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Urgency

Today, in the era of globalization, when many
companies are increasing their business coverage and
cooperating with enterprises in foreign countries, the

issue of business correspondence is becoming more
relevant than ever.



Purpose

The purpose of the diploma work is
to analyze business documentation
in order to determine the features
and difficulties of translating official
documents.



Object and subject

The object of the study is modern business
documentation in English.

The subject of the study is the difficulties of
translating business documentation from English into
Russian.



Easles:

1. To consider the scientific literature on the problem of research;
2. To analyze the characteristic features of business documentation.

3. Toidentity the most commonly used translation transformations
when translating official documents.

4. To analyze the category of modality as the basis of transfer of
communicative intentions in business documentation.



The translation of business letters must meet certain
requirements, namely:

1. Conciseness (all the main provisions of the letter should be
stated briefly);

2. Accuracy (the original should be accurately stated in the
language of translation);

3. Literativeness (all literary norms of the language of
translation should be observed during translation);

4. Clarity (conciseness should not affect the change in the
meaning of the original text during translation)



OpuruHai.

This agreement may be executed in two or more
counterparts, each of which shall be deemed an
original..

IlepeBon:

Hacrosimumii ;oroBop cocrtasieH B ABYX (1au Ooee
IK3EMILISAPAX ), UMEIOWUX PAGHYIO IOPUOUYECKYVIO CUTLY ...



Opurunan.

AGENCY CONTRACT Ne
Date
, hereinafter referred to as the "TRUSTEE', in the person of
the Director — , on the one hand, and COMPANY in
the person of the Director Mr. and Finance Director T.Getts,

hereinafter referred to as the "AGENT", on the other hand, have concluded the
present Contract on the following.

ITepeBon:
ATEHTCKHVU JOTOBOP Ne
Jlara
, Umenyemoe 6 oanvHeuuem «JloBepuresb», B auie Jlupekropa —
, C OJIHOM CTOPOHBI, H B
nane Jlupexropa n OPuHaHcoBoro aupekropa T.leru, umenyemvie 6

oanvuetuiem «lloBepeHHBIN», C APYyrol CTOPOHBI, 3aKIIOUMIM HACTOSIIUMKA JOrOBOP O
HUKECIIEAYIOIIEM.



Opurunan: Poccusi, Mockaa,
yi1. TBepckas,
noxbesn 1B, odpuc 2002.
Kommanna ABC.
Huxomnaro Poruny (cripasa)
(cmesa) 20.06.2010
(mocepenune)
VBaxxaembli Hukosaii!

C yBaxxenuem, Tomac I'pun (cireBa)

I[Tepesox: Mr Nikolay Roshin
ABC—company
Office 2002, Entrance 1B
Tverskaya Street
Moscow
RUSSIA (cneBa)
20.06.2010 (cmpasa)
Dear Nikolay, (ciesa)

Sincerely yours, Thomas Green (cinesa)



The next difficulty in translating business
documents is the need to use various
transformations to achieve equivalent

translation.



OpuruHa:

Mr. Paul Clement

Opurunnai:
Michigan USA, 90345
September 30, 2015
Dear Mr.Furgin

Company “La Prevention” June 4, 2011
Post Office Box 212
45802 Orleans Cedex — France

Dear Paul: As you will probably know, last week my chief fire
loss control engineer, John Maxwell, visited 5 locations in
France accompanied by Alain Berger and later had discussions
with Marc Roget and Peter Barton.

Today I received your letter with comments of our
new product. I am very grateful to you for it and I
appreciate the time you spent sending us your letter.
Thank you very much for your opinion, it’s very
important for us to know our customers’ feelings
about each new product. We’'ll take your comments
into account!

My purpose in writing to you is first to say how pleased we are
the fire engineering service we receive from frour company.
The relationship with Alain Berger is first class and John
Maxwell is able to obtain very good results indeed. I wonder
whether you would be kind enouﬁh to pass on our thanks to
Marc Roget and Alain Berger for the very good work they are
providing in fire loss control.

Kind regards, Jonatan Watson ; , ,
I look forward to renewing our acquaintance in the future.

Sales Manager. M.C. Burns.

Very truly yours,

IIepeson: ITepeBox:

Jetporit, Muuuran, CIITA 90345

I'—ny ITomto Knement

Kommanus «JIst I[Ipesechon», Urons 4, 2011 r.

30 centsops 2015 roga

nmoutoBbli siiuk 212, 45802 Opnean—Cenekc, Opanius

‘YBakaeMbIii T—H CDepIL)KI/IH VYBaxxaembii [Toibs! Kak Bel, BeposiTHO, 3HaeTe, Ha pONLIOH Heaene
JI>xoH MakcBeII, MO TIIaBHBIM HH)KEHEP 0 TIOXKapHOH 0€30TacHOCTH,
MOCETUII 5 Pa3INYHBIX MeCT BO DpaHIuK B CONPOBOXK/ICHNH AJlaHa
Beprepa n mo3xe BeTpedaics st 00CyKISHUS BOIPOCOB ¢ Mapkom
Poxe u Ilurepom bapronom. Ilenbro Moero nucema k Bam siBisiercs,
MPEKIE BCErO, CKa3aTh, YTO MbI OYEHb JJOBOJIHBI TEM YPOBHEM YCIYT 11O
TTOYKapHOM 0E30ITaCHOCTH, KOTOPhIe OKa3bIBaeT HaM Barra kommanus. Y
Hac IIepBOKJIACCHBIE OTHOIIeHUs ¢ AnmaHoM beprepom, u J[xoH
MaxcBesT MOXKeT TOOUTHCS JeHCTBUTEIEHO OY€HBb XOPOIITHX
pe3ynbTatoB. Moskere 11 Bbl ObITh HACTONBKO JIFOOE3HBIM, YTOOBI
nepeiaTh ciioBa Onarogaproctu Mapky Poxe u Anany beprepy 3a Ty
OYEHB XOPOIIYI0 PaboTy, KOTOPYIO OHHU NPOBOAT. C HETepPIIEHUEM KTy
Clly4asi BO30OHOBHTH HAIlE 3HAKOMCTBO B Oy/IyIIEM.

M.C. bépuc

CeronHs s nosyunii Baiiie mucbMo ¢ KOMMEHTapHUSMH 10
MOBOJIy HAIIIETO HOBOT'O MpoayKTa. S oueHs OnarogapeH Bam
3a 3TO, U S LIEHIO BpeMmsi, HoTpadyeHHOe BaMu Ha oTnipaBKy
HaM nucbMa. boinbioe cracu6o 3a Baiie MHeHHe, HAM OY€Hb
Ba)KHO 3HATh, YTO JYMAIOT HAIIIK MOTPEOUTENH O KasKIOM
HalleM HOBOM ITpoaykTe. MblI yureM Bce Bamm
KOMMEHTapuu!

C yBaxxenueM, J[>xoHaran YOTCOH Vickpente Ba,

Menemkep 1o nmpojiakam

1) TpaHCkpuOupoBaHHUE
2) KanbkupoBaHue

3) AHTOHUMHYECKUU
IIEPEBO/I

4y llepecraHoBka
5)  OnyiieHue
6) 3aMeHa

7) JloOaBiieHue



The Sellers will take care of bear all the expenses connected with obtaining the necessary license for the
exportation of the goods under the present Contract to the RE.
[Iponasen mpuHUMAaET Ha ce0s1 3a00ThI U PACXObI [0 TPUOOPETEHUIO HEOOXOAMMBIX pa3perieHrid Ha skcnopT B PD ToBapa
10 HACTOSIIIEMY KOHTPAKTY.
(KaIbKUpOBAHUE, IIEPECTAHOBKA)

Not later than one month of the signing of the Contract the Sellers are to advise the Buyers if the export
license is granted.
O nosryueHns SKcnopTHOM nuieH3ur [Ipogaser 06s3an cooOmuTh [lokynarento He mo3aHee 1 Mecsia co THS TOAMICaHUs
HaCTOAIICTO KOHTPAKTA.
(mepecraHoBKa, KOHKPETH3AIUA)

In case the Sellers are unable to obtain the export license or the export license is revoked by the
appropriate authorities of the Sellers’ country before the end of deliveries or should its validity expire, the
Buyers have the right to cancel the Contract wholly or partially.

Ecnu [IponaBen He MOXKET MOJIYUYUTh SKCIIOPTHYIO JTUILEH3UIO WM, €CJIM SKCIIOPTHAS JIMIEH3Us OyIeT aHHYJIMpPOBaHa
KOMIICTCHTHBIMHA OpraHaMu CTPaHbI Hpoz[aBU;a A0 OKOHYAaHH:A ITOCTABOK, UJIN CPOK €C ,Z[eflCTBHH HCTeKacT, TO HOKYHEITCJ'H)
BIIPpaBC aHHYJIHUPOBATH KOHTPAKT IMOJITHOCTbIO HUJIN YaCTUYHO.

(rpaMmaruYecKue 3aMeHb)



As aresult of the research, we can conclude that the
calcification method is mainly used in the process of
translating business documentation, which is
explained by the increased requirements for
preserving the meaning of the source text. Also, when
translating, there was a repeated use of transliteration
and transcription due to the presence of names,
geographical names, company names, etc. in the texts.
As for grammatical transformations, grammatical
substitutions and permutations are most often used.



Modality

Business communication is a complex process of
developing interpersonal contacts in the service
sphere, in which communicants are focused on
achieving specific tasks and goals. The modality
denoting the speaker's attitude deserves special
attention.






