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Conciseness. As you know, a challenge for any business person (businessman) is the lack of time and
in this regard, he always welcomes anything that saves him both time and energy. In this regard, the best
letter for a business person will be something for reading so he can quickly grab the sense. Thus, the clarity
of words and grammatical structure is complemented by concise (short) of the letter. Conciseness is to ex-
clude from the content of the letter all minor details, repetitions and long turns of speech. And at the same
time we can not oversimplify letter to the detriment of fullness, which may be interpreted as rudeness and
lack of tact. One can not ignore the basic facts relating to the case, like all those expressions and phrases
that emphasize courtesy, warmth and goodwill writing.

Completeness. Completeness of the content of the letter should never sacrifice its conciseness. All
the basic thoughts and ideas of the author must be stated in the letter. To miss nothing, before finally writ-
ing letters it is important to sketch those items which should be reflected in the message. After drawing up
the draft should again be checked to see whether everything that was supposed to is reflected. If something
has been forgotten, it should be paid extra attention. Sometimes, in order not to violate the integrity and
logical harmony letters give a post-scriptum (PS), which provides additional information, including not
directly related to the content of the letter.

Courtesy. Every self-respecting business organization (company), which is seriously concerned about
its success should exercise extreme cordiality and courtesy in personal contact with individuals and compa-
nies (institutions, enterprises), as with expressions of reverence and respect for the customer (business part-
ner) success case begins. However, it is necessary to know when to stop. Courtesy indicates a weak taste of
the speaker, even if in doing so he is sincere in his feelings.

Form of courtesy depends primarily on the content of the letter, i.e. on whether it is a benefit or dis-
advantage to the recipient. For example, in the event of failure of any enterprise (business), it is impossible
to fulfill someone else's request (proposal) the utmost restraint should be shown in the expression of courte-
sy. But in any case, the most unpleasant circumstances do not permit to use sarcasm and insults in business
letters

Correctness. Correctness - a mandatory requirement for business (and more generally for any) letters.
What you should pay attention to:

- grammar (gramar) - correct sentence structure in accordance with the rules of the language;

- orthography (spelling);

- capitalization;

- punctuation ;

- harmonization - for example, according to the order, thanks ... etc.

- writing numbers (digits) - for example, numbers up to ten are written with the help of words,
numbers (more than ten) — numbers.

In summary, we note that the communication in the field of legal relations is intended to serve the
implementation of the basic functions of the law which governs the relationships between people, institu-
tions, nations, and among the citizens and the state. To realize the basic functions of the officially-business
speech bears the color of duty, it is accurate, impersonal, has standardized character.

LI Teneg’sk,

cmapuiuil 8UK1a0a,

Kuiscokuii nayionansnuil ynieepcumem mexnono2ii ma ousaiiny,
m. Kuis, Ykpaina

OCOBJIMBOCTI INIEPEKJIAJTY HAYKOBO-TEXHIYHOI JJITEPATYPH

[IpuckopeHHs1 HayKOBO-TEXHIYHOTO MPOTPECY 3 ONHIET CTOPOHH, Ta IHTEHCUBHHUM PICT MI>KHAPOAHOTO
CHIBPOOITHHIITBA 3 JPyToi CTOPOHU MEPETBOPWIIH MPOOJIEMY HAaBYAHHS CTYJACHTIB TEXHIYHOMY TepeKiary
Ta aHIJIOMOBHIM TEpMiHOJOTI B OJHY 3 HAMOUIbII aKTyalbHUX Ta CEPHO3HHUX. PO3BUTOK HAYKM 1 TEXHIKH
HEMHUCTUMUH 03 IHPOKOTo OOMIHY CITEiabHOIO 1H(GOPMAIIi€I0 MIX JTIOABMH, SIKi PO3MOBIIIOTH PI3HUMH
MoBamu. CrieriaxicTy MOBHHHI CIIIKYBaTH 32 BCIM HOBUM, IIIO 3’ SIBIIIETHCS 32 KOPJAOHOM B 00JIaCTi HayKH i
TEXHIKHM, B 1HO3EMHHUX MEPIOANYHUX BHJAHHSX, CICLIadbHUX OOJIETEHSAX 1 MaTeHTHIH jiteparypi. ko
IHKEHEpH HE BOJIOMIIOTH IHO3EMHUMH MOBAaMH, OCOOJIMBO aHTTIIHCHKOIO, SIKa B CYJaCHOMY CBITI CTaya MiX-
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HApOJHOIO, BOHM HE MOXKYTh KOPHUCTYBAaTHUCh OPUTIHAIBHOIO JITEPaTypolo, CIUIKYBaTHUCh 3 1HO3EMHUMH
Kojeramu. Bee 11e, mopsi 3 MOAisiMH, K1 BiOyBarOThCS B Halliil KpaiHi, TOCTaBUIM BUITYCKHHUKIB TEXHIU-
HUX BY3iB Iiepe]l HeOOXiAHICTIO BOJIOAIHHS aHIIIMCHKOI0 MOBOIO.

VY TemepilHiX yMOBaxX Cy4yacHUH iHXXeHep He Moxe OyTH KOHKYPEHTHOCIIPOMOKHHM Ha PUHKY ITpa-
11i, SIKIIO0 HE BOJIOJII€ aHTITIMCHKOI MOBOIO Ha JIOCUTh BUCOKOMY PiBHI Ta JOCTaTHIM 00’ €MOM TEPMIiHOJIOTi-
YHUX 3HAHb JJI YCIIITHOTO MepekIaay TeXHITHIX TeKCTiB Ta JOKYMEHTaIlii, Ta BeICHHS IpodecioHaabHOoT
aHTIIOMOBHO1 KomyHiKartii. [1i 3HaHHS — e He TUIBKHU MUISX J0 YCIIITHOTO MIXKHAPOIHOTO CHiBPOOITHHUIIT-
Ba, ajie 1 IUIIX J0 OLIbII IITHOOKOTO BUBUEHHS CBOEI criemiaabHOCTI [2, ¢. 305].

B mpaktuiii BuUKIamaHHS 1HO3EMHHX MOB 3aCTOCOBYETHCS IIiJIa CHCTEMa pPOOOTH 3 HAYyKOBO-
TEXHIYHUMH TEKCTaMH, SIKa CTIpHsi€ e(PEeKTUBHOMY BHBYCHHIO CTYJICHTaMHU TEPMIHOJIOTII CHemiadbHOCTI Ta
HaBYAHHIO aJieKBaTHOMY MepeKiIaay TexHiuHoi jmiteparypu. Lle i meperisgoBe YuTaHHS 3 METOIO 3arajbHO-
TO 3HaOMCTBa 3 TEKCTOM, (DOpPMYBaHHS OCHOBHHX i/ei maparpadiB, THCHBMOBUH IMepeKiaj], HeoOXiaHUN
IUISL pO3YMIHHS HABaKIIMBIIIUX YPUBKIB TEKCTY, BUOIp TEPMIiHIB IO CHCIIAIBPHOCTI HA OCHOBI IPOYUTAHOTO
1 T. 1. AJle BapTO Mam ‘siTaTH, 10 HaBiTh BEIUKUH (axiBelb B KOHKPETHiH cepi HAyKu UM TEXHIKH HE MOXKe
3poOUTH aJeKBaTHUM MEPEKiIa], He 3HAI0UM THX JIEKCUYHMX 1 paMaTUYHUX 3aKOHOMIPHOCTEH, SIKi JIeXkaTh B
OCHOBI MOBH aHIJIIMCHKOI TEXHIYHOT JIiTEpaTypH.

o x Take mepekian cam mo codi? Bimomuii nepexnanosnasenp O. 1. [IBeiiniep Bu3Hauae nepek-
nan, sk: «OnHoHanpasiaeHuH 1 ABo(a3HUM mpolec MiXKMOBHOT 1 MIXKKYJIBTYpHOI KOMYHiKallii, IpH SIKOMY Ha
OCHOBI MIJAHOTO IJIECTIPSIMOBAHOMY («IIEPEKIAIallbKOMY») aHaji3y MEPBUHHOTO TEKCTY CTBOPIOETHCS
BTOPUHHMI TEKCT (METATEKCT), 10 3aMiHIOE€ TIEPBUHHUI B 1HIIOMY MOBHOMY 1 KYJIFTYpPHOMY CEpEIOBHII;
npolec, U0 XapaKTepPU3y€eThCsl YCTAaHOBKOIO Ha IMepeaayy KOMYHIKaTHUBHOTO €(EeKTy MEPBUHHOIO TEKCTY,
JaCTKOBO MOIM(PIKOBAHOTO BIAMIHHOCTSIMHI MiX JBOMAa MOBaMH, MK IBOMa KyJbTypaMH i JBOMa KOMyHiKa-
TUBHUMHU CHUTyaLissMm» [3, ¢. 75].

3aBIsIKM 3pOCTAHHIO MOTOKY iH(pOpMaLii 3pocTae poib nepekiaany. CboroaHi mepekiafanbKi 3B's13K0
OXOILTIOIOTh Maibke BCi cdepr IIOACHKOI MISITBHOCTI. SIKIO paHilmme TepekiIamanbka isUTbHICTD
OB’ 13yBajiach 3 MEPEKIIAI0M XY0KHbBOI JIITEpaTypH, TO 3apa3 OlIbII BaXIIMBIIIE MICIE 3aiiMalOTh TEKCTH
crieriabHOTO XapakTepy. Cepe/l HUX HayKOBO-TEXHIYHI — OJIHI 3 HABaKJIUBIIINX.

IcnyBana mymka, 110 JUIs IepeKiaty TeXHIYHOI JIiTepaTypy JOCTaTHBO €JIEeMEHTAPHUX 3HaHb 1HO3EM-
HO1 MOBH, TOJIOBHE JOOPE BOJOIITH BIATOBIMHOIO CIEIIaTBHICTIO. AJie 3apa3 BKE HE BUKJIMKAE CYMHIBY B
HEOOX1THOCTI IIMOOKOrO JIIHIBICTUYHOTO BHMBYEHHS TEOpii Ta MPaKTHKH NEpeKIaay HayKOBO-TEXHIYHOI
niteparypu. Xoua BCi MUTaHHA Mepekyialy He MOXKIMBO BUPIIIUATH TUTHKM JiHIBICTHYHUM IUIAXOM. IX moT-
piOHO BUPILTYBaTH CIIJIBHO 31 CIEIiaicTaMy MIEBHOT Taly3i HAyKH Y TEXHIKH.

{06 BUKOHATH TIEpEKIIad, TEXHIYHUN CIIEIIalliCT YM HAayKOBELb MOBHHEH YYIOBO 3HATH MPEAMETHY
oOmacts i 11 crienudivHy TEpMIHOIOTIIO 1, caMe TOJIOBHE, BMITH TPaMOTHO BHCJIOBIIOBATH CBOI TyMKH, HE
BIJICTYTIAIOYH BiJl CYTi i CTUJIIO OpUTIHAIY.

Oco01MBicTh HAYKOBO-TEXHIYHOTO MEPEKIIaay TOJsArae B TOMY, IO CIeliajibHa TePMIiHOMOTIsA 3 Ofl-
HUX oOnacTell 3HaHb NMPOHUKAE B iHMI. Tomy, 00 MepeKiIacTu MeBHy TEXHIUHY JIITEpaTypy Ta JOKyMEeHTa-
11if0, TOTPiOHO OAHOYACHO BUKOPHUCTOBYBATH TIyMadHi 1 CTIEIiaTi30BaHi CIIOBHUKH IEKITBKOX TaTy3eH.

CkJaiHuii B3a€MO3B'SI30K MIXK CIIOBAMH MTOBCSKICHHOT MOBH 1 TEpPMiHAMH YCKJIaJJHIOE BUSIBICHHS Te-
PMIHOJIOTI] OKpEeMHX raiy3eil HayKOBO-TeXHIUHOI JliTeparypu. Cuctemarusallisi iCHyto4oi aHIIiiicbkoi Hay-
KOBO-TEXHIYHOT TEPMIHOJIOTI] yCKIaJHEHa TaKOX THM, IO OIWMH 1 TOW K€ TEPMIH Ma€ pi3HE 3HAYCHHSA B
pi3HUX 00NaCTIX HAyKW 1 TEXHIKM a00 HaBiTh B MEXKax OJHIET Taiy3i, a TAaKOXK MOSIBOIO BEIHKOI KUIBKOCTI
HOBHX TEPMiHiB.

HoBa TepMiHONOTIS € TOCHTh BaKIMBOIO MPOOIIEMOIO B MPOIIECi TEXHIYHOTO mepekiany. OcoOamBo
e CTOCYEThCS THX c(hep HAyKOBOI JIsIIBHOCTI, e MU BIJICTAEM Ha JECSTKH POKiB. B 1iboMy BUMajiKy 3a-
BIaHHS TEXHIYHHUX CICLIANICTIB MOJSrae B TOMY, 100 3HAWTH OCMHUCIICHI YKpaiHOMOBHI aHaJOr B TIOBHii
BIJIITOBITHOCTI 3 HOpMaM{ MOBH OPHUTIHAITY.

3HauHi TPYAHOIII B MPOIEC] TEPEKIIay CTBOPIOE BEIHKA KUTBKOCTh CHelialbHUX TePMiHiB, 0cOOIH-
BO HEOJIOTI3MIB, sIKi IlIe HE 3apeecTpOBaHi B CIOBHUKaX. Taka HACMYEHICTh MOBH HAayKOBOI Ta TEXHIYHOI
JiTepaTypH HOBUMH TEPMiHAMH MOSICHIOETHCS TUM, IO TEPMIHU MO CBOIH MPUPOi € HAWOIIBII MiHINBUM 1
PYXOMHM ILIAPOM CJIOBapHOro ckianay MoBH. CIoBapHHUM ckiag MOBH O€3MEPEPBHO IMOIOBHIOETHCS, IIPUUO-
My IIe TIOIIOBHEHHS, B 3B 3Ky 3 PO3BUTKOM HAyKHU 1 TEXHIKM Ta 3HAYHUM IiIBUIIECHHIM IX MUTOMOI Baru B
JKUTTI CYCIIJILCTBA, B OCTAHHI POKH BiJIOYBAEThCS OUIBIIOI MIPOI0 33 paXyHOK CTBOPSHHS HOBHX CIIellia-
JHHUX TEPMIHIB [T BUPAKEHHS MTOHATD, K1 BAHUKIIN B PE3yJIbTaTi IHTEHCUBHOTO PO3BUTKY HAyKH 1 T€XHi-
Kd. B HaykoBo-TexHIUHiH JiTeparypi, sfika O CBOIM CyTi MOBMHHA, SIK NMPaBHJIO, BiJOOpaKyBaTH OCTaHHI
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JIOCSITHEHHSI HayKH 1 TEXHIKH, HEOJIOTI3MH CKJIAJAl0Th BiTHOCHO BEJIMKHUIl MPOIEHT BCi€l Jiekcuku. Jlocuth
BXXJIMBOIO OCOOIMBICTIO TIEpeKiIay HayKOBO-TEXHIYHOI JIITEPATypH € Te, MO0 CIHEIlialicTy JOCHUTh 4acTo
NPUXOIAUTHCS CAMOMY CTBOPIOBAaTH €KBIBaJICHTHI YKpAiHCBKI TEPMiHU AJIS1 BUPaKEHHSI HOBUX MOHATH. BBo-
JIUTH B YKpPaiHCHKYy MOBY IHIIOMOBHHUI TE€pPMiH, 0COONUBO y (opMi (POHETHYHOTO 3arO3MUEHHS, MOXKHA
JIUIIE Y BUHATKOBUX BHUTIAIKAX, TOMY IIIO 3MICTOBA CTPYKTypa 3alT03MYEHOTO TEPMIHY IS OUTBITOCTI 3ai-
HIMTBCSI HE3PO3YMIIOIO.

VY TexHIYHUX By3ax IMiJrOTOBKa MPOQeCciifHUX MepeKiiaadiB He € caMOLIJLIIO, aje Mepekial 3aiMae
3HaYHE MiCIle Y HaBYaJIbHOMY Hpoleci. 3 IepeKa oM OB’ sI3aHUK 1 TaKUi BHJI MOBJICHEBOPO3YMOBOI Jlisi-
JBHOCT] K OCMHCJICHE CIPUUHATTS MPOYMTAHOTO YHM MPOCITYXaHOTO IHIIOMOBHOTO TEKCTy. Xoda, SIKIIO
MTOPIBHIOBATH 3 XyIOKHBOIO JTITEpaTypoOro, HAyKOBa Ta TEXHIYHA MAIOTh PsJT 0COOIMBOCTEMH, sIKi TIOB’sI3aHi 31
crienuQikoro iX MOBH.

HayxoBo-TexHi4HIl JiTepaTypi npuTaMaHHuil (GopMaibHU, JIOTIYHUH, Maike MareMaTu4HO CTPO-
IMid CTWIb BUKJIALy Marepianxy, TOMY OYEBUIHO, MPAaBOMIPHO Ha3BaTW MOAIOHMH BHKJIaA — (opmanbHO-
JIOT1YHUM CTHJIEM.

[Tlix cTieM MOBH pO3YyMIETHCSI CKJIATHE TTEPETUICTEHHS TBOX (DAKTOPIB — MPO IO TOBOPUTHCS 1 SK TO-
BOpUTHCs. «CTHIIB BUeHOTO — popmasibHuid, — nume JI. I. bopucoBa, — BiH yHHKa€ HETOUHMX BHU3HAYCHB,
HETpOAYMaHUX y3aralbHEeHb, CEHCAllll, B HOro poboTax 3aBKIu MPUCYTHS SCHICTh 1 TNTIMOOKE MPOHUKHEHHS
B CYTh NpeIMeTa, AKi HeBIIUIbHI BiJ YITKOCTI MHUCIEHHA 1 popMymtoBaHb. OOepexHICTh HEBIAIIIbHA Bif
TOYHOCTI: BYCHUH HE CTBEPIKYE TOTO, YOTO HE MOXKE JI0BECTH. 3a3BUYall BiH HE BUCTYNAE Bif MEPILIOi 0CO-
Owu; oMy BaxkJUBi QakTu, a He Te, 1o “S” mymaro 4u pooOiro. BiH yHHKae CKOpOUEHb 1 3BOPOTiB PO3ZMOBHOT
MoBu» [1, c. 166].

Ha BigMmiHy Bij XymoXHBOI JIiTEpaTypH, OCHOBHE 3aBJIaHHS SKOi — CTBOPEHHsI 00pa3iB, HAYKOBO-
TeXHIYHA JIiTeparypa MparHe sIKoMOra TOYHIIIE OMMCATH 1 MOSCHUTH TeBHI ¢akTH. ToMy B Hill mepeBaxa-
I0Th IMCHHHUKH, TPUKMETHUKN Ta He0co0oBi (popmu miecnoBa. B Hiif Takok Oarato mpuCIiBHUKIB, iH(DiHI-
TUBHHX 1 TepyHIiaJIbHUX 3BOPOTIB. 31€0UIBIIOrO B HAYKOBIH 1 TEXHIUHIH JliTepaTypi BXKUBAIOTHCS CKIIAIHO-
CYpSAIHI Ta CKJIATHOIAPSAIHI pedeHHs. Taki pedeHHs MOBTi, 3aIUTyTaHi, IIepEeBaHTAXEH] TETaIIMU 1 Miaps-
JHUMHU PEUCHHSMH, 10 BUKJIMKAE TPYAHOLL IPH MepeKai.

Tomy, MoYMHAIOYM 3 MEPHIMX YPOKiB, OTPIOHO HABYATH CTYIEHTIB TakoMy (OPMalIbHO-JIOTIHHOMY
CTHJIIO, IPUBYATH iX JIO JIOT1YHOT0, Maike MaTreMaTHYHOro, CTPOrOro aHaji3y MOBHUX 3aKOHOMIPHOCTEH,
pOOUTH aKIEHT Ha Ti SBUIIA, IKi CHCIU(IUHI TSI HAYKOBUX Ta TEXHIYHUX TEKCTIB 1 SBISIFOTHCS IPUIHHOIO
CTaHJAPTHUX MMOMUJIOK TIPH MEepeKIai.

BBomsium Ta 3aKpiTUTIOIOYM JIEKCMYHWEN MaTepiaid HeoOXiJHO HaBYaTH CTYACHTIB Oa4WTH Pi3HI 3Ha-
YEHHS CJiB Ta CJIOBOCIONYYEHb, XapaKTEPHUX JAJIs1 MOBH HayKOBO-TEXHIYHOI JITEPaTypH.

BinmpanpoByioun rpaMaTHYHAN MaTepiai MOTPiOHO HABYATH CTY/ACHTIB aHAJI3yBaTH Pi3HI 3HAYEHHS
rpaMaTHyHUX GOpM, 0COOIMBO TaKi, XapaKTepHi JJI1 MOBU aHIIIKCHKOI HAYKOBOI Ta TEXHIYHOI JIiTepaTypH,
rpamMatuyuHi GopMu, K iHQIHITUBHI 3BOPOTH, AIENPUKMETHUKOBI Ta TepyHIianbHi 3BOPOTH, iH(IHITUB 3
MOIATLHUMH JIECIIOBAMHU Ta YMOBHI PEUCHHS, SIKi BKa3yIOTh Ha Mally peajbHICTh a00 HepealbHICTh YMOBH,
110 € OHUM 3 FOJIOBHUX JDKEPEI T'paMaTHYHHUX TOMUJIOK ITiJ1 Yac YUTAaHHS Ta MEepeKIIamty.

o6 mocsirti TOYHOCTI Tepenadi GopMu Ta 3MICTy OpPHUTiHAY BUKOPHCTOBYIOTHCSI €KBIBaJCHTHI Ta
BapiaHTHI BiAIOBIIHOCTI, SKi € B IHIIIH MOBI, a SKIIO iX HEMae, MO YacTo OyBae, — BUKOPUCTOBYIOTHCS 3a-
MiHH, TOOTO JIEKCHYHi, TpaMaTHyHi Ta iHmi Tpanchopmanii. 3aBIaHHsA BUKIajava, MMiJ yac HABYaHHS CTY-
JICHTIB HABWYKaM IEpeKIialy MoJsrac B ToMy, 00 03HAHOMUTH 1X 3 TUIOBUMHM 1 HAHOLIBII MOMIMPEHUMH
BUTIAJKaMH, KOJIM 3aMiHH TIPH MEpeKIIaji 3 OfHi€i MOBH Ha iHIIy MOTHBOBaHi 1 HeoOxinHi. lle MoxHa pe-
ai3yBaT, HaNpPUKJIa[, MapajelbHO 3 BBEJCHHSM I'paMaTHYHOTO Marepiaiy, KOJM BHKJIAAad, Micis IMosc-
HEHHSI CyTi TOTO YW 1HIIIOTO TPaMaTHYHOTO SBHIA Ta BUKOHAHHS BCIX BHJIB BIIPaB, MPOMOHYE CHeEMialbHI
BIIPAaBU HA NIEPEKIIA.

Bepyun Bce 11e 10 yBaru, Mo)kHa yCHilIHO ()OPMYBaTH 1 BIOCKOHAIIOBATH TEPMiHOJOTTUHY KyJIBTYPY
Ta HAaBHYKH TEXHIYHOTO TIEPEKIIaly Y CTYACHTIB TEXHIYHUX BY3iB.
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