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Annomayus. B paboTe paccMOTPEHBI THUIIOJIOTMYECKHE OCOOCHHOCTH SI3BIKOBBIX CPE/ICTB
aHTJIOSI3BIYHOTO JIEJIOBOTO MHUChMa 3JIEKTPOHHOTO (popMara B acleKkTe W3YYEHHsI €ro JIEKCHUECKOTo
COCTaBa U CUHTAKCHCA.

OCHOBHbIE METOJbl HCCJIEIOBAaHUS: JIMHIBUCTHMUECKUH aHAlM3 TEKCTa, OIpe/iesieHue
CTaTUCTMYECKUX MapaMeTPOB CIIOBOOOPA30BATENbHBIX MOJIENE U CHHTAKCUYECKUX KOHCTPYKIIH.

B mpouecce wuccnenoBaHus ObUIM ONpeNeNeHbl Takue AuddepeHuraIbHble pU3HAKU
JIEKCUUYECKOTO COCTaBa »HJIEKTPOHHOIO [EJIOBOIO COOOIIEHHs Ha aHIJIMHCKOM s3BbIKE, Kak
UCIOJIb30BaHuE: 1) HEUTPaJbHBIX CJIOB W TEPMHUHOB, 2) COI030B, 3)BBOJHBIX CJOB H
CIIOBOCOYETAaHUH, 4) abOpeBHaTyp M aKpOHUMOB; JJIi CUHTAaKCHCa XapaKTepHbI: 1) MUHMMM3aLUsA
CJIOXKHBIX MPEITIOKEHUM, 2) yIOTpeOIeHHEe YCTOMYUBBIX 00OPOTOB C YUETOM II€JIEBOT0 HA3HAYEHUS
MIOCJIaHUS.

CnenaH BBIBOJ O PErJaMeHTHUPOBAHHOCTH, KaHPOBOM 0OOCOOIEHHOCTH M CAMOCTOSITEIbHOM
(YHKIIMOHMPOBAHHUHU aHTJIOS3BIYHOTO JIEIIOBOTO e—Mail B cocTaBe KOMMEpYecKOo JOKyMEHTAIHH.

[Ipoananu3upoBaHbl MEPCIEKTUBBl JATBHEHIIEr0 pPa3BUTUS SJIEKTPOHHBIX TEXHOJOTMHA
B cpepe J1eI0BOM aHTII0A3BIYHON KOMMYHUKAIMH.

Abstract. This paper presents typological features of the language means of the English
business letter of electronic format in the aspect of its lexical composition and syntax study.

Basic methods of the research: the linguistic analysis of the text, determining of statistic
parameters of word-forming models and syntactic constructions.
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In the process of the research the following differential attributes of the lexical composition of
the English business e-mail were defined: 1) use of neutral words and terms, 2) conjunctions,
3) introductory words and word-combinations, 4) abbreviations and acronyms; and the syntactic
features are: 1) the minimizing use of complex sentences, 2) the use of standard phrases subject to
the purpose of communication.

The author draws the conclusion about the regimentation, genre separateness and independent
functioning of the English business e-mail in the commercial documentation.

The perspectives of further development of electronic technology in the sphere of English
business communication are analyzed.

Knrouesvie cnosa: nemnoBoe dIEKTPOHHOE COOOIIECHNE, IGKCHYECKUN COCTAaB, CHAHTAKCUYECKHE
0COOEHHOCTH, CTaH/IapTHBIE 00OPOTHI, TEPMHUHBI, COKPAIIICHHUS.

Keywords: business e-mail, lexical composition, syntactical features, standard phrases, terms,
contractions.

Bseoenue. Kak Obl10 moKa3aHO HaMH B NpeAbLAYIIUX myOnukanusax [1], Ha coOBpeMEeHHOM
JTamne pa3BUTHS WHOSA3BIYHOMN JIEIOBOM KyJIbTyphl MHHOBAIMOHHBIM CIIOCOOOM KOMMYHHKAIIMH Ha
AHTJIMIICKOM sI3bIKEe CTana 3jekTpoHHas moura (electronic mail), onTumusmpyromas 3atpatbl U
BpeMs nepenaun nHpopmarun. CooOmeHus 3IeKTPOHHOW MOYTHI OTIPaBIAIOTCS uepe3 MHTepHeTr
B opMe menoBoro cooOmeHUst Wi B (opMe AENOBOro mnuchbMa. V3ydeHue JIeKCHYEeCKHH u
CHHTaKCHYECKUX OCOOEHHOCTEH TEKCTa aHIVIOSN3BIYHOTO AIIEKTPOHHOTO JIEJIOBOTO ITOCIAHHUS
NPE/ICTABISCT 3HAUYUTEIIbHBIN UCCIIC0BATEeIbCKUI HHTEPEC.

Mamepuan u memoouxa. MatepuaioM UCCIIEIOBAHUS TTOCITYXHIH aHTIIOA3BIYHBIE 00pa3Ibl 1
(bparMeHThl JENOBBIX IHCEM 3JIEKTPOHHOTO (hopmara, MpeICTaBICHHBIC B y4eOHOH JUTEparype.
B ocHOBY pa0oThl TONOXEH METOJA JHMHI'BHCTHYECKOTO aHaln3a TEKCTa, METOJ OIpeesICHHS
CTaTHCTHUYECKHUX TapaMEeTPOB CIOBOOOPA30BATEIBHBIX MOJEICH U CHHTAKCUYECKUX KOHCTPYKIIHH,
UCIIOJIB3YIOLIMXCSL B @HIIIOS3BIYHBIX TEKCTaX JIe0Boro e—Mmail.

OcHosHnble acnekmbl aHAAU3A

Jlexcuyeckue u cunmaxcuyeckue OmJUYUsL. OCHOBOHOJ’IaFaIOIIII/IM Tpe6OBaHI/IeM K TCKCTY
ACII0OBOT'O e—ma”—HI/ICBMa ABJCTCA TPAMOTHOCTb HU3JIOKCHUA, TO €CTb OTCYTCTBUC OIINOOK
B opdporpadun W TYHKTyallMH, JIEKCHUYECKOM COCTaBE M TpaMMaTHKe, COOJOJEeHHE OOIInX
KpUTCPUCB O(l)I/ILII/IaJ'IBHO-I[eJ'IOBOFO (l)yHKI_II/IOHaJ'IBHOFO CTHJIA. C‘lI/ITaCTCH, 4dTO JJICKTPOHHOC
MHUCHMO JIOJDKHO OBITH IO 00BEMY B JIBa paza KOpOUYe CBOETO OYMa)KHOTO aHaJora.

KpaTtkocTh M KOHKPETHOCTh (DOPMBI M COJEpXaHUS JI€JIOBOTO COOOIIEHUS 3JIEKTPOHHOM
IMOYTBI JOCTUTAIOTCA MMOCPECACTBOM!

1) npuMeHeHus B CETeBOM KOMMYHHUKAIIMU JJIEKTPOHHBIX aapecoB (aapeca e-mail), koTopsie
PErUCTPUPYIOT 4epe3 HnpoBaiaepos. [Ipyu cocTaBieHHH KOPIOPAaTUBHOIO M JIMYHOTO ajpeca Ui
ﬂeHOBOﬁ MEPpEHCKU CJICAYCT n30erath JIEKCUKHA pa3r0B0pH0171 CTHIA U HpOCTOpC‘leI. Az[peca
OTIIPABUTECIIA U MMOJTYYaTCJIA YKA3bIBAIOTCA aBTOMATUYCCKU. HaHpI/IMCpZ

From: marinahallusa@aol.com

To: robertgother@compuserve.com;

2) BaKHBIM 3JIEMEHTOM IMHCchbMa 1o e—Mail sieisercst Tema coobmmenus (subject line), koropas
MO03BOJISIET MOJTYYaTel0 PEIIUTh, CTOUT JIH €My Cpa3y OTKpbhIBaTh AaHHOE muchbMo. CopepxaHue
NMChMa JIOJDKHO COOTBETCTBOBAaTh TEME COOOIICHWS, HWMEIOIEH Kparkylo © TOYHYIO
dbopmynupoBky. Hampumep:

Subject: Account No 14701-K [2, c. 11];
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3) MUHMMHU3aIlMd ~ HMCHOJB30BAaHMS  CJIOXKHBIX — NPEIIOKEHHH, KOTOphIE  3aTPYAHSIOT
BOCIIpUsATHE HH(OpMAIIUK;

4) peOYTUTEIbHBIM HCIIOJIb30BAHUEM IMPOCTBIX MPEIJIOKCHUH, KOTOPBIE CIIOCOOCTBYIOT
BOCIIPUATHUIO,

5) ucnonb30BaHMsl Hapeyuid Mepbl U cTerneHu Many, few; napeuwii Bpemenu usually, often,
typically;

6) HCIIOJIb30BAHHUA KPATKUX CMHOHUMOB CJIOKHBIX WJIM JJIMHHBIX CJIOB. B JaHHOM KOHTCKCTEC
PEKOMECHAYECTCA YUET CMHOHUMHYCCKHUX IIap, MPEACTABICHHBIX HCCIECA0BATCICM JInaH BpI/ITTHI/I:
approximately—about, come to a decision—decide, considerable—much, despatch—send, donate—give,
inform-tell, majority—most, locality—place, puschase—buy, requirements—needs, terminate—end, with
regard to—about [3, c. 74];

7) B OTJINMYUE OT IIOYTOBOIo IIMCbMa B I[GJ'IOBOI71 e-mail NEPCIHUCKE HEKCEIATCIIBHO
HCIIO/IB30BaTh IIOCTCKPUIITYM.

K jekcuyeckuM CpencTBaM JOCTHIKEHHUS JIOTHUCCKOTO BBIACIECHHUS M ITOCIEI0BATEIBHOCTH
CIIeyeT OTHECTH:

1) coequnuTenbHbBIC COIO3bI and, as well as, not only ...but, both ... and;

2) npoTHBHTENbHBIE cOr03bI but, and (B 3nauenuwu a), still, yet;

3) moYMHUTENBHBIC COIO3BI SO... that, that, because, as soon as, since;

4) BBomuble cioBa u cioBocoueranus firstly, in general, in fact, in general, finally, in
conclusion;

5) B pekaMaIusax CJI0KHbBIE IPOTHBHUTEIBHBIE COr03BI hOwever, nevertheless;

6) mouMHUTENBHBIC YCTYNUTENIbHBIE coto3bl though, although;

7) ycnoBHbIe coto3sl if, unless, provided;

8) cocraBHubie mpetory in spite of, according to, due to, in addition to, on account of;

9) mapeuus therefore, SO B poiiu COUMHUTENBHBIX COIO30B;

10) BBoxubie cioBocouetanusi above all, at any rate, as a result, furthermore, taking
everything in consideration B (yHKIHMH BBIpKEHUS OTHOIICHHS aBTOpa K BBICKAa3bIBAEMOW B
NPEIOKEHUH MBICIIH.

Cmanoapmuule 060pomul U hopmMyaIuUposKu

HecMmotps Ha TO, 9TO A71s1 -Mail 10 cux mop He CyIIeCTBYET TBEPIO YCTAHOBJIEHHBIX HOPM, B
ciydae, ecnu ajapecar Bam He3HakoM, mpuemieMbl oOpamienue «Dear ...» u 3akimoddTenbHas
dopmyna BexximBocTH  «Sincerely»; HeoOXxoamMo ykasaTh JO/DKHOCTH M MOJAPa3ac/iCHHUE
YVAPEXKICHUS TTOCIIC UMCHH OTIPABHTEIIS.

Hcnonb3oBaHne cTaHIApTHBIX (GOPMYITHPOBOK OmpenenseT (yHKIHOHATbHOE Ha3HaueHUE
TEKCTa JIENIOBOTO Tocnanus. Hampumep:

—B COOOIIIEHUAX-3aIPOCaxX:

We would be grateful for some information about ...

Please send us information ...

Could you provide details of your delivery items ...

—B COOOIIEHUAX-TIPEATTOKEHUSAX

We have pleasure in offering you the following goods...

This offer is made subject to an immediate reply...

We are holding this offer open for your acceptance until ...

—B 3aKa3ax:

We would like to order ...

I would like to reserve...

—B peKJIaMaIusx:

1 am writing to complain about...

We must insist on ...
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I am writing to express my strong dissatisfaction with ...

—B HAIIOMHHAHUSIX

We would be grateful if you would arrange for payment.

Despite repeated reminders your account still remains unpaid.

We would appreciate payment within the next few weeks [4, c. 44-45].

VYBaXUTENBHBI TOH  JIGTIOBOTO  COOOIICHHS  DJIEKTPOHHOH MOYTHI  CHOCOOCTBYIOT
YCTAaHOBJICHHIO TOJIC3HBIX KOHTAKTOB. [IpuMepoM BEKIHMBBIX (DOPM 3IIEKTPOHHON KOMMYHUKAIHH
MOTYT CIIY)KHUTh clieqyronue pedeBbie 000poThl: Could you...?; Perhaps we should...?; I would be
grateful if you could...; Would you like me to...?; Do you need any help with...?; May we draw
your attention to ...?; Thank you very much in advance...; Please find enclosed ... ; Hoping to hear
from you soon.

Ilpogheccuonanvhuie u KomMmepuecKue mepmunsl

CocraBiieHHE 3JIEKTPOHHOTO JIEJIOBOTO  COOOWICHUsT TpeOyeT OcoOBbIX HABBIKOB U
Y3KOCTICIMAIBHBIX 3HAHU, [MO3BOJIAIOIINX TMEPeAaTh CYTh MPOOIEMBI TOHITHBIM SI3BIKOM.
TodHOCTh JOCTHTaeTCsl JEKCHYECKHM COCTABOM, KOTOPBIM BKIIOYACT HEHWTpajbHbIC CIIOBA,
npodeccuoOHaIbHBIE TEPMHHBI M TEPMUHOJOTHYECKHE ciloBocodeTaHus. Hampumep: account —
cuem, validity — cpok oeuicmeus, claim — mnperensus, leaflet — 6yxnem, letter of credit —
aKKpeIUTUB, MONEY order — neHexHbIi nmepeBon, terms of payment — ycioBust miarexa, letter of
indemnity — rapanrtuiinoe mucemo, default of payment — 3anmepxka miarexa, spare parts —
3amacHbIe 4acTh, KNOW—hOW — TeXHHUYeCKUe 3HaHMs, IIPOU3BOJICTBEHHbIH ombIT, Short—shipment —
HemonocraBka, mis—direction of goods — oTnpaBka TOBapOB MO HEMPABUIBHOMY aJIpeCy.

Tepmunonocuueckue cokpaujerus u abopesuamypbl

TenneHnMs K MCIOJIB30BAaHUIO COKpAIEHUH B cdepe AIEKTPOHHON JeOBOM TEPMUHOIOTUN
O6y0J'IOBJ'IeHa HCTOPUYCCKH CIIOKUBIIEHCS TCHI[GHI_II/IGI‘/'I K 9KOHOMHUU CPCIACTB AQHTJIMICKOIO SA3bIKA U
HEOO0XOAMMOCTBIO YITPOIICHHUS B MPOLIECCE KOMMYHHKAITUH.

3HAUUTENBEHOE YHCIIO CIIOKHBIX TPYAHOUYUTACMBIX TCPMHUHOJOIMYCCKUX I'PYHIT 3aMCHACTCA
COKpalmCHUsAMH, T. €. CAUHHUIAMHU MMICbMEHHOM PCUHr, KOTOPBIC CO3AaHblI U3 OTACIBbHBIX 3JICMCHTOB
0oJiee CIIOKHOMU I/ICXOI[HOfI q)OpMBI, C KOTOpOI>'I JAaHHBIC C€IWHUIIbI HaAaXO4ATCSA B OHpC,Z[CJ'ICHHOfI
JIEKCUKO—CEMAHTUYECKON  CBSA3H. B JCJIIOBBIX COO6HI€HI/I$IX MMpaBOMCPHO  HUCIIOJIB30BAHUC
CJIEYIOLIUX TPYIII COKPALEHUN:

1) tpaguumonnsie obpamenus: Mr=Mister, Mrs=Mistress, Ms=Missis (ctaButcs mepenq
(dbamuIHeil )KeHITUHBI, HE3aBUCUMO OT €€ ceMeitHoro nojoxkeHus), Dr=Doctor (yuenas cremneHs) u
ap.

2) approx=approximate, arrvi=arrival, advt=advertisement, agt=agent, amt=amount,
dept=department, dir=director, info=information, hr=hour, Rep=representative, spk=speak,
sb=somebody, ans machine=answering machine, m, msg=message, mo=month, monthly,
Sv=service, sec=secretary, Sep=September, tech (assistance)=technical  (assistance),
tmrw=tomorrow, wk=week, wkng (hours)= working (hours), yr = your u ap.

K sa351K0BEIM CpeaAcTBaM BJICKTPOHHBIX MHCEM CIICAYET OTHECTU AaKPOHUMBI U a66peBI/IaTprI.
K AKpOHHMAaM  OTHOCATCA  COKpAlICHHA, q)OHeTI/I‘leCKaSI CTPYKTYpa KOTOpPBIX COBIAAACT
¢ GOHETHYECKON CTPYKTYpOil OOIICYMOTpeOUTETbHBIX CJIOB, OHH 00pa3yroTcs u3 OykB u 1udp,
3aMCHAIOIINX CJIOTH, MJIMHHBIC CJIOBA, WU LCIIBIC CJIIOBOCOYCTAHUS, HAIIPpUMEDP: L8R = Iater; C=
see.

Jnst oOpa3oBaHusi abOpeBHATyp MCHOJIB3YIOTCS TOJBKO MEpBble OYKBBI CIIOB, HAIPpUMeEp: asap
= as soon as possible,

CEO = Chief Executive Officer — ritaBHbIi HCTIOTHUTENBHBINA JUPEKTOP,
TM =Trade mark — ToproBsiii 3HaK,
VC=valuable cargo — rtiennsIii rpys.
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I[HH TCKCTAa ACIOBOI0 IMUCbMa XAPAaKTCPHO HCIIOJIB30BAHUC COKp&H.ICHHfI, 3aUMCTBOBAHHBIX
N3 JIATUHCKOI'O sA3bIKa, HAIIPHUMCP:

NB (nota bene nat., npumu k cBeaeHuo) = | want you to give special attention to this next
point;

e.g. (mar. exempli gratia, Hanpumep) = | am going to give an example;

i.e. (id est ;art., To ecth) = that is, | am going to explain what | mean using different words;

re (nar., B iene, 1o BOIpPOCY, OTHOCUTEIBHO, KacaTelIbHO, CChUIAsACh HA), HampuMmep: Re your
advertisment, Action re contract;

pro. temp. (;at. pro tempore, BpeMEeHHbI, BPEMEHHO).

Boisoowi

Takum 00pa3oMm, JIEKCHYSCKUE U CUHTAKCUYECKHE XapaKTEPUCTUKU aHTJION3BIYHOTO JIEJIOBOTO
e—mail-mucbma onpesensaoT ero periiaMeHTHPOBAHHOCTh, TO €CTh MOYMHEHHOCTh ONPE/ICIICHHBIM
IITaMIIaM ¥ TPaBUJIaM M YKaHPOBYIO 000COOJEHHOCTh B COCTaBE KOMMEPUYECKON JIOKYMEHTAIIHH.
Monudukamus s3pIka 3JEKTPOHHOTO MUChMa Ha aHTJIMMCKOM SI3bIKE OOYCIIOBICHA MPAKTHYECKON
HEOOXOJMMOCTBIO €0  JalbHEHWINEr0 pa3BUTHS UM CaMOCTOSATENBHOTO  (DYHKIIMOHHUPOBAHUS
B 00JacTH JAeNoBOM KOMMYHUKanuu. OCBOEHHUE JJIGKTPOHHOrO QopmaTa JCOBOW TEPEIUCKH
mpeaocTaBisgeT MHTepHET-oYTe HEOrpaHWYCHHBIC BO3MOXHOCTH M OOecredMBaeT Ij100aibHOE
MIPUMEHEHHE dTOW TEXHOJIOTHH B Oy TyIIIEM.
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