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The purpose of the present study is to identify discourse strategies and metadiscourse
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norms accepted in international Business English and to identify the characteristics of
certain culture in business communication. The study is a single case study based on
the analysis of emails collected from Georgian sales and construction companies. In
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3. Introduction

The purpose of the present study is to identify discourse strategies and metadiscourse devices used by
business emails and letters written by Georgians, compare them to norms accepted in international
Business English and to identify the characteristics of certain culture in business communication. The
study is a single case study based on the analysis of emails collected from Georgian sales and
construction companies.

The present study of business emails and letters written by Georgians could be considered to be a
counterpart of similar works written by representatives of other cultures. Furthermore, the study would
reveal specifics of Georgian business emails and letters and advise writers to avoid metadiscourse and
structure variation in the moves of letters and emails.

In my opinion using right discourse strategies would maximally help in adapting Georgian business
emails/letters to International norms and standards as linguistic and structural adequacy of Georgian
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business emails/letters would increase understanding between Georgians and their foreign colleagues and
that would play positive role in developing of any kind of business connections.

In order to reach the stated objectives, | will analyse the structure and metadiscourse devices used by
business emails/letters written by Georgians and on basis of this analysis | will find ways to adapt them to
existing international norms of business email/letter writing.

For this purpose, | am going to study the causes of the variation in the moves and usage of metadiscourse
devices. The corpus of business emails/letters written by representatives of specific culture is used for the
present study.

The dataset in the present study is unique in the sense that it consists of real corpora, which are usually
not accessible to researchers, and it enables the researcher to look into the use of business email/letter in
business negotiations. The emails will be analysed qualitatively.

The objectives of this research are to analyse the structure and metadiscourse devices used by Business
emails/letters written by Georgians; to study in which way the linguistic background of Georgian
language causes the structure and use of metadiscourse devices; to advise Georgian business
emails/letters writers how to avoid metadiscourse and structure variation.

4. Literature Review

For the present study I have chosen works of such authors as: Bhatia (1993) - “Analysing genre: language
use in professional settings” and seven moves in discourse offered by this scholar in the above-mentioned
article. Actually this article and its concept and seven-move structure is the cornerstone of the present
paper as organization of Georgian business letters and emails considered in my present work is generally
based on the above-mentioned seven-move structure that was proposed by Bhatia (ibid) for typical sales
letter. Another cornerstone for the present work became the article written by Mur-Duenas (2011) “An
intercultural analysis of metadiscourse features in research articles written in English and in Spanish”, and
new classification of interactive metadiscourse categories (logical markers, code glosses, sequencers,
topicalizers, endophoric markers, evidentials) and interactional metadiscourse categories (hedges,
boosters, attitude markers, engagement markers, self-mentions) offered by her. In my present article
Georgian business letters and emails are analysed from the viewpoint of presence or absence of the
above-mentioned interactive and interactional metadiscourse categories mentioned by Mur-Duenas (ibid)
in her work. Another cornerstone for the present work became the articles of Carrio-Pastor (2021)
“English in China: Lexical Variations in cross-cultural communication”, “Variation of English business
emails in Asian countries” and moves for emails proposed by Carrio-Pastor (ibid), the linguist who in her
works also discusses such phenomena as culture and intercultural communication and considers influence
of culture and diversity and intercultural communication on discourse in general and particularly on
business discourse. Besides Carrio-Pastor (2021), phenomena of culture and intercultural communications
are discussed in Taklet and Champakaew (2023) “An Analysis of intercultural business email
communication between Thai and Japanese writers”, Huang and Rose (2018) “You, our shareholders:
Metadiscourse in CEO letters from Chinese and Western banks” and Marongiu (2021) “Metadiscourse in
Business English: Ideas for the EBC Class”.

Bargiella-Chappini and Nickerson (2002) in their work “Business Discourse” consider business discourse
in general. It is worth mentioning that some ideas offered in the present work are based on the
considerations of discourse offered by these scholars. Karaulov (1987) in his work “The Russian
Language and linguistic personality” deals with cognitive linguistics; Skovholt (2009) “Email literacy in
the workplace” considers style of emails and compares emails with spoken and written communication.
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Marongiu (2021) in her work “Metadiscourse in Business English: Ideas for the EBC Class” considers
limitedness of emails. All these works became catalyzers and inspired me for consideration of discourse
and metadiscource devices in business letters and emails written in the Georgian language. Pop and Sim
(2016) article “Stylistic features of business emails” discusses such issue as common features between
emails and considers some rules of Business English. This point is very important for my present work as
I am inclined to consider business letters and business emails “under one umbrella” and Pop and Sim
(ibid) article is one of the sources that represents some linguistic support for such an approach of mine.
The phenomenon of metadiscourse is discussed in the article of Carrio-Pastor (2021) “The assessment of
metadiscourse devices in English as a foreign language”, Huang and Rose (2018) “You, our shareholders:
Metadiscourse in CEO letters from Chinese and Western banks”, Marongiu’s “Metadiscourse in Business
English: Ideas for the EBC Class”. Since metadiscourse is comparatively new area of research in
Linguistics, the above-mentioned works are of great interest to me and their value for writing of the
present paper is extremely important as | have based the present work on the principles offered by the
above-mentioned scholars in their works.

Taking into consideration the fact that all authors whose works are mentioned in the literature review
section played important role for conducting of this research, the most important works were those of
Bhatia and Mur-Duenas, since most ideas and analysis given in the present article are mainly based on the
above-mentioned “moves” offered by Bhatia (1993), and interactive and interactional metadiscourse
categories offered by Mur-Duenas (2011). Nevertheless, all articles and ideas of the scholars mentioned
in the present article became significant contribution to the discussion offered in it and to the
development of the research question and hypothesis stated in the present work.

4.2. Research Question and Hypothesis

The research question stated in the present article is to analyse discourse in Georgian business letters and
emails and to consider their organization from structural point of view and from the viewpoint of seven-
move structure offered by Bhatia in her article “Analysing genre: language use in professional settings”
and interactive and interactional metadiscourse devices proposed by Mur-Duenas (ibid) in the article “An
intercultural analysis of metadiscourse features in research articles written in English and in Spanish”.
The aim of the present research is to analyse and find out which of them are present, which should be
developed and also to explain the cultural reasons for organization and structure of Georgian business
letters and to consider influence of culture on style of business correspondence both on national and
international levels. The main hypothesis of the current work lies in the following: if structure
(organization of Georgian business letters and emails is adapted to international style, it would facilitate
doing business on the international level for Georgians as they would be able to adapt norms of business
correspondence to international norms that would make the business more productive as it would
contribute to mutual understanding with foreign partners and will take business relationship to higher
level.

3.Methodology
3.1. The Corpus of the Research and Methods

For the analysis of the corpus I have chosen to apply qualitative research method, studying business
letters/emails in their natural settings. | have gathered the data (emails, business letters), carried out non-
quantative analysis to describe their essence on basis of my observations. For the present study | used
corpus of authentic business emails/letters written in Georgian, received from staff of several construction
and sales companies in Georgia, translated all of them into English to be able to bring them as examples
for explanations and discussion. | decided to compare business emails/letters from the above-mentioned
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Georgian corpus to the widely spread and known norms and standards of writing Business emails/letters
on the international level.

Globalization is the process that conditioned domination of English as lingua franca in different fields of
human activities: cultural, scientific, industrial, business, etc. throughout the world. Therefore, | decided
to consider the norms and standards of Business English accepted on the international level to be relevant
sample to which Georgian business emails/letters should be adapted.

| have analysed the available corpus manually; this means that | have carefully read all the emails/letters,
found all specific features in view of discourse organization and usage of metadiscourse devices, revealed
the percentage of usage of these devices in the corpus, discussed the reasons from the viewpoint of
cultural specifics of Georgian nation and society that condition usage or non-usage of these devices in
Georgian business emails/letters and tried to find ways of adapting them to existing international norms
and standards of English business emails/letters writing.

First of all, 1 would like to underline the fact that in the present work I am going to consider business
emails and business letters under “one umbrella”. I consider the formal business emails being very similar
to business letters as their specifics generally depends on the aim of the writer. The reason why | took
such decision is that |1 do not consider business email as separate genre but as a business letter sent via
electronic means of communication and if people are contacting each other with the purpose of
establishing or maintaining business relationship they use the same register and follow the same rules
when they are writing a letter no matter whether it is sent via electronic mail or via post. In order to prove
this opinion of mine, | would like to bring the following words from PhD thesis on the topic “Email
literacy in the workplace™: “The language used in emails, or the email style, may not be identified as one
universal style of writing, but varies in form and function according to different communicative purposes
and settings” (Skohvolt, 2009, p. 15).

As it is known email is sometimes compared to verbal conversation but in the present study I am going to
speak about business email/letters as means of written communication. As it was stated in the above
mentioned PhD dissertation “: “Linguistic studies of email can be differentiated between two major
approaches: those that compare CMC (computer mediated communication - email) with written
communication and try to identify how online technologies influence how we write — and even try to find
“the nature” of CMC-language, and those that compare CMC (email) with spoken interaction and draw
on knowledge about face-to-face conversation in order to describe online interaction (Skohvolt, 2009,
p.25).

Some scholars are inclined to differentiate between business emails and business letter: “Communication
has become more flexible, yet, while corporate emails and business letters may be used for the same
purposes, they remain two different text genres. The email does not seem to have a pre-established frame
of reference and agreed-upon structure (Hu, Wong, Cheah, & Philip, 2009; Evans, 2012). However,
emails tend to be more concise texts in length, language and structure, than are letters; therefore, the
linguistic choices available to authors to create propositional content as well as interpersonal engagement
may be more limited” (Marongiul, 2021, p. 1). Yet, in the present work | am going to analyse business
emails as types of business letters sent by means of electronic means of communication used just as a
medium. Thus, in the present article email is considered to be a medium of communication and not a
separate linguistic genre. ‘“There are studies showing that commercial emails follow the linguistic
conventions adopted in standard written Business English” (Pop and Sim, 2016, p. 5).

The other reason why | decided not to separate business emails as specific genre is that besides
organizational similarity with business email, such characteristic features as formal style, politeness
markers, register used are the same as in business emails as well in business letters. And the discourse of
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business emails is similar to the discourse of business letters and that is conditioned by common purpose
of writing business emails and letters. “Business discourse is broadly understood as the way in which
human beings communicate in business settings to get their work done (Bargiella-Chappini, 2002, p. 3).
Besides, “the findings of the studies indicate that business discourse has its own idiosynchratic
characteristics and that a multitude of factors including those that have been identified by Brown and
Levinson (social, power, social distance and ranking of imposition), motivate the expression of
politeness” (Reiter, 2009, p. 175). In my opinion any business email/letter from the corpus used to write
the present work can be sent via electronic mail or via post and its business character, its purpose and
intention will not be changed just because the electronic medium is used.

3.2. The Analysis of Research

3.2.1. Moves in Discourse

As it is known “business discourse is the verbalization of business mentality, realized in the form of an
open multitude of thematically correlated texts on a wide range of business issues, considered in
combination with their extra-linguistic contexts” (Daniushina, 2010).

Although both the writer and the receiver of business correspondence have one common aim of doing
business, they should take some steps to organize the emails/letters in the way to attract the reader’s
attention, to engage the reader and to reach the stated objective. For this purpose, several scientists tried
to develop plan for writing the business letter consisting of several moves.

| decided to base my study on the analysis of the structure of discourse of Georgian business
emails/letters and usage of metadiscourse devices in them. In this regard, first, it would be relevant to
bring seven-move structure for a typical sales letters, developed by Bhatia:

. Establishing credentials

. Introducing the offer

. Offering incentives

. Using pressure tactics

. Enclosing documents

. Soliciting response

. Ending politely (Bhatia, 1993, pp. 46-49).

Writers of sales letters first attract prospective customer’s attention, then develop their interest in
the advertisement, arose their desire to own the product, and finally urge readers to act upon the sales
offer” (Zhu Yunxia, 2000, p. 475)

~NOoO o~ WN -

3

BN

Therefore, the companies interested in doing business and coming from practical point of view proposed
the following moves for emails:

1. Reporting about the client/company visited

2. Reporting about the participants/customers

3. Reporting about the agent participant

4. Reporting about the X company representative

5. Establishing the negotiation/description

6. Summarizing/concluding the outcome of the negotiation (Carri6-Pastor & Mufiz-Calderdn,
2013, p. 61).

In most of analysed business emails, some of the moves offered by Bhatia are present but some
absent.
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dmbs®wo 304690Mm©0m vy 459Mma303B3b600m MJzabo sbowo LodgFwo Fobdsbols
13930830353090L, ®dzgbo 30dobstg LogdudMmOBHM RslYGdOL BMOEIMD s LO3sFO™
Bo9M35L909d0L ©YEHIGOMIB GOHMS.

51939 33906@gMgLgdL  ™g3960  Fosbol 306MHMdYd0 s BsFMBLLYdYd0, MMIgLLE
09009330053599900 Mg gMEo J9lyo3900Ld S OO F93393900LM3Z0U.

0v)  ®g39bmsb 3935390930 0933990L, MBS ©0bgd0om Imzombmzmm LiMego
dofimgds.  ga0dwosm o) 965 IMP339  oMabGHos  Jogdmwo  §9339009d0L
domgdsHg?

53598351900 ) I35 JO» J390mm BsdMMZ0o MomMmgMEo bogmol bodal.
35¢3030L3gd0m,

Dear Mr. .....

We would be glad if you send us specifications of your new printing machine and also list of your
current export prices and details of discounts.

We are also interested in your terms of payment and in discounts offered for regular purchases and
large orders.

If we place orders with you we will have to insist on prompt delivery. Can you guarantee delivery
within three weeks of receiving orders?

We will highly appreciate if you submit samples of each below mentioned product.

Best regards,

| think that according to moves offered by Bhatia, that 1% paragraph should contain more information on
the sender of the email, so some information about the company initiating correspondence should be
presented. Moves 1, 2, 3 are united in paragraph I, 1I. In move 4 presented in paragraph Il we may
observe directness and lack of information. Move 4 — pressure tactics in paragraph IV is very concrete but
lacks clarity. Move 7 — ending politely is expressed by means of politeness cliché.

Having analysed many business email/letters | have observed that in most of them Move 1 — Establishing
credentials is rare. Most of the letters contain Move 2 — Introducing the offer, but move 3 —offering
incentives is missing in most of the emails of the analysed corpus. Moves 4, 5, 6 can be met with
moderate frequency but Move 7 — Ending politely can be seen in all analysed emails.

As for discourse of Georgian business emails/letters which is usually transferred in the translation
considering its specifics, it can be said that although during last years, Georgians tend to adapt different
fields of activities to international norms and standards, national and cultural specifics can’t help
influencing different fields of human activity including business and business emails/letters in particular.

I think it could be relevant to mention existing cultural factor in business correspondence irrespective of
globalization and its international influence. In this respect famous scholars have mentioned: “It has been
well known for some time that various cultures organize and develop ideas differently when writing
expository texts and these differences persist when users of these languages learn to write in a new
language (Bhatia, 1993, p. 37). “Business English is used by many speakers with different mother
tongues; subsequently, it is influenced by a wide cultural and linguistic diversity” (Pastor and Calderon,
2009, p.3). It has also been very well explained on the example of Thai culture: “The social hierarchy has
remained as one of its distinctive traits in Thailand. Cultural norms in Thai society influence a
communication that values respect for hierarchy, saving face, avoiding risks, and maintaining a sense of
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status. Nguyen (2011) indicates that in Thai culture, out of respect, Thai people may not feel comfortable
speaking to others, asking questions, expressing their opinions, and responding to questions directly.
When Thai people need to say, write and request something, they usually show respect to the older and
unknown people” (Takhet & Champakaew, 2023, p. 79). The same specifics is characteristic of Chinese
culture: “Conformity to the Western rhetorical style should be a requisite in Chinese-to-English
translation, since the translated English texts are mainly targeted at Western audiences including
shareholders and potential investors, regulatory authorities and Western media. It may also be that
Western companies and banks should align their communication with Chinese values to appeal to
Chinese consumers.... This suggests that the Chinese-to-English translators of CEO letters may lack
sufficient register awareness to effectively present their banks to Western clients” (Huang, 2018, p. 185).

In spite of cultural and linguistic barriers that exist between businessmen from different parts of the
world, their common interests, values based on education and field of occupation can help them to
overcome the existing barriers and understand each other better. In this regard | would like to prove my
opinion by the following statement of Louhiala-Salmiment: “Business communication should be concise
and clear and “should not be treated as something separate from the real business” (Louhiala-Salmiment,
1996, p. 50). “Language use tends to vary depending on the cultural, linguistic or social background of
the speaker. International business discourse as any type of discourse is culturally situated and therefore
content-dependent, and all three, discourse, culture and context play a key role in the communicative
process” (Carrio, 2012, p. 81).

“It is not surprising that different speakers may vary the way they transmit information depending
on their mother tongue and their cultural background. Studies of intercultural communication are
important to understand language change” (Carrio, 2013, p. 57).

After the above-given discussion it would be relevant to read the guiding rules of business letter
writing given for Georgians:

1) State the topic of the letter;

2) Do not hide the main idea;

3) Require action;

4) Correct the text;

5) Be adequate.

This plan offered for Georgian business letters writers at some extent explains the organization of the
above-given letter and the absence of some of the moves in it which are recognized as a must for business
documents on the international level.

3.2.2. Metadiscourse Categories in Georgian Business Emails/Letters

In my opinion it would be expedient to refer to several definitions of metadiscourse by contemporary
scholars: “Metadiscourse has been defined as the discourse used by writers to help their readers connect,
interpret and evaluate their attitudes towards the referential material presented (Kopple, 2002). In his
study on CEO’s letters, Hyland (1998) examined metadiscourse as the manifestation of a writer’s
linguistic and rhetorical presence in the text and looked at the persuasive nature of business
communication” (Marongiu M., 2021, p. 1). “Communication is not just an exchange of information,
goods or services; people employ metadiscourse to share their attitudes towards the content and transmit
their assumptions about their interlocutors” (Hyland, 2000, 2005). “Metadiscourse devices therefore refer
to both textual and interpersonal aspects used by the speakers of a language to convey non-propositional
content, and to organise discourse and engage readers in the topic from a rhetorical point of view”
(Carrio-Pastor M., 2021, p. 3). “Metadiscourse has been defined as the discourse used by writers to help
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their readers connect, interpret and evaluate their attitudes towards the referential material presented”
(Kopple, 2002).

| decided to apply metadiscourse devices singled out by Pilar Mur-Duenas in the article “An Intercultural
analysis of metadiscourse features in research articles written in English and in Spanish” for the analysis
of available Georgian business emails/letters corpus:

The interactive metadiscourse categories analysed are the following:

- Logical markers: items that make explicit the relationship between two independent discourse
units (i.e. sentences, paragraphs or (sub)sections). This category comprises additive, contrastive and
consecutive markers.

- Code glosses: which include reformulation and exemplification markers. Both discourse
and typographical markers were considered, as the latter tend to be very commonly used in Business
Management to include explanations, conclusions or examples.

- Sequencers: elements which connect parts of the discourse in a linear, progressive manner and
which structure arguments into different chunks, parts or sections, thereby facilitating the readers’
decoding process.

- Topicalisers: linguistic signals that writers include in the text to organize the discourse mainly
with the specific aims of introducing related topics, of changing the topic or of resuming a topic
introduced earlier on.

- Endophoric markers: anaphoric or cataphoric references to other parts of the RA. These markers
can refer to previous or subsequent text and also to visual elements.

- Evidentials: indicators of the source of information. They comprise both references to
textual information as originated in a scholar’s or several scholars’ work (personal evidentials) and
references to what may be thought by the writer to be common, shared knowledge within the discipline
(impersonal evidentials)

3.2.3. The interactional metadiscourse categories analysed are the following

- Hedges: features which limit the writer’s full commitment to what is stated in a proposition and
which may be the result of certain pragmatic conventions in academic writing.

- Boosters: features which highlight the writers’ certainty and conviction about a proposition and
which may be the result of certain pragmatic conventions in academic writing.

- Attitude markers: items which show the writer’s affective evaluation of given parameters or
entities.

- Engagement markers: elements through which scholars bring the readers into the text, involving
them in the negotiation of academic knowledge. These include personal pronouns, question forms,
directives and asides.

- Self-mentions: explicit signals of the authorial persona of the scholar(s). They feature self-
references and self-citations. (Mur-Duenas, 2011, p. 3070)

In Georgian business discourse the equal percentage of interactive and interactional metadiscourse
devices can be observed. It should be admitted that this percentage is not very high. This can be explained
by the fact that metadiscourse devices are comparatively rare in non-fiction texts.

As for interactive metadiscourse devices, | have come to conclusion that the most characteristic
features for Georgian business discourse are: lack of cohesive elements and as a result there are separate,
independent paragraphs which, from one side, have meaning and sense independently but cause some
“coldness” and lack of cohesion and coherence in the text. From interactive metadiscourse devices |
observed some logical markers — additives—8, contrastives—4; besides we see: sequencers—10, endophoric
markers—9, evidentials—3, endophoric markers-9.
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As business correspondence cannot be completely devoid of emotional colouring | have noticed some
interactional metadiscourse devices which at some extent express emotions. Thus, in our corpus of 30
business emails/letters there were 11 attitude markers. Correspondence generally bears more or less
personal character and a lot of pronouns are used. In my corpus there were 97 engagement markers, 95 of
which were personal pronouns and only 2 — question forms.

Although, there was lack of cohesive elements between paragraphs, on the sentence level I quite often
may see usage of such logical markers as additive markers (conjunction “and”), consecutive markers
(preposition “if). It can be clearly seen from the letters/emails given below:

05¢™bgdM,

3659 93960 M93esds 06EIOBYBHOL Lodrogdom s F9EE0gho 30469d0m, )

3980a309H936000 mdz9b0 serMdobol omobagdol YEHIOBIEOL.

3mbmgm 9m3(gHmm Fofimgdols s 4oobOl 30MMdgd0. g3y 335063 )MLYdL, v

000g099dL 3515390930 MY MY s JoL0wE F93300090D] .

B3960 ymz39whHerom®mo dnmbmgbs dg@Eswol 30mobygdbg dsw0sb oo s M) Md3z960
Ro1gd0 Foloegdo 0dbgds B3zgbmz0l, B396 3530693 FMAGEZ500560 MMHPOYIOHOMBOL
5394509058 093960096.

39009000 MJ396396 3sLbls.
3o3030LEgdom,

Dear Sirs,

We have seen your advertisement in the Internet and we would be very grateful if you send us
specifications of your aluminum fittings.

Please, send us conditions for delivery and payment. We are also interested if there are any
discounts in case of regular and big orders.

Our annual demand for metal fittings is very large and if your prices are reasonable we are going
to establish long-term cooperation with you.

Looking forward to your reply.

Best regards,

Very often the paragraphs of email/letter are linked by word “sa®gogg», which may be
translated as “also” or “besides” functioning as sequencers.

3mbmgm  2odmygz0aHogbmm  Bgabl  dogem  Jgzzgmoo  3OMmEwyd3ool  0bzmolio
G563 EGH0M9d0L BoLoL Bsmzw0m.

31939 20bmgzom dMy3HgMH ™ BMLEHO MmO, M MHMEOL 046905 GHzommo Bzgbo J399bol
Lodogm 2599390 3bJ@BBg, MM OMMEISE®  ©I30F0MMD  MOPIM0R0  39BBIdOL
360 M390M900L LEHoMmIMGIS.

5369039 3593035536900 VMOl BodsldMEMEHM Imbs3gdqd0, Bozmb@sd@dHm Ggwgzmbo
6039 939960L5030L @ 953EHMTbBsb0ol Lobgerdfozm bmdgmo.

Pobolifot 4obom 5 MdL.

35¢030b3980m, 3L ,,....."-0b MmEoLAgbyxgo: (LEHgEO, 43560)

Dear Mr. ....
Please, send us the invoice for the products ordered by us including cost of transportation.
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We would also like to ask you to write us the exact date of arrival of the cargo to our customs in
order to be able to queue up in time for passing customs procedures.

Please, send us driver’s passport details, contact phone numbers for both countries and state
number of the car/vehicle as well.

Thank you in advance.

Best regards,

....... Office Manager of ...... Itd.

Although some anaphoric and cataphoric relations can be observed in these letters/emails. I cannot
say that they dominate in business email/letter discourse.

Due to preciseness that is characteristic feature of business emails/letters, evidentials are used
quite often.

»3530339990m dbosGmbo ... ,

dobs 2o3bmomm, @M sko®ol mdmga gdB@mlsag@ol 3Gmgd@ol Lsddgbgdeom
©m39dgb@oos dgglodsdgds mdzgh dogd Fodwagboano @gdbogydo L3gEoxogsEool
Joobmgbgdl (10 ogaoolo, 20..) ©o dmodgo  Loddgbgderm  be@dgdlbs s
LEobs®@gdl (30mgd@ol ©mgydgb@ocos gobbogmyaos sdomol ¢@Mdsbobszool s
ddgbgdamdols LodoboliG®ml dog®).

G533 ‘dggbgdo 0ndmgen 9GO mboyydols ORI RGN Y| M@0 Lobobd@m
dobgobobomgols Lobsbd@m aobymggoagdols 5dgbgdsl, dobps dmysblgbmm, @®d gl
396J@0 ,,d99b90@mdol br®dgddo s LESbs®Egddo” dJomomgdymo o6 s@ol.

o3 Logombl gogo@obom 0bggl@m@gdolbmgol goblsbogggansw”.

“Dear ......
I would like to inform you that Project Documentation for construction of Ajarian Gas Turbine
Power Plant meets requirements of Technical Specifications (dated on July 10, 200..), which were
submitted by you, and requirements of the current Construction Norms and Standards (Project
Documentation was considered by Ajarian Ministry of Urbanization and Construction).
As regards the construction of fire department for two fire trucks on the Power Plant area, this
point is not specified in Construction Norms and Standards.
We will raise this question to be discussed by investors”.

If Georgian business emails/letters are considered from the viewpoint of interactional metadiscourse
devices, it can be seen that due to specifics and lack of modality, boosters and hedges are not very
frequent in them. It could be said that the information in business emails/letters has form of a presentation
rather than a form of material for discussion.

In my opinion, more interactional devices should be used to involve the receiver of the letter in
communication and induce him continue discussion and cooperation.

Although, as it is clear from the above given business email/letter, some engagement markers such as
personal pronouns, question forms, directives are used, the main way to attract attention for Georgians is
to be polite.

Based on national mentality and importance of politeness phenomenon in Georgian society, the most
frequently met word in our corpora is «aqobmgo» which may be translated into English as “please” or
“we kindly ask you”. I have observed about 20 occurrences of the word in the corpus, in several letters
the word was mentioned several times.
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The usage of conditional sentences is also characteristic of Georgian business emails/letters. A lot of
sentences and even paragraphs start with “If” which at some extent on discourse level fulfills the function
of consecutive marker.

09 0g396m9b 25353900900 0933990L, “bS I70bgdom  dmzombmzmm LHMszo
dofimgds.  g0dwosm o) 9o IMP339  oMabGHos  Jogdmewo 8933900900l
doim9dsHg?

If we place orders with you we will have to insist on prompt delivery. Can you guarantee delivery
within three weeks of receiving orders?

Expressing gratitude is also a common thing for Georgian language in general and one should notice that
very often gratitude expressing phrases are used not only at the end of business email/letter (the accepted
norm for English business letter) but also at the beginning to express gratitude for something that has
already been done. This is conditioned by the cultural specifics of Georgian society in which expressing
sincere thanks is considered to be the highest level of politeness.

do@M™bm ......

0500Mdsl  gobom  ™d3z9bo  dmmbmzgbolmzol s goBYMmdobgdm, ®md  Bgzgbl
BM5BOE0g 5395GHJOL 59300 FoMogdo yzges Bzgbo 3O m@JEos.

0d3960 10 LydBH9gddcmol Fmmbmzbols dsbbo B3gh b ©sg3MMog0 Bodwdgdols LG
3539U/sbmOE0d96E.

939900 Jg0dEgds 90339 ml [obabffo®o FgEHYgmdobgdol 450M9dg LodsbOH™M dgmhygmdols
d9L50530b5¢.

500053 BYBMbBO oy o0fYgds FbM3zm 3035bMo 53 MZ0L drEMIY.
35¢3030L3gdom,

Dear .....

We thank you for your enquiry and are pleased to inform you that our Brazilian agents hold stocks
of all our products.

In reply to your enquiry of 10 September we are enclosing full package of samples.

Prices are subject to variation without notice in accordance with market fluctuations.

Since the season will soon be under way we must ask you to reply by the end of this month.

Best regards,

After consideration of several business letters/emails, it would be expedient to bring one more reason why
I consider business emails and business letters “under one umbrella”. It lies in the fact that Georgians do
not apply to a business partner in written form unless the matter is a very serious one and very often
several ideas are given together, sometimes they do not have anything in common, therefore, each
paragraph can be absolutely separated from the other and no cohesive devices are needed. It conditions
the so called “coldness” of the text and very often letter represents several topics which can even be
enumerated within it and does not represent the coherent text unified by only one idea.

The form of address with which Georgian business emails/letters start is “d5@mbm”, this address means

“Respected Mr.”, sometimes during translation the word “Dear Mr.” common to English business
discourse may be omitted and only “Mr. “used as Georgian counterpart implies “Respected Mr.”. Such
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thing may cause inappropriate reaction and may be considered by the receiver as lack of courtesy. Warm
nature of Georgian people is revealed in closing lines when word “impatiently” is sometimes used with
such standard phrase as “look forward”.

do5@Mbm .......

073960 Lobgao dmyzsHms ....... 15353 35¢5FS .......

07J396 ©5063H9MqLgd0m MIMI 250xMmm, MM 53 FgMowl ™Mb gHmzol Bzgbo 3md3sbools

360300 39GOXMYO.

9L 560L B3935 MO 899M035Hgds S 56 g0dwrgds 496d9mMEIL.

3mbmgm  dbg3gwmdsdo doommm ol, Gmd ULogjmbgo MmIgwog dofimgderos

QILOPIBEHMOYGIS© MBS PIOOMBEIL O 9EIHBOPIOL LHGILMOO Q5B 0gbsls 7

OO 296353 Md5d0.

800 096eno 390000 14396296 3oLbL.

35¢3030L3gd0m,

Dear Mr.

Your name has been given to us by the ....... Chamber of Commerce in ........

You will be interested to know that enclosed we send you catalogue of our company’s products.
This is a special offer and cannot be repeated. Please, note that goods supplied on approval must
be returned, carriage paid within 7 days.

We are impatiently looking forward to hearing from you.

Best regards,

The tendency of usage of long complex and compound sentences can be sometimes observed in Georgian
discourse and some of business emails/letters are not exceptions. In some of the analysed emails | have
observed that one sentence was occupying 3-4 lines. Such sentences are usually translated into English by
several simple sentences as usage of short simple sentences is more characteristic of the English
language. Although this tendency has been decreased in business during last years, it still remains the
problem of Georgian business discourse and its translation into English.

doB™bm (Labgaro)

LogMHMoTMMOLM  sbsdgBsgMve  3mI3omBgPmer  Jugerdo  (Internet)  Lodo®oggarmls
39360969dsms  535009d00Ld @S MM glo  LOELHIZ3EGOWGIOL  Bgeg3mdbo3ozoemo
3396008 mEOQsb60BsEgoolsl  gmbmgzom  dga30LOHIMo  Mbsdybogtrmwo  bEgboID
9mbs39dms o390l Fo0olioBJsM0sbo Ls3mdmbozszom sGMbOL 903wl Lsddomgdo
(“3590w9M0L 3MmgdEHolL”  dobgzom). 0abezbom FH9bozm® 30HMBRPRL s bmgzm
2021 fewob 056360030l ©30dBsEM®  LBodgwod )Mo  Logbswrgdol dowgds -
39053990L 1g39bL o9 3353930 JegdEMMbMo derm3ol dmds 3539@0.
5625600aLHMmMGOsL 9B 3sbbolidygdMdol  LEBMYSMYdS  “Vods@mgzguomls
A993030” YBOHMb39wymxzl Fo6dmygboo bstrx msn®moibgzol dglsdsdobs

B3960 ©9330B0FEHJd0s b / 5

Dear Mr.

Please, fulfill the calculation work for high speed communication channel to transfer data from
satellite antenna within the project of telecommunications unit of International Satellite Computer
Network (Internet) for Georgian Academy of Science and Higher education institutions (according
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to “Hamburg” project). We send you technical specifications and ask you to prepare electronic
block operational model for receipt and transfer of satellite signals by January of 2021.

“Georgian Telecom” Ltd. will make payments according to the submitted estimates.

Our bank details are: ........

5. Results and Discussion

I think that the following theoretical information about Georgian discourse is relevant and can help to
explain and understand the specifics of Georgian business emails/letters discourse.

“Not only language but different aspects of linguistic thinking are revealed in discourse, this is equally
important for studies of culture (mechanism that conditions process of thinking) as well for cognitive
linguistics which studies linguistic processes, linguistic units, categories, etc. in relation to memory,
imagination, perception and thinking” (Georgia, 2006, p. 16).

As Georgian mentality can be best explained by the proverb “Not everything can be eaten, not everything
can be said”, this thesis is sometimes guiding principle in business as well. Therefore, it is very important
not to follow only cultural traditions in business which very often requires directness and clarity and
adjust the norms to international standards to make business discourse as understandable and as efficient
as possible. Business people united by common objectives and business interests are similar “linguistic
personalities”, the term adopted by Karaulov in the XX century. “The synthesis of linguistic and cultural
peculiarities of people of different nations result in formation of the so called “linguistic personality”.
Karaulov stated that: “In linguistic personality I mean the unity of person’s skills and characteristic
features which condition creation of his own speech (text) and perception of others’ speeches by him.
They (texts) differ according to the following criteria:

a) Degree of structural linguistic complexity;
b) Deepness and preciseness of expressing reality;
c) Definite purpose (Karaulov, 1989, p. 38).

As it has already been mentioned, one of the purposes of the present research is to illustrate and
simultaneously advise Georgian business emails/letters writers how to avoid metadiscourse and structure
variation in order to make them more similar to those accepted on the international level. For this
purpose, in my opinion, the following should be done. Georgians tend to use complex and compound
sentences. Although during translation process translators often divide such sentences into several simple
ones, it may cause misunderstanding as they may confuse anaphoric and cataphoric relations and thus do
not convey the exact meaning. Therefore, in my opinion, people working in Georgian business should
adopt norms of “the lingua franca” and use simple laconic sentences to express their ideas as precisely
and concretely as possible.

As it has already been mentioned, there are very many cases of usage of “please” in Georgian business
emails/letters. I think that instead of using “please” and “we would like to ask”, it would be better to use
equivalents of such neutral expressions (clichés) as: “Could I know?”, “Could I ask?”, “Could I ....?” as
using “please” too often may be perceived by the reader as exaggerated politeness and the aim of the
writer could be misunderstood.

As for lexical means used in Georgian business emails/letters, usually Georgian words are used in them
but in the corpora analysed by me, I have met the word “invoice” (international version used instead of
Georgian word «sbas608-30dBH«®s») several times. Usage of international words in business is a

85



LET Journal 2023, Volume 3, Issue 1, 73-88 Tenieshvili A.

positive trend as it facilitates understanding between parties. Sometimes Georgians even do not
understand that actually it is one and the same phenomenon and prefer using calquing from English. The
reason for that is the frequent usage of international term like “invoice”.

On basis of carried out analysis it could be said that metadiscourse elements are used in Georgian
business emails/letters sparingly as it is characteristic of any non-fiction writings.

Not only linguistic skills but also understanding the person’s way of thinking is very important in doing
business especially with the people from other countries. “As discourse is representation of our thinking
in verbal and written form, it is human specific and culture specific. Benjamin Lee Whorf maintained that
consciousness was determined culturally, and not genetically, he argued that one could arrive at an
understanding of the consciousness of the speakers of a language by a study of their language. For Whorf,
consciousness was the essence of cultural diversity” (Subbiondo, 2005, pp. 15-153).

One should not forget that for most people in the world who are doing business, English is a foreign or
second language. Therefore, for all of these people, it would be expedient to adapt their psychological,
cultural and linguistic peculiarities to one common standard of English accepted on the international level
- English as “a lingua franca”. Closeness and good knowledge of international version of the English
language would ensure more or less similar way of thinking for the speakers of different languages. As
thinking is conditioned at some extent by language, this would improve mutual understanding and, thus,
communication would be more efficient. Since foreign learners, except those who are specialists of
language, mainly learn international version of English, it is easier for them to communicate to each other
than to native speakers of English. During international communication whether written or verbal, people
should adapt themselves not only to each other’s linguistic and cultural peculiarities, but to the way of
thinking as well, and this is conditioned by national and cultural peculiarities. Closeness to international
standard of English is, in my opinion, good solution as it is generally devoid of any cultural specifics and
can, therefore, be perceived more easily. So, studying the English language, ability to read similar
business correspondence in English would help Georgian business people in writing adequate
emails/letters in Georgian.

In spite of cultural and linguistic barriers that exist between businessmen from different parts of the word,
their common interests, values based on education and field of occupation can help them to overcome the
existing barriers and understand each other better. Very often people who have proper education in
business, have read a lot of business literature and are aware of style of email writing, compose business
emails/letters correctly without observing any special format. It is so because they have already acquired
this format on the level of subconscious.

The present study and research are relevant and necessary as we live in the era of globalization. As it was
stated by Louhiala-Salminen (2009) in article “Business Communication”: “Globalization is an issue
affecting all society but particularly the business world. The impact of globalization is felt not only in
large, multinationally operating companies, but to a great extent in small and medium-sized businesses as
well” (Louhiala-Salminen, ibid, p. 309).

Georgian culture and Georgian language have very old and strong traditions. Although they are open to
innovations and borrowings, they keep their own national heritage and specifics. It means that both
Georgian culture and language can adopt some innovations and these innovations are added but not at the
expense of removing the old already existing rules and traditions.
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6. Conclusion

Having analysed the corpus of Georgian business emails/letters | saw that its specifics lies in lack of
usage of cohesive elements especially on paragraphs level and metadiscourse devices. Although, it is
common of business discourse in general, | think that Georgian business emails/letters should contain
more cohesive elements to avoid mere enumeration of topics in the documents and giving it a text-like
style.

As one of objectives of the present research is to reveal specifics of Georgian business letters/ emails,
they should not be influenced by national mentality and norms characteristic for national discourse, but
should follow the widely accepted norms: be written in clear simple sentences in order to avoid complex
anaphoric and cataphoric relations in text, politeness structures common for Georgians should be avoided,
as they may lead to exaggerated politeness and could be misunderstood. They should be more direct and
the national principle of restraining oneself from saying everything should be restricted. The reason for
that is the fact that in business every thought and every word can become crucial. As for lexical means,
dealing on the international level it is better to use international terms and words and when expressing
gratitude or some personal feelings, it is much better to use linguistic phrases equivalent to internationally
accepted clichés.

It is not only linguistic competence that ensures writing business emails/letters on the proper level, it is
also personal subconscious of the individual that ensures writing business documents on the level
acceptable and understandable throughout business world. In order to adapt Georgian business discourse
to the international norms and standards, first of all the level of people doing business should be adapted
to the international level. 1t means they should receive adequate education, read books and textbooks
accepted on the international level as all these factors will help them in becoming specialists with ideas
and objectives common to businessmen working on the international level. In my opinion, work for
international organizations is the best way for young people from all over the world to be taught to work
on the international level as such work experience provides a person with interactional skills and office
ethics that cannot be learnt from any books or at any University as it can be learnt only from the work
experience.
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