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Annotation

This bachelor paper deals with the use of advedbaises in business correspondence.
It studies the frequency of occurrence of the paldr semantic types and at the same
time concentrates on their form and function theyehin the sentence. This work
proposes to analyse the most common clauses wirectupaposed to be used in order to
convey the necessary facts related to the sphdyesnfiess. The first part of this work is
theoretical and creates a basis for the analysimmomly chosen samples extracted
from the business letters. These samples are futtbed in order to illustrate the
characteristic features of selected types of adalertdauses that are consequently

commented upon.
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Nazev

Uziti vedlejSich ¥t prisloveenych v obchodni korespondenci

Souhrn

Tato bakaléska prace se zabyva uzivanim vedlejSi¢h ptisloveinych v obchodni
korespondenci. Zkoumé&etnost vyskytu jednotlivych sémantickych diyp zarové se
soustedi na to, v jaké fortnse tyto ¥ty objevuji a jaka je jejich funkce. Tato prace si
klade za cil analyzovatéty, u kterych se f@dpoklada, Ze jsou nejvice pouzivané k
vyjadieni nezbytnych skutaosti souvisejicich s obchodni sférou. Piast této prace
je teoreticka a na jejim zakkage pak vypracovana analyza nahddybranych vzork
pievzatych z obchodnich dofisTyto vzorky déale slouZzi k ilustraci charakteGg&gich

rysi zvolenych tyf prislovetnych \&t, které jsou nasledrokomentovany.
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1. Introduction

Business correspondence creates an essential fprtiay’s world of commerce.
Handling of the effective correspondence signif@snpany’s professionalism and
reliability because the impression created by ately typed, logically oriented letter
can be the crucial factor in success of any busings the main aim of this letter is to
inform the other side about various circumstancesanditions, it is necessary to
convey them as accurately as possible. The impmetah accuracy proceeds from the
fact that the information expressed indirectly miagult in misunderstanding of the
letter content. One way how to reach the accurax) explicitness is the usage of
particular grammatical phenomena, i.e. adverbelst. Therefore, the use of adverbial
clauses is studied in this register because itdsypposed that the essential information
in the commercial relation will be expressed thaiokthis clause.

This paper examines which particular semantic typésadverbial clauses are
occurring in the discourse of business correspargleiurther it concentrates on their
structure and function they have in the sentenbe.main aim of this work is to prove
that the adverbial clauses of time, reason, plawg eondition will be the most
frequently used in the surveyed type of discourse.

The whole work is basically divided into two corar{s, i.e. theoretical (including
chapters 2, 3 and 4) and practical (chapters Bd6/ The second chapter characterizes
the term adverbial clause, describes its typicatuiees and introduces the way of its
realization. The syntactic function of adverbiadude is discussed in the third chapter.
The fourth chapter is devoted to their semantiesplit states the way of their
classification and thoroughly deals with the clausktime, reason, place and condition.
The theoretical part provides a background forahalysis itself and the information
stated there is verified in the practical part. fractical part is opened by the fifth
chapter describing the distinctive features of bess correspondence, stating the
methodology and formulating the hypothesis saylmgt the most common adverbial
clauses in business correspondence will be thesetawf time, reason, place and
condition. The sixth chapter introduces the analfisidings and the very last chapter is
devoted to the summary of results. Finally, the lpaper is concluded.



2. Adverbial clause

This is the first chapter which provides the théoed background of this paper; it

deals with the term of adverbial clause and comate® on the clause structures as well.

2.1  Characteristics and properties of adverbial clause

Firstly, it is crucial to explain what the teradverbial clausedenotesto define its
properties and describe the characteristic featofethis clause. Leech defines the
adverbial clause as “a clause which acts as arrlaidven the main clause or sentence it
belongs to”. (Leech, 1992, p. 11) In other wordigse clauses represent the syntactic
realization of adverbial, they substitute this seot element. (Duskové, 2006, p. 627)
Another property of this clause is that it modiftae rest of the main clause; it adds the
extra information concerning the condition, conaassplace, time, result, etc. Thus, it
specifies the circumstances described by the nlause. (Leech, 1992, p. 12)

Most adverbial clauses are introduced byghbordinatorand in some cases by the
preposition. The used subordinator indicates thek with the main clause because
these conjunctions are able to semantically expitesskind of relation between the
main and subordinate clause. Quirk and Greenbaunsider the subordinating
conjunctions as the most important formal indicatof subordination, particularly for
the finite clauses. (Quirk, Greenbaum, 1973, p.) 3tL8ignals that the adverbial clause
is subordinatewhich means that it may not stand alone as a aetimgkentence because
it is a part of another clause. (Leech, 1992, p. e clause which is subordinate is
grammatically complete but does not by itself makeomplete sense. The analysed
example of such clause is stated below:

If you supply the customers direct, how long \itiitake an order to be made up and
shippedonce it has been receive@®shley, 1985, p. 171)

The subordinate adverbial clause is introduceddihge it does not may stand alone

because it is a part of the preceding main clause.

Subordination enables to organize the multiple s#astructures and Tarnyikova
explains that this is possible thanks to the fé&ett teach subordinate clause in the



sentence may be superordinate to one or more ctheses, so that a hierarchy of
clauses may be built up. (Tarnyikova, 1993, p. 84 this sometimes results in
building of highly complex sentencewhich are frequently used in the surveyed
discourse. Watts defines the complex sentence agdia@p of words which expresses
two or more unified thoughts, one of which is thaimor principal thought having
dependent on it one or more subordinate thougt{atts in Fries, 1977, p. 30)
Tarnyikova offers rather simpler definition; shegsahat in the complex sentence there
is always present one main clause which is hiereatiii superordinate to the
subordinate clause or clauses. (Tarnyikova, 19997pUnlike the subordinate clause,
the main clause can often stand on its own becdus@kes the complete sense by
itself. Besides, both of them may be co-ordinaiesl, “one of two or more main or
subordinate clauses of equal value that are coediec{Swan, 2005, p. xviii) The

example of the complex sentence taken from theusoigpgiven below:

We will issue a cover nots soon as you complete and return the enclosddrdéon
form. (Ashley, 1985, p. 233)

The stated complex sentence is formed by the sugieade main clause and by two
subordinate clauses introduced by the subordireg@oon asThe subordinate clauses

are co-ordinated, i.e. on the same level.

Concerning their position in the sentence, the duakclauses are optional and both
initial and final placement is common. (Quirk, 19p4 743) Position of the subordinate
clause does not influence the meaning of the wkefgence, i.e. meaning remains the
same regardless of position. Swan adds that tlesitipn depends on what is to be
emphasized and further develop this idea by sayimg “the most important

information usually comes last”. (Swan, 2005, P0)51

2.2  Structural types of the clause
We distinguish three possible ways of realizatibthe adverbial clause, i.e. by the
finite, non-finite or verbless clauses. The maiitecion of this classification is the kind

of verb phrase acting as its verb element. (Q@reenbaum, 1973, p. 310)



2.2.1 Finiteclause

This clause has its verb element in the form ahaef verb phrase “which is a verb
showing tense and subject concord”, i.e. theredsreespondence between the subject
and verb in person and number. (Leech et al., 1p848) Leech et al. illustrate the

finite adverbial clause on this example:

As the job was finishedwe went home early. (Leech et al., 1984, p. 79)

2.2.2 Non-finite clause

In this case, the verb element contains a norefimdrb phrase. Non-finite clauses
may either contain the subject or may be subjextlésur possible non-finite forms of
the verb are distinguished, i.e. -ing participleg participle or to infinitive. (Leech,
Svartvik, 1986, p. 213) These types of clausesrae called asing clause-ed clause
and to-infinitive clause The fourth structural class, which is relativefre, is bare
infinitive, i.e. infinitive without to. (Quirk et al., 1985, p. 993%ee the particular
example of the -ing and -ed clause:

Leaving the room, he tripped over the mat. (Quirk, Greenbaum, 19731fh)

We left the room and went homéhe job finished. (Quirk, Greenbaum, 1973,
p. 311)

These non-finite clauses are used as a mean actiyntondensation because “they
lack tense markers and modal auxiliaries and fretlyielack a subject and a
subordinating conjunction”. (Quirk et al., 1985,995) Quirk et al. emphasize that the
main advantage of condensation is compactnessthbilieasame they warn that this
advantage has to be well balanced against the dahgenbiguity. (Quirk et al., 1985,
p. 995)More detailed information concerning the topic ohdensation can be found in
Quirk et al. (1985).

2.2.3 Verblessclause

Verbless clause contains no verb element and af agelnon-finite clause is
commonly subjectless. It is assumed that a fornthef verbbe has been omitted.
(Leech, Svartvik, 1986, p. 214) Following Quirk a@deenbaum, when the subject of



the verbless clause is omitted, it is possibleecover it from the context. (Quirk,
Greenbaum, 1973, p. 312) For better understandintpi® theory, they state a few

examples and one of them is displayed below:

Whether right or wrong, he always comes off worst in an argument. = Whetleeis
right or wrong... (Quirk, Greenbaum, 1973, p. 312)

To summarize the key points of this chapter, theedual clause is subordinate and
operates as adverbial in the main clause, addsntbemation concerning the result,

time, place, etc. and can be realized by the fimo®-finite or verbless clauses.

3. Syntactic function of adverbial clause

This chapter discusses the syntactic function ofddal clauses; it describes the
main differences between adjuncts and disjuncts iatrdduces their division. The
information stated in the following paragraphs ryogeneral, more details will be
provided in the subchapters devoted to the paaicgemantic types of adverbial
clauses. In addition, it will be further illustrdten the examples in the practical part as

well.

While the adverbials in general syntactically fumet as adjuncts, disjuncts,
subjuncts or conjuncts, the adverbial clauses miqudar act mainly as adjuncts and
disjuncts. (Quirk et al., 1985, p. 1068) With redp® semantics, Quirk et al. say that
adjuncts and disjuncts differ in that aspect tltftirects denote the circumstances of the
situation in the main clause, while disjuncts pdavsome kind of evaluation either of
the style or form of what is said in the main ckos on its content. (Quirk et al., 1985,
p. 1070) In other words, disjuncts are personalalspes or writer's comments
informing about his opinion or attitude towards tlentent or style of the
communication. Thus, disjuncts seem to be lessctbgethan adjuncts.

Quirk et al. point out that the main syntactic eifnce is that “disjuncts are
peripheral to the clause to which they are attathbe peripheral status is indicated

mostly negatively because disjuncts do not alloe &pplication of various focusing



devices. (Quirk et al., 1985, p. 1070) On the oftard, clauses acting as adjuncts are to
some extent integrated within the sentenCéigva, 2001, p. 14)

There are two types of adjuncts, peedicationand sentenceadjuncts. They mainly
differ in accordance to their mobility within thergence. While sentence adjunct may
appear in all positions, i.e. initial, final and dn&, predication adjunct depends on the
predication and is normally positioned finally. J/hare not so mobile because they
provide the complementation, e.g. for the verbghe SVA type or function as the
adverbial in the SVOA type. Quirk et al. observatttionting of predication adjuncts is
rarely used and if it occurs, it is only for rhetat purposes.@uirk et al.,, 1985,
p. 1074 — 1075)

We distinguish two types of disjuncts as well, sgle andcontentdisjuncts. While
style disjuncts “implicitly refer to the circumstzs of the speech act”, content
disjuncts, as their name indicates, comment onctmgent of the main clause. Thus,
style disjuncts are more peripheral to their supknate clause. (Quirk et al., 1985,
p. 1072) Quirk and Greenbaum add that they in semedefine under what conditions
the speaker or writer is expressing himself. (Qui@eenbaum, 1973, p. 242) In
addition, style disjuncts often imply a verb of skieg and the subjett (Quirk et al.,
1985, p. 1072) See the examples illustrating thenat and disjunct clauses:

The purpose of the inquinyas so that all complaints would be made publi¢Quirk et al.,
1985, p. 1074)

To emphasize her pointshe invited me to visit her village. (Quirk et 41985, p. 1075)

Since you know Latin, you should be able to translate the inscriptiquikk et al., 1985,
p. 1072)

What does the word measince you're so clever?Quirk et al., 1985, p. 1072)

The first clause acts as adjunct because it igitiated into the sentence; it makes the
complementation of the subject which means thigt predication adjunct. While in the
second example, the sequence of the subordinatenaimdclause may be reversed and
thus this subordinate clause functions as sentedpenct. In the third example is

illustrated content disjunct clause providing tlmenent on the content of the main



clause, i.e. the ability to translate. On the otlieand, the following example
demonstrates the additional comment on what has $sd and therefore it functions as

style disjunct.

To sum up the most important information includadthis chapter, the adverbial
clauses function either as adjuncts which are tmes@xtent integrated within the
sentence or disjuncts which are more periphertiidcclause. Further it has been stated
that there two types of adjuncts, i.e. predicatma sentence and disjuncts are either

style or content.

4. Semantic role of adverbial clause

This chapter is devoted to the semantic roles védmal clauses. Firstly, it provides
the general information concerning the semantidyaisa secondly states the way of
classification of these clauses and finally chamamés 4 selected semantic types of

adverbial clauses in detail.

4.1  Semantic function

If it is dealt with the semantic roles of adverlitduses, the meaning of the clause is
being identified. As Quirk et al. emphasize, theaetic analysis of adverbial clauses is
rather problematic because “many subordinatorsodinite clauses with different
meaning”. (Quirk et al., 1985, p. 1077) The validif their claim will be demonstrated
on the clauses introduced by the subordinasoSee the example sentences detected in

the analysis and one given by Quirk et al.:

As my bank statement showed the money had beé&addehmy account, assumed
that it had been credited to your account as \{&dihley, 1985, p. 86)

We are sure you will find a ready sale for ourducts in Englandas have other
retailers throughout Europe and Amerjcand we do hope we can reach an agreement
on the terms quoted. (Ashley, 1985, p. 46)

As | drove awayl saw them waving goodbye. (Quirk et al., 19851/ 8)

As you knowpver the past months | have placed a number ofrerdéh you and



settled promptly, so | hope this has establishedraputation with your company.
(Ashley, 1985, p. 117)

While in the first sentencas is used as the subordinator of the reason claosthei

second sentence it introduces the clause of sityiland comparison and the third
clause introduced bgsis the clause of time. In addition, the last secéetbemonstrates
that as can introduce the comment clause as well. Thisli@gmphat what is really

essential, if identifying the semantic functiontioése clauses, is the context.

To summarize, the subordinating conjunction canbeotonsidered as a true guide to
the kind of clause introduced, but what is cruamathis process, is the work that the

clause is doing, i.e. the previously mentioned exint(Eckersley, 1966, p. 337)

4.2  Semantic classification

For the purposes of the research is crucial te dta¢ classification of adverbial
clauses according to their semantic function angap which classification will be
preferred in this paper. Even though there areowuarikinds of approaches to the
semantic classification of adverbial clauses, it ba said that the differences between
them are only minor.

Quirk et al. semantically distinguish the adverlglaluses in this way: the clauses of
time, contingency, place, concession, contrastem@ken, similarity and comparison,
proportion, result, purpose, preference, reasonseks conditional clauses and finally
comment clauses. (Quirk et al., 1985, p. 1078 2111

For comparison, Alexander has a slightly differapproach to the subject, he uses
the terms of adverbial clause of time, place, reastc. as well as Quirk et al. do. On
the other hand, in Alexander’s classification appehe adverbial clause of manner
which in fact is the clause of similarity and comgpan if considering the classification
given by Quirk et al. (Alexander, 1991, p. 25) ¥dader and Zandvoort indicate that
the clauses of concession are sometimes calledasbictauses. This means that they do
not divide these clauses into two semantic categoas Quirk et al. do. In addition,
Alexander and Zandvoort do not differentiate theeusks of exception, proportion, and
preference and they do not mention the commentsetau(Alexander, 1991, p. 26;
Zandvoort, 1965, p. 219)



When the approach of grammarians to the semamtssiéication has been surveyed,
the main difference has been observed just in b indication of clause of manner.
Duskova shares the same approach as Alexanderadideshe offers this category as
well. But she divides this category into the subgaties of clauses of comparison and
comparative clauses. (DuSkové, 2006, p. 230) Leetclal. make some kind of
compromise in their classification as they mentioa both terms for one category, i.e.
the clause of manner/comparison. (Leech et al.3,19897)

Nevertheless, the classification which will be agglin the whole work is that

introduced by Quirk et al.

4.3  Description of chosen semantic types of adverbial clauses
The main aim of the following subchapters is torthughly define 4 chosen types of

adverbial clauses classified according to theira#rm function.

4.3.1 Clauseof time

Firstly, the attention will be paid to thelause of timeor sometimes so called
temporal clauseThis clause indicates “when the action is dor{&ckersley, 1966,
p. 338) and adds the extra information concernigtime of the happening.aiova
explains that this clause is used “to say when #amg happens by referring to a
period of time or to another eventC4iova, 2001, p. 50) In case that the clause of time
refers to something that will take place or existhe future, we use the present simple
or present perfect time in the subordinate cla(skexander, 1991, p. 24) Tarnyikova
remarks that the clause of time quite often preget$emain clause and suggests the
possible explanation why it is so. She says thahbymeans of this clause “the narrator
introduces us into the temporal frame of his namét (Tarnyikova, 1993, p. 95)
DusSkova states that the subordinators introduchmy temporal clauses denote the
various temporal relationships. And adds that sutordinators ass, as long as, when
or while indicate the simultaneityntil, beforeandtill indicate that the situation in the
main clause occurred before that in the subordicédese; on the other hand the
subordinating conjunctionsnce, since or aftendicate that the situation in the main
clause occurs after that in the subordinate clgizekova, 2006, p. 628)



In the following paragraphs will be illustrated thgage of subordinators with regard
to the clause structure.

Finite clauses are introduced by several subordisator instanceas, while, as long
as, as soon as, once, after, sinets. Eckersley states this example of the finideise
of time introduced byvhile:

I learnt a lot of Frenchwhile | was in Paris. (Eckersley, 1966, p. 338)

Following Quirk et al., the non-finite adverbiahg clauses are introduced by one of
the following subordinating conjunctionnce, till, when, whenever, while, whilst, until
These clauses may be introduced by the preposisank as:after, on, beforeand
since (Quirk et al., 1985, p. 1078) Quirk et al. iliieges the -ing clause of time as

follows:

Since coming here,life has been much more pleasaifQuirk et al., 1985,
p. 1078)

The second type of non-finite clause, i.e. advérad clause, is introduced by one of
the following conjunctions and Quirk et al. remdhiat these subordinators are used
with the finite clauses as wels soon as, once, till, until, when, wheneaed whilst.
(Quirk et al., 1985, p. 1078) For better applyirighos theory, see the example given by
Quirk:

Once published the book caused a remarkable stir. (Quirk, 197Z44)

The last possible non-finite structure of the temapolause is to-infinitive clause which
has no subordinator or subject. Quirk and Greenbexjpptain that they may have the
temporal function and thus may be placed amongtéhneporal clauses. As these
to-infinitive clauses express the outcome of theasion, they call them infinitive

clauses of “outcome”. (Quirk and Greenbaum, 197323) For better understanding,

they state one example of such clause:

| awoke one morningo find the house in an uproar.(Quirk and Greenbaum, 1973,

10



p. 323)

As Quirk et al. further explain, the restrictionttee final position suggests an analogy
between to-infinitive clauses and result clauseglvkhey resemble in meaning. They
propose a clue how to differentiate these two @ausom one another. To-infinitive
clauses of time can be paraphrased by switchingelationship of subordination and
using thewhen or after-clause. (Quirk et al., 1985, p. 1079) The paragpraf the
sentence given above is then as followsen/After | awoke one morning, | found the

house in an uproar.

Regarding the verbless clauses, we use the sanmmrdgutors as in case of

non-finite -ed clauses. See the example sentesteel Ibelow:

Complete your worlas soon as possibléQuirk et al., 1985, p. 1079)

Quirk et al. state that clauses wdbh soon asseem to be limited to a few adjectives
that are used predicatively with nominal claused eonvey the modal meanings of
possibility or necessity”. (Quirk et al., 1985, 3079) These adjectives are above all:
available, feasible, necessaayd possible There is the implied subjedt referring to
the main clause, so the subordinate clause lidiedeacan be paraphrased in this way:
Complete your worlas soon as IT IS possibldQuirk et al., 1985, p. 1079)

Concerning the syntactic function, Quirk et al.testthat these clauses function as
adjuncts in the sentence and add that they usagedlysentence adjuncts. (Quirk et al.,

1985, p. 1080) This theory will be illustrated twe tparticular example listed below:

When it rains, | usually go to the office by bus. = | usually gnthe office by bus
when it rains. (Eckersley, 1966, p. 338)

As it was possible to remove the temporal clausenfthe initial to the final position

without any effect on the sentence meaning, tlagsg is syntactically sentence adjunct.

Dinner will bewhen everybody has arrived(Quirk et al., 1985, p. 1074)
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On the other hand, this example illustrates the pteal clause functioning as
predication adjunct. This clause makes the compi¢gien of the verlbe it depends
on the predication. As already implied, frontingtbe predication adjunct clause is

possible but it is used only for rhetorical purpose

To summarize the most important points of this kalpter, the temporal clauses
indicate when some action is done, their syntafiioction is adjunct and their

subordinators denote various temporal relationships

4.3.2 Reason clause

The next semantic type of clause which will be abtarized is theeason clause
Leech offers the following definition: “reason ctmuexpresses a link of cause and
effect between two ideas”. (Leech, 1992, p. 19)efsley adds that it indicates why the
particular action was done. (Eckersley, 1966, [2) Z3uirk et al. say that “the situation
in the subordinate clause precedes in time thétefnain clause”. (Quirk et al., 1985,
p. 1103) It means that firstly there was the reasbthe happening expressed by the
subordinate clause and as a consequence of it hegg@®mething in the main clause.
The most common subordinators of reason clausdseasiseandsince other possible
subordinating conjunctions of these clausesasrand for which is considered to be
formal. (Quirk et al., 1985, p. 1104)

Alexander explains that the general rule says wisther it is the reason or main
clause we want to emphasize, the emphasized ctaunses to an end of the sentence.
He continues by saying that the sentences oftembedgh as or since because the
reasons they refer to may be known to the addressg¢herefore it is not necessary to
emphasize these reasons. Whieauséhas a tendency to come after the main clause in
order to stress the reason with which the addresseery probably not familiar.
(Alexander, 1991, p. 26) The example sentencestated below:

As you can't type the letter yourself,you’ll have to ask Susan to do it for you.
(Alexander, 1991, p. 26)

She watered the flowebecause they were dry(Quirk et al., 1985, p. 1104)

The first reason clause is introducedds/and precedes the main clause which means
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that there is no need to emphasize the reason $etha addressee knows about his
inability to type the letter. While in the secotide reason clause introducedii®cause

is placed after the main clause and the reasorghwikiunknown for the addressee, is
stressed.

Concerning this subject, Quirk adds that theseerdfit positional tendencies are
related to their different syntactic function. Hether explains that theecauseclauses
are close to adjuncts, whereas shrece-andas-clauses are like disjuncts. But there is an
exception concerning the colloquial English whédre liecausezlause can function as
disjunct of reason. (Quirk, 1974, p. 752) Quirk &t add that the adjunct
becausezlauses tend to be positioned initially, while stgisjunctbecausezlauses are
always at the final position. (1985, p. 1106) Seedxample illustrating this theory:

Are you going to the post office?because | have some letters to sen@uirk, 1974,
p. 752)

This reason clause introduced Hyecauseis positioned finally and therefore

syntactically functions as style disjunct; the sewt has been very probably used in
some common conversation not in written languageddition, the hearer has to infer
the relation between these two clauses which imphat this subordinate clause is style
disjunct with regard to its reason relationshipisTquestion will be discussed in the

following paragraphs.

Quirk et al. distinguish two types of reason relaship between the reason and main
clause, i.edirect andindirect. The direct reason relationship means that theoreas
expressed by the subordinate clause is directigte@lto the situation in the main
clause. On the contrary, the indirect reason wmatiip denotes that the reason is not
related to the main clause but as Quirk et al.“B@gson is a motivation for the implicit
speech act of the utterance”. (Quirk et al., 1989,104) This indicates that if the clause
expresses the indirect reason, then it is syntlhtistyle disjunct. As the example of

the indirect reason relationship will be used theve stated sentence:

Are you going to the post office? because | have some letters to senfQuirk, 1974,
p. 752)
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The speaker implicitly conveys that he asks fodsanof some letters which is a result
of speaker’'s motivation, i.e. the fact that therbe# going to the post office.

Quirk further warns that there is a close connechetween the temporal and cause
sequence because the subordinatmsand since introduce the clauses of time and
reason as well and this can result in ambiguityuikQ 1974, p. 752) For more

information concerning this subject see the subtenahl.

To sum up the most significant facts given in gubchapter, the reason clauses state
why some action was done and they express eithatitlct or indirect reason.

4.3.3 Clause of place

The clause of placewill be described in this subchaptéfckersley states that it
indicates “where an action was done”. (Eckersl®&g6l p. 338) Quirk says that these
clauses are introduced by the relativelsere (specific) andwherever(non-specific)
(Quirk, 1973, p. 323) Alexander explains that cémuef place usually follow the main
clause. (Alexander, 1991, p. 25) See the examiblessrating this subject:

| will go wherever you go(Eckersley, 1966, p. 338)

Staywhere you are.(Eckersley, 1966, p. 338)

The first clause is introduced byherever it says that | will go to any place, it is not
restricted or further specified. The second exardpl@onstrating the clause introduced
by whereillustrates the place which is specific, i.e. thacp where you are.

Zandvoort claims that the clauses of place “are tesial than attributive clauses of
this type”, i.e. relative clauses. (Zandvoort, 1965 216) He says that these clauses
gualify a noun in the main clause but at the same tontain an adverbial element.
(Zandvoort, 1965, p. 214) DusSkova agrees and datstihere is a transition between
them and relative clauses. (Duskova, 2001, p. 6B7¢ example introduced by

Zandvoort is stated below:

| remember the househere | was born.(Zandvoort, 1965, p. 214)
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This clause contain the adverbial elementwlgerebut it modifies the noun, i.e. house.
So, it can not be classified as the adverbial edug as the relative clause which may

be paraphrased in this way: | remember the housdich | was born.

To summarize the key points of this subchapterctheses of place inform about the
place of the happening and are introduceavhgre or whereveiThese clauses are said

to be less common than the relative clauses cantpihe adverbial element.

4.3.4 Conditional clause

The last semantic type which will be examined ieager detail isonditional clause
Leech defines this clause simply as “an adverbialise expressing a condition”.
(Leech, 1992, p. 27¢4&iovéa explains that this clause is used when we \i@malk
about a possible situation and its consequen€&gioya, 2001, p. 51) That possible
situation is involved in the subordinate conditibmtéause while the result of the
condition is given in the main clause. DuSkova s#yat the conditional clause
expresses the relation of cause and consequencadaisdthat the realization of the
content of the main clause depends on the fulfilmoérihe condition expressed in the
subordinate clause. (DuSkova, 2006, p. 638) To sgpmthese clauses convey that
something will happen only under the particulardiban and thus one circumstance

depends on another.

The summarization given above makes clear the telated to the subject of
conditional clause, i.eirect condition.According to Quirk et al., conditional clauses
are predominantly used to express the direct comgisuch clause can be defined as a
clause in which “the truth of the proposition iretmain clause is a consequence of the
fulfilment of the condition in the conditional clser’. (Quirk et al., 1985, p. 1088) So,
the condition in the subordinate clause is directiypnected with the situation in the

main clause. Quirk et al. state this example fasiftation:

If you put the baby down,she’ll scream. (Quirk et al., 1985, p. 1089)

Quirk et al. say that speaker’s aim is to makehtharer to understand that the truth of
the prognosis she’ll screarhis dependent on the fulfilment of the conditiopotr
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putting the baby down They further develop this idea by saying thtte* hearer in
practise infers the converse”, i.k.you don't put the baby down, she won’t scream.
(Quirk et al., 1985, p. 1089)

Conditional clauses expressing the direct condiiom two kinds distinguished by
the form and meaning of the main clause, i.e. eitdpenor hypothetical condition
Quirk et al. point out that the open conditions ickhare also termed real or factual) are
neutral which means that the question of the fulfilment renfulfilment of the
condition is left unresolved and therefore thehrat the proposition expressed by the
main clause is unresolved as well. (Quirk et &85, p. 1091) In other words, the
sentence does not say anything about the realizafithe condition. (Eckersley, 1966,
p. 397) The question of realization is open and ihis not clear if the situation happen
or not, we are speaking in a general way. Eckeilestrates the open condition on the

sentence introduced below:

If John works hard, he will pass the examination. (Eckersley, 196G47)

This sentence do not state that John will or woll work hard and at the same time it is

not clear if he pass the examination or not.

On the other hand, the hypothetical condition @nstimes called unreal) expresses
speaker’s expectation that the condition in theostdibate clause will not be fulfilled, is
not fulfilled or was not fulfilled. As apparent frothe previous sentence, hypothetical
conditions may refer to the future, present or.péskersley says that the hypothetical
conditional sentence “makes a hypothesis which raycontrary to fact or just

something not thought as a fact”. (Eckersley, 196849) He states this example:

If Henry were here, he would know the answer. (Eckersley, 1966, p) 34

Conditional clauses convey the implications; irstb@se is implied that Henry is not
here. Eckersley adds that they can imply a doubtedis (Eckersley, 1966, p. 349)

Quirk et al. emphasize that the distinction betwepen and hypothetical condition
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Is important because of grammar as the verbs inothgtical conditions are backshifted.
(Quirk et al., 1985, p. 1092) See the figure 1gR%en by Quirk et al.:

Conditional clause Main clause
Present and PAST PAST MODAL .
I would study Classical
future reference If I were younger,
Greek.
PAST IIi’/l,AC\)SD'I:AEERFECTIVE
Past reference PERFECTIVE | would have invited vou
If I had seen you home y

Fig 15.35 Verb forms with hypothetical camals (Quirk et al., 1985, p. 1092)

As the examples from the figure show, present ¢uréuhypothetical meanings are
expressed byould, shouldor by some other past modal auxiliary + infinitivethe

main clause and by the past tense in the suboedohatise.

Following Quirk et al., more peripheral uses of ditional clauses express the
indirect condition.For the purposes of this paper only the basic feateerning these
clauses will be outlined. To express the indiramidition means that the condition in
the subordinate clause is not related to the swwanh the main clause, the subordinate
and main clauses are not directly connected to etwr. (Quirk et al., 1985, p. 1089)

See the example sentence illustrating this subject:

She’s far too consideraté] may say so.(Quirk et al., 1985, p. 1089)

Quirk et al. say that the condition depends on fthplicit speech act of the utterance:
I'm telling you, if | may, that she’s far too codsrat€. (Quirk et al., 1985, p. 1089)
Clauses expressing the condition which is indieget chiefly realized by thié-clauses
and syntactically function as style disjuncts asythdd speaker's comment on what is
being said in the conversation, it is his persoaahluation. While the clauses
expressing the direct condition function as adjsmetthe sentence. (Quirk et al., 1985,
p. 1095)
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Concerning the subordinators, Quirk et al. as vesll Leech say that the most
frequent subordinator of conditional clause iisand they add that the negative
subordinating conjunctionnlessis the next most common. (Quirk et al., 1985, 890
Leech, 1992, p. 27) Other possible subordinatedarinstancein case, on condition
(that), provided (that), supposing (that), as laasgetc. Several subordinators combine
the meaning, e.g. condition with timeefore, as long as, oncetc. (Quirk et al., 1985,
p. 1089) All the introduced subordinators are usét finite clauses. Quirk et al. state

few examples and one of them is displayed below:

You may leave the apartment at any tipvided that you give a month’s notice or
pay an additional month’s rent. (Quirk et al., 1985, p. 1090)

Non-finite (chiefly edclauses) and verbless conditional clauses aredimted only
by if andunless These two subordinators are marginally accepttablee used with
-ing clauses as well. (Quirk et al., 1985, p. 1090) Beeexample of -ed conditional

clause:

The grass will grow more quicklif, watered regularly. (Quirk et al., 1985, p. 1090)

Verblessif-clauses commonly include the expressiopossibleor if necessaryin this
case the implied subject is the main clause itseffossibly its part. (Quirk et al., 1985,

p. 1090) Quirk et al. state the example sentenbetier apply this theory:

Marion wants me to type the lettef possible (Quirk et al., 1985, p. 1090)
= Marion wants me to type the letter if it is pddsifor me to type it.

To sum up, the conditional clause expresses comditinich is either direct (there
are two types, i.e. open and hypothetical) or exatir Clauses expressing the direct
condition are syntactically adjuncts, while thosgressing the indirect condition
syntactically function as style disjuncts.

This chapter concerning the semantic roles of duakrclauses closes the whole

theoretical part and is followed by the practicaiftp

18



5. Introduction to the research

5.1  Characteristic features of business correspondence

Before concentrating on the analysis itself, fewrdgoconcerning the researched
discourse, i.e. business correspondence, shoulchérgioned. Generally, a business
letter is any letter written in formal language distor the internal or external
communication.

Concerning the question of functional style, Kinith and Rochowanska state that
the commercial correspondence belongs to the asistyle which is considered as a
subgenre of the administrative style. (Knittlov@gcRowanskd, 1977, p. 15) According
to Galperin, “the aim of communication in this stylf language is to reach agreement
between two contracting parties”. (Galperin, 19p7,313) Galperin sees a special
system of clichés, terms and set expressions asntb& essential feature of the
administrative style. (Galperin, 1977, p. 313) Ehex one feature common for all the
varieties of this style, i.e. the use of abbrewiasi, symbols and contractions. All the
above named expressions have highly conventioraahcter. Another feature related to
the issue of business correspondence is politeWbat is very often used is the
grammatical device of passive voice. Geffner poous that it is possible to achieve
courtesy and tact by so called “you approach”. fi@ef 1982, p. 5)

Knittlova and Rochowanska say that facts giverhm letters have to be conveyed
accurately, explicitly, precisely and no hidden megs possibly causing
misunderstanding of the letter content are presgrittiova, Rochowanska, 1977,
p. 16) In order to reach that objectivity, clarétigd explicitness, the complex sentences
are used in this type of correspondence. It isexaeptional that one paragraph of the
letter is formed by the single sentence. This facklated to the medium of the given
style because in the written language the compglicaentence-units are used, Galperin
explains that it prefers “hypotaxis to parataxisnd periods are more frequent than
short utterances”. (Galperin, 1977, p. 40)

5.2  Methodology and hypothesis formulation

For the purposes of this bachelor paper 142 tokdéngarious semantic types of

adverbial clauses have been gathered, sorted @ogotd their semantic role and
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classified with regard to their form and functiom the sentence and frequency of
occurrence. Further, conditional, temporal, reaslanses and clauses of place have
been examined in detail. All the analysed clausege been extracted from various
types of letters such as: offers, complaints, @dequiries, replies, etc. introduced by
A. Ashley in A Handbook of Commercial Correspondendée whole corpus is
attached in Appendix 7.

The analysis deals with the use of adverbial ckursdusiness correspondence and
tries to find out the most frequent clauses ocogrimn the surveyed discourse. Knittlova
and Rochowanska state that one of the most signifieatures of this style &curacy
(Knittlova, Rochovanska, 1977, p. 16) and from gtetement proceeds the hypothesis
saying that the most important information whiclede to be conveyed accurately and
precisely in the business letter is: WHEN, WHY, WREE and UNDER WHAT
CONDITION some action will take the place. It ispposed that this information is
essential in the commercial relation as well beeatisan be used in order to state for
examplewhenthe payment will be donghythe delivery has been delayedierethe
goods will be stored ounder what conditiorthe contract will be signed. It is highly
important to negotiate the terms like this in ebakiness. This implies that tiskauses
of time, reason, placand condition are expected to be the most common in given
register.

The main aim of this paper is to prove the validdl the above formulated
assumption. With regard to this, the analysis prilpaoncentrates on the conditional,
temporal, reason clauses and clauses of place valnécktudied in greater detail. These
clauses are examined not only from the point ofvvé their form and function but this
paper also evaluates their temporal referenceuskeeof subordinators, position in the
sentence, further it states the type of conditimgson and temporal relationship,
comments on the use of tenses and describes dtlaeacteristics typical for these
clauses. The whole research is based on the tiedrbackground provided by the

previous chapters.
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6. Analysis findings

This chapter contains the analysis findings reg@rdhe adverbial clauses of time,
place, condition and reason. They will be evaluatecbrding to their frequency in the
investigated discourse. This part further provitles comments on the characteristic
features of these clauses which are demonstratétieoparticular examples extracted
from A Handbook of Commercial Correspondenach subchapter is devoted to one
particular semantic type. The last subchapter eweduthe use of other types of

adverbial clauses which have not been examinedush in detail.

6.1  Conditional clause

Firstly, the attention will be paid to conditionalhuse which has been detected 38
times; it creates 27% of the whole selected cogmastherefore this clause has been the
most frequent among of all the analysed sampldsthalidentified conditional clauses
syntactically function as sentence adjunct and timesr position in the sentence is

variable.

Their syntactic function is related to the typecohdition they express. Because all
the detected clauses express the direct condthen,syntactically function as sentence
adjuncts (see the subchapter 4.3.4). Thus, acaprdintheir syntactic function, the
sequence of the main and subordinate clause magvieesed as it is demonstrated on

the example:

1) If you can offer a competitive quotation, and datigory accommodation and
facilities, you can rely on regular bookings from us in theifet (Ashley, 1985, p. 254)

You can rely on regular bookings from us in theufatif you can offer a competitive
guotation, and satisfactory accommodation and itaed.

Nevertheless, the majority of the examined tokensd to be placed initially, i.e. before
the main clause. Particularly, 28 clauses fromttit@ amount of 38 have occupied the

initial position. See the examples illustrating fimal and initial position:
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2) We would be gratefuf you could confirmthat this company settles promptly on due
dates, and are sound enough to meet credits af &8 ©00.00 in transactions. (Ashley,
1985, p. 126)

3) If you accept this assessmemguld you please fill out the enclosed claims fand
return it to us, with a letter confirming acceptanof the compensation we have
offered? (Ashley, 1985, p. 227)

The clause stated as first is positioned finallg according to Quirk et al., the new
information is commonly placed at the end of theolghsentence. The focus of the
message is the new information. (Quirk et al., 19851361) With reference to this,
author's aim is to ask the addressee for his/hetfirmoation — this is that new
information. The second subordinate clause postiomitially only describes the
setting of the happening and somehow prepares @éader for coming of the new

information by providing the context of given infoation. (Quirk et al., 1985, p. 1361)

Cénova states that when tifeclause is positioned initiallghenis sometimes put at the
beginning of the main clauseC4iova, 2001, p. 51) See the only one identified

example:

4) If these conditions are suitabléhen we would certainly accept an initial one year
contract to act as your agent. (Ashley, 1985, 8) 17

With regard to the clause structure, conditionalises predominantly have the finite
structure, particularly 34 clauses from the totamiber of 38. Further, 4 verbless
clauses have been marked. The first stated exaithypdérates the finite conditional
clause, while the second clause is verbless inlwthe implied subject is the main

clause itself:

5) If you want us to send you another shipment ayper order No. 1447&)lease let
us know. (Ashley, 1985, p. 99)

6) Neverthelessf necessaryl am willing to supply references. (Ashley, 19851f7)
= Ifit is necessary, | am willing to supply references.

Concerning the subordinating conjunctiom$)as been used 37 times (introducing 33
finite and 4 verbless clauses) by which Quirk’s dmech’s claim thatf is the most
frequent subordinator has been proved. (Quirk.etLl@B5, p. 1089; Leech, 1992, p. 27)

22



Unless which is a negative subordinatbgs been detected once. The clause introduced

by unlessis demonstrated below:

7) Therefore,unless | receive your remittance within the next days,my solicitors
will be instructed to start proceedings to recdaherdebt. (Ashley, 1985, p. 89)

The paraphrase of this clause by usingill be as follows:Therefore,if | do not receive
your remittance within the next ten dagsy solicitors will be instructed to start proceegfirto
recover the debBecause as already mentioned|essis the negative subordinator, the

negative item must be used after the positive slibatorif.

Co-ordinated conditional clause has been identihgtie corpus as well:

8) If these conditions interest you, and you can meg¢rs of over 1000 garments at
one time please send us your current catalogue and psicéAishley, 1985, p. 31)

Coordination means that these two conditional @auare on the same level. The
subordinator is not repeated in the second claubkas to be assumed from the context.
The condition states that the addressee can cotfiacuthor of the letter in case of
fulfilment of two conditions, i.e. if he is interiesl and at the same time if he is able to

meet the orders.

As already indicated, all the researched tokensooiditional clauses express the
direct condition, it proves Quirk’s claim that caimahal clauses are predominantly used
to express this type of condition. (Quirk et a@8%, p. 1088) The condition stated in the
subordinate clause is directly related to the simain the main clause and its
fulfilment is necessary in order to make the clairmthe main clause true (see the

subchapter 4.3.2). The particular example of sartditional clause is stated below:

9) However, | suggest you write to British Rahd if the goods were being carried at
‘company’s riskl am sure they will consider compensation. (Ashl€385, p. 187)

Author’s claim conveying that he is sure about t@sidering of the compensation
undoubtedly depends on the condition stated irstib®rdinate clause because they will
consider that compensation only if the goods weliadcarried at company’s risk, i.e.
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only in case of fulfilment of the given conditiomdh author's aim is to make the
addressee understand that the fulfilment of thaditiom is necessary. The addressee
can infer the following converse meaning that tiaély not consider the compensation
if the goods weraot being carried at company’s risk. To summarize,tthéh of the
prediction in the main clause depends on the fa#it of the condition stated by the
subordinate clause. (Quirk et al., 1985, p. 1088)

All the analysed tokens of conditional clauses ¢eawnresolved the fulfilment or
nonfulfilment of the stated condition, so thesausks express so called open condition
(see the subchapter 4.3.2). The example sentedcspiayed below:

10) If you produce a series like thigpuld you send us a list? (Ashley, 1985, p. 178)

It is open whether the company produces the péati@eries or not, the sentence does
not say anything about the production of the congpainich means that the truth of the
suggestion expressed by the main clause is unexsaly well.

The above stated sentence refers to future, nthieeuse of present tense in the
subordinate clause, the main clause is in futumeetiwould expresses politeness
— which is crucial in business correspondenceudgssts some kind of possible action
taking place in the future, the author asks anotoenpany for doing something for
him. He asks in a polite way which causes a vesitpe effect on the reader because
he is feeling to be esteemed and consequently limgvio cooperate and assist the
business partner in that matter. In other words séintence can be classified as author’s
polite request. In comparison, the same senten@plpaased by using the imperative,
i.e. If you produce a series like this, send us a,l@unds less polite and event though the
feeling concerning this may be rather subjectite, $entence is more the command
than request. And if the all company’s correspogdeis handed in this way, it may
cause the lost of its trading partners and as @trédge bankruptcy of the whole firm.
But it does not mean that the imperative can natde® in business correspondence at

all, on the contrary it is but in another way. Thigject will be discussed further.

Would has been quite frequent element in the main clatideas been detected
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11 times, whilewill has been identified 8 times. According to Eckegrsled Duskova,
would is more polite and less indirect tharll. (Eckersley, 1966, p. 349; Duskova,
2006, p. 201) See the examples illustrating thiggesad:

11) If you can offer competitive prices and guaranteeswould put your system in all
our outlets, but initially we would only install éhsystem in our main branch.
(Ashley, 1985, p. 16)

12) If you need referencewe will be glad to supply them. (Ashley, 1985, p) 7

The first example illustrates the modal verb exgireg the author’s future hope; it has
more hypothetical meaning and thus is more indigetd polite. Whilewill in the
second example, conveys the given fact, goes btranghe point and therefore is more

direct and consequently less polite in comparisomauld.

Even more frequent thamould has beenmperative detected 13 times in the main
clause. But it is not imperative as such which alye instructs what to do, i.e.
imperative expressing the command. With regardhto register, the requirement of
politeness has to be stated again because thedbmmperative used in the business
letters expresses some request, proposal or sigyedtat to do or how to behave in
the particular situation. So, politeness may beresged not only by the modals. In
addition, it may be emphasized thanks to the whaloe, particular example Hease.
And if the main clause having the imperative stigetcontains it, then it meets the

requirement of politeness. See the example sentiteeted in the corpus:

13) If there is any further information you requirplease contact me and | will be
pleased to help you. (Ashley, 1985, p. 224)

This conditional clause contains an idea of wiltiegs. The author wants to show his
interest and offers his help to the business pastiiéch is very important in order to
gain partner’s confidence. The main clause hasnatipe structure but expresses some

proposal, they offer help on their own even thotlgty have not been asked for.

In addition, the main clause containigigouldhas been detected once. This sentence

is stated below:
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17) And if the transaction is on a letter of credisi®you should advise your bank that
this document will be acceptable instead of the. BAshley, 1985, p. 207)

Shouldin the main clause evokes the feeling that theauleduce that addressee has to
advise his bank, it is author’'s opinion and hisesabout it. Duskova adds thsttould
expresses speaker’s conviction that it is advisabt#o so. (DuSkova, 2006, p. 197) As
the study of modal verbs is not the main aim o graper, see Duskova (2006) for more

detailed information concerning the modal verbs #uedt functions.

Regarding their time reference, the majority ofuskss refers to future, exactly it is
so in 37 cases. Further, 1 clause has past reter8ee the examples listed below:

14) If the account is still not settlethe will have to make formal protest, which we
hope will not be necessary. (Ashley, 1985, p. 149)

15) However, we wondered this was for re-exporting purposegAshley, 1985,
p. 160)

As Eckersley states, after thieclause the future time can not be used even if the
meaning is future except thaill is used in order to convey not future but williegs.
And he adds that this could be expressed moreepolénd indirectly withwould.
(Eckersley, 1966, p. 349) This case has been faam@e among all the analysed

conditional clauses:

16) If you would like to do thiglease contact me and we can discuss it. (Ashi#85,1
p. 138)

In this sentencevould together withlike occurs in the conditional clause which is

possible thanks to the fact that it expressesngitiess.
This subchapter has demonstrated and commentedtipamaracteristic features of
conditional clauses identified in various typesasiness letters. It will be further dealt

with them in the following chapter where the sumynairresults will be introduced.

6.2 Clauseof time

This section is devoted to the clause of time wihiak been the"2most frequent
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clause identified in the corpus. It has occurredtiBs and thus creates 25% of the
whole corpus of the surveyed adverbial clausesug@ls of time have one primacy, only
these clauses have been realized by all the pesstihictures, i.e. finite, non-finite and
verbless. The exact quantification is given asofedl: the finite clauses of time, which
have been the most common, have been detectedn&?, tifollowed by verbless
identified 8 times and non-finite clauses with @wtences. See the particular example

of the temporal clause detected in the analysis:

18) Would you send someone with my consignnasnéoon as possibénd at the same
time pick up the wrongly delivered goods? (AshlE$35, p. 96)

The stated example illustrates the verbless clafisiene which means that it does not
contain any verb element. This clause implies thigiext: as soon ai$ is possible.
Clauses withas soon asare quite frequent temporal expression used innbss
correspondence which is also demonstrated in tladysia because all the verbless
clauses detected in the corpus are of that kings Hossible to use the abbreviation

ASAP when writing the business letter but this das® not been found in the corpus.

19) We have instructed our bank to arrange fottarlef credit for £6158.92 to be paid
against your pro-forma invoice No. G1152/S, andptaceeds will be credited to you
as soon as Canadian Trust receive the documg@hshley, 1985, p. 76)

The above stated clause is introducedasysoon asas well but in this case, the
subordinator introduces such clause which haseatb i the form of the finite verb
phrase, particularlyeceive.This implies that this clause of time is finitetiwregard to

its structure.

The last structure which has realized the examidadises of time is non-finite,

particularly -ing clause. See the particular exangslsuch clause:

20) When submitting your draftyould you please enclose the following documents?
(Ashley, 1985, p. 153)

On this temporal clause is demonstrated the notefiolause structure which has

4 possible non-finite forms, in this case it isgiparticiple, particularlysubmittng,
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therefore this clause is classified as -ing clgase the subchapter 2.2).

Regarding the syntactic function, the adverbialsés of time syntactically function
as adjuncts, sentence adjuncts have been idenfiietimes and predication adjuncts

have occurred 8 times. See the example senteisted helow:

21) We have sent, by separate post, samples efdifertised cassettes and other brands
we stock, and would urge you to place an osedesoon as possibks there has been a
huge response to our advertisement. (Ashley, 19853)

22) You may draw on us at 60 days against the tcasdsoon as you provide evidence
of shipment(Ashley, 1985, p. 154)

The first one illustrates the temporal verblessistaintroduced bgs soon asvhich is
used predicatively and functioras the adverbial in the SVOA type. It provides the
complementation for its superordinate clause, palgrly for the objecorder, to which

it adds the information concerning the time. Thiglies that it syntactically functions
as predication adjunct. This clause is positioniedlli, i.e. after the main clause, and
with respect to its syntactic function it is notspible to reverse to sequence of the main
and subordinate clause. In the second examplehwimtroduced bys soon asvell,

the subordinate clause is positioned finally tobibuhis case the sequence of the main
and subordinate clause can be easily reversesoon as you provide evidence of shipment,
you may draw on us at 60 days against the cré&di. this clause is more mobile and thus

functions as sentence adjunct (see the chapter 3).

With regard to their position in the sentence, thajority of clauses of time is
positioned finally, particularly 30 clauses of ttweéal amount of 36. The first example
demonstrates the clause of time positioned finatlg the second illustrates the initial

position of the subordinate temporal clause:

23) | have deducted a total of £168.50 from your stetemand will send you a cheque
for £1,471.82nce | have your confirmation of this amougtshley, 1985, p. 107)

24) Before signing the delivery noteguld you please check that the consignment is
complete and undamaged? (Ashley, 1985, p. 185)

The clause positioned finally contains the inforimratwhich is new for the addressee.
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The message which has to be conveyed by the aisttminform the addressee that it is
necessary to confirm the amount. While the secamabrslinate clause positioned

initially only provides the background, the newamhation is stated in the main clause.

Temporal clauses have been the richest with retgattte use of subordinators; there
have appeared 6 various subordinating conjunctize® Appendix 5). The most
frequent subordinator has been as soon as
(17 occurrences), the high frequency of its ocoweeis related to the fact already
mentioned, i.e. thads soon asntroduces the verbless clauas soon as possible
appearing very often in the investigated discour§he second most common
subordinator has beevhenintroducing 8 clauses. Nevertheless, it has beppaaed to
be used more often with respect to the fact Watnis generally considered to be the

most common subordinator of this clause. See theples listed below:

25) Please inform merhen you have made arrangements with your ageritsndon.
(Ashley, 1985, p. 151)

X

We are writing to you with reference to the abowdeo and our letter of 22 May in
which we asked yowhen we could expect ddivery of the 60 dynamos (Artex model
55) you were to have supplied on 3 June for an exporo(Ashley, 1985, p. 102)

The reason why the appearancembienas the subordinator of the temporal clause has
been relatively lower may be the possible transiti@tween the adverbial clause of
time listed as first and the nominal clause expngsshe object. More detailed
information concerning this question can be foumduirk et al. (1985). To sum up,
whenquite often introduces the clauses in the busiletss's but not only the clauses of
time.

With regard to its usage only in terms of clausérag, its lower occurrence may be
caused by the fact thathenexpresses not only the simultaneity but also émepbral
relationship time after which has been detectethaist cases (24 cases from the total
number of 36). And this relationship is expressgdi®e subordinatoas soon asas
well. And as mentioned above, this particular sdbwtor is very common and verbless
clauseas soon as possible/necessalgcurs nearly in every letter. Sas soon ass

more preferred to convey the temporal relationshime after in business
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correspondence and therefore the number of appma@whenis rather lower. To
summarize, the usage of subordinator is partlyerited by the discourse.

27) Would it be possible for me to have, say, hatbzen units of each kit, on approval,
before placing a firm orderfAshley, 1985, p. 32)

The temporal relationship denoted by the subordmatll be illustrated on this
token. This clause is introduced bgforewhich indicates that firstly the situation in the
main clause will occur, i.e. firstly the author isno have the units on approval and
after that he will place a firm order. The relasbip time before has been identified 6

times.

28) | am sending you the claims form you requestgaur letter dated 19 August 1985
and we will consider the mattence we have full detailAshley, 1985, p. 239)

On the other hand, this clause is introducedhgeindicating that the situation in the
main clause will occur after that in the subordenalause, i.e. firstly the author will
have full details and then they will consider thattar. The temporal relationship

expressing time after has been the most frequemasibeen identified in 24 cases.

29) The documents are now with us and will be hdrideyouwhen you call(Ashley,
1985, p. 158)

This example illustrates the clause of time intic@tl bywhenwhich is one of the

subordinators expressing the simultaneity of tiheasion in the main and subordinate
clause, i.e. you will call and at the same time tdoeuments will be handed. The
temporal relationship expressing the same timebe®n detected 6 times. The other

subordinators indicating temporal relationshipsstaged in the theoretical part.

Concerning the temporal reference, if the tempatalise refers to future, the
subordinate clause is in present or present pedase. In case of its present reference,
present tense is used in both clauses and if thparl clause has past reference, then
the main as well as subordinate clause is in gastet (Eckersley, 1966, p. 338) From
the total number of 36 identified temporal clausz®,of them have future reference.

Further, 2 clauses refer to present and remainiolguses refers to past. The example
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illustrating each type of reference is stated below

30) | am sorry about the inconvenience you haveegapced and will tell my men to
repair the damagas soon as | have your confirmatidhat they can begin work.
(Ashley, 1985, p. 101)

31) We are prepared to allow you further three dasfere presenting it to the bank
again,in which time we hope that the draft will have beeet. (Ashley, 1985, p. 149)

32) When we first contacted you last Februgou told us that you would be prepared
to reconsider terms of payment once we had est&llia trading association. (Ashley,
1985, p. 75)

The first one refers to future, the main clausetaios will which implies that future
time is used there and consequently the subordiciatese is in present tense. The
second example refers to present as the both slarsein present tense and the third
sentence has past reference and both clausesastitense.

This subchapter has been devoted to the descriptiorharacteristic features of
clauses of time which have been illustrated onpiagicular examples and commented
on. The summary of all results will be stated ia thapter 7.

6.3 Reason clause
This subchapter deals with the clause of reasomifceel 34 times in the corpus; it
covers 24% of all the analysed clauses. Concerthieg structure, all the detected

clauses of reason are finite clauses which sywggbttifunction as content disjunct.

All the tokens of reason clauses are introducethbysubordinating conjuncticas
which is surprising, because Quirk et al. staté¢ thase clauses are most commonly
introduced by becauseand since while the subordinatomas is listed as other
subordinator which indicates that its usage is fespuent. (Quirk et al., 1985, p. 1104)
Moreover, using ofs as the subordinator may result in ambiguity beeaass already
described in the theoretical paas introduces the other semantic types of adverbial
clauses as well. Explanation whgis so often used (at least in case of clauses glace
initially which have been identified 15 times iretborpus) may be provided thanks to

the general rule given by Alexander (describedhapter 4). To briefly introduce it, it
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does not matter which clause we want to emphagieeemphasized clause comes to an
end of the sentence which means that the most tantanformation comes to an end.
Alexander further explains that the sentences dtegin withas or sincebecause the
reasons they refer to may be known to the address@¢herefore it is not necessary to
emphasize these reasons. On the other Hmwhusehas a tendency to come after the
main clause in order to stress the reason with lwthie addressee is very probably not
familiar. (Alexander, 1991, p. 26) Nevertheless, has introduced the subordinate
clause even though the clause is positioned fin&be the example sentences listed

below:

33) As you have not replied to the lettgu leave little choice for me but to place the
matter in the hands of solicitors. (Ashley, 1982@)

The reason expressed by the adverbial clause wrktmthe addressee, there is no need
to emphasize it, so the reason clause introduceasloy placed initially. It is obvious
that the addressee knows that he has not replied; a fact. Consequently, it is
important to stress the content of the main clauseh is because of that placed finally
as it contains the most important and new inforamati.e. that the matter will be placed

in the hands of solicitors.

34) However, we would have no hesitation in offgrthem the sort of credit you
mentioned, viz. £3000.0@&s they are a large reputable organization and vemsl
known in this countryAshley, 1985, p. 127)

On the other hand, this reason clause is positiafited the main clause which means
that there was need to emphasize the main clawsenost important information for
the addressee is stated in the subordinate clhesépes not know anything about the

reputation of the company because he has asked ialasuapparent from the context.

According to the rule given by Alexander, when tkephasized clause is
subordinate, it is more usual to introduce the s#abybecause.(Alexander, 1991,
p. 26) But as already mentioned any reason clantegduced bybecausenas not been
detected in the corpus and consequently, the exagipén by Alexander will be used:

Jim's trying to find a place of his owbecause he wants to feel independent.

32



(Alexander, 1991p. 26) The subordinate reason clause is positifinatly, introduces
the reason which is not known to the addresseetlans! the subordinate clause is
emphasized. Regarding the syntactic function, enlike clauses introduced as
which are disjuncts (it is related to the expresssabon relationship which will be
discussed further), this reason clause introdumschusefunctions as adjunct in the
sentenceBecauseclauses may function as disjunct (particularly exyds well but they
are positioned only finally which is not this cdsecause the sequence of sentences can
be reversed as follow8ecause he wants to feel independent, Jim’s trionfind a
place of his ownWith regard to this, the subordinate clause isractju

This implies that the explanation concerning the afsonly one subordinator, i.as
may be related to the syntactic function. The awdyreason clauses provide the
comment on the content of the main clause, it thais opinion and it has been the
aim and purpose of these sentences to express liearause this can be expressed only
by disjunct clause, the subordinatas is used because thes-clauses function as

disjuncts (see the subchapter 4.3.2). See the deadgmtified in the analysis:

35) | am sorry to tell you that we cannot pay congagion in this casas the damage
was caused by factors outside the terms of theypdfshley, 1985, p. 228)

The reason clause comments on the content of ntauses; i.e. explains why they

can not pay the compensation and therefore syo#dlgtfunction as content disjunct.

Concerning the reason relationship, all the andlyskens of reason clauses express
the direct reason and thus the reason expressdbebgubordinate clause is closely
related to the situation described in the main sgaud’he example demonstrating this

theory is stated below:

36) As we will be sending another order within the romrbuld you please confirm
that you agree to these new terms of payment? éxshb85, p. 75)

The reason why the author of the letter asks far ¢onfirmation is that they are going
to send another order, so for the author is nepggsaknow if they accept the new
terms. The reason given in the subordinate classebviously related to the main

clause, there is no need to infer anything as & @ indirect reason relationship. And
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because the identified clauses express the dioectitton, they syntactically function as
content disjuncts (see the subchapter 4.3.4).

The 100% occurrence of direct reason is given bydikcourse in which the clauses
have been analysed because the business correspentinds to use only direct
language, it is necessary to convey the facts atayrand explicitly which is not
possible in case of indirect reason.

For comparison, the example demonstrating the elaMpressing the indirect reason
is statedAs you're in charge, where are the files on the pesyect?(Quirk et al.,1985,
p. 1104) This example is stated by Quirk et al. and in ptdeshow the indirectness,
they paraphrase it in this wags you're in charge, I'm asking you where thedilon
the new project areThese two clauses are not connected, it is not olratedy clear
what they have in common and thus it is necessaryldduce that connection.
Generally, the deduction is not so complicated enditit it is supposed that the clauses
expressing the indirect reason will be more comimapeech than in written language.
Particularly in the business letters, it has notbto used at all because as already
mentioned facts given in the letters have to beveged precisely and indirect reason
may cause misunderstanding of the letter content.

This subchapter has concentrated on the reasoseslaletected in the discourse of
business correspondence, their distinctive feathee® been described and evaluated.

The summary will be given in the following chapter.

6.4  Clauseof place

Surprisingly, no clause of place has been detaotélae corpus. It should be tried to
explain what the cause is. Zandvoort claims thatcthuses of place “are less usual than
attributive clauses of this type”, i.e. relativawses. (Zandvoort, 1965, p. 216) This
may be the possible explanation because if somaselantroduced bywhere has
occurred(any other subordinator has not been identifidi@ntthis subordinate clause

has been relative:

For the meetings we will need a room that can acoodate 60 to 70 people, with
sound equipment, and if possible a stagen where lectures and demonstrations can
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be given. (Ashley, 1985, p. 254)

We would like to advise you that your order hasnbsleippedon the SS Marconissa
and should reach you within the next dgyshley, 1985, p. 59)

The examples illustrate that the first subordirdéeise modifies the nowstagestated
in the main clause, the subordinate clause caralspprased as follows: stage from
which lectures and demonstrations can be gige® the subchapter 4.3.3). This implies
that the information concerning the place is ngiregsed by the clause but thanks to
the noun phrases postmodified by the relative elsws it can be expressed by the

means of the prepositional phrases as well.

This subchapter has dealt with the clauses of pMddeh have not occurred in the
surveyed corpus and therefore it has been triedin the possible explanation

concerning this matter.

6.5 Other semantic types of adverbial clauses

Although the main attention in the analysis hashged to the previously described
semantic types of clauses, few words concerningdtiver types identified in the
business letters should be mentioned.

Besides the most frequently occurring conditiorlalses and clauses of time and
reason, worth mentioning is the clause of purpd$es clause has been detected 12
times and that represents 8% in the total amourtiileMhe result clause, which
overlaps with the purpose clause both in subordmsand in meaning as well (Quirk et
al., 1985, p. 1108), has been identified in 6 casekit is 4% of the whole data corpus.
Relatively high frequency of occurrence has beegistered in case of concessive clause
with 8 occurrences and thus creating 6% of allstflected tokens. Further, 4 comment
clauses have been identified creating 3% of thelevdata corpus, then 3 clauses of
similarity and comparison representing 2% of a# itlentified clauses. Finally, 1 clause
of contrast has occurred and it creates 1% of ¢tineus (see Appendix 1).

See the particular examples detected in the corphsy illustrate the clause of

purpose, concessive clause and clause of result:
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37) Howeverto avoid a repetitiort have transferred £500.00 from my deposit account
and this should ensure against overdrawing in éut{&shley, 1985, p. 139)

38) She has a cargo capacity of 7,000 &m although she is larger than you wanted,
her owners are willing to offer a part charter ef {Ashley, 1985, p. 215)

39) We would like something that can prevent roplsard shop-liftingso the Secure
15 might suit usiAshley, 1985, p. 16)

More comprehensive information with regard to tkemantic roles of adverbial

clauses can be found in Quirk et al. (1985).

7. Results summary

With reference to the analysis findings, the gigaipposition has been verified for
the most part because conditional clauses (38 pmuces), clauses of time (36
occurrences) and reason clauses (34 occurrences)degn the most common in the
corpus. On the other hand, any clause of placenbasheen identified among the
analysed samples which means that clauses aresedtfor stating of place in business
correspondence, place is expressed by the meathe @repositional phrases or noun
phrases postmodified by the relative clauses. &eetdble exactly quantifying the

occurrence of all the identified semantic types:

Semantic type Number of %
occurrence

Clause of time 36 25
Conditional clause 38 27
Concessive clause 8 6
Reason clause 34 24
Comment clause 4 3
Result clause 6 4
Clause of purpose 12 8
Clause of similarity and comparison 3 2
Clause of contrast 1 1
TOTAL 142 100

Concerning the clause structure, the most of thes) been realized by the finite
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clause, particularly 116 clauses from the total benof 142. Non-finite structure is less
numerous (14 occurrences) because the use of nibm-¢lauses may sometimes result
in ambiguity and with regard to the fact that tikpressions in business correspondence
have to be as clear and comprehensible as posibse clauses are used only when the
author is sure that there is no danger of possiilkunderstanding of the content.
Verbless clauses have been detected 12 timesthgmf have been temporal clausss
soon as possiblevhich is quite widespread temporal expression usedbusiness
correspondence (see Appendix 2).

With regard to their function in the sentence, 8albthe analysed samples function
syntactically as adjunct (see Appendix 3 and 4)e W®yntactic function of the
thoroughly analysed types of clauses will be desctiand evaluated further.

Now, the main attention will be paid entirely toofle clauses which have been
analysed in greater detail, i.e. conditional, temp@and reason. Regarding their time
reference, the majority of clauses refers to futoeeause in business is essential to
negotiate the future actions and to reach agreemiéimthe other side.

Concerning the subordinators, the richest in suhatdrs has been the clause of time
which has been introduced by 6 various subordigatonjunctions and the most
frequent has beeas soon asConditional clause has been introduced by 2 tyges o
subordinators, particularlif and negativeunlesswhich has been detected once. The
only one used subordinator has been identifiechge ©f clause of reason, ias its use
is related to the syntactic function of the cla(ssae Appendix 5 and 6).

With respect to the position in the sentence, damthl clauses have been positioned
initially in 28 cases and thus the majority of @de detected conditional clauses has
introduced the background of the situation. Ondtieer hand, 30 clauses of time have
been positioned finally which implies that the tergd expression has been the most
significant information because it comes to an efdhe sentence. The clauses of
reason have been predominantly positioned finalyvall (21 times) and therefore the
reason given in the subordinate clause has beemrktmthe addressee.

Regarding their syntactic function, the most comrhas been predication adjunct,
so the sequence of the main and subordinate ctaagebe reversed. This function has
been detected 66 times, from which 28 sentencenerjlthave been identified as a

function of clause of time and the rest is formgdconditional clause (its syntactic
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function is related to the type of the expressewlitmn). Further, 34 content disjuncts
have been identified and all of them have beendhson clauses (function is related to
the type of the expressed reason). Then, 8 préalicatljuncts have been detected in the

form of temporal verbless clauses.

Conditional clause has quite specific role in basscorrespondence because mostly
it does not state the condition as such (if youhis, then that will happen), it expresses
rather some request or proposal. It is frequentlgduas a letter closing in which the
author offers further cooperation or assistanceigarading partner which is related to
the question of politeness in business correspa@len

All of the analysed clauses express the direct itond so the condition is directly
related to the situation in the main clause andgequently there is no need to infer that
connection, it is clearly stated. All the clausgpress the open condition which means
that the fulfilment of the stated condition is laftresolved. Concerning the structure of
the main clauseyould has been identified more often thail becausevouldis more
indirect and polite and politeness is another $iggmt feature of business
correspondence. Imperative has been the most colymsed in the main clause but in
this case, it does not express the command bubpabp- this is again connected with
the subject of politeness.

Concerning the temporal relationship, the vast nitgj@f the analysed clauses of

time has expressed the temporal relationshmp after.

All the identified clauses of reason express threatlireason therefore the relation
between the situations described in the main abhdrsinate clause is direct. It arises
from the kind of discourse because business carnelgmce uses the direct language,
accuracy and explicitness is one of its key aspant if the clause expresses the
indirect reason, the reader has to infer the miatand reveal meanings hidden outside
the text itself and this has not to occur in bussnetters.

The importance of accuracy and explicitness hidptsignot only the use of the direct
reason relationship but also the use of the dicecdition in conditional clauses or

preference of finite clause structures in general.
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8. Conclusion

This bachelor paper concerns about the study ofofisedverbial clauses in the
discourse of business correspondence. It is baséuedaheoretical background acquired
by the means of study of the relevant linguistieriture and corpus of randomly
selected 142 tokens of adverbial clauses identiiredh Handbook of Commercial
Correspondencby A. Ashley.

It has been presupposed that the most frequenglg adverbial clauses in business
correspondence will be the clauses of time, reaglaiwe and condition. And the main
of this work has been to carry out the researclchwvhiill either affirm the truth of this
proposition or refute it.

The whole corpus of clauses has been firstly diagswith regard to the semantic
role, clause structure and function. Further, thaye been evaluated according to their
frequency. After that the process of research basirmued by concentrating entirely on
the clauses of time, reason, place and conditiochwimave been thoroughly examined
with respect to their temporal reference, the ubesutordinators, position in the
sentence, temporal relationship, type of the exmescondition, reason relationship,
etc. Finally, the all semantic types of adverblalses included in the corpus have been
evaluated according to their frequency of occureenc

With reference to the results of this research sthged assumption has been verified
for the most part because the most common semgye of the adverbial clause
occurring in the created corpus has been conditidaase, followed by the clause of
time and the third most frequent has been the elatiseason. The clause of place has
been the only one clause which has not fulfilled #xpectations regarding its high
frequency of occurrence in business correspondeacause it has even been identified
not once. This implies that the spatial expressians realized by the noun or
prepositional phrases in the investigated discourse

As already mentioned, the research has been basetheo study of linguistic

literature and the most of the introduced facts been verified by the carried survey,

for instance the preference of conditional clausegxpress the direct condition or
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expressing of the direct reason in case of reakarses. In this case, the findings are
related to the type of the surveyed register as berause the clauses expressing the
direct condition or reason are explicit and exptiess is another distinctive feature of
business correspondence. The next verified faataros about the question of clause of
place which is according to the opinion of grammasi rather less frequent than the
noun phrases postmodified by the relative clauSeserally, the grammarians pay the
biggest attention to the temporal and conditiodalges which are studied in greater
detail in comparison to the other semantic typdmisT it is expected that they will be
very often used in the spoken and written languagewell. And their frequent
occurrence has been proved in the discourse oféssicorrespondence as well.

This work has introduced the semantic types of sgdauappearing in the business
letters and has paid the special attention to theses of condition, time, reason and
place which have been studied detailedly with respethe main aim of this paper. In
order to offer the even more complex view of thetter, the whole work can be further
extended by concentrating on the study and evaluaif the typical features of the

other semantic types of clauses detected in tlokestuliscourse.

To conclude this paper, as the mostly occurringedaal clauses in business
correspondence are classified the clauses of ¢ondiime and reason answering the
question under what condition, when and why and thpecifying the circumstances
introduced by the main clause and adding the @rfaamation concerning the time,
reason and condition which has to be stated inromleeach the accuracy in the

business letters.
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0. Resumé

Tato bakalgska prace se zabyva uzivanim vedlejSiehprisloveinych v obchodni
korespondenci. Zkouma vyskyt jednotlivych sémaryttk typi prislovenych &t
v daném diskurzu, které naslédmodnoti na zakladjejich ¢etnosti. Jednotlivé typyst
jsou dale klasifikovany téZz z pohledu syntakticképozornost je tedy &ovana i
funkci, kterou pislovetné &ty zastavaji v rdmci celého saiiv DalSi zkoumanym
hlediskem je zfisob, jakym jsou tyto vedlejSEty realizovany, tzn. jejich struktura.

Prace si klade za cil analyzovat, jaké typy vedibjgrisloveinych Wt se v obchodni
korespondenci vyskytuji tbec nejasgji. JelikoZz jednim z nejpodstatigich znaki
nejvyznamgjsi skuté€nosti, ktera by fla byt v obchodnim dopise vyjgeha pgesreé a
naprosto jas¥ je informace signalizujici KDY, PRQ KDE a ZA JAKE PODMINKY
dojde k uskutenéni udalosti. Ztoho vyplyvd dominka, Ze nejfrekventovajsimi
piislove&nymi wétami v obchodni korespondenci budqi#islove’né vty casové,

pricinné, mistni a podminkouéteré prag na tyto otazky poskytuji odpéy.

Cela prace je roztena do dvou &sSich celk, tzn. nacast teoretickou (zahrnujici
kapitoly 2, 3 a 4) a praktickou (kapitoly 5, 6 a 7)

Druhd kapitola je rozdena na d¥ podkapitoly, z nichZ ta prvni objage termin
vedlejSi vta prislovena, popisuje jeji charakteristické znaky a rysy, \Whkyje
vzajemné vztahy mezi¢tami hlavnimi a vedlejSimi a zabyva se jejich poxe \&té.
Ve druhé podkapitole jeémovana pozornost apohim realizace fisloveinych &t (tj.
pomociurcitych nebo neuritych tvar: slovesnychpripadré neslovesnychét).

Treti kapitola se za#tiuje na syntaktickou rolifisloveinych t, jejichz funkci je
bud’ adjunct(ptislovecné uteni z&lenéné do ¥tné skladby) nebdisjunct(piislovecné
uréeni nezélenéné do ¥tné skladby). Jsou zde také uvedeny hlavni rozdibgzi
adjunct a disjunct a jejich roZiéni, tj. nasentence adjundimize se objevit na viech
pozicich v ramci soui) a predication adjunc(zavisi na predikaci,&Sinou nasleduje
za hlavni ¥tou), content disjunci{hodnotici obsah gtkni) astyle disjunct(hodnotici
zpasob sdleni). Znaky a vlastnosti vSech uvedenychitjgou déle charakterizovany.

Posledni kapitola teoretick@€asti se ¥nuje pislove&nym wtam z pohledu
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sémantického, to znamenda z hlediska jejich vyznagklada se zerech podkapitol,
prvni z nich poskytuje obecné informace tykajicisg&enantické analyzyéy, kde je
upozonovano hlave na fakt, Ze jednotlivé pdddici spojky uvozujitizné typy ¥t, a
proto se @ analyze jejich vyznamu nelze primérzantfit pouze na druh spojky,
nejpodstatySi je totiz kontext. Ve druhé podkapitole jsou dery zgisoby sémantické
klasifikace ¥t a objasani, kterd& z danych Kklasifikaci bude v celé préaci
uprednosiiovana, tj. klasifikace dle Quirka a kol. Posledigti podkapitola, obsahuje
popis a charakteristiku vybranych sémantickych utyget, které jsou hlavnim
predmétem zkoumani, tzn.ifsloveiné Wty casové, picinné, mistni a podminkové. U
vSech zmisnych drulii vét je uvedena jejich definice, typy pouZivanych jaaficich
spojek, pozice ved¢ a syntakticka funkce, dale jsou zde popsany Mbessirtypicke
vyluéné pro jednotlivé druhy &, jako nap. ¢asové vztahy vyja@né spojkami u
¢asovych ¥t, druh podminky u & podminkovych nebo drukiginy u Wt pricinnych.

Pro lepSi porozusmi dané problematiky jsou u vSech gramatickychi jpepsanych
v teoretickécasti uvadny priiklady prevzaté z relevantni literatury. Teoretickést je
strukturovana takovym #gobem, aby jevy v ni uvedené a Wtné byly gimo
reflektovany wasti praktické, kde jsou jejich vlastnosti ééswvany na konkrétnich
piikladech ¥t vyskytujicich se v obchodnich dopisech. Z tohplyya, ze teoreticka
¢ast spolén¢ se zkoumanym vzorkem tkigpodklad pro zpracovani analyzy.

Praktickouc¢ast otevira pata kapitola, jejimz hlavnim Ukolenpijedstavit samotny
vyzkum. Tato kapitola je roztbna do dvou podkapitol, figemz ta prvni z nich
popisuje typické vlastnosti a znaky registru, veré&m byly pisloveiné wty zkoumany,
tj. obchodni korespondence. Druha podkapitola &rije metodologii vyzkumu, coz
Znamena, Ze popisuje, jak cely proces vyzkumu pedbUvadi, Ze fednetem analyzy
je korpus, vytveeny vyhradd pro &ely tohoto vyzkumu, ktery se sklada ze 142
nadhod vybranych vzorl riznych druli piisloveitnych Wt, které byly seskupeny
podle jejich sémantické funkce a dale analyzovanyediska formy a funkce
syntaktické. Nalezené vzorky vSech druket byly poté hodnoceny na zakkadetnosti
jejich vyskytu. S ohledem na stanoveny cil celé tptace byly fislovené &ty
podminkove,éasove, picinné a mistni posléze zkoumany detaillvzorky wt byly

pievzaty z tiznych druli obchodnich dopis jako jsou nabidky, poptavky, reklamace
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nebo objednavky, které bylyigdstaveny v firucce A Handbook of Commercial
Correspondenced A. Ashley. Tato firucka je jedinym a tudiz primarnim zdrojem
analyzy. Cely korpus, ¢etné uvedené formy a funkce jednotlivyclety je pilozen

v piiloze 7. Druh& podkapitola se sadesti na formulaci vySe uvedené hypotézy a
zérover stanoveni hlavniho cile této prace, coZ je prokiazdebo vyvraceni
v diskurzu obchodni korespondence.

V Sesté kapitole je &ovan prostor zjighim, ktera z provedeného vyzkumu
vyplynula. Pro ¥tSi prehlednost je tato kapitola je datdenéna na podkapitoly
vénované jednotlivym tyfim analyzovanych &. Jak jiz bylofeceno, tyto typy jsou
hodnoceny z hlediska jejickietnosti s ohledem na cely korpus a jsou studovany
z hlediska formy, funkce, pozice vet¥ casové reference a dale je pak pozornost
vénovana ry8m, které jsou fizna&né jen a pouze pro dané druhst.WSechny tyto
aspekty jsou ilustrovany na konkrétnictikfadech pevzatych z obchodnich dopis
nasledg okomentovany. Posledni podkapitola se zabyvaristatypy gisloveenych
vét, které byly v daném korpusu nalezeny, hodnotiz jelediskacetnosti a uvadi
piiklady #ch nefasgjSich z nich.

Sedma kapitola, ktera je posledni kapitolou pr&kti¢asti, se ¥nuje shrnuti a
interpretaci  zji&tnych vysledk vyzkumu. SnaZi se tyto vysledky interpretovat
piedevsim s ohledem na typ registru, ve kterém bydyglejSi ¥ty prisloveiné
analyzovany.

Ciselné vyjateni vysledk vyzkumu je uvedeno v tabulkéckilpZenych v piloze.

Z vysledka vyzkumu vyplyva, Ze néastji se vyskytujicim typem ipsloveiné &ty
v obchodni korespondenci yedlejSi ¥ta podminkovaktera byla objevena 38krat, coz
tvoii 27% celého korpusu. Druhou t&$tjSi vedlejSi ¥tou objevujici se v ramci
obchodnich dopis byla vedlejSi ¥ta casovanalezena 36krat, tj. 25% ze vSech druh
vét podrobenych analyze. Po ni nasleduggllejSi vta pricinna, ktera se konkrétn
vyskytla ve 34 fipadech, tj. 24% vSech zkoumanych vedlejSigh ®@proti pivodnimu
predpokladu se ve zkoumaném vzorku nevyskytla amigeedlejSi ¥ta mistnj ktera
tedy timto nesplnila &kavani, Zze bude gt mezi nejvicecasté pisloveiné ety

v obchodni korespondenci. Nicm#éndoSlo ke zjiini, Ze ozn&ni mista se
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v obchodnich dopisech nevyfagje pomoci vedlejSich & mistnich, nybrz
prostednictvimnominalnich nebo/edlozkovych frazDalSi typy \ét identifikovanych

v korpusu i s pesnou kvantifikaci jsou uvedeny yilpze 1.

Dale bylo zjiS&no, Ze ¥tSina analyzovanych vedlejSicht\byla realizovana pomoci
uréitych tvart slovesnych, konkrétntomu tak bylo ve 116ifpadech z celkového piw
142 zkoumanychdt. Realizace progtdnictvim neutitych tvafi méla mensi zastoupeni
(14 vyskyt)), protoze jeji pouzivani fiie oltas vest k mnohozgaosti a vzhledem
k tomu, Ze vyjatkeni v obchodni korespondenci musi byt tak jasnachqgpitelna, jak
jen je to mozné, &ty tvorené neutitymi slovesnymi tvary jsou pouZity jen Vipad, Ze
si autor je naprosto jisty, Ze nebedpmnohoznaného vykladu ¥ty a nasledkem toho
nepochopeni celého obsahu dopisu nehrozi. Neslévesy byly objeveny 12krat,
piicemz 8 z nich byly &y ¢asovéas soon as possihleoz je velice &né a rozgené
casové vyjateni uzivané v obchodnich dopisech (vizilgha 2). Pokud jde o
syntaktickou funkci, 89 vedlejSichétvz celkového p&tu 142 funguje ve &té jako

sentence adjungviz. ptiloha 3 a 4).

Nasledujici odstavce budou énovany vyhradé dopodrobna zkoumanym
prislovenym wtam, tzn. podminkovymsasovym a ficinnym. Ohled# jejich casové
reference, valna&sSina analyzovanychév odkazuje na budoucnost, protoZze v ramci
obchodnich vztah je podstatné vyjednat budouci spolupraci a dosdéhdohody
S druhou stranou.

NejbohatSi co do ptu podadicich spojek byla&a ¢asova, které byla uvozena 6
raznymi spojkami a tou né&pstjSi byla as soon asPodminkovou uvozovaly dv
spojky, konkréta if a negativniunless ktera byla zaznamenana jednou. Jedinou
podiadici spojkou uvozujiciiftinnou Wtu bylaas coz souvisi se syntaktickou funkci
zkoumanych #t (viz. piiloha 5).

Co se tye pozice ve #¢, bylo zjiS€no, Ze ¥tSina podminkovych & (28 pipadi)
stoji ped Wwtou hlavni, coZz znamena, Ze vedlejgtavpouze uvadétende do dje.
Oproti tomu 30¢asovych ¥t z celkového pé&u 36 nasleduje za hlavniétou, coz

Mriviw s

je uvedeno na konci soéiv. Vice nez polovinaifcinnych Wt (konkrétré 21) byla takeé
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umis€na na pozici za hlavnitou, zé¢ehoz vyplyva, Zeifcina vyjadena vedlejSi &ou

byla adresatovi jiZ znama.

Podminkova #ta ma v obchodni korespondenci svou specifickoy pobtoze ve
vétsSing piipadi neuvadi podminku jako takovou (kdyZélatde toto, pak se stane toto),
ale spiSe vyjadije Zadosti navrh, coZ souvisi s danym registrem a jeho paZesim
na zachovani zdvibého ténu korespondence.

VSechny analyzované podminkove&tyw vyjadiuji direct condition (podminku
primou) coZz znamena, Zze podminka uvedena ve vedlgjsijg primo spojena se
situaci popsanou vest¢ hlavni, z¢ehoz vyplyvda, Zze nenfdba si spojeni mezi éma
vétami domyslet, to je jagndano. VSechny zkoumané podminkouwiyvvyjadtuji
realnou (moznou) podminkuili otdzka tykajici se spbmi nebo nespkni dané
podminky je otetena. S ohledem na strukturu hlavistyy negasgjSim elementem byl
rozkazovaci zfisob, ale v tomto ifppact nevyjaduje rozkaz, nybrz navrh, coz &p

vyplyva z charakteristiky obchodni korespondence.

Podadici spojky, které uvozuji vedlejSéty casové vyjatlji rizné ¢asové vztahy,

prevazujiciméasovym vztahem v ramci analyzovanyeh bylanéslednost

VSechny picinné Wty vyjadiuji direct reason (mou pFic¢inu), coZ znamena, ze
vztah mezi situaci popsanou v hlavni a vedle§& je piimy. To ot vyplyva z typu
diskurzu, protoze obchodni korespondence pouZivaypjazyk a pesnost spola¢ s
jednoznénosti jsou jednim zjejich Kibvych aspekt Pokud totiz vedlejSi &ta
vyjadiuje negimou g@icinou, ¢ten& si musi vztahy domysSlet a odkryvat skryté

vyznamy a to se v obchodni dopisech stavat nesmi.

S ohledem na vySe uvedené vysledky provedenéhoumyzkykajiciho se vyskytu
piislovenych Wt v obchodni korespondenci Ize vyvodit #dv Ze nejasti
vyuzZivanymi vedlejSimi &ami v obchodnich dopisech jsoéty podminkovégasove a
piicinné, které odpovidaji na otazky: za jaké podmitkkly, a pré@ dojde k uskuténéni
n¢jaké cinnosti. Z vysledls tedy vyplyva, Ze dontmka se z velké€asti potvrdila,reci

¢isel ze ii ¢tvrtin, coz bylo zaficinéno tim, Ze vedlejSida mistni nebyla v korpusu
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zaznamendana ani jednou. Prednhictvim ¥t podminkovych,casovych a ficinnych
autor dopisu informuje adresata o skatestech, jejichZz znalost je pro adresata naprosto
nezbytna a diky kterym je dosazerregnosti vyjatbvani v obchodnich dopisech, ktera

jednim z jejich hlavnich znék
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Appendices

Appendix 1

Occurrence of detected semantic roles of adverbialauses

Semantic type Number of %
occurrence
Clause of time 36 25
Conditional clause 38 27
Concessive clause 8 6
Reason clause 34 24
Comment clause 4 3
Result clause 6 4
Clause of purpose 12 8
Clause of similarity and 3 5
comparison
Clause of contrast 1 1
TOTAL 142 100
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Appendix 2

Structure of analysed adverbial clauses

Non-finite clause

Adverbial clause Finite Verbless
clause ) to- clause
ing ed P
infinitive
Clause of time 22 6 8
Conditional clause 34 4
Concessive clause 8
Reason clause 34
Comment clause 4
Result clause 6
Clause of purpose 4 8
Clause of similarity and comparison 3
Clause of contrast 1
TOTAL 116 6 0 8 12
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Appendix 3

Adverbial clauses syntactically functioning as adjacts

Syntactic category

Semantic category Adjunct
TOTAL %
Sentence Predication
Clause of time 28 8 36 40
Conditional clause 38 38 44
Clause of purpose 7 5 12 13
Clause of similarity and compariso 3 3 3
TOTAL 73 16 89 100
Appendix 4
Adverbial clauses syntactically functioning as digjncts
Syntactic category
Semantic category Disjunct
TOTAL %
Content Style

Concessive clause 8 8 15

Reason clause 34 34 64

Comment clause 8

Result clause 11

Clause of contrast 1 1 2

TOTAL 43 0 43 100
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Appendix 5

Subordinators of clauses of time

) Subordinator/preposition
Clause of time
while when as soon as before once until

Finite 1 6 9 4 2

Non-finite 2 4

Verbless 8

TOTAL 1 8 17 4 4 2
Appendix 6

Subordinators of conditional and reason clauses

Type of clause

Subordinator

if unless

as

Conditional finite

34 1

Conditional non-finite

Conditional verbless

Reason finite

34

Reason non-finite

Reason verbless

TOTAL

37 1

34
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Appendix 7

1)

2)

3)

4)

5)

6)

7)

8)

9)

10)

11)

Samples used in analysis of adverbial clauses

Conditional clauses:

If there is any further information you requijnglease contact us. (Ashley, 1985, p.15)
finite; sentence adjunct

If you can offer competitive prices and guaranteeswould put your system in all our
outlets, but initially we would only install the stem in our main branch.
(Ashley, 1985, p. 16)

finite; sentence adjunct

Initially, we will test your system in our main meh, andf successfulthen extend it
throughout out other branches, but of course a etithge quotation and full guarantees
for maintenance and service would be necessariléps1985, p. 17)

verbless; sentence adjunct

Our principals are a large chain store in North Aoz and will probably place
substantial orderi$ the quality and prices of your products are able. (Ashley, 1985,
p. 30)

finite; sentence adjunct

If these conditions interest you, and you can roeggrs of over 1000 garments at one
time, please send us your current catalogue and psicgAishley, 1985, p. 31)
finite; sentence adjunct

Please contact ukwe can be of any further help to ygAshley, 1985, p. 42)
finite; sentence adjunct

If possible | would like to stay with an English family. (Aley, 1985, p. 28)
verbless; sentence adjunct

If there is any further information you requirgaease contact us, and once again thank
you for your letter. (Ashley, 1985, p. 44)
finite; sentence adjunct

If you do not have some of the listed items inkstplease do not send substitutes in
their place. (Ashley, 1985, p. 54)
finite; sentence adjunct

If you need referencewe will be glad to supply them. (Ashley, 1985, p) 7
finite; sentence adjunct

| would be most gratefuf you could help me in this mattéAshley, 1985, p. 83)
finite; sentence adjunct
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12)

13)

14)

15)

16)

17)

18)

19)

20)

21)

22)

23)

24)

Could you please check this with Barnsleysd if there are any problenist me
know, so that | can make enquiries here? (Ashl@g51p. 86)
finite; sentence adjunct

Therefore,unless | receive your remittance within the nertdays,my solicitors will
be instructed to start proceedings to recover éie. Ashley, 1985, p. 89)
finite; sentence adjunct

If you want us to send you another shipment asyper order No. 1447&)lease let us
know. (Ashley, 1985, p. 99)
finite; sentence adjunct

The matter is urgent as we can be sifiethy of our customers are injured by falling
over the cracks in the flooringAshley, 1985, p. 100)
finite; sentence adjunct

Neverthelessf necessaryl am willing to supply references. (Ashley, 19851f7)
verbless ; sentence adjunct

If you require a referencejou can contact our other suppliers, Pierson & Couis
Drive, Dawson, Ontario, who will vouch for us. (Asi, 1985, p. 119)
finite; sentence adjunct

We would be gratefuf you could confirmthat this company settles promptly on due
dates, and are sound enough to meet credits af £ ©00.00 in transactions. (Ashley,
1985, p. 126)

finite; sentence adjunct

For the meetings we will need a room that can accodate 60 to 70 people, with
sound equipment, arfipossiblea stage from where lectures and demonstrationb&an
given. (Ashley, 1985, p. 254)

finite; sentence adjunct

If you would like to do thiglease contact me and we can discuss it. (AshB85,1p.
138)
finite; sentence adjunct

If the account is still not settledye will have to make formal protest, which we hope
will not be necessary. (Ashley, 1985, p. 149)
finite; sentence adjunct

However, we wondereifithis was for re-exporting purposd#éshley, 1985, p. 160)
finite; sentence adjunct

If you supply the customers direbihw long will it take an order to be made up and
shipped once it has been received? (Ashley, 1986/ 1)
finite; sentence adjunct

If a disagreement arises over the terms of theraottwhich law would be referred to

in arbitration? (Ashley, 1985, p. 171)
finite; sentence adjunct
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25)

26)

27)

28)

29)

30)

31)

32)

33)

34)

35)

36)

37)

If you have any further questions with regard te tontract, or anything elsglease
contact me. (Ashley, 1985, p. 172)
finite; sentence adjunct

Finally, we will hold the stock you suggestdxdit if there is a rush of orderas there
may be now we are nearing Christmas, you would hashorten the delivery date you
guoted, from six weeks to three weeks from reagfijprder. (Ashley, 1985, p. 173)
finite; sentence adjunct

If these conditions are suitabléhen we would certainly accept an initial one year
contract to act as your agent. (Ashley, 1985, 8) 17
finite; sentence adjunct

If you produce a series like thispuld you send us a list? (Ashley, 1985, p. 178)
finite; sentence adjunct

However, | suggest you write to British Radlnd if the goods were being carried at
‘company’s riskl am sure they will consider compensation. (Ashli€385, p. 187)
finite; sentence adjunct

If there any problemglease contact us immediately. (Ashley, 1985, ft) 20
finite; sentence adjunct

And if the transaction is on a letter of credit lsagou should advise your bank that this
document will be acceptable instead of the B/L.hlag, 1985, p. 207)
finite; sentence adjunct

Please contact ukthere is any further information you requir@shley, 1985, p. 204)
finite; sentence adjunct

If there is any further information you requinglease contact me and | will be pleased
to help you. (Ashley, 1985, p. 224)
finite; sentence adjunct

| would be gratefulf you could send us the necessary claims fo(ashley, 1985, p.
226)
finite; sentence adjunct

If you accept this assessmenquld you please fill out the enclosed claims fand
return it to us, with a letter confirming acceptanof the compensation we have
offered? (Ashley, 1985, p. 227)

finite; sentence adjunct

Details with regard to packing and values are h#tdcand we would be grateftilyou
could quote a rate covering all risks from portport. (Ashley, 1985, p. 232)
finite; sentence adjunct

If you can offer a competitive quotation, and gatifory accommodation and facilities,

you can rely on regular bookings from us in theifet (Ashley, 1985, p. 254)
finite; sentence adjunct
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38)

39)

40)

41)

42)

43)

44)

45)

46)

47)

If I can offer you any similar service in the fuiduplease contact me. (Ashley, 1985, p.
257)
finite; sentence adjunct

Comment clauses:

This service is given to all our customers throughithe world,and as you probably
know,we deal with countries from the Far East to Eurapé Latin America, and this
fact alone bears out our reputation which has lesgmblished for more than a hundred
years and has made our motto a household worldane Tor Everyone. (Ashley, 1985,
p. 14)

finite; content disjunct

As you are probably awarall our products are fully guaranteed and backgaur
world-wide reputation. (Ashley, 1985, p. 15)
finite; content disjunct

As you knowpver the past months | have placed a number ofrerdéh you and
settled promptly, so | hope this has establishedreputation with your company.
(Ashley, 1985, p. 117)
finite; content disjunct

However, as you probably realizepur tapes and records are sold at extremely
competitive prices which allow us only small profitargins, and this prevents us
offering any of our customers credit facilities s(ey, 1985, p. 118)

finite; content disjunct

Result clauses:

They were impressed with the security system ystalled for themso we are writing
to you about it(Ashley, 1985, p. 16)
finite; content disjunct

We would like something that can prevent robberg ahop-lifting,so the Secure 15
might suit us(Ashley, 1985, p. 16)
finite; content disjunct

We would like to make a decision on this scemwe would appreciate an early reply.
(Ashley, 1985, p. 16)
finite; content disjunct

As you know, over the past months | have placedimber of orders with you and
settled promptly,so | hope this has established my reputation with yoampany.
(Ashley, 1985, p. 117)

finite; content disjunct

Our contract states that we have to take delivetween I and 8 August,so we will

need a shiphat will be able to load during those daigshley, 1985, p. 214)
finite; content disjunct
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48)

49)

50)

51)

52)

53)

54)

55)

56)

57)

We will be bringing our own visual aids with &) it will not be necessaty provide
projectors, boards or screens. (Ashley, 1985, #) 25
finite; content disjunct

Clauses of contrast:

DMS had the Secure 18 installed, but as we merdiaiey are wholesalerghile we
are a chain of storegAshley, 1985, p. 16)
finite; content disjunct

Clauses of purpose:

However, | am reluctant to do this and am offerjog a further ten day® settle the
account(Ashley, 1985, p. 20)
non-finite, to-infinitive clause; sentence adjunct

At present we still have places available for shislgaking the Proficiency course
beginning in July, but would ask you to book asrsas possiblso that we can reserve
a place for you in the class and arrange accommiodatvith an English family.
(Ashley, 1985, p. 42)

finite; sentence adjunct

Could you please check this with Barnsley's, andhére are any problems let me
know, so that | can make enquiries her@&hley, 1985, p. 86)
finite; sentence adjunct

I am writing to youto complain about the shipment of sweat@esreceived yesterday
against the above order. (Ashley, 1985, p. 98)
non-finite, to infinitive clause; predication adjtt

Please would you return the whole consignment t{opastage and packing forward,
and we will ask the shipping company to come asgént the damag that they can
arrange compensatiofAshley, 1985, p. 99)

finite; sentence adjunct

I am writingto informyou that you now have an overdraft of £158.63 on yaurent
account. (Ashley, 1985, p. 138)
non-finite, to infinitive clause; predication adpt

However,to avoid a repetitiorl have transferred £500.00 from my deposit accanait
this should ensure against overdrawing in futukshley, 1985, p. 139)
non-finite, to infinitive clause; sentence adjunc

As our own driver is ill, | have arranged for Cars Ltd.to deliver the above order on

Wednesday 18 Novembéghshley, 1985, p. 185)
non-finite, to infinitive clause; sentence adjunct
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58)

59)

60)

61)

62)

63)

64)

65)

66)

67)

We would like to charter a vessel for one voyagenfiNewcastle, New South Wales,
Australia, to Hamburg, Germanyp take a consignment of 4,000 tons of bauxite.
(Ashley, 1985, p. 214)

non-finite, to infinitive clause; sentence adjunct

This letter isto confirm my telex and your answer of todayich you agreed to reserve
two separate rooms with shower and bath, full memsfrom 12 June to 21 June
inclusive for Mr P. R. Dell and Mr B. Newsome, whall be attending the Textile
Trade Fair in Rome. (Ashley, 1985, p. 254)

non-finite, to infinitive clause; predication adpt

From 8 to 11 July, Mr Sven Vassen, of Vassen Imihsst Oslo, and two of his
colleagues, will be looking around the factory as tirm intends to place a large
contract with ugo supply them with components over the next thesgs. (Ashley,
1985, p. 263)

non-finite, to infinitive clause; predication adjt

It will be also necessary for lunch hours and bsemkbe arrangedo that there will
always be someone available in every sec(iédshley, 1985, p. 263)
finite; predication adjunct

Reason clauses:

Please reply as soon as poss#deve would like to make a decision within the fewt
months(Ashley, 1985, p. 17)
finite; content disjunct

As you have not replied to the lettgou leave little choice for me but to place the
matter in the hands of solicitors. (Ashley, 19852(@)
finite; content disjunct

As we usually place very large ordevge would expect a quantity discount in addition
to a 20% trade discount of net list-prices, andteuns of payment are normally 30-day
bill of exchange, documents against acceptancdléps1985, p. 31)

finite; content disjunct

| have enclosed an order, No. B1463, in anticipatibyou agreeingand as there is no
particular hurry for the units,you could send them along with your next
delivery.(Ashley, 1985, p. 32)

finite; content disjunct

We have sent, by separate post, samples of thetseédecassettes and other brands we
stock, and would urge you to place an order as ssopossibles there has been a
huge response to our advertisemégAshley, 1985, p. 43)

finite; content disjunct

They have agreed to pay by letter of credit, whiehdiscussed on the phone last week,
and they would like delivery before the end of thisnth, which should be easily
effectedas there are regular sailings from Liverpo@l985, p. 58)

finite; content disjunct
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68)

69)

70)

71)

72)

73)

74)

75)

76)

77)

78)

As we will be sending another order within the rhpicbuld you please confirm that
you agree to these new terms of payment? (Ashfi8g,1p. 75)
finite; content disjunct

We were sorry to hear about the difficulties youdhaad, and understand the situation,
but would appreciate it if you could clear the agttoas soomas possibleas we
ourselves have suppliers to péshley, 1985, p. 82)

finite; content disjunct

My government has put an embargo on all machineortxpto Zurimba, and
consequently we have found ourselves in tempordfigudties as we had three major
cash consignments for that countfgshley, 1985, p. 83)

finite; content disjunct

However, the above bill has already allowed crddit 40 days, and although |

appreciate your offer for and additional 6% interas the £4360.00 outstanding, it is
financially impossible to allow a further 60 day®dit as | myself have commitments.
(Ashley, 1985, p. 84)

finite; content disjunct

As my bank statement showed the money had beged&bimy account, assumed
that it had been credited to your account as \{&dihley, 1985, p. 86)
finite; content disjunct

As most of my customers live in small flats earming moderate incomi is doubtful
that | will be able to find a market for larger ra@xpensive products. (Ashley, 1985, p.
96)

finite; content disjunct

As the sale was on c.i.f. basis and the forwardimgpany your agentsve suggest you
contact them with regard to compensation. (AshH&g5, p. 98)
finite; content disjunct

The matter is urgerds we can be sudflany of our customers are injured by falling
over the cracks in the flooring. (Ashley, 1985100)
finite; content disjunct

Nevertheless, | am quite prepared to allow mon#ditlements, and there will be no
need to supply referencas you are a long-standing customshley, 1985, p. 116)
finite; content disjunct

We have been paying you for some time on this bagdigch does not really suit our
accounting systemand as we feel you know us well enough by mneevthink you
would not object to our paying on quarterly statetaeby international bankers draft.
(Ashley, 1985, p.119)

finite; content disjunct

We have been dealing with the firm for ten yeard allow them credit facilities of up
to £2000.00 which they only use occasionalfythey prefer to take advantage of our
cash discountgAshley, 1985, p. 127)

finite; content disjunct
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79)

80)

81)

82)

83)

84)

85)

86)

87)

88)

89)

90)

However, we would have no hesitation in offeringrth the sort of credit you
mentioned, viz. £3000.0@&s they are a large reputable organization and vesil
known in this countryAshley, 1985, p. 127)

finite; content disjunct

| am afraid | cannot give you the information yaked foras it would be a breach of
confidenceand you would appreciate this. (Ashley, 1985, [8)12
finite; content disjunct

| allowed your last credit transfer to Homemaketd. lto passas you have a large
credit balance on your deposit accouitshley, 1985, p. 138)
finite; content disjunct

The enclosed order, No. 90103, is for deliveryamsas possiblas the summer season
is only a few weeks awaishley, 1985, p. 159)
finite; content disjunct

The initial contract will be for one year, subjéctrenewal by mutual agreement, and
that disputes will be settled with reference to dbutaw, as our relative legal systems
are different(Ashley, 1985, p. 172)

finite; content disjunct

Finally, we will hold the stock you suggested, buhere is a rush of orderas there
may be now we are nearing Christmgsy would have to shorten the delivery date you
quoted, from six weeks to three weeks from recafipirder. (Ashley, 1985, p. 173)
finite; content disjunct

| would appreciate a prompt replsts delivery must be made before the end of next
week.(Ashley, 1985, p. 183)
finite; content disjunct

As our own driver is ill] have arranged for Cartiers Ltd. to deliver thexaborder on
Wednesday 18 November. (Ashley, 1985, p. 185)
finite; content disjunct

The only danger from flood would be from burst @ipgs we are some distance from
the river.(Ashley, 1985, p. 221)
finite; content disjunct

| have enclosed leaflets explaining our three fattynprehensive industrial policies
which offer the sort of cover you require, andihkthat policy A351 would probably
suit you bestas it offers the widest protection at 65p% withl fimidemnification.
(Ashley, 1985, p. 222)

finite; content disjunct

| am sorry to tell you that we cannot pay compéasah this casas the damage was
caused by factors outside the terms of the palieshley, 1985, p. 228)
finite; content disjunct

As the matter is urgentje would appreciate a prompt reply. (Ashley, 198%32)
finite; content disjunct
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91)

92)

93)

94)

95)

96)

97)

98)

99)

100)

As we will be making regular shipmentg wondered if you could arrange open cover
for £60,000.00 against all risks to insure consignts to North and South American
Eastern seaboard ports. (Ashley, 1985, p. 235)

finite; content disjunct

As you propose to ship regularlye can offer you a rate of 48p% for a total covier o
£60,000.00 (Ashley, 1985, p. 236)
finite; content disjunct

Could you make sure that the rooms are situatéldeaback of the hotegs the rooms
they were given last year, overlooking the main droavere rather noisy
(Ashley, 1985, p. 254)
finite; content disjunct

The store has experienced a number of bad debtstiogepast few months due to
customers paying with bad chequasd as the Christmas rush will soon be withthis,
problem could increase unless sales staff are naedul. (1985, p. 262)

finite; content disjunct

From 8 to 11 July, Mr Sven Vassen, of Vassen Iméasst Oslo, and two of his
colleagues, will be looking around the factayg his firm intends to place a large
contract with usto supply them with components over the next thyrears. (Ashley,
1985, p. 263)

finite; content disjunct

Clauses of time:

Please replas soon as possibles we would like to make a decision within thetnex
few months. (Ashley, 1985, p. 17)
verbless; predication adjunct

Would it be possible for me to have, say, half aetounits of each kit, on approval,
before placing a firm orderfAshley, 1985, p. 32)
non-finite, -ing clause; sentence adjunct

At present we still have places available for shislgaking the Proficiency course
beginning in July, but would ask you to baadk soon as possib®o that we can reserve
a place for you in the class and arrange accomioodatith an English family.
(Ashley, 1985, p. 42)

verbless; predication adjunct

We have sent, by separate post, samples of thetseédecassettes and other brands we
stock, and would urge you to place an ordsrsoon as possibles there has been a
huge response to our advertisement. (Ashley, 19853)

verbless; predication adjunct

At present we are testing a consignment of unitenmtly imported from Taiwan, but
these do not have a British Standards Institutestaf approval and we would like to
test them thoroughligefore putting them on the markgt985, p. 45)

non-finite, -ing clause; sentence adjunct
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101)

102)

103)

104)

105)

106)

107)

108)

109)

110)

111)

112)

| look forward to your next order, and hope to gee when | come to Swansea in
December(p. 47)
finite; sentence adjunct

Please send any further correspondence relatinghifgment or payment direct to
Mackenzie Bros, and let us have a copy of the camialénvoicewhen it is made up.
(Ashley, 1985, p. 58)

finite; sentence adjunct

When we first contacted you last Februgou told us that you would be prepared to
reconsider terms of payment once we had establiahiedding association. (Ashley,
1985, p. 75)

finite; sentence adjunct

We have instructed our bank to arrange for a lettesredit for £6158.92 to be paid
against your pro-forma invoice No. G1152/S, andptaceeds will be credited to you
as soon as Canadian Trust receive the documéghséley, 1985, p. 76)

finite; sentence adjunct

Our insurance company have promised us compensaiibim the next few weekgnd
once we have received thilee account will be paid in full. (Ashley, 1985,81)
finite; sentence adjunct

We know you will appreciate the situation and hgpe can bear with uantil the
matter is settled/Ashley, 1985, p. 81)
finite; sentence adjunct

We were sorry to hear about the difficulties youéhaad, and understand the situation,
but would appreciate it if you could clear the aooassoon as possibleas we
ourselves have suppliers to pay. (Ashley, 19882p.

verbless; predication adjunct

Would you send someone with my consignmastsoon as possiblend at the same
time pick up the wrongly delivered goods? (AshiE985, p. 96)
verbless; predication adjunct

You will find a list of the damaged and missing@es attached, and the consignment
will be put to one sidantil we receive your instructionfAshley, 1985, p. 98)
finite; sentence adjunct

| am sorry about the inconvenience you have expese and will tell my men to repair
the damageas soon as | have your confirmatidimat they can begin work. (Ashley,
1985, p. 101)

finite; sentence adjunct

| have deducted a total of £168.50 from your stet@nand will send you a cheque for
£1,471.82nce | have your confirmation of this amouAtshley, 1985, p. 107)
finite; sentence adjunct

We are prepared to allow you further three dagfre presenting it to the bank again,

in which time we hope that the draft will have beest. (Ashley, 1985, p. 149)
non-finite, -ing clause; sentence adjunct

62



113)

114)

115)

116)

117)

118)

119)

120)

121)

122)

123)

124)

125)

126)

Please inform mavhen you have made arrangements with your agentsomdon.
(Ashley, 1985, p. 151)
finite; sentence adjunct

When submitting your drafywould you please enclose the following documents?
(Ashley, 1985, p. 153)
non-finite, -ing clause; sentence adjunct

Please telex uas soon as you have arranged shipm@kghley, 1985, p. 153)
finite; sentence adjunct

You may draw on us at 60 days against the calgoon as you provide evidence of
shipment(Ashley, 1985, p. 154)
finite; sentence adjunct

The documents are now with us and will be handeglotowhen you call.(Ashley,
1985, p. 158)
finite; sentence adjunct

The enclosed order, No. 90103, is for deliva soon as possiblas the summer
season is only a few weeks away. (Ashley, 198558)
verbless; predication adjunct

Meanwhile, please confirm deliverythen you receive the consignmeaishley, 1985,
p. 160)
finite; sentence adjunct

If you supply the customers direct, how long wiltake an order to be made up and
shippedonce it has been receive@@shley, 1985, p. 171)
finite; sentence adjunct

Before signing the delivery notepuld you please check that the consignment is
complete and undamaged? (Ashley, 1985, p. 185)
non-finite, -ing clause; sentence adjunct

Please will you cable your decisian soon as possiblg¢Ashley, 1985, p. 215)
verbless; predication adjunct

When calculating the premiunmwpuld you please take the following into considiers®
(Ashley, 1985, p. 221)
non-finite, -ing clause; sentence adjunct

| will send you a cover notas soon as | receive your cheque and completedopedp
form. (Ashley, 1985, p. 224)
finite; sentence adjunct

Insurance will be effectedls soon as we receive the enclosed proposal fosmpleted
by you. (Ashley, 1985, p. 225)
finite; sentence adjunct

He offers his sincere apologies for the inconvergeand will contact yoas soon as he

returns to London(Ashley, 1985, p. 225)
finite; sentence adjunct
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127)

128)

129)

130)

131)

132)

133)

134)

135)

136)

137)

We will issue a cover not&s soon as you complete and return the enclosddrd&on
form. (Ashley, 1985, p. 233)
finite; sentence adjunct

| am sending you the claims form you requestedonr yetter dated 19 August 1985
and we will consider the mattence we have full detailAshley, 1985, p. 239)
finite; sentence adjunct

| would appreciate your sending the tickats soon as possibiend have enclosed a
cheque for £188.00. (Ashley, 1985, p. 253)
verbless; predication adjunct

Thank you very much for assisting Michael Holldsle he was in OslqAshley, 1985,
p. 257)
finite; sentence adjunct

As soon as the fire bells ringnmediately vacate the building by the appropriie
Exits. (Ashley, 1985, p. 261)
finite; sentence adjunct

Concessive clauses:

However, the above bill has already allowed crddit 40 days,and although |
appreciate your offer for and additional 6% interes the £4360.00 outstandinig is
financially impossible to allow a further 60 day®dit as | myself have commitments.
(Ashley, 1985, p. 84)

finite; content disjunct

They told us that you would be prepared to aches tefereesand while we have little

doubt about their ability to clear their accountse would just like confirmation that

their credit rating warrants quarterly settlemenitaip to £4000.00. (Ashley, 1985, p.
124)

finite; content disjunct

Although we accept door-to-door responsibilitye would advise you to take an all risk
insurance policy, and send a copy of this and thogées of the commercial invoice to
us. (Ashley, 1985, p. 207)

finite; content disjunct

She has a cargo capacity of 7,000 tand although she is larger than you wanteer
owners are willing to offer a part charter of H&985,. 215)
finite; content disjunct

Although the blaze was brought under contred, estimate that about £4000.00 worth
of stock was badly damaged. (Ashley, 1985, p. 226)
finite; content disjunct

If you look at Clause 15 on the policy, you willesthatalthough you are covered
against floodingthis only refers to storms, and not burst pipes wuiing. (Ashley,
1985, p. 228)

finite; content disjunct
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138)

1309)

140)

141)

142)

Although he would have liked to have corhe, will be in America at that time.
(Ashley, 1985, p. 258)
finite; content disjunct

Although they will be escorted by Michael Hoblag, Overseas Sales Manager, it may
be necessary for individual employees to answerstiures, or explain production
procedures in their action. (Ashley, 1985, p. 263)

finite; content disjunct

Clauses of similarity and comparison:

We are sure you will find a ready sale for our prd in Englandas have other
retailers throughout Europe and Amerjcaand we do hope we can reach an agreement
on the terms quoted. (Ashley, 1985, p. 46)

finite; predication adjunct

The boxes in which the sweaters were packed wenaged, and lookeas if they had
been broken open in transfAshley, 1985, p. 98)
finite; predication adjunct

In your catalogue we saw the Secure 15 which lamkshough it might suit our

purposes(Ashley, 1985, p. 16)
finite; predication adjunct
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