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JuiekTpoHHas noura (E-mail — cokpa-
meHue ot electronic mail) sBisieTcs yno6-
HBIM U OBICTPBIM CPEJICTBOM CBSI3H, MO3BO-
JSIOIUM HE TOJIbKO OOMEHUBAThCS TEKCTO-
BBIMU COOOIIIEHUSMH, HO U OCYIIIECTBIISATh
MEPECHUIKY TOKYMEHTOB, N300paKeHUN U
IpYTUX BUAOB HH(GOPMAIUU. DIIEKTPOHHAS
JIeJI0Basi IEPENUCKa e1lle HEe BHITECHUIIA U3
JOKYMEHT0000poTa OyMakHOE MTUCHEMO, OfI-
HAKO KaK CpeICTBO ONEPATUBHOIO PEIICHUS
1eJI0ro psija 3a/1ay (mpeaBapuTeNbHbIe J10-
TOBOPEHHOCTH, 03HAKOMUTENIbHBIE 3a7a4H,
TEXHUYECKOE COTJIaCOBAHUE, IPEIOKEHNE
YCIIYT U T. 1.) 3aHUMAET [NIaBEHCTBYIOIINE
MO3ULUY.

B oTHOLIEHUYN 3THKETA SJIEKTPOHHOM Je-
JIOBOW KOPPECTIOHACHIINH CTIPABE/JIMBBI TE
K€ HOPMBI U TIpaBHJIa, KOTOPBIE XapaKTep-
HBI JUIs1 JIFOOBIX JpYrux (hOpM J€I0BOIr0
B3aUMOJICHCTBHUSI, 0COOEHHOCTH K€ 00Y-
CJIOBJIEHBI CITOCOOOM Tepeaaun nHpopma-
LIUU — UCTIOJIB30-
BaHHEM TIOYTO-
BBIX MIPOTPaMM U
CITyX0, IMEIONNX &
TUIOBOM UHTEP-
detic.

JlemoBoe o0IIeHNE IO AIIEKTPOHHON MOYTE
SBIISICTCSI HEOTHEMJIEMOH YaCThIO JKU3HH JIFO-
00ro COBPEMEHHOTO U€JIOBEKA: MbI MUIIEM
KOJIJIeraM 1o pabote, pyKOBOJCTBY, KIHEH-
TaM, JEJIOBBIM MapT-
HEepaM, JIIIsIM, KOTO-
pble C HaMU 3HAKOMBI, |
W TeM, KTO HAC eIe |
HE 3HAeT.

Yo coboii mpen-
CTaBJISIET JIeJI0Bast
ATUKA B DJIECKTPOHHOU
NepenucKe, HaCKOIb-
KO OHa HY)XHa JJIs
YCTICTITHOTO BEACHHUS i
ousneca? -

Kaxxpoe nucbMo — 9T0 Halla BU3UTHAs Kap-
TOYKa M OTpakeHUe J1eJ0BoM no3unuu. M ec-
J¥ T Hac BaXKHO, YTOOBI 3Ta BU3UTHAS Kap-
TOYKa BBITIISAZICNIA TOCTOMHO, a JIEJIOBasl MO3H-
sl crocoOcTBOBajia KOM(GOPTHOCTH U TPO-
JTYKTUBHOCTH OOIIEHUS, TOTIa 3HAHUE OCHOB-
HBIX TPAaBHJI XOPOIIETO TOHA W CJICIOBAHHE
UM B €KEIHEBHOM IEPENUCKE — BaKHEHIIEE
yCIIOBHE yCIIeXa.




ITH NPpaBWJIa MpesKIe BCero KacawTcs
o(popMIIeHUA M CHbMA

1. Bcerna cienyer 3anoyHATh MOJe
«reMay (subject) cBoero nucema. Eciu Ba-
1ieMy ajipecaTy nocTymnaeT MHOTO MHCEM, TO
OH CMOJKET Cpa3y BBIICTUTH HYXHbBIE, OPH-
EHTHPYSICh 10 uX TemaM. Kak mpaBuio, Tema
JIOJDKHA OBITH C(HOPMYIIMPOBaHA HECKOJIBKU-
MU CJIOBaMU U MOJHOCTBIO OTPAXATh CYTh
nuchbMeHHOTro oOpamenus. Yem yerde cop-
MYJIMpPOBaHa TeMa, TeM C OOJIbIIUM BHUMA-
HUEM OTHeceTcCs ajpecar K nuceMy. bonee
TOT0, 3aHATHIC JIFO/IU, TIOTy4ast
«OecripeIMETHBIE» COOOIICHHUS, 9aCTO OT-
MIPABJIAIOT UX B KOP3UHY, HE YUTAs U COPTH-
pys kak cnam. OTBedast Ha Ybe-TM00 MUCh-
MO, B I10JI€ TEMBI IPUHSTO BIUCHIBATh Re:
UCXOJHAasl_TeMma.

Ecnu mpu oTBeTe Ha MUCHMO T€Ma pa3roBopa
MEHSEeTCs, TO
CIIEyeT U3Me-
HUTH ¥ Ha3BaHUE
(Temy) ncbMa.
[Tepenucky no
| HOBOY TE€ME HYX-
| HO HAYMHATH C
HOBOT'O NHCHMaA.
He pexomenny-

€TCsl MOAHUMATh 00CYXIEHUE HOBOW TEMBI

OTBETOM Ha MKChMa 0 JPYTUM TEMaM.

2. IIpu oTBeTE HA MUCHMO CIEAYET IUTUPOBATH
€ro 100 MOJTHOCTHIO (eciu 00BeM TeKCTa
HEBEIINK), TUOO OCTABIISS TOJNBKO KITFOUEBbIC
(3HauuMbIe) (PparMeHThI, KOTOPBIC OTACIIS-
IOTCS] KAKUM-JTHOO0 CHMBOJIAaMH OT OCHOBHOTO
TEKCTa MUChMa.

[Tpu MOTHOM IIUTHPOBAHHUH MUIITUTE TEKCT

OTBETa Hauaje MMHMChMa, a HE B KOHIIE.

. «BaxxHOCTPH MHUCh-

Ecau BeI 0OTBEUaeTe o MmyHKTaM, UCTIOIb3Ys
LUTUPOBAHUE, OTACIUTE LIUTATY MIYCTHIMU
CTPOKaMU CBEpXY U CHU3Y U UCIOJIb3yHUTE
MIPOIKCHBIE OYKBBI B HAYaJIe PEIOKECHHIA.
He cnenpyer HaumHaTh OTBET Ha MUCHMO aJipe-
caTa Kak HOBO€ MUChbMO (6€3 coXpaHeHus Uc-
TOPUH Tepenucku). Takoil OTBET OyJET BbIHY-
KJIaTh MOJIYYaIOIEero ajpecara TPaTUuTh Bpe-
Ms Ha MTOMCKH Tep-
BOHAYaJIHHOTO CO-
oO0IIeHusI.

Ma ». B ciryuae,
KOT'/Ia TUCBMO CO-
JEPIKUT BAKHYIO
WJIH CPOYHYIO UH-
(dhopmarnto, KOTo-
past HyX/aercs B
CPOYHOM PACCMOTPEHUH, YKAXKHUTE 3TO, yCTa-
HOBUTE B&XKHOCTh «BBICOKAS». ITO MO3BOJIUT
BBIJICJIATH Ballle IIMCEMO CPEIH BXOISIINX
nuceM. Ho He 3noynorpebusiiTe HarpacHo
9TOM QyHKIIUECH.

. He cnenyer nucath Bech TEKCT UM (pparMeH-

ThI TEKCTa MPOMUCHBIMU OYKBaMH - 3TO BOC-
MPUHUMAETCS KaK arpeccus U Co31aéT He-
yno0OcTBa BalieMy cOOECeTHUKY.

. He cnienyer ynotpeGasTh ciieHr, cnenuaib-

HBIE TEPMUHBI WU COKpaleHus. Mcnons3o-
BaHHE COKpaleHui (a00peBuaryp) B muchbme
I[OHYCKaCTCSI JINIIIb B TOM cnyqae, €CJIM OHAU
obmensBectHbl. Ecnu muceMo oduimaibHoe,
TO OT HUX J'Iy‘-II_He 0OTKa3aTbCA.

o I[J'IH InpuaaHua IMCbMY SMOIMOHAJIBHOCTHU

AO0IMYCKACTCA UCITOJIB30BAHUC CMAaMIuKOB.
O,Z[HaKO HCIIOJIb30BaTh UX CTOUT YMCPCHHO, a4
B CTpOTO O(bI/ILII/IaJIBHLIX NMUCbMax OT HUX JIY4-
1€ OTKAa3aTbCA.

7. Cnenyet crapaTbCsl HE JJONTYCKaTh Ipam-

MAaTHU4YCCKUX OI_I_II/I6OK, X HAJIN4YUEC HEC-
BOJIbHO CHMXKACT pCIyTalluiO OTIIpaBu-
TCIIA.

. O0s13aTeBHO UCTIONB3YHTE TOIHCH,

COJICPIKaIIYI0 HEKOTOPYIO HH(pOpMa-
IIUIO O Bac (JOJKHOCTH, TenedoH, Ha-
3BaHUE Ballleii KOMIIAHWUH, IPYTHE CIIO-
cOOBI CBS3M U JIp.).

. Ecnmu nuceMo nmeer IMPHUIIOKCHHUC B BU-

JIe TOTIOJTHUTEIILHBIX (haiIoB, TO B TEK-
CT€ OCHOBHOI'O NMHChMa CIIEYET YIOMS-
HYTh 00 X HATWIHH BO BIIOKCHHH.
HopmanbHbIM (M HaJIe:KHBIM) CUUTACTCS
BBICBUIATH 0€3 MPEeayNpesKIeHUs BIIO-
KEeHUS 00ImuM 00beMoM 110 2—3 mera-
OaiiT. Ecniu BBI XOTUTE BBICIIATD BIIOXKE-
HUe O0JbIIero pa3Mepa, yTOUHUTE Y
KOPPECIIOHICHTA, TPOUIET JIN TAKON
(aiin yepe3 ero NOYTOBBIN cepBep — Yy
HEKOTOPBIX JIFO/IeH TOUTa MOXKET YH-
TaThCs C TenedoHa;

10. CymiecTBYIOT pa3Hble MHEHHUS OTHOCH-

TENBHO TOTO, JINAaTh JIH 3aIPOC O TO/I-
TBEPKJICHUH MOJTy4eHUs nuchbma. JIyd-
1e, KOHEYHO, HEe JeJaTh, T. K. MHOTHX
3TO pa3paXkaecT, a KTO-TO MOXKET paciie-
HUTb 3aMPOC KaK COMHEHHE B €T0 OT-
BeTCTBEeHHOCTH. OTHAKO MPAKTHKA TI0-
Ka3bIBACT, YTO IIOYTOBLIC CJ'IY)KGBI HHO-
rJia MOTyT paboTaTh HE COBCEM KOP-
PEKTHO, a OTIIPABHUTEIIO HY)KHA YBEPCH-
HOCTb, YTO BOKHOE MUCHMO MOJYICHO
anpecarom. [loaTomy MHOT/I@ 3TO TIpa-
BUJIO HAPYIIAETCS B CHIIY MPaKTHYe-
CKHX COOOpakeHHUH.



