Mage nofpund or type unknown

DNIeKTPOHHasA NoYyTa ABAsSeTCA YA0OHbIM 1 BbICTPbIM CPeACTBOM CBSA3M, MO3BOJISOWMM HE
TONIbKO 06MeHMBaTbCA TEKCTOBbIMM COOBLLEHNSAMK, HO N NepefaBaTb HeobxoanMble
AaHHbIE: LOKYMEHTbI, n306pakeHnsa n gpyrme suabl MHQOPMaLMN. DNEKTPOHHAS
[lenoBas rnepenncka elle He BbiITeCHUNa ByMa)kHoe NMMCbMO. 3aHUMaeT rlaBeHCTByoLWme
no3mumu.

B OTHOLLIEHWN 3TUKETA 3NEKTPOHHOW OEI0BON KOPPECMOHAEHLNM CrpaBea/INBbI Te Xe
HOPMbI 1 NpaBuJia, KOTOPbIE XapaKTepHbl Ansa Nbbix Apyrnx GopM AenoBoro
B3auMogencTeusa, ocobeHHocTun e obycnoBneHbl cnocobom nepenayn NHpopMauumn -
MNCMNO/Ib30BaHMEM MOYTOBLIX MPOrpPaMM 1 CJy>K6, MMEOLLNX TUMOBOWN MHTepdeNiC.

KoMNo3numMoHHble 0COBEHHOCTU 3/IEKTPOHHbIX OE/10BbIX MUCEM MOJHOCTbLIO
COOTBETCTBYIOT OOLLENPUHATLIM HOPMAM Oe/0BON Nepennckn. Kak B TpaaANULMOHHbIX,
TaK W B 3JIEKTPOHHbIX MMUCbMaXx BbIAENSAOTCA TPU KOMMO3ULMOHHbIX 3/IEMEHTA: BBOAHas,
OCHOBHas 1 3aKJlo4YnUTENbHAsA YacTw.

OcobeHHOCTN Takoro nnucbMma

DN1eKTPOHHOE coobLieHne O0JIKHO ObiTb KPAaTKUM, TAKOHUYHbLIM, O4HAKO cneayeTt
MOMHUTb, YTO MO NMUCbMY afpecaT byneT cyanTb He TONbKO 0 aZpecaHune (3To BUINTHAS
KapToyka) HO 1 06 opraHu3auuu, KOTopyto NpeacTaBiseT oTnpaBuTesnb. W ecnn BaXkHoO,
4yTOoObl 3Ta BU3NTHAsS KapTo4Ka BbIrsaena AOCTOWMHO, a AesloBast NO3NLINS
cnocob6cTBOBasla KOMMPOPTHOCTU U MPOAYKTUBHOCTU 0BLEHNS, TO 3HAHNE OCHOBHbIX
npaBu 3TUKETaA U HEYKOCHUTENbHOE ciefoBaHne nM oba3aTenbHO.

MNpaBuia 3/1eKTPOHHOW NMepenunuckn He 3aKkpereHbl KakuMu-nnmbo ctaHgapTamMmum nau
HOPMaTUBHbLIMW aKTaMu, HO onpenensaTCcsa, C 04HOW CTOPOHbLI, O6LLMMU NpaBuIaMm
ohopMsieHNs aenosbix bymar Ha ByMa)kHbIX HOCUTeNAX, a C 4PpYron - npasuiamMm
ceTeBoro obweHuns, BoipaboTaHHbIMKU NOSb30BaTENSAMU ceTU NHTepHET n
HanpaB/IeHHbIMW Ha CO34aHUe Takoro CTunsa paboTel, Korga oavH U3 Nosib3oBaTenen
CeTun co3paeT ApPYyruM nosib3oBaTeNsiM Kak MOXKHO MeHblle HeynobcTB. 9Tu npasuia
npexae Bcero KacawTcsa ohopMsIeHNs NcbMa.

1. Bcerpga cnepyet 3anoJIHATL NoJsie «TeMa» CBOero nucbMa. Ecnu agpecaTty noctynaer
MHOIO NMUCEeM, TO OH CMOXXET Cpa3y BblAENINTb HYXHbl€, OPUEHTUPYACb NO NX TEMAM.
Tema fos>kHa O6bITb ChOPMYIMPOBAHA HECKOJIBKUMM CJI0BaMM U MOJIHOCTbIO OTparkaTb
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CYyTb MNCbMEHHOro obpalleHns. Yem yeTye chopmMyIMpoBaHa TemMa, TeM C 60NbLINM
BHMMaHNEM OTHECEeTCH agpecaT K NUCbMy.

3aHATbIEe N0aun, nonyyasa «becnpeamMmeTHble» CO0bWEHNS, HacTO OTNPABASAIOT UX B
KOP3MHY, HE YuTasa U copTmpys Kak cnam. OTBevas Ha Ybe-inbo NMCbMO, B NOE TEMbI
NMPUHATO BNMCbIBaTb Re: ncxogHas tema. Ecnm npu oTBeTe Ha NMMCbMO TeMa pa3roBopa
MeHSAeTCs, To cneayeT N3MEeHUTb U Ha3BaHue (Temy) nucbMa. lNepenncky no HoBowm Teme
HY>XHO Ha4YMHaTb C HOBOIro NUCbMa. He pekoMeHayeTCca NnogHMMaTb 06Cy>XKaeHne HOBOMN
TeMbl OTBETOM Ha NMCbMa Mo APYruMm TeMam.

2. MNpwn oTBeTe Ha NUCbMO ciieayeT UMTUPOBaTb ero JINbo NoJIHOCTLIO (ecnn obbeMm
TeKCTa HeBenuk), MMbo ocTaBNAA TOJIbKO KJllo4eBble pparMeHThbl, KOTOPbIE OTAENATCS
KakumM-n1mbo cMmMmBoslaMn OT OCHOBHOIO TEKCTA NUCbMa.

MpY NOJIHOM LUTUPOBAHUN NMNCATb TEKCT OTBETA B Havaslie NMNCbMa, a He B KoHLe. Ecnu
oTBeYaTb MO NYHKTaM, UCMOJIb3ys LUTUPOBAHME, OTAENNTb LUTATy NYCThIMU CTPOKAMM
CBEpPXY U CHU3Y 1 UCMNOJIb3yITE NPONUCHbIe BYKBbLI B HaYae npeasioxkeHuin. He cnepgyet
HaYMHaTb OTBET Ha NUCbMO aJipecaTa Kak HoBoe NMNCbMO (6e3 coxpaHeHUst NCTopun
nepenunuckin). Takon oTBeT ByaeT BbiHY»XAAaTb MOJlyYaloLero agpecata TpaTUTb BpeMs Ha
NMOVCKWN NepBOHAaYasIbHOro CoobLLIEeHNS.

3. «Ba)xHOCTb NUCbMax». B cny4vae, Korga NMCbMO COAEPXUT BaXKHYO MW CPOYHYIO
NHMOPMaLMIO, KOTopasa Hy>XXAaeTCcsl B CPOYHOM PACCMOTPEHUN, YKAXKUTE 3TO,
YCTQHOBUTE Ba>XHOCTb «BbICOKasi». DTO MO3BOJINT BblAENNTb Balle NMMCbMO Cpeaun
BXOASLWMX NnuceM. Ho He 3noynoTpebnainTe HanpacHO 3TON PyHKLMER.

4. He cnepyeT nucaTb BECb TEKCT WM PparMeHTbl TEKCTa NPONMUCHbIMU ByKBaMu - 3TO
BOCMNPUHNMAETCA KakK arpeccus n co3gaét HeyapobcTea BawemMy cobecenHUKY.

5. He cnenyeT ynoTpebnsATb C/eHr, cneunajibHble TEPMUHbI NN COKPaLLEHNS.
Ncnonb3oBaHne abbpeBnaTyp B MMCbMe OOMNYCKaeTCsa NWb B TOM CJly4ae, eCsim OHU
obLiensBecTHbl. ECAnM nncbMo ouumanbHoe, ToO OT HMX y4dwe OTKasaTbCs.

6. Onsa npupaHnsa NMCbMy 3MOLIMOHANbHOCTM AOMYCKaeTCs UCMOJIb30BaHNE CMalJINKOB.
OLHaKO MCMNOJIb30BaTb UX CTOUT YMEPEHHO, @ B CTPOro ouLMaibHbIX MUCbMax OT HUX
Nyylle OTKa3aTbCs.

7. He cnepyeT gonyckaTb rpaMMaTUYeCcKux owmnbok, nx Hanm4yme HeBOJIbHO CHUXXKaeT
penyTauuto oTnpaBuTens.



8. O6sa3aTeNbHO UCMNOIb30BaTb MNOAMNCL, KOTOPAA COLEPXKUT HEKOTOPYO MHGPOPMaLMIO O
oTnpaBuTene (A0/KHOCTb, TenedoH, Ha3BaHMEe BalLeN KOMMaHUK, gpyrme cnocobbl
CBA3U U Op.).

9. EC/in NMNCbMO MMEEeT NPUIoXKEHNE B BUAE O0MONHUTENbHbIX (hansioB, TO B TEKCTE
OCHOBHOI0 NMUCbMa csieayeT YyrNoMAaHYTb 06 nX HaNM4YMKM BO BNOXKEHUU. HOpMasbHbIM 1
HaOeXHbIM CHMTaeTCA BbiCblIaTbh 63 npeaynpexxaeHns BAoXXeHmsa obwmm obbemom 4o
2-3 merabanT. Ecnm Bbl XOTUTE BbIC/IaTb BAOXXeHUe BonbLUIEro pasmMepa, yTodyHuTe y
KOppecrnoHaeHTa, NponaeT Nn Takon ana 4yepes ero no4YToBbIN CEPBEP - Y HEKOTOPbIX
JI00en NoyTa MOXXET YNTaTbCA C TenedoHa;

10. CywecTBYyIOT pa3Hble MHEHUSI OTHOCUTEJIbHO TOro, AenaTb JIn 3anpoc O
MOATBEPXOEHUN NONyYEHUA NUCbMa. Jlyylle, KOHEYHO, He AenaTb, T.K. MHOTUX 3TO
pa3fpakaeT, a KTO-TO MOXXeT pacLEeHUTb 3anpoC Kak COMHEHME B ero OTBETCTBEHHOCTW.
OOHaKo NpaKTMKa MOoKa3blBaeT, YTO NoYToBble CNYX6bl MHOrAa MoryT paboTaTb He
COBCEM KOPPEKTHO, @ OTNPaBUTESIO HY>KHa YBEPEHHOCTb, YTO Ba)XHOE NMNCbMO MOJIY4EHO
agpecaToM. B cBSA3M € 3TUM MHOr4a 3TO NPaBUIO HapyLlaeTCs B CUAY NPaKTUYEeCKNX
coobparkeHun.

Electronic correspondence: style features

E-mail is a convenient and fast means of communication that allows you not only to
exchange text messages, but also to transfer the necessary data: documents, images
and other types of information. Electronic business correspondence has not yet replaced
paper writing. Occupies a dominant position.

With regard to the etiquette of electronic business correspondence, the same rules and
regulations that are characteristic of any other forms of business interaction are valid, but
the features are determined by the method of transmitting information - the use of mail
programs and services that have a standard interface.

Compositional features of electronic business letters fully comply with the generally
accepted norms of business correspondence. In both traditional and electronic emails,
there are three compositional elements: the introduction, the main part, and the final
part.

Features of such a letter

An e-mail message should be short and concise, but it should be remembered that the
recipient will judge not only the addressee (this is a business card), but also the



organization that the sender represents. And if it is important that this business card
looks decent, and the business position contributes to the comfort and productivity of
communication, then knowledge of the basic rules of etiquette and strict adherence to
them is mandatory.

The rules of electronic correspondence are not fixed by any standards or regulations, but
are determined, on the one hand, by the general rules for processing business papers on
paper, and on the other-by the rules of network communication developed by Internet
users and aimed at creating such a style of work when one of the Network users creates
as little inconvenience as possible for other users. These rules primarily relate to the
design of the letter.

1. Always fill in the "subject" field of your email. If the recipient receives a lot of emails,
he will be able to immediately select the necessary ones, focusing on their topics. The
topic should be formulated in a few words and fully reflect the essence of the written
appeal. The more clearly the topic is formulated, the more attention the recipient will pay
to the letter.

Busy people who receive "pointless" messages often send them to the trash without
reading them and sort them as spam. When responding to someone's email, it is
customary to enter Re: original subject in the subject field. If the subject of the
conversation changes when replying to an email, then you should also change the title
(subject) of the email. Correspondence on a new topic should start with a new letter. It is
not recommended to raise the discussion of a new topic by answering emails on other
topics.

2. When responding to a letter, you should either quote it in full (if the text is small), or
leave only the key fragments that are separated by some characters from the main text
of the letter.

When fully quoting, write the response text at the beginning of the letter, not at the end.
If you answer items by using citation, separate the quote with empty lines at the top and
bottom, and use uppercase letters at the beginning of sentences. You should not start the
response to the recipient's email as a new email (without saving the conversation
history). Such a response will force the receiving recipient to spend time searching for the
original message.

3. "The importance of the letter". If the message contains important or urgent information
that needs urgent consideration, specify it, set the importance to "high". This will make
your email stand out among the incoming emails. But don't overuse this feature



unnecessarily.

4. Do not write the entire text or fragments of the text in capital letters - this is perceived
as aggression and creates inconvenience to your interlocutor.

5. Do not use slang, special terms or abbreviations. The use of abbreviations in the letter
is allowed only if they are well-known. If the letter is official, then it is better to refuse
them.

6.Emoticons may be used to make the message emotional. However, they should be used
in moderation, and in strictly official letters it is better to refuse them.

7. Do not make grammatical errors, their presence unwittingly reduces the reputation of
the sender.

8. Be sure to use a signature that contains some information about the sender (position,
phone number, name of your company, other communication methods, etc.).

9. If the letter has an attachment in the form of additional files, then in the text of the
main letter you should mention their presence in the attachment. It is considered normal
and reliable to send attachments with a total volume of up to 2-3 megabytes without
warning. If you want to send a larger attachment, check with the correspondent whether
such a file will pass through his mail server - some people may read mail from their
phone;

10. There are different opinions about whether to make a request for confirmation of
receipt of the letter. It is better, of course, not to do it, because many people are
annoyed, and someone may regard the request as a doubt about his responsibility.
However, practice shows that postal services can sometimes not work quite correctly,
and the sender needs to be sure that an important letter has been received by the
addressee. In this regard, sometimes this rule is violated for practical reasons.



