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AHHOTauMs: cTaTbs MOCBSILEHA aHanuW3y TEKCTOB AENOBbIX MUCEM C TOYKM 3peHMs Hambonee
ynoTpebunTenbHbiX  A3bIKOBbIX  K/IUWMWPOBAHHBIX  KOHCTPYKUMA U ux ocobeHHocTel. ABTOpamm
paccMaTtpuBaloTcs npobnemMbl OTCYTCTBMSI TUMOBLIX CPOPM [OENOBbIX MUCEM M BO3MOXHble Cnocobbl
NX peLleHus.

Abstract: The article analyzes texts of business letters in terms of the most common linguistic clichéd
constructions and their features. The authors consider the problems of unavailability of standard forms for
business letters and their possible solutions.
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3HayeHne [OOKYMEHTOB B HalWel XMWM3HW CNOXHO NepeoueHUTb — Mbl  CTankMBaeMcs
C Heob6X0AMMOCTbIO LOKYMEHTUPOBaHUS uHgpopmaumm [1; c. 135] npakTnyeckn exenHeBHo. C pa3BuTuEM
obwecTBa 9TOT NPOLIECC YCNOXHAeTCs 1 TpebyeT BCe HOBbIX MOAXOA0B K €ro opraHvM3auuu.

Becb 06beM COBPEMEHHO LOKYMEHTauMM YCNOBHO MOXHO pas3fenuTb Ha TPW TPynnbl: TUMNOBblE
(no yTBepXxAeHHbIM obpasuam), TpadapeTHble (4acTb — Tunorpagckas, 4actb — MepeMeHHas),
WHAnBMAyanbHble (NPOM3BONbHOE NOCTPOeHue) [5; c. 246]. MNpu co3gaHnn TEKCTOB MEPBbIX ABYX FPymn
JOKYMEHTOB TPaaMUMOHHO UCMONb3YOTCA TpadpapeTHble U TUNOBbIE POPMbI, YTO MO3BONSAET 3HAYUTESNIbHO
COKpaTUTb 3aTpavyeHHOe Ha co3[aHuMe [OOKYMEHTHOro TeKCTa BpPeMsd, a TakXe CBECTU K MUHUMYMY
BEPOATHOCTb AONYWEHUS CTUIMCTUYECKUX ownbok. TpeboBaHMs K TEKCTY MHAMBUAYaANbHbIX OOKYMEHTOB
(Hanpumep, JoknagHbIX — 3anuMCcOK) MOMHOCTbIO  OMNPedenstoTcs  ohuunanbHO-AEN0BbIM - CTUNEM
NUTEepaTypHOro pycckoro a3bika [2; ¢. 216-224]. OgHako eCTb OOKYMEHTbI, KOTOPbIE CNOXHO OAHO3HAYHO
OTHECTU K OOHOW U3 yKa3aHHbIX rpynmn.

Knuwe — peuyeBoi cTepeoTun, roToBbli 0OOPOT, WCMNONb3yeMbli B KayecTBe Nerko
BOCMPOM3BOAUMOrO B ONPEefeneHHbIX YCNOBUSAX W KOHTeKCTax cTaHgapta [6]. B paHHOl cTaTbe
Mbl MPEANPUHSANIM NONbITKY NPOaHaNM3nMpoBaTh TEKCTbI Pa3NNYHbIX AEN0BbIX NMUCEM HA NpeaMeT Hanbonee
ynotpebnsiembix knuwe u ocobeHHoCcTeln KX YHKUMOHMpoBaHMs. [ns aHanu3a Hamy Obinn B3sAThl
JenoBble nuMcbMa Tpex CTPYKTYPHbIX MogpasgeneHunini opraHvsaumm (otgena 3akynok, ¢OUHaHCOBOro
oTmena wn otgena cesA3ei ¢ obwecTtBeHHocTblo). O6was Bbibopka coctaBuna 148 [LOKYMEHTOB.
MpoaHannamMpoBaB TEKCTbl, Mbl BblOpann BCe $3blKOBble KAWUWWPOBAHHLIE KOHCTPYKUMW pa3HOro
CTPYKTYPHOro, MOPCONOrMyeckoro, KONMYeCcTBEHHOro cocTasa (0T 2-X 00 7-Mu CNoB).
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[MpuBenemM npuMmep UCMNOb30BaHUSA KNUWeE B OOHOM U3 UCCNedyeMbiX TEKCTOB (B OaHHOM cnyyYae —
NMUCbMO-HaNoOM1HaHue):

YBaxaembiin VIBaH IBaHOBWY!

Hanomunaem Bam, u4t0 B coorBerctBuu ¢ 3aknoyeHHbiM Mexgy OO0 «YYY» m OO0 «XXX»
norosopom Ne 234 ot 02.12.2014 (panee — Lorosop), OO0 «XXX» o0bsi3anocb nponssectu npegonnary
B paamepe 200000 pybneii B TeuyeHue 10 kaneHmapHbiX OHE C MOMEHTa 3aktouyeHus J[orosopa.
B pamkax Lorosopa OO0 «YYY» 0653yercs npou3BecTy 3aKkynky KOMMAEKTYIWmX ANs Npou3BOACTBa
obopymoBaHus Mnocne nonyyYeHuss npeponnatbl. MIHgpopmupyem Bac, 4to Ha 12.01.2015 onnara
He npou3sBeneHa v NPOM3BOACTBO 000PYyNOBaHWA HE HayaTo, YTO B/IEYET 3a COOOV CPbIB CPOKOB COayu
obbekTa B aKCnayaTaumio.

lNpowy Bac npounssectu npegonnary no IJorosopy B KpaTyanmwme Cpoku. ...

Pe3yﬂbTaTbI KOHTEHT-aHannm3a — uccnegosaHne CrnaowWwHoOMN Bbl60pKI/| TEKCTOB p[OenoBblX NMUcem
npencrtaesfieHbl HAMU B Tabnuue:

Konuyectso
Bupn nenoBoro

nccnepoBaHHbIX [Hanbonee ynotpebnsiemblie Knuiie
nucbma

TEKCTOB

«B uensx...», «[lpocuM npenocraBuTh...», «B COOTBETCTBUU C...»;

«[POLLY HamnpaBsThk...»; «[POCUM BbICNaTb...», «OyAeM KpavHe

rpu3HarTesbHbl, €ciu Bbi...», «rpolwy Bac nponHgpopmMmpoBarb»,
lMncbmo-3anpoc 12 P poy poVHGOpMIP

«[pOCUM OTBETUTb 0 BO3MOXHOCTU CKOpEE», «MpOCUM AaTb

oTBeT B CPOK HdO..», «3apaHee bnarogapro Bac...»,

«C HeTeprieHnem xaém Bawero nucema»

«PekomeHayo Bam...», «npurnawaem Bac...», «Mbl rotossi...»,
lNucbmo- «padbl npeanoxuts Bam...», «Bbl MOXeETe 03HaKOMUTLCH...»,
npeanoxeHue 18 «Mbl rapaHTupyeM noanepXKy...», «Mbl [PE4OCTAB/ISIEM...»,
(otheprTa) «npegnaraem BaweMy BHUMAHWIO...», «...NO3BOANT Bam...»,

«CBSIXXWUTECH C HAMM...», «Mbl C PafoCTbio 06CyauUM...»

m «3asBnsieMm Bam...», «BcnencrBue...», «B COOTBETCTBUN...»,
NUCbMO-

«B CBSI3W C U3/10XKEHHbIM MPEeANaraeM...», «Mbl C COXa/leHNEM
peknamauus 18
(NpeTeH3us) LONIXKHbI N3BECTUTb Bac 0...», «Mbl C 60/IbWUM OrOPYEHUEM...»,
npeTeH3ns

«Mbl BbIHYXXA€HbI CO0OWMNTL Bam...»

«C uenvto...», «obpauwaemcs K Bam co cneayrowei

npockboyi....», «npocuM Bac paccMoTpeTb BO3MOXHOCTb»,
Mucbmo-npocbba (10 P P P P

«rnpocsba CcooOWNUTE HaM...», «Mbl OYEHb pPACCYUTLIBAEM...»,

«Mbl OyEM MPU3HATENbHbI», «Mbl YBEPEHHbI...»

Mucbmo- 18 «Mbl  obpaiwaemcss Kk Bam c..», «Mbl  YBEDEHHSbI...»,
obpaueHue «Mbl [10/1araem...», «HaM U3BECTHO...»




«B coorBeTcTBUM C...», «HarlomMuHaem Bawm...», «ctaBum Bac
B W3BECTHOCTbL ...», «obpaiyaem Baile BHUMAaHUE...», «CYUTAEM
HeobxoanMbIM yBenomMuTs Bac...», «ybenuntenbHO/HacTosITeNbHO
21 MPOCUM...», «Mbl HACTAUBAEM...», «UHGPOPMUPY0 Bac o Tom...»,
«B pamkax ucrionHeHns [Llorosopa...», «M03BO/bTE HANOMHUTL
Bam...», «ugs Bam Ha BcTpedy...», «BbIHYXOEHbl HAarMOMHUTL
Bam...»

MNucbmo-
HanoMmMHaHmne

«YBepgomnsiem Bac...», «6yayT NPUHSTLI MEPEkI...», «B MPOTUBHOM
Mucemo- 12 cny4ae», «Mbl BbIHYXAEHbI...», «y4YUTbIBAS  CUTyaLMo...»,
npenynpexanexHne «npeaynpexanaem Bac o HamepeHun...», «Tpebyro B CPOK A0...»,

«B cnyyae...»

«Coobuwaem BaMm...», «..npoviger no anpecy...», «MPOCUM
Mucbmo-nssewexmne |18 3abnaroBpeMeHHo coobWmnTL O rOTOBHOCTY MPUHSTL y4acTue...»,
«[1OMOTHUTE/bHYO MHGPOPMaLMIo Bbl MOXETE MONyYnTb... »

«B orBer Ha ..», «Hanpasnsem Bawm...», «npepcraBnsem
ConpoBoantenbHoe 12 Bam...», «BbICbl/1aEM Bam...», «bonee JetasnbHyro
MUCbMO nHgbopMmaunio Bbl moxete nonyuntb...», «C yO40BONLCTBUEM

npeanoxy Bam...», «npocuM noaTBEPANTL MOTYHEHNE»

«CoobwaeM Bam, 410 Mbl [ONYYUIN...», «[OATBEPXKOAEM
Mucbmo- rnony4yeHme ..», «c 67arogapHoOCTbiO  MOATBEPXKAAEM...»,
NoATBEPX AeHME «B MoATBEPXOEHNE Hawewi npeaBapuUTesbHOV
L OrOBOPEHHOCTU», «OQoULIMaNTbHO N0ATBEPXKAaeM»

MprBeneHHble B Tabnuue OaHHbIE yKasbiBAlOT, YTO MPU COCTABNEHMM KaXAoro OTAeNbHOro Buaa
nMcbMa MCMNONb3yeTcs MOBTOPSAEMbIA HAbop Knuwe (0AHAKO OAHO3HAYHOW 3akpenneHHocTn Habopa
Knuwe 3a KOHKPETHbIM BWAOM OenoBoro nucbMma HeT). OoMH Takol OOKYMEHTHbIA TeKCT, MO Halwum
HabnoeHnsM MOXEeT coaepXaTb OT 2 00 7 eOMHUL, S3bIKOBbIX KIMWMPOBAHHbLIX KOHCTPYKLUMIA HA TEKCT
o6bemom 350-450 cnoB (TeKCT o 1 nncta MawunHoONMcHoro Habopa).

CnenyeT OTMEeTUTb, 4YTO YHUBEpPCalbHbIMKN SABNAIOTCA  A3blKOBble Kauwe, COOTHOCUMbIe
C Npon3BOOHbIMKX NpegnoramMn, HanpuMmep: «B COOTBETCTBUU C...», «B Le/isdX...» MOTYT NCNO/Ib30BaTbCA Kak
B NMcCbMax-3anpocax, Tak U B NMCbMax-npennoxXeHusax, nncbMax-npeTeH3nsax, nncbMax-HanoMnMHaHmMAX.
OT0 CBSI3aHO C TEM, 4YTO B AAHHbIX BUAAX OOKYMEHTOB Hanbonee yacTo NCNonb3yeTcs CCbllka Ha OOKYMEHT
BbllWeCTodWero opraHa Bnactu, BO WCNOJIHEHME KOTOPOro OH CO3OaeTcs. OTHowWweHus NPUYNHHO-
CNnencTBeHHON 06yCJ'IOBJ'IeHHOCTI/I nexart B OCHOBE JIOrM4eCckoro nocTpoeHnsa TekcTa.

B nucbmax, Tpebytowmx oTBeTa (NMUCbMO-3amnpoc, MNUCbMO-NPEAsIoXeHne, NUCbMO-peknamMaums,
nucbMo-npocbba, NMcbMo-obpalieHne), aBTop JOKyMeHTa MOXET MPOCUTb HanpaBuTb OTBET KakK MOXHO
bbicTpee: «MpocUM OTBETUTL MO BO3MOXHOCTU CKOPEE», «IMPOCUM 0aTb OTBET B CPOK [O...», «3apaHee
6naropapto Bac...», «c HeTeprneHnem xaém Balero nucbMa», «CBSXUTECh C HaMu...» N ap.. Kak Buamm,
JaHHbIM [OKYMEHTHbIM TEeKCTaM XapakTepHa CTUIMCTUKA MOOYEPKHYTOW 3TUKETHOW BEX/IMBOCTMW, 4YTO
CBSI3aHO Yalle BCEro co BTOPUYHOCTbIO KOMMYHMKATMBHOIrO obpalleHust (NMoOBTOPHbIA akT KOMMYHMKaLMK).

Knnwe tuna «byayr npuHSTbI MEPbL...», «B MPOTUBHOM C/y4ae», «Mbl BbIHYXAEHbI...», «TPebyto
B CPOK A4O0..», «B C/y4ae...» UCMOMb3YIOTCA B MNUCbMax-npemnynpexmaeHnsx u  ykasblBaloT
Ha AVPEKTMBHOCTb, MHOrAa MOryT 3ByYaTb kak yrposa. C Opyroi CTOPOHbI, AaHHble S3blKOBble KNMLe
MapKUPYIOT TEKCTbl OENOBbIX MUCEM, KOTOPbIE YCNOBHO MOXHO OTHECTU K KOMMYHUKATUBHbIMU aKTamu-
Ieknapauusmu (CnoBecHoe AeicTBue npepdBapseT COOCTBEHHO HEWCTBUS, KOTOpble BnekyT 3a coboit
N3MEHEHNs B peanbHOW AencTBUTEeNbHOCTU). TeKCT HaHHOro Buaa LOKYMEeHTa — gaeknapaumsi HEKOEero
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oTpULATENBHOIO PeleHns (Hanpumep, PaspbiB OOrOBOPHbLIX OTHOWEHWIA, 0653aTeNbCTB, NUWEHNe NPeMnn
n nomobHoe) —  oTAMYaeTCcs  MOAANIbHOCTbKD  KATEeropuMyHOCTW,  OOMXKEHCTBOBATENbHOCTU,
BbIHY X A€HHOCTM, HEobX0AMMOCTW, a Ha MpakTUKe MNOpoli SBNSETCS 9KCMPECCUBHbIM TEKCTOM (4TO
He gQonyckaeTcs B pamkax oduumanbHO-OenoBoro ctuns), 3atum obycnoeneHbl ocobble TPyOHOCTW,
BO3HMKaloWmMe Npu co3aaHum nodobHbIX OenoBbiX NuceM. ABTOpP Takoro nucbMa AonXeH yMeTb nogobpaTtb
0N KaX[OOW KOHKPETHOW OefioBOM cuTyauuy — [OefioBOro rnosoja — afekBaTHbll, a cnenosaTesibHo,
€OWHCTBEHHO BO3MOXHbI (COOTBETCTBYIOWMA HOpME, 3TUKEeTy aenoBoro obuweHus [3; c. 312] Habop
Knuwe.

OavH 13 cnocobos peweHns NPobnemMbl Mbl BUOAMM B OaNbHENWEM N3YyYEHUN OOKYMEHTHbIX TEKCTOB
M onpedeneHnn CTerneHn 3aKpPenneHHOCTW TOro WAM MHOro BMAa KAule 3a BUOOM [OEeN0BOro MucbMa
(DOKyMeHTa), 4TO MO3BOMMT co3paTb 0Oonee uYeTkyld pPEeKOMEeHAaTeslbHYl0 CrnpaBoyHyl 6asy
(CywecTByioWME CEroaHs MPUNOXEHUS SBNAIOTCA HeOoCTaTOuYHbIMM) Anst PaboTHUMKOB CUCTEMb
JOKYMEHTMPOBAHUS OeATeNbHOCTU, rocciyxawmx. M B uenom, nos3sonuTt usbexatb KOMMYHUKATUBHbIX
Hey[ay B npoLecce NeNoBO KOMMyHUKaumu, coenaeT ee 6onee agppeKTUBHON.

BO3MOXHbIM TEXHOMOrMYECKMM pELEHNEM MOXeT CcTaTb CO034aHuMe nporpamMMbl-NPUNOXeHns
B 9/IEKTPOHHOM OOKYMEHTO0bopoTe, koTopas OymeT codepXaTb MepeyYeHb S3blKOBbIX KMWMPOBAHHbBIX
KOHCTPYKLMIA, PEKOMEHOyeMbIX [ONa WCMNoSb30BaHMA B KOHKPETHOM BWAe [Oenosoro nucbma. Jns
COTPYOHWMKOB cnyx6 [OenonpoM3BOACTa W FOCCNyXawux MNPennoyTUTENbHON SBNSETCAS BO3MOXHOCTb
aBTOMAaTMYeckoro BCTpavBaHMSA $A3bIKOBOMO KAuWe B CO34aBaeMblii  OOKYMEHT, TO ecTb paboTa
C TpadapeTHbIM TEKCTOM (BO3MOXHOCTb peaakTMpoBaHus B nporpamme). 3TO 3HAYUTENbHO YCKOPUT
NpoLecc COo34aHWsi [OKYMEHTOB W MO3BONMT Hambonee TOYHO (a TrNnaBHOE, HEeLBYCMbICIEHHO,
CTUNNCTUYECKN HENTpanbHO) W afekBaTHO BblpaxaTb HaMepeHus CTOPOH [AenoBoro obweHus,
obMeHuBaTbCs MHGpopmauueit [4; c.179].
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