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INTRODUCTION

Hapuanbauii mocioHuk «JlioBa aHTIIChKa MOBAa: OCHOBHU TMEPEKIIATY»
pO3p0o0JICHO MJI CTYJCHTIB MAariCTepChKOTO PIBHS BUIIOT OCBITH.

Mera HaBYyanbHOrO MOCIOHMKA — O3HAHOMHUTH CTYJEHTIB 3 OCHOBHUMH
OPUHIMIAMU Ta OCOOJUBOCTSMU TEpEeKIaay KOMYHIKATHBHO-MOBJIECHHEBOTO
MPOAYKTY JIUIOBOTO CIUIKYBaHHSI. KOHTEHT HaBUYaJbHOTIO MOCIOHMKA MICTUTBH SIK
3arajbHl TIYMA4yeHHs SBUII MEpeKIaay CydyacHOi UJI0OBOT aHIIIMChKOT MOBH, TakK 1
pi3HI TOYKM 30py Ha TIE€BHI JUCKYCIHHI TMTaHHS, BUBYEHHS SKHUX
CYIPOBOJIKYETHCS apTyMEHTOBAaHUM KOMEHTapEM.

HaBuanpHuii mMartepian, NpeACTaBICHUN y MOCIOHUKY, aKTHBI3YE MPOIEC
(bopMyBaHHS TAKUX KOMIIETEHTHOCTEH:

— BH3HAYATH JIEKCUKO-TpaMaTUYHI Ta *aHPOBO-CTHIIICTHYHI OCOOJMBOCTI
MMCEMHOT0 i YCHOTO JIIJIOBOTO aHTJIOMOBHOTO CIUIKYBAaHHS;

— aHai3yBaTH OCHOBHI COIIOJIHTBICTUYHI aCIIEKTH AUIOBOTO CIIIKYBaHHS;

— OomepyBaTH CTpaTerisiMu Ta TOpUloMaMH Tepekiagy JAUIOBOTO
CHUIKYBaHHS;

— nependadyBaTH CKJIAJHONI B NEpeKiIaal KOMYHIKATUBHO-MOBJIEHHEBOIO
MPOIYKTY JILJIOBOTO CHUIKYBaHHS;

— BUSBJISATH CTaHAAPTHI ¥ HECTaHAApTHI MepeKyajalbki MpoljemMu W
oOupaTH crnocodu iXHROr0 BUPIIICHHS, IO BIAMOBIIAIOTh KOXXHOMY KOHKPETHOMY
aKTy MepeKnany;

— BUKOHYBATH SIKICHI YCHI Ta NMHUCbMOBI NEPEKIaJM 332 PaXyHOK aJe€KBaTHOI
nepeaayi KaHPOBO-CTHIIICTUYHHUX Ta pedepeHIIHO-KOMYHIKaTUBHUX
O0COOJMBOCTEN AaHTJIOMOBHMX TEKCTIB KOMEPIIHOI, MJ1J0BOI, €KOHOMIYHOI,
IOPUAMYHOI Ta TMOJITUYHOI TEMAaTHKH, IO ICHYIOTh B cdepl MIDKHAPOIHUX
BIJTHOCHH.

— IHTErpyBaTd Ta BUKOPUCTOBYBAaTH CHUCTEMATU30BaHI TEOPETHYHI Ta
MPaKTUYHI 3HAHHA 3 CYMDKHUX TEOPETHYHHUX Ta MPAKTHYHUX (UIOJOTTUHUX
JUCIUIUTIH 3 METOI0 KOMIUIEKCHOTO BMBUYEHHS OCOOJIMBOCTEH JILJIOBOTO YCHOTO Ta
MUCEMHOT'0 MOBJICHHS;

— JIeKOJyBaTW SIBUIA AaHTJIACHKOTO JIJIOBOTO YCHOTO Ta MHUCEMHOIO
MOBJICHHS y MOPIBHSHHI 3 aHAJIOTTYHUMH SIBUIIIAMU B YKPATHCHKi MOBI;

— CaMOCTIHHO ONpalbOBYBaTH HAYKOBO-METOAMYHY JITEpATypy 3a
TEMaTUKOI0 MaTepially, 10 BUBYAETHhCS, BHUCYBATH AapryMEHTOBaHI CYJKEHHS,
CTaBUTH Ta BUPIIIYBAaTH HAyKOBI1 3aBIAaHHS.

3a CBOEIO CTPYKTYpOI HaBYAIBHUU IMOCIOHHMK CKJIAA€ThCS 3 TEPEAMOBHU
(INTRODUCTION), Bocbmu nekiiii (LECTURE NOTE SKETCHES), riocapiio
(GLOSSARY) Tta cmucky pexomenaoBanoi mitepatypu (REFERENCES).



TemaTnunuii maTepian npeacraBieHo Takumu dekuiamu: Lecture 1. General
EFL and English for Specific Purposes (ESP); Lecture 2. The Style of Official
Documents: Main Notions and Linguistic Peculiarities; Lecture 3. Business
Communication: Specificity; Lecture 4. Business Correspondence: General
Notions. Typology of Business Correspondence; Lecture 5. International
Diplomatic Documents: Treaties and Conventions. Agreements; Lecture 6.
Translation Techniques. Generalities; Lecture 7. Business Communication.
Translation Peculiarities; Lecture 8. Translation and Negotiation.

Jlo KOXXHOT JIeKIii BKJIIOYEHO CHHCOK PEKOMEHIOBAHOI JITEpaTypu s
MOrJau0JIEHOr0 BUBUYEHHS TEMAaTHYHOTO MaTepiaiy.

Bunanna mnepeciigye Hacamiepel HaByaidbHI IUTl, CHOpPSAMOBaHI Ha
BUPIIICHHS 3aBAaHHS TEOPETUYHO-MPAKTUYHOI MIATOTOBKH MallOyTHIX (hUTIOJIOTIB.
HapuanbHuii MOCIOHMK CIPSMOBAHO Ha TIJABMINCHHS Y CTYACHTIB 1HTEpECy M0
nepeKsaay Cy4acHoOro JUI0BOTO aHTIIIMCHKOrO YCHOTO Ta TUCEMHOTO MOBJIEHHS, Y
KyJIbTUBYBaHHI B HHUX OCOOHMCTICHOI MOTpeOM B OBOJIOAIHHI 3HaHb 3 €l
HAaBYAJIbHOI JUCUUIUIIHU, IO € MEBHOIO CKJIAJ0BOIO (GOpMyBaHHA MpOdeciiHOi
KOMITIETEHI1i MaifOyTHIX (axiBIiB.



LECTURE NOTE SKETCHES

Lecture 1. GENERAL EFL AND ENGLISH FOR SPECIFIC
PURPOSES (ESP)

List of Issues Discussed:

1. Differences between General EFL and English for Specific Purposes
(ESP).
2. ESP and Translation as the ‘Fifth’ Language SKkill.
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1. Differences between General EFL and English for Specific Purposes (ESP)

Globalization has had a powerful impact on international communication
practice as more and more people from different linguistic and cultural
backgrounds come daily into contact. This situation requires the adoption of a
common language, or lingua franca, which is English. Thanks to the historical and
economic developments, among other reasons, of two of the most important
English-speaking countries, namely Great Britain and the United States, English
has acquired a supremacy status and nowadays it is undoubtedly and officially



recognised as the World’s Lingua Franca. The term lingua franca, according to
scientists’ opinions ‘originated in the Mediterranean region in the Middle Ages
among crusaders and traders of different language backgrounds’ and it is aimed at
‘serving as a regular means of communication between different linguistic groups
in a multilingual speech community’. Many theorists and scholars agree upon the
fact that the development of a lingua franca to facilitate communication exchanges
between speakers of different languages has often been determined by the
necessity to carry out trading and commercial activities in different parts of the
world. Nowadays, the term English as a Lingua Franca (ELF) is used to refer to the
English variety spoken by people whose mother tongue is not English.

The use or adoption of English in international settings, however, may pose
both linguistic and cultural problems especially for nonnative speakers.
Furthermore, in the specific context of Business communication the correct use of
English plays a significant role in terms of successful communication. All too
often the incorrect use of English, both in terms of accents or pronunciation as well
as grammar and functions, could create communication problems and even
misunderstanding.

When teaching Business English, stress should not only be laid upon purely
grammatical points, but should also focus on language functions and cultural issues
in order to frame business communication as a kind of mediation between cultures.
Students may be proficient in English but still fail to use it in appropriate
situations. The role of translation is thus fundamental in teaching and showing
students mediation strategies and both linguistic and cultural differences through
employing a contrastive approach to language. Through translation, students can
learn more about problem-solving strategies, improve their analytical skills and
strengthen their grammatical and lexical competence and performance.

There are significant differences between general EFL and ESP, although
there are also similarities. The main focus in this section, however, is to discuss
differences. First of all, it should be stressed that the purposes for mastering
English differ. In ESP courses, there is a need to learn English in order to perform
specific job-related functions. There is more emphasis, therefore, on language in
context or language functions rather than grammar and language structures in
general. English is taught and integrated in the learners’ subject area of interest.
ESP should be thought of not as a different kind of language but a different
approach to language teaching and this is why teaching instructions generally
differ between ESP and general EFL. In general EFL courses, all the traditional
language skills are covered, namely, Reading, Writing, Speaking and Listening,
whereas in ESP more emphasis can be given to only one or two of them according
to students’ needs. ESP teachers need to perform different tasks not only as
language experts but also as content specialists.

Further to these considerations, scientists agree that the use of translation in
ESP classes can be a very useful and comprehensive approach to language
learning. But in order to practise the translation of business language one needs to



acquire fundamental knowledge and professional skills in translation theory in
general and in business translation in particular.

2. ESP and Translation as the ‘Fifth’ Language Skill

Translation has been unpopular for years in foreign language classes due to
the negative connotations resulting from the application of the so-called
‘Grammar-Translation Method’. This approach to language was used in the past to
teach Greek and Latin and eventually generalised to modern language teaching a
few years later. The method was heavily criticised for the following reasons which,
still to this day contributes to making translation appear an obsolete practice in
foreign language courses. First, Instructions were given in the students’ L1 so that
there was little use of the target language. Second, vocabulary was taught through
isolated word lists and so it was difficult for students to see that words may be used
in different ways according to context because no context was actually provided.
And third, little attention was given to pronunciation.

Today that translation is argued, both from L1 into L2 and vice versa, is a
very complex activity which cannot be reduced to a merely linguistic activity in
which structures from one language are transferred to structures in another
language. Translation needs to be contextualised, and as such it requires attention
to both linguistic and extralinguistic factors, such as culture for example. Some
experts even criticize the fact that the Common European Framework of Reference
for Languages does not include translation in its testing modalities to determine
proficiency levels.

Recent literature in applied linguistics, however, has shown significant signs
of revival of translation in language teaching and learning. Translation is more and
more frequently evaluated as a positive form of interference aimed at enriching
rather than harming learners’ competence and performance skills. The use of
translation in language classes might, of course, have some limitations but also
benefits should be explored and taken into consideration. Translation should not be
seen, and consequently treated, as a completely different language skill as
compared to Reading, Writing, Speaking and Listening, because it is an activity
which includes them and is, to a certain degree, dependent on them.

Translation involves the following series of language skills:

Reading

Before starting translating a text, the source text (ST) should be read
carefully and analysed in detail. Thus, through close reading and careful text
analysis of the ST one can gain important insights into the comprehension of the
text in order to avoid misinterpretations and/or misunderstandings. Before
attempting a translation, the text should be read very carefully in order to
determine the content in terms of what, how and why it is said. The text can be
approached in two different stages, namely, pre-reading and critical reading stages.
In the first case, one will get acquainted with the so-called ‘skimming’ and
‘scanning’ techniques which will allow him/her to further analyse and evaluate: the
role of the title, the name of the author, the type of magazine in which the article is
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published, the subject matter, the importance of paragraph divisions as discussion
markers, the beginning and ending of each paragraph, the importance of drawing a
short outline of main points covered, the importance of relating the issue to a larger
framework.

The pre-reading stage only takes a few minutes and it provides students with
a good initial preparation to read the whole article in a faster and clearer way.
Skimming and scanning techniques allow students to get a general understanding
of the article whereas critical reading will require them to read through the whole
article slowly and carefully, paying attention to every single word and sentence.
Critical reading is aimed at developing critical and analytical understanding of the
text through questions and replies.

Writing

Translation is an activity which requires good writing skills in each of the
three main stages of a translation, namely, decoding the ST, transferring linguistic
and cultural elements and meanings into the TL and encoding the text into the new
language and context. A good translation should flow naturally; it should
reproduce both the style and the context of the original text and respect the TL
writing conventions. Translation, therefore, can help students improve their writing
skills and, if the task is approached from a contrastive perspective, students have
the opportunity to see and evaluate similarities and differences between different
writing styles in different languages. They will end up with parallel texts where a
contrastive analysis can be carried out.

If translation is carried out from the students’ mother tongue to a foreign or
second language, then translation can somehow be equated with any composition
writing task commonly taught in any language course. If students are asked to
write a commentary about all the difficulties encountered when translating the
“passage” and the strategies used in order to deal with “them” then translation
becomes a sort of composition.

Listening and Speaking

Translation i1s a communicative activity practiced within a meaningful
context. Translation involves interaction between the teacher and the students to
discuss rights and wrongs as well as problems related to the translation task. If this
communication exchange takes place in the L2 before and after the translation this
can help students enhance their oral skills (both listening and speaking). There are
many similarities between the way students usually practise oral skills in foreign
language classes and translation classes. In both cases students are asked to carry
out a conversation on a selected topic using their L2. The fact of carrying out a
conversation on translation problems will help students strengthen their level of
understanding of the text, relate the text to similar topics covered in their L1, and
improve their speaking strategies in order to talk to both the lecturer as well as
other students, improve their listening skills through listening to both lecturers and
students. Translation can be used to teach and eventually test reading, writing,
listening and oral skills and if applied to an ESP context, then it can even serve the
role of enhancing specific needs. These needs include grammatical, lexical and
cultural knowledge.



Translation as Grammatical Explanation

ESP students tend to have a good level of grammar as a result of their
general English learning. It is worth noting, however, that in particular specialized
fields grammar may be characterised by a special set of rules. Broadly speaking,
Business English is characterized by its simplicity, precision, objectivity,
efficiency and courtesy. This implies a different way to use grammar in business
texts, especially in authentic texts whose use to exploit grammar may, at times,
pose several problems. Authentic texts are characterised by numerous examples of
grammatical structures and therefore the ESP specialist needs to identify
commonly used or re-occurring structures in business texts. If texts are taken from
newspapers, for instance, there might be some interesting and special rules of
grammar. For example, the headlines are meant to be ambiguous in terms of
comprehension in that they do not always contain a complete sentence.

Another interesting point is that business texts taken from newspapers tend
to employ the simple present form instead of more complex structures. The present
continuous is also used, at times, but the auxiliary tends to be omitted. A very
common structure is the infinitive to refer to the future and passives are found with
no auxiliary. Articles and the verb ‘to be’ also tend to be left out.

One of the most useful tips, in terms of grammar, would be to teach students
a basic distinction between simple and complex sentence structures and to
highlight differences in translation from one language to another. Italian, for
instance, tends to be characterised by very long periods and complex sentence
structures as compared to English. Particular attention should be given to the
translation of noun-phrases which, especially in specialised texts, often tend to be
employed in order to present a concept in a more compact and succinct way. It is
interesting to note how both the number and the length of noun phrases in a text
can affect the readability of sentences and therefore the overall comprehension.
This is especially true in those cases where there is some sort of ambiguity due to
the use in English of nominal phrases as in the following example:

‘decreased water tolerance phenomenon’

This sentence can be interpreted in three possible ways:

— the phenomenon of tolerance of decreased water;

— decreased tolerance phenomenon to water;

— the phenomenon of water’s decreased tolerance.

And it goes without saying that the interpretations mentioned above will
require their own variants of translation.

All these interpretations could possibly be correct and so there is a need to
contextualize the text and see whether we can work out the correct meaning from
the context itself. At times, this happens because the original text has been written
without respecting writing conventions. The use of the possessive case or
particular punctuation could serve to disambiguate the meaning as in the following
examples:

— decreased water-tolerance phenomenon;

— decreased phenomenon of water tolerance.
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Translation can play a very important role in this respect and, as it is
correctly acknowledges, ‘By starting from grammar, students can reach higher
level of translation and, vice-versa, by translating they acquire more competence in
the knowledge of grammatical structures’. This mutual or reciprocal relationship
will, in turn, help students improve their business communication skills (both oral
and writing skills).

Translation as Vocabulary Builder

In ESP, students have to learn high-priority lexis first, although in order to
avoid lack of comprehension, low-frequency lexical items cannot be ignored
either. Students should be taught to not translate word-for-word because ESP
lexical items are context-bound and can have a wide range of possible meanings
according to the context. The problem is that in some languages courses students
are taught to learn language from word-lists in isolation from context, it being
claimed that this method allows students to learn faster as compared to learning in
context. Referring to the pragmatic concept of ‘meaning in context’, ESP
vocabulary should take place according to the following guidelines: First, the text
chosen for translation should be authentic, and second, the text should be
contextualised because learning vocabulary involves a much more complex task
than simply memorising words and phrases which have different meanings and can
be used differently according to context or to collocations. In a contrastive
bilingual situation, students can, thanks to translation, improve their ability to find
an equivalent in L1 to match a lexical phrase in L2. Translation can teach students
to learn vocabulary in two stages: students are taught to make a connection
between the meaning and the form of the word, and then they must learn when to
use or not use the word, its word relationships, its nuances, and so on.

According to some of the ESP theorists the mastering of vocabulary in the
ESP class can be divided into three compartments: (7) technical vocabulary, where
words are monosemic and are used exclusively in the domain in which they were
created; (2) sub-technical vocabulary, where words are taken from the general
language but have acquired one or several new meanings within the specialised
field of application. Words, in this case, are polysemic retaining their original
meaning and, at the same time, adding the meanings coming from the specialised
area; and (3) general vocabulary of frequent use in a specific area, where words
come from the general language and retain their meaning in the specialised field.
Words are not technical terms, but they are nevertheless needed in order to gain a
full understanding of the text.

One of the best vocabulary strategies to master is to 'guess unknown words
from context'. This task consists in teaching students to determine first a word’s
part of speech, and then they should look for clues around the word to help with
the meaning. The next step is to ask them to replace that word with a synonym and
see whether it makes sense. In the ESP context this could be done more easily as
compared to general EFL classes because the command of English is higher and
ESP students have already acquired a good knowledge of general English.
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Business English written language is often characterised by the extensive use of
collocations and idiomatic

expressions, but also by standard phrases which are typically used in business
situations.

Translation as Cultural Mediation

Translation is a mediating activity which always takes culture-bound terms
and concepts into account in order to be successful in its transposition of a text
from one language into another. Business and financial texts are characterised by a
large number of culture-bound terms and references which should be known in
order to boost their comprehension of texts.

In an increasingly globalized world, paradoxically, the use of a single
language, albeit English, does not automatically imply a common culture shared by
everybody in the world. Although English has become the world’s lingua franca,
especially in the business world, the way it is spoken and perceived may cause
serious cases of miscommunication and misunderstanding when it is employed
either outside the national boundaries or by non-native speakers. Grammar and
vocabulary may be correctly employed, but cultural references and the appropriate
use of English in specific situations may be a totally different matter. This is why
cultural explanations should be provided. Translation can help students improve
their understanding of culturally-oriented terms by employing a contrastive
approach in which analytical skills are required to find an equivalent term in the
target language.

One of the most difficult tasks teachers of Business English face is finding
the best way to teach students to appreciate cultural differences and to evaluate
their effects on business communication, especially in international settings. From
time to time, many language courses tend to teach some cultural features but there
is not enough emphasis laid upon the awareness of cultural differences or how to
behave in certain situations. Translation can raise this kind of awareness and teach
students strategies and techniques to adapt their use of English to learn about,
understand and even appreciate other cultures.

Everybody seems to agree upon the fact that cultural differences do exist. In
the business world, issues such as etiquette and corporate culture seem to suggest
that besides acquiring linguistic skills people also need to acquire cultural
awareness. Culture tends to be reflected in diverse aspects of the business world
ranging from office furniture to business meetings. Understanding cultural
differences and relating them to one’s culture can provide a starting point to
anticipating and understanding some of the cultural differences that exist in
everyday situations and preparing students to change their individual business
behaviour and style. Translation, therefore, becomes a form of cultural mediation
which is needed in order to carry out communication across cultures. Translation
inevitably involves cultural mediation which, especially in the business world,
plays an important role in terms of successful communication.
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Lecture 2. THE STYLE OF OFFICIAL DOCUMENTS:
MAIN NOTIONS AND LINGUISTIC PECULIARITIES

List of Issues Discussed:

1. The Style of Official Documents: Generalities.
2. The Style of Official Documents: Distinctive Linguistic Features.
3. Official Documents: Typology.
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1. The Style of Official Documents: Generalities

The Style of Official Documents It is sometimes called “officialese”. The
style of official documents is represented by the following substyles depending on
their specific sphere of use:

m diplomatic;

m juridical;

m office and business style.

Galperin I. R. singles out these variants: ¢ the language of business
documents; ¢ the language of legal documents; ¢ the language of diplomacy; * the
language of military documents.

The style of diplomacy is used within the sphere of international
communication. It is characterized by emphasized respect, tolerance, standard
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forms of the beginning and end of a document. Its main genres are: note,
communiqué, agreement, memorandum, convention.

The juridical substyle (=the style of legal documents) is manifested by
these documents: decree, law, code, regulations. These documents refer to the
highest state level; juridical competence being obligatory for all representatives of
public life. The language of law is characterized by generalization and
compositional expressiveness which correlates to maximally precise formulation,
absence of connotation according to the regulations between juridical and natural
persons.

The sphere of the office and business substyle (=administrative and office
substyle) covers documents of everyday official life: applications, certificates,
references, powers of attorney, autobiography, orders, instructions, acts, etc. Some
linguists single out the style of office correspondence. Its main genre is the office
letter which presupposes keeping to certain requirements: precision and particular
structure. Nowadays official business style serves practically all spheres of public,
political and economic life of a state: legislative, diplomatic, juridical, bank,
industrial, big, middle-size and small business.

Like other styles of language, this style has a definite communicative aim
and, accordingly, has its own system of interrelated language and stylistic means.
The main aim of this type of communication is to state the conditions binding two
parties in an undertaking. These parties may be: the state and the citizen, or citizen
and citizen; a society and its members (statute or ordinance); two or more
enterprises or bodies (business correspondence or contracts); two or more
governments (pacts, treaties); a person in authority and a subordinate (orders,
regulations, instructions, authoritative directives); a board or presidium and an
assembly or general meeting (procedures acts, minutes), etc.

The aim of communication in this style of language is to reach agreement
between two contracting parties. Even protest against violations of statutes,
contracts, regulations, etc., can also be regarded as a form by which normal
cooperation is sought on the basis of previously attained concordance.

This most general function of the style of official documents predeter-
mines the peculiarities of the style. The most striking, though not the most
essential feature, is a special system of clichés, terms and set expressions by which
each substyle can easily be recognized, for example: beg to inform you, I beg to
move, | second the motion, provisional agenda, the above-mentioned, hereinafter
named, on behalf of, private advisory, Dear Sir, We remain, your obedient
servants.

In fact, each of the subdivisions of this style has its own peculiar terms,
phrases and expressions which differ from the corresponding terms, phrases and
expressions of other variants of this style. Thus in finance we find terms like extra
revenue, taxable capacities, liability to profit tax.

Terms and phrases like high contracting parties, to ratify an agreement,
memorandum, pact, protectorate, extra-territorial status, plenipotentiary will
immediately brand the utterance as diplomatic.
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In legal language, examples are: to deal with a case; summary procedure;
a body of judges; as laid down in.

Likewise, other varieties of official language have their special
nomenclature, which is conspicuous in the text and therefore easily discernible as
belonging to the official language style.

Besides the special nomenclature characteristic of each, variety of he style,
there is a feature common to all these varieties: the use of abbreviations,
conventional symbols and contractions, for example: M. P. (Member of
Parliament), gov/eovt (government), H.M.S. (His Majesty's Steamship), $ (dollar),
Ltd (Limited).

Another feature of the style is the use of words in their logical dictionary
meaning. Just as in the other matter-of-fact styles, and in contrast intrinsically to
the belles-lettres style, there is no room for contextual meanings or for any kind of
simultaneous realization of two meanings. In military documents sometimes
metaphorical names are given to mountains, rivers, hills or villages, but these
metaphors are perceived as code signs and have no aesthetic value, as in: "2.102 d.
Inf. Div. continues atk 26 Feb. 45 to captive objs Spruce Peach and Cherry and
prepares to take over objs Plum and Apple after capture by CCB, 5th armd Div."

Words with emotive meaning are not to be found in the style of official
documents either. Even in the style of scientific prose some words may be found
which reveal the attitude of the writer, his individual evaluation of the facts and
events of the issue. But no such words are to be found in official style, except those
which are used in business letters as conventional phrases of greeting or close, as
Dear Sir, Yours faithfully, Respectfully yours.

Almost every official document has its own compositional design. Pacts and
statutes, orders and minutes, notes and memoranda — all have more or less definite
forms, and it will not be an exaggeration to state that the form of the document is
itself informative, inasmuch as it tells something about the matter dealt with (a
letter, an agreement, an order, etc).

It should be mentioned that the overall code of the official style falls into a
system of subcodes, each characterized by its own terminological nomenclature, its
own compositional form, its own variety of syntactical arrangements. But the
integrating features of all these subcodes, emanating from the general aim of
agreement between- parties, remain the following:

1) conventionality of expression;
2) absence of any emotiveness;
3) the encoded character of language symbols (including abbreviations);

4) a general syntactical mode of combining several pronouncements into one
sentence.
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2. The Style of Official Documents: Distinctive Linguistic Features

In the framework of this paragraph some lexico-grammatical features of
official business style are analysed. The style of official language is manifested in
the sphere of business affairs and communication at the official level
correspondingly. It accumulates the peculiarities of the bookish/literary functional
and stylistic sphere by far the most than any other style due to its tendency towards
exactness, norms, standardization, which facilitates favourable terms of the State
Apparatus functioning, manufacturing process and documentation keeping. A great
range of documents circulating between establishments and organizations, the rate
of their processing make the introduction of individual elements of “the author” (as
well as translator) impossible into the style of official documents. The main
common requirements to the texts of this style are: exactness, preciseness and
laconic brevity of the information transfer, which presupposes no figurativeness,
but confirmed proofs, precise inner textual structure, adherence to the formal
requirements to documents drafting (standards). From the view-point of linguistics,
the peculiar features common to all stylistic varieties of official documents are the
following:

m the use of neutral words in their logical dictionary meaning (expressing
neither emotiveness nor figurativeness);

m the use of specialized terminology, (public and political, professional and
industrial, scientific, book-keeping/account).;

m the use of abbreviations, conventional symbols and contractions which are
to be decoded (see special addenda in dictionaries);

m the use of verbal nouns: decision, agreement, requirement, etc.;

m the use of the nouns specifying people by the indications of their actions or
relations with the other person: witness, agent, client, executor, plaintiff, etc.;

m regular use of "chain" word combinations comprising Participial
constructions. They reflect types of dependence between people, objects and
phenomena: the designated liaison officers for this Memorandum of
Understanding, both parties striving to reach an amicable settlement, all disputes
and/or controversy related to the matters arising from this Agreement, etc.;

m the use of set Attributive-and-Nominal expressions (general scope of the
Agreement, Manning Agreement) and Verbal-and-Nominal word combinations (to
facilitate the educational exchange of students, to exercise the above right, etc.);

m the use of compound prepositions: in accordance with, in order to, in
connection with, etc.;

m the use mainly of simple sentences complicated by homogeneous parts of
the sentence (subjects, predicates, objects). Compound and complex sentences can
be also found in the texts of official documents (mainly not complicated);

m the use of syntactical parallelism — sentence organization according to one
and the same pattern in order to make information perception easier;

m translation of one-word predicates (or Verb+Noun combinations) from
English into Ukrainian using the analytical (split) ones: to take part, participate
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(both variants are possible) — bpamu yuacmy; to control — 30iticniosamu KOHmMpO.Jib

(instead of — xoumponweamu). 12) verbs used both in the form of the Present and
Future Simple Tense are translated into Ukrainian in the present tense:

The Agent agrees to perform his
obligations and services in accordance
with the provisions in Article III of this
Agreement.

ATEHT TIOTOJKYEThCS BUKOHYBAaTH CBOi
O0OB’SI3KM Ta TMOCIYrM 3TiIHO 3
ymoBamu Cratti III miei Yroau.

m the use of shall/will + Verb has a modal meaning of obligation to fulfill

this or that requirement:

We will use all reasonable endeavours
to enable the accuracy and reliability of
the Services.

We will use all reasonable endeavours
to enable the accuracy and reliability of
the Services.

m Lexical and grammatical structures of sentences in official documents signal
about dual nature of the contents: terms, conditions, and agreement to fulfill them
(mainly in agreements, contracts and memoranda of understanding).

m the use of lexical negation instead of the grammatical one:

The Agent shall be under no
responsibility or liability for failure to
perform the Manning Agreement by
reason of Force Majeure.

AreHr 3BUIBHSETHCS BIJI
BIAMMOBIZAIBHOCTI 34  HEBUKOHAHHSI
000B’s13KIB 3a 1i€0 Yrojowo npo Haitm
Ha PoOory, y BuUmaaky sKmo Ie
HEBUKOHAHHS 3YMOBJICHO OOCTaBHHAMU
HerepeOOPHOT CHIIH.

When it comes to structural features of official documents, the following
features are the signs of a good translation: retaining semantic unity of the source
text in its translated version — by taking care of the so-called semantic dominants (a
network of direct connections between the core terminological units); keeping the
normalized construction of a text (formally organized in a particular way); using
proper chains of connectors — sequences of particular linguistic devices that keep
the text unity, e.g. as a result of, as the consequence of which etc.; taking care of
the unity by using typical sentences marking the beginning and the end of a text,
min-ding proper text division by using formal connectors like separate paragraphs,
or indexing the sequence of steps of argumentation.

The texts of official documents are highly standardized at both macro
and micro levels. At the macro level their structure is strictly regulated and
consists of a preamble, main text body and a concluding part. The standard text
structure with changeable elements which is used for information presentation at
different language levels is called a frame. The changeable elements within a text
frame are called slots.
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3. Official Documents: Typology

Classification of documents The main constituent of the official business
style 1s the “document” characterized by strict sequence of information transfer.
Oxford Advanced Learner’s Dictionary of Current English gives the following
definition to the word “document”: “an official paper, book or electronic file that
gives information about something, or that can be used as evidence or proof of
something”.

Documents are of great legal importance since they certify true facts. They
are also used as sources of information. In administrative activities the document
serves both as the subject matter and the result of work. Among classification signs
of the document the most significant one is its content (including the connection of
the information fixed in it with the subject or specificity of activities. This idea is
substantiated by A. P. Zagnitko who differentiates the following types of
documents depending on classification signs and groups (see Table 1)).

Ne | Classification Signs Groups of Documents

Application, letter, telegram, certificate, instruction,
1. Name office memorandum, minutes and others.

“Office” :: “Personal”. Olffice documents are
2. Origin composed by organizations, enterprises or official

persons who represent them. They are officially
registered in prescribed manner. Personal documents
are drawn up by separate individuals beyond the
sphere of their office activity or exercise of public
and civil obligations.

“Internal” :: “External”. To internal documents one
3. Place of Issue can refer the ones operating only within an
organization, enterprise or establishment of their
issue. To external documents one can refer the ones
that are the results of negotiations held between
establishments or organizations.

Organizing, instructive, informational, regular,
4. Purpose inquiry-informational, accounting-financial,
contractual.

“Standard” :: “Individual”/” Non-standard”.
Standard documents have a similar form and they are
filled in strict sequence and according to obligatory
5. Form rules (standard letters, instructions, regulations,
clauses). Individual documents are composed in each
individual case in order to solve specific situations.
They are printed or written in hand (minutes, orders,
applications).
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Period of Exercise

“Ordinary” (without time-limit) :: “Urgent” :: “Top-
urgent’. Ordinary (without time-limit) documents
are the ones exercised in terms of a common turn, the
order of their exercise is not marked by any law.
Urgent documents are characterized by immediate
exercise or exercise within some definite period. To
these documents one can refer telegrams, telephoned
telegrams (urgency of delivering). To the top-urgent
documents we refer the documents marked ‘“top-
urgent”.

Degree

of
Publicity

“For common use” ::. “For office use” :: “Secret” ::
“Top-secret”. There is a special seal of secrecy in the
upper right-hand corner of secret or top-secret
documents. One who divulges the content of these
documents carries criminal amenability for it.

Stages

of
Composing

“Bill” :: “Originals” :: “Copies”. Bills are under the
process of authors’ work, they undergo office and
legal investigation. Original is the main type of a
document, its first and the only copy. It has a
signature of the chief of an establishment and in case
of necessity it is witnessed (certified) by a stamp or a
seal. Copy is the true reproduction of the original. It
is always marked by the sign —copyl in the upper
right-hand corner. The varieties of the copy are issue,
extract, duplicate. Issue 1s a full copy of the
document delivered from an establishment (the
sender) and kept there. When one needs only a part
of a document, he/she makes an excerpt. Duplicate is
the other copy of a document issued if the original is
lost. In juridical terms Original and Duplicate are of
equal value.

Complication

(Quantity of Issues)

“Simple” :: “Complex”. Simple documents cover one
item, complex documents cover several items, which
in great extent complicates their processing, exercise
and saving.

10.

Period of Keeping

Of “Temporary” (within 10 years), “Long-term”
(over 10 years), “Permanent”.

1.

Techniques

of

Production

“Hand-written” :: “Technically Made”

12.

Information Storage
Options

On paper, disk, photo film, magnetic tape, punched
tape, diskette, software.
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Common features of documents There are obligatory attributes of any
document which we should take into account while composing documents and
while translating them. These features are suggested by I. G. Danilyuk:

m Authenticity (represented facts reflect the real state of affairs);

m Precision (information cannot be interpreted in any way; neither double
nature nor vague commentary of the text are accepted);

m Logicality (information is logically organized, without any contradictions;
the text contains only necessary information);

m Laconic brevity (neither surplus space nor excessive text interpretation is
acceptable);

m Argumentation and conviction (regulations, proposals and petitions are
properly grounded, they convince the addressee in sufficient extent to take a proper
decision);

m Emotional neutrality without any manifestation of individual peculiarities
of the author’s style;

m Results prediction (planned consequences that may occur at the end of a
document operation, strict conception of its effectiveness);

m Structural and compositional preciseness (the structure of a document
presupposes a definite plan: introduction, argumentation, summing up. The main
part of a document presents regulations (petition, proposal, and requirement) on the
basis of which this agreement is composed.);

m Information simplicity (true facts are performed in a simple way, without
primitivism);

m Correspondence to the norms and requirements of the official and
business communication (the use of emotionally neutral morphemes, words or
word combinations; the use of words in their logical dictionary meaning; nouns are
used instead of personal pronouns; information is presented on behalf of the third
person singular; absence of subjectivism in the text).

Requisites of documents Each document as a unity is the aggregate of
particular constituents called requisites which can be both permanent and
temporary.

Permanent requisites are printed in the document blank, temporary ones are
fixed on the blank during the process of its filling-in. The aggregate of requisites
placed in a fixed order is called “¢popmynap” in Ukrainian, in English this kind of
document organization is called “form” (a document with spaces (fields) to be
filled in or marked, for a series of documents similar contents are typical):

Fill in the form and show your certificates witnessed by the attorney. —
3anosnimos yeti popmynsap i eauti 008iOKU, 3ACBIOYEH] HOMAPIYCOM.
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A sheet of paper with written requisites containing the permanent
information is called form/blank («6nank»). Each establishment, organization,
enterprise must have two types of forms/blanks: a) for letters; b) for other
documents. A group of requisites and their permanent constituents performed on
the document form/blank as a block are called stamp. State standards stipulate
corner- or oblong-shaped stamp form. Oblong-shaped stamp form is preferable
when the name of an establishment consists of a great many words and cannot be
put on the stamp place (that is — there isn‘t any space for it). A blank with the
corner-shaped stamp form is more preferable since it is possible to fill in the

29 ¢¢ 29 <6

requisites: “address”, “a special seal of secrecy/document access a special seal
9 9

29 <6

of endorsement”, “resolution”, etc.
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Lecture 3. BUSINESS COMMUNICATION: SPECIFICITY

List of Issues Discussed:

1. Business Communication: Importance of Business Communication in
Modern World.
2. Business Communication: Business Writing.
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1. Business Communication: Importance of Business Communication in
Modern World

Business communication involves coordinating various tasks between the
various tiers in a company, and it also involves all the interactions that the
company makes with the outside world. Corporate success is impossible without
effective means of business communication.

With the advent of technology to previously unimaginable heights, the importance
of workplace and business communication has become even more profound. Gone
are the days when businessmen would reach their office and find stacks of letters
and notices lying on their desk. This is the digital era, and the presence of
BlackBerry’s and other mail exchange devices means that these same businessmen
are never out of the loop, at any point of the day now.  Communication is a pretty

22



generic term and it takes up different meanings in different scenarios. When we
speak of business communication we literally mean the channels of exchange of
thoughts and opinions and orders that exist within a business organization, and also
the channels that pass from one organization to another. The two communicating
parties can be partners or one of them can be a vendor of the other one. And in
today’s highly globalized marketplace, these are relationships that are not
uncommon by any means.

Latest Communication Technology As already mentioned, the digital era has
brought with it many new facets and means for the purpose of business
communication. ‘Snail Mail’ is no longer an option for the parties involved, and
today one can reach a colleague or a superior instantly with the touch of a button.
BlackBerry smart phones are what started this trend on a big scale, and these gave
businessmen the opportunity to check their emails at any time, speak on the phone
and text each other at any time, and also make video calls at any time. The Apple
iPhone soon found its way into corporate hands, and this eventually led to the
introduction of Android based phones as well.

The latest entrant in the field is the Apple iPad and other competing tablets,
and these perform all the aforementioned tasks with ease. It is very important for
business organizations to embrace the latest technology for communication
purposes. Doing so not only showcases an attitude that is open to new innovations,
but it also adds an air of professionalism and technological superiority about the
company itself.

The Importance of Business Communication Business communication
consists of two aspects, internal and external communications. Internal
communications take place when people within the same company communicate
and interact with each other. Large workforces in the biggest companies make this
an essential aspect of running any business, and this involves the passing of orders,
the reporting of results, the reporting of complaints, the discussion of new ideas,
the examination of client needs, the determining of marketing strategies, the
production of the goods and the motivating of employees. All of these aspects are
crucial for the smooth running of a business, and embracing new technology in the
modern world for these purposes will be nothing but helpful. The other form of
communication that is necessary is external communication, and this involves
interacting with vendors, clients, customers, press representatives and legal
representatives. All of these channels require great tact and showmanship, and no
company can survive without following the proper lines of communication. The
needs of the clients need to be understood, the progress needs to be regularly
conveyed to them, the procurement of raw materials needs to be carried out, the
synergy and partnership with other companies needs to be nurtured, and the
customers need to be targeted properly. All of these tasks require a concentrated
effort from all departments of the organization, and this can only be achieved
through proper means.

The importance of business communication in modern-day scenarios must
not be underestimated by any means, since this is the life blood of any company.
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Embracing new technology for this purpose is also essential, and all successful
companies know this.

2. Business Communication: Business Writing

People in organizations spend a lot of time communicating. For example,
research studies
regularly find that managers spend over 60 per cent of their time in meetings. In
some cases they spend over 80 per cent of their day involved in communication.
We also know that there are significant differences among organizations and
cultures. In his study of European managers, P. Collett found that Czech managers
were most communicative (68 per cent of their time). British managers were
average at 62 per cent but French and Bulgarian managers were much lower — 56
percent and 52 per cent respectively.

But how important is communication to the organization’s well-being? Is
there enough evidence to support the claims that ‘business communication is a
critical success factor for any organization’ or that ‘good management depends on
effective communication’?

The answer is clearly ‘yes’: ‘research overwhelmingly suggests that
improved internal communication brings large scale organizational benefits’.

The keystone of business communication is business writing. Business
writing should achieve some business objective — it should help to get some
necessary job done. For example, you might be writing to give someone accurate
business or commercial information. How effectively you achieve your objective
will depend in part on the writing style.

Style in writing is concerned with choice. One has to make choices about which
words and phrases to use, how to organize paragraphs, and so on. One has to make
stylistic choices to create a document which has the appropriate content and tone.

Content criteria What criteria can we use to evaluate the content of a
business text? The most common are_listed below, although many texts on
business communication focus on the first three:

* accuracy;
* brevity;
* clarity;
* emphasis.

Accuracy
In business writing, accuracy is the most important criterion. Inaccurate and

incorrect information can often be more harmful than no information at all. But
this raises a problem: how accurate must your writing be? A high degree of
accuracy often requires considerable detail and qualification of the information.
The result could be long and turgid texts which nobody can bring themselves to
read.

Consider for example the following simple memo:
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TO: General Manager
FROM: Personnel Manager

Support for Staff Canteen

Pursuant to your memo requesting information on staff attitudes to a staff canteen, I wish to
report as follows.

In the week beginning 25 January 2001, Messrs Smith, Jones and Kbumalo of this
department carried out a survey of staff opinion using a simple questionnaire, which had been
prepared by Jo Singh of the Human Resources Department as part of a project for his management
development qualification. They were able to give the questionnaire to 470 staff which is 69.24%
of the workforce who take lunch and eat in the vicinity of the factory.

In the following week, the questionnaire was analysed using the scanner and software in
Human Resources. The results indicated that 89.47% of those questioned were in favour of a staff
canteen.

A full copy of their report is attached for your perusal.

Although this memo is only 136 words long, it manages to demonstrate
many examples of poor style. For example,
— The reader does not need this level of accuracy. The writer should have
rounded off the figure to 89 per cent or even 90 per cent.
— Opinion surveys depend on responses which can change from day to day,
and it is not justified to report the result to two places of decimals. Again,
rounding off the figures would be much more sensible.

Brevity
The example given above also fails on the criterion of brevity. Over-long

documents are usually caused by unnecessary material and/or long-winded writing.
In any communication situation, the writer usually has more information than is
necessary and must therefore determine:

 what the audience already knows;

» what the audience needs to know;

* what the audience wants to know.

Once you have a clear idea of this, you can trim the message without leaving
out important information. If we consider the memo above, we can ask the
following questions:

* [s the exact date of the survey needed or wanted?

* Are the names of the investigators relevant?

* What level of accuracy is needed?

If we remember that the detailed information is all included in the report
(which the manager could read to check it), the text of the memo can be reduced to
the following:

Re: your request for information on attitudes to a canteen.

We have surveyed staff attitudes by questionnaire. We surveyed 70% of the
staff and 90% of them were in favour. Our report is attached.
This reduces the passage from 136 words to 34 words, i.e. by 75 per cent.
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Of course, you can take brevity too far! The above message can be reduced
to only seven words: ‘90% of staff favour a staff canteen’. But this message would
place a greater burden on the reader, who would have to recall the background to
the request. There is also the problem of accuracy: 90 per cent of 70 per cent were
actually in favour. This brings us to the next criterion: clarity.

Clarity

Lack of clarity is often due to poor style, rather than difficult subject matter,
and may be caused by: ¢ stilted phrases and clichés; ¢ too much detail and
repetition; ¢ lack of logical structure; ¢ use of abstract and generic terms.

Consider for example the following letter:

Dear Sir
PACKING AND REMOVAL OF OFFICE FURNITURE AND EQUIPMENT

We are in receipt of your esteemed favour of the 30th ult. and subsequent communication
with regard to the estimate you require for the packing and removal of your office furniture,
equipment and records from your premises at 123 Main St to your new premises at 456
Rivonia Rd on the 20th inst.

We wish to confirm the arrangement whereby our representative, Mr S. Strydom, will call
on you at 09:00 hrs on 6th inst. at the above-mentioned address, to make an inspection of
the above-mentioned items with a view to estimating the number of packing cases and
vehicles we will need to effect the packing and subsequent removal of same.

We trust that the suggested time will suit your convenience. We will then submit our
quotation for your consideration and hope that we may be entrusted to undertake the
aforementioned work. Our quotation will remain valid for seven days. The time you suggest
for removal, 08:00 on 20th inst., will be entirely convenient provided we receive your
timeous response.

We beg to remain
Yours faithfully

W. Smith
Removals Manager

This letter is unclear for a number of reasons:
« use of outdated abbreviations and clichés, such as ult. and inst., and ‘your
esteemed favour’;
* unnecessary detail. Does the customer need to know that the cartage contractor
has to estimate the number of ‘packing cases and vehicles’ needed?
» fuzzy facts. What precisely is meant by ‘subsequent communication’ and
‘timeous response’?
» pompous words, e.g. ‘timeous’, ‘in receipt of.

Emphasis
Important information should be emphasized. But how do we decide what is

important? It is:
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* information that is important to the audience; and
* information that will support your arguments as writer.

Less important information should be left out or placed later in the text.
Apart from ranking items in order of importance, emphasis can be achieved by
other methods, such as the following:

» Format and typography. The layout and typography of a document can be
used to highlight important points. Techniques include use of white space, use of
lists and bullet points, and use of headings.

* Grammatical structure. We can emphasize a word by making it the subject
of a sentence. For example, rather than ‘The temperature was measured by an
optical pyrometer’, you can say ‘An optical pyrometer measured the temperature.’
This puts the emphasis on the means of measurement.

Of course, emphasis should not be carried to the point where information is
distorted or where important facts are concealed.

Using these criteria, the previous letter can be further improved:

How a letter can be improved
Improved letter Comment

REMOVAL OF OFFICE CONTENTS

Thank you for your letter of 30 June Gives an immediate audience orientation.
about moving the contents of your offices.

We wish to confirm the following points

from our telephone conversation.

We are able to move the contents of your Immediately confirms that the work can be
offices at 08:00 on 20 July as required. done.

We have provisionally included your move

in our work schedule.

Mr S. Strydom will visit you at 09:00 There is no unnecessary information
here.

on 6 July to prepare a quotation and he

will submit this to you within 24 hours.

We will hold your move on our removal Gives a definite date.

schedule until 12 July to give you time to Also clarifies how the customer can respond.
decide on our quotation. If there is

anything you wish to know about these

arrangements, please contact me at

706 2345(ext. 6781).

Yours sincerely

W Smith
Removals Manager
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So, there are certain tonal requirements that almost invariably apply to
written communication. The fact that written communication constitutes a
permanent record means that writers should:

— avoid undue familiarity;

— adopt a professional tone;

— use a tone appropriate to the status of the receiver;

— be sensitive to the existence of different business practices;
— be sensitive to cultural differences.

NB: “Leading cuides to effective business language”

Leading guides to effective business language are the following:

1. Never use a METAPHOR, simile or other figure of speech which you are
used to seeing in print.

2. Never use a long word where a SHORT WORD will do.

3. If it is possible to cut out a word, always cut it out.

4. Never use the passive where you can use the ACTIVE.

5. Never use a FOREIGN PHRASE, a scientific word or a JARGON word,
if you can think of an everyday English equivalent.

6. Use words your reader will recognize easily.

7. Construct straightforward sentences.

8. Keep most sentences short and simple.

9. Use clear and simple punctuation.

10. Make your point, then support it.

28



Lecture 4. BUSINESS CORRESPONDENCE: GENERAL
NOTIONS. TYPOLOGY OF BUSINESS CORRESPONDENCE

List of Issues Discussed:
Business Correspondence: Generalities.
Business Correspondence: Typology of Business Correspondence.
Business Letter.
Memaos.
Curriculum Vitae. Covering letter.
Contract.
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1. Business Correspondence: Generalities

In our day to-day life we exchange our ideas, thoughts and other information
with our friends, relatives and other people. Sometimes we directly talk to them
and sometimes we also write letters to them. In letters we express our feelings in a
few words, we may ask for any information or we may write about a complaint in
connection with our problems. Similarly businessmen also exchange ideas,
information by writing letters. They communicate business information to
customers, suppliers and others and at the same time receive a variety of letters
from them. In this lesson let us know about different types of letters used in the
process of business transactions.

Meaning of Business Correspondence Communication through exchange of
letters is known as correspondence. We communicate our feelings, thoughts etc. to
our friends and relatives through letters that may be called personal
correspondence. A Businessman also writes and receives letters in his day to-day
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transactions, which may be called business correspondence. Business
correspondence or business letter is a written communication between two parties.
Businessmen may write letters to supplier of goods and also receive letters from
the suppliers. Customers may write letters to businessmen seeking information
about availability of goods, price, quality, sample etc. or place order for purchase
of goods. Thus, business letters may be defined as a media or means through which
views are expressed and ideas or information is communicated in writing in the
process of business activities.

Importance of Business Correspondence Nowadays business operations are
not restricted to any locality, state or nation. Today production takes place in one
area but consumption takes place everywhere. Since the businessmen as well as
customers live in far off places they don’t have sufficient time to contact each
other personally. Thus, there arises the need for writing letters. In the past the
situation was not so. Business letters were not essential in olden days. But now the
importance of letters has increased because of vast expansion of business, increase
in demand as well as supply of goods. Let us learn about the importance of
business letters.

e Help in maintaining proper relationship Now-a-days business activities are
not confined to any one area or locality. The businessmen as well as customers are
scattered throughout the country. Thus, there is a need to maintain proper
relationship among them by using appropriate means of communication. Here
business letters play an important role. The customers can write letters to the
businessman seeking information about products and businessmen also supply
various information to customers. This helps them to carry on business on national
and international basis.

e Inexpensive and convenient mode Though there are other modes of
communication like telephone, telex, fax, etc. but business information can be
provided and obtained economically and conveniently through letters.

e Create and maintain goodwill Sometimes business letters are written to
create and enhance goodwill. Businessmen at times send letters to enquire about
complaints and suggestions of their customers. They also send letters to inform the
customers about the availability of a new product, clearance sale etc. All this
results in cordial relations with the customers, which enhances the goodwill of the
business.

e Serves as evidence We cannot expect a trader to memorise all facts and
figures in a conversation that normally takes place among businessmen. Through
letters, he can keep a record of all facts. Thus, letters can serve as evidence in case
of dispute between two parties.

e Help in expansion of business Business requires information regarding
competing products, prevailing prices, promotion, market activities, etc. If the
trader has to run from place to place to get information, he will end up doing
nothing. It will simply result in loss of time. But through business letters, he can
make all enquiries about the products and the markets. He can also receive orders
from different countries and, thus enhance sales.
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2. Business Correspondence. Typology of Business Correspondence

Many companies and institutions, both commercial and state-run, are
interested in establishing and maintaining international ties and partnership with
foreign offices. The slightest mistake in business correspondence, or a delay, can
lead to losing a business partner, or to a rejection in closing a profitable deal.

Translation is required for both private letters between partners and a wide
range of business documents, including diverse correspondence:

. business documentation

. letters

. commercial proposals;
. statements,

. reports;

. applications;

. CVs;

. accompanying letters;
. recommendations;

. agreements;

. thank-you notes;

. complaints

. sponsor letters etc.

Translation of business correspondence requires the mastery not only of
languages, but also of skills of business etiquette, stock phrases which are used in
various types of writing, and the norms and rules of drawing up business
documentation. For example, even dates in English and Ukrainian are written
differently.

Business correspondence is different from the ordinary means of
communication of distinct characteristics, according to conventional wisdom to
follow the seven principles (namely, thoughtful, complete, accurate, specific,
concise, clear and polite), whose objective is to maintain a good business
relationship, effective communication and conduct of normal business dealings.

It should be mentioned that different experts name different business
correspondence types, and some types of business correspondence are,
unfortunately, ignored by a lot of experts. Very often the classification of business
correspondence depends on the types of business correspondence one needs to
know or learn about if he/she is in business.

Business correspondences serve as the typical examples to manifest the
influence of situational context. When translating business correspondences,
translators should notice that English business correspondence writing has special
characteristics (the details will be given below).

For instance:

(1) Dear Mr. Hamper,

I am afraid your failure to settle your account, which is overdue for more
than six months, will leave us with no alternative but resort to legal proceedings.
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This is to notify you that unless we receive your check for $ 7,550.00 by June
30, we will place your account in the hands of our attorneys for collection.

Apparently, this business correspondence's field is to collect the payment for
goods. To meet the context, six professional words are used in two sentences —
account, overdue, notify, check, attorney, collection. This is one of the most
outstanding features of English business correspondence.

(2) Thank you for your letter of the 16th of this month. We shall be glad to
enter into business relations with your company. In compliance with your request,
we are sending you, under separate cover, our latest catalogue and price list
covering our export range. Payment should be made by irrevocable and confirmed
letter of credit. Should you wish to place an order, please telex or fax us.

Your prompt reply would be highly appreciated.

This letter aims at establishing business relations with another company.
Although it is short, polite words are frequently used in this letter to leave the
recipient a good impression.

(3) You are invited to note two reasons for the price rise as follows.

In business English, "You Attitude" is frequently adopted to show the
respect towards the copartner, even when the writer is expressing requirements.
This feature is also decided by the business situational context.

(4) We should appreciate it if you could advance shipment.

Modal words "should" and "could" are frequently used in business letters.
Besides, "should" here needn’t be translated; otherwise, it would lead to
mistranslation.

Moreover, a lot of common words are endowed with special meaning by
business situational context.

As business English correspondence is a kind of half-official document
writing, it inevitably adopts big words to show its authority. For example,
"commence" is applied instead of "begin". Some complex prepositional phrases are
employed instead of single common prepositions, such as "with reference to"
instead of "about", "prior to" instead of "before".

So, a lot of deals are accomplished through business correspondences and
are concluded with business contracts, so business English translation becomes
particularly important. Mistranslating some words or sentences may bring both
parties great economic losses. Good business English translators should have not
only profound knowledge of English, but also professional knowledge about
business process. Besides, business English translators should be alert enough to
the influence of context.

3. Business Letter
Essential Qualities of a Good Business Letter A letter should serve the

purpose for which it is written. If a businessman writes a letter to the supplier for
purchase of goods, the letter should contain all the relevant information relating to
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the product, mode of payment, packaging, transportation of goods, etc. clearly and
specifically. Otherwise, there will be confusion that may cause delay in getting the
goods. Again the quality of paper used in the letter, its size, colour etc. also need
special attention, because it creats a positive impression in the mind of the receiver.
We may classify the qualities of a good business letter as: a) Inner Qualities and
b) Outer Qualities.

a) Inner Qualities — The inner qualities of a good business letter refer to the
quality of language, its presentation, etc. These facilitate quick processing of the
request and that leads to prompt action. Let us discuss the various inner qualities of
a good business letter.

e Simplicity Simple and easy language should be used for writing business
letters. Difficult words should be strictly avoided, as one cannot expect the reader
to refer to the dictionary every time while reading letter.

e Clarity The language should be clear, so that the receive will understand
themessage immediately, easily and correctly. Ambiguous language creates
confusion. The letter will serve the purpose if the receiver understands it in the
same manner in which it is intended by the sender.

® Accuracy The statements written in the letter should be accurate to, the
best of the sender’s knowledge. Accuracy demands that there are no errors in the
usage of language - in grammar, spellings, punctuations etc. An accurate letter is
always appreciated.

e (Completeness A complete letter is one that provides all necessary
information to the users. For example, while sending an order we should mention
the desirable features of the goods, i.e., their quality, shape, colour, design,
quantity, date of delivery, mode of transportation, etc.

® Relevance The letter should contain only essential information. Irrelevant
information should not be mentioned while sending any business correspondence.

e (Courtesy Courtesy wins the heart of the reader. In business letters,
courtesy can be shown/expressed by using words like please, thank you, etc.

® Neatness A neat letter is always impressive. A letter either handwritten or
typed, should be neat and attractive in appearance. Overwriting and cuttings should
be avoided.

b) Outer Qualities — The outer qualities of a good business letter refers to
the appearance of the letter. It includes the quality of paper used, colour of the
paper, size of the paper etc. Good quality paper gives a favourable impression in
the mind of the reader. It also helps in documenting the letters properly. Let us
discuss the various outer qualities of a good business letter.

® Quality of paper The paper used should be in accordance with the
economic status of the firm. Now-a-days the cost of the paper is very high.
Therefore, good paper should be used for original copy and ordinary paper may be
used for duplicate copy.

e Colour of the Paper 1t is better to use different colours for different types
of letters, so that the receiver will identify the letters quickly and prompt action can
be taken.

33



® Size of the paper Standard size paper (A4) should be used while writing
business letters. The size of the paper should be in accordance with the envelopes
available in the market.

e Folding of letter The letter should be folded properly and uniformly. Care
should be taken to give minimum folds to the letter so that it will fit the size of the
envelope. If window envelope is used then folding should be done in such a way
that the address of the receiver is clearly visible through the transparent part of the
envelope.

e LEnvelope The size and quality of the envelope also need special attention.
The size of the letter should fit the size of the letters. The business firms use
different types of envelopes i.e., ordinary envelope, window envelope, laminated
envelope etc. In window envelope there is no need to write the address of the
receiver separately on the envelope. It is clearly visible through the transparent part
on the face of the envelope, which may be called as window. In laminated
envelope a thin plastic sheet or cloth is pasted on the inner side that gives extra
protection to letters from being damaged during transit.

Parts of a Business Letter We have discussed above the qualities of a good
business letter. The quality will be maintained if we give proper attention to each
and every part of the letter. Let us now learn about the different parts of a business
letter. The essential parts of a business letter are as follows:

1. Heading The heading of a business letter usually contains the name and
postal address of the business, E-mail address, Web-site address, Telephone
Number, Fax Number, Trade Mark or logo of the business (if any)

2. Date The date is normally written on the right hand side corner after the
heading as the day, month and years. Some examples are 28th Feb., 2003 or Feb.
28, 2003.

3. Reference It indicates letter number and the department from where the
letter is being sent and the year. It helps in future reference. This reference number
is given on the left hand corner after the heading. For example, we can write
reference number as AB/FADept./2003/27.

4. Inside address This includes the name and full address of the person or
the firm to whom the letter is to be sent. This is written on the left hand side of the
sheet below the reference number. Letters should be addressed to the responsible
head e.g., the Secretary, the Principal, the Chairman, the Manager etc. Example:

M/S Bharat Fans The Chief Manager,
Bharat Complex State Bank of India
Hyderabad Industrial Complex Utkal University Campus
Hyderabad Bhubaneswar,

Andhra Pradesh - 500032 Orissa- 751007
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5. Subject It is a statement in brief, that indicates the matter to which the
letter relates. It attracts the attention of the receiver immediately and helps him to
know quickly what the letter is about. For example,

Subject: Your order No. C317/8 dated 12th March 2003.

Subject: Enquiry about Samsung television

Subject: Fire Insurance policy

6. Salutation This is placed below the inside address. It is usually followed
by a comma (,). Various forms of salutation are:

Very formal (for official business letters)

Use only when you do not know to whom you must
To Whom It May address the letter, for example, when writing to an
Concern: institution.

Use when writing to a position without having a
Dear Sir/Madam, named contact.

Dear Mr Smith, Use when you have a named male contact.

Use when you have a named female contact; do not

Dear Ms Smith, use the old-fashioned Mrs.
Dear Dr Smith, Use when writing to a named doctor.
Dear Prof Smith, Use when writing to a named professor.

Type the whole name when you are unsure of the
Dear Chris Harmon, recipient’s gender.

Less formal but still professional (business letters)

Dear colleagues, Use when writing to a group of people.
Dear Mary, Use when writing to a named female.
Dear John, Use when writing to a named male.

7. Body of the letter This comes after salutation. This is the main part of the
letter and it contains the actual message of the sender. It is divided into three parts.

(a) Opening part It is the introductory part of the letter. In this part, attention
of the reader should be drawn to the previous correspondence, if any. For example
with reference to your letter no. 326 dated. 12th March 2003, I would like to draw
your attention towards the new brand of television.
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(b) Main part This part usually contains the subject matter of the letter. It
should be precise and written in clear words.

(c) Concluding Part It contains a statement of the sender’s intentions, hopes
or expectations concerning the next step to be taken. Further, the sender should
always look forward to getting a positive response.

8. Complimentary close It is merely a polite way of ending a letter. It must
be in accordance with the salutation.

Very formal

Your sincerely,

Sincerely yours, Use when you’ve started with Dear Sir/Madam or
Respectfully, To Whom It May Concern.

Sincerely, Use when you’ve started with Dear + name.

Less formal but still professional

Kind regards,

Warm regards,

Regards, not too formal but businesslike
Best wishes, even less formal

9. Signature It is written in ink, immediately below the complimentary
close. As far as possible, the signature should be legible. The name of the writer
should be typed immediately below the signature.

10. Enclosures If you have enclosed any documents along with the letter,
such as a resume, you indicate this simply by typing Enclosures below the closing.
As an option, you may list the name of each document you are including in the
envelope. For instance, if you have included many documents and need to ensure
that the recipient is aware of each document, it may be a good idea to list the
names.

11. Copy circulation This is required when copies of the letter are also sent
to persons apart of the addressee. It is denoted as C.C.

12. Post script This is required when the writer wants to add something,
which is not included in the body of the letter. It is expressed as P.S.

When writing business letters, you must pay special attention to punctuation.
Punctuation after the salutation and closing — use a colon (:) after the salutation
(never a comma) and a comma (,) after the closing. In some circumstances, you
may also use a less common format, known as open punctuation. For this style,
punctuation is excluded after the salutation and the closing.
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The Layout of a Business Letter

P. COOK & CO. LTD (1)
123 King’s Crescent Brighton BR3 6JF
Tel: 0222 123 456 Fax: 0222 123 555

Brown & Brown Luxury Foods Ltd (2)

100 South Road

London SE 1 3PL

Is1 September 2010 (3)

Your ref: FT/fr (4)

Our ref: CC/mt/25/08

Dear Sir/Madam, (5)

Re: Franchise agreement (6)

I am writing to enquire about the franchise opportunities you are offering, as detailed in
yesterday’s Financial Mail. (7)

P. Cook & Co Ltd is a medium-sized organisation with 10 years’ experience in the catering
business. We believe we have much to offer your company because of our specialised
services

and established clientele. We therefore wish to explore a mutually beneficial franchise
arrangement; | enclose a prospectus for your information. (8)

I look forward to hearing from you in the near future. (9)

Yours faithfully (10)

M. T. (signature)

pp David Smith (11)

Managing Director (12)

Cc, T. Smith, E. Smith

Enc (13)

* (1) The name of the company and its address, phone, and fax details
generally appear at the top of the page, together with any Internet and e-mail
details.

* (2) Put the address of the recipient on the left-hand side. If you know the
name of the person and his/her title, add these above the address too.

* (3) The date can appear on the left- or right-hand side of the letter, though
the most usual style is to have everything aligned to the left.

* (4) Add the recipient’s and your own file references if needed. Ref is short
for ‘reference’.

* (5) You can start your letter in one of the following ways:

a) If you don’t know the name of the person you are writing to, put: Dear
Sir/Madam, or Dear Sir or Madam

b) If you know the name of the person, put: Dear Mr (surname) (for a man), Dear
Ms (surname) (for a woman).

Avoid using Mrs or Miss unless the person you are writing to has already used the
title.

* (6) Write the subject of your letter here. Re comes from Latin, and means
‘with reference to’.

* (7) You can also start your letters in a number of other ways:
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Thank you for your letter of...
I am writing in response to... /regarding / to inform you that /of.../to complain
about ...
Further to my letter of 12th August... (used to show that you are referring to a
previous
letter or conversation)
Further to our recent telephone conversation, I am writing to confirm our meeting.
I would like to enquire about / whether ...
* (8) Give further details about the purpose of your letter here.
* (9) You can close your letter in the following ways:
Thank you in advance for your help.
I would be most grateful if you could inform me...
Please, let me know if...
Please, phone to confirm the details.
I look forward to hearing from you /receiving your reply.
* (10) You can write the following expressions before your name.
a) If you don’t know the person:
Yours faithfully, Yours truly
b) If you know the person you are writing to:
Yours sincerely, Sincerely
c) Other, less formal ways of ending your letter:
With best wishes, Best wishes, Regards.
* (11) pp (per procurationem) means that the letter was signed by Mandy
Taylor on behalf of David Smith.
* (12) cc (carbon copy) means that a copy of the letter is being sent to the
people mentioned.
* (13) Enc (enclosure) means that documents are being closed with the letter.

Content and Style of Business Letter

Length

The question often asked is “How long should the letter be?”. The answer is,
as long as necessary and this will depend on the subject of the letter. The style and
the kind of language one uses can also affect the length. The right length includes
the right amount of information. The letter should be neither too long nor too short.
It is better to include too much information than too little. The worst letter of all is
the one that gives every piece of information about a product — except the price.

Planning your letter

Plan your letter in advance. Ask yourself: what do you want your letter to
achieve and what response do you expect. Note down everything you want to
include in it before you start writing; then read your notes again to see that you
have included all the necessary information, that you haven’t included any
unnecessary information and that you have put the information in the right order.
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Simplicity

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

Courtesy

The style should not, however, be so simple that it becomes discourteous.
Stylistic devices can be used to make the letter more polite: complex sentences
joined by conjunctions, rather than short sentences; passive rather than active; full
forms rather than abbreviated forms.

Idioms and Colloquial Language

It is important to try to get the right tone in your letter. This means that you
should aim for a neutral tone, avoiding pompous language on the one hand and
informal or colloquial language on the other hand. A letter may be given the wrong
tone by the use of inappropriate vocabulary, idioms, phrasal verbs, and short
forms, among other things. You should be wary of using idiomatic or colloquial
language in your letters.

Examples:
*You’ll get your money back. — The loan will be repaid.
*a couple of hundred quid — two hundred pounds
*prices are at rock bottom — prices are very low
*prices have gone through the roof — prices have increased rapidly

Clarity

Your correspondent must be able to understand what you have written.
Confusion in correspondence often arises through a lack of thought and care and
there are a number of ways in
which it can happen.

Abbreviations

Abbreviations can be useful because they are quick to write and easy to read.
But both_parties need to know what the abbreviations stand for. The abbreviations
c.i.f. and fo.b., for_example, are recognised internationally as meaning cost,
insurance, and freight and free on_board. But can you be sure that your
correspondent would know that o.n.0. means or nearest_offer?

Typology of business letter

The term “business letters” refers to any written communication that begins
with a salutation, ends with a signature and whose contents are professional in
nature. Historically, business letters were sent via postal mail or courier, although
the internet is rapidly changing the way businesses communicate. There are many
standard types of business letters, and each of them has a specific focus.

Sales Letters Typical sales letters start off with a very strong statement to
capture the interest of the reader. Since the purpose is to get the reader to do
something, these letters include strong calls to action, detail the benefit to the
reader of taking the action and include information to help the reader to act, such
as including a telephone number or website link.

Order Letters Order letters are sent by consumers or businesses to a
manufacturer, retailer or wholesaler to order goods or services. These letters must
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contain specific information such as model number, name of the product, the
quantity desired and expected price. Payment is sometimes included with the letter.

Complaint Letters The words and tone you choose to use in a letter
complaining to a business may be the deciding factor on whether your complaint is
satisfied. Be direct but tactful and always use a professional tone if you want the
company to listen to you.

Adjustment Letters An adjustment letter is normally sent in response to a
claim or complaint. If the adjustment is in the customer’s favor, begin the letter
with that news. If not, keep your tone factual and let the customer know that you
understand the complaint.

Inquiry Letters Inquiry letters ask a question or elicit information from the
recipient. When composing this type of letter, keep it clear and succinct and list
exactly what information you need. Be sure to include your contact information so
that it is easy for the reader to respond.

Follow-Up Letters Follow-up letters are usually sent after some type of
initial communication. This could be a sales department thanking a customer for an
order, a businessman reviewing the outcome of a meeting or a job seeker inquiring
about the status of his application. In many cases, these letters are a combination
thank-you note and sales letter.

Letters of Recommendation Prospective employers often ask job
applicants for letters of recommendation before they hire them. This type of letter
is usually from a previous employer or professor, and it describes the sender’s
relationship with and opinion of the job seeker.

Acknowledgment Letters Acknowledgment letters act as simple receipts.
Businesses send them to let others know that they have received a prior
communication, but action may or may not have taken place.

Cover Letters Cover letters usually accompany a package, report or other
merchandise. They are used to describe what is enclosed, why it is being sent and
what the recipient should do with it, if there is any action that needs to be taken.
These types of letters are generally very short and succinct.

Letters of Resignation When an employee plans to leave his job, a letter of
resignation is usually sent to his immediate manager giving him notice and letting
him know when the last day of employment will be. In many cases, the employee
also will detail his reason for leaving the company.

E-mails

E-mail (short for electronic mail) is a means of sending messages between
computers. There are numerous advantages to e-mail. One of the advantages of e-
mail over a normal ‘snail-mail’ letter is that it is quick and direct. It can be used
both within and between companies; and is an effective way to communicate
quickly and easily with people all over the world. It is especially useful for short
messages and for everyday correspondence, e.g. setting up a meeting, passing on
information, and making or replying to a request. You can pick up your messages,
even when you are travelling, via a laptop or palmtop. With compatible systems,
you can access text and graphic documents, and spreadsheets. Whatever you send
or receive can be quickly and easily filed.

The disadvantages of e-mail include technical problems which may result in
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unexpected nondelivery of messages, or attachments arriving in unreadable form.
A non-technical disadvantage is that, paradoxically, the ease with which messages
can be sent results in large amounts of ‘junk’ and unnecessary communication,
which waste time. A major drawback is the lack of privacy and security. Do not
use an e-mail to communicate confidential information. It is sometimes said that an
e-mail message is like a postcard — anyone can read whatever you have written.
However, digital signing and encryption (coding data, so that it can only be read by
authorised users), which both work along similar lines, make e-mail more secure.

There are several areas of business communication where more traditional
forms of correspondence are still the most suitable. For example, personal and
sensitive correspondence such as, messages of congratulation, condolence, or
complaint are usually best done by letter.

Confirmation of contracts, memos which are confidential and must be signed
to acknowledge receipt and any correspondence which may be needed for legal or
insurance purposes should not normally be sent by e-mail. You might find a job on
the Internet, but most companies would still expect your application to consist of a
completed form with a covering letter.

The first part of the e-mail address is usually the surname or initial of the
person you are contacting, or the name of the department, or a shortened version of
it. The second part, which appears immediately after the @ (at), is the name of the
ISP (Internet service provider) or organisation, or again an abbreviation of it.
Usually, the last part of the address includes the domain name suffixes referring to
the type of organisation (e.g. ‘co’ for ‘company’, or ‘ac’ for ‘academic’ for a
university) and to the country from which the message was sent (e.g. ‘uk’ for the
United Kingdom). Other examples of domain name suffixes referring to types of
organisation include:

.biz business

.gov government office

.org non-profit-making organisation
.pro profession (e.g. medicine, law).

The layout of a typical e-mail message

The header gives information about the message. In addition to the basic
details it may include: c.c. stands for carbon copies. Here you insert the e-mail
addresses of anyone you want to send copies of the message to. b.c.c. stands for
blind carbon copies, which you should use if you do not want the main recipient to
know who has received copies.

The signature is like the signature block in a letter, although it usually
includes more details, e.g. the sender’s company or private address, and telephone
or fax numbers. You can programme your email software to add your signature
automatically to the end of outgoing messages.

The style of e-mails

E-mail is a relatively recent development and because it is perceived as a
quick and informal means of communication, people are often unclear about the
style and conventions they should use in business situations. As a general rule,
although e-mail correspondence may tend towards informality, it should follow the
same principles as any other form of business correspondence. In general, e-mail
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messages follow the styles and conventions used in letters. Do not confuse
personal messages with business messages. In a business message, the same rules
of writing apply as for a letter: write clearly, carefully, and courteously; consider
audience, purpose, clarity, consistency, conciseness, and tone. Use correct
grammar, spelling, capitalization, and punctuation, as you would in any other form
of correspondence. Do not write words in capital letters in an e-mail message: This
can be seen as the equivalent of shouting and therefore have a negative effect. If
you want to stress a word, put asterisks on each side of it, e.g. *urgent*. Keep your
e-mail messages short and to the point. People often receive a lot of e-mails at
work, so conciseness is especially important. In general, limit yourself to one topic
per message. This helps to keep the message brief and makes it easier for the
recipient to answer, file, and retrieve later. Check your e-mail message for
mistakes before you send it, just as you would check a letter or a fax message.

E-mail abbreviations

In order to keep e-mail messages short, people sometimes use abbreviations
for common expressions, just as they do in text messaging. These are known as
TLAs (three-letter acronyms), although some of them are more than three letters
long. Here is a list of some of the most commonly used TLAs:
AFAIK as far as I know
BFN bye for now
BTW by the way
COB close of business
CU see you
FAQ frequently asked questions
Fwd forward
FYT for your information
IMO in my opinion
IOW in other words
LOL laughing out loud
NRN no reply necessary
OTOH on the other hand
Thx thanks
TIA thanks in advance
2 to
U you
RU are you

Use TLAs with great care, and only when you have established a friendly,
informal relationship with your correspondent. They should not be used in letters
and faxes.

Emoticons

Emoticons (a combination of the words emotion and icon), also known as
smileys, are often used in informal e-mail correspondence. They express emotions
which may not be evident from the words alone, e.g.:

:-) a smile
:-(a frown
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;-) @ wink.

On the whole, it is better not to use them in business messages, as they may
be considered unprofessional, especially if you do not know the recipient well or
are not sure that he or she will understand them.

When writing an e-mail, it will not always allow you to get your message
across in the way it was intended as a face to face conversation or a phone call can
do. It cannot, for example, convey the same message as if you were speaking it as a
hand gesture, facial expression or the tone of your voice might do. Therefore, if
you need to express urgency, you should always send the e-mail as ‘high priority’
but be careful about overdoing that. Also, be very careful if you are angered or
upset by an e-mail. In fact, It is good practice to always leave an e-mail you
receive a good half hour at least before you respond to it if it is of a serious nature
or it is something that has upset or annoyed you.

Golden Rules of Internal E-mail

Firstly, don’t write anything that you wouldn’t want anybody within the
company to read. Don’t criticise a boss or fellow employee unless you would be
happy for the person whom you are criticising to see that e-mail too, as they just
might. People have had disciplinary action taken against them as a result of bad-
mouthing their boss or supervisor to a colleague within an e-mail. Similarly, unjust
criticism or comments that challenges somebody else’s integrity, competence or
honesty can, if discovered and traced back to you, result in libel action against you.

Clear and Concise Information

Whilst it is not strictly necessary to use formal language such as ‘Yours
sincerely’ in an internal e-mail, make sure that the information you are conveying
is still as precise and clear as it would be if you were talking face to face. For
example, if you are arranging a meeting, make sure the time, date and location are
clearly indicated on the e-mail. You will be only too aware of the vast amount of e-
mails that come into your inbox each day so you can be certain that your
colleagues, and especially your boss, will get just as many and perhaps even more,
so keep the e-mails short and to the point and put an appropriate subject title. That
way, your colleagues will know whether they need to look at it straight away or
whether it can wait until later.

Send and Response

Clearly understand that although your e-mail will be received within a
second or two of sending it, that you should not expect an immediate response. E-
mail is one of the most important tools at our disposal these days, giving us the
opportunity to send a message to people all over the world in an instant. However,
no matter that you will always respond to an e-mail the second it lands in your
inbox, not all people are the same and colleagues may be out of the office or
simply busy when you send them an e-mail and you should not get annoyed if you
don’t get a response straight away. If you prefer, in response to an e-mail that
needs a reply, you can always respond to the person in a brief message and tell
them you have received it and that you are a bit busy but will get back to them
later.

Good E-mail Housekeeping

If you receive lots of e-mails a day from colleagues that are relevant, set up
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individual folders in your inbox to file them, e.g. meeting mails, mails to reply to
later, company information, latest updates etc., so that you can refer to individual
e-mails quickly, if you need to. Make sure you delete items from your mailbox
regularly to avoid unnecessary storage of out of date e-mails that are no longer
relevant.

The Use Of ‘cc’ and ‘bec’

If you need to send an e-mail to several people simultaneously, only copy in
(cc) those who really need to see the e-mail. If it doesn’t concern them directly,
don’t cc them in just for the sake of it. It is useful however, to ‘blind copy’ bcc
yourself in to any e-mails you might send or keep a record of them in your ‘sent
items’ box.

4. Memos

In today's business world memo writing is as an integral part of every
organization. It is a document which is used for communication within a company.
Memos can be as formal as a business letter however; the heading and overall tone
make a memo different from a business letter though.

As memos are generally sent to co-workers and colleagues, you do not have
to include a formal salutation or closing remark. Memos follow a particular format,
although a company or an organization may choose to develop alternative formats.

Most often memos solve problems either by informing the reader about
policy changes, price increases, etc. They could also be used as a means to
persuade the reader to take an action, such as attending a meeting, using less paper,
or changing a current production procedure and so forth.

Regardless of the specific goal, memos are most effective when they connect
the purpose of the writer with the interests and needs of the reader.

Specimen memo:

MEMO
To: All staff
From: James Smith

Subject: New General Manager
Date: 20w September 2010

Richard Evans has been appointed General Manager following the retirement of Peter Williams.
All staff are requested to attend an informal meeting in the cafeteria on Monday 20m September
at 5 p.m. where they will be introduced to Mr. Evans.

5. Curriculum Vitae. Covering letter

When employers ask for 'applications in writing', you should always send a
CV (short for Curriculum Vitae) and a covering letter. These two go together. The
CV gives the basic factual information and the covering letter explains why you
are interested and shows how you would be just right for the job.
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Writing a CV and covering letter is similar to filling in an application form.
Your CV should include your personal details, education, qualifications and
employment details, while the covering letter acts like the personal
statement/relevant experience section.

Unlike an application form however, you have the freedom to choose what
to put in, how to make it look and what format to use to emphasise your skills.
Constructing a CV is easier than you think.

Format

There is no set way a CV should look. Following these tips will help you to
produce a good CV:

[J[1Type or word-process your CV. If you don't have your own computer,
your school, local library, careers centre or college should be able to help.

[J[1Print each page on a separate sheet and print on one side only.

[J[1Use black ink on good quality white (A4) paper. Fancy fonts and
coloured paper will distract rather than impress a prospective employer.

[J[1Make it clear and easy to follow by being consistent with headings, fonts
and use of bolding.

[1[1Leave plenty of white space and wide margins, so it doesn't look
cluttered.

[J[1Put your name and full contact details at the top so they are easy to see.

[J[1Make sure it is free of any errors.

[J[1Finally, don't be afraid to use your own judgement. If you're going for an
unconventional, creative job — a plain, sensible CV might not be the right
approach.

Beyond the basics, it is important that you choose a format that you feel
comfortable with and that is appropriate to the employer you are targeting. There
are three types of CV format to consider:

Chronological CVs

This is the format most people are familiar with. It is a historical account of
your career that is easy to write, popular with employers and a good way of
showing career progression, work experience, qualifications or skills gained. It is
usually structured like this:

I/ Employment history — most recent first.

[J[1Additional activities and skills — stating anything that shows you have
relevant or transferable skills.

[J[1Education/qualifications - most recent or most impressive first. If they
are obscure, elaborate briefly and leave out any irrelevant qualifications.

Functional CVs

Some employers don't like functional CVs as they can appear to be hiding
gaps, so try to include a brief history of work experience and education. Aside
from this, a functional CV places emphasis on your relevant skills and strengths,
giving you the chance to describe yourself through what you can do, rather than
jobs you have had. It is a good way of showing what you have to offer if you:

11 Are going for your first job

[J[1Have had a series of short-term jobs
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[1[1Have been out of work

][] Are returning to work after a break

11 Are trying to get a job that is very different from what you have done
before.

Aims & Content

The main message you're trying to get across is 'l can do this job and I'd fit
in well'. No employer has the time to wade through pages of information, so it is
up to you to select the bits that are right for this application. Doing so will
demonstrate that you have the ability to communicate in a concise and effective
way.

The basics you must include:

* Name and full contact details

* Date of birth, rather than age

* Education and qualifications

* Relevant work experience

* Interests, activities and achievements that clearly show relevant and transferable
skills

* Details of referees if they have been asked for, otherwise write 'References
available on request'

It is also a good idea to include a very brief career profile or objective,
summarizing your achievements and ambitions and keeping it relevant to the job
you are going for — treat is as a teaser for the rest of your CV.

Unless requested, avoid the following:

» Marital status

* Gender

* Number or ages of children

* Photograph

* Health details

* Nationality

* Salaries earned or expected

* Putting a date on your CV

* Giving your reasons for leaving previous positions

The extras

To make sure your CV gets chosen, you need to go the extra mile. Here is
how:

* In your employment history, explain in 10-20 words what the companies do and
give a positive description of your roles. Then list the primary duties, achievements
and skills gained that show your suitability for the job - do this in five or six bullet
points for a recent post, fewer for earlier ones.

 Keep it as short and punchy as possible and avoid using the word 'I'. Instead of 'l
led a team of five people', write: 'Led team of five'. Use as many active words as
you can. Good words to use include: 'gained', 'initiated,' 'developed’, 'managed’,
'co-ordinated', 'led', 'supervised', 'trained’, 'handled', 'collaborated' and 'organised'.

* Don't include things that happened more than five years ago, unless they still
have particular relevance to your application.
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* Only add a Personal Interests section to the end of your CV if you feel it is
relevant or adds value — and keep it short and positive. Avoid mentioning activities
that are passive (watching TV is not very proactive); vague (don't put 'reading'
unless you can be specific about authors or genres); or mundane (there is nothing
special about 'going to the pub').

* Look critically and objectively at every item you include. If you can't
immediately see why it is there, take it out. If you can get someone else to do this
as well, that is helpful — particularly if they know something about the career area
you are targeting.

There are certain faux pas for CVs:

* The CV is longer than 2 sides of A4.

* Writing anything negative.

« If applying for a specific position, omitting a covering letter explaining one's
suitability.

» Using the wrong size of envelope -- CVs are generally put unfolded into C4
envelopes.

Including false information on a CV (on the work experience or the
education/training) in order to get a job or anything else of value is fraud, a serious
criminal and civil offence. An employer has the right to dismiss an employee or
claim money from him or her in a civil court or even have the employee arrested
for making false statements.

Cover Letter (Covering Letter)

A cover letter is a brief one page letter sent along with the resume to
potential employers. The purpose of the cover letter is to present yourself to
potential employers and to let them know what position you are interested in and
why you'd be a good fit for their company.

Cover Letter Format
The cover letter format should be almost identical to the regular business letter
format.

Cover Letter Writing

Generally the cover letter will consist of three paragraphs. The first
paragraph is an introductory one which presents yourself. You want to include
information on the position you are looking for and how you heard about and why
you are interested in the position and/or company.

The second paragraph should provide information on your skills, strengths,
education, qualifications and/or experience. This paragraph should be concise and
give specific examples of why you are the ideal candidate and not simply restate
your résume.

The final paragraph should close the letter by requesting an interview and
possibly suggesting times that are convenient for you or stating that you can come
in at a time that's convenient for the employer. Also you should let the recipient
know the best way and/or time to contact you (you should let them know both your
contact email and phone number so that they can reach you by their preferred
method). Or you can let them that you'll follow up on this letter with a phone call
in several days. You should thank them for their time to round off the letter.
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Each cover letter that you send out should be unique and tailored to the
specific company and position you are applying for. Using one cookie cutter cover
letter will lessen your chances of landing an interview. Also be sure to check for
grammar and spelling and keep the letter to one page in length.

Specimen Cover Letter

Your Ref: KH 305/9 25 Westbound Road
Borehamwood

Mrs J. Hastings Herts

Personnel Office WD6 IDX

International Computing Services PLC

City Road

London EC3 4HJ 11 September 2010

Dear Mrs Hastings,

I would like to apply for the position advertised in The Guardian on 4 September for a
Personal
Assistant to the Sales Director.

As you will see from my CV, much of the work I do in my present position is that of a PA. I
deal

not only with the routine work of a secretary, but also represent the Assistant Director at
small

meetings and functions and am delegated to take a number of policy decisions in his absence.

Your advertisement asked for knowledge of languages. I have kept up my French, and learnt
Italian for the past two years at evening classes, and have regularly visited Belgium and Italy
with

the Assistant Director, acting as an interpreter and translator for him.

I am also familiar with the latest developments in Information Technology, having just
completed

a one-month course at The City College, in addition to previous day release courses I attended
when | was with Johnson Bros.

I am particularly interested in the situation you are offering, as I would like to become more
involved with an IT organization. I am quite familiar with many of the software products that
ICS

manufacture for office technology.

As well as my secretarial skills and experience of running a busy office, [ am used to working
with technicians and other specialized personnel in the field of computers. I have a genuine
interest in computer development and the people involved in the profession.

Please let me know if there is any further information you require. I look forward to hearing
from you.

Yours sincerely,
Carol Smith (Ms)
Encl. CV
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Specimen CV

William Smith
99 Long Road
Chesterfield
England
CH68 1PP

Tel: 01111 333 555
E: william.smith@deck-one.co.uk
Born: 26 August 1965

An experienced Data Entry Clerk with computer systems experience
Excellent communication skills at all levels
Looking for a role that includes significant customer contact

Experience

Data Entry Clerk / Customer Inquiries Assistant
Parcel Man Delivery Company
1995 to present

* Received telephone orders from customers and entered in JACKS SOFTWARE
* Updated customer details database to improve information quality-

* Called nation-wide depots checking vehicle availability-

* Liaised with team members to ensure route efficiency for deliveries:

* Employed Windows NT and XP operating systems

» Completed daily back up of database system for data protection

Route Planner
Big Truck Ltd
1992 to 1994

* Received load information from other departments and correlated on company Intranet
* Operated TIGER software system that was linked remotely to vehicles
» Managed four vehicles and worked closely with their drivers to ensure prompt deliveries

Automated Sorting Machine Operator

Royal Mail
1982 - 1992

* Received 6 weeks intensive training in Glasgow
» Maintained and operated sorting robot with specific software controller

Education & Training

* Microsoft Access - Intermediate DEC 01
* Microsoft Excel - Basics DEC 01

¢ Windows NT4 - End User NOV 01

¢ GCSE German - 1998

*3 GCE O Levels

Achievements

Completed a 100-mile sponsored cycle ride and raised over £2000 for a local charity.

Interests

I like to play five—a-side football twice a week with a local team. At the weekends fishing and
golfing with my son is very relaxing. Other spare time is spent surfing the Internet or entertaining
friends with oriental meals.

Personal

Full clean driving license

British passport

Non-smoker

References are available upon request.
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6. Contract

When two or more parties intentionally enter into a legally-binding,
voluntary agreement, that’s a contract. A contract is an exchange of promises
between two or more parties to do or refrain from doing something that is
enforceable in a court of law. A formal agreement between two or more parties, a
document that states the terms of such an agreement. While most contracts can be
and are made orally, such as buying a book or a cup of coffee, legal contracts are
written and have certain “binding power” over the obligations of the parties
involved. Any breach of contract is recognized by law and remedies are provided.

A written contract must be offered, understood, accepted and signed by all
the parties involved. Once the document translation is signed, these parties are
legally bound by all of its terms. Because of their importance as such, it is
recommended that contracts are only translated by certified translators who are
familiar with common contractual terms and their nature and significance in
different national and international courts of law. More importantly, because each
contract term indicates a contractual obligation, breach of which can lead to the
conduct of lawsuits, it should be translated clearly, precisely and free of error. It is
recommended that both the original and translated copies of a contract are
examined and approved by all the parties involved before they are signed.

The most important feature of a contract is that one party makes an offer for
an arrangement that another accepts. This can be called a concurrence of wills or
consensus ad idem (meeting of the minds) of two or more parties.

Note *What Is a Business Contract? The short and sweet contract definition
is “a legal document between parties that spells out just what is expected and
required of each party.” Business contracts require several elements, including:

l. The parties: "Parties" to the business agreement are those who are
involved. These parties must be listed by name, which may mean the legal name of
the business they operate under, and whether they are a customer or a vendor.

2. Signing authority: If the signatories do not have the legal authority to
sign the contract on behalf of named parties, then the contract may not be valid or
enforceable.

3. Considerations: This term refers to what each party means to gain
from signing the contract, and it can be payment, services or goods.

4. Receipt: Each party must receive a signed copy of the contract for
their records.

5. Main terms of the agreement: These contractual terms need to be
very specific to protect both parties’ interests. What services are to be performed,
at what price, by when, under what circumstances and with what intended results?

6. Additional terms: Beyond parties, considerations and deadlines,
some terms affect the execution and success of delivering on the agreement. They
include particulars about whether the contract can be terminated, by whom and
under what circumstances. Additional terms may include whether the agreement
can be transferred to or assumed by another party, and how disputes will be
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negotiated, such as through arbitration or mediation. Many other factors can be
spelled out, too, such as under which state’s laws the contract is to be enforced,
what legal mailing addresses and contacts are to be used, compensation for
breaching and whatever other terms either party may require.

7. Date: Finally, the contract must have a date on which it was signed.

Business Contract Categories There are dozens of common business
contracts that suit all manner of needs, and you may be surprised at what contracts
might exist to protect your interests.

The four most common business contract categories include sales,
employment, general business and property contracts.

. Sales contracts: These are among the most common contracts used
in business, and even in people’s everyday lives, because every sale or purchase
is an implicit agreement. Sales contracts can detail how goods, services and
properties are sold, purchased, returned and transferred. Some examples of sales
contracts might be a bill of sale, a warranty agreement, purchase orders and
security agreements.

. Employment contracts: These include far more contract types than
one might suspect. Their purpose is to set the terms of someone’s employment. It
can cover services for hire, like consultants, dog walkers, distributors, sales reps
and independent contractors. When someone is fired, they are given a termination
agreement. Non-disclosure agreements are an employment contract intended to
protect companies from being liable for indiscreet employees. Non-compete
contracts protect a company for a select duration post-employment to avoid
valuable employees from being poached by a competitor. These are just a few
examples of employment contracts.

. General business agreements: These contracts cover all manner of
the business — from the formation of the company and partnerships involved
through to joint ventures and sale or purchase of stocks. In many businesses,
indemnity agreements and waiver of rights are important, as are non-disclosure
agreements issued to contractors and other third parties. General business
contracts can also include settlement agreements when resolving disputes.
Franchise contracts and even the agreement to sell the business would both be
considered common agreements.

. Property contracts: Leases may not be a frequent contract
businesses sign, but they’re among the most critical because a bad lease can
hamstring a business. Leases can cover everything from parking arrangements to
maintenance expectations and security deposits, and even whether pets are
allowed to visit let alone remain on the premises. When leasing for a business,
it’s important to know what the contract requires of the lessee for issues like
having tenant’s insurance, condition upkeep and property alterations.
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Lecture 5. INTERNATIONAL DIPLOMATIC DOCUMENTS:
TREATIES AND CONVENTIONS. AGREEMENTS

List of Issues Discussed:

1. Treaty: Specificity.
2. Agreement: Characteristics.
3. Social and Political Documents: Specificity of Translation.
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1. Treaty: Specificity

In international law and diplomatic practice the term "treaty" is used in two
senses. In a generic sense, it refers to all agreements between states which are of a
binding character, and in a restricted sense it refers to a title given to instruments
containing such international agreements. Instruments setting out agreements
between states bear different titles, such as Treaty, Agreement, Convention,
Protocol, Act, Declaration, Statute, Regulations, Provisions, Pact, Covenant,
Compromis, Accord, Arrangements, Modus Vivendi, Exchange of Notes and
Concordat.
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It 1s, however, not obligatory to give a title to an international agreement, as
agreements can be concluded even by exchange of letters or notes. Some of the
agreements are highly formal in character whilst others are not. The titles given to
international agreements have little significance from the legal point of view, as all
international agreements, by whatever name called, are equally binding in nature.
In diplomatic literature, the terms "treaty", "convention", and "protocol" are all
applied more or less indiscriminately to international agreements. Sometimes the
same instrument is designated in different places in its text by different terms.
There is no obvious explanation for this diversity of terminology.

International law prescribes neither the form nor the procedure for the
making of international engagements, and consequently their form depends upon
the will and convenience of the parties. In practice it is governed also by usage and
varies depending on whether agreement is reached between states, heads of state,
governments (increasingly used), or particular ministers or departments.

It is not every international instrument, however formal it may be, that
would be regarded as a treaty. Unless the instrument creates contractual obligations
between two or more states, the essential requirements of a treaty are not fulfilled.
The binding nature of treaty obligations is the oldest and doubtless the most
fundamental rule of international law.

Of all international engagements which are intended to have an obligatory
character the most important are "treaties", the term being derived from the French
traiter [L. tractare], which means “to negotiate”. The next most solemn type of
international engagement is the — conventionl, derived from the Latin word
convention meaning “agreement”. This term is frequently, though not necessarily,
employed in connection with agreements to which a large number of countries are
parties, and especially to agreements of the law-making type.

The treaty document covers the following parts:

1. The preamble containing: (a) a list of the heads of state in whose names
the treaty is concluded; (b) a list of plenipotentiaries; (¢) usually a statement of the
purposes and objectives of the treaty, sometimes accompanied by a recital of
principles and circumstances; (d) a declaration that the plenipotentiaries have the
necessary powers.

2. The text generally containing, in the form of numbered articles, the
respective agreements of the signatories. It also indicates: (a) the requirements for
bringing the treaty into force; (b) its duration; (c) the place where the exchange of
ratifications will take place.

3. The final clauses, specifying that the plenipotentiaries have signed the
treaty and have affixed their seals thereto, and including information on: (a) the
number of signed copies; (b) if in more than one language, the languages used, and
that each is equally authentic; (c) the place and date of signature.
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According to the importance of a treaty, the preamble can be more or less
enlarged. The statements in the final clauses are, on the contrary, usually identical.

The provisions of a treaty determine the manner in which and the date on
which the treaty enters into force. Where the treaty does not specify a date, there is
a presumption that the treaty is intended to come into force as soon as all the
negotiating states have consented to be bound by the treaty.

After a treaty is concluded, the written instruments, which provide formal
evidence of consent to be bound by ratification, accession, and so on, and also
reservations and other declarations, are placed in the custody of a depositary, who
may be one or more states, or an international organization. The depositary has
functions of considerable importance relating to matters of form, including
provision of information as to the time at which the treaty enters into force. The
United Nations Secretariat plays a significant role as depositary of multilateral
treaties.

As regards treaties, conventions, etc., these, when concluded between two
countries, are now ordinarily signed in two texts, viz., in the respective languages
of the two countries, though exceptions occur. In the case of treaties of a general
nature — multilateral treaties — concluded between many states, the usual practice
was to use French, but now French and English. Those concluded under the
auspices of the United Nations normally have texts in its official languages, all
equally authentic.

The authenticity of the text is established by means of the signatures of the
plenipotentiaries. It will depend on the circumstances whether signature alone is
sufficient to bring the treaty into force or whether some further step, such as
ratification, is necessary.

2. Agreement: Characteristics

The term «agreement», like the term «treaty» itself, is used in a number of
senses. In a generic sense, it covers any meeting of minds — in this case the minds
of two or more international persons. A distinction must always be drawn between
agreements intended to have an obligatory character (i. e. the assumption of legal
rights and duties) and agreements not intended to have such a character. In a
restricted sense, the term «agreement» means an agreement intended to have an
obligatory character but usually of a less formal nature than a treaty. Like treaties,
agreements in this restricted sense may be concluded between Heads of State,
between States or between Governments.

No doubt because of its general and relatively innocuous meaning,
«agreementy» is the term invariably used to describe understandings intended to
have an obligatory character concluded (a) between the United Nations and the
specialized agencies (including the “relationship agreements™ covered by Articles
57 and 63 of the Charter) and (b) between the specialized agencies themselves
(«inter-agency agreementsl).

54



A term substantially equivalent to «agreement» is «arrangement». The view
that an «agreement» implies an undertaking somewhat more definite than an
«arrangement is not believed to be correct. Other terms sometimes used instead of
«agreementy, though believed to be substantially similar, are: (a) memorandum of
understanding constituting an agreement; (b) understanding; (c) agreed joint
statement; (d) memorandum constituting an agreement; (e) joint declaration
constituting an agreement.

Sometimes agreements are concluded between a Government Department in
one country and a Government Department in another. It depends on the
circumstances whether such “interdepartmental agreements” are binding under
international law or whether they are merely private law contracts.

Agreements are frequently concluded by exchange of notes, sometimes
referred to as «lettersy». In such cases, the representative of one government sends
the representative of another government a note setting forth the arrangements
proposed or to be agreed upon. The reply agrees to and frequently repeats the terms
of the first note.

A temporary or working arrangement made in order to bridge over some
difficulty pending a permanent settlement is usually referred to as modus vivend;.
This type of a temporary arrangement is made in a most informal way and does not
require ratification. Commercial agreements of a temporary nature have often been
entered into in the form of a modus vivendi by the United States as well as Great
Britain.

Most agreements of a binding nature follow the same compositional design,
with some variation, as treaties and other international compacts. Generally
speaking, diplomats divide international agreements into three parts. The first one
is a preamble, which states the overall purpose of the act. The second part
embodies the substantive commitments undertaken by the parties and comprises
most of the «text». The third part is the «final forms», more or less stereotyped,
equivalent to the precautions that governments have been traditionally called to
take to guarantee juridical regularity of the negotiation and the qualification of the
plenipotentiaries, and the specifications of how the agreement shall be brought into
force, how it may be terminated and, sometimes, how it may be amended. This is
what is called the «protocolary» or «formal provisionsy.

2. Social and Political Documents: Specificity of Translation

When dealing with the documents which specify public regulations,
translators are to keep it mind that these kinds of documents have the definite
linguistic features. Thus, it is recommended that linguists should use the
appropriate translation techniques. Let us illustrate the principal approach to the
translation of official state documents with the help of the translation example (¢he
Constitution of the United States of America) into Ukrainian.
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Constitution of the United
States of America

11th March, 1861

PREAMBLE

We the People of the United States, in
Order to form a more perfect Union, establish
Justice, insure domestic Tranquility, provide
for the common defence, promote the general
Welfare, and secure the Blessings of Liberty to
ourselves and our Posterity, do ordain and
establish this Constitution for the United States
of America.

ARTICLE. L.

Section. 1.

All legislative Powers herein granted shall be
vested in a Congress of the United States,
which shall consist of a Senate and House of
Representatives.

Section. 2.

1. The House of Representatives shall be
composed of Members chosen every second
Year by the People of the several States, and
the Electors in each State shall have the
Qualifications requisite for Electors of the
most numerous Branch of the State
Legislature.

2. No Person shall be a Representative who
shall not have attained to the age of twenty-
five Years, and been seven Years a Citizen of
the United States, and who shall not, when
elected, be an Inhabitant of that State in which
he shall be chosen.

3. Representatives and direct Taxes shall be
apportioned among the several States which
may be included within this Union, according
to their respective Numbers, which shall be
determined by adding to the whole Number of
free Persons, including those bound to Service
for a Term of Years, and excluding Indians not
taxed, three fifths of all other Persons. The
actual Enumeration shall be made within three
Years after the first Meeting of the Congress of
the United States, and within every subsequent

Koncrurynia CnosyyeHux
TatiB AMepuku

11 Gepe3ns 1861 poky

INPEAMBYIJIA

Mpu, Hapon Cnonyuenux IlratiB, 3
METOI0  CTBOPEHHS JOCKOHAJIOr0  COIO3Y,
YCTaHOBUTHU MIpaBoOCYAI, 3a0e3neuuTu
BHYTPIIIHIM CIOKIHA, 3alpoBajuTU CHUIbHY
000pOHY, CIIPUSITH 3arajilbHOMy JT00poOyTy Ta
3a0e3neunTy HaM 1 HaIIMM HamajakaMm OJjara

CBOOOAM — BHJIAEMO 1 BCTAHOBIIIOEMO IIIO
Koncrurynito ans  Cnomydenux  Illraris
AMepukH.

CTATTA L.

Po3znin 1.

VYcs 3akoHOZaBYa BlaAa, 110 HAJAETHCSA UM,
Hanexuth Kourpecy Cnonyuenux Illraris,
skuii Mae ckianatucs 13 Cenary 1 [lamatm
MIPE/ICTaBHUKIB.

Po3zpin 2.

1. Tlajata mpeACTaBHUKIB Ma€ CKIATaTUCS 3
YJIEHIB, KOTPUX KOXKHI JIBa POKH OOHpaTUMe
HapoJl OKpPEMHUX IITATIB; BUOOPII B KOKHOMY

IITaTi IMOBHHHI  3aJ0BOJIBHATH  BUMOTH,
BCTaHOBJIEHI JJIsi BUOOPLIB HAMUMCIEHHIILIOTO
MPEACTaBHUIITBA  3aKOHOJABYMX  OpraHiB
HITaTYy.

2. IlpencraBHUKOM HE MOKe oOupaTucs ocoda,
sKa HE JOcAria BIKY ABAIISNTH M‘STH POKIB 1
He Oyma ciM  pOKIB  TpOMaJsiHUHOM
Cnonyuenux IITaTiB, a Takoxk ocoba, sika HE
MEUIKA€e y TOMY ILTaTi, Jie il O0upaTuMyTh.

3. KulbKicTh MpeCTaBHUKIB 1 MpsAM1 MOAATKU
MalTh PO3NOAUIATUCSA TMOMDK IITaTaMH, IO
YBIAAYTh Yy L€l CO103, BIANOBIAHO JIO IXHBOTO
HACEJICHHS, SIKa Ma€ BU3HAYaTUCS J10JaBaHHIM
70 3arajbHOi KUIBKOCT1 HasiBHUX BUIBHUX
JIOZIEN BKJIIOYHO 3 THMHU, XTO BiI0yBa€ MEBHI
TEPMIHU CITYKOH, 3a BUHSATKOM IHIIaHI[IB, SK1
HE OIIOJIATKOBYIOTHCS, TPbOX I'ITUX PELITH
oci0. DakTHYHUAN MIJPaxyHOK Mae
MIPOBOJUTHUCS. TMPOTATOM TPHOX POKIB MICIHS
nepuoi cecii Kourpecy Cnonyyenux IllTaris,
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Term of ten Years, in such Manner as they
shall by Law direct. The Number of
Representatives shall not exceed one for every
thirty Thousand, but each State shall have at
Least one Representative; and until such
enumeration shall be made, the State of New
Hampshire shall be entitled to chuse three,
Massachusetts  eight, Rhode-Island and
Providence Plantations one, Connecticut five,
NewYork six, New Jersey four, Pennsylvania
eight, Delaware one, Maryland six, Virginia
ten, North Carolina five, South Carolina five,
and Georgia three.

4.  When vacancies happen in the
Representation from any State, the Executive
Authority thereof shall issue Writs of Election
to fill such Vacancies.

5. The House of Representatives shall choose
their Speaker and other Officers; and shall
have the sole Power of Impeachment.

Section. 3.

1. The Senate of the United States shall be
composed of two Senators from each State,
chosen by the Legislature thereof, for six
Years; and each Senator shall have one Vote.

2. Immediately after they shall be assembled in
Consequence of the first Election, they shall be
divided as equally as may be into three
Classes. The Seats of the Senators of the first
Class shall be vacated at the Expiration of the
second Year, of the second Class at the
Expiration of the fourth Year, and of the third
Class at the Expiration of the sixth Year, so
that one third may be chosen every second
Year; and if Vacancies happen by Resignation,
or otherwise, during the Recess of the
Legislature of any State, the Executive thereof
may make temporary Appointments until the
next Meeting of the Legislature, which shall
then fill such Vacancies.

a MOTIM KOXXHUX HACTYMHHUX JIE€CATU POKIB Yy
crocid, ycTraHOBJIeHUM 3akOHOM. KilbKiCTh
MIPEJICTAaBHUKIB HE Ma€ MEPEBUIIYBATH OJHOTO
[Ipe/ICTaBHUKA Ha TPUILATH TUCAY MEIIKAHIIIB,
ajle KOKEH IITaT MOBMHEH MaTU INpUHANMHI
onHoro mpexactaBHuka. Jloku He Oyxe
miJpaxoBaHo HaceneHHs, wrat Herol emnmup
Ma€e MpaBO OOMpaTH TPbOX IPEICTABHUKIB,
Macauycerc — BiceMoOX, Pon-Aunena i
[Tnanranii [IpoBigenc - ogqHoro, KoHekTHKyT —
n'aThox, Helollopk — mricteox, Hero-Ixepci —
4oTUpBOX, [leHcunbBania — BicbMoOX, JlenaBep
— onHoro, Meputena — micTbox, BipriHis —
necsatbox, IliBHiuHa Kapomina — mn'aTbox,
[liBnenna Kapomina — n'arbox, xopmxis —
TPBOX.

4. Sxmo y mpeacTaBHUIITBI SIKOTOChH IITATy
3BUIBHUTBHCS BaKaHCiA, TO OpraHd BHUKOHABYOT
BJIaJM LIOTO LITATy MAIOTh BUIATU HaKa3 Mpo
BHOOpPHM Ha 3aCTYMHHUITBO IIi€l BaKaHTHOI
MOCa/Iu.

5. Tlamata mnpencTaBHUKIB 0OMpae CBOTO
CHIKEpa Ta IHIIMX YpPSAOBLIB, 1 TUIbKM i
HAJICKHUTHh TPAaBO  MEPECHiAyBaTH  BHIIUX
JIepKaBHUX YPSIOBIIB y Cy/l 3a IPOLETYPOIO
IMIIYMEHTY.

Po3zain 3.

1. Cenar Cnionyuenux llITaTiB Mae ckiamatucs
3 JIBOX CEHaTopiB B KOXHOIO IITATy,
o0paHMX 3aKOHOJABYMMM OpraHaMu IITAaTy Ha
TEPMIHOM Ha WIICTh  POKIB;  KOXXHOMY
CEHAaTOPOB1 HAJIEKUTh OJAUH T'OJIOC.

2. Konu cenaropu 30epyThCsi micis HEPLINX
BUOOPIB, BOHM MAalOTh HErailHO MOJUINTUCS Ha
TpU sikomora piBHi rpynu. CeHaTtopu nepuioi
TPy  3aJUIIAIOTHCS  HA  CBOIX  MICISX
IIPOTArOM JIBOX POKIB, CEHaTOPU APYroi rpynu
— TPOTATOM YOTUPHOX PpOKIB, 1 CEHATOpHU
TPETbOi TPYNU — MPOTSITOM WIECTH POKIB;
TakUM 4YHHOM, OJHa TPETHHA CEHaTOPIB
nepeoOMpaTUMEThCsl KOXKHI JIBa POKH; SIKIIO Y
Cenari 3BUIBHHUTHECA BakKaHCid BHACIIIOK
CMEpTI KOTPOTOCh CeHaTtopa abo uepe3 Oyiab-
SK1 1HIII TPUYUHY M1J Yac MepepBU y poOOTI
3aKOHOJ]ABYMX OpPraHiB BIANOBIIHOTO IUTATY,
TO BHUKOHAaBYl OpraH IbOTO IITAaTy MOXYTh
MPU3HAYUTH KOTOCh TUMYAacOBO Ha L0 Mocaay
JI0 HACTYMHOI cecii 3aKOHOAaBUYUX OpPraHiB, K1
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3. No Person shall be a Senator who shall not
have attained to the Age of thirty Years, and
been nine Years a Citizen of the United States,
and who shall not, when elected, be an
Inhabitant of that State for which he shall be
chosen.

4. The Vice President of the United States shall
be President of the Senate but shall have no
Vote, unless they be equally divided.

5. The Senate shall choose their other Officers,
and also a President pro tempore, in the
Absence of the Vice President, or when he
shall exercise the Office of President of the
United States.

6. The Senate shall have the sole Power to try
all Impeachments. When sitting for that
Purpose, they shall be on Oath or Affirmation.
When the President of the United States is
tried, the Chief Justice shall preside: And no
Person shall be convicted without the
Concurrence of two thirds of the Members
present.

7. Judgment in Cases of Impeachment shall not
extend further than to removal from Office,
and disqualification to hold and enjoy any
Office of honor, Trust or Profit under the
United States: but the Party convicted shall
nevertheless be liable and subject to
Indictment, Trial, Judgment and Punishment,
according to Law.

BXe  I010ar0Th 0o0iliMaHHA  TaKol

BaKaHTHOI ITOCaIH.

npo

3. CeHaTopoM He MOK€ 00MpaTUCs TOU, XTO HE
JOCATHYB BIKY TPUALSATH pPOKIB 1 He OyB
NeB'SITh POKIB TpomaasHUHOM CrosydeHux
[ItariB, a TakOX TOHW, XTO Ha Yac OOpaHHS HE
MEUIKA€e y TOMY ILITaTi, JIe 1oro 0OMpaTUMyTh.

4. Bine-npe3unent Cnonydenux llltariB mae
Oyrtu rosioBoro CeHary, ajie MpaBoO rojiocy BiH
Ma€ TUIBKH y TOMY BHIIQJKYy, KOJIM TOJIOCH
MPUCYTHIX MOAUISIOTHCS HABIILI.

5. Cenar oOupae pemTy CBOIX ypsIOBIIB, a
TaKOX CBOIO THMYacOBOI'O TOJIOBY Ha Yac
BiJICyTHOCTI Binenpesunenra, abo xonu Bire-
Npe3UJCHT BUKOHYe 000B'sa3ku IlpesuneHta
Cnonyuenux lITaris.

6. Titbku CeHaToBI HAIEKUTh  IPaBO
IMIOIYMEHTY BHIIMX JI€P)KaBHUX YPSAOBIIIB.
Cenar 3aciae 3 III€0 METOI, CEHATOpU
MOBUHHI CKJIacTH HpucAry abo BIINOBIIHE
nigrBep/ukeHHs. [lin vac po3rsiny crpaBu
[Ipesunenta  Cnomyyenux  IllrariB, TO
rojoByBatu Mae roinoBa Bepxosnoro Cyny.
Hixto He Moxke OyTH 3acy KEeHHUM, SKIIO 3a e
HE TMPOTOJIOCYIOTH JBlI TPETHUHH MPUCYTHIX
CEHaTopiB.

7. Y BUMajaKax IMIIYMEHTY BUILUX JEPHKABHUX
YPAIOBLIB MPHUCYA HE MOXKE IEpPEBUILYBAaTH
TaKOro MOKapaHHA, SIK YCYHEHHs 3 IOCaau 1
no30aBiieHHd IMpaBa 00lMMaTu  OyIb-SIKY
MIOYECHY, I'POMAJACHKY YM IUIaTHY IOCaay B
Crnonyuenux Ilrartax, ane ocoOy, miggaHy
IMIITYMEHTY HE 3BUIBHAIOTH BIJ
O0OBHHYBA4€HHS, CyJOBOTO PO3TIISAY, IPUCYILY
1 KapH 3T1JIHO 13 3aKOHOM.

A translator is to keep to appropriate patterns of lexical and grammatical
structures within the frames as well as pay specific attention to translation of
standard terms, cliché and set phrases in the texts.
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Lecture 6. TRANSLATION TECHNIQUES. GENERALITIES

List of Issues Discussed:

1. Basic Translation Devices.
2. Transformation in the Process of Translation.
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1. Basic Translation Devices

The basic set of translation devices (a kind of ‘translator’s tool kit’) usually
comprises partitioning and integration of sentences, transposition of sentence part,
replacement, addition and omission of words and word combinations as well as a
special type of transformations called antonymous translation.

m Partitioning is either replacing in translation of a source sentence by two
or more target ones or converting a simple source sentence into a compound or
complex target one.

One is to distinguish between inner partitioning (conversion of a simple
sentence into a compound or complex one) and outer partitioning (division of a
sentence into two or more).  Inner partitioning is used when translating English
verbal complexes into Ukrainian:

59



Come along and see me play one evening. — [Ipuxoov konu-ne6yow yseuepi
— nobauuuw, 5K 5 2paro.
I want you to listen to this song. — 51 xoudy, 1100 TH MOCTyXaB ITIO MICHIO.

When translating from English into Ukrainian outer partitioning (unlike
inner) is more a matter of personal translator’s choice based on the proper account
of stylistic and genre peculiarities and communication intent of both the source text
and its translation. While using outer partitioning the translator divides a SL
sentence into two or more. Quter partitioning is out of the question in case of
translating official legal or diplomatic documents (laws, contracts, memos, etc.)
but it becomes a totally justified translation option in consecutive translation of a
long and complex sentence:

There was a real game too, not a party game played in the old school hall
and invented by my eldest brother Herbert, who was always of an adventurous
character until he was changed by the continual and sometimes shameful
failures of his adult life. — byna i cnpasoicus, a He caloHHa epa, 8 Ky MU epaiu 8
akmosomy 3ani cmapoi wxonu. Lo epy eueadas miti cmapwuii opam I'epbepm —
JIIOOUHA BUHAXIONUBA | CXUNbHA 00 BCLIAKUX Npuecod, O0OKU NOCMIUHI | Yacom
2anebHi He2apazou 00POCI020 HCUMMS He SMIHUTU U020 80aY).

m [ntegration is the opposite of partitioning, it implies combining two or
(seldom) more source sentences into one target sentence. Generally, integration is a
translation device wholly depending on stylistic peculiarities and communication
intent of the text being translated. In oral translation, however, integration may be
a text compression tool, when an interpreter is to reduce the exuberant elements of
the source text to keep in pace with the speaker:

Onena @inin’cea nrooumo yci ceoi poni. Axkuwo AKycwv i3 Hux 00620 He
manure — nouunae cymyeamu. — Olena Filip’eva loves all her roles and even
misses them should too much time pass without performing them.

m Transposition is a peculiar variety of inner partitioning in translation
meaning a change in the order of the target sentence syntactic elements (Subject,
Predicate, Object, etc.) as compared with that of the source sentence dictated either
by peculiarities of the target language syntax or by the communication intent:

“The fight will be boarding at Gate 17 in about fifteen minutes,” the girl
added with a smile. — “lIpubnusno 3a n’smuaoyame XeuiuH Ha yel peic Oyoe
nocaoka 6ins 6uxody Homep 17,” — nocmixarouucs, 0ooana OisuuHa.

m Replacement is any change in the target text at the morphological, lexical
and syntactic level of the language when the elements of certain source paradigms
are replaced by different elements of target paradigms:
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No sooner did he start his speech than the President was interrupted. — He
gcmue npe3udeHm posnodamu NpomMo8y, K 1020 nepepeau.

The replacements are necessary because English and Ukrainian possess
different language systems. The following basic types of replacements are
observed in English-Ukrainian translation:

1) replacement of noun number and verb tense and voice paradigms, e.g.
replacing singular form by plural and vice versa; replacement of active voice by
passive; replacement of future by present, past by present, etc.;

2) replacement of parts of speech (the most common is replacing Ukrainian
nouns by English verbs when translating into English);

3) replacement in translation of a negative statement by an affirmative one —
this is an efficient device called antonymous translation.

m Additions in translation is a device intended for the compensation of
structural elements implicitly present in the source text or paradigm forms missing
in the target language.

Additions in translation from English into Ukrainian stem from the
differences in the syntactic and semantic structure of these languages. In English,
being an analytical language the syntactic and semantic relations are often
implicitly expressed through order of syntactic elements and context environment
whereas in predominantly synthetic Ukrainian these relations are explicit
(expressed in relevant words). When translating from English into Ukrainian a
translator is to visualize the implicit objects and relations through additions. So-
called ‘noun clusters’ frequently encountered in newspaper language are especially
rich in ‘hidden’ syntactic and semantic information to be visualized by addition in
translation:

Green Party federal election money — epowi Ilapmii 3enenux, npusHadeni
Ha eubopu Ha hedepaibHOMY pDiGHI;

fuel tax protests — npomecmu, nog’sa3ami 3 NiOGUWEHHAM NOOAMK) HA
nanueo;

peer-bonded goods — ToBapu, po3paxoBaHi Ha CIIOKUBAaHHSI TIEBHOIO
BIKOBOIO TPYTIOI0.

m Omission is the reduction of the elements of the source text considered
redundant from the viewpoint of the target language structural patterns and
stylistics.

Omission is the opposite of addition — to understand it consider the literal
translation into English of the above noun clusters from their Ukrainian translation
and compare these translations with the original English text:

Green Party federal election money — epowsi [lapmii 3enenux, npusHayeri Ha
subopu Ha gedepanvrnomy pieni — Green Party money intended for the elections at
the federal level,
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fuel tax protests — npomecmu, no8’s3ami 3 NIOBUWEHHAM HNOOAMK)Y HA
nanueo — protests related to the increase of the fuel tax;

peer-bonded goods — mosapu, po3paxoani HA CNONCUBAHH NEBHOIO
8iK08010 epynoio — goods designed for use by certain age groups.

Furthermore, the meaning of their constituents being the same, a number of
expressions do not require translation into Ukrainian in full, e.g., null and void —
HeOlliCHULI.

So, as one can see, proper omissions are important and necessary translation
devices rather than translator’s faults as some still tend to believe.

2. Transformation in the Process of Translation

By translator’s transformations are meant such major and minor alterations
in the structural form of language units performed with the aim of achieving
faithfulness in translation. Not all sense units need to be structurally transformed in
the process of translation, a considerable number of them are transplanted to the
target language in the form, meaning and structure of the original, i.e., unchanged
or little changed, and namely:

1) most of genuine internationalisms, some idiomatic expressions, culturally
biased notions: computerization — xomn’romepusayis; democratic system —
demoxkpamuyna cucmema, finite la commedia — ¢hinima 1 KomeOdis (0iny KiHeyw),
veni, vidi, vici — nputiuos, nobayus, nepemie, etc.;

2) many loan internationalisms which maintain in the target language the
same meaning and often the same structural form but have a different phonetic
structure  (sounding):  agreement/concord  (gram.) — = Y32000iCeHHS;
adjoinment/juxtaposition — npunseanus, standard of living — scummeguii pigeno,
etc.;

3) almost all proper nouns of various subclasses (names of people, family
names and geographical names, etc.): Cronin — Kpouin, Newton — Hotomon, Ohio
— Qeaiio, General Motors Corp. — xopnopayis “‘/[pcenepan Momops”, etc.

Some proper names and family names, as well as geographical names,
names of companies/corporations, firms, titles of newspapers, magazines/ journals
do not always completely retain their source language form in the target language,
e.g.. Lorraine — Jlomapunein, Munich — Mwonxen, Charles V — koponv Kapn
IT’smuii, Boston Globe and Mail — Bocmouceka 2azema “Inoy6 eno meiin”, etc.
Such proper nouns acquire in the target language a somewhat different sounding
and additional explication, which often extend their structure as compared with
that in the source language (Reuters — ingopmayivine acenmcmeo Benukoi
bpumanii “Petimep”).

A considerable number of various different proper nouns do not maintain
their form or structure due to the historic tradition or because of the lack of the

62



corresponding sounds in the target language: Bapwasa — Warsaw, Xapxie —
Kharkiv, etc.

Different alterations and changes constantly take place in the process of
translation both at word level and at syntactic level. Translation of sense units at
the language level, hence, represents a process of constant transformations. The
most regular of these are the following two:

1) ‘inner’ or implicit transformations taking place at the lexical/semantic
level of the target language as compared with the corresponding source language
units;

2) ‘outer’ or explicit transformations causing some alterations in the target
language as compared with the structure of the corresponding sense units of the
source language units.

A vivid illustration of inner transformation is realized in genuine
internationalisms through their synonymous or polysemantic meanings. For
example, the noun icon apart from its direct Ukrainian meaning ixona may have
some in some context also the meanings 306pasicenns, nopmpem, cmamys.

Sometimes the meaning (‘inner form’) of an internationalisms or any other
language unit may be absolutely unexpected: national — 1. nayionanvnuii; 2.
HapooHutl, depxcasnuii. Therefore, inner or implicit transformations disclose the
semantic potential of the source language units in the target language.

The outer/explicit transformation is performed in the process of translation
practically of any type of the source language unit; already the change of the
Roman type for the Ukrainian or Arabic one presents an explicit or outer
transformation (/Ie6ieé — Lviv, Yon - Chop).

A kind of combined explicit and implicit transformation may sometimes take
place too. Thus, the proper name John may have three outer/contextual explicit
realizations of its implicit meanings in Ukrainian: 1. [owcon as in [owcon byns,
IDicon Kimc; 2. Isan as in Pope John Paul Il — nana lean Ilasno /pyeuii; 3. loann
as in John the Baptist — loann Xpecmumenns.

Outer/explicit transformations may sometimes change the structural form of
the sense unit under translation. Thus, the noun the Hebrides becomes I'e6puncbki
octpoBH, and vice versa: some Ukrainian and English wordgroups, proper names
are transformed in the target language into single words: Ypanscoki copu — the
Urals, the Antarctic Continent — Anmapxmuxa, the Arctic Region — Apkmuxa, etc.

A peculiar type of outer transformation is observed at the phonetic/
phonological level. The outer transformation in this case finds its expression in
adopting the spelling and sounding forms of the lexical units of the source
language to the corresponding target language phonetic/phonological system,
which usually differs from that of the source language. For example: assembly
[o'sembli] — acambmes, ceremony ['serrmoni] — 1epeMoHis, discussion
[d1'ska[(9)n] — nuckycis, etc.
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A lot of language units have either completely or partly changed their outer
form according to the requirements of the target language: bachelor — 6axanasp,
charter — xapmis, therapeutic — mepanesmuunuii, etc.

Outer (structural) and inner (lexico-semantic) transformations are often
resorted to when rendering the meaning of specific notions of national lexicon,
namely:

1) when a single-word notion of the source language is translated by means
of a single word (when the notions are internationalism): mister, miss, barter,
etc. — micmep, mic, bapmep, TOIIO.

2) when a word-group notion is conveyed through a common word: Lord
Harry — wopm/uopmska, for ever and ever — nazasaxcou/nasiku, to turn one’s way —
3HuxHymu (emexmu).  3) when a word-group structure of a specific source
language notion is rendered through a sentence structure: Nosy Porker —
JI0OUHA/motl w0 empyyacmuvcs 6 uyouci cnpasu, doctor Fell — nmoouna, wo
BUKTIUKAE 00 cebe aHmunamiro.

Complete transformations are often performed when rendering the meaning
of idiomatic expressions, especially of those based on specific notions of the
national lexicon: the Dutch have captured Holland — ye eci 3naioms, ye 6cim
gioomo (nop. “siokpus Amepuxy”); Queen Ann is dead — ye eice cmape/ye 6oice
yyau, or in Ukrainian: kypsam na cmix — for cats and dogs to laugh at, etc.
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Lecture 7. BUSINESS COMMUNICATION. TRANSLATION
PECULIARITIES

List of Issues Discussed:

1. Strategies of Business English Translation from the Perspective of
Functional Equivalence.

2. Business Communication. Translation Peculiarities: GRAMMAR.

3. Business Communication. Translation Peculiarities: LEXIS.

3.1. Conveying the Names of Companies, Corporations, Firms.
3.2. Units of International Lexicon and Ways of Rendering their
Meaning and Lingual Form.
3.2.1. Ways of Conveying the Lexical Meaning of Genuine
Internationalisms.
3.2.2. Translation of Loan Internationalisms.

3.3. Ways of Rendering the Meaning of Nationally Biased Units of
Lexicon.
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1. Strategies of Business English Translation from the Perspective of
Functional Equivalence

Business English translation owns very specific manners and styles. And
in this context scientific researches indicate that Nida’s theory of functional
equivalence can be best applied in business English translation and functional
equivalence can be achieved.

Nida’s Functional Equivalence Nida’s most notable contribution to
translation theory is Functional Equivalence, which is also well known as
Dynamic Equivalence. Nida’s Functional Equivalence theory is often held in
opposition to the views of philologists who maintain that an understanding of
the source text (ST) can be achieved by assessing the inter-animation of words
on the page, and that meaning is self-contained within the text (i.e. much more
focused on achieving semantic equivalence). This theory, along with other
theories of correspondence in translating, are elaborated in his essay where
Nida states that “no two languages are identical, either in the meanings given to
corresponding symbols or in the ways in which symbols are arranged in phrases
and sentences, it stands to reason that there can be no absolute correspondence
between languages. Hence, there can be no fully exact translations.” While the
impact of translation may be close to the original, there can be no identity in
detail. Nida then sets forth the differences in translation, as he would account
for it, within three basic factors:

1) The nature of the message: in some messages the content is of primary
consideration, and in others the form must be given a higher priority.

2) The purpose of the author and of the translator: to give information on
both form and content; to aim at full intelligibility of the reader so he/she may
understand the full implications of the message; for imperative purposes that
aim at not just understanding the translation but also at ensuring no
misunderstanding of the translation.

3) The type of audience: prospective audiences differ both in decoding
ability and in potential interest. Nida brings in the reminder that while there are
no such things as “identical equivalents” in translating, what one must seek to
do is to find the “closest natural equivalent”.

Here he identifies two basic orientations in translating based on two
different types of equivalence: Formal Equivalence (F-E) and Dynamic
Equivalence (D-E).

* F-E focuses attention on the message itself, in both form and content.

Such translations then would be concerned with such correspondences as poetry to
poetry, sentence to sentence, and concept to concept. Such a formal orientation that
typifies this type of structural equivalence is called a “gloss translation” in which
the translator aims at reproducing as literally and meaningfully as possible the
form and content of the original. The principles governing an F-E translation
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would then be: reproduction of grammatical units; consistency in word usage; and
meanings in terms of the source context.

* D-E on the other hand aims at complete “naturalness” of expression. A
D-E translation is directed primarily towards equivalence of response rather than
equivalence of form. The relationship between the target language receptor and
message should be substantially the same as that which existed between the
original (source language) receptors and the message. The principles governing a
D-E translation then would be: conformance of a translation to the receptor
language and culture as a whole; and the translation must be in accordance with the
context of the message which involves the stylistic selection and arrangement of
message constituents.

Dynamic equivalence includes four aspects:

1) Lexical equivalence: The meaning of a word lies in its usage in
language. In translation practice, what confuses us is how to find the corresponding
meaning in the target language.

2) Syntactic equivalence: It deals with sentence structure and grammar,
such as number, gender, tense, which is more complicated than lexical
equivalence.

3) Textual equivalence: It aims to achieve passage equivalence, in which
language is not the unique element to be considered, how the language represents
meaning and performs its function in a specific context matter most.

4) Stylistic equivalence: Different stylistic works have different language
features. Achieving stylistic equivalence needs good mastery of both source
language and target language. Different language styles represent different culture
elements.

Among these four aspects, Nida believes that the meaning is the most
important, followed by the form.

From one Language to another, the expression dynamic equivalence was
replaced by functional equivalence. But essentially there are not too many
differences between the two concepts.

Strategies for Achieving Functional Equivalence in Meaning The most
important principle of business English translation from the perspective of
functional equivalence is that two kinds of languages should be equivalent in the
meaning. The process of translation from original language to target language by
three stages as Nida said: firstly, builds a code; secondly, operates the code; and
thirdly, how to relate the two language codes.

Nida’s functional equivalence theory requests that the target reader has the
same effect on the translation with the original reader on the original version. As
Newmark said, “Translation attempts to produce on its readers an effect as close as
possible to that obtained on the readers of the original.”

In business English translation from the perspective of functional
equivalence, translators pay attention to aim at the equivalent language rather than
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the same language. In this sense, translators are supposed to remember that the
most important thing for business English translation is the meaning of the original
version.

In order to achieve functional equivalence in meaning, we should reach
functional equivalence in two aspects: lexical level and syntactical level.

Strategies at Lexical Level
1) Selecting the word’s meaning based on part of speech (As is known to
us, many English words have different parts of speech. Different parts of speeches
often have different meanings. When we translate business English, it is better to
identify the part of speech of the word in the sentence, and then select the
appropriate meaning based on part of speech of this word. There are some

examples as followed:

(1) If a particular cargo is partially damaged, the damage is called particular average.

(2) It’s obvious that the products are below average quality.

As for “average”, in Sentence (1) it is a noun in which “particular average” means “a
partial loss in marine insurance”. However, in Sentence (2) it is an adjective, which means “the
usual level or amount for most people or things”.

(3) We had like to inform you that our counter sample will be sent to you by DHL by
the end of this week. After you have confirmed it ASAP, we can start mass production.

(4) Payment will be made by a 100% confirmed, irrevocable Letter of Credit, available
by sight draft.

As for “confirmed”, in Sentence (3) it is a verb, which means “to make a position, an
agreement”; in Sentence (4) it is an adjective, which means “underbond”.

2) Taking account of context and lexical collocation (Taking account of
context and lexical collocation is also an important strategy to reach equivalence in
the meaning at lexical level. When we translate business English materials, context
and lexical collocation influence the word’s meaning a lot. A word in English often
contains more than one meaning, but there is only one meaning in the specific
context. And this meaning of existence depends on its context or lexical
collocation. Therefore, whatever we translate business English to Ukrainian or
translate Ukrainian to English, it is necessary to determine the target language
phrase match according to the content or style adjacent. There are some examples
below:

(1) Routine duties of the joint venture company are to be discharged by the
general manager appointed by the Board of directors.

(2) Party B agrees that the expiration of this license shall not discharge party B
from its obligation.

As for “discharge”, it means “carrying out one’s duty in Sentence (1), and
“releasing one party from the terms of a contract” in Sentence (2).

(3) We are glad to say that just now the market is in a very strong position.

(4) Cotton and silk blouses made in China enjoy a good market in North Africa.

As for “market”, it means “market quotation” in Sentence (3). When it appears in
the phrase “a good market” in Sentence (4), we will translate “good selling”.

68



3) Negative There are huge differences in the expression style between
Ukrainian and English. Therefore, it is not the same when negative meaning is
expressed in Ukrainian and English. Sometimes it is necessary for translators to
translate some affirmative sentences into negative ones or on the contrary.

Strategies at Syntactic Level When translating sentences in business
English, based on the syntactic features of business English, we should firstly pay
attention to translate long sentences, passive voice sentences and established
sentence patterns.

1) Division for long sentence Because of the features of business
English, long sentence takes a large proportion in business English. Here the
author stresses that division is to divide the long sentence into several independent
short sentences which are connected by logic relations and context, not by
grammar marks according to Ukrainian practice. What is the most important is that
translators must understand the original language clearly. And then it is possible
for them to translate a long English sentence into short Ukrainian sentences.
Practice with the translation of the examples given below:

- During the 1950s China exported agricultural products to the USSR
and East European countries in return for manufactured goods and the capital
equipment required for the country’s industrialization program which places
emphasis on the development of heavy industry.

- In the event that one or both parties fail to fulfill or perform any of
the duties provided hereunder on account of Force Majeure, the party (or both
parties) shall inform the other party (or each other) of the matter immediately and
provided the case is duly verified by the competent authorities, they may delay in
performance of or make non-performance of the relevant contract obligations
herein.

- That was a principle that Apple tragically failed to understand when
it backed off from licensing its graphic computer interface, assuring that its market
share would be savaged by Microsoft’s more open Windows operating system.

In these three cases, the translator is advices to divide the long and
complex sentences into short Ukrainian sentences to help the reader to better
understand the meaning.

2) Passive voice

3) Use settled sentence for established sentence patterns In business
English, there are many sentence models, which can improve the efficiency of
business communication and make one party feel the other party’s politeness.
Practice with the translation of the examples given below:

- Please accept our thanks for the trouble you have taken.

- We will spare no efforts in endeavoring to be of service to you.

- It will be greatly appreciated if you will kindly send us your samples.

- We tender you our sincere thanks for your generous treatment of us
in this affair.

- We should be grateful for your trial order.
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Strategies for Achieving Functional Equivalence in Style Nida thought that
functional equivalence in the meaning and functional equivalence in style are the
two main factors for business English translation. A successful translator needs to
reach equivalence both in meaning and in style.

Translated Text Should Be Formal Qing Xiubai proposes five varieties of
style. They are: the frozen style, the formal style, the consultative style, the casual
style and the intimate style. We know business English belongs to formal style, so
in order to achieve equivalence in style, the target language should be formal.

Study the following example:

1. Subject of the Contract

1.1. The Seller has sold and the Buyer has
bought the machinery, equipment, materials,
and services ("Equipment") as listed in
Appendix 1 being an integral part of this
Contract.

2. Prices and Total Value of the Contract 2.1.
The Total Contract Value is as follows:
Equipment and engineering FOB U.K. port +
documentation £

Supervision, start-up and training £

Spare and wear parts £

Freight £

Total price CIF Odessa £

Discount £

Total Contract Value £

2.2. The prices are understood to be CIF
Odessa including cost of packing, marking,
loading on board a ship, stowing and fastening
the equipment in the hold, and the cost of the
materials used for this purpose.

2.3. The prices are firm for the duration of the
Contract and shall not be subject to any
revision except on account of any mutually
agreed changes or modifications to equipment
specification and/or quantities listed in
Appendix 1 to this Contract.

3. Time of Delivery

3.1. The Equipment specified in Appendix 1
of the present Contract is to be delivered
within two (2) months from the date of
opening the Letter of Credit specified in
Clause 4.1 of this Contract.

1. Ilpeomem Koumpaxmy

1.1. IIpomaBeusr nmpoxnas, a llokymeup Kynus
MaIlliHH, OOJagHAHHS, MaTepiaau 1 MOCIyrd
("O6namgnanns"), nepepaxosani y Jlomatky 1,
SKAA € HEBII'€MHOI YaCTUHOK  IIHOTO
Kontpakry.

2. Linu i 3aeanvna cyma Konmpaxmy

2.1. 3aranpna cyma KoHTpakTy Cckianae:
Ob6nanHanHg 1 TexHika Ha ymoBax FOB (mopr
BenukoOpuranii) +mokymenTamis £
CynpoBiz, 3amycK 1 NiATOTOBKA epcoHan £
3anacHi 1 3HOITyBaH1 aeTtami £
OpaxrcynHa £

3aranbHa cyma Ha ymoBax CIF Opeca £
3umkka £

3aranbHa cyma Kontpakty £

2.2. Uiam po3zpaxoBytotbcsi Ha ymoBax CIF
Opeca, BKIIOYAIOYM BapTICTh  YHaKOBKH,
MapKyBaHHsI, 3aBaHTa)XEHHS Ha OOPT cyHa,
PO3MIILIEHHS 1 KPIIUIEHHS B TPIOMI, a TaKOX
BapTICTh MarepialliB, SIKI BUKOPUCTOBYIOTHCS
IUTS I1€] METH.

2.3. IiHm  3agumamTbCd  HE3MIHHHUMHU
poTaroM Bcboro crpoky naii Konrtpakry 1
MOXYTb OYTH MEpErjsHyTI JUIIE Y BUMAJIKY
B3a€EMHO MOTOJDKEHUX 3MIH Yy creuudikarii
oOnanHaHHsA abo ¥oro monaudikaiii, a TaKox
3MIH KUIBKOCTI MOT0 CKJIAJOBHUX YAacCTHH,
BKazaHux y JJomatky 1 mo mporo KonTpakry.

3. Cmpoxk nocmasku

3.1. O6nagnanus, nepepaxosane y Jonarky 1
no pa"oro KouTpakTty, mnoBUHHO OyTu
[IOCTaBJIEHE MPOTArOM JBOX (2) MicsmiB 3
MOMEHTY BIIKpPUTTSl aKpPEIUTHBY, BKa3aHOTO y
n.4.1 nanoro Konrpaxry.
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3.2. The delivery date is understood to be the | 3.2. Hatoro MOCTaBKH OO6namHanHs
date of the clean Bill of Lading issued in the | BBaxaeThcs naTa BHIa41 YUCTOTO
name of the Buyer, destination Odessa, | koHOCamMeHTa 13 BKa3iBKoro iMeHi [lokymis i
Ukraine. KIHIIEBOTO TMOpTy mnpusHadeHHs — Ogeca,
VYkpaina.

In international trade, in order to avoid confusion and unnecessary
ideological controversy between two parties, the legal documents should be very
formal.

Translated Text Should Be Courteous Courtesy is one of the important
stylistic features of practical business English. In fact, courtesy plays an important
role in the whole business process. It is vital to help to give a good impression on
each other, and to deepen a friendship, and to reinforce a business relationship or
establish new business. In order to convey two party’s sincere, translator should
keep this sincere in the translation. Practice with the translation of the examples
given below:

- We should be grateful if you would revise the invoice and let us have a
correct copy.

- We wish we could accept your counter-offer but unfortunately the price
quoted by us is quite realistic, we cannot do so.

- Would you please send us your catalogue together with detailed offer?

- We hope to enlarge our trade with your country and intend to grant you a
4% discount.

- I am really sorry that our products can hardly satisfy your requirement.

In international trade, in order to maintain relationship between two parties,
keeping courtesy is an important strategy.

Strategies for Achieving Functional Equivalence in Culture The stuff above
discusses how to achieve functional equivalence in meaning and in style. But these
are basic requirements in business English translation. Functional equivalence in
culture is at a deeper level.

As a translator, we are supposed to pay special attention to cultural factors in
the original language text and strives to preserve them in the target language text
from the original cultural messages as much as possible. It is very difficult to
achieve functional equivalence in culture totally. In order to try the best to achieve
functional equivalence in culture, translators must have a good knowledge of
history and background of the original language and the target language. Practice
with the translation of the examples given below:

- Keep Dry. (Note: Packaging is an important section of business and trade
activities. Packing terms can give appropriate guidance for people in the operating
process to load and unload, to transport, to store and to sell. Therefore, translation
of packaging terms is essential. In English-speaking countries, people are
accustomed to use imperative sentences.)

- Apple think different! (Note: In 1997, Steve Jobs returned to Apple as CEO
and introduced the famous advertisement “Apple Think Different” to pass Apple’s
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values. Who thinks different are those with independent thinking; those who have
the courage to abandon maverick vision; those who are willing to learn new things
with an empty mentality; those who are willing to pursue personal goals and make
unremitting efforts of the people; those people who want to change the world.
Actually, “Thinking different” has become pursuit of American youth nowadays.
As for them, thinking different from the others is really wonderful.)

2. Business Communication. Translation Peculiarities: GRAMMAR

The main task of the translator is to pass integrally and exactly the facilities
of other language maintenance of original text trying to save its stylistic and
expressive features. Under «integrity» of translation we mean the combination of
manner and matter on a new linguistic basis. If the criterion of translation accuracy
is an identity of information, which is reported on different languages, then it is
possible to acknowledge the translation, which passes this information by
equivalent facilities only, the right one. In other words, unlike rendering,
translation must pass not only what is expressed by the original oral or written text,
but also how it is expressed in it.

Being interested in translation of scientific and technical literature the
translator must remember that every term must get its formal equivalent. The
requirement of necessary translation of every term, certainly, does not provide for
that every foreign word must be translated by one Ukrainian word. The equivalent
of one-word term can be a permanent combination of words and so on.

As E.F. Skorokhodko says that there is not a necessity to use absolute
equivalents in the variety of cases. If the meaning of concept, which is expressed
by a term that is translated, is partly represented in text, then replacement of
absolute equivalent into the relative one is then assumed. Under a relative
equivalent we mean a term, which expresses a concept, allied relatively to the
concept, expressed by a term which is translated. Certainly, a relative equivalent
can be used only in such context which would allow to pick up thread of the
specific signs of object. Relative equivalents, usually, are applied in case when an
absolute equivalent appears too bulky. For example, by the absolute equivalent of
the English term «share-without par value» is «akiisi 6e3 HOMIHaJIBHOI BapTOCTI»,
and the action simply can be relative (if a context allows it).  Sometimes, through
the whole text some foreign term has some unusual meaning — more narrow, that
expresses some specific concept. In this case it is possible to use the Ukrainian
term which would express this specific concept in translation. It is possible to
name such Ukrainian term, which corresponds contextual, not vocabulary,
meaning of translation object, a partial equivalent of the letter. Possibility of the
use of partial equivalent is determined by a wide context — article, text, the unit of
book or dissertation, etc.

Let’s consider the most wide group of terms, namely those which were
created by the change of meanings of ordinary words (with the use of internal
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resources of language). Binomial combinations of words, or the terms to which
two momentous words are included, belong, mainly, to such structural types:

— noun + noun (the biggest group): conglomerate merger, stock merger,
index misery, land agent, insurance agent, excise duty;,

— preposition + noun (second group accordingly to the quantity of
constituents): horizontal merger, defensive merger, industrial output, marine
insurance, green audit, foreign loan, personal loan, budgetary committee, gross
product, domestic currency, unconvertible currency;

— noun + preposition + noun: rate of exchange, export of capital, emission of
banknotes;

— Past Participle + noun: blocked account, listed company, deferred share,
issued capital, uncalled capital,

— Present Participle + noun: working capital, operating asset, wasting asset,
managing agent,

—a noun in the form of Possessive Case + noun: Lloyd’s Register.

The examples of trinomial combinations of words are: choice of marketing
means, forced rate of exchange, paid letter of credit, consumer price index, etc.
Word combinations with two adjectives are also widespread, for example: free
economic zone, International Monetary Fund, gross domestic product.

E.F. Skorokhodko distinguishes two types of multicomponent terms. It can
be explained by making such examples, as «gold rush» and «rush for gold». Both
terms have the same meaning — «3osi0Ta nuxomanka». However their grammatical
structure differs. The first term hasn’t any grammatical means of connection which
would express grammatical connection between the components of term. The
second term is built in a different way — the preposition «for», which expressly
specifies the semantic connection of nouns, is used here. For a greater clearness
let’s make another example: «price fixing» and «fixing of prices» (KOHTpoOJb 3a
minamu). Pay attention that it can interpret the first term variously and, for lack of
the proper knowledge, translate it, as, say, «kKOHTPOJIb YOTO-HEOYAb 32 JOIMOMOTOIO
1iny», that would be, certainly, wrong.

In the process of work a translator can run into considerable difficulties,
constrained, mainly, with the ambiguousness of term, possibility to interpret his
meaning variously. One must pay attention to what does the determining
component of difficult word represent: qualitative signs of object, phenomenon
and so on, or the relations of linking, that connect different objects. The first case
can create certain problems for the interpreter, because a determining component
can be used for description of different sides of connection of difficult term
elements. For example, in the English term «bank control» the first component can
express a management method, then a term will mean «management by a bank,
bank managementy», and can express a management object, then translation will be
«YTIpaBIIiHHS OAHKOM).

Translation of terms with a determining component which expresses the sign
of belonging, on the whole, does not cause difficulties during translation, if the
meaning of components of difficult word is known. So, for example, knowing that
«stocky is «akiioHepHUH KamiTaimy, and «market» is «puHOK», it is not difficult to
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guess, that «stock markety means «punok akiiit» (in more wide sense — «pUHOK
I[IHHKUX TarepiBy).

Thus, a translator always must pay attention to the proper explanation of
terms, and also to what relationships are between the object and the determining
component of difficult word: attitudes of belonging toward the object of
terminology or such which represent high-quality signs of the letter.

There are plenty of abbreviations in the English financial documents. An
increase in amount of abbreviations which find their application in scientific
literature is the fully appropriate phenomenon. Difficult terms need abbreviation by
one or another way.

E.F. Skorokhodko writes that according to their application terms can be
divided into two groups: text abbreviations and abbreviations of terminology. The
first are used by one or a few authors, thus in every special case (for example, in
every book, article) they are necessarily explained by authors or in text, or in foot-
notes (otherwise it is not impossible to understand their content). Terminological
abbreviations are current, synonymous brief variants of standard terms (they, as a
rule, are clear for the specialists in this area of knowledge).

First of all let’s find out what structural types of abbreviations we know: a)
letter abbreviations; b) component abbreviations; ¢) partial abbreviations which
consist of a letter or complete word; d) mixed abbreviations which consist of
letters and syllables; e) numeral abbreviations, which consist of letters, words or
syllables and numbers; f) abridged words.

The letter terminology abbreviations in English are pronounced either as the
names of letters which make abbreviation, or as a word which consists of these
letters. To the first group belong, for example, such abbreviations as mge —
mortgage — «3acmasay;, IMT — immediately — «necauinoy, ins — insurance —
«cmpaxyeanmsy, j — joint — «cninvnuily, K.D. — knock down — «minimanvna yina
Ha aykyiouiy, Jsb — joint stock bank — «axyionepnuii 6anxy», b. r. — bank rate —
«3anikoea cmaexa oOaukyy;, l.&d. — loss and damage — «30umku npu
mpancnopmysantiy and so on.

There are such cases, when the meaning of abbreviation can be found out
only after orthographic design of abbreviation. For example, let’s take such pairs
of abbreviations: bd. — bond — «obnicayiay; B/d — brought clown — «3Hudsiceruil»
(about a price).

From the examples given above we can see that even abbreviations in the
English financial vocabulary have such quality, as a polysemy. Orthographic
design of abbreviation of the same term can be different. For example: J.4. and
J/An express the the same concept of joint account — «CIUIBHUN PaXyHOK.

It is possible to make examples of partial abbreviations: e-commerce
(commercial activity with exceptional application of the electronic systems), e-
broker (broker which works with clients through the Internet), F. T. Index
(industrial share index which expects newspaper FT); brief words: high tech
technology (advanced), showbiz/ show business/ (business of entertainments);
component abbreviations: small-cap (stock) — small capitalization (stock) (funds of
companies with small capitalization), FTSE SmallzCap (industrial share of small
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companies, which are accounted by the newspaper FT together with the
Throgmorton fund street index); component abbreviations: ad.val. — ad valorem —
«3 npoeonouteHoi yinuy, adv. — advance — «3adamoky, cap. — capital — «kanimany,
Ind. — index — «inoexc».

Consequently, as we can see, there is nothing difficult in translation of
abbreviations. All information necessary for the interpreter is given in the special
dictionaries. Problems can arise up only in the case of appearance of text
abbreviations which began to acquire a terminology meaning, used in text without
the resulted explanations, and which has not yet be included to the terminology
dictionaries.

The negative side of English terminology is its saturation with socalled trade
names or trade marks. This question deserves attention, because some of them
afterwards get wide distribution and, losing specific slangy maintenance, become
the members of terminological system of this branch of industry. E.F.
Skorokhodko names these slangy and colloquial expressions and narrowly
widespread terms (names of firms) which are used in the system of scientific and
technical literature next to the correctly built terms, as terminoids. The difference
between terminoids and terms is almost unseen: sometimes the proprietary name or
slangy word can provide the essence of a concept better, than specially built term.

A lot of such terms (which at first arose up in a slangy vocabulary and then
appeared in the dictionaries of economics and gained a foothold «jargon») exist in
English economic literature. There are lots of examples: «Hong Kong made strong
gains in response to and surge in red chips». («Ipasyi na ¢onoosiii 6ipoici
Tonxoney ompumanu genuyesHi npuOymKu, 3iepasui Ha axiciomaici Ha8Koa0 axKyill
Kumaticbkux xomnaniiiy). Expression «red chip» is slangy. It means the share of
the Chinese company holding. Probably, not so much time will pass, and this
combination of words will become the full-fledged members of the English
financial terminological system.

Quite often in the system of scientific terminology there are terms, created
with the use of the proper names. Unlike the proprietary names which quite often
appear by abbreviation of the name of firm or name of inventor, terms about which
a language will go presently, as a rule, include for itself the complete proper names
and created at once for the use in the system of scientific terminology, but not as
brandname marks: Lloyd's of London — «Jlonoomncekuii JInotioy (type of insurance
agency, located in London), Lloyd’s Register of Shipping — «pecicmp Jliotioa» (a
list of unarmoured ships is with their classification on certain groups), Fordism —
«cucmema Popoay.

Another question related to the problem which needs close attention is the
existence of linguistic parallels and so called «wrong friends of translator». Under
linguistic parallels we mean general elements (in particular, lexical) in two
unnecessarily family languages. Such linguistic parallels can be casual and
appropriate.

Casual linguistic parallels can be caused by casual consonances of words
from two not necessarily family languages as Latin (habere) and German (haben)
(despite the words from both languages coincide in a meaning, their etymology is
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different); or the English word «tip» and Ukrainian «tun» (the casual
consonantness is at complete absence of community in a value). Appropriate
lexical parallels are caused by the conscious borrowing of lexical elements from
one language into another.

Translation of legal, economic, diplomatic and official business papers
requires sufficient knowledge of terms, phrases and expressions; it also depends on
the clear comprehension of the sentence structure, particular grammar and
syntactical patterns which are characteristics of this style. Coming across an
unknown term in the text a translator can look it up in a dictionary, but if he / she
comes across an unknown grammar or syntactical patterns, inadequate translation
can distort the content of the source sentence. These are the most widespread
English constructions (typical of official business style) causing certain difficulties
while translating them into Ukrainian:

INFINITIVE Depending on the function the Infinitive plays in the sentence
it can be translated in the following ways:

m as an adverbial modifier of purpose the Infinitive can express an
independent idea that adds new information about its subject; the adverb only is
omitted in translation, e.g.: The president announced his resignation only after the
failure of his drive to push through the merger of the two countries last summer.
LIpesudenm nosioomus npo ceorw 8i0CmAsKy Nicls mo20, K MUHYI020 Jima
3aKIHYUNACA Hesoauer 1020 cnpoba 00 eonamu 081 Kpainu.

m After the adjectives the last, the only and ordinal numerals the Infinitive is
translated as the predicate of an attributive subordinate clause. Its tense form is
determined by the context, e.g.: He was the first high official to be admitted to the
inner council of government, to the cabinet. Bin 06y8 nepuium YUHOBHUKOM
BUCOKO20 PAH2Y, AKO20 OONYCIMUAU HA 3aKpums 3acioanns Kabinemy.

m If + noun + be + Infinitive can be translated as «mist Toro mo6», e.g.: In
any event, members of the association should be prepared to put aside partisan
interests if consensus on the abovementioned principles is to be achieved. ¥ 6y0b-
AKOMY 8UNAOKY, W00 00CAHYMU 3200U CHIOCOBHO BUUE3A3HAYEHUX NPUHYUNIE,
YleHU acoyiayii NOBUHHI OYMU 20MOBI NOACEPMBYBAMU CBOIMU 8Y3bKONAPMIUHUMU
IHmepecamu.

m The Complex Object with the Infinitive is translated as an object
subordinate clause, e.g.: Both experiments revealed the rated dimensions to be
interrelated. Obudea excnepumernmu_noKasaiu, W0 OYIHHI _napamempu_micHo
noe s3ani Midic coboro.
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m The Complex Subject with passive forms of the verbs say, think, expect,
show, see, find, argue, know, mean, consider, regard, report, believe, hold,
suppose, note, presume, claim, admit, interpret, etc. is translated as a complex
sentence with an object subordinate clause. Care should be taken about non-perfect
forms of the Infinitive (which are translated in the Present time) and perfect forms
(which are translated in the Past time), e.g.: Still they can hardly be said to have
formulated a true scientific theory. Yce dc HaABPAO YU MONCHA CIMBEPOACYBAMU, ULO
soHU_chopmyeanu cnpasdicuio Haykosy meopito. The term model is held to have
important normative significance. Beajicaoms, wo mepmin_«mMo0eiby MA€ BeaUKY
HOPMAMUGHY 3HAYYULICIb.

m The Complex Subject with active forms of the verbs happen, appear, see,
prove, turn out, be likely, be certain, be sure, etc. is translated in two possible
ways:

a) The English finite form is transformed into a Ukrainian parenthesis and
the English Infinitive into a Ukrainian predicate, e.g.:
So, there appear to be two choices. Omoice, 30aemucsi, Wo 8UdIp €.

b) The English finite form is transformed into a Ukrainian (Russian) main
clause («manoimMoBIpHO», «3maeThcsi», etc.) and the English Infinitive into a
Ukrainian (Russian) predicate in an object subordinate clause, e.g.:

Neither proposal is likely to work. Manoumosipno, wo 6yov-axa i3 yux
npono3uyiu guasums cede Jiesoio.

m If the English predicate has an object by somebody, such predicate-
object# clusters are translated as a parenthesis «Ha JTyMKY», «3T1HO 3 JTaHUMUIY,
«SIK TI0Ka3aB (YCTaHOBUB, OMIUCAB 1 T.]1.)», €.Z.:

The results were interpreted by Brown (1989) to be insufficient to draw any
substantial conclusions. Ha oymxy bpayua (1989), yux danux nedocmammubo 01
0Y0b-AKUX CYMMEBUX BUCHOBKIS.

GERUND Depending on the function the Gerund plays in the sentence, it
can be translated as:

E anoun

Banking on a loss of nerve within the board of trustees may turn out to be
misguided. Po3spaxyHok na me, wjo y 4ieHi8 ONiKYHCbKOi padu nHepsu 30a0yma,
Modice cmamu HenpasuIbHUMU.

m an infinitive

Under the pressure of national campaign, he showed a positive gift for
saying the wrong things in the wrong words at the wrong time. B ymosax
HANPYcenol kamnanii 6 macuimadi 6Cici Kpainu il 8UPA3HO NOKA3A6 30AMHICIb
2060pumu_He me, w0 NOmpioHo, He Mmak, AK Clio, I He mam, 0e Clio.
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m a participle

In Washington there is quiet satisfaction that the French by joining the float
have indirectly acknowledged that the U.S. was right all along. Bawunemon
8UPA3UB 3A0080ICHICIb 3 NPUBOOY M020, wo DPpanyis, NPUEOHABUWUCL 00 KPAiH 3
NIABAYUM KYPCOM 8aNIOM, Onocepedkosano susnana npasomy CILIIA.

The Perfect Gerund denotes an action which is prior to the action expressed
by the finite form of the verb, e.g.:

After having been colonies for a long time, many Asian and African
countries have now become independent states. bacamo kpain A3ii i Appuxu, axi
00820 OY1U KOJOHIAMY, CINAIU 3APA3 HE3ANeHCHUMU KPATHAMU.

PARTICIPLE
Participle I can be translated as:

m an attributive clause, e.g.: In the Article I there was only one item
specifying the matter. Y Cmammi I 6ys8 minbku 00un nyHKm, aKull cneyuqikysas

cnpaesy.

m an adverbial clause, e.g.: Heavy artillery and mortal fire broke out again
in the city last night, virtually putting the whole population of the city under a state
of siege. Yuopa 8geuepi micmo 3H08Y 3A3HAN0 IHMEHCUBHO20 APMUNEPIUCbKO20 Ma
MIHOMEmH020 0OCMPINY, i 8CI 11020 MEUKAHYL PAKMUYHO ROMPANUTIU 8 00102 .

m a separate sentence, e.g.: The treasury announced that in August the
sterling area had a gold and dollar deficit of 44 million dollars bringing the gold
and dollar reserve down to the lowest level reached this year. Minicmepcmeo
Qinancie 02010cun0, WO 6 CepnHi_ Cmepine08a 30HA Mala 30J0Mmull i 00aapoe6ull
Ooeiyum_y posmipi 44 minviionie oonapie. Omowce, 3010mi Ui 001apO6i_pe3epsu
docsienu pivHo20 PieHsL.

Participle I1 at the beginning of the sentence can be translated as:

m a subordinate clause, e.g.: Asked if the United States is rendering military
aid to the forces opposing the lawful government in that country, the senator gave
an evasive reply. Ha 3anumanua npo me, uu 30iticniooms Cnonyueni [llmamu
BILICLKOBY 00NOMO2Y CUNAM, WO NPOMUCHOAMb 3AKOHHOMY YpPAO08i KpAiHu,
ceHamop 8i0N06i8 YXULbHO.

As a part of the Complex Object construction, Participle I and Participle 11
can be translated as:

m an object clause, e.g. : The country would like to see its proposals
approved by the General Assembly. Kpaina xomina 6, wo6 I enepanrvna Acamones
cxeanuaa il npono3uUYiio.
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The Nominative Absolute Construction with Participle I and II can be
translated in different ways depending on the form of the Participle and the
position of the construction in the sentence:

m in postposition the Nominative Absolute Construction with Participle I
performs the function of an adverbial modifier of attending circumstances: The
Prime Minister and the African National Council promptly lapsed into mutual
recrimination, seeking to blame the other for deadlock. Ilpem’ep-minicmp i
Adpurancvka nayionanrbha pada 8iopasy dc nepetuliu 00 83AEMHUX 36UHYBAUEHD,
00 M0O20 KOMCHA CIMOPOHA HAMA2ANACs NepeKiacmu Ha [HulYy NPOsUHy 3a me, o
BOHU ONUHUIUCA Y 0e38UX00I.

m in preposition the Nominative Absolute Construction with Participle I and
IT performs the function of an adverbial modifier of cause or time: That done with,
the two statesmen had subsided into long and profitable talks about other subjects.
Llicna moeo, Ak i3 yum 6Y10 NOKiHYEHO, 00UOBA 0ePAHCABHI MYHCI 3AXOOUTUCH 00
0082020 nuidno020 0b2osopenns inwux mem (adverbial modifier of time).

It being too late for further discussion, the session was adjourned.
3acioanns 3aKiH4UIOCA, OCKIIbKU _0Y10 Oydice RNi3HO, uob npoooesicysamu
obeosopenns (adverbial modifier of cause).

m sometimes Participles may be omitted, but the subject-predicate relations
in the Construction are still preserved: The first conference a failure, another
meeting at a ministerial level was decided upon. ¥V 36’sa3xy 3 Hegdauerwo nepuioi
KOH@epeHyii 0Y10 NputiHaAmo piuleHHs Npo Npo8eoeHHs e OOHIEl 3ycmpiui Ha
DIGHL MIHICMDIS.

The debate over, the meeting was adjourned. Ilicisa 3axinuenHs Oebamis
3acioants 6Y10 02010UEHO 3aKPUMUM.

m The second element of the Nominative Absolute Construction can also be
expressed by an infinitive. It can be related to a future action: With the Congress
still to be elected, the Republican leadership was already moving to team up with
the Southern Democrats, as it did in the palmy days of the New Deal. Xoua eubopu
6 Konepeci we y nepcnexkmusi, kepisnuuymeo Pecnybnikancvkoi napmii eoice
pobumb kpoku 3 00 conanns 3 Hemokpamamu Ilieons, sx y 006pi ywacu «Hosoco

Kypcy».

INVERSION The order of words in which the subject is placed after the
predicate is called inverted word order, or inversion. While translating, the target
sentence retains the word order of the source sentence in many cases:

Of special interest should be the first article in Chapter 1. Ocobausuti
inmepec suxauxkac nepuwia cmamms 8 Po3oini 1.
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Also treated are such matters as theory construction and methodology.
Posenadaromuca maxoosic maxi numanus, AK CMeOpeHHsA Mmeopii ma MemoooLo2is.

Had this material been examined from this viewpoint, the rules that he
discovered would probably have gone unnoted. Axwo 6 yeu mamepian 6ys
Q0CNIQJHCEHUM 3 MAKOI MOYKU 30DV, 3AKOHOMIPHOCHII, VCMAHOBIEeHI HA 1020
OCHOBI, MOJNCIUBO, U 3ANULUUNUCS O HENOMIYEHUMU.

Subordinate clauses of concession with an inverted predicate often serve
emphatic purposes and can be translated with the help of Ukrainian combinations
«X0Uay, «IKUH Om»:

Such a principle, strange as it may seem, is championed in one form or
another by certain scholars. Taxuti npunyun, xoua ye i Moxce 30amucs OUSHUM, Y
MOMY 4y momy eu2sadi 00CmMo0mMy 0esKi HAYKOBYI.

Useful as it is, the book has two general shortcomings. Hxorw 6 KopucHow ne
Oyna ysa KHuea, y Hill € 08a CYMmeBUX HeOOliKU.

3. Business Communication. Translation Peculiarities: LEXIS
3.1. Conveying the Names of Companies, Corporations, Firms

m Traditionally, most names of companies (corporations, firms, etc.) are
transcribed or transliterated and shortly explicated at the same time. This method is
also employed when rendering the names of publishing houses, titles of most
newspapers and magazines or journals, and of some public bodies.

It is much easier to translate the names of companies/corporations when
their product is indicated as in the following examples: British-American Tobacco
Co. — 00’coHana anen0-amMepukancoka KOMNAHis momoHosUX eupodie “bpimiu-
amepuxan mobekko komnari’’; British and Commonwealth Shipping — komnanis
no 3abe3neueHHl0 MOPCLKUX Nepese3eHb Mixc Benuxoro Bpumanicto ma ii
KOAMUMWHIMU KONOHIAMU “‘Bpimiw eno kommounsenc wininr”.

Ukrainian companies, firms and other state and private bodies performing
the same or similar functions are translated according to the same rule (they are
transliterated or transcribed and explicated at the same time): Kuiscoka ¢hipma
“Ceéimanox” — Kyiv Svitanok civil services firm; eupoonuue 00’cOHaHHA
“Kpacnooonegyzinna” — Krasnodonvuhillya Coal Production Amalgamation;
Ykpeaznpom — Ukrainian Ukrhazprom natural gas importing and extracting body;,
“Kuisooanodympaodiomexnika” — Kyiv region Kyivoblpobutradiotekhnika home
radio engineering services body (firm), akxuionepne moeapucmeo “binuyvka
Mmebnesa padpuxa” — Bilychi Joint-Stock Furniture Factory Association.
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m Translation of the names of British/American publishing houses is
performed according to the same rules: Associated Book Publishers — nonooncovka
KHUMCK0B0-8uOasnuua Gipma “Accowieumio o6yxk naoniweps”; Cambridge
University Press — aneniticoke u0agHuymeo HaykoBOi Ta JIOBIIKOBOI JliTepaTypu
npu KemOpimkcebkomy yHiBepcuteTi “KemOpimk toHiBepciti npec”; Harper &
Row (USA) — suoasnuymeo piznoi nimepamypu “I'apnep eno Poy” (CILIA).

Not infrequently, however, the names of British (American, etc.) publishing
houses are scarcely indicated or not mentioned at all. Nevertheless in Ukrainian
translation the identifying noun BunaBaunTBo should necessarily be added:
Penguin Books — nonoonceke euoasnuymeo ‘“‘llenrsin oyxc’; Raphael Tuck &
Sons Ltd. — noHnOOHCbKe 6uOaBHUYMEO Jimepamypu 3 00paA30mMeE0pPH020
mucmeymea “Pagaenv Tax eno canz nimimeo”; Slavic Gospel Press (USA) —
amepuxancvke euoasuuymeo bioniti cnos’ancekumu mosamu “Cnasix ITocnen
IIpec”.

Names of Ukrainian publishing houses are rendered into English similarly —
with the corresponding identifying noun Publishers or Publishing House added to
it:  eudasnuuymeo “Ykpaincokuii nucemennuxk”/“/[ninpo” — Ukrains kyi
Pysmennyk/Dnipro Publishers (Publishing House); eudasnuymeo “My3uuna
Ykpaina” — Muzychna Ukraina (musical works and notes) Publishers/Publishing
House; eudasnuuymeo “Ilxona” — Shkola/Skola Publishers/Publishing House
(primary and secondary school manuals, reference books, dictionaries).

m Transcribed or transliterated and mostly shortly explicated in the target
language are also the names of news agencies: (the British) Reuters (News
Agency) — aneniticoke ingpopmayitine acenmcemeo “‘Peiimep”; UPI/ France Presse
— inghopmayitine acenmcmeo FOIII (CLLIA)/@panc-Ilpec (@panyis).

m Names of theatres, cinemas, hotels are also mostly reproduced through
transcription or transliteration and explication at the same time: Comedy Theatre —
meamp “‘Komeodi”; Kuiecokuii 0epycagnuil yKpaiHcbKuil opamamuiHuii meamp
im. leana @panka — the Kyiv State Ivan Franko Ukrainian Drama Theatre.

m Names of hotels are translated in the same way as the names of cinema
halls. When the names originate from common nouns (or word-combinations) they
may be transcribed, transliterated and explicated or translated: the Royal Court
Hotel — comenv “Posin kopm”, 2comens “Kuie’/“Pycs” — the Kyiv/ Rus’ Hotel.

m Names of newspapers, journals, and magazines require special approach
on the part of the translator. The thing is that English some more extended
explication may be needed for a particular foreign newspaper (magazine, journal)
than in Ukrainian: eazema “I'onoc Ykpainu” — the Ukrainian Verkhovna Rada
Holos Ukrainy newspaper; “Beuipnin Kuie” — the Kyiv City Vechirniy Kyiv
evening newspaper.

Very often the body to which the paper belongs or which sponsors its
publication may be indicated too: opran MiHicTepcTBa HapOAHOI OCBITH YKpaiHu
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razera “Oceéima” — Ukraine’s Ministry of Public Education and Culture Osvita
weekly.

The titles of English newspapers, journals and magazines are traditionally
less explicated in Ukrainian translation: the New York Times — cazema ‘“Hbio-
Hopx maiime”.

The definite/indefinite article used before the titles of English newspapers/
journals is mostly omitted in Ukrainian translation: The Teacher — “Tiuep”
(womuoicnesa eazema euumennie Beaukobpumanii).

m Translation of the names of streets, avenues and squares is predetermined
by several factors. Alongside the established tradition, the most important of these
factors is the meaning of the component parts making up the name. When used in
contextual environment, the names of streets, avenues, roads, and squares may
often be simply transcribed or transliterated, since the nouns ‘street’, ‘avenue’,
‘road’ or ‘square’ are familiar to many Ukrainians: Dean Street — /[in-Cmpim;
Milton Street/ Oxford Street — Minomon Cmpim/Oxkcghopo-Cmpim; Wall
Street/Fleet Street — Bonn-Cmpim/@nim-Cmpim; Farringdon Road — @appinroon-
Poyo. The streets (avenues) with numbers instead of the proper names always have
the number translated and not given in figures: Sixth/Seventh Street —
Hlocma/Cvoma eynuys (Horo-Hopk).

Ukrainian names of streets (roads, avenues) are translated according to the
common rule, the proper name being transliterated (rarely transcribed) and the
explaining common noun Bynuis, OyJIbBap, MOPOBYJOK 1s translated:
Anopiiecoka/llonvosea eynuus — Andriivska/Polyova Street; oyaveap Jleci
Ykpaiuku/Illeeuenxa — Lesya Ukrainka/Shevchenko Avenue.

The names of streets and squares given in honour of social, political or
historical events/personalities, along with the names formed from regular common
nouns, qualitative or relative adjectives, are mostly translated. The names of
English squares are also mostly transcribed and explicated (by adding ‘moma’)
whether the noun ‘square’ is mentioned or not: Clerkenwell Green/Percy Circus —
nn. Knapxeneen-Ipin/llepcicepxyc; Elephant and Castle — nn. Enecpanm eno Kacr,
Grosvenor Square (Hanover Square) — na. Ipocsenop-Creep (I'enosep-Crsep).

m Names of public bodies, however, are mostly translated. These include
political parties, trade unions, national and international bodies of different rank
and functions: the British Conservative party — xoncepsamusna napmis Benuxoi
bpumanii;  the  Democratic  (Republican) party —  Odemokpamuuna
(pecnybnikancoka) napmis, the Labour (Liberal) party — netibopucmcoka
(nibepanvna) napmis. Names of Ukrainian trade unions are translated in the same
way as the English (or American) ones.

m Special attention should be paid to the translation of the names of
institutions, enterprises, geographical objects, etc., bearing honorary names. In
English the honorary name precedes the enterprise/body which bears it, whereas in
Ukrainian/Russian it always follows the name of the enterprise/ body: Humboldt
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State College — Jlepowcasnuii xoneoddc im. I'ymbonwoma; George Washington
Library — bioniomexa im. [ocopoica Bawunemona.

Note. Names of literary and scientific/peace prizes are mainly translated in
two ways — with the preservation of the name which the prize bears or with the
transformation of the noun into a corresponding relative adjective: Nobel Prize —
Hobeniecoxa npemia (npemis imeni HobGens), Pulitzer Prize — Ilynimyepiecka
npemis (npemis im. Ilynimyepa), Taras Shevchenko Prize — [llesuenxiscvka
npemis (npemis im. T.I". Illesuenxa).

English honorary names, therefore, are mostly transformed into relative
adjectives in Ukrainian, whereas Ukrainian relative adjectives must be translated,
where possible, as corresponding English nouns. The honorary names originating
from common nouns or from those denoting historical/revolutionary events may be
conveyed in two ways: 1) translated only or 2) transliterated/transcribed and
explicated in brackets at the same time.

Special care should be taken to avoid the stylistically unjustified expression
“named after”. Hence, the Lviv V.Stefanyk library, the Symyrenko Horticultural
Research Centre and never “the named after” Symyrenko Horticultural Research
Centre or “the named after” V.Stefanyk Lviv library. It must be repeatedly
emphasized that the placement of the honorary name in English translations is
strictly predetermined and can not be changed deliberately unless required by the
speech situation (style) and content.

3.2. Units of International Lexicon and Ways of Rendering their Meaning and
Lingual Form

Internationalisms are such language units which are borrowed from one and
the same source language by at least three genealogically different languages in the
same or similar lingual form and identical meaning (e.g. 6iznec, menedrcmenm,
inmeps 10, mpanzakyis, etc.). International may be not only words and
phrases/word-groups, but also morphemes — prefixes, suffixes and even inflexions.

Among the most often occurring international affixes in English and
Ukrainian are the following:

1) prefixes: anti-/anmu-, ex-/exc-, inter-/iumep-, trans-/mpanc-, ultra-
/ynempa- as in export (v.) — excnopmysamu, international — inmeprayionanvHull.

2) suffixes: -ar/-ap, -er/-ep, -ist/-ucm/-icm, -ssion/-cis, -tion/-yis, etc. as in
volunteer/eononmep, constitution/xoncmumyyis, aggression/acpecis, etc.

3) inflexions: -um/-ym, -us/-yc, -a/-a, etc. as in memorandum/mMemMapaHIyM.

The bulk of these borrowed morpheme, lexemes are found in many
languages of a culturally, historically, and often geographically common area as
Europe, the Middle East or the Far East. They are used to designate notions
belonging to different domains of human knowledge or activity. Hence, there is
distinguished:
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a) the social and political terminology comprising the most commonly used
political, economic, philosophical, historical, sociological units of lexicon (audit,
bank, constitution, parliament, party, president, barter, sophism, etc.). Here also
belong terms designating international law, diplomacy, literary terms (jurisdiction,
petition, legal, drama, etc.);

b) natural history/sciences terminology (physics, mathematics, genetics,
chemistry) used not only in special but also in scientific and popular works and in
mass media (virus, genes, pneumonia, etc.);

c) numerous technical terms (names of machines and their parts: motor,
carter, starter, accelerator, battery), as well as names of different means of
transport (bus, metro, taxi) and communication (fax, telegraph, telex, radio, e-mail,
message), etc. These and other words and phrases of the kind are referred to as
internationalisms, or more precisely genuine internationalisms. Their main
characteristic feature is semantic singularity. It means that their lexical identity and
orthographic similarity in the source language and in all target languages remains
unchanged both at language level (when taken separate) and at speech level, i.e.,
when used in texts/speech.

Apart from genuine internationalisms there exists one more group of
international lexis called translation loan units of lexicon. These have also a
generally common structural form (of word, word-combination) but rarely a
similarity in their orthographic form or sounding. Loan internationalisms are
mostly different terms designating scientific and technological notions: citric aid —
aumonna kucioma, surplus value — oooana eapmicmes, agreement — y32002CeHHs,
etc.

Along with these two groups of word internationalisms there also exist many
stable international phraseological/idiomatic expressions in each language’s
lexicon. Their fund is constituted by the so-called absolute and near equivalents
having a common language of origin — Greek, Latin or modern: Heel of Achilles —
axinnecosa n’ama, to cross/pass the Rubicon — nepetimu Pyo6ikon, the die is cast —
Joceped xunymo, after us the deluge — nicisn nac xou nomon, the fair sex —
npexpacua cmamo, the tree of knowledge — oepeso niznanns, etc.

A separate subgroup of genuine internationalisms constitute proverbs,
sayings and set expressions which are used in their foreign/original lingual form
(they are predominantly of Latin, French, English, German origin): status in
statu — Oepoicasa y Oepacasi, repetitio est mater studiorum (Lat.) — nosmopenus —
mamu HasuyauHs;, finita la commedia (Ital.) — nacmas xineys, kpax (cnpasi Kineyn);
da ist der Hund begraben! (Germ.) — ocb de cobaka 3axonanuii!; O.K., all right
(Engl.) — yce eapa3zo; c’est la vie (Fr.) — maxe ocumms.

Identification of International Lexicon Units The units of genuine
international lexicon are identified on the basis of their common in different
languages lexical meaning and identical or only similar lingual form. Loan
internationalisms, on the other hand, are identified mainly on the basis of their
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common sphere of use, their lexical meaning, functional significance and partly —
structural form.

Internationalisms are characterized by a similarity of their lexical meaning,
by an identity or similarity in their orthographic and sounding form, by their
denotative meaning and sometimes by their motivation. Their meaning does not
change in any contextual environment. The identification of the international
meaning of some lexemes becomes much more difficult when dealing with
polysemantic language signs. That is because in English a lot of lexemes may often
have one and the same lingual form for several notions, as, for example, in the
noun conductor:

Conductor
KOHOYKmMOp  — | npogiOHUK  — | nposio — | epomosiosio — | oupucenm — | KepisHuk -
genuine international international international pseudo- pseudo-
internationalism | loan word loan word loan word internationalism | internationalism

Apart from the polysemantic words with several meanings, one of which is
genuine international and the rest pseudo-international, i.e., non-international, there
are also quite a few words in present-day English and Ukrainian which have an
identical orthographic form but quite different lexical meaning: accurate —
mouHull, npasuibHuli but not akypaTHmii; data — oani but not gara; intelligence —
po3ym but not iHTesireHuisi; obligation — 30006 ’a3anus but not o0Jiraiis;
prospect — nepcnekmuga but not mpocmnekrt; replica — mouna konis but not
pemika, etc. These and the like pseudo-international words are often referred to
as ‘false friends of the translator’ (ynaBani/xubH1/panpmmBi 1py3i nepekiiaaaya).

3.2.1. Ways of Conveying the Lexical Meaning of Genuine Internationalisms

In the process of translation of genuine internationalisms several factors
have to be taken into consideration: the lingual form, the lexical meaning, the
structure, the source of origin and the orthographic presentation of
internationalisms in both the languages. Taking into account various peculiarities
of meaning and form of international lexemes, several ways of conveying their
meaning can be suggested.

1. Literal Translating of Genuine Internationalisms.

Literal translating of genuine internationalisms should not be regarded as a
mechanical substitution of each letter of the source language lexeme for a
corresponding letter of the target language. In many a case a letter may be dropped
or added (substituted for another) in the target language when it is not in full
conformity with its sound or spelling systems. Nevertheless, there are many letter-
to-letter transliterated internationalisms in English and Ukrainian. Latin:
SYymposium — CUMNO3iyM, microscope — MiKpockon, rector — pekmop;, Greek: poet —
noem, stadium — cmaodion, drama — opama, theatre — meamp;, Italian: macaroni —
Makapowu, pizza — niyya, concerto — konyepm, duet — dyem; Spanish: armada —
apmaoa, tango — mauneo, El Dorado — envoopaoo, embargo — embapeo, etc.
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Literal translating can faithfully convey the lexical meaning of many
English, French, German and other than European by origin lexemes: English:
bulldog — 6ynvooe, club — kny6, shelf — wenvgh; French: chef — wedq, festival —
gecmusans, chiffon — wugon; German: Diktat — ouxmam; Portuguese: cobra —
koopa, flamingo — ¢namineo; Czech: robot — pobom; Japanese: kimono — kimoro,
tsunami — yynami; Arabic: algebra — ancebpa, atlas — amnac, harem — eapem;
African: banana — 6anan, zebra — 3ebpa; Australian aboriginal: dingo — Oinro,
kiwi —«xisi, etc. In many genuine internationalisms there is no absolute
literal/orthographic coincidence in the source language and in the target language:
basin — b6acetin, monsoon — mycou, waltz — eanvc, wine — uno, salt — cinv, devil —
ous60.11, muscle — myckyi, etc.

2. Translating via Transcribing/Conveying the Sounding Structure.

Many genuine internationalisms are also faithfully rendered into the target
language in their sounding form: English: boom — 6ym, box — bokc, jeans —
oocuncu, knock-out — moxaym, round — payuo, French: boulevard — 6ynveap,
bouquet — 6ykem, bourgeoisie — 6ypoicyazis, bureau — 6ropo, prize — npus, etc.

3. Translating by Practical Transcribing: bachelor — 6akanasp, cocoa —
KaKao, crown — KOpora/Kpoua, grant — epanm, papal — nancokuil, etc.

4. Descriptive Translating of International Lexemes.

Many genuine international lexemes can be translated into the target
language only in a descriptive way. Depending on the nature of the lexemes, their
translation may have two realizations:

a) the lingual form of the source language lexeme/s can be retained as the
main lexeme/s of the target language word-combination/sentence: civilizable —
moti (ma, me), wo niooaemvcs YyusinisysanHio/yusinizayii, classifiable — moiu (ma,
me), wo niooaemvcsa kiacugixayii; golf-club — 1. xnyd epasyie 3 convghy, 2.
KIIOUKA OJis1 2pU 8 20bQ;

b) the lingual form of the internationalism is not or can not be retained in the
target language. It happens when the internationalism has not been adopted yet by
the target language. Some internationalisms can be substituted in the process of
translation with the aim of achieving expressiveness or for the sake of explaining
their denotative meaning: deputize (v) — eucmynamu (6ymu npeocmagHuxom) 6io
Koeocw, epilogic — 3aknounull, Kinyesuil, park (parking) — cmagumu mawuny Ha
CMOsAHKY,  percenter — —  JUX8AD (“npoyenmnux’”); twopenny — —
HIKYeMHU/Koniuuanull (6apmuii 080X NeHHi).

5. Translating by Way of Synonymous Substitution.

An international lexeme of the target language can be often substituted in the
process of translation for another international lexeme of synonymous or close to it
meaning. The existence of some equivalent internationalisms for a notion is
explained by its contacts in different periods with different languages: base
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(Greek) — 6aza, pynoamenm (Lat.), diagram (Greek) — diacpama, epagik, cxema
(Greek), fashion (French) — ¢pacon, mooa (French+Latin), etc.

3.2.2. Translation of Loan Internationalisms

A great many of international loans have long become an integral part of
each language’s lexicon. Despite that, they preserve in each national language the
unity of their component parts, i.e., their structural peculiarity, an absolutely
identical notional meaning and a common sphere of functioning: loudspeaker —
(German) Lautsprecher, (Italian) altoparlante, (Ukranian) eyunomogeyw,
(Russian) epomxocogopumens, etc.

A bulk of international loan words and expressions are used to designate
various grammatical, lexicological, stylistic and other notions. Depending on their
nature, as well as on their denotative meaning and their sphere of functioning,
international loan units can be rendered into Ukrainian in one of the following
three ways:

a) by direct translation of the componental parts without changing
considerably their structural form: coefficient of efficiency — koeghiyienm xopucnoi
o0ii; literal/verbal translation — 6ykeanvruti/0ocrienuil nepexiad, etc.

b) with the help of component translation and some replacements, omissions
or substitutions arising from the national peculiarities of the target language, i.e.
depending on its stylistic mode of usage: foreign trade — 306niwns mopeiens, living
standards — scummesuii pisens, etc.

c) with the help of descriptive translation: digital computer — yugposa
00UUCTIIOBAILHA MAUWUHA, COMMON fraction — npocmuii 0pio.

3.3. Ways of Rendering the Meaning of Nationally Biased Units of Lexicon

The choice of the way of approach to expressing the denotative meanings of
the units of specifically national lexicon is strictly predetermined by some definite
factors to which belong first of all the semantic and structural complexity (or
similarity) of the units of the culturally biased specific lexicon of the source
language. The choice of the method of translating may partly be influenced by the
sphere of circulation of the specific notion in the source language. The meaning of
specifically national units of lexicon can be conveyed by the following methods:

1. By transcription or Transliteration Exclusively. The units of the nationally
specific lexicon, whose meanings are rendered at the phonological level, usually
belong to genuine internationalisms and comprise social and political units of
lexicon in the main (lord, lady, mister, shilling, kozak, etc.):

New classified rates per word for ads in hryvnias in the Kyiv Post. — Hogi

»

mapugu Ha pexknamy 8 ZPUBHAX 3a c1060 6 cazemi “Kuis [locm ™.
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You'’re a supercilious half-baked smnob. — Tu nacnpaeoi 3apo3yminuii i
obmedrceHull CHOO.

2. By Transcription or Transliteration and Explication of Their Genuine
Nationally Specific Meaning.

An additional explication of genuine nationally specific meaning becomes
necessary when the unit/notion of the culturally biased lexicon is introduced in the
target language for the first time or when it is not yet known to the broad public of
the target language readers/ listeners. The explanation may be given either in the
translated passage/ speech flow, where the culturally biased unit is used, or in a
footnote - when a lengthy explication becomes necessary:

Downing Street is guarded outside by a single policeman. — Pe3udenuir
npem’ep-minicmpa Benuxoi Bpumanii oxopouse o0un nonicmen.

Footnotes or lengthy explications should always be used when the culturally
biased notions are not yet well-known in the target language. For example, surfing
when only transliterated/transcribed as cepgine will not express its denotative
meaning which it in reality is — “the sport of riding waves into shore on a
surfboard”. Hence, a combined translation must be resorted to: cepghine (koszanms
HA WUPOKIU 08ANIbHIU 00WYT NO BUCOKIL MOPCHKIl X8UL 00 bepeaa).

3. By Descriptive Explaining/Explication Only.

The orthographic form of a considerable number of sense units belonging to
the nationally specific lexicon of the source language can not be always rendered
into the target language. That happens mostly when the transcription/transliteration
can not be helpful in expressing the sense of the culturally biased national unit, or
when it might bring about an unnecessary ambiguity in the target language
narration/text: matron — 3a620cn y HAGYAIbHOMY 3aKIAOL (CYMIWAe eKOHOMKY i
Medcecmpy).

Such lengthy explanations of specifically national notions are always
required in the text of the translation/interpretation. And far from all culturally
biased/specific units of national lexicon are so ‘heavily’ loaded with information
that they have necessarily to be explicated in a footnote. Quite often an explanation
within the target language may be sufficient too:

I've got some shepherd’s pie for lunch today — that you used to like so
much. — Al npucomysana KapmonaaHy 3anikaukKy 3 m’acom i yuoynero, 5Ky mu

KOJIUCHL MakK 1oous.

Vei 6auunu, ax mu y yepxsi na pywnuk cmaau. — Everybody saw me and
you being married in the church.
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4. By Translation of Component Parts and Additional Explication of Units
of the Nationally Biased Lexicon.

The proper meaning of some specific units of the national lexicon can be
faithfully rendered by way of regular translation of all or some of their
componental parts and explication of the denotative meaning pertaining to the
source language unit. The way of rendering the meanings of the culturally biased
lexical units involves two simultaneous performances. The first is a regular
translation of the main, if not all, componental parts and the next, which follows it,
is a more or less exhaustive explanation of the essence pertained to the specific
national element of the source language.

When translating at language level (out of context) the explanation may be
practically unrestricted: Battle of Britain — bumea 3a Anenito (nogimpsui 60i
aHeniticbkoi agiayii 3 eimaepiscokumu 60MOAPOYBAb-HUKAMU HAO MEPUMOPIEID
Benuxoi  bpumanii, ocobauso 6 pationi Jlonoona i Ilisoennoi  Awnenii
1940-1941 pp.); inner Cabinet — “enympiwniu xabinem” (kabinem y 8Y3bKOMY
CKNa0i), 00 K020 6X00Mb KEePIGHUKU HAUBANCAUBIUUX MIHICMEpPCma8 HA 40Ji 3
npem’ep-mMiHicmpom.

Such and the like explanations can not be made in the text of a translation,
hence they are given usually in the footnotes:

Well, I can tell you anything that is in an English bluebook. — Hy, s moo6i
MOJHCY po3nosicmu éce, ujo Hanucano 8 aneniucvkiu “Cuniit KHu3i”.

Note. “Cuns kHUra” — 30IpHUK JOKYMEHTIB, 11O BHJJAETHCSA 3 CAHKIIIT
napiamenty Benukoi bpurtaHii B cCMHIX manmiTypkax.

When the lexical meaning of the unit of specific national lexicon is not
complex it is usually explained in the target language text:

Keep your fingers crossed for me! — IlJo6 meni Oyna eoaua, ckiaou
Haséxpecm nanivyi!

5. By Ways of Word-for-Word or Loan Translation.

When the component parts making up the units of the nationally specific
lexicon are at the same time the main transparent bearers of their proper sense,
expressed through their meaning, a faithful translation of such sense units may be
achieved either by way of word-for-word translation or by way of loan translation.

Units translated word-for-word are the specific national elements of lexicon
as first (second, third) reading — nepwe (Opyece, mpeme) wumanusa (oghiyiiine
BHECeHHs1 3aKOHONPOEeKMY 6 AHNIUCbKUU Napiamenm), CMiHea3ema/CmiHHIeKa —
wall newspaper; wooennux (yuniscokuil) — student’s everyday record book.

The denotative meaning of many units of the specific national lexicon may
be rendered by way of loan translating as well: Salvation Army (USA, Great
Britain) — Apmis nopsamyuxy; the Order of St. Michael and St. George — opoen cs.
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Muxaiina i ce. I'eopeis, opoen Apocnasa Myopoeo — the Order of Yaroslav the
Wise/Yaroslav the Wise Order, opoen ce. kuseuni Onveu Kuiscoroi — the Order of
St. Olga Princess of Kyivan Rus’.

A faithful translation of the kind of units of lexicon is predetermined by the
correct choice of equivalent units for the semes bearing the national peculiarity.
The latter may be expressed both verbally or word-for-word and by means of
translation loans, which should be resorted to when verbal translating ruins the
national peculiarity of the source language culturally biased units. The number of
English genuine translation loans in Ukrainian, as well as Ukrainian in English, is
considerable: cornflakes — kykypyosaui nnacmiesyi; skyscraper — xmapouoc, brain
washing — npomusaunHs Mi3kie (ideonociuna 00podka);, epusHs — hryvnia,
3acnyoscenutl 0isy mucmeyme Yxpainu — the Merited Worker of Arts/Ukraine’s
merited Worker of Arts; medanv 3a mpyoogy dobrecmov — the Medal for Labour
Distinction, etc.

6. Translating by Means of Semantic Analogies.

Some peculiar notions in both the languages may be identical or
similar/analogous in their meaning and functioning. It happens due to the existence
of common routine or habitual actions, common occupations, social services, food,
etc., in the contrasted language communities. Yet, the connotative divergences and
sometimes the spheres of use may not always fully coincide in the target language.
English: the City/Town Board of Education — micokuii 8i00in ocgimu, pop corn —
KYKYpyo3saui oapanyi,; stewed fruit - yzeap/komnom,; Welldone! Well done! (sports)
— Mo-noo-yi! Mo-noo-yi!. Ukrainian: 3anix — preliminary/qualifying test/
examination, ouniomua poboma — graduation essay/project; Kypcosa poboma —
term/yearly essay/project; Ooyeum — principal lecturer/reader, associate
professor; nidsuwenns Keanigpixayii — in-service training course;, K8amupka —
hinged window pane/pilot window, kouncyrvmayis — tutorial.
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Lecture 8. TRANSLATION AND NEGOTIATION

List of Issues Discussed:

1. Negotiating Process from the Translation Studies Point of View.
2. Negotiation: Interpreter’s Strategy and Tactics.
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1. Negotiating Process from the Translation Studies Point of View

Negotiation is a process by virtue of which, in order to get something, each
party “renounces at something else and at the end somebody feels satisfied since
one cannot have everything” (U. Eco).

From the Translation Studies point of view, the negotiating process involves
at least two parties: the source text (ST) with the cultural framework in which it
was born, and the target text (TT) with the cultural background in which it is
expected to be read. The translator (interpreter) is the negotiator between the two
parties and has to consider the function of the TT, i.e. the coordinate according to
which the TT should be put in an academic context or in a popular one. To put it
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differently, he guarantees that the reader can rely on the fact that what was said by
the author is true.

Furthermore, the best solution is for the translator, as a negotiator, to
understand and render the world-picture of the ST, i.e. not only the facts, but also
the feelings, values, psychological nuances the implicit judgments, etc. In other
words, translation is the only way of understanding the people’s way of thinking,
ideas and views of life itself. That is why translating cultures has always been
related to text translations which ensure that the recipients, i.e. the target readers
(TRs), may get all the atmosphere and the background of the written text.

Starting from one of the basic definitions of translation, i.e. a rendering from
one language into another, the negotiator between the ST and the TT should
consider equivalence in meaning. It is a well-known fact that meaning must remain
unchanged in the translating process. The most important aspect the equivalence in
meaning refers to is that related to synonymity. Furthermore, in terms of
translation it is a referential equivalence according to which a word in one
language is synonymous with a word in another language, on condition that both of
them refer to the same thing or event in the real world.

However, the translator is also aware that a given word in one language has
more than one equivalent in another language, which is prevailing both in the
comprehension of a language and in translation. It is most often difficult for him/
her to choose between the synonymous meanings or shades of meaning; s/he has to
consider the fact that the senses are not always expressed by a synonym, but by a
paraphrase as is the case of culture specific elements, for instance. Thus, the
translator’s art in negotiating between the two language cultures (LCs) is his way
of ‘dancing with the words’ his competence in helping the TRs understand the
message as it was intended in the ST.

As a matter of fact, in translation proper, there is the ethical obligation of
respecting what the author has written. In Eco’s opinion, “to establish exactly what
the author said is an interesting problem, not only from a semantic point of view,
but also in terms of jurisprudence”. However, there may be restrictions which
admit exceptions. Thus, “when a given expression has a connotative force it must
keep the same force in translation, even at the cost of accepting changes in
denotation” (U. Eco). From the position of an author he says: “I am not expecting
something literally similar to the original [...] [ want to see how the translator has
challenged and emulated his source in his own language” (U. Eco).

What is important is that the translator has to put the TRs in the same
situation as the ST writer has put his/ her readers. Thus, it is only by being literally
unfaithful that a translator can succeed in being truly faithful to the ST.

We consider that the translating process is a process of negotiating between
two LCs which can be illustrated by the table on the next page:
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Choice of the ST
!

Getting knowledge of the generic structures in the ST

l

Identification of the surface structures in the ST

l

Getting awareness of:
a) the differences between the ST structures and the potential ones in the TL
b) the transformations to be made in the TT
c) the translation strategies to be used

l

Cultural negotiation

- Intention of the text
© Message: content and package
- Disambiguation
 Equivalence in meaning
- Paraphrase

- Translator’s cultural and linguistic competence,
knowledge, skills, experience and sensibility

- Socio-cultural, historical and economic parameters

0

!
Globalization
ST Localization (culturalization of the message)
and Translation-mediated communication (TMC)
LCi1 Adaptation/ adjustment
Domestication
‘Super-translation’
!

Re-shaping the content and the package
to fit into the TL and cultural conventions (CCs)
Transformations / shifts
Selection
Final choices
Readability - clarity, logic
!

TT
TLC background
TT function and readership
TRs’ expectations and needs

TT

potential

variants
and
LC2
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The concept of faithfulness depends on the belief that translation is a form of
interpretation and that (even while considering the cultural habits of their presumed
readers) translators must “aim at rendering not necessarily the intention of the
author (who may have been dead for millennia), but the intention of the text. The
intention of the text is the outcome of an interpretive effort on the part of the
reader, the critic or the translator” (U. Eco).

Therefore, in the negotiating process of translation, the rendering of the
message 1s of utmost importance. D. Gile considers it to consist of content and
package. The term package is related to the linguistic and peri-linguistic choices
made by the S(ender) and to “the physical medium through which they are
instantiated” (D. Gile). In Gile’s opinion, in written texts, the package includes
words, grammatical structures to which page layout, graphics, are added. What is
essential is that the interaction of content and package affects the message as a
whole. Thus, a good content is supported by good style, and, on the contrary, it is
weakened by poor style.

In order to re-send or render the content of the message in a right way in the
TL, the translator often needs to make transformations not only with literary
translations, but also with industrial translations, when he has to handle scientific
and technical terminology. Thus, the translator as the intermediary receiver of the
message in the SL has to disambiguate those elements that are not specific to the
TLC. Consequently, the translator has to re-shape the content and the package to fit
into the TL and its cultural context as expected by the TRs. However, as O’ Hagan
and Ashworth put it, the translator is “normally limited in terms of the degree of
modifications that can be made and the choice of physical medium in which the
message is contained [...]”. They consider translation to be a work conditioned by
the content and package imposed by the sender. An essential aspect is that the
translator’s role is expected to be transparent, which, in reality, is not always the
case, since the translator, although supposed to achieve the sender’s aims, “cannot
guarantee their fulfillment” (D. Gile).

To put it differently, the requirements of translation are closely related to the
translation competence and translator competence, as distinguished by Kiraly.
Translation competence refers to the competence of producing acceptable
translations, and translator competence refers to the skills in rendering the message
in a manner appropriate to the context, the experience and knowledge a translator
needs in addition to the former.

The general idea that translation is always a shift has to be extended to the
level of culture. In other words, translation is a shift not only between two
languages, but also between two cultures. The translator has to consider rules that
are not strictly linguistic, but also cultural, given the role of translation as a link or
bridge between different cultures, not only languages.

The concept of translation may be related to three adjacent concepts about
intercultural interface: transmission, representation and transculturalization.
These three concepts refer to particular aspects of translation: communication of
content, exhibition of content, and performance.

We can imagine sense/content at one end and form/style at the other:
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sense/ content < > form/ style

The sense may be translated, while the form often cannot, and the point
where form begins to contribute to sense is where untranslatability occurs. This
generally holds valid with poetry, songs, advertizing, punning, etc., where sound,
rhyme and double meaning are unlikely to be recreated in the TL. Furthermore, we
consider this to be valid with culture-specific elements (CSEs), which are
extremely difficult to render in the TLC because the sense and the corresponding
reality are lacking. Thus, the TRs may not be culturally aware of what was meant
by these cultural elements (CEs) in the SLC.

Such cultural elements cannot be translated at the level of the word but at the
level of the text, or even at the level of culture, because their message is to function
in the TC.

There are lots of elements specific to LC1, which may not exist in LC2, but
they have to be expressed in the TL in some way or another, or the translator has to
make up for the lack of any corresponding equivalent and employ words /
expressions that should be understood by the TRs.

The question may arise: What happens if one term or expression proves
untranslatable?

A possible answer is provided by U. Eco: “In these situations, if, out of ten
or twenty terms, one proves absolutely untranslatable, I authorise the translator to
drop it: a catalogue is still a catalogue even if there are only eighteen terms instead
of twenty”.

Therefore, untranslatability is in question when, due to the differences in
linguistic structure (grammar, vocabulary, etc.), meaning cannot be adequately
expressed across language and cultural barriers. In spite of such ST values which
require great efforts to convey across cultural and linguistic boundaries, cultural
gaps are “in some way or another bridgeable”, thus making translation always
possible, and in order to achieve this “an important criterion to heed must be TT
comprehensibility”.

Furthermore, translation between cultures can be considered a central
practice and aim of cultural anthropology. A further question may arise: Are the
meanings of cultural translation really limited to cultural understanding? We
consider this to be a real challenge to the globalization theory.

One of the latest issues in Translation Studies is that translation of and
between cultures is no longer the fundamental aspect, but culture itself is now seen
as a process of translation. As a consequence, translation is now considered to be a
dynamic term of cultural junction, a negotiation of differences, as well as a
difficult process of transformation.

It should be pointed out that culturalization of the content draws on the TL
knowledge and cultural conventions (CCs) relevant for the field to which the text
belongs.
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One of the subtlest aspects of culturalization is that cultural issues run deep
and hamper globalization. Globalization implies increased interactions among
people who do not understand one another’s language.

Cross-border business negotiations and products marketing need ways of
expression which are different from one language to another. In such situations,
language becomes a barrier rather than a means of communication. Moreover, due
to the changes in the nature of communication brought about by the increased use
of the internet, globalization is now imposing a new set of requirements for
translation. It provides multilingual support.

On the other hand, culturalization is discussed in terms of localization. As
an integral part of globalization, localization is applied to content and package to
render the message as a whole into an appropriate form in the cultural context of
the receiver. M. O’Hagan and D. Ashword call this process the ‘culturalization’ of
the message. They consider that the emergence of the language management as
part of a globalization strategy suggests a new approach to translation. The current
trend is to consider the new dimension of translation as emerging from the impetus
provided by globalization and its need for localization.

Globalization, with its complexity and multitudes of areas involved, is
defined as “a process to enable the message to be adaptable to the condition that
may be imposed by receivers who do not share the same linguistic and cultural
background as the sender”, whereas localization is defined as “a process to
facilitate globalization by addressing linguistic and cultural barriers specific to the
receiver who does not share the same linguistic and cultural background as the
sender” (M. O’Hagan and D. Ashword). Thus, adaptation to the specific local
appeal is prevailing. Therefore, localization is a process to adapt the message to
the context of the receiver environment. Moreover, adaptation is looked upon as a
process of re-creating the message in order to match the receiver environment, i.e.
to give it the look and feel of an equivalent local product.

In other words, localization means adding to a text features that will mark it
as being for a particular local readership, and subtracting features that would
mark it as being for some other local readership. According to D. Katan, the
context of culture “can be perceived at a number of different levels, from
environment (e.g. institutions) to beliefs and values (cultural orientations and
identity)”. At the level of the environment, it is standard practice to add or delete
according to the accessibility of the frame.

Thus, the translator is the ‘localizer’ who adapts and adjusts the look and
feel of the TT to fit it into the TRs’ environment. Considering localization as a
culturalization process, the translator is the ‘culturalizer’ of the message. The
adaptation of the message by localization underlines the role of translation as
domestication, opposed to foreignization. Moreover, the new term ‘super-
translation’ 1s now used to make the text more readable by the receiver.

In the context of globalization, receiver—oriented messaging in the form of
localization  as  translation-mediated ~ communication  (TMC)  implies
transformations of both content and package, translation being more concerned
with content than packaging. Therefore, localization is a component of
globalization, and translation is a component of localization. As a matter of fact, it
is a core to both localization and globalization.
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A further concept, that of internalization, has occurred to place concern for
translation right at the outset of globalization planning — in contrast with the
traditional view according to which translation is an afterthought and an isolated
activity.

Taking great interest in the linguistic and cultural aspects, the internalization
process converting message M1 into M’ implies a new type of pre-translation
work.

In B. Mossop’s opinion, internalization means “removing from a text all those
features which will create comprehension problems for an international audience

[...]"

Readability of the TT i1s compared with clarity and logic. It is the
characteristic of a text which is tailored i.e. adjusted to readers and has a smooth
sentence structure. The two terms, i.e. tailoring and smoothing are closely related
to readability. Tailoring means “adjusting the wording of a text to make it more
suitable for its particular readership”, and smoothness/smoothing refers to “the
quality of a text whose sentences have an easily perceptible syntactic structure and
easily perceptible connections between sentences” (B. Mossop). It contributes to
readability and can be compared with logic.

Therefore, readability is related to the smooth-flowing language of the TT
suited to the intended readers. Readability must be “distinguished from clarity.
Clarity 1s a feature of the meaning of a text, rather than its wording” (B. Mossop).
In its turn, clarity should not be confused with simplicity or familiarity. Unclarity
of the message is associated with some slip in logic.

2. Negotiation: Interpreter’s Strategy and Tactics

As Herb Cohen (Herb Cohen is a corporate and government negotiator and
strategy consultant in areas of commercial dealings and crisis management) said:
"Power is based upon perception — if you think you've got it, then you've got it. If
you think you don't have it, even if you've got it, then you don't have it." This is the
most important psychological factor in negotiating, so start there. Believe you have
the power to negotiate, and you do.

There are three crucial elements to any negotiation: information, time, and
power. The more of each you have, the better you will be able to negotiate.
However, a positive perception of yourself in the negotiating process and your
ability to think and act quickly can compensate for any shortcomings in these
areas.

Information is vital. You have to understand your client's needs and position.
At the beginning of the negotiation, find out what the client needs. Get all the
specifics about the job, including what kind of material it is, how long it is, when it
needs to be done, how it has to be delivered, and in what form it is to be delivered.
Also try to assess how the client feels about the job. Can you offer any advice or
suggestions concerning the job? Can you make the job easier for your client? If
you can, do so, for this will strengthen your position by giving you more power.

The one piece of information you will not have is what the client is willing
to pay. Remember, always talk about money last. Get the information first. There
is no point in discussing your rates until you know you want and can do the job.

97



Ask questions about the job.  Use the tactic of "I'm sorry, but I don't quite
understand..." to get more information. Express interest but not conviction. If you
appear desperate, the client may perceive that relative lack of power and seek to
exploit it.

Time is very important in translator-client negotiations. Most negotiations
will occur on the telephone. Telephone negotiations are faster, more competitive,
involve greater risk, offer more possibilities for misunderstandings, and are much
easier for the client to say "no" in. To minimize these risks and the resulting
problems, listen carefully. Take notes on everything that is said. Offer to look at
the material and then call the client back. The advantage in a telephone negotiation
is usually with the caller, so calling back may put you in a stronger position.

A few important points involving time: Don’t rush yourself. Always
remember that your client has a deadline. Don’t make snap decisions. Think
slowly, carefully, and thoroughly about what you say and about what the client
says. This avoids the errors and misunderstandings that often impede negotiations.

Power is very important in any negotiation. As a translator, you have the
power to fulfill your client’s needs. The client’s power comes from the ability to
give you work and the ability to find someone else. Don’t worry about that. The
client has called you, meaning they are interested in having you do the job. The
only problem you will incur is justifying your price. First, make an offer. If they
accept, you are finished. Get a written agreement and start the job.

If they refuse the initial offer and make a counter offer, you can accept it if
you are satisfied. If you believe their counter offer is inadequate, you can use the
power of precedent ("But this is what I charge all my clients"), the power of
morality ("How can you expect anyone to work for such low rates?"), the power of
knowledge ("I know I can do this job right and on time. That’s why my rates are
worth it"), the power of expertise ("I have an MA from MIIS. This makes me
worth what I’'m asking"), or the power of attitude ("My rates are my rates."). You
then move forward by making another offer or sticking to your original one.

The most important element of negotiations to remember is that you are
working toward mutual satisfaction. You and the client both have needs to meet.
You have to harmonize or reconcile these needs. Though your experiences and
information (e.g.: about the market) may differ, you may be able to find common
ground. Try to collaborate in a win-win approach that allows the client and you to
stay within your limits but be satisfied at the same time.

When negotiating, never take the results personally. You are negotiating for
yourself, but don’t let ego get in the way. As Santayana said, "ego is just lunacy on
a leash." Always be willing to walk away. If the negotiations fail, galaxies will not
explode and civilization will not collapse. A failed negotiation is better than one
that leaves you or the client unsatisfied. You know each other’s terms and can
negotiate for another job in the future, perhaps reaching an agreement then. You
want relationships with your client. Negotiations are about building relationships.
A client that comes back is the best kind of client. Negotiate well and both you and
the client will be satisfied. Then do the job well and you will have repeat client.
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GLOSSARY

Agreement A negotiated and typically legally binding arrangement between
parties as to a course of action.

Attachment An email attachment is any type of file sent along with an
email message. Including an attachment in an email is a simple way to share
documents and images. One or more files can be attached and sent to over to an
email recipient. Attachments can include anything from photos and documents to
zipped files, folders, mp3s, and more. Most email providers limit the size of the
attachment(s) that can be sent, and the number of attachments allowed per email.

Blacklist The majority of the email sent worldwide is spam. Fortunately, the
blacklist exists as a means of sorting through legitimate email versus spam before
it reaches your inbox. The email blacklist is a database containing known sources
of spam mail that is used to filter and block spam email. Without email blacklists,
it would be hard to accomplish much via email. Inboxes would be flooded and the
intense traffic between servers would stall a lot of mail from reaching its
destination.

Business communication The process of sharing information between
people within and outside a company/ Exchanging information in order to promote
the goals of the organization, its objectives, aims, and activities, as well as increase
profits within the company/ A process through which information, facts, ideas,
orders, advices, decisions, etc. are conveyed, sent or exchanged between/among
the persons associated with business.

*NB: Elements of Business Communication: Business communication
involves six basic elements. They are as follows: 1. Message: This is the subject-
matter which is transmitted or passed by the sender to the other party or group of
persons. This might be opinion, order, suggestion, attitude, feeling, view, etc.
2. Sender: He/she is the person who intends to make contact for passing
information and understanding to other person. 3. Receiver: The person to whom
the message is meant for is known as receiver or communicate. 4. Channels:
Information is transmitted through certain channels (e.g., radio, television,
telephone, letter, e-mail, etc.). The media is selected by the sender considering
various factors. 5. Symbols: These are the words, actions and signs which are
passed on by the sender while communicating with the receiver. 6. Feedback:
When the receiver acknowledges the message of the sender and responds back to
him/her, feedback takes place. Without feedback communication is incomplete.

Business contract A legal document between parties that spells out just
what is expected and required of each party.
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Business correspondence means the exchange of information in a written
format for the process of business activities. Business correspondence can take
place between organizations, within organizations or between the customers and
the organization. The correspondence refers to the written communication between
persons. Hence, oral communication or face to face communication is not a
business correspondence

Business writing A form of professional communication that typically
consists of memorandums, emails, letters, and other documents. Business
writing helps employees communicate efficiently.

Cover letter A written document commonly submitted with a job
application explaining the applicant's credentials and interest in the open position.
Since a cover letter is often one of only two documents sent to a potential
employer, a well- or poorly-written letter (or email) can impact whether the
applicant will be called for an interview. According to Oxford Dictionary
Online, covering letter is used in UK English, and cover letter in US English. They
mean the exact same thing.

Curriculum Vitae (CV) A short written description of your education,
previous jobs, and sometimes also your personal interests, which you send to
an employer when you are tryingto get ajob. In the US, curriculum vitae
is mostly used when applying for academic teaching jobs; resume or résumé is
used for other jobs.

NB: Curriculum Vitae vs Resume Your Resume and CV are two important
documents that represent your professional identity. However, many people make
the mistake of submitting a Resume when a CV is expected, or vice versa. Below
you may find the main differences between the two documents.

The Curriculum Vitae

* The Curriculum Vitae includes a summary of your educational and
academic backgrounds as well as teaching and research experience, publications,
presentations, awards, honors, affiliations and other details.

* The Curriculum Vitae is ideally two pages in length, though it can
sometimes go up to three to five pages. (e.g. for senior level candidates, academic
CVs etc.) The structure is very systematic and is generally drawn in a specific
order.

* The Curriculum Vitae includes everything that you have done and can be
classified as work - paid or unpaid. It may contain voluntary and honorary
positions and work done in such positions.

The Resume

* The Resume is a precise and very brief document representing at-a-glance
your key skills and main achievements. Resumes tend to focus on work experience
and skills only.

* The Resume should not be longer than one page.
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* The Resume would contain only what is strictly relevant to the job applied
and nothing else, within one page.

In Europe, the Middle East, Africa, or Asia, employers may expect to
receive curriculum vitae. In the United States, a curriculum vita is used primarily
when applying for academic, education, scientific or research positions. It is also
applicable when applying for fellowships or grants.

Email came before the entity we call the internet itself. It was crucial to the
development of what’s known as interoperability, in which different computers
exchange information and resources through local area networks (LANs) or wide
area networks (WANSs). Originally conceived at the Massachusetts Institute of
Technology (MIT), email was developed as a simple way to allow users of a
computer to communicate with users on another computer. The success of email
resulted in the development of the beginnings of the internet. Email, short for
"electronic mail," is one of the most widely used features of the Internet, along
with the web. It allows you to send and receive messages to and from anyone with
an email address, anywhere in the world.

Email Address Fields

When you send an email, you need to select the address that will receive it.
You can add them to one of three fields: To, Cc and Bcce. All three fields can send
an email to several recipients in one go, however they work slightly differently.

* To: The "To" line is for the primary recipient. Put the email address here if
the message is for this recipient’s action and attention only. This line is visible to
all other recipients (Cc, and Bcece) by default.

* Cc: Stands for Carbon copy. Cc is an e-mail that is copied to one or more
recipients. Both the main recipient (whose address is in the "To:" field) and the Cc'
recipients can see all the addresses the message was sent to.

* Bee: Similar to Cc, Blind Carbon Copy sends a copy of a message for the
information of a large number of people. Blind carbon copying is a useful way to
let others see an e-mail you sent without the main recipient knowing. It is faster
than sending the original message and then forwarding the sent message to the
other recipients. It is also good netiquette to use Bcc when copying a message to
many people. This prevents the e-mail addresses from being captured by someone
in the list who might use them for spamming purposes.

* From: The author’s email address is always included in the From field.

Email message It is made up of three components:

* Envelope An email message is very similar to a physical letter that you
would send in the mail. There is an envelope, with To/From information, and
there is the actual letter on the inside, with its own To/From information. The
envelope to/from information is the real information that is used for message
delivery, for both email servers and post offices.

When an envelope comes into a post office, they inspect the To address on
the envelope, and send it to the correct destination. The post office workers have
no knowledge of the letter inside the envelope. The letter inside could have

101



completely different To/From information than the envelope says. The Envelope
could say the message is to Joe, but the letter inside may say it's for Mary. Or, the
envelope may say it's to Joe, but the letter inside says the message is for Joe
and Mary.

The same is true for emails. The envelope To/From is the most important
information when delivering a message. If the envelope says the message is to
joe@domain.com and mary@domain.com, then the message is sent to both,
regardless of what the letter inside (the message header) says the message is "To:".

So the message may appear to be for some random person, but actually come to
you.

The envelope is something that an email user will never see since it is part of
the internal process by which an email is routed.

* Body message The body of a message contains text that is the actual
content, such as "Employees who are eligible for the new health care program
should contact their supervisors by next Friday if they want to switch." The
message body also may include signatures or automatically generated text that is
inserted by the sender's email system.

* Header In an e-mail, the body (content text) is always preceded by header
lines that identify particular routing information of the message, including the
sender, recipient, date and subject. Some headers are mandatory, such as the
FROM, TO and DATE headers. Others are optional, but very commonly used,
such as SUBJECT and CC.

* Email Address An email address is a wunique identifier for
an email account. It is used to both send and receive email messages over
the Internet. Similar to physical mail, an email message requires an address for
both the sender and recipient in order to be sent successfully. Every email address
has two main parts: a username and domain name. The username comes first,
followed by (@) symbol, followed by the domain name. In the example below,
"mail" is the username and "techterms.com" is the domain name (For example:
mail@techterms.com).

ESP (English for Specific (or Special) Purposes) The technique of
teaching English to students who need it for a particular purpose, such
as business dealings

Memo A short official note that is sent by one person to another within the
same company or organization.

Memorandum A short written report prepared specially for a person or
group of people that contains information about a particular matter/ An informal
message, especially one sent between two or more employees of the same
company, concerning company business/ A summary of the state of an issue, the
reasons for a decision agreed on/
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Motivation Letter A motivation letter, motivational letter or a letter of
motivation is a letter of introduction attached to, or accompanying another
document such as a résumé or curriculum vitae. The main purpose of a cover
(motivational) letter is to persuade an HR specialist that you are the most suitable
candidate for a given position.

What is the difference between a motivation and a cover letter?

The motivation letter is usually used when applying for something e.g. for
acceptance to a university, to a student programme, to a non-profit organization for
voluntary work etc. You have to explain why you are interested in the specific
activity, your motives, why you want to study or attend the programme, why you
choose the specific university or programme etc.

The cover letter is used when you apply for a job. You send both a letter and
your detailed CV. In the cover letter, you must state clearly the position you are
applying for and explain why your profile matches the position. To put it simply, it
must answer the question “°Why you?’’. You must keep in mind that the cover
letter should highlight you relevant skills and experience to relative to the position.
Leave the details in your resume and take the chance to say things that cannot be
expressed through your CV. Always finish your cover letter by asking for an
interview, and by saying how you can be contacted (e.g. by phone).

Negotiation A strategic discussion that resolves an issue in a way that both
parties find acceptable. In a negotiation, each party tries to persuade the other to
agree with his or her point of view. By negotiating, all involved parties try to avoid
arguing but agree to reach some form of compromise. Negotiations involve some
give and take, which means one party will always come out on top of the
negotiation. The other, though, must concede — even if that concession is nominal.
Parties involved in negotiations can vary. They can include talks between buyers
and sellers, an employer and prospective employee, or between the governments of
two or more countries.

Netiquette is short for "Internet etiquette." Just like etiquette is a code of
polite behavior in society, netiquette is a code of good behavior on the Internet.
This includes several aspects of the Internet, such as email, social media, online
chat, web forums, website comments, multiplayer gaming, and other types of
online communication.

While there is no official list of netiquette rules or guidelines, the general
idea is to respect other people online. Below are ten examples of rules to follow for
good netiquette:

1. Avoid posting inflammatory or offensive comments online
(a.k.a flaming).

2. Respect others' privacy by not sharing personal information, photos,
or videos that another person may not want published online.

3. Never spam others by sending large amounts of unsolicited email.

4. Show good sportsmanship when playing online games, whether you
win or lose.
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5. Don't troll people in web forums or website comments by repeatedly
nagging or annoying them.

6. Stick to the topic when posting in online forums or when commenting
on photos or videos, such as YouTube or Facebook comments.

7. Don't swear or use offensive language.

8. Avoid replying to negative comments with more negative comments.
Instead, break the cycle with a positive post.

0. If someone asks a question and you know the answer, offer to help.

10.  Thank others who help you online.

The Internet provides a sense of anonymity since you often do not see or
hear the people with whom you are communicating online. But that is not an
excuse for having poor manners or posting incendiary comments. While some
users may feel like they can hide behind their keyboard or smartphone when
posting online, the fact is they are still the ones publishing the content. Remember
— if you post offensive remarks online and the veil of anonymity is lifted, you will
have to answer for the comments you made.

In summary, good netiquette benefits both you and others on the Internet.
Posting a positive comment rather than a negative one just might make someone's
day.

Official document An official paper or a set of official papers with written
or printed information.

Resume A one- or two-page formal document that job hopefuls submit to
hiring managers and employment recruiters as a means of itemizing their work
experience, educational background, and special skills. Successful resumes entice
potential employers to invite applicants to interview for the position. Resumes are
traditionally accompanied by cover letters, in which applicants champion their
relevant skills and tout their specific qualifications for a given position.

Spam Originating from the name of Hormel's canned meat, "spam" now
also refers to junk e-mail or irrelevant postings to a newsgroup or bulletin board.
The unsolicited e-mail messages you receive about refinancing your home,
reversing aging, and losing those extra pounds are all considered to be spam.
Spamming other people is definitely not cool and is one of the most notorious
violations of Internet etiquette (or "netiquette"). So if you ever get the urge to let
thousands of people know about that hot new guaranteed way to make money on
the Internet, please reconsider.

Subject The subject line in an email is the single line of text email recipients
see when they receive your email in their inbox. Since email inboxes are inundated
with hundreds, maybe even thousands, of emails per day, catchy email subject
lines are more important than ever. This one line of text can often determine
whether an email is opened or sent straight to trash. Good email subject lines can
make a powerful impact on your readers. The words you choose for
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your email subject lines can have a big impact on whether or not the hard work
you’ve put into your email will pay off. No matter how sophisticated or well-
crafted your email campaigns are, they are worthless if your target audience
doesn’t open the email. Spending a little extra time on your email subject lines will
help you boost email open rates, avoid the spam folder, and get your message in
front of the right people.

Threadjacking The act of taking over an e-mail list or discussion thread
with a subject unrelated to the original posting.

Treaty A binding formal agreement, contract, or other written instrument

that establishes obligations between two or more subjects of international
law (primarily states and international organizations).
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