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THE PECULIARITIES OF KAZAKH OFFICIAL CLICHES

The article deals with the linguistic nature of the concept of clichés, which refers to ready-to-use 
units of language, including the semantics and function of special Kazakh official business clichés. The 
purpose of this study is to identify the semantic, structural features of the official business clichés. Meth-
ods of description, comparison, classification and component analysis were used to achieve this goal. 
Official business language is a sphere with traditional language tools, specific requirements and limita-
tions. For business style clichés play a crucial role and are a feature that determines the degree of its 
development and formation. Clichés are obligatory for an official business style if it is a flaw in some 
styles. Official-business clichés have arisen because of the frequent repetition of any communicative 
official-business situation, which implements the principles of accuracy, compactness and economy in 
the language. Clichés are a mandatory structural and symbolic element that testifies to the formation, 
standardization and codification of the official business style. As a result of the study, the following con-
clusions were made: the Kazakh official business cliché a) the topic is limited: it arises directly in the so-
ciety in the administrative, legal, diplomatic, procedural spheres; b) creates conditions for accurate and 
accurate transmission of thought; b) carries out compactness and efficiency; C) unifies the document; d) 
attaches basic values, such as a statement, order, appeal; e) the composition is manifested mainly at the 
level of phrase, and sometimes at the level of proposal. With the definition of semantic and construc-
tive features of the official business clichés it is recommended to make a ready dictionary of language 
formulas and use in teaching the Kazakh official business language.

Key words: official style, clichés, linguistic identity, cliché-phrase, formal style, informational, vol-
untative, Kazakh. 
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Қазақ ресми-іскери клишелерінің ерекшеліктері

Бұл жұмыста тілде дайын қолданылатын бірліктерге жататын клише ұғымының тілдік 
табиғаты, оның ішінде арнайы қазақ ресми-іскери клише тұлғаларының семантикасы мен қызметі 
қарастырылады. Бұл зерттеудің мақсаты ресми-іскери клишелерінің семантикалық, құрылымдық 
ерекшеліктерін анықтай отырып, оларды оқыту үдерісінде дұрыс қолдану жолдарын ұсыну. Осы 
мақсатқа жету үшін жұмыста сипаттау, салыстыру, топтастыру, компоненттік талдау әдістері 
қолданылды. Ресми-іскери тіл – өзіне тән дәстүрлі тілдік құралдары, белгілі бір талаптары мен 
шектері бар сала. Ресми-іскери стиль үшін бірден бір даралаушы, шешуші рөл атқарып, оның 
дамуы мен қалыптасу дәрежесін айқындап тұратын қасиеті – клишелілік болып табылады. 
Клишелік кей стильде кемшілік болып саналса, ресми-іскери стиль үшін заңдылық. Ресми-іскери 
клишелері қандай да бір коммуникативтік ресми-іскери жағдаяттың жиі қайталануынан пайда 
болған, ол тілдегі дәлдік, ықшамдылық және үнемділік қағидаларын жүзеге асырады. Клише 
– ресми-іскери стильдің қалыптасқандығын, стандарттылығын және кодификацияланғандығын 
куәландыратын міндетті құрылымдық және таңбалық элемент. Зерттеу нәтижесінде мынадай 
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қорытындылар жасалды: қазақ ресми-іскери клишелері а) тақырыбы шектеулі: тікелей қоғамдағы 
әкімшілік-басқару, заңдық-құқықтық, дипломатия, іс жүргізу салаларында туындайды; ә) ойды 
дәл әрі нақты жеткізуге жағдай жасайды; б) ықшамдылық пен үнемділікті жүзеге асырады; в) 
құжатты бір ізге түсіреді; г) хабарлау, уәж айту, бұйыру, өтіну секілді негізгі мағыналарды береді; 
ғ) құрамы көбіне сөз тіркесі, кейде сөйлем деңгейінде көрінеді. Ресми-іскери клишелерінің 
мағыналық-құрылымдық ерекшеліктерін айқындау арқылы дайын тілдік формулалар сөздігін 
құрастырып, қазақ ресми-іскери тілін оқытуда қолдану ұсынылады.

Түйін сөздер: ресми стиль, клише, тілдік тұлға, клише-фраза, ресми стиль, ақпараттық, 
волюнтативті, қазақ.
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Особенности казахских официальных клише

В данной статье рассматривается языковая природа концепции клише, которая относится 
к готовым к употреблению единицам языка, в том числе к семантику и функции специальных 
казахских официально-деловых клише. Цель данного исследования – выявить семантические, 
структурные особенности официально-деловых клише. Для достижения этой цели использовались 
методы описания, сравнения, классификации и компонентный анализ. Официально-деловой язык 
является отраслью с традиционными языковыми инструментами, определенными требованиями 
и ограничениями. Для делового стиля клише играют решающую роль и являются особенностью, 
определяющей степень его развития и формирования. Клише являются законными для 
официального делового стиля, если он является недостатком некоторых стилей. Официально-
деловые клише возникли из-за частого повторения какой-либо коммуникативной официально-
деловой ситуации, которая реализует принципы точности, компактности и экономичности в языке. 
Клише – обязательный структурный и знаковый элемент, свидетельствующий о формировании, 
стандартности и кодификации официально-делового стиля. В результате исследования были 
сделаны следующие выводы: казахский официально-деловой клише: а) тема ограничена: 
возникает непосредственно в обществе в административно-управленческой, юридически-
правовой, дипломатической, процессуальной сферах; б) создает условия для точной и точной 
передачи мысли; б) осуществляет компактность и экономичность; в) унифицирует документ; 
г) придает основные значения, такие как заявление, приказ, обращение; д) состав проявляется 
преимущественно на уровне словосочетания, а иногда на уровне предложения. С определением 
смыслово-конструктивных особенностей официально-деловых клише рекомендуется составить 
готовый словарь языковых формул и использовать в обучении казахскому официально-деловому 
языку.

Ключевые слова: официально-деловой стиль, клише, языковая личность, клише-фраза, 
официальный стиль, информативный, волюнтативный, казахский.

Introduction

In today’s society, business communication 
plays a pivotal role as with the development of 
economic globalization, the bridge of international 
trade has been addressed in a frequent way. The vi-
ability of the business communication, especially 
business correspondence, which is widely used due 
to the development of innovative information tech-
nologies, directly depends on the linguistic peculiar-
ities of it. That was the main reason of devoting the 
research work to the consideration of the character-
istics of cliché – linguistic identities, especially offi -of cliché – linguistic identities, especially offi -cliché – linguistic identities, especially offi -inguistic identities, especially offi-
cial clichés on the material of the Kazakh language. 
The goal of the research is to define the nature and 
content-structural features of the Kazakh offi cial cli- of the Kazakh offi cial cli-of the Kazakh official cli-

chés, to propose the effective ways of teaching and 
using them in drafting a document. 

Materials and Methods

In the course of achieving the goal in the re-
search work, first of all in clarifying the phenome-
non of cliché the methods as description, reviewing, 
analysis, comparison to define the peculiar features, 
classifying from the content structural point of view 
were used.

L.V. Nyzhnikova mentions the significant role 
of traditional linguistic means in the language of 
business legal letters as strictness of composition, 
the use of special phraseology and syntactical cli-
chés, and recommends to refuse all variety of ex-
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pressive linguistic means because the language of a 
document demands, first of all, accuracy and impos-
sibility of false interpretations (Nyzhnikova, 2011: 
4). The linguistics has different interpretations of 
the amount of language material reused. Most of the 
authors highlighted that repetitious cases lead to the 
speaking reaction turning into cliché, formula with 
high frequency (V.G. Kostomarov, A.N. Vassiliyeva, 
J. Firth and others). English linguist J. Firth consid-Firth and others). English linguist J. Firth consid-). English linguist J. Firth consid-. English linguist J. Firth consid-
ers that almost all various activities and cases may 
form language stereotype formula, cliche-phrases 
(Firth, 1962: 35) 

In linguistics there are viewpoints about the dif-viewpoints about the dif-dif-
ferent ready-made phrases that are called differently, 
with high frequency of repetition which have been 
the reasons for arguments for a long time, and still 
couldn’t find one common solution. Some research-
ers relate them to professional language that is a 
historically formed, relatively stable for a certain 
period of time, autonomously existential form of a 
national language, possessing a distinctive system 
of interacting sociolinguistic norms, presenting a 
set of some phonetic, grammar and, mainly, specific 
lexical means of a national language, maintaining 
speech communication of a particular society char-
acterised by the unity of its members’ professional 
corporate activity and an appropriate system of spe-
cific concepts (Malyuga, 2012: 8). But Zi Yu and 
Yuyang Fu adhere to the opinion of clichés as means 
that is a direct pass down form traditional writing 
in vogue in the upper class which are borrowed or 
transplanted into business writing and recommend 
to avoid using them in business writing (Yu & Fu, 
2014: 372). 

Results and Discussion

Some researchers generally review cliché in 
connection with phraseological unit. For example, 
L.A. Lenova and E.P. Shubin made an attempt to 
consider cliché from another angle, they think that 
not only idiomatic syntactic sentences, but also of-
ten repeated language models in unidiomatic form 
are referred to «ready-made sentences». The authors 
call clichés as «ready-made sentences» and define 
them according to the recurrent degree. As their re-
search displays, the number of the «recurrent» units 
at the level of a sentence is quite high: in each Eng-
lish literary dialogue at least one sentence happens 
to be «ready» (Leonova, Shubin, 1970: 5).

If we consider a part of the researches devoted 
to cliché problems, almost all of them deal with cli-
ché within official style. This is no accident that they 
put cliché in the first row of official style features. 

However in the mentioned researches even if cliché 
is distinguished as the main sign of formal style, it 
isn’t taken as a special object of a research and stud-
ied comprehensively. 

In any sphere of the society it is hard to find the 
case where formal style isn’t applied. There are dif-
ferent types of institutions, organizations, organs, 
industries and others functioning in the society. 
Nevertheless the document samples common for 
them all regulating their official intra- and inter-
relations were formulated. Relating to the peculiar 
features of each sphere some language units may 
change, but the definite stable form is saved. The 
stabilization of their form is not the result of one 
day, but the indication of the office work experi-
ence of years. As a great experience shows official 
document, preliminary preparation of paper types, 
the proposal of the definite sample, half-prepared-
ness of the documents are very comfortable for of-
ficial communications, contribute to realizing the 
principle of thrift. Of course it’s known the ready-
made patterns consist of entered language units 
and structures. In this work they are called cliches 
(Hargraves, 2014). Consequently, one of the rea-
sons of emergence of cliches is the existence of the 
definite typical situation, the recurrence of this sit-
uation, the representation of this recurrence in the 
definite language unit. For example, let’s consider 
one of the official paper – letter of application. The 
situation of requesting a chief about one issue of 
subordinate exists in any institution of social ser-institution of social ser-social ser-ser-
vice and will be. Employer → employee. This ap-
plying case not once or twice, recurrently repeated 
case. So if in the result of requesting 

So in the result of the situation of application 
cliché appeared, according to the content of the ap-
plication (more often: firing, hiring, granting leave, 
assistance, raising wages etc. situations) You are re-
quested to accept me for employment, you are re-
quested to release me from my position, you are re-
quested to grant emergency leave, you are requested 
to provide financial assistance etc. clichés units 
emerge. Analysis of the definitions of cliché shows 
that there is the following formula on the basis of 
cliché formation: typical situation → frequent recur-
rence → cliché. 

So official cliché units are used to make, regulate 
official relations in a definite sphere in our language. 
One of the generating factors of official cliché is the 
existence of the definite official, business situation, 
its frequent recurrence:

1. Official typical communicative situation;
2. Recurrence of official situation;
3. Emergence of official clichés.
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It is necessary to distinguish the official clichés 
from the other stereotyped units. Cliché units of other 
styles but official one are peculiar in comparison to 
official clichés. Even if it is considered necessary 
sometimes to use the ready-made units in other cases, 
there may be situations with negative features in the 
result of overusing them, but one of the peculiarities 
of official style is that even if the cliché units are 
used several times, it is assessed as regularity. It 
is due to the functional feature of direct style. So 
official clichés are distinguished from other clichés 
in the language with peculiar signs: 

– carries official information;
– ready-made use without change;
– even it is used in ready form it is linked freely;
– standardization in high level;
– stereotype;
– originating positive reaction;
– purposeful application;
– some limitations;
– neutrality.
Official language formed the checked by many 

years’ experience, refined language tools. In the re-
sult of the formation period repeated in ready form 
official cliché units are mostly used in the level of 
word combinations and sentences. Knowing them 
all may assist in drawing up the offi cial texts. Cli-assist in drawing up the official texts. Cli-
ché formula helps define the usage of stereotypical 
tools, provide the exact degree distinguishing the 
document from any other papers. Stereotype light-
ens receiving and developing the information. So in 
formation of any type of formal style it is required to 
know the peculiar to style signs, especially cliches, 
their semantic and structural features. Because cli-Because cli-
ché is an element of the identities and phrases form-
ing regulation of official document texts, an integral 
part of language tool of business style. Cliché is a 
language unit originated from common typical com-
municative situations that have the structural and 
sign-oriented functions. 

In general the nature of cliché phenomenon is 
very interesting. Where is it necessary to seek for 
the reason of recognizing any language units used 
in official language as a cliché? Certainly, any word 
or word combination cannot be accepted as a cli-
ché. One of the measures taken into account in nam-
ing the definite language units a cliché is using any 
language unit in ready-made form in a frequently 
recurrent language situation. There are the periods 
of cliché emergence, development, formation, sta-
bilization. It was mentioned that a particular distin-
guished sign of official style is cliché. The usage 
of formed cliché units in this style in high level is 
closely connected with the function of style.

There are different viewpoints about the level of 
official cliches. For instance, N.S. Vassiliyeva indi-
cated «communicative units (word, word combina-
tion, sentence) resulted in stable, high frequency» 
(Vassiliyeva, 1983: 5), G.L. Permyakov considers 
«cliche not only at the level of word, but at the level 
of complete language compositions (fable and fairy 
tale) composed of units higher than sentence combi-
nations and phrases» (Permyakov, 1970: 4).

It is well-known that in compiling the text of of-
ficial document, in forming its effective characteris-
tics, in conveying and showing the logical structure 
of a text cliché units play a huge role. Documen-cliché units play a huge role. Documen-
tary linguistics practice considers many cliches as 
the important text compiling elements, «support-
ing» elements. Using cliches is the result of making 
an attempt to compile the texts with common ele-
ments characterizing the stylistic features of texts, 
their content-related specifics and particular logic of 
official relations. On this basis there is a statement 
that cliché is an integral unit consisting the speech 
tool of modern official documents, here the standard 
phrases don’t just have the «structural», text compil-
ing functions, but also are considered the signs of 
those contents. Every representative of the person-
nel working with documents has a definite idea of 
cliché: cliché is the output of regulating linguistic 
tools used in the recurrent situations, it shows the 
due process of business relations, recurrence of 
managing situations and thematic limitation of of-
ficial language.

The main functions of the official and business 
language are informational and valuntative. Offi-
cial-business clichés also have different values de-
pending on the style of their use. The use of official-
business clichés, in turn, depends on their function. 
As we know, the official style, there are features 
such as giving information, ordering, obligating, 
etc. Any official business document requires preci-
sion, clarity and specificity. Officially and business 
clichés can be classified by their features, functions 
and meaning of the phrase.

It should be noted that the applications of the of-
ficial-language-specific business cliches are multi-
faceted. Cliches are used to draw attention to certain 
information, to inform, to declare something, and 
etc. Officially-business clichés are directly related 
to their functions. The language of official business 
clichés can be subdivided into the following seman-
tic types:

1. Cliches for giving information, delivering re-
ports, making alerts: qay’ly qabyldandy, s’tatqa qol 
qoi’yldy, qosyms’a qarjy bo’lindi, usynys qayldan-
dy, ra’simdeldi, s’es’im qabyldandy, eki dana etip 
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jasaldy, bui’ryq s’yg’aryldy, ... bastap ku’s’ine en-
gizildi, ui’ym habarlai’dy. Aty-jo’ni, aty, fami’li’яsy, 
a’kesinin’ aty, ty’g’an ai’y, jyly, ku’ni, ty’g’an jeri, 
berilgen ku’ni, jumys istegen jyldary, oqyg’an 
jyldary, qoly, meken-jai’y, toltyrylg’an y’aqyty, ju-
mys orny, lay’azymy, etc. (a resolution was adopted, 
personnel document was signed, additional funds 
were allocated, the decision was approved, two cop-
ies were issued,the order was made, came into force 
from..., the organization reports, first name, last 
name, middle name, date of birth, month, year, date, 
place of birth, date of issue, years of work, years 
of study, signature, address, the date of filling out, 
position, etc.)

2. Motivation of actions, presenting causal cli-
chés: these are usually formed with the use of func-
tion words: boi’yns’a, bai’lanysty, sa’i’kes, negiz-
inde, maqsatynda, u’s’in (according to, related to, on 
the basis, for the purpose, for): bui’ryq boi’yns’a, 
hattama boi’yns’a, sizdin’ o’tinis’in’iz boi’yns’a, 
talaptarg’a bai’lanysty, basqa jumysqa ay’ysy’yma 
bai’lanysty, otbasy jag’dai’yma bai’lanysty, 
densay’lyg’yma bai’lanysty, kelisims’artqa sa’i’kes, 
s’art negizinde, ju’zege asyry’ maqsatynda, 
qay’lyny orynday’ u’s’in and etc. (according to the 
order, according to your application, depending on 
the requirements, in connection with the transfer to 
another job, family situation, for health reasons, ac-
cording to the contract, on the basis of a contract, to 
carry out the purpose, for the implementation of the 
resolution, etc.)

3. Cliches to express commandment, order: ... 
tag’ai’yndalsyn, .... mindettelsin, ... jay’apkers’ilik 
ju’ktelsin, ... alg’ys jari’яlansyn, ... so’gis 
jari’яlansyn, ... bekitilsin, ... qyzmetinen bosatylsyn, 
... jaramsyz dep tabylsyn, ... s’ara qoldanylsyn, ... 
orynday’g’a jiberilsin, ... baqylay’g’a alynsyn, ... 
o’zgerister engizilsin, ... jol berilmesin, ... qaray’g’a 
jiberilsin, ... o’z o’tinis’i boi’yns’a jumystan bosa-
tylsyn, ... basqa jumysqa ay’ysy’yna bai’lanysty 
jumystan bosatylsyn, ... zei’netkerlikke s’yg’y’yna 
bai’lanysty qyzmetten bosatylsyn and etc. (appoint, 
assign responsibility, declare gratitude, to appoint a 
reprimand, to dismiss, to annul, to take action, to 
take control, to make changes, to dismiss on the 
personal request, to dismiss in connection with the 
work change, dismiss due to retirement, and etc.)

4. Clichés to express requests, desires: 
materi’aldyq ko’mek bery’in’izdi o’tinemin, 
kezekten tys demalys bery’in’izdi o’tinemin, ju-
mysqa qabylday’yn’yzdy surai’myn, jumystan 
bosaty’yn’yzdy surai’myn, ruqsat ety’in’izdi 
o’tinemin, akademi’яlyq demalys bery’in’izdi 
surai’myn, jataqhanadan oryn bery’in’izdi 

surai’myn, pa’ter bery’in’izdi o’tinemin, 
jer bo’ly’in’izdi surai’myn, kelisims’artty 
uzarty’yn’yzdy surai’myn and etc. (request to pro-
vide financial assistance, request to hire, request to 
dismiss from his office, request permission, request 
to provide academic leave, request to give a place in 
the hostel, request to give the apartment, request to 
extend the contract, etc.)

5. Official business ethics: including; cliche 
greeting, farewell, congratulations, condolences: 
Qymbatty myrzalar! Qadirli hanymdar men myrza-
lar! Asa qymbatty ........... myrza! Asa qadirli ........ 
hanym! Qymbatty a’riptester! Merei’toi’yn’yzben 
quttyqtai’myz! Denin’izge say’lyq, otbasyn’yzg’a 
amandyq tilei’miz! Sizben a’riptes bolg’anymyzg’a 
qy’anys’tymyz! Izgi ni’etpen, i’gi tilekpen and etc. 
(Dear Sirs! Ladies and gentlemen! Dear sir ...........! 
Dear Mrs. ........! Dear Colleagues! Congratulations 
on your birthday! We wish you health, happiness! 
We are very glad to cooperate with you! Best re-
gards and good wishes, etc.)

An analysis of the clichés collected from the 
documents of official style has revealed that there 
are cliches consisting of phrases and even whole 
sentences.

The phrase cliche. One type of language formula 
is based on the unification of repeated occurrences 
of linguistic resources. One of the functions of cliché 
phrases is the expression of the typical content of 
the text. In addition, they constitute an important 
component of the text, which gives legal effect to the 
document. By composite clichés can easily identify 
the type of text, for example, the phrases mindetteme 
ju’ktelsin, kezekten tys demalys berilsin make it clear 
that the document orientation is imperious. Another 
function of the cliché phrases found in the official 
and business language is associated with the speech 
process. Repeating the same phrase for several 
times in the text gives the recipient an opportunity 
to better understand the information. More often 
in the official business documentation are found 
cliché phrases. If we take into account the nature 
of the cliché, it is quite natural. Since the phrases 
are material for building the sentences, and in a 
business style language they consist of two or more 
words in an absolute meaning, and are received in a 
meaningful terms. Of course, combined cliches of 
official style were not immediately formed in the 
language,they do not have an established principle 
of formation, they are characterized by volatility, 
replenishment of composition, change of the order, 
etc. «... the current system of phrases is the fruit of 
centuries of language development. It was formed 
during the development of our language in connec-
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tion with the history of its use. The lexical struc-
ture has updated, with the improvement of syntac-
tic structure, the ability of words to combine has 
also improved» (Grammar of the Kazakh language, 
1967: 10).

However, cliches in the language are often in 
the form of words or phrases, and as a rule, in the 
aggregate can express more than one concept, they 
are not visible at the level of speech, so official and 
business cliches should be considered at the levels 
of phrases and sentences.

The phrase cliche are usually two-component, 
however, in the selection of the material can be seen 
that there are more complex in composition clichés. 
This can be called one of the characteristics of 
official-business clichés. The combination of words 
in the official language of the business documents is 
based on their level of compatibility.

Composition and structure of clichéd phrases can 
be different. However, the following phenomenon 
is observed: they can be subdivided into a coupling 
structure in which predominate verbs or nominal 
parts of speech. In particular, the most common 
are verbial clichés. At the same time, there stands 
another group of so-called clichés with other parts 
of speech. That style requires the accuracy and 
specificity of the features of the used cliché phrases. 
Accuracy of information transfer through the clichés 
in official-business style, is also associated with the 
cliché that there are made with the nominal parts of 
speech. Nevertheless, the fact that the verb in part on 
the relative abundance prevails over the other parts 
of speech is already mentioned above. It is revealed 
that, the verbs have a high potential to build a cliché 
during the formation of phrases.

Cliche proposal. The desire for consistency can 
also be seen in the use of clichés proposals, they 
can be part of the offer is replenished from specific 
information or be an offer. Cliche proposals lead to 
the standardization of all of the total composition 
of the text and give a finished look throughout the 
text, thereby forming the shape, form or document 
types. Standardization documents official style is 
caused by the need to provide accurate and specific 
information in the documentation. The official style 
cliché offers used relatively less frequently, but their 
structural role in the formation of the text is very 
important. Usually they are proposals which are 
beginning or are the completion of any document. 
In our language, the language units in close contact 
with each other. Combining linguistic units leads to 
the improvement of the communication functions of 
language. The most difficult grammatical language 

units recognized sentence. Depending on the 
characteristics of human communication and how to 
change education proposals. In the genre of Law and 
Diplomacy (laws, regulations, rules, principles, etc.) 
is often difficult not to break the train of thought, 
and to make the information clear, using complex 
sentences. While it can be seen that the business 
documents often consists of simple suggestions. 
They refer to the relevant proposals to use in 
specific situations of communication, in the style of 
business communication role in the formation of a 
cliché offers texts very high. B.Zh.Abilmazhinova 
involved in the study of syntax style business 
documentation notes: «The frequent use of simple 
sentences in comparison with the complex ones 
is due to the fact that text of business documents 
should be made more accessible and understandable 
to the general public. The types of simple sentences 
are also divided according to genres. In language 
of business documents the special role is played by 
the use of declarative sentences» (Abilmazhinova, 
2002: 34).

In consciousness of the person, words and phras-
es connected with a concrete situation are saved eas-
ily. The frequent use of a cliche of phrases in official 
language confirms it.

Nevertheless, at frequent use of the complete 
sentences they are fixed in consciousness, can 
become frequently used in our language. That is, 
the official text is based not only on cliched phrases, 
but also on cliched sentences. Cliche sentences form 
the whole group of cliche of official style. Example: 
Kepilhatqa menin’ qatysy’ym kezinde qol qoi’yldy. 
Kepilhat (qolhat) u’s’ dana etip jasalady. Bir danasy 
notari’aldyq ken’sede saqtalady. Merziminde 
qai’tary’g’a mindettenemin. Men u’s’in qol qoюg’a 
o’kiletti etemin. Men u’s’in qol qoю quqyg’yn 
beremin. Ko’s’irme da’l. Bekitemin. Bui’yramyn. 
Qarsy emespin. Qoldai’myn. Orynday’g’a jiberilsin 
etc. (Mortgage is signed in my presence. Mortgage 
(receipt) is made in two copies. One copy is kept 
in the notary’s office. I undertake to repay the debt 
within the prescribed period. I authorize to sign the 
documents. I give the right to sign documents on 
my behalf. Copy is right. Approved. I order. I do not 
mind. I acknowledge. To accomplish and etc.)

Conclusion

The main advantage of the official style is the 
development of language, culture and knowledge 
about the correct preparation of business documents. 
On the basis of its function of informing, command-
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ing, directing and ordering the cliches of the official 
style are divided into the following six groups: 1. 
Cliches for giving information, delivering reports, 
making alerts; 2. Motivation of actions, presenting 
causal clichés; 3. Cliches to express commandment, 
order; 4. Clichés to express requests, desires; 5. Of-
ficial business ethics: including; cliche greeting, 
farewell, congratulations, condolences.

Linguistic clichés in the documents are found 
at the level of phrases and sentences. Cliches can 
be formed with the participation of verbs, nominal 
parts of speech and function words. Most often are 
used cliché with verbs. Among the abovementioned 
levels the least used are sentence cliches, however, 
their structural role in the formation of the text is 
very important. Typically, they are either at the be-
ginning or at end of the document.

Recommendations

The official-business style have not been formed 
immediately, it is the result the complex process of lan-
guage development. The official-business style has its 
own language means, certain requirements and limit-
ing scope. Thus, the language of the official-business 
style has its own language, it is important to distinguish 
between its main features. If the abovementioned cli-
chés phrases and sentences were systematically col-
lected and organized for language learners, including 
students studying the Kazakh language, being present-
ed in the form of ready-made systems it would help 
to speed up the learning process and improve its ef-
fectiveness. In addition, the status of the state language 
of Kazakhstan amplifies every year, and the relevance 
of literacy in the preparation of official and business 
documents is rapidly increases.
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