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Introduction
This term paper explores the contrastive aspect and compares English and
Ukrainian business letters. Consideration of comparative problems contributes to
better language acquisition and adequate interlingual communication, which is one

of the tasks of modern linguistics at the present stage.

Since this work deals with business letters, the study is conducted in the
context of comparative stylistics, the scope of which includes multistyle letters. The
object of comparison in stylistics can be both the original and the translation (and
translation studies is a branch of comparative linguistics) and original letters written

in different languages.

The insufficient level of comparative study of lexical and grammatical
features of English and Ukrainian business letters, as well as modern requirements
for the rules of constructing a certain type of letter, when it is necessary to make the
original and translated letters communicatively equivalent, determine the relevance

of this study.

The purpose of the course work is to explore stylistic features of English and

Ukrainian business letters, viewed from a contrastive perspective.
The goal set in the work led to the solution of the following tasks:
- to outline dominant genre and style features of business letters;

- to identify common and distinctive linguistic and stylistic features of business

letters in English and Ukrainian;
- to reveal the specifics of contrastive studies of stylistics of business letters;

- to determine common and distinctive morphological features of business letters in

the languages under comparison;



- to ascertain common and distinctive morphological features of business letters in

the languages under comparison;

- to identify common and distinctive syntactic features of business letters in the

languages under comparison;

- to describe the ways of conveying English special vocabulary, as well as

grammatical forms and constructions in the source Ukrainian text.

The object of the study is the style of business letters in English and

Ukrainian.

The subject of the course paper is the comparative aspect of business letters
in English and Ukrainian, which requires a thorough contrastive stylistic analysis of
lexical, morphological, and syntactic features of business letters in English and

Ukrainian.

The illustrative materials entail examples of business letters in English and

Ukrainian.

The study employs the following methods as the main ones: comparative,
contextual and interpretative, as well as lexical, syntactic and morphological

analysis.

The theoretical significance of the results of the study lies in the further
development of general and specific problems of contrastive stylistics and
translation studies, which will contribute to a deeper understanding of the stylistic

aspects of business letters in the original language and in the target language.

The practical significance of the work lies in the fact that the materials of the
study can be used in the courses of comparative typology of English and Ukrainian,
translation theory and practice, as well as in special courses and special seminars on

comparative linguistics.



Structurally, the work consists of a list of abbreviations, an introduction, two
chapters, with conclusions to each of them, general conclusions, résumé in

Ukrainian, a list of references and a list of illustrative materials.

The introduction substantiates the relevance of the topic, defines the purpose,
objectives, object, subject, and methods of the study, and proves the theoretical and

practical significance of the work.

The first chapter deals with business letters as an object of linguistic research,

business letters in English and Ukrainian, and contrastive studies of business letters.

The second section examines the aspects of contrastive analysis of business

letters, their lexical, syntactic and morphological features.
The conclusion outlines the results of the study.

The volume of the work is 31 pages, the sources used are 19 items.



CHAPTER ONE
BUSINESS LETTERS AS AN OBJECT OF LINGUISTIC RESEARCH

1.1. Business letters in English and Ukrainian languages

There is more than one generally accepted definition of a letter in linguistics.
It all depends on the perspective from which the letter is viewed. The most general
and acceptable for this study will be the following: a letter is a common type of
documentation, one of the means of information exchange, and is a key instrument
of business correspondence, the process of business and official communication
through letters (Doubenko, 2017: 19). This means that it is the upper boundary of
business communication, which serves to analyze information. In this subsection,
the business letters studied in this paper will be analyzed in terms of comparative
stylistics of English and Ukrainian.

It is well known that language is used in all spheres of human life, has various
social functions, and, as a result, acquires typical style features. A style is a type of
language fixed by tradition in a certain sphere of life, characterized by peculiarities
in the selection, combination and organization of language means and partially
different from other types in terms of lexical, grammatical and phonetic parameters
(Komomiens, 2019: 11).

Leading stylistions of both English and Ukrainian languages have at one time
or another touched upon the issues of functional language differentiation
(Menkymona, 2008: 47). Language differentiation is based on both extra-linguistic
factors, such as function, sphere of communication, and purely linguistic features.
There are two main types of letters: private letters and business letters (official
letters). In addition, according to the motive for writing, letters are divided into:
response letters, congratulatory letters, apology letters, reminder letters, condolence

letters, letters of thanks, and letters of recommendation.



All business emails are divided into two groups based on their functional
characteristics: emails that require a response and emails that do not (Alsmadi &
Alhami, 2015:49). The first group of letters includes:

1) request letters - a type of official business correspondence. The need to use
this type of letter arises in different situations, but they are always written with a

single purpose - to request a service;

2) letters of appeal are documents that are used for official correspondence for

various reasons, such as a request, complaint, proposal or gratitude;

3) offer letters are the most common type of correspondence. These letters are
addressed to a potential partner or customer in the form of recommendations for

cooperation;

4) letters of inquiry - a type of business correspondence document that belongs
to the reference group. It is used to obtain the necessary official information,
certificates or documents that clarify the terms of the transaction, product

certification, service catalog, etc;

5) demand letters - a type of official letter in which the sender makes the

addressee responsible for violation of the obligations assumed.
Letters that do not require a response include (3aropenrka, 2015: 17):

1) warning letters - a form of official correspondence in which the addressee
Is warned about the termination of a previous agreement in case of failure to fulfill

his/her obligations;

2) reminder letters - business letters containing reminders of the fulfillment of

agreements, obligations and measures to be taken in case of non-fulfillment;

3) confirmation letters - one of the types of official letters drawn up by the
addressee to certify the receipt of information, documents, data or other materials,

as well as to confirm previously reached agreements, intentions, etc;



4) refusal letters are an essential part of constructive correspondence when it

IS necessary to say "no", referring to both objective and subjective reasons;

5) cover letters are additional documents that you can attach to your resume
when applying for a job. The purpose of this letter is to show why you are suitable

for the position;

6) letters of guarantee are official letters from an enterprise, institution, or
organization that are legal guarantors of the company's fulfillment of its obligations.
The purpose of such letters is to confirm certain agreements, conditions
(performance of work, lease, provision of services, etc.) or financial and settlement

obligations;

7) notification letters (information letters) are a type of official letter that

contains an invitation to participate in a meeting, conference, gathering, etc;

8) instruction letters - legal administrative documents issued by the

management of an institution with an order to resolve certain operational issues.

Business letters can also be divided into commercial and non-commercial
ones based on their subject matter (Bovee, Thill, 2021: 129):

1) response letter - a letter containing information for which a request has been

made in advance;

2) a letter of request is a letter in which the addressee addresses a certain issue
to the addressee, for example, an appeal from one party to the other about the desire
to enter into a transaction, usually without specifying the terms of the transaction or

to clarify a certain issue in the course of the transaction;

3) information letter - contains information about the state of affairs that may

be of interest to the organization to which the letter is sent;

4) a warning letter is a letter in which the addressee is warned about the

termination of the previous agreement in case of failure to fulfill its obligations;



5) offer letter - a statement of a person's desire to enter into a transaction with

specific terms and conditions of the transaction;

6) letter of claim (complaint) - a claim against a party to the transaction that

has breached its obligations under the contract and a claim for damages;

7) reminder letter - contains a reminder of the fulfillment of agreements,

obligations and measures to be taken in case of non-fulfillment;

In turn, non-commercial business letters are used to address a variety of

organizational, legal, and economic issues. They include:

1) a letter of guarantee - contains a confirmation of certain obligations or

conditions and is addressed to a separate organization or institution;

2) information letter (notification letter) - provides for informing about certain

events or facts that are of interest or may be of interest to the addressee;

3) confirmation letter - contains confirmation of receipt of a product,

agreement with something, a fact, etc;
4) thank-you letter - contains an expression of gratitude for some reason;
5) congratulatory letter - contains congratulations on some occasion;
6) invitation letter - contains an invitation to an event;

7) a request letter - contains a request to perform or stop some action, to

encourage action, etc;

8) letter of recommendation - a letter from the previous place of employment
characterizing the professional qualities of the job seeker or a letter with

recommendations from a partner or firm known to the addressee of the letter;
9) letter of condolence - contains condolences on any occasion;

10) instruction letter - contains instructions and explanations to subordinate

organizations;
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11) cover letter - is drawn up to inform the addressee of the sending of any

accompanying (unaddressed) documents, material assets, etc.

Business letters in Ukrainian and English do not differ in terms of functional

and thematic features.

The following types of business letters are distinguished by their structure
(Bonormuna, 2022: 141):

- Regulated letters - drawn up according to a certain standardized template.

- Unregulated - contain the author's text and are drawn up in any form, do not have

a set pattern.
Business letters are also divided by the number of recipients:
- Regular - sent to one address on behalf of one correspondent.

- Circulars - sent to a number of institutions (for example, by a management

organization to its structural units (several addresses).

- Collective - sent to one address, but written on behalf of several correspondents.
Business letters can be sent in the following forms:

- Envelope - sent by mail in an envelope (postal service).

- Electronic - sent electronically by e-mail (electronic mail).

- Fax - sent by fax (fax message).

Business letters in Ukrainian and English do not differ in structure, number of

addressees and form of sending.

A business letter is an informational document. It is an official document used
in business communication (Williams, 2020: Chapter 6). A standard business letter
has a complex structure. Typically, the text of a letter consists of an introductory and
a body part that are logically interconnected. The introductory part contains facts,

events, and circumstances that led to the writing of the letter, references to regulatory
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documents, instructions, etc. The main part contains the content of the letter,
depending on its subject matter - a request, proposal, notification, etc. The main

elements of a business letter structure are (Nizhnikova, 2008: 10):

1. Appeal. This small part of the text is very important for communication
purposes. A well-chosen appeal not only attracts the addressee's attention, but also
sets the right tone for the correspondence. Particular attention should be paid to the
punctuation mark following the address. A comma after the address gives the letter
a casual character, while an exclamation point emphasizes importance and formal

style.

2. The preamble is the first paragraph of the letter, which states the purpose
and reason for writing it. The preamble should express the essence of the letter. For
example: "l am writing to you to express my dissatisfaction with the quality of the
building blocks that your company supplies to us and | am counting on your actions
to quickly change the situation for the better and compensate us for the damage we
have suffered.” In Ukrainian language it will be written as "3sepmarocs 0o Bac, wo6
BUCTIOBUMU CBOE HE3A0080JIeHHS KICMI0 0y0igeNlbHUX OJI0KI8, AKI NOCMA4ae HAM
Bawa xomnanis, i pospaxosyo na Bawi 0ii, w06 weuoko 3smiHumu cumyayiro Ha

Kpauwe ma siowkoodysamu Ham 3asdani 3oumku’ (ABpamenko, SkoeHko, Illwniika,

2015: 45).

3. The maintext. It describes the current situation, expresses personal thoughts
and feelings on the matter, and asks for specific actions or suggests a solution to the

issue. The body of the letter should be 2-3 paragraphs in length.

4. The conclusion is the conclusion in the form of requests, suggestions,
opinions, refusals, etc. The letter may contain only one final part. For example: "I
am sure that you will understand this situation, and in the near future our
cooperation will be back to normal”, translating it into Ukrainian as "4 enesnenuit,
wo Bu 3posymieme yio cumyayiro, i HQUOAUNCUUM UYACOM HAWA CRIBNPAYS

nosepHemsvCsl 8 HOpMaibHe pycio”.
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5. Signature. A business letter ends with the signature (title and name) of the
addressee, preceded by the standard polite form “Sincerely,” in English and "3

nosazoro," In Ukrainian.

6. A postscript (PS) is a note at the end of a letter after the signature. It is rarely
used in business correspondence and is used to inform the addressee of an important
event that occurred after the letter was written, or to convey information that is
indirectly related to the subject of the letter. For example: "PS | would like to inform
you that the percentage of defects in the batch of blocks that arrived 4 hours ago has
increased to 20%!", which is translated as "PS Ilosioomnsio, wo 6 napmii 610Kis,

saKka Haoiuwaa 4 200unu momy, 8iocomok opaxy 3pic 0o 20%!".

7. Annexes are optional additions to the main text of the letter. However, some
documents have attachments that supplement, clarify or elaborate on certain issues

raised in the text.

Usually, a letter is written on the company's letterhead. Business letters are
used for a variety of purposes, such as making inquiries, sending official notices,
requesting information, or communicating important messages. They should be

professional in tone, concise and clear in conveying the intended message.

Compared to other documents, the texts of letters are the most democratic and
rich in terms of the use of lexical, grammatical, and stylistic language. Business
letters are written or printed on a letternead or blank sheet of paper on one side only.
If the letter consists of several pages, only the first page should be written on a
letterhead, and the following pages should be written on blank paper. In letters drawn
up on two or more sheets of paper, the numbering of pages starts from the second
page. No marks are placed near the numbers. It is also important to divide the text
Into its constituent parts, to graphically separate one part from another. The rubric is
an external expression of the compositional structure of the letter. The simplest
rubric in emails is dividing the text into paragraphs. A paragraph indicates the

transition from one thought to another and should be three intervals from the margin.
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As a matter of courtesy, you should respond to a letter within 7-10 days. If
you receive a letter of inquiry that requires detailed consideration, you should notify
the company that the letter has been received within three days and provide a final
response within 30 days. A letter of congratulations can be sent within 8 days of
receiving notification of a particular celebration. A letter of condolence should be

sent within 10 days after a sad event.
1.2. Contrastive studies of business letters

In this section, we will focus on contrastive studies of business letters.
Contrastive studies of business letters involve comparing and analyzing the
similarities and differences between business letters in different languages or
cultural contexts. In our case, these are the differences between Ukrainian and
English. These studies aim to understand how communication norms, conventions,
and etiquette differ across cultures and languages. By studying the structure, format,
tone, and content of business letters in different contexts, researchers can gain insight

into effective intercultural communication strategies.

There are several differences to consider when writing business letters in
English and Ukrainian (Buxosanems, Boakos, 2023: 76). The most obvious
difference, of course, is the language itself. English and Ukrainian have different
alphabets, structures, and grammar rules. There is also a difference in formality:
Ukrainian business letters tend to have a more formal tone and use more formal
language compared to English business letters, which can sometimes be more casual
depending on the context. There may also be differences in the formatting of
business letters in English and Ukrainian in terms of layout, headings, and
salutations. There are also cultural nuances: Ukrainian business culture may favor
different aspects of communication compared to English-speaking countries, so it is
important to be aware of cultural nuances when writing business letters in each
language. In general, even though the basic structure of a business letter remains the
same for all languages, it is important to adapt to certain language and cultural norms

of the target audience when writing a letter in English or Ukrainian.
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At this time, we also have common features of writing business letters in
Ukrainian and English. Writing business letters in English and Ukrainian requires a
formal tone and proper business etiquette. In addition, both languages have certain
conditions for addressing recipients, starting and ending the letter, and structuring
the content in a clear and professional manner. Clarity, conciseness, and
professionalism in business communication are a requirement for both English and

Ukrainian letters.

Comparative stylistics and translation studies have certain points of
intersection, as they belong to the same linguistic field - comparative linguistics.
They tend to share official business vocabulary, including the use of formal tone,
business etiquette, and text structuring. Translation is one of the means of
interlingual professional communication, and translations of business letters of
various professional orientations are examples of such communication. With their
help, professional scientists can receive, analyze, and exchange information
necessary for their professional activities. Adequate professional communication is
ensured by the adequacy of the translation of all aspects and factors of the original
information letter. It must be communicatively equivalent, equivalent to the original
letter, i.e., it must provide the information, effect, and result intended by the author
of the original letter. The communicative equivalence of the original and translated

letters lies in their functional and pragmatic, semantic and structural identification.

The essence of translation as a special type of language mediation requires the
translator to take into account the stylistic and typological characteristics of the letter
to be translated. Given the variety of tasks a translator faces, business letters have
the following characteristics: formal tone and language, clear and concise content,
proper formatting, addressing, subject matter, professionalism, etc. It is especially
important to take these features into account when translating letters if their language
and style characteristics in the source and target languages differ. In this case, it

becomes necessary to transform the original text of the letter during translation.
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Thus, these aspects of the comparative stylistics of English and Ukrainian
business letters and the preservation of formality should be taken into account in the

analysis process, and the acquired data can be useful in translation practice.
Conclusions to Chapter one

1. English and Ukrainian business letters constitute a special stylistic variety
of language. They are used within the framework of professional business
communication, scientific and technical style, scientific, popular science, scientific
and educational, professional and non-professional technical sub-styles. Business
letters can be commercial and non-commercial. Commercial business letters are
formal letters that a company writes to another company or individual for the
purpose of conducting business transactions, such as selling, buying, requesting, etc.
They focus on business matters and usually involve some form of monetary
exchange. On the other hand, non-commercial business letters are formal letters that
are used for business purposes but do not involve direct monetary transactions.
These letters may include letters of inquiry, letters of recommendation, letters of
employment, etc. They focus more on establishing a relationship or providing

information rather than conducting direct business.

2. Business letters in both languages have a number of common stylistic
features, including: a concise and logical way of presentation; the presence of special
vocabulary (terminology, clichés, stencil expressions, abstract vocabulary,
abbreviations, neologisms); constructive complexity, bookish syntax (widespread
use of complex sentences, impersonal constructions); use of references,

bibliographies.

3. At the same time, there are a number of differences, such as the language
of business letters, the formality of correspondence (formal tone is inherent in
Ukrainian letters, while English letters are more casual, depending on the context),

the formatting of business letters, and cultural nuances.
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CHAPTER TWO

CONTRASTIVE STYLISTIC ANALYSIS OF BUSINESS LETTERS
IN ENGLISH AND UKRAINIAN

The research in this chapter will be based on the contrastive analysis of
business letters in Ukrainian and English, which corresponds to one of the branches
of comparative stylistics (theoretical and translation) and will involve the analysis

of techniques and methods of transforming the original text of the letter.

2.1. Lexical features

Business letters usually contain formal language, specific formatting, and a
professional tone. Some common lexical features of business letters in Ukrainian
and English include:

1) Salutation: Business emails often begin with formal greetings, such as
"Dear [name of recipient]", "Dear Mr./Ms. [recipient's last name]" or "To whom it
may concern,” depending on the level of familiarity with the recipient. In the
Ukrainian language, it is written as "Illanoenuii/lllanosna [im’s odepoicysaual" or
"llanosnuu/lllanoena nan/nani [paminis odeporcysaual"

2) Clear and concise language: Business emails use precise and clear language
to convey information effectively. Words and phrases should be chosen carefully to
avoid ambiguity or confusion. Thus, Ukrainian is a more formal language, unlike
English.

3) Professional tone: The tone of business letters is usually formal and polite.
Colloquial language or slang should be avoided and professional terms and phrases
should be used. Professional tone is manifested in standard, logical sequence, clarity

of presentation, persuasiveness, conciseness and completeness of information.

4) Subject matter vocabulary: Business emails may contain industry terms and
vocabulary related to the topic. It is important to use terminology that is familiar to

the recipient or appropriate to the context. For example:
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Dear [Recipient's Name],

| hope this letter finds you well. I am writing on behalf of [Company Name],
a [brief description of company]. We are interested in potentially purchasing
[product name] from your company and would like to inquire about the pricing and

any available bulk discounts.

Could you please provide us with more information on the pricing structure
for [product name]? Additionally, if there are any ongoing promotions or discounts

for bulk orders, we would appreciate if you could share those details with us as well.

We are looking forward to establishing a potential business relationship with
your company and hope to receive your prompt response to assist us in making an

informed decision.
Thank you for your time and consideration.
Sincerely,
[Additional Information Of The Sender]
While in Ukrainian it will sound like:
Llanosnuii [Im's o0eporcysaual,

A cnodisarocs, wo yetl aucm 3acmag eac 0oope. A nuwty 6i0 imeni [Hazea
Komnaii], [Kopomkuii onuc xomnanii]. Mu 3ayixasneni 6 MONCIUBOMY NPUODAHHI
[Hazea npodykmy] y eauioi komnanii ma xominu 6 0izHamucs npo yinu ma 6yob-sKi

00CMYNHI ONMOBI 3HUICKU.

He moenu 6 e6u naoamu wHam Oinvwe ingopmayii npo cmpykmypy
yiHoymeopeHnus 0ns [Hazea npodykmy]? Kpim moeo, sakwo Oirome sKicy akyii 4u
3HUMNCKU OJIs1 ONMOBUX 3AMOBAEHb, MU 0Y0eMO 805IUHI, AKUO U MAKONC NOOLIUMECs

3 HAMU Yi€er iHpopmayiero.
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Mu 3 HemepniHHAM YEeKAEMO HANA200NHCEHHS NOMEHYIUHUX OLN0BUX BIOHOCUH
i3 8AUOI0 KOMNAHIEID MA CNOOIBAEMOCS OMPUMAMU 8AULY WBUOK)Y 810N08I0b, U00

00NOMO2mMU HAM NPULUHAMU 0OIPYHMOBAHE PIUEeHHS.
akyro 3a eaw yac ma ysazy.
3 nosazoro,
[llooamkoea inghopmayis npo gionpasHuxa]

5) Concluding remarks: Business letters usually end with concluding remarks
such as "Sincerely," or "Best regards,” in English and "3 nosacor” in Ukrainian,

followed by the sender's name and signature.

6) Precise words. The words used in business letters are usually precise, and
care should also be taken to prevent possible misunderstandings and ambiguities in
the use of language to avoid possible mistakes in the future. This is why the
following sentences are often given at the end of an email: "please do not
misunderstand the above remarks". In addition, service words are often used, and
numbers must also be used correctly. For example, all price-related numbers should

include the currency symbol and two decimal digits.

7) Abbreviations. To save time and space in business correspondence,
abbreviations known to the parties, such as GDP (Gross Domestic Product), IMF
(International Monetary Fund), etc. are widely used, which can make
communication efficient. And with the development of digital technologies and the
Internet, a number of new abbreviations have emerged to serve e-commerce, such
as B2B (business to business), B2C (business to consumer), etc.

Incorporating these lexical features into your business email can help you

maintain professionalism and clarity in your communication.
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2.2. Syntactic features

The syntactic features of business letters are the prevalence of extended
simple and complex sentences, the widespread use of partial constructions, and
homogeneous members.

Formal documents are written in a formal, cold, or business style. The style
of official documents, or formal, as it is sometimes called, is not homogeneous and
is represented by the following sub-styles or varieties: the language of business
documents, the language of legal documents, the language of diplomacy, the
language of military documents.

The syntactic features of business letters usually follow a certain format and
structure to ensure clarity and professionalism. Here are some key syntactic features

commonly found in business letters:
1) Header: usually contains the sender's address, date, and recipient's address.

2) Salutation. A salutation is a formal greeting at the beginning of an email,
such as "Dear Sir/Madam" in English and "Illanosnuii/lllanosna nan/nani” in

Ukrainian.

3) Beginning: The beginning of a business letter usually contains a brief

introduction or reference to the purpose of the letter.

4) Body: The body of the email contains the main message or information that

the sender wants to convey. It should be well organized and clear.

5) Closing: The closing of an email usually includes a concluding remark, an
expression of gratitude, and a closing phrase such as "Sincerely" or "Best regards"

in English and "3 nosacor" in Ukrainian.

6) Signature: The letter is signed by the sender below the closing, usually with

his or her name typed underneath.

7) Attachments: if additional documents are attached to the letter, they are

indicated at the end in the "Attachments" section.
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The most general function of official documents determines the style. The
most striking, though not the most important, feature is a special system of cliché
terms and established expressions that can easily identify each sub-style, for
example: provisional agenda; the above-mentioned; hereinafter referred to as; on
behalf of; private consultations; Dear Sir. In Ukrainian it will be written as:
nonepeoHiil NOpsi0OK OeHHUl, GUWe3a3HayeHe, HAOAll IMeHOB8aHUlU,; 610 IMeHi;

NpUBAMHI KOHCYIbMayii; Wano8HUL NAH.

The vocabulary is characterized not only by the use of special terminology,
but also by the choice of high (bookish) words and phrases: npasoonooionuii
(=moorcnusuti);  nosioomaamu  (=nosioamu);, to  assist (=o0onomazcamu);
cnisnpayosamu (=npayroeamu pazom);, npocysamu (=o0onomazamu po36UMKY
yoeocw). In addition to the specific nomenclature characteristic of each type of style,
there is a common feature for all of these types - the use of abbreviations, symbols
and acronyms. Some of them are well known, for example, Member of Parliament

(Her Majesty's Limited);
2.3. Morphological features

Business letters usually have certain morphological features that distinguish
them from other types of letters. Morphological features include passive
constructions, which make letters impersonal (Andreichuk N., Babelyuk O.2019:

44). Some common morphological features of business letters include:

1) Sender and recipient addresses: Business emails usually include the sender
and recipient addresses at the top of the email. This helps to ensure that the email

reaches the right person and makes it easy to find out.

2) Date: Business emails usually include the date the email was written. This

helps both parties keep track of the communication schedule.

3) Salutation. Business emails often begin with a formal greeting, such as
"Dear Sir/Madam™ in English and "Illanoenuii/lllanosna nan/nani" in UKrainian.

This sets the tone for the email and shows respect for the recipient.
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4) The main body: The body of a business letter contains the main message or
purpose of the letter. It is usually written in a formal tone and divided into paragraphs

for clarity.

5) Closing: Business letters usually end with a formal closing such as
"Sincerely" or "Best regards" in English and "3 nosazor™ in Ukrainian, followed by

the sender's name and title (if applicable).

6) Signature: A business letter is usually signed by the sender. A digital or

scanned signature may be used in printed or emailed letters.

These morphological features help make business letters professional,
organized, and effective for communication in a business context. As mentioned
earlier, formal documents are always written in a formal or business style of
language. Like other styles of language, this style has a certain communicative focus
and, accordingly, has its own system of interrelated linguistic and morphological

means.
Conclusions to Chapter Two

1. In the process of analyzing business letters in English and Ukrainian, the
differences were considered at the lexical, morphological and syntactic levels.
Several differences were found at the lexical level. Formal language, specific
formatting and professional tone are present in business correspondence in
Ukrainian and English. However, the formal tone is more common in Ukrainian
letters. In English letters, a casual writing style is preferred (depending on the
context). Also, when conveying scientific terminology, the phenomenon of formal
translation of words or word components, i.e. calquing, is often observed in the
translation text. Since terminology usually refers to stable combinations of words,

calques are classified as lexical and phraseological transformations.

2. The following differences were observed at the syntactic level of the

scientific text in English and Ukrainian: differences in word order (transposition),
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formality of correspondence, and cultural nuances. The format and structure of

letters in Ukrainian and English do not differ.

3. No morphological differences were found in business letters in English and
Ukrainian. Business letters have common morphological features that help keep
business letters professional, organized and effective for communication in a

business context.
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GENERAL CONCLUSIONS

The study of comparative stylistics and its individual subdivisions related to
the study of business letters is aimed at developing in the future philologist the ability
to penetrate the essence of the text of a letter, the ability to find in it the objective
reasons for its impact on the speaker, to extract from it all the cognitive information
it contains. Their main purpose is to compare the structural and functional properties
of two, and sometimes several, genetically related and unrelated languages to
identify similarities and differences at different levels of language structure.

A business letter is a type of documentation, one of the means of information
exchange, a key instrument of business correspondence, the process of business and
official communication through letters. There are two main types of letters: private
letters and business letters (official letters); according to the motive for writing
letters, they are divided into: response letter, greeting letter, apology letter, reminder
letter, condolence letter, letter of gratitude and letter of recommendation; according
to functional features, business letters are divided into two groups: letters that require
a response and letters that do not require a response; by subject matter, business
letters are divided into commercial and non-commercial; by structure, business
letters are divided into regulated and unregulated; by the number of addressees,
business letters are divided into regular, circular and collective; by the form of
sending, business letters can be envelope, electronic and fax.

A standard business letter has a complex structure. Typically, the text of a
letter consists of an address, preamble, body, conclusion, signature, postscript (if
necessary), and attachments (if necessary).

Business letters in Ukrainian and English do not differ in structure, number of
addressees, and form of sending.

Summarizing the results of the work, it is also necessary to touch upon the
differences at the lexical, morphological and syntactic levels. The differences at the
lexical level were as follows: a more formal tone in the Ukrainian language and

differences in the transmission of scientific terminology in the translation text. At
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the syntactic level of the scientific text in English and Ukrainian, there were
differences in word order, formal correspondence, and cultural nuances. No
morphological differences were found in the English and Ukrainian business letters.

The analysis conducted in this paper does not exhaust the depth of the
proposed topic. There are still enough aspects that require further research. The
results of the study can form the basis for comparing business correspondence in
Ukrainian and English.

The comparative study of the texts of letters is also important for research in
the field of machine translation, a field that develops its theory based on linguistic
methods, processes information in a bilingual situation to provide translation from
one language to another using digital computing.

The results of the research can be implemented and used in special courses on

comparative stylistics and in practical classes on translation studies.
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Résumé

KypcoBa poOoTa mnpucBiY€HAa BHUBYEHHIO KOHTPACTUBHOI CTUIICTHUKU

aHTJI1ACHKOMOBHMX 1 YKPaiHCbKOMOBHHX A170BHX JIMCTIB.

Merta KypcoBoi poOOTH MOJSATa€ y BCTAHOBJIEHH] JIEKCUYHUX, CHHTAKCUYHUX
Ta MOP(OJOTTYHUX PUC AHMTIMCHKUX Ta YKPATHCHKUX JUIOBHUX JIMCTIB, PO3MIISIHYTUX
y 31CTaBHOMY acmekTi. J[U1oBUif JUCT - 11 3arajJibHUM TePMIH ISl BCIX MUChMOBHX
KOMYHIKallli, $KI BHKOPUCTOBYIOTbCS B JIUJIOBUX BIJHOCHMHAX 3 JUJIOBUMH
napTHepamMu abo il BHYTPIIIHBOTO CIUIKYBaHHSA B opraHizaiii. [[iumoBuii nuct
PO3MIISTHYTO Y pOOOTI SIK MOMIUPEHUN BU JOKYMEHTAIIIT Ta OJIMH 13 3aC001B OOMIHY
iHbopMaIli€ro, IKUi € OCHOBHUM IHCTPYMEHTOM JUIOBOIO JIUCTYBaHHS, MPOLECY
JIOBOTO Ta O@IIIHHOTO CHUIKYBaHHS 3a JOTMOMOTrOI0 JHUCTIB. Marepiaiom
JIOCJIIJDKEHHSI CIIYTyBajid JUJIOBI JIMCTH B YKPAiHCHKIM Ta aHTIIMCBKIM Oi13HEC

KOMYHIKaIfii.

Ilim dYac KOHTPAaCTUBHOTO CTHUIICTUYHOTO aHaji3y JUIOBUX JIUCTIB
YKpaTHCHKOIO Ta aHTJIIHCHKOI0 MOBAaMH BCTaHOBJICHO, IO Ha JICKCHYHOMY PiBHI
BIIMIHHOCTI €, a came: y JIJIOBOMY JIUCTYyBaHH1 (hOpMaIbHU TOH OUIBII OIIUPEHUM
B YKpalHCBKMX JIUCTaX, TOJI SK B AaHMIHCBKUX - TIepeBara BiJJIa€ThCs
HEBUMYIIICHOMY CTHJIIO HAITMCAHHS (3aJIC)KHO BiJl KOHTEKCTY). Takoxx mpu mepeaadi
HAyKOBOi TEPMIHOJIOTII B TEKCTI TMEpeKaay dYacTO CIOCTEPITaeThCs SBUIIEC
dbopmanpHOrO TEpeKIaay CIIiB YM KOMIIOHEHTIB CJIOBa, TOOTO KaJbKyBaHHS.
OCKUTBKH TI1I TEPMIHOJIOTIEIO0 3a3BUYall PO3YyMIIOTh CTIMKI CIOJIYYSHHS CIIB, TO

KaJIbKH BITHOCSTH JI0 JISKCUYHHX 1 (DPa3€0JOTIIHUX TEPETBOPEHbD.

Ha mopdonoriasomy piBHi, i 9ac aHANI3y, BITMIHHOCTEH Y NIJTOBUX JTUCTaX
AHTJIIACHKOIO Ta YKPAiHCHKOIO MOBaMHU HE BHUSIBICHO. [[1710B1 TMCTH 000X MOB MafOTh
3arajibHi  MOP(QOJIOTIYHI  OCOONMBOCTI, SIKi  JIOMIOMAararTh  30epertm  ix
npodeciiHUMU, OpraHi30BaHUMU Ta €PEKTUBHUMHM [JIsl CIUIKYBaHHS B J1IOBOMY

KOHTEKCTI.
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Ha cunTakcmyHoMy piBHI OyJlO BHUSIBIEHO BIAMIHHOCTI B TOPAJKY CIIB
(Tpancno3uuii), (OpMaIbHOCTI JHMCTYBaHHS Ta KyJIbTYpHI HioaHcu. Popmar i

CTPYKTYypa JIUCTIB YKPATHCHKOIO Ta aHTIIMCHKOI0 MOBAMU HE BIIPI3HAIOTHCA.

KirodoBi ciioBa: niioBUN JUCT, 3ICTAaBHUN AacIeKT, Oi3HEC KOMYHIKaIlis,

KOHTPACTUBHA CTHIIICTHKA, (POpPMAJIbHE CIIJIKYBaHHS.

Key words: business letter, contrastive aspect, business communication,

contrastive stylistics, formal communication.
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Appendix
Links to sites from which examples of business letters were selected:

https://pozovna.in.ua/zrazki-listiv/

https://stripo.email/ua/blog/samples-of-business-emails/

https://vseosvita.ua/library/zrazki-dilovih-paperiv-58961.html

https://sweetcv.com/ua/blog/how-to-format-a-business-letter

https://sportmon.org/wp-
content/uploads/2018/09/Skladannya dilovih listiv.pdf

https://www.indeed.com/career-advice/career-development/business-letter-
format-and-example

https://www.forbes.com/advisor/business/business-letter-format/

https://www.grammarly.com/blog/how-to-write-business-letter/

Examples of business letters used in work:

January 15, 2020

Ms. Marge Gagnon

1111 Random St. VVancouver, BC

Dear Ms. Gagnon,

This letter is to formally offer you employment as a Bean Counter at Bubba’s
Bean Barn.

As a member of our bean-counting team, you will be responsible for using
best practices in bean-counting to efficiently count a wide variety of beans and work
effectively with a team of other bean counters. Your starting salary will be $65,000,
including benefits, which have been outlined in the attached benefits package. You
will start on March 1st, 2020 at 8:30 am.

On behalf of all of us at Bubba’s Bean Barn, welcome to our bean team! If
you have any questions, please don’t hesitate to ask.

Sincerely,

Bubba Jean McBean

JlucT-nperensis

[[TanoBHui1 gupexktope BAT « »!
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(Ha3Ba MIAMIPHUEMCTBA)
Mu ny>xe 3aHETOKO€EH1 3aTPUMKOIO OIJIaTH PaxyHKY 3a poOOTH, sIKi
BUKOHAaJa Haia (pipma, ajke 3HaeMo, 110 3a3BU4ail Bu qorpumyerech
TEPMiHIB, 3a3Ha4eHUX y foroBopi Ne32 Big «23» ciyns 20 p.
BianoigHo no yknagenoro noroBopy Ne32 Bim «23» ciunsg 20 p.
«IIpo BUKOHAHHA HAaJ3eMHHUX POOIT» MPOCUMO HE 3BOJIIKATH 3 OILIATOIO
paxyHky. ['afaemMo, 1110 11 JidIe HeAOIIIsA, 1 cnoiBaemocs 10 10 yucna
HACTYIHOT'O MICSIIsl OTpUMAaTH Tpolii Bia Bamoro mianpuemMcTsa.
YexaeMo Ha BIAMOBIIb.

3 11oBarom. ..
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