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. JIyboBoe, benropoackas o61acTh
PEKOMEHIALUHA 11O O®POPMJIEHUIO 3JIEKTPOHHBIX IMCEM

AHHOmal(ll}l.' 6 cmambve npe@cmaeﬂeﬂbl OCHOBHblE npaesuid upeKOMeHOaL;uu no

ogopmaenuro u omnpaske 31eKMpPOHHBIX NUCEM NPU 0080l NepenucKe.

Knrwueesvie cnosa: JJIEKNIPOHHAs nouma, e-mail, JJIEKNIPOHHOE NUCBMO, IJ1EK-

MPOHHBIU aopec, 0e/108as NePeniucKd, 0e1060U IMUKEM.

[IpeacTaBuTh COBpEMEHHBII MUP 0€3 JIEKTPOHHOM MOYTHI YK€ HEBO3MOXKHO. AJI-
pEecC IEKTPOHHOM MOYTHI CTAJl JAJI1 COBPEMEHHOTO OOIIEHHUS CTOJIb K€ 00513aTENbHbIM,
KaK JTJOMaIIHUM aapec 1 Homep Tenedona. ctopus 31eKTpPOHHOM MOYThI, KOTOPYIO MBI
aKTUBHO MCIIOJIb3yeM CerojHs, Hayanach B 1971 roay, korna nporpaMMUCT 110 UMEHH
P11 ToMIIMHCOH co31a11 porpamMmy, MO3BOJISIOLIYI0 OTHPABIATH MOCJIAHUS Ha yaa-
JICHHBIN KOMITBIOTEP 10 mpoTokory CypNet. [ToxyuenHbie TakuM 00pa3zomM cooOIIeHuUs
coxpaHsutich B (aiine « I louToBBIM SIIHUK.

B Tedenue roga Ha 3J€KTPOHHBIE MOYTHl OpraHU3alyid OTIPABISAETCS 10CTAaTOY-
HOE KOJIMYECTBO AJIEKTPOHHBIX MHCEM. B TaHHBIX MUChMax cojJiep>KaTcsi OOpalleHust K
PYKOBOJHTEIISIM, KOJIJIEraM WU JEJIOBBIM MAapTHEPaM. B 31eKTPOHHBIX JAEJIOBBIX TUCH-
Max MbI IPEIOCTaBIsIEM KaKy0-Tu00 MH(POPMALIUIO WU, HA000POT, 3aNpaliiBaeM UH-
TEPECYIOIINE HAC CBEIACHHUS.

[ToueMy ke BO3ZHHKAEeT HEOOXOIMMOCTh COCTABIIATH MIPABUIIA STUKETA JIEKTPOH-
HOU ouTkI? /{7151 yero ux He0OX0UMO BOOOIIE MPUMEHSTh TPU HAITMCAHUU DJIEKTPOH-

HBIX nuceM? OTBeT HpOCTOﬁ u O‘—IGBI/II[HBIﬁ — II0JIB30BATLCA ITPpaBHIIAMH HAIIMCAHMA
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AIIEKTPOHHBIX MTUCEM, TPOCTO HEOOX0AUMO 111 3PHEKTUBHOTO OOIIEHUS U B3aUMOIIO-
HUMAaHUS C KOJUIETAMHU.

[IpaBunbHO odopMiIeHHas HHPOPMAIUS MTOCIY>KUT 3aJI0TOM TOTO, YTO Bac MOW-
MYT U ONIEPATUBHO MPETOCTABAT HEOOXOAUMYIO HH(POPMALIHIO.

Wrak, pekoMeHanuu uist opopmMIeHHS TUCEM.

[Tpu opopmiieHNH INEKTPOHHOTO MUCHhMa B 0053aTEIHLHOM MOPSIIKE 3aMOJIHANTE
BCE TOJIA.

1. Axpec v UMsl OTIIPABUTETIS.

2. Anpec nomyyaTens.

3. Tema nucbma.

4. ITpunoxxeHue.

[TuceMO TOJIKHO COCTOSITH M3 OCHOBHOT'O TEKCTA, 3aKJIFOUEHUS U MOAMHCH.

Anpec 1 ©Ms OTTIPABUTEINS JOJDKHBI OBITH y3HABaeMbIMH. Tak Kak 3arpalinBae-
Masi nH(OpMaIKs KacaeTcss KOHKPETHOW OpraHM3alii, TO HEOOXOAMMO OTIPABIATH
OUCBMO C aJipeca 3JEKTPOHHOM MOYTHI, COJEPKalIel COOTBETCTBYIOIIEE HA3BaHME
(MMCHhMO, OTIPABIEHHOE C TMYHOM SJIEKTPOHHON MOUYTHI COTPYTHUKA, MOKET OCTAThCS
HEYUYTEHHBIM).

Ecnu nuceMo oopmiieHO B BUJE JTMYHOTO COOOLIEHUS OT OJAHOTO U3 COTPYAHH-
KOB, TO IO TIPaBUJIaM MOJIHICH HY)KHO YKa3bIBaTh JINUYHbIE KOHTAKTHBIC JaHHBIEC — HO-
Mep TenedoHa, MOUTY AJIs CBA3HM UM CCHUIKM Ha MECCEHIKEPHI.

3anonusiite rpady «Tema nucema». B rpage «Tema nucbma» aomxHa 6aTh oc-
HOBHAsI MBICJIb OTIIPABJISIEMOr0 BaMu nrucbMa. OHa JToJIHa ObITh KOPOTKOM, HO EMKOIA,
COCTOSIILIEN U3 CIIOBOCOYETAHUS U3 IBYX-TPEX CII0B. MOXKHO Iepesl TEMOU ClIesaTh 1o-
MeTky «BAXKHO!» nimm «CPOYHO!», HO TOJIBKO B cilydae, €CJii 3TO AEHCTBUTEIIHLHO
tak! Torna Bame nucbMO NPUBICYET BHUMAHUE TIOTyYaTelis B-IIEPBYIO OYepeb.

OOpaTuTe BHUMaHUE, YTO HE HYXKHO OTIIPABIIATH MyCTOE AIEKTPOHHOE MHCHMO.
Jlasxe eciu 1o TeMe Balllero COOOIICHUS TIOHATEH CMBICIT peAoCTaBsieMol HHpopMa-
L[1H, TO JIy4llle TOr/1a MPpoayOarpoBaTh TEMY MUCbMa U B CaMOM COOOIIEHUH. DTO Oy-

ACT KOPPCKTHO MO OTHOHMICHUIO K IMOJYYaTCIIIO.

2  https://phsreda.com
Conep:xumoe goctymuo mo gunensuu Creative Commons Attribution 4.0 license (CC-BY 4.0)



Publishing house **Sreda™

Ecnu Bam HE00X0AMMO OTHPaBHUTH BIOKEHHUE, TO y MPUKPEIIEHHOTO K DJIEK-
TPOHHOMY IHCbMY JOKYMEHTA, JIOJDKHO OBITH MMs, OTHOCSILEECS K TEeME 3ampoca.
Ecnu B mosy4eHHOM MUChbME €CTh MPUIIOKEHHE ¢ 00pa31ioM TabIuIl U TOMY MTOJI00HOE,
TO OTBETHOM IHCBbME UCIOJIb3YHTE oOpasel] npuioxeHus. Taxxke, BO BIOXKEHUH NPU-
KpeIUIIHTe HEe TOJIBKO CKaH JIoKyMeHTa B (hopmare *.pdf, HO ¥ aeHTHYHBII JOKyMEHT
B (popmare Word, st Bo3MOKHOCTH KonupoBaHus nHpopMmaru. He oTrpasisiite 10-
KyMEHTBI, COXpaHEHHbIe B hopmare Paint! Beerna conpoBoskaaiiTe mpuKperieHHbIE K
nuchbMy (haiiibl COMPOBOIUTENBHBIM TEKCTOM, JIaXKE €CIIU BCEM MOHSATHO, YTO 3TO 3a
(aiinbl 1 114 4ero Hy>XHbl. Bo-TiepBbIX, IPUKpEIIEHHbIE (hailIbl MOKHO HE 3aMETHUTh.
Bo-BTOpBIX, HE BCer/a OYEBUAHO 3aueM (ailsl MPUIIOKEH WM K KaKOW YacTH MUChMa
OTHOCHTCHI.

CTouT OTMETUTH, YTO €CJIM B UH(POPMALIMK BAIIETO 3JIEKTPOHHOTO MHMChMa UMe-
FOTCSI CCBUIKH, TO JIYYILIE UX YKA3bIBaTh HE PACTAHYTOU JUIMHHOW TOJIy00H CTPOUKOM, a
Jaydine ux J00aBUTh K ONpeeaeHHOMY cIoBY. Toraa cchlikd OyayT BBITISAETh aKKY-
patHO. MIHpopMaIsa Ha CCBUIKY JOJKHA MOJCKA3aTh MOJydaTeNio MUChbMa, KyJa OH
MONAJET MpU Mepexoae Mo Her. [ 3TOro He peKOMEHAYETCS UCIIOJIb30BaTh TAKUE
abcTpakTHbIE (Ppa3bl KaK «CChUIKA HA CAaUT», «TYTH.

Anpec noxyyartess BCTaBJISIMTE B MUCbMO B MOCIEAHIO0 ouepeas. Bo n3bexanue
MIPEXKIEBPEMEHHOMN OTIIPABKH, KOTJA ITMCHMO €II€ HE TONMCAHO, HE IIPOBEPEHO U BJIO-
KEHHs HE J0OABJICHBI.

OO6s3arenbHO yKa3biBaiiTe AaHHbIe UcnoaHuTens. [Ipu npenoctaBnenun uHdop-
MalH 1O 3a1pocy, yKa3blBalTe (paMuiInio, UM, OTUECTBO U KOHTAKTHBIH HOMEp HC-
IIOJIHUTEIIS ITUChMA.

OueHb BaXXHO NIPU HAMMCAHUU MUCbMa COOJI0/IaTh TPAMOTHOCTh YIOTPEOJICHUS
¢dpa3. Cobmronate opdorpaduro u myHkryaruio. «HerpamoTHoe» MUCHbMO TOCTYKHUT
IIPUYMHOMN JJIS TIOJTy4YaTessi HECEPbE3HO OTHOCUTCS K BaM U IIPEACTABIISIEMON BaMU Op-
ranuzauui. [la, 3eKTpoHHas no4ra — cnocod ObICTPOil CBSA3M, U TIOITOMY, NPHU HAIU-
CaHHUH DJICKTPOHHBIX MUCEM TpeOyeTcs U MaKCUMallbHasi KOHIIEHTPAIUs HAIIeTO BHU-

MaHHUs Ha rpaMOTHOCTh uX odopmiieHus. He 3noynorpebinsiite abbpeBuatypamu u
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ASMOILIMOHANBHBIM O(opMIIeHHEM. B 1em0Boil 2IeKTPOHHON MOYTe cTapaiTech He uc-
[10JIb30BaTh a00OpEBUATYPBI U CMANITUKH.

HyxHO 00paTuTh BHUMaHUE U HA TO, YTO HE CTOMUT MUCATh BECh TEKCT BAIIETO
nuchbMa OOJIBIIMMU 3arjJaBHbBIMM OykBaMH. Eciu Bbl XOTUTE NpUBJICYb BHUMAHUE ajl-
pecata K OCHOBHOM MBICIM BalIero COOOIIEHUsI, TO JOCTaTOYHO BBIJEIUTH IPOIIHC-
HBIMH OyKBaMU JIBa-TPU OCHOBHBIX CJIOBa. B 0OpaTHOM ciyuae, TeKCT, HAMCAHHBIHI
TOJIBKO 3aIJIaBHBIMU OyKBaMH, BbI3bIBAET pa3paKCHUE.

OnuH 13 BaKHBIX MOMEHTOB ATHUKETA 3JIEKTPOHHOU NEPENUCKU — HE MPUMEHSTh
IOMOpHUCTHYECKUE (Ppa3bl WK HaMEKU. B 1enoBoii nepenucke 3To HeyMecTHO. Takxe,
HE HY>KHO IPUMEHATh CapKa3M U UPOHHIO B COOOIIEHUH, HEyMECTEH OyaeT u Hedop-
MAJIbHBIN SA3BIK.

Bcerna orseuaiiTe Ha npuiealre BaM nucbMa. /laxke eciu oTrpaBUTEb Hallpa-
BWJI BaM IMUCHMO IO OHIMOKE, OyJIeT MpaBUJIbHO HAa HEro OTBETUTh. bynbTe BHUMA-
TEJIbHBI, KOT'/1a OTBeyaeTe Ha nucbMo. Eciiu Be1OpaTh « OTBETUTH HA MUCHMOY, TO OTBET
OyZeT HanpaBJIEH TOJIBKO aBTOpY nucbMa. Ecin xe BoiOpaTh «OTBETUTH BCEM», TO OT-
BET Oy/IeT ONPABJIEH BCEM MOJy4aTeNsIM, BKIIIOYAsl TEX, KTO YKa3aH B KOMHH.

Ho B mepenucke HE PEKOMEHAYETCs OTHIPABIATH OTACIBHBIM IIMCbMOM CJIOBa
«crmacubo» U «moxanyicray. Takue muchMa OTBJICKAIOT M HE HECYT BaXXHOU MHMOP-
MaLHH.

EcTb 1 Takoli MOMEHT, €Ciii y BaC HEraTUBHOE AMOLMOHAIIBHOE COCTOSIHUE U BbI
coOupaeTech MUcaTh OTBET Ha 3JEKTPOHHOE MUCHMO, TO JyYIlle BBIKIATh HEKOTOPOE
BpEMsl, YCIIOKOUTBCHI.

BbrIBaroT cuTyanuu, Korjaa nojay4yeHHOe HaMH 3JIEKTPOHHOE MHUCbMO HEOOXO0AMMO
nepeHanpaBuTh Ipyromy ajapecary. He Hy>kHO nepeHarnpaBisiTh MUCbMO O€3 COPOBO-
IUTENLHOTO co00IIeHus. Eciu BBl ye 03HaKOMUJIMCh C MMUCbMOM, TO KOPOTKO OIH-
IUTe UHPOPMALIUIO B COOOIICHUH MEPEHANPABIISEMOr0 MUChMA.

[IncbMO — 3TO JOKYMEHT M K €r0 HAIIMCAHUIO HY’)KHO OTHOCUTBCS COOTBETCTBYIO-

1M 06pa30M. C BammM NUCHMOM MOT'YT OBITH O3HAKOMJICHBI CaMbI€ PAa3HbIC JIFOIH.

Cnucox numepamypul
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