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K BOITPOCY O PUTOPUYECKOU OPTAHU3ALIMN
TEKCTOB OBUXOIHO-AEJIOBOI'O ) KXAHPA

Paznmunblie ciocoObl pUTOPHUYECKON OPTaHU3AIMH TEKCTOB IIMPOKO MPUMEHSIIOT B CPEJCTBAX MaCCOBOM
nH(pOpPMAIINH, 3TO CBA3aHO ¢ HEOOXOIUMOCTHIO BO3/ICHCTBOBATh HA ayAUTOPHUIO C 1eNbi0 Yoeknenus. [Ipume-
HEHUE PUTOPUYECKHX CIIOCOOOB XapaKTEpPHO TaKkKe U ISl TOKYMEHTOB, HO BCTPEUYAEeTCsl HE BO BCEX TUMAX J0-

KyMeHTOB. B paboTe npuBoasTcs pe3ysnbTaThl IPOBEIEHHOTO aHaJIN3a PUTOPUUECKON OpraHu3aluy TEKCTOB
I[OKYMGHTOB C TOYKHN 3peHI/ISI nx BOBIIGfICTBHSI Ha aﬂpecaTa.

Ha opranusaiinoHHOM ypOBHE aHAJIW3 HAPABIICH HA BBISBICHHUE 3JIEMEHTOB TEKCTOBBIX CTPYKTYD, Ha CO-
JIEpKATEITbHOM YPOBHE M3y4alOTCs TPaMMaTUYECKUE JIEKCUYECKUE, CHHTAKCUUECKUE U CTUIIUCTHYECKUE 0CO-
6€HHOCTI/I. TaK)KC 1/13yqaeTc;1 HpI/IMeHeHI/Ie IICUXOJIOTHUYCCKHUX HpI/IeMOB JUIA BOSﬂGﬁCTBHH Ha YuTaTciid.

Jlns onpenenenysi CTpyKTypbl TEKCTAa IOKYMEHTA CleAyeT NIPUHUMATh BO BHUIMAaHHE CYLIECTBYIOLIUE TEO-
pYU OpraHU3aIu TEKCTOB, KOTOPHIC IETATCS Ha PUTOPUUYECKHIE U HepUTOpuueckue. Putopuka B paboTe orpe-
JIeNIAeTCs KaK HayKa O crioco0ax BO3JIEHCTBUS Ha JIIOJEH MOCPEICTBOM peUH, KaK YCTHOM, TaK U MUCbMEHHOM.

[IpoBeneHHOE Hccae10BaHUE TEKCTOB JOKYMEHTOB J1I0Ka3bIBAET, UTO MPU MX CO3/IaHUU aBTOPHI (PUTOPBHI)
HCTOJB3YIOT CMEIIaHHbIE TPUEMBI VISl BO3JACHCTBHS Ha aJpecara Kak pUTOPUYECKUE, TaK U JIMHTBUCTUYECKHUE.

OpFaHI/I?.aIII/IOHHI)Ie CTp}IKTypI)I TCKCTOB HpI/I 3TOM I/ICHOJ'II)?,YIOTCSI KakK TpaI[I/IHI/IOHHO-CYHIGCTBYIOHH/Ie, TaK U
BHOBbL CO31aHHBIC. CJIGI[yGT OTMCTHUTB TaKXKEC, UTO OpFaHI/BaI_[I/IH TCKCTA 3aBUCUT OT KOMMYHI/IKaTI/IBHOI‘O HaM¢E-
peHus aBTOpa, OT TOr0, Kakasi peakus 0’kuaaercs ot aapecara. Mcnonb3yoTes cpeacTBa NparMajJMHIBUCTUKH,
YTO IMTO3BOJIACT BI)IpaSI/ITI) pI/ITOpI/ILIeCKI/Ie HpI/ICMI)I B pequOM BHU]IC.

MaTepI/IaJIOM JJIA HpaKTI/I‘-IeCKOFO HCCIICAOBAHU HOCJIy)KI/IJII/I JCJIOBBIC ITMCbMaA — ,Z[OKYMGHTI:I, HOCTyHaIO-
e B TaMOOBCKHI rocyJapCTBEHHBIN TEXHUUECKUN YHUBEPCUTET KaK U3 POCCUHUCKUX OpPTaHU3AlNM, TaK U U3
MHOCTpaHHBIX. [[prMepbl OpraHn3amuu JeI0BbIX MHUCEM TAKKE B3SIThI U3 AHTJIMMCKUX U aMEPUKAHCKUX UCTOY-

HUKOB « Writing Guides».
TeopeTrnyeckoit OCHOBOM ISl pUTOPUUECKOTO aHAIM3a SIBIISIETCA TEOPHs] KOMMYHUKALIUM, TparMaTHKa,
ncuxosorus. Mcrnonap30BaHbl ABa MOAX0/1a: pUTOPUYECKUN U TMHTBUCTHYECKHUI. OpraHu3alius TeKCTa uccle-



JyeTCsl KaK sI3bIKOBasi opMa, HalleJICHHAs Ha OTPEICTICHHYIO PEakIuio morydatess. [Ipeanoxenns, u3 KoTo-
PBIX COCTOMT TEKCT BBICTPOEHBI B TAKOH MOCIICAOBATEILHOCTH, YTOOBI BHIIOJHUTH 0COOYH0 KOMMYHHKATHBHYHO
(YHKIIHIO — BBI3BATh JKEJIAEMYIO OTBETHYIO PEAKIIHIO YUTATEIS.

CornacHO pUTOPUYECKON TEOPUH, PUTOPUIECKHI TEKCT MOKET OBITH OIPEJIENIEH TOIBKO 10 CyMME TPH-

3HAKOB, HAYMHAS OT OMUCAHUS ayJUTOPHUH U [[EH U, 3aKaHYUBasT KOMIIO3UIMEH U MaHEPOH MUCTIOTHEHHUS.
«PuTopruyeckuil KaHp — 3TO UCTOPUUYECKHU CIO0KUBIIUNUCS YCTOMYMBBIN TUIT PUTOPUUYECKOTO TPOU3BEACHUS,
€IMHCTBO OCOOEHHBIX CBOMCTB (DOPMBI M COZIEPIKAHUSI, OTIPEICISIEMOE LIETBIO U YCIOBUSMH OOIIEHHS U OPHEH-
TUPOBAHHOE Ha TMpEAToaraeMyro peakiuio agpecaray. [1] IlpoBenennslii B paboTe puTOPUUECKUIN U TMHTBUC-
TUYECKUN aHaJIM3 MOATBEPIKAACT ITOT TE3UC.
[ToHATHE PUTOPUYHOCTH OTHOCHTCS K KATETOPHUSM CJIOBECHOT'O TIOCTPOCHHUS, CBSI3aHHBIM C IeJICHAIpaB-
JICHHBIM aBTOPCKUM OTOOPOM U MCIIOJIb30BAHUEM SI3BIKOBBIX CPEACTB [2].

AMepUKaHCKUE MCCIIeIOBATENH, IPUMEHSIS TPAarMaJIMHTBUCTUYECKYIO TOUKY 3PCHUS, YKa3bIBAIOT, YTO HC-
CJIeZIOBaHUE OPTaHU3AIMU TEKCTOB M, B YACTHOCTH, TEKCTOB JICIIOBOTO MHChMa JOJDKHO BKIIFOYATh HE TOJIBKO
OTIpeieJIeHUE JKaHpa TeKCTa, HO M eI KOMMYHHKAIIUY, aHAJIH3 ayAUTOPHH, OTIpeieieHue (OpPMbI U UCTIONb-

30BaHue 3PPEKTUBHBIX TPHUEMOB.

«The business letter is the basic means of communication between two companies. Business letters should
be challenging to write, because you have to consider how to keep your readers’ attention. First you must ana-
lyze your audience and determine your purpose. The key to writing business letters is to get to the point as
quickly as possible and to present your information clearly». [3] (/lenmoBoe muCbMO — OCHOBHOE CPEJICTBO 00-
IICHUS] MEXKAY ABYMs OpraHu3anusMu. Hamcanue 1e10Boro nuchbMa JODKHO OBITh apryMEHTHPOBAHHBIM, TaK
KaK HEOOXOMMO TpUBIIeYh BHUMaHKE ynTaress. CHadama He0OXOAUMO ClieaTh aHAJIN3 Ay TMTOPUH U OTpe/ie-
JIMTH 1eNTb. [ TaBHOE B HAIMCAHUM JICIIOBOTO MIHChMa M3JI0)KUTh OCHOBHYIO MBICITh KaK MOYKHO 00Jiee KPaTKo
SICHO TIo/1aTh nH(popManuio. — [lepeBos aBTOpA).

AMepUKaHCKUE HCCIIEeI0BATENN MPECTABISAIOT MOIEh JIEIOBOTO MHChMA, COCTOSIIYIO U3 CIIEIyIOIIUX
AJIEMEHTOB:

— mranka Ha pupMeHHOM OJIaHKe YUPEeKICHHS WM YaCTHOTO JINIIA;

— CCBUIKH U J1aTa;

— aJipec moJryyarters;

— TPUBETCTBHUE;

— OCHOBHOE COJIep)KaHUEe MMUChMa;

— 3aKIIOYUTETbHBIC (pa3bl;

— TIOJIHCE.
PaccMoTpuM mpuMep AeI0BOro MHChMa:

Bank official paper HIanka

34 Orchard Road, Yen Sun Building, Singapore azapec

0923

4 December 1987

Mr. Albert Chan
1 Sophia Road, 05-06

Peace Center

Singapore 0922
npen-
Dear Sir, CTaB-
We are expertly aware that international financial JIeHHe
managers need to be able to ask the right questions

and work in the market place with confidence.
Corporate Treasury Services, Standard Bank, now | mnpexn-

provides a week — long Treasury Training pro- JI0XKe-
gramme designed to develop awareness and confi- HUE
dence in managers. yCIIyTH

We explain the mechanics of foreign exchange and
money markets. We discuss risk from an overall
standpoint and practical hedging techniques to
manage foreign exchange risks. We also discuss




treasury management information systems, taxation

and the latest treasury techniques.

We will be holding our next Treasury Training Pro-
gramme from 24 — 28 February 1987, inclusive.
The fee for the Training Programme will be US$

1,500 per person to include all luncheons and a din-

ner as indicated in the schedule as well as all course

material.

The programme is both rigorous and flexible. It can

be tailored to fit the needs of whole corporation or
just a few levels within the company.

We are pleased to inform you that if your company | ctumyin
sponsors 6 or more staff for the course, we will of-
fer you a discount of US$ 100 per person.

For your convenience, | enclose a reservation form | mpuo-
which should be completed and returned directly to | sxenus

me.
If you have any questions or would like to discuss | mpocb-
the programme in more detail, please do not hesi- 6a 00
tate to contact me. OTBETE

As the number of participants at each training pro- | ucnomnb
gramme is limited, we would urge you to finalize as | 30Ba-

soon as possible your plans to participate. HUE
TICHX.
npremMa
Thank you very much for your kind consideration. | Bexu-
Yours faithfully, Bas
Mr. G. Smith KOH-
IIOBKa

B npuBeneHHOM IpuMepe UMEIOTCS HE TOJIBKO BCE AIEMEHTBI IIPEAJIaracéMoi MOJEIHU, HO U JOTIOJIHUTEIb-
HBIE 2JIEMEHTBI BHYTPH COACPKAHUS, KOTOPBIE MOKHO CYUTATh PUTOPUYECKUMHU ITPUEMAMH, 1IE€]Ib KOTOPBIX —
BO3JICHCTBOBATH HA MOJIy4YaTeas. BO3HHUKAET BO3MOXKHOCTH IIOCTPOCHKSI HOBOW MOJENH EJI0BOI0 MUChbMa.

Taxum 006pa3oM, MPOBEICHHBIN aHAIN3 MTOKA3bIBAET, YTO BBIOOP PUTOPUUYECKUX M IMHTBUCTHUYECKHX
CPEACTB Ul MCCIIEOBAaHNS TIOMOTaeT pa3paboTaTh HOBYIO MOJIENIb OPTraHNU3AIMH TEKCTa, KOTOpasi MOKET ObITH
UCIOJIb30BaHA KaK B I€JI0BOM OOILIEHUH BHYTPH OJHOW CTpaHbl, TAaK U B MEKKYJIbTYPHOM OOILEHUH U MEXKIY-

HAapOJHBIX KOMMYHHKALUAX.
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