviations, writing dates, specifying sizes, the
accuracy of writing information, where numbers are specified. In the article, an attempt was made to consider in details the
methods of teaching students of economic specialties to conduct business correspondence in English. The current topics
of business letters have been indicated, that are advisable for students of higher education to learn to write in order to
successfully carry out written business communication in the process of future work activity. The study presents questions
for self-checking that can be useful for evaluating the newly composed written business letter.

Key words: business correspondence in English, business communication in writing, business letter writing, written

business correspondence, linguistic means of business correspondence.

I[ocTranoBka nmpodjgemu [IMOBipHO, 110 KOXKHHMA
OI3HECMEH MOTOAUTHCS 1010 BAXIUBOCTI BOJIOAIHHSA
AHDTIMCHKOI0 MOBOIO IS YCIIIIHOTO 3/11CHEHHS 013-
HEC-TISITBHOCTI Y ChOTONEHHI. bi3Hec-KoMyHIKaIlis
MOJKE 3IHCHIOBAaTHCh B YCHIN Ta MHCHEMOBiH ¢op-
MaxX, € HeoOXiIHa Haje)XKHa MIArOTOBKa 1A 1l
eexTHBHOrO 3ailicHeHHs. KoxHa mropnHa GizHecy
MOTOJMTHCS, IO BMIHHS TPAMOTHO CIIJIKYBaTHCS
y IUCHMOBIi# (pOopMi aHTTIIHICHKOIO MOBOIO € OIHHUM 13
€JIeMEHTIB yCHINHOI Oi3Hec-misutbHOCTI. Kymbrypa
MUCEMHOTO JIiJIOBOTO MOBJICHHS OXOIUTIOE Taki
OCHOBHI aCNEKTH: 3arajibHi BUMOTU IO CKJIaJaHHS
JIOKYMEHTIB, JIGKCHYHI OCOOJHBOCTI JIOKYMEHTIB,
0COONMMBOCTI  MpaBomuCcy, MOPQONOTiYHI 3aco0n
JOKYMEHTIB, CHHTAKCHC CITy>KOOBOI1 JOKyMEHTaIlli,
pyOpukariito. He Mo)kHAa HEHOOIIHIOBATH BayKIIH-
BiCTh MMCHEMOBOi MOBHOI perpe3eHTallii 0i3Hec-mc-
TyBaHHS, aJpke 3a HOro 3pa3KaMd MOXKHa pPOOUTH
BHCHOBOK TIpO (paxoBy KOMIIETEHTHICTb MpalliBHHUKA,
HOro 0COOUCTICTh Ta CTUIIB YIIPABIIHHS.

Kopecnonnenttist — 11e MUCEMOBHH CIIOCiO BHpa-
JKEHHS TTOB1OMJICHB YH TTOYYTTIB JIFONIEH, 1[0 CTOCY-
IOTHCS IUTaHb 0COOMCTOTO XapakTepy ado Mix OKpe-
MHMU 0C00aMU Y1 KOMITaHiSIMU 3 IUTaHb TOPTIBII Ta
komeptii [18, ¢. 3].

Branuii qioBuii JIMCT — 1€ IPAaBUJILHO 1 IPaMOTHO
opopmieHN nwcT. JliTOBE JMCTYBaHHSA IO CBOIN
CYTi € crtocoOOM BHpIIIEHHS MPOOJIeM, OB’ I3aHUX
i3 Oi3HEeC-AISUIBHICTIO, TOMY BUMAarae oOQyMyBaHHS,
ySBH, OPHUTIHATBHOI Ta YiTKOI MOBHM BHKJady, TBOP-
4oi eHeprii, o0 orpumatu O6axxanuii pesynsrar. He
BUKJIMKA€ CYMHIBY TOH ()aKT, [0 MUCTEITBY MMHCATH
JIUCTH aHDTIHCHKOI0 MOBOIO IOTPIOHO cepito3HO
HaBYaTHCS, IS TOro, mo0 3Bydard mpodeciiiHo,
IPaMOTHO, KOMIIETEHTHO, BBIWIMBO Ta NEPEKOHINBO
B MOMEHTH MHUCBMOBOTO JIIJIOBOTO CITLIKYBaHHSI.

AHajiz ocTaHHiX JAocHiTKeHb i myOJika-
i  OcoOnMMBOCTI HAMUCAHHS JTOBOI  KOPECIIOH-
JeHmii  gocmimpkyBamy  BueHi T.M. BomormmHa,
AM. 3menxo, Muckian M., John A Woods,
Davidson, W., Emig J. OcobnuBocTi 3niiicHeHHs 0i3-
HEC-KOMYHIKaIlili aHDIIHCHKOI0 MOBOIO JOCIIIKYBaJIH
Haykosiii T.0. Bakynenko, B.K. Monotkina, H. Xumuiii,
O.M. AxmanmnoBa, H.I. Bamampka, I'B. CopokyH,
C.I. Tkauenxo, C.O. Opuenko. ETuka aimoBoro cmiji-
KyBaHHJ CTaJia peaMeToM nociimkers T.b. [purienko,
CIL. Tpumenko, T.JI. Imenko, M.l Tlentumok,
LI Mapynuy, 1.B. TIaiinaenko. Kpucanosa T.A. 3miii-
CHWIAa TMOPIBHAUIBHUN aHai3 JICKCHKO-TPaMaTHYHUX
0COOMBOCTEH aHTIIIHCHKOTO Ta YKPATHCHKOTO JITOBOTO
mmcta. Yermypaa M. A. BiB4a1a 0COONMBOCTI TEpeKIaay
JJIOBHX JIUCTIB aHIIHCHKOIO Ta YKPATHCHKOIO MOBaMH.

IocranoBka 3aBaanmsi. Hama yBara y wmiid
cTarti OyJe NpUKyTa J0 OCOOIUBOCTEU 3IHCHEHHS
MACEMOBOTO JJIOBOTO JIMCTYBAaHHS AaHTIIIHCHKOIO
MOBOIO Ta PO3BHUTKY y CTYACHTIB CKOHOMIYHHX CIIC-
MAaJIBLHOCTEN BMIHB 3IMCHIOBATH HHUCHMOBE IJIOBE
JUCTYBaHHSI aHTJIIHCHKOI0 MOBOIO.

MeToW 1aHOTO JTAHOTO JOCII/DKEHS € MpoaHa-
J3yBaTl CTPYKTYPHI Ta JIEKCHMKO-CTHJIICTUYHI 0CO-
OJIMBOCTI IUIOBUX JIMCTIB, 110 HAJCHJIAIOTHCS €JIEK-
TPOHHOIO TOMITOI0. 3TiMHO 3 ITOCTaBICHOI METOIO
OKpEeCIIeHO HACTYMHI 3aBJaHHsI: OXapaKTepH3yBaTH
CTPYKTYPHI €JIEMEHTH EJICKTPOHHOTO JiJIOBOTO
JIUCTA; OITUCATH XapaKTePHI PUCH JICKCUYHOTO HAIOB-
HEHHS JiJIOBUX JINCTIB aHNTMCHLKOI0 MOBOIO; OITACATH
OCHOBHI aCITeKTH Ta €Talli HABYAHHS CTYIACHTIB €KO-
HOMIYHHX CIIeliaJbHOCTe!N 3MiHCHIOBATH MUCHMOBY
0i3HEC-KOMYHIKAIIit0 aHTIIIHCHKO0 MOBOO.

Buxkiaa ocHoBHOro Matepiasy. Binma [leBincon
BBA)Ka€, I0 BIUIMBOBHMM IUIOBHI JHUCT Ma€ Taki
XapaKTEPUCTHKH:
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— nepenbauae MoTpedu ynTava;

—MOBa  BHKJIATy  €MOIIHHO
3 MOBAroK;

— Mae SIIPO — YITKO M0Ch CTBEPIIKYE;

— BHOPAIKOBaHMH 1 BKa3ye HaIpsM pPyxy;

— TapHO BHIVISAA€ HA CTOPIHIII, HOTO JIETKO IMPO-
DJISIHYTH, TIPOYHUTATH 1 OTPUMATH 3 HHOTO 1H(OpMaIlito

—Y HBOMY BHKOPHCTOBYEThCS  KOHKPETHI,
peTensHO MiniOpaHi coBa; KOPOTKHH, alle 3aBepIie-
HHI1 32 3MICTOM;

—3ByYUTh TaK, HIOM OJHa JIOOUHA PO3MOB-
Js€ 3 IHIIOK;, HajJae CWIbHE BIAYYTTS aBTOpa,
XapaKkTepu3ye aBTOpa; 3MYIIyE YHTa4a IMOBIPUTH
B HaIWCAaHE;

— [MOBiZOMJIIE IOCH HOBE a00 IIOCH BigoMe
IHIIKM CIIOCO00M;

— YUTAETHCS JIETKO, 3BYYUTH IPUPOAHBO;

— B HBOMY JOTPUMaHO MpPaBWJI HAIMCAHHS Ta
BXXHUBAaHHA CIiB, MyHKTYyamii [ 14, c. 3-4].

CTpyKTypa AUTOBOTO JINCTA € TIEPEBAKHO CTaH-
JAPTU30BaHOI0. Y JESKUX BUMagkax (HopMmar JIMcTa
MoOXe OyTH pi3HUM, aje OCHOBHHMH €JIeMEHTaMH
IIOBOTO JIUCTA €:

— TeMa: SKIIO HAJCHUIAEThCS EIEKTPOHHHHU JIUCT,
TO B TEMi JINCTAa CTUCIO BKA3y€EThCS METa E€JIEKTPO-
HHoro jucta. Hanmpukian, "Subject: Congratulations
on Your Promotion";

— KOTakTHa iHpopMaLis: MOBHE iM’s, ajpeca,
HOMep TelieoHy Ta aapeca eIeKTPOHHOT IMOIITH;

— IPUBITAHHS: Ha IOYATKY JIMCTa. BaxkmiBo Hamu-
caTH TPABIIILHO 1M’ Ta Ha3BY MTOCATH aJIpecara;

— KOPOTKHMI BCTYIT: TICHS MPHUBITAHHS, MHIIYTh
KOPOTKHH BCTYTI, 110 MOXXE OyTH BUPa’KeHUH KOPOT-
KO0 JpYXHBOIO (hpaszoro, Hanpukmaza, “I hope you
are well”. ITicis bOTO MOSCHIOIOTH METY HAITUCAHHS
mucta: «I am writing to ...”;

—B OCHOBHI 4YacTHWHI JIaKOHIYHO TOTPiOHO
BUKJIACTH MPUYMHY HANWCAHHSA JIMCTA. bakaHuii
00’eM — 2-3 maparpadu;

— 3aBEpUICHHS: B KiHLI JHCTAa BUKOPUCTOBYIOTbH
¢pasu tumy “Sincerely yours”, “Faithfully yours”,
TaKOXX BKa3y€eThCs iM’s Ta Imocajia aJjpecanTa;

3rimHo pocnimkerb Kpucanoroi T.A., mis miio-
BOTO JIMCTA XapaKTCPHO BKWUBAHHS TAKUX MOBHHX
3aco0iB:

— ninoBoi Tepminonorii (shipment, delivery);

— (hpaseosorii, mo Mae crenudivyHUE XapakTep
(cash on delivery);

— MiHIMaJbHE BHUKOPHCTAaHHS CHHOHIMIB, 100
YHUKHYTH JBO3HAYHOCTI CIIPUHHSTTS;

— BIACYTHICTh €MOLIHO-EKCIIPECUBHOI JIEKCHKH;

— HasiBHICTh CTaHJAPTHHUX CTIMKHX CIIOBOCIIONY-
YeHb, MIEBHUX MOBHUX KIIillIe, IO peali3yroTh Kare-
TOpito MiJI0BOI BBIWIHBOCTI [8, c. 32].

HEWTpanbHa,

KpucanoBoi T.A. BBaxkae, 0 TEpPMiHOJIOTiYHA
JIEKCUKA JIJIOBUX AaHIJIOMOBHHX JIMCTIB MOXe OyTH
0o0’eqHaHa y MEBHI TeMaTH4HI TPYIH, IO BKIIOYa-
I0Th Ha3BU JIUIOBHX JIOKYMEHTIB, IUIATEXKIB, CTpa-
XyBaHHS, TIOCTAUaHHs Ta TPaHCIIOPTYBaHHS, SIKICTh
TOBapy Ta MaKyBaHHA, Ha3BH (OPM IiJIOBOI aKTHB-
HoCTi [8, c. 33].

EnexTpoHHa momTa € MOpPiBHSHO HOBHUM TEXHO-
JIOTIYHUM JOCATHEHHSIM, 1 4acTO CIPUIMAETHCS SIK
IIBUAKUEA 1 HeodiiiHuN 3aci0 KOMyHIKallii, TOMY
JIOAW YacTO HEeoOi3HaHI 31 CTWJIEM 1 TpaBUIIaMH,
SKHX BOHM MAalOTh JOTPUMYBAaTHCh BHKOPHCTOBY-
I0YH €NIEKTPOHHE JINCTYBaHHS y Oi3HEC-CUTYaIlisx.
Bonomuna T.M. 3a3Hayae, 00 1O OCHOBHUX aCIIEK-
TiB €JEKTPOHHOTO JMCTYBaHHS MOXKHAQ BIJIHECTH:
OCHOBHI TIpaBWJIa EJIEKTPOHHOTO JIIOBOTO JIUCTY-
BaHHS, KOMYHIKATHBHI CTparerii B €JICKTPOHHOMY
IIIJIOBOMY JTUCTYBaHHI; OCOONMBOCTI CTBOpPEHHS
1 ohopMIIEHHS E€JIEKTPOHHUX IIJIOBHX JIHCTiB; 0CO-
OJIMBOCTI BUKOPHCTAaHHS MOBHHUX 3aC00iB y TEeKCTax
TaKdX JIUCTIB; JOTPUMAaHHS TPaBWJI JIJIOBOTO €TH-
KETy B €JIEKTPOHOMY CIisKyBaHHI [3, c. 140].

B 3araspHOMY, B €JNEKTPOHHHX JIMCTax CIix
JOTPUMYBAaTHCh TaKOTO X CTHIIIO, SIKI 1 y 3BHYAii-
HUX NiI0BUX JicTaxX. KoMepiiiiiHa KOpeCTIOHICHITis
4acTo CTpaKAa€ Bil 3acTapiyiol MOMIE3HOT JIEKCUKH
AHMIIACHKOT MOBH, II0 YCKJIATHIOE TOBIIOMJICHHS
1 BUKJINKAa€ y OTpUMYBa4a BIAUYTTS, IO BiH YUTAE
MOBIIOMIIEHHSI HE3HailoMOI0 MOBOO. Tomy Bapro
Oparu 10 yBaru HACTYITHI MOpajyl i Yac IMiaro-
TOBKH JIiJIOBHX JIMCTiB iHO3EMHOIO MOBOIO:

— TOBiOMJICHHSI IOBUHHI OyTH KOPOTKI i IO CYTi.
[MpariBHUKKM 9acTO OTPUMYIOTH 0arato eeKTPOHHUX
JIUCTIB TIiJ 9ac poOOYOTro JHS, TOMY CTHUCIICTh OCO-
0mmBo BaxnuBa. [t TOro, MO0 €NEeKTPOHHUI JIHCT
OyB HEIOBI'MM, MPALiBHUKH 1HOII BUKOPHCTOBYIOThH
aOpeBiarlii Juisi TO3HAYCHHS BiJJIOMUX BHpa3iB. AJie
BUKOPHCTOBYBaTH abpesiamii moTpiOHO o0epexHo,
1 OakaHO 11e POOHTH, KOJIM BXKE BCTAHOBJICHO JIPYK-
Hili, He(hOpMaTEHAN KOHTAKT 13 aApecaToM;

—y Oi3Hec-TuCTyBaHHI OakaHO HE BHKOPUCTO-
BYBaTH €MOTHUKOHU (CMAaWJIMKH), OCKIJIbKU 1€ MOXE
BUIVISIaTH HEnpoQeciiiHO, 0COOIMBO, SIKIIO BU IIIC
He 3HaiioMi J100pe 3 OTPUMYBaYeM MOBIJOMIICHHS;

— IIEpEKOHANUTECH, 1110 BU MPABUILHO 3BEPTAETECH
JI0 OTpHUMYBaua;

— He BapTO MUCATH Ha3BY MICALA Y JaTi IU(ppamu;

— TEKCT MOBiJOMJICHHSI TIOBUHEH OyTH OCTATHHO
JIOBTUM, 100 MOSICHUTH KOHKPETHO, IO BiNPaBHUK
norpedye cka3aru, a OTpUMYBad TIOBUHEH 3HATH;

—iadopmariis B JHUCTI Mae OyTH BHKJIaJCHA
B JIOTIYHOMY MOPSAKY, IPU LIbOMY KOXKHUI HAcCTYII-
HUM acmekt iHdopMmarii TICHO TOB’s3aHHN i3
MOTIEPEIHIM;
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— TUTAaHYBaHHS CTPYKTYPH JIMCTA IOTIOMOYKE BKITIO-
YUTH B HBOTO BCIO MOTPiOHY iH(OpMariito i y mpa-
BWJIBHOMY MOPAAKY. JlJIs1 IbOTO Ba)KJIMBO BU3HAYUTU
METy JIUCTA 1, IKY BIATOBiIh BU O XOTUTN OTPUMATH.
3aHOTYHTE BCi aCHEKTH, SKI HEOOXiIHO BKIIOUUTH
B JIUCT, MIEpe/l IOYaTKOM HAlMCaHHS JINCTA;

— mepire pedeHHs abo ab3all € ayKe BaKIIUBUM,
OCKUIBKM B HBOMY 3aIl04aTKOBYETHCSI TOH JIMCTa
1 CTBOPIOETHCS TEPILE BPAXKCHHS;

— cepenni maparpadu smcra OyayTh CTOCYBa-
TUCH TOJIOBHOI iH(opMalii, Ky MOTpiOHO HajaTy,
abo muTaHp, AKi MOTPiOHO 3amuTtaru. TyT MOBHOTA
1 JIOTIYHUH MTOPSATOK € Ay>KE BAXKITUBUMU;

— B KIHIII JTUCTA MU 3a0X04YEMO OTpPHUMYyBada 10
MOJANBIINX 3alHTiB a00 KOPECIOHACHIIIi, 3a3HaJa-
104H, 10 JIUCT OyAe OYiKyBaTUCh 13 HETEPIIHHAM;

— CTWJIb JIUCTA TaKOXX HE Ma€ OyTH 3aHaATO Mpo-
CTHM, 1100 HE 3ByYaTd HEBBIWIMBO. TYT JOIOMOXKE
BUKOPHCTaHHS TOBHUX, a HE CKOPOYECHUX (OopM,
BHKOPHCTAHHS MTACHBHOTO CTaHy, 9aCOM 00’ € THaHHS
MPOCTHUX PEUYEHb y CKIAHI;

— BKJIMBO BCTAHOBUTH MPAaBWIBHUH  «TOH»
y BamoMmy JiucTi. lle o3Havae, Mo ciij noaaBaTH
MOBIJIOMJICHHSI Y HEHTpPalbHOMY TOHI, YHHKAIOYH
naoCcHOT MOBH 3 OTHOTO OOKY Ta IMPOCTOPIYHOI JICK-
CHKH, 3 iHIOTO 0OKy. MO)XKHa BCTaHOBUTH HeTpa-
BUWIBHUI TOH, HENIPAaBUJIBHO BUKOPHUCTOBYIOUHU JIEK-
cuKy abo iioMH Ta cKopoUeHi popmu;

— SIKIIIO HEMae TTOBHOT BHEBHEHOCTI, 1[0 00peBia-
il abo iHiNianKu OyAyTh MPABHIBHO 3PO3YyMiNi OTPH-
MyBauy, TO Kpallle iX He BUKOPUCTOBYBATH;

— BUKOPUCTaHHS U] 3aMiCTh CIIB y 1aTaX MOXKeE
BUKJIMKATH HETIOPO3YMIiHHS;

— SKIIO HeBigoMo iM’s abo craTb OTpUMY-
Baya, MOTPiOHO BHKOPHCTOBYBaTH 3BepTaHHS Dear
Sir /Madam, Dear Mr/Ms Barron;

— BIAMOBIIal0OYM HA JIUCT, TMOTPIOHO IUTYBaTH
MOKJIMKaHHS IPaBUIBHO, 00 OTPUMYBay YiTKO 3pO-
3yMiB, IPO IO i/ MOBA;

—o0co0nuBoi  yBarm  BHMAara€  HalHCaHHS
[iH Ta ONUC XapaKTePHUCTHK (PO3MipiB 1 Barm).
HenpaBuibHe iX 3a3Ha4€HHS MOXKE CIPUYUMHUTH CEP-
1i03HEe HEeMOPO3yMiHHS;

— 000B’sI3KOBO TIOTPIOHO TIEPEeBipATH, YU AIHCHO
NPUKpPIIUIEHI y BKJaJeHHI HEOOXigHI JOKyMEHTH,
3a3HaueHi B IUCTi. Yn mpuKpimuieHi camMe MpaBuiIbHI
(HeoOXiIH1) TOKYMEHTH.

Po3BUTOK HABHYOK MHCHMOBOI Oi3HEC-KOMYHI-
Karlii € ogHuM 13 3aBHaHb aucuuIntiHa «IHO3eMHaA
MOBa ()axOBOT'O CIPSIMYBaHHS», 110 BHKJIAJA€ThCS
y 3aKjanax BHIOi OCBITH. Y aHIIOMOBHHUX Mif-
pyuHUKax, Takux, sk “Market Leader”, “Business
Partner”, “The Business”, “Intelligent Business”,
II0 PEKOMEHJIOBaHI AJSl BUKOPUCTAHHS B yKpaiH-

CHKUX 3aKJIa/Jlax BHUINOI OCBITH, 3BEPTAETHCS OCO-
OnuBa yBara Ha MiArOTOBKY 1O IiJIOBOTO JIUCTY-
BaHHS AaHIJIIMCHKOI0O MOBOIO, TOJAIOTHCS 3pa3Kh
JJI0BOT  KopecmoHaeHIil. B  neskux Bumagkax
MPOMOHYETHCS BUKOHATH JIEKCUYHI BIIPAaBH, SIK OT
«BCTaBUTHU TPOIMYIIEHI CJIOBa B MOJAHUHA JiJIOBHI
mucty. Ilicns uporo cTyneHTaM NpONOHYIOTh HaIlK-
caTd eNeKTPOHHUH JHCT Ha 3aJaHy TeMy 3a 3pa3-
koM. Tak, BUBUAIOUYM TUCHUILIIHY «IHO3eMHa MOBa
($haxoBOro CHpSMYBaHHS», CTYACHTH HABYAIOTHCS
MUCAaTH CYNMPOBIMHUH JTUCT (covering letter), nucT-
CKapry, 3HaoOMIIAThCS 13 (pyHKIioOHaTFHUMHU (pa-
3aMH, M0 MOXYTh OyTH KOPHUCHHUMH 1 y JIIOBUX
muctax iHmoi temaruku). Cepen 3ampornoHOBaHUX
TEM JJISl IUTOBHX JIUCTIB MOXYTh OyTH TakKi: JOMOB-
JICHICTH MPO MepIny 3yCTpid, 3amuT Ha iHPOopMaIito
PO MPOAYKT, NOJSKA KIIIEHTY 3a MOKYNKY MOCIYTH
abo cepBiCy, 3ampoNIeHHS KOTOCh Ha OCOOIUBY
MOJiI0, OTOJIOUIEHHS TOPSAKY JEHHOTro 300piB,
CKapra mpo HEBYaCHHUH JOBi3, BiANOBiJb Ha 3alHT
PO 3aMiHy TOBapy, IMOBIJIOMJICHHS CIiBpOOITHHKA
po 3MiHY B IIpoIieTypi poOOTH, 0OTOBOPEHHS YMOB
YTOIH, 3aITUT Ha MPOJOBKEHHS KIHIIEBOTO TEPMIiHY,
BUOayeHHs 3a 3aTPUMKy B JIONpPaBICHHI TOBapy,
BHUCTABJICHHS DPaxyHKy 3a HpPOIYKT YW TOCIYTY,
HarajJyBaHHs KoOJIe31 po 10-HeOy b, MiITBEPIKEH-
HS-TIOSICHEHHSI YMOB MOJJOPOXKi, JOTIOBib MPO TPO-
rpec y IPOEKTI, MOAAKa CIIBPOOITHHKY 3a 0naT-
KOBI1 3yCHJIJIS1 Y BUKOHAHHI IPOEKTY, JINCT-IIPOXAHHSA
70 KOJIeTW HaJaTH IOKYMEHTH, MPOIO3ULis imer
KEpiBHUKY 1 Kojieram, IMOSICHEHHs Npouecy, MHif-
TBEIDKCHHS TMPUCYTHOCTI Ha 300pax, CXBaJCHHS
3aMpoIleHHs BiJBiAaTH 3aXiJ, MOBIJIOMJICHHS CITiB-
POOITHHUKIB TIPO pillieHHs Ha 300pax, MOB1AOMIICHHS
CIiBpOOITHHKIB PO HOBI MOIi Yy KOMITaHii Ta iH.

Ha namy nymky, npuiiomu poGotu y cdepi ymo-
CKOHAJICHHSI HABUYOK JLIOBOTO JINCTYBAaHHS 1HO3EM-
HOIO MOBOIO MOXYThH OyTH posmmpeHi. Tak, HanpH-
KJIaJ[, BapTO PO30WTH TpOIleC Ha JEKIIbKa €TalliB.
CrnpobyemMo TIOKa3aTH II¢ Ha TPHUKIAAI TMPOIECY
HaBYaHHS 37100yBauiB BUIOI OCBITH MMHCATH JIUCT HA
TeMy “Arranging a first-time meeting”.

1 eran — 3100yBadaM BHIIOI OCBITH MPOIOHY-
€TbCS OTHC Oi3HEC-CUTYallii, Ie TOTPIOHO BUCTYITUTH
B POJIi JIIOAWHH, KA 3MIACHIOE O13HEC-TTUCTYBAHHSI,
HalpHUKIaL:

Pulis Berg Co. (PBC) is a seafood company.
Based in Glasgow, UK, it exports frozen products
to 20 countries in Europe and Africa. PBC wants to
start selling other frozen foods, and is looking for
a business partner. You work for PBC as the Chief
Executive Officer.

3mo0yBadaM BUIIOI OCBITH TOBIIOMIISIETHCS, IO
OTPHUMAHO JIUCT 1 MOTPiOHO HA HHOTO BiAMOBICTH:
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From: Johannes Korhonen
To: Liudmyla Roienko
Subject: Potential partner in Denmark

Hello Liudmyla

I think I've found a possible business partner for
us. They're a Danish company called Falentin (see
their website www.falentin.dk). The person for you
to contact is their CEO Martin Jensen.

Let me know if you need any more information.

Johannes Korhonen

Head of Market Research

OzHalloMUBIINCH 13 ~ JUCTOM, 3100yBadam
MOTPIOHO BHW3HAYUTHCH, JABIIM BIiAMOBIIh HA TaKi
3anutanHs: Komy Bu numere? Yomy Bu numere?
Sxi 3 ocHOBHI naparpadu BaM HOTPiOHO BKIIOUYNUTH?
Hampuknan,

Who are you writing to? — Write an email to
Martin Jensen.

Why are you writing? — To arrange a first-time
meeting.

What 3 points do you need to include? - introduce
yourself and your company; explain why you are
writing; offer to meet.

Eran 2. /Ipyruii erarn noB’s13aHu# 31 CKIIaJaHHIM
IUIaHy HamucaHHs Jucta. Tyt 3100yBauam mporo-
HY€ThCS BIIPaBa, Jie¢ OTPiIOHO MyHKTH IJIaHy MOCTa-
BUTH y NIPABUIBHOMY MOPSI/IKY.

1) Introduce yourself and your company (name,
PBC seafood company, Norway),

2) Explain why you are writing (expand business,
want partner with experience, meet to discuss poten-
tial partnership?)

3) Offer to meet (If interested, contact email
address, arrange meeting Norway or Denmark).

Y 1mpomMy erami JEMOHCTPYEMO 37400yBadam
CTPYKTYpPY HAIIIOTO MaiOyTHBOTO JINCTA-BiATIOBIIi:

Subject: Possible partnership with Pulis Berg Co.

Opening: Dear Mr. Jensen,

Introduce yourself and your company

Explain why you are writing

Offer to meet

Closing: Yours sincerely,

Liudmyla Roienko

CEO

Pulis Berg Co.

B mactymHux eramax yBary 3moOyBadiB BHIIO1
OCBITH 3BEpPTalOTh HA OCOOIHMBOCTI HAITMCAHHS KOXK-
HOTO eJIEMEHTa JIICTA.

Eran 3. HamucanHs BCTYNHOi 4YacTHUHM.
[IponoHyeThbCst BKe 2 TOTOBMX BapiaHTH Ha BHOIp.
[ToTpi6HO BHOpaTH HAWBIATIIINIA BapiaHT Ta OOTpyH-
TyBaTH cBiif BuOip. Hanpuknan:

1) I would like to introduce myself. My name is
Helena Virtanen and [ am the Chief Executive Officer

of Pulis Berg Co., a leading seafood company based
in the UK. We export our products to 20 countries in
Europe and Africa.

2) May I introduce myself? My name is Helena
Virtanen. I have been a senior manager in several
companies in UK, and since 2007 I have been CEO
of the firm Pulis Berg Co.

Etan 4. PoGora Hajm HamucaHHSM OCHOBHOL
yactuHu. Hampuknazn, naemo 3m00yBayam BHIOT
OCBITH TOTOBHH BapiaHT OCHOBHOI YaCTHUHH, aye
3 MEBHUMH HeOTiKaMu. 3aBIaHHs TYT MOXYTb OyTH
TaKOTO XapaxkTepy:

— 3Haiitu (hpasy B TEKCTI, O € HEOOOB’ I3KOBOIO,
OCKIUTEKHM BOHA ITOBTOPIOE iH(OPMAIIIFO:

We would like to expand our business to include
other frozen foods and want to find a partner with
experience in this area. We know that Falentin is
Denmark's leading frozen food company and we want
to work together with another similar business. We
would like to meet with you to discuss a partnership
between our two companies.

—UYn Bpanmuii maparpad (Hamaerbcs BapiaHT
1 TOTPiOHO BIINOBICTH TaK 4 Hi)?

I hope you find this proposal interesting. If so,
please reply to this email. Then we can talk about
meeting. The meeting could be in the UK or in
Denmark.

Eran 5. 3100yBauaM BUINOI OCBITH HAaJa€ThCH
TEKCT TOMiOHOI OCHOBHOI YACTUHU JIMCTA, HAIH-
CaHOTO Ha IOaHy TEeMy, ajie IIel BapiaHT MICTHUTH
MMyHKTYaIiiHI Ta TpaMaTHIHI TOMIJIKH. [X TTOTpiOHO
BUTIPABUTH.

I am the CEO of Nutech, is a well-known
consumer electronics company. We are exporting to
many countries worldwide.

I am writing to propose you the idea that our two
companies work together in the future and to suggest
a meeting in order to discuss this. A meeting could be
in Paris or here in London.

Please contact me if you are interested in this
proposal. If you would like to know more about
Nutech, please watch our website www.nutech.com.

I look forward to hearing from you.

Etan 6. Cxnaganusg aucTa, IMOE€IHAHHSA €JIeMEH-
TiB 10T0 YaCTHH, CIUPAIOYHCh HA MATPUMKY BHIIE-
3a3HaueHMX 3pa3KiB Ta MOsicHEHb. Bukiamgad Hagae
MOTPIOHI MOSICHEHHS 100 BUKOPUCTAHHS JICKCHY-
HHX Ta TpaMaTHYHUX 3ac00iB, yHKTYaIIii.

Eran 7. 3n00yBauamM MpoOIOHYIOTH 30BCIM HOBY
CUTYyaIlilo, JIe¢ TOTPIOHO CaMOCTIHHO CKIJIACTH JIUCT
TaKoi K TEMaTHKH.

Eran 8. Ilicis Toro, sk 3mo0yBadi BHIIOL
OCBITH MiATOTYIOTH JIJOBUH JHCT Ha 3a/laHy TeMy
CaMOCTIHO, IM TIPOTIOHYETHCS IOPIBHATH HOTO i3
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JINCTOM-3Pa3KOM BIJAIOBIII, SKUM BUKIaga4 MiATOTY-
BaB 3a3qaieriap. Lle myxe KOpUCHO, aJke Ha I[LOMY
eTami CTyIEHTH IMOPIBHIOITH CBOi BapiaHTH 3 Tpa-
BHJIBHUM BapiaHTOM 1 MalOTh MOXIHUBICTH 3pO3Y-
MITH, SIKI CIIOBOCHONYYEHHS 1 pedeHHs NOoTpeOyIoTh
JIO/IaTKOBOI YBaru i BUIIPaBJICHHSI.

Bsaraii, cknamaroun IUTOBHMI JIMCT aHTIIHACHEKOIO
MOBOIO, 3700yBadi BHIIOI OCBITH MalOTh BiAIOBICTH
Ha TaKi 3aIUTaHHA I CAMOIICPEBIPKH:

Hocsenenns 3a60anns

1.Yn appecar mpaBWUIBHO 3pO3yMi€, L0 BHU
xoueTe, o0 BiH 3poOuB?

2. Uu namanu Bu BClo HeoOXigHy iH(popMaIliro
B JIHCTI?

3. Un mpaBuibHAN 00’€M JIHNCTA CTOCOBHO Killb-
KOCTI CITiB?

Opeanizayis rucma

1. Yn xoxeH maparpad Mae OfHE PEUeHHs, L0
repesae roloBHy ineo? Uu iHm pedeHHs y oMY
maparpadi [alTh OCTaTHRO iHGopMaIli Mmpo
TOJIOBHY ifet0?

2.Yn po3nmineHuil TecT aHMcTa Ha CMUCIOBI
naparpadu?

3.Yu nume oJHAa TOJOBHA ifies Y KOXKHOMY
mmaparpadi?

4. Yn maparpady po3TalIOBaHi y JOTiI9HOMY
nopsiaxy?

Ipasunvnicms moeu

1. Yn y3romKyroThesl IMCHHUKH 1 AiecnoBa?

2.Yn mpaBHIBHO BUKOPHCTAHO apTHKII (a/an/
the/-)?

3. Un y nmpaBWIIBHUX YacaxX BXKHTI AieciaoBa’?

4. Yu npaBUIbHO HAIIMCAaHi CJIOBA 1 BKHUTO 3HAKH
myHKTyamii (., ; : <7 ')?

5. Um pedeHHs He 3aHanTO JOBTi? BukopucraTn
JIBA KOPOTINHNX, JIBa MPOCTINIMX PEUCHHS Kpalle, HiK
OJIHE JOBTE.

6.Yn  MoxHa  cKazaTH Ile  HIpocTime
1 3po3yminime?
7.Yn moBTOproeTe BH TI K cami crioa?

BukopucToByiiTe CHHOHIMH, A€ I1€ MOXKITHBO.

Cmunb

8. Uu morpuMaHi HOPMH BBIYIIUBOCTI?

9.Yn mnpaBuibHO BHOpaHUI TOH MHCHMOBOTO
MOB1OMIEHHS?

10. SIki cTOCYHKH y Bac i3 JIONWHOIO, SIKIH BH
namieTe? Uu mobpe BU 3 HEro 3HAHoMi 9u Hi?

BucHoBkHu. YMIHHA 311HCHIOBATH I1JIOBE JIVC-
TyBaHHsS aHIJIIMCBKOIO MOBOIO € HaJA3BHYAWHO
BOXJIUBUM YMIHHSAM JJs 3AIHCHEHHS YCHIIIHOT
MIDKHapoaHOI Oi3Hec-IisuibHOCTI. MoOBa JIUCTIB
B 3arajJlbHOMY OUTRIN 30alaHcoBaHa 1 odilriifHa,
Hi)K MOBa YCHOTO CHiNKyBaHHS. [limoBuit nmuct
MOXK€ BUKOHYBAaTH pOJIb JOKa3y, SIKIIO BUHHUKAE
KOHQUIIKTHAa CcHUTyalis y mnpoueci Oi3Hec-Hisb-
HocTi. EdexTuBHA KOMyHiKamis cupusie oOMiHY
inesmu abo iHdopmaliero, i TPOCyBae B3aEMO-
pPO3YMiHHS Ta BIIEBHCHICTH, a TaKOX IMO3UTHUBHI
CTOCYHKH MiX mpariBHUKaMmu. [IpamiBHUK, SKuii
MHUIIE TIJ0OBHH JIMCT 1HO3EMHOIO MOBOIO, IOBH-
HEH HaMaraTucs MakCHUMaJIbHO TPaMOTHO, YiTKO
1 TOYHO BHpPaXaTH CBOi AYMKH, 0O OTpPUMYBad
JYcTa MIT IPaBHIBHO HOTO 3po3yMiTH. 3100yBadi
3aKJjaaiB BUIIOI OCBITH B paMKaX BHUBYCHHS IHC-
numiaian  «IlHozemMHa MoBa (axoBOTrO CHpAMY-
BaHH» MalOTh MOXJIMBICTh HaBUYUTHUCH NHUCATH
IIJIOB1 JIMCTH aHINIIMCHKOK MOBOKO Ha HAWIIOIIH-
peHimi TeMHu O6i3Hec-aKTUBHOCTI.
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The article is devoted to the study of incongruity of the comic in fiction by Douglas Adams based on his novel “The
Hitchhiker’'s Guide to the Galaxy”. The research relevance is justified by the fact that the study of incongruity as a cog-
nitive mechanism of creating the comic contributes to the actualization of such techniques and means at the language
and speech levels, the basis of which is a violation of the norm, as well as that “The Hitchhiker’s Guide to the Galaxy” is
a prime example of how incongruity can be employed as mechanism of the comic in fiction, so studying incongruity in the
novel, the researcher can gain a deeper understanding of how comedy can be created through the manipulation of reader
expectations and the introduction of the unexpected. The aim of the article is to determine the specifics of incongruity
realization in the novel “The Hitchhiker's Guide to the Galaxy” by Douglas Adams. Accordingly, the following objectives
has been set: 1) to define incongruity as a mechanism of the comic creation; 2) to present the typology of incongruity;
3) to describe the specifics of functioning different types of incongruity in the novel “The Hitchhiker’s Guide to the Galaxy”
by Douglas Adams. The research reveals that the Incongruity Theory of the comic supposes that the cause of laughter is
the perception of something incongruous — something that violates people’s mental patterns and expectations. Incongruity
as a marker of “deceived expectation” is typified according to the norms that were violated, into ontological, logical and
notional, and valorative incongruity. The concept of incongruity is prominently demonstrated in Douglas Adams’ “The Hitch-
hiker’s Guide to the Galaxy”, where incongruity serves as a fundamental mechanism for creating humor. The novel is filled
with situations that defy logic, characters who behave unusually, and unexpected twists — all of which utilize various forms
of incongruity. Absurd creatures and events introduce ontological incongruity; illogical and irrational scenarios embody
logical and notional incongruity, and valorative incongruity is used for critiquing the norms of society. These different forms
of incongruity often blend resulting in intricate humor that can, for instance, highlight society’s focus on money. Douglas
Adams masterfully employs incongruity to create entertaining but thought-provoking narrative at the same time.

Key words: the comic, incongruity, mechanism of the comic, fiction, Douglas Adams, “The Hitchhiker’s Guide to the
Galaxy”, violation of the norms.

CratTio NpMCBAYEHO AOCNIAKEHHIO iHKOHIPYEHTHOCTI KOMIYHOTO B XyL4OXHin TBopYocTi [lyrnaca Agamca Ha npuknagi
pomaHy “The Hitchhiker’s Guide to the Galaxy” («[TyTiBHMK no ManakTvui ANs KOCMOTYPUCTIB» ). AKTyasnbHICTb AOCNIAKEHHS
06r'pYHTOBYETLCA TUM, LLIO BUBYEHHS IHKOHTPYEHTHOCTi IKKOrHITUBHOMO MEXaHi3My CTBOPEHHS KOMIYHOIO Cnpusie akTyanisauii

139



