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Features of formal and informal communication in English
language

Abstract. This article discusses the real problem of using formal and informal communication
styles in English. We use the official language when we talk to people we don’t know well
or don’t know personally. This is the style of academic writing. The official language is
characterized by more complex sentence structures, the rare use of personal pronouns, and
the absence of colloquial and slang terms. An informal letter consists of short sentences and is
used in more personal communication, for example, when writing a letter to friends or family.
Informal language is more casual and spontaneous; there are no specific rules for it. Therefore,
it is important to know the main differences in the use of these two communication styles, in
which situation they can be applied. The authors” attention is paid to the main characteristics
and specifics of the registers. Some typical examples of the misuse of styles are presented and
possible options for improving the style of speech are proposed, since non-compliance with
these rules can have a negative impact on communication, both oral and written. In return,
knowledge of the features will help to maintain work in the same style, taking into account all
lexicographic techniques and features.
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Introduction

One of the priority directions in higher educational institutions today involves increasing
the capacity in research activities both among the scientific and pedagogical staff and the student
body. This position is enshrined in local regulations, as well as in state educational standards.
Increasing the number of publications of articles and research results in Kazakhstan and foreign
publications indexed in the Web of Science and Scopus database, participation in conferences,
grants, joint projects with foreign researchers, allows you to complete the tasks, as well as take
leading positions and demonstrate high ratings among Kazakhstan and foreign universities.
However, in order for the work to be published in such authoritative publications, it is necessary
to take into account the specifics of the design of materials and clearly understand the functional
style of communication of the scientific community and, of course, present the material in
English. The English language has many forms that can be adjusted to suit a wide range of
circumstances, making it extremely flexible. The two most common forms of English language
are formal and informal. Effective communication requires an understanding of the differences
between these two modes. While formal and informal communications appear to exist in
separate realms, they are not mutually exclusive; rather, they frequently overlap, resulting in
a rich tapestry of information flow. Informal communication, for example, bridges gaps and
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improves collaboration among colleagues, regardless of their hierarchical position. During coffee
breaks, employees may discuss ideas, feedback, or personal experiences that may subsequently
affect formal decision-making procedures. This interplay of formal and informal communication
demonstrates the complex dynamics of human contact, in which organized, rule-based systems
coexist with spontaneous, relationship-driven exchanges. Grasp the nuances of human
connection requires a grasp of the differences between formal and informal communication. In
professional situations, formal communication gives structure, accountability, and adherence
to established norms, whereas informal communication fosters personal relationships, shared
experiences, and emotional bonds in our daily lives. These two modalities of communication are
not diametrically opposed; rather, they are intertwined aspects of how we traverse our social,
personal, and professional environments. Recognizing their importance allows us to traverse the
complex world of human connection with better efficacy and sensitivity. In this post, we’ll look
at the main distinctions between formal and informal English language, how they’re used, and
when each is suitable.

Literature review

Communication is the basis of human contacts, influencing how we convey information, ideas
and emotions. It takes many forms and styles, with formal and informal communication being the
most popular. By understanding the nuances of both formal and informal communication, we can
gain valuable insights into how these modes shape our interactions, decisions, and relationships.
The literature review discussed in this paper emphasizes the distinguishing characteristics of
formal and informal communication, as well as the functions they play in diverse circumstances.
In professional situations, formal communication gives structure, accountability, and adherence
to established protocols, whereas informal communication develops personal relationships,
shared experiences, and emotional bonds in our daily lives. The interaction between these two
modalities highlights the complex dynamics of human connection, in which organized, rule-
based systems coexist with spontaneous, relationship-driven exchanges. These literary ideas
give a solid basis for understanding and managing the complexity of communication in a variety
of circumstances.

Researchers such as Gudykunst and Kim (1987) [1] have highlighted the importance of
respect and professionalism in formal communication, emphasizing the usage of honorifics
and formal titles. Formal communication in commercial and legal situations frequently relies
on written documentation. Alred et al. (2006) [2] research emphasizes the need of precise and
legally enforceable language in formal written communication.

According to Knapp and Daly (2011) [3], informal communication is critical in developing
and maintaining interpersonal connections. Informal interactions frequently allow the sharing of
personal experiences and feelings, so strengthening bonds. Researchers such as Crystal (2001) [4]
have investigated the impact of casual language use in text messages, emails, and social media
since the introduction of digital communication. These platforms have spawned new types of
casual conversation.

Materials and methods

Let’s look throw the main characteristics of formal and informal styles, because depending
on the situation, it is critical to create a balance between formal and informal language. Overly
formal language in an informal atmosphere can appear stiff, whereas informal language in a
formal setting can appear unprofessional.

Informal style, functioning in oral and written communication, is characterized by friendliness
and freedom of expression. For relaxed social contacts such as texting, casual talks, and writing to
friends and family, informal language is appropriate. The vocabulary characteristic of this style
is very simple and free; it is emotionally colored and characterized by a variety of connotations
[5, p. 4]. Informal English is more casual and conversational and is sometimes referred to as
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colloquial or daily language. It is employed in casual settings and in daily interactions between
friends and relatives. The following are some essential elements of casual English:

1) The vocabulary used in informal English is more basic and commonplace; it may also
contain slang, contractions, and casual idioms. For instance, use “I can’t” rather than “I cannot.”

2) Grammar: Sentence structures are frequently shorter and more casual. In informal
speech, sentence fragments and laxer grammar rules are permitted.

3) Pronouns: In informal speech, first names or common pronouns like “you” and “your”
are used in place of titles. First names are frequently used to address friends and acquaintances.

4) Politeness: While politeness remains important in informal language, it is less formal and
frequently communicated in a more relaxed manner. Phrases such as “thank you” or “please”
are used; however they may be more casual.

5) Tone: In casual English, the tone is friendly and easygoing. It is commonly used when
interacting with friends and relatives, as well as in casual written communication such as text
messages and emails to close friends.

Here are some detailed examples:

¢ personal pronouns and active voices are used (for example, “I consider”, “I believe”;
short simple words and sentences;
abbreviated forms of phrases (for example, “won’t, can’t”);
many abbreviations (e.g. “Lab, net, comp”);

a variety of phrasal verbs;

words that express mutual understanding;

subjective style expressing opinions and feelings;

colloquial words and expressions (peculiar only in colloquial speech, not in written text
(for example, “wanna” = “want to”) [6, p. 189].

Formal English, also known as Standard English, is the language that is commonly used
in academic, professional and government situations. It strictly follows grammar and syntactic
norms, and its vocabulary is frequently more extensive and accurate. Formal style is present in all
kinds of business negotiations, official meetings, conferences, scientific research, presentations,
and is also widely used in working with documentation. Documents of various kinds are created
using elements of formal communication, which is an integral feature of the official business
style. The so-called “cold”, official-business style reflects the most significant aspects of the
transmitted information without any frills, is factual [7, p. 21].

The main characteristics of the formal style include:

1) Grammar: The sentence structure is more complex, and the sentence length is larger.
Passive voice may be used more frequently, and precise grammar, punctuation and tenses are
stressed.

2) Pronouns: In formal language, whole titles, such as “Mr. Smith” or “Dr. Johnson,” are
generally preferred over first names or informal pronouns like “you” and “your.”

3) Formal English is distinguished by a high level of civility and respect. “Please,” “thank
you,” and “may I” are popular phrases.

4) Formal English has a serious, courteous, and distant tone. It is employed in formal
correspondence, academic writing, legal papers, and official communications.

5) The use of impersonal pronouns and the passive voice (We found out; anyone; A careful
account is given to ...);

6) the use of common and compound sentences;

7) Generally accepted abbreviations (i.e., etc., et al.);

8) Vocabulary with appropriate terminology: polite words, formulas and cliches, such as
“Sincerely yours”, “Dear Sir/Madam”; facts and references to support the argument; avoiding
vague expressions and slang words, etc. (“about” does not mean “approximately”, “ask for”
does not mean “purchase”).

As noted above, phrasal verbs are not peculiar to the formal style and it is preferable to
use more formal equivalents: This will cut down (better, reduce/decrease) the amount required
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and therefore the cost of treatment. Dieters often feel that they should totally get rid of (better,
eliminate) high-fat and high-sugar foods. The court thinks it just and equitable to give back
(better, return) the property. A primary education system was set up (better, established or
introduced) throughout Ireland as early as 1831. As you can see, the vocabulary characteristic of
the formal style is somewhat longer than the informal one and has a French or Latin origin. While
the equivalents belonging to the informal style have Anglo-Saxon roots. For example, depart is a
word of French/Latin origin, but go is Anglo-Saxon. For those who do not live in English-speaking
countries, it is difficult to determine the difference between formal and informal vocabulary, so
summary tables of such lexical units have been created for the convenience of authors of articles,

research papers and written works in general that present information in English.

Let’s review some examples of formal and informal communication:

Verbs
FORMAL INFORMAL
obtain get
opportunity chance
require need
responsible in charge of
initially at the beginning
discover find out
repair fix
receive get
provide give
permit let
establish set up
apologize say sorry
inform tell
demonstrate show
cause bring out
Nouns
FORMAL INFORMAL
employer boss
opportunity chance
occupation job
location place
senior people old people
assistance help
funds money
manner way
colleague workmate
Conjunctions
FORMAL INFORMAL
regarding about
as well as and
as a result because
while but
additionally also
however but
in case if
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therefore SO
since because
concerning about
instead or
moreover what’s more

Results and methods

The syntax of scientific papers is characterized by the use of complete [8, p. 120], common
and compound sentences, which allows the author to more accurately reflect the cause-and-effect
relationships of the phenomenon described by him. Also, the syntax of this style is characterized
by the use of bookish syntactic constructions (Deforestation is probably even harder to change =
It is even harder to change the situation when forests begin to disappear), the use of constructions
built according to the type of Noun + Noun (the sea level; the time and space relativity theory;
the World peace conference; the greenhouse effect), the widespread use of scientific words and
various kinds of terms [9, p. 16]. Let’s consider a few sentences that were used by non-native
speakers and when editing articles were corrected to a more correct, close to authentic, version:

* (Original) For teaching, professors are hired. (After correction) Professors are hired for
teaching. (incorrect word order);

* (Original) After the implementation of this calculation procedure we can obtain XYZ.
(After correction) After this calculation we obtain XYZ. (superfluous words);

¢ (Original) We took the decision to cross reference the data. (After correction) We decided
to cross reference the data. (colloquial phrase).

® (Original) This article is the result of a study aimed at adapting a Russian-language
version of the Three Little Pigs. (After correction) This article describes the creation of a Russian-
language version of the Three Little Pigs. (superfluous words);

* (Original) In the framework of our study, we focus our attention on the object. (After
correction) Our study focuses on the object. (superfluous words).

Conclusion

In general, we can say that this topic of the article is of scientific relevance and importance
for linguistics. Along with changes in the language there are changes in its various departments,
in particular, in its stylistics. A person in modern society should have knowledge in the field
of stylistics in order to build communication with representatives of different social groups
without difficulties and conflicts. In addition, the strengthening of international relations and
the strengthening of the status of English as the language of international communication
obliges a student to freely express his thoughts both orally and in writing, depending on the
situation. Throughout this research, we’ve looked at how these two kinds of communication
interact and coexist. Instead than being mutually exclusive, they frequently interconnect to
form a dynamic web of information flow. Informal communication has the potential to bridge
gaps in formal contexts, improve collaboration, and influence decision-making processes.

Summing up, it should be noted the cardinal difference between formal and informal styles
in English from each other. The main distinguishing characteristics include grammar, the use of
active and passive voices, vocabulary, phrasal verbs, slang expressions and abbreviated forms.
Especially if we are talking about writing any academic text in English, knowledge of the features
of registers will help to withstand work in the same style, taking into account all lexicographic
techniques and features. The characteristics of formal and informal communication serve unique
functions in various social and professional contexts. Formal communication is distinguished by
its controlled, professional tone, as well as a focus on respect and documentation. It is required in
formal and professional contexts such as corporate correspondence, academic communication,
and legal concerns. Informal communication, on the other hand, is easygoing, casual, and
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adaptable, encouraging personal relationships and emotional expression. It is typically used in
casual conversations, such as those with friends, family, and intimate acquaintances.

Knowing when to use these various communication styles is critical for effective and
appropriate relationships. Using the characteristics of each mode of communication can
assist express messages accurately, retain professionalism when appropriate, and create true
relationships in more casual contexts. The ability to switch between formal and informal
communication styles demonstrates one’s adaptability and proficiency in navigating diverse
social and professional environments.
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A.O. AxtypcyHnosa, I.'T. AyGakuposa
Kasmymuwinyodazvr Kapazardor yrusepcumemi, Kapazanodv, Kasaxcmarn

ArpLAIIBIH TidiHAeTi pecMu JKoHe OelipecMu
KapbIM-KaTbIHACTBIH epeKIlneaikTepi

Angarna. Makadajga arplAIIBIH TidiHAe pecMm >KeHe OelipecMM KapbIM-KaThbIHAC CTUAbAEpPiH
KOJAJAHYABIH ©3€KTi Moaceaeci KapacThlpbliagbl. bi3 >kakcel OiaMeNTiH HeMece >KeKe TaHBIC eMec
ajaMJapMeH celileckeHAe pecMH Tiadl KoadaHambld. bya akageMmsaablK >kasy ctuai. PecMu Tia Kypaeai
coiiieM KYPBLABIMJAApBIMEH, >KeKe eciMAIKTep4i cUpeK KOoJAJaHyMeH >KoHe aybl3eKi >KoHe >KaproH
TepMUHAepiHiH 0oaMaybIMeH cuIlaTTadaabl. beifpecMu >kasy KpICKa ceiideMaepaeH Typaabl >KoHe
AOCTapbIHBI3Fa HeMece OTOachIHBI3Fa XaT JKa3y CHUAKTHI JKeKe KapbIM-KaThlHacTa Ko4JaHblaaAbl. beripecmn
TiA HEFypABIM €pKiH >KoHe CTUXUAALL, OA YIIiH apHalibl epexkesep KOK. COHABIKTaH KapbIM-KaThIHACTDIH
OCBI €Ki CTMAbAIH Herisri aliblpMallbIABIKTapbhIH, OJapAbl KaHAall Kargalija KoaAdaHyFa 004aTbIHABIFBIH
0iay MaHBI3ABL. ABTOpAapAblH Hasaphl TididiMaepAiH Herisri cumarramMadapbl MeH epekIllediKrepiHe
ayaapolaagsl. CTuapaepai Aypric naigasanOayAblH KelOip TUIITIK MbIcadjaphl KeATipiaTreH skoHe ceiaey
MoHepiH >KaKCapTyAblH MYMKIH HYCKaJapbl YCBIHBIAFaH, OMTKeHI Oya epeskeaepai cakTamay aybI3Ila
KoHe >KasDallla KapbIM-KaThIHACKa Tepic acep eTyi MyMKiH. O3 Ke3eriHae, Oy alipIpMaIIbLABIKTapAbl Oiay
GapAbIK AeKCUKOTpaIIABIK, 94icTep MeH epeKIeAiKTepAi ecKepe OTHIPBII, SKYMBICTLI OipbIHFall CTUAbAE
cakTayra KOMeKTeceai.

Tyitin cesaep: pecMm cTmAb, OelipecMM CTHAb, aKageMUAABIK >Kady, KapbIM-KaTbIHAC, Tid,
AVIHTBUCTHUKA, epeKIlelikrep.

A.O. Axtypcynosa, I.T. Aybaknposa
Kapazanounciuii ynusepcumem Kasnompedcorosa, Kapazarda, Kasaxcman

Ocob6ennocTy pOpMaabHOIO ¥ He(pOpPMaAbHOTO OOIEeHMsI
Ha aHTAMIICKOM sI3bIKe

AmHOoTammsi. B JaHHON craThe paccMaTpHUBAeTCsl akKTyadbHas IIpoDJeMa  MCIIOAb30BaHIS
¢dopmaapHOTO U HePOPMaABHOTO CTUAET OOIIEHNS B AHTAUIICKOM sA3bIKe. MBI MCII0Ab3yeM OpUIaAbHBIN
SI3BIK, KOTJa pas3roBapMBaeM C AIOAbMM, KOTOPBIX MBI I110XO 3HaeM MAM He 3HaKOMBI ANYIHO. DTO CTUAD
akaJemMmnaeckoro mmcbMa. OQUIMaAbHBIN SI3BIK XapaKTepusyercs 0oJee CAOXKHBIMU CTPYKTypaMm
NpeAAOKeHN I, PeAKUM MCIIOAb30BaHMEM AWYHBIX MECTOMMEHMII ¥ OTCYTCTBUEM pas3rOBOPHBIX W
>KaproHHeIX TepMuHoB. HepopMmaapHOe MICBMO COCTOUT U3 KOPOTKUX ITPeAAOKEHNII 1 UCIIOAb3YETCs B
0oaee AVYHOM OOIIEHNM, HAIIPUMEP, IIPU HAIIMCAHUM IIVICbMa APY3bsaM mau cembe. HepopMaabHbIN S3BIK
0o4ee HEIPUHY>KAEHHBII U CIIOHTAHHBIL; A5 HEIO HeT OCOOBIX ITpaBua. [109ToMy Ba>KHO 3HaTh OCHOBHBIE
Pa3ANINs B MICIIOAB30BaHUU DTUX ABYX CTUAEI OOIIeHNs, B KaKO CUTYaLMV OHU MOTYT OBITh IIPYMEHEHBI.
BHuManMe aBTOpOB OOpallleHO Ha OCHOBHBIE XapaKTepUCTUKU U crenuduky peectpos. IlpeacraBaeHsr
HEKOTOpPBIe TUIINYHBIE IIPUMEPHl HEIPAaBUABHOIO MCIIOAB3OBAHM CTUAEN U IpPeAA0XKEeHbI BO3MOKHbIE
BapUaHTHl YAYYIIEHNS CTUAS pedr, IIOCKOAbKY HeCOOAIOAeHNe DTUX IIPaBUA MOXKET OKa3aTh HeIaTUBHOE
BAVSIHUE Ha OOlleHue KaK YCTHOe, TaK M IJCbMeHHOe. B cBoIO ouepeab, 3HaHME OCOOEHHOCTEN IIOMOXKET
roAJep>xusarb paboTy B €AMHOM CTuAe, IIPMHMMas BO BHIMMaHNE BCe AeKCUKOorpaduyeckiie IpyeMbl 1
0CODEHHOCT.

Karouesbie caoBa: QopMaabHBINL CTIAb, HePOPMAABHBIN CTHAb, aKajeMHUIeCKOe IINChMO,
KOMMYHMKAIIVs, SI3bIK, AVHIBUCTHKA, OCOOEHHOCTIL.
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