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PECULIARITIES OF BUSINESS CORRESPONDENS IN CHINESE,
ENGLISH, AND UKRAINIAN: FORMS OF POLITENESS

Bilyanina V. I.
National Academy of Security Service of Ukraine

The article is devoted to the forms of expressing a polite tone in international business correspondence. Emphasis
is placed on three languages: English, Chinese and Ukrainian, as the main languages used in Sino-Ukrainian business
correspondence. The study takes into consideration the cultural characteristics, as well as the native language
of the author of the business letter. The author analyzes factual material in the amount of 150 business letters
(50 from each language) and classifies common and different elements to express politeness. The article highlights
the general aspects of politeness of business correspondence (the presence of polite forms of address at the beginning
of the business letter and standardized clichés — at the end); defines means specific to each language to give a business
letter a polite tone: temporal forms and prepositions for the English language; polite forms of nouns and idioms
for the Chinese language; pronouns and adjectives for the Ukrainian language. The article groups the peculiarities
of giving politeness to business correspondence common to the studied languages: polite forms of pronouns, lexical
and grammatical clichéd formulas, use of interrogative forms, use of verbs and verbal phrases. The study makes
an accent on the ability of the Chinese language to use regular idiomatic phrases and four-syllable word forms, noun
and verb forms of politeness instead of English and Ukrainian, which, in turn, showed their structural flexibility
and variability. The study stresses out grammatical form as one of the main means of conveying a polite tone
of a message with a negative connotation, refusal, or expression of dissatisfaction, being a characteristic of English
and Ukrainian business correspondence. The author identifies the linguistic and cultural reasons for the research
results (belonging to different language families, differences in the language pictures of the world and historically
formed idea of “politeness” (the concept of “politeness”), which is different in Eastern and Western cultures).
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binanina B. 1. Ocobnuseocmi amn2niiicbko2o, Kumaicbkozo ma YKPAiHCbKo20 0i106020 JUCHYBAHHA:
dopmu esiunueocmi. Cmamms npucesiuenHa opmam GUCLOGIEHHS B6IUIUB020 MOHY 68 MIJHCHAPOOHOMY OLI080OMY
JUCMYBAHHI. AKYeHm 3POONeHO HA MPbOX MOBAX: AHSAIUCHKIU, KUMAUCLKIU Ma YKPAIHCOKIll AK OCHOBHUX MOBAX,
AKUMU ROCTLY208YI0MbCA 8 KUMAUCLKO-YKPATHCLKOMY OLI0B0MY TUCMYBAHHI. AKMYANi308aHO KYIbMYPHI 0COOIUBOCHII,
a makodic pioHy mogy aemopa 0inogoeo aucma. Ipoananizoeano gaxmuunuti mamepian oocseom 150 6iznec mucmie
(no 50 3 KOJCHOT MOBU) MA CUCMEMAMU308AHO CNINIbHI U BIOMIHHI eeMEHMU GUPANCCHHS 68IHIUBOCITIL.

YV 0ocnioxcenni eucsimieno 3azanvhi acnexkmu 6giuausocmi 0in06oi KopecnonOeHyii (HasAGHICMb 6IUIUSUX
@opm 36epHeHHs HA NOYAMKY 0106020 MUCMA MA CMAHOAPMUZ0BAHUX KIIWOBAHUX (DPA3 HANPUKIHYI), BU3HA-
YeHo 3aco0u, XapakmepHi O KOXCHOI MO8U 3 HAOAHMS OLN06OMY JUCHMY G8IYIUB020 MOHY. 4ACO8i (opmu ma
NPULMEHHUKU — OJis AHETTUCHKOI MOBU, 88IUAUGT hopMU IMEHHUKIE Ma i0ToMU — 018 KUMAUCLKOI MOBU, 3AUMEHHUKU
ma nPUKMEmHUKY — 0715 YKpaincobkoi Mogu. Buoxkpemneno cninbhi 01s 00CidAHCY8AHUX MO8 0COONUBOCNIT HAOAHHS
0L1060MY TUCMYBAHHIO 68IUIUE020 MOHY: 86IUNUGI (POPMU 3AUMEHHUKIE, TeKCUKO-2PAMAMUYHI KITULOBAHT (hopMyU,
BUKOPUCMAHHA 3aNUMATbHUX (YOpM, VaCUBanHs dieciie ma giodiecuignux 36opomis. Haeonoueno na npegantoganui
8 KUMACbKILl MOGI MONCIUBOCEN UKOPUCMAHHS CIAUX I0IOMAMUYHUX PPA3 Ma YOMUPUCKAAO08UX CI080GOpM,
iMeHHUKOBUX ma Oi€CTiBHUX (OPM 68IUAUBOCHT NOPIBHAHO 3 AHSNILICHKOIO MA YKPATHCLKOI MOBAMU, 5KI, CBOEI0 Yep-
2010, BUABUIIU CBOI0 CMIPYKMYPHY SHYUKICMb ma sapiamusHicms. Budineno epamamuyny popmy K 00UH 3 OCHOBHUX
3ac00i8 nepedayi 66i4IUE020 MOHY NOBIOOMIEHHIM 3 HE2AMUBHUM BIOMIHKOM, 8I0MOB0I0 AO0 BUPANICEHHAM He3A00-
BOIEHHS, XAPAKMEPHUX OJi AH2IOMOBHO20 MA YKPAITHCLKOMOBHO20 0in068020 aucmysants. OKpecieno MOGHO-K)ilb-
MYPHI NPUYUHY OMPUMAHUX PE3YIbIMAMIG (HAEHCHICMb 00 PI3HUX MOGHUX CiMell, GIOMIHHOCMI 8 MOBHUX KAPMUHAX
cgimy ma iCmMOPUYHO CHOPMOBAHUX NOHAMMAX «8GIHAUBOCMIY (KOHYENMY «B8IUAUBOCMIN) U000 NPeOCMABHUKIE
CXiOHOT ma 3axioOHOT Kynbmyp).

Kntouosi cnoesa: oinoge nucnysanns, 68iunusutl mow, 88iuusi 6upasi, Gopmynu crie-xuiue.

Defining the problem and argumentation of the
topicality of the consideration. China and Ukraine
have been recently increasing the number of business
contacts in different spheres. Making agreement requires
properly organized business correspondence. Numerous
studies show that there is a difference, explained mainly
by the cultural diversity, in the way of conducting busi-
ness correspondence. This made us interested in explor-
ing and comparing one of the most distinguished aspects
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of mailing — forms and ways to express politeness in the
three languages mainly used in business correspondence
between China and Ukraine.

Analysis of recent research and publications.
The question of business correspondence has been
explored by many scientists all over the world. Ac-
cording to their main points, researches may be com-
bined into such groups as: business writings’ diversity
according to the sales genre (D. Boraks [2]; Dan Wu
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and Hui Wu [6]; Zhu Yunxia [5] etc.); business wri-
tings’ diversity according to the native language of the
author (David D. Qian [3]; Lorrita N. T. Yeung [4]);
business writings’ diversity according to the grammar
and lexical side of it (Ying Huaxing [7]; Zu Xuebao [8]
etc.). Most of them are concentrated on the English or
Chinese languages but there is none making a compa-
rative analysis of the Chinese, English, and Ukrainian
language forms of politeness.

Setting the goals and tasks of the article. The goal
of our research is to figure out peculiarities of polite
form expression that is normal for the Chinese, English,
and Ukrainian business languages.

The goal can be achieved with the help of the fol-
lowing steps:

1. Exploring general features of business corre-
spondence in the three (Chinese, English, and Ukrain-
ian) cultures.

2. Emphasizing the role of ‘polite expressions’ in all
the explored languages.

3. Figuring out the most common ways of politeness
in the Chinese, English, and Ukrainian languages.

The outline of the main research material.

1. Exploring general features of business correspond-
enceinthethree(Chinese, English, and Ukrainian) cultures.

Our research is based on the analysis of business cor-
respondence in the amount of 150 copies (50 examples
per each language). The explored papers confirmed and
supplemented the results mentioned in the studies of

Ying Huaxing [7] and Zu Xuebao [8] and showed cer-
tain features that are common for all the three languages:

— Usage of a great number of professional terms
and first letters as an abbreviation form for the terms
of the sphere [7; 8].

— A big role of prepositions [7; 8].

— Usage of polite language forms [7; 8].

— Clearness and accurateness of the form and content.

— Usage of Present Simple in most of the cases.

— Omission of direct denials.

— Usage of polite forms (including words and sen-
tence structure) to reduce unsatisfaction.

It may testify to the unification of business corre-
spondence forms as a genre. It should be noted that only
native language mailing was explored and the achieved
results do not reflect self-modification of letters as a re-
sult of translation.

2. Emphasizing the role of ‘polite expressions’in all
the explored languages.

The examination of the latest research shows that
a polite tone is essential for business correspondence.
It is a part of a letter that cannot be omitted; otherwise
it may lead to the fact that the deal will not be closed.
The findings of our research are shown in the Table 1.

It became clear that even though China is considered
to be the most ‘reputation making’ culture (25 FH9)
[6, 887] by mastering polite forms (word-combinations
and state formulas), English and Ukrainian languages
give much more possibilities to express polite tone of

Table 1
Comparative analysis of the expression of polite tone in English,
Chinese, and Ukrainian business correspondence
English Chinese Ukrainian
v
N ]
. It .
Polite forms/words/word S ITan/TTani
. Mr./Mr. 5218 .
combinations to express . . = [Tanosnwuii/I1lanoBHA
. .. Dear Sirs/Dear Sir Z .
polite tone at the beginning . BenbmuiianoBHui/
Dear Madam/Dear Mrs. T2
of the letter =i BenbmuinanoBHa
BHRY
BEEN
W\
AR - BISRIE
s =3 L pE e
Thank you IRAE BRI F RS Tpocimo Bac
L. Please AMK &
Words / word combinations Nty o . Bu
. . Look forward to HHEE, TR .
used to express polite tone in Hope i TE KEMERE Bnesnenuii, mo
the main body of the letter ThiIr)1 K ! 5 EﬁEE - (in case of complaining
Wonder SRR or unsatisfaction)
HERNBEBIEMEE
R = IR
Yo faithfully / Faithfull s
ours fai 1(1) u}r]s aithfully )
Words / word combinations Y T 25 3 1oBarow
. Sincerely R .
used to express polite tone at Cordiall wH 3 HalikpamuMu mobaxkaH-
the end of the letter Y EE PR HAMH
Respectfully Ty
Regards FIRIER
Tense used to express polite Present Simple/Continuous
tonep P “Could/Would/Should” BMEE Tenepimmiii uac
sentences
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the letter (by means of grammar). Research shows that
80% of polite tone in the Chinese language business
correspondence is created by word combinations. Most
of them have the same structure as traditional idioms
(four words combination) used as a cliché.

For example: BHEEE (look forward to hear-
ing good newzgrom you): Adjective + Verb + Adjec-
tive + Noun; ZBEEE (wish your business booming):
Noun + Verb or if to define in a traditional word mean-
ing: Verb + Noun + Verb + Adjective.

Such structure is typical for the old Chinese FXi&
(idiom) and is used mainly at the end of the letter. If we
take into consideration the lexical side of the letter, the
Chinese language also provides more variety of polite
lexis (59%) used in the main body of the letter than Eng-
lish (27,4%) and Ukrainian (13,6%) languages. It does
not have tense changes and sticks to a wide use of an
old traditional sentence structure, where one- two-syl-
lable words prevail over modern Chinese two-, three-
and sometimes four-syllable words. But it was found
out that this deficiency was substituted by a number of
two-syllable verbs to deliver polite effect.

For example: B (thank you), /%3 (feel grateful),
FEIE (polite form for ‘please’), 7RZE (polite form for
‘look forward to’), B¥H (extremely grateful).

According to the research, we stand that English and
Ukrainian languages give more variety of sentence modi-
fication due to grammar and differences of tenses that
can deliver polite tone than that of the Chinese language.

For example: We’re writing to you in the hope that we
can open up business relations with your firm [6, 886].

Here Present Continuous is used to make the sen-
tence sound more polite. The same sentence in Chinese
would sound:

FBEHEBESELGETWEXR,

In this case polite tone is conveyed by the address
word (Noun ‘#’). A Ukrainian variant of the sentence
may be the following:

Lum nucmom maemo mamip 3 ycieclo 8negHeHicmio
3acgiouumy Haule wupe NpacHeHHs 3ano4amKyeamu
0inosi cmocyuku 3 Bauoro gipmoro.

Here polite tone is expressed by polite address word
(Pronoun ‘Baw’) and adjective ‘wupe’.

3. Figuring out the most common ways of politeness
in the Chinese, English, and Ukrainian languages.

Even though there are some common aspects of
business letter wring, there are still some specific lan-
guage peculiarities. According to the research of Dan
Wu and Hui Wu [6, 884-886], it is usual for the English
business mailing to use:

— conjunction of opposition to express consent;

— prepositional phrases;

— euphemisms;

— negative sentences to express polite flexibility;

— questions to make suggestions or requisitions but
in a tactful manner;

— loan words, such as adverbs composed of ‘here’,
‘there’, ‘after’, ‘in’, ‘from’, and other prepositions;

—verbs ‘hope’, ‘think’, ‘wonder’, ‘want’ etc. to
make the letter more polite.

As for the Chinese business writing peculiarities,
according to the research made by Zhu Yunxia [5], the
structure and the language / style of the latter depends
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on one of the three genres, that comprise ‘ F{T’ or
“from superior to subordinate’, ‘_E£1T’ or ‘from subor-
dinate to superior’ and ‘4T’ or ‘equals writing to each
other’[5]. It requires changes in both structure and lexis,
still, such polite phrases as: Z#HT . BEH]
FHL4\A . FEZ 'will remain unchanged.

According to “The Point” [1], it is typical for the
Ukrainian language business correspondence to use:

— structures ‘zeiono 3’ instead of 3eiono uozo’;

— structures ‘6i0nogiono do’ instead of ‘y 6ionosio-
Hocmi 00

— structures ‘nopisuano 3’ instead of y nopiguannuis’;

— usage of preposition ‘3’ instead of 1o’}

— usage of endings ‘ax’/ ‘ax’ instead of ‘am’/ ‘am’.

Common for the three languages is the necessary use
of polite forms at the beginning (‘Z#HT . BEH);
‘Dear’, ‘Mr. / Ms.’; Tan / Iani’, ‘Llanoenuu /
Illanoena’, ‘Bervmunosascuuii / Benvmunosascra’)
and the end of the letter (“Sincerely yours’, ‘Best re-
gards’; 3 nosaecor’, ‘3 Hatkpawumu nobaxcaHuamu’),
but the way of conveying the polite tone in the letter
body depends on the language.

For example, English correspondence uses conjunc-
tionstomakethetonemorepeaceful and euphemisticinsen-
tences, especially to convey negative news [6, 884—885].
It is also normal for the English business correspondence
to use prepositional phrases to make sentences catchier,
and to increase the degree of formality and politeness.

It is common for the Chinese business correspond-
ence to use long, verb-oriented complicated sentences.
Even though, the polite tone is expressed by address
nouns, idioms and polite verbs. The research shows that
the number of polite verbs is 32% bigger than in in Eng-
lish and 46% bigger than in the Ukrainian language.

Talking about the Ukrainian business correspond-
ence, it should be mentioned that the polite tone of the
letter can be conveyed with the help of addressing forms
that can express the rate of our respect to the reader.
Avoiding direct ‘no’, it is a must to express regrets and
sorrow of declining the proposition; it can be done with
the help of adjectives that are able to preserve the polite
tone of the text [1].

Obtained results can be explained as follows: first of
all, all three languages belong to different language fami-
lies and they do have structural peculiarities developed
with the time; secondly, English and Ukrainian lan-
guages represent Western culture, while Chinese lan-
guage represents Eastern. Western culture is often con-
sidered to be more ‘open’ than the Eastern one (not only
because China itself was closed to the entire world for a
long time, but also because it has different moral norms
and standards of behavior). As well as Chinese culture
was based on the Buddhist’s norms of world perception
and Confucian norms of politeness and respect, it is nor-
mal for them to ‘minimize’ themselves by giving ad-
dressee lots of greetings and respect. It also explains the
minimized forms of sentence structures that have their
roots in the Buddhists’ ideas of minimalism and simpli-
city. As for the European countries, our world perception
is more self-oriented and does not have such restrictions.

Conclusions and directions for further research
in this area. Comparative analysis of the ways to con-
vey the polite tone in three languages (English, Chinese,
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and Ukrainian) revealed several peculiarities of busi-
ness letter writing. It was found that the three languages
use their own ways to express a polite tone in business
correspondence. It was proved that English business let-
ters create the polite tone by means of address words
at the beginning of the letter; conjunctions, preposition-
al phrases, loan words, verbs, the Present Continuous
Tense, and an interrogative sentence in the main body of
the letter and polite word combinations at the end of it.

It was confirmed that Chinese business correspon-
dence gives the letter a polite tone with the help of polite
address words at the beginning of the letter; polite words
(mainly verbs) and word combinations / set phrases
(idioms) in the main body of the letter and idiomatic
phrases at the end of it.

It was shown that Ukrainian business communica-
tion conveys a polite tone by means of polite address
words at the beginning of the letter; pronouns, adjec-
tives, sentence structures (avoiding direct rejections,
using question forms) in the main body of the letter and
polite phrases at the end of it.

Even though there is a difference in using polite
forms in business correspondence of English-speaking
countries, China and Ukraine, that have to be taken into
the consideration while writing a letter, there are also
some common ideas of business letter structure which
makes it easier to achieve the desired result.

The article was concentrated on the forms of polite
tone expression with no regards to a particular type of
the business letter.
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