OUTBITI TPYIHOITI IS BCiX HOCIiB HIMEIIbKOI MOBH.

3apa3 y BCix HIMEIIBKOMOBHHX KpaiHaX, siK i B KpaiHax, Jie IPOXHBaIOTh HIMEIIbKOMOBHI HalliOHAIIBHI
MEHIIMHHU, a TaKoXX TaM, Je HiMellbKa MOBa MOIIMpeHa SIK MpeAMET BUBYEHHS Y IIKOJaX Ta BHUIIUX
HaBYAJILHUX 3aKjanax, BiIOYBaeThCsA Iepexia Ha HOBY cuctemy opdorpadii. I3 6oxy Himeuunnu Bcim
3aI[iKaBJICHUM KpaiHaM HaJaeThCcs HEOOXiJHAa METOAMYHA JOTOMOTa, PO3CHIIAIOTBCS opdorpadivHi
CIIOBHUKH 1 TOBIIHUKH, KHIKKH 3 TIOBHUM TEKCTOM peopMH HiMeLbKoi opdorpadii [2].

besymoBHO, HaBaKyrounchk Ha pedopmyBaHHS opdorpadii, mo icHyBana B HIMENbKild MOBi OJM3BKO
100 pokiB, aBTOPW KEPYBAINCh HAWKpAIMMH MipKyBaHHSAMH: TOKpAIUTA HIMEIBKY opdorpadiro 3
ypaxyBaHHSAM B¢ HAKOIMHUCHHX MpoOJeM, 1100 BIAMOBIZATH 3aBIAHHSIM B O0JIACTI KYJIBTYPH HIMEIBKOT
MOBU Ha ii cyyacHomy erami. IIpore HaBpsim um pedopMa cHpocTHIa HIMELIBKY I'paMaTHKy, MIBHIIIE
HAaBIIAKH.

BuBdatoun HiMENbKy MOBY TMpPOTATOM TPbOX pOKiB, sI TMOMITWIA 3MiHYy mpaBui opdorpadii,
CHIBCTABJIAIOYM TOCIOHMKHM Ta MiAPYYHHKH CTapHX BUIAHb 3 BHIOAHHAMHU ChOTOICHHS. TakoX TOMITHE
BBEJICHHS HOBOI opdorpadii i B NepiomuvyHMUX BHUIAHHAX. Hampukian, HamvcaHHS CHOJTYYHUKA dass,
HAIKMCaHHsI IMCHHUKIB Yy CKJIaJli CIIOBOCHOJIYYEHb 3 BEJIMKOI JIITEPH, CIPOIICHHS MTPAaBUJI HOIUTYy Ha CKIIaau
NpY TIEpPEHECeHH] cioBa y KiHII psaka Ta iHmi. Ha mMoro nymKy, mi 3MiHM Ime I0Bro OyayThb BHOCHTH
TPYIHOILI y HaIlMCaHHSA, 0COOJIMBO VIS THX, XTO HE € HOCIEM MOBH, a BUBYa€ ii. ToMy HEOOXiIHO yBaXKHO
CITIIKYBaTH 3a MpaBmiaMu opgorpadii.
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Electronic Mail Etiquette

With the proliferation of computers and electronic communication, questions arise regarding proper
etiquette for electronic mail. Here are some aspects to consider when composing, sending and replying to e-
mail messages. When you send email to someone, you are addressing another person directly as if you
were calling them on the phone or writing them a letter. Thus the following should always be done when
sending email:

1. Always include a short subject field in your mail message

2. Always include a salutation to the person to whom you are writing (i.e. Hi Joe, or Dear Frank, etc.)

3. Always nicely space the text of your message.

4. Never type more than about 70 characters per line of message text before hitting a return. Don’t
be a novelist. Messages should be concise and to the point. Think of it as a telephone conversation, except
you are typing instead of speaking. Nobody has ever won a Pulitzer Prize for a telephone conversation nor
will they win one for an e-mail message. Its also important to remember that some people receive hundreds
of e-mail messages a day (yes, there are such people), so the last thing they want to see is a message from
someone who thinks he/she is the next Dickens.

5. Always sign your name after the text of your email message

6. Always include relevant information after your name (phone number, email address, postal
address, organization, etc.)

7.  This information would depend on how well you know the person, or what they might need to
know to contact you, etc.

8. BEFORE you send your message, read over your message, correct spelling and/or grammar,
and make sure that your message

a) clearly specifies what you are talking about and

b) provides all necessary information that the person will need in order to sensibly respond to you

9. You may send almost any kind of electronic mail you wish so long as you know your recipient will
not be offended.

10. You may not send SPAM, solicitations, or any other forms of “junk” mail. That sort of mail
violates not only polite conduct, but also many long established electronic mail rules.

11. You may not send chain letters of any kind.
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12. If you are ever unsure about sending a particular message it is probably best not to send it.

13. Abbreviations. Abbreviation usage is quite rampant with e-mail. In the quest to save keystrokes,
users have traded clarity for confusion (unless you understand the abbreviations). I would recommend that you
use abbreviations that are already common to the English language, such as FYI (For Your Information) and
BTW (By The Way) or ASAP (As Soon As Possible). Beyond that, you run the risk of confusing your
recipient. Here are the commonly used abbreviations:

AFAIK = As Far As I Know ROFLOL = Rolling On The Floor Laughing Out Loud
AFK = Away From the Keyboard (to let someone know TIA = Thanks In Advance (used to thank someone up
you stepped away for a moment while live chatting) front when you ask for help with something)

FYA = For Your Amusement TPTB = The Powers That Be

IMO = In My Opinion TTFN = Ta Ta For Now

IMHO = In My Humble Opinion WYSIWYG = What You See Is What You Get

IMNSHO = In My Not So Humble Opinion <g>=small grin

IOW = In Other Words <G> = big grin

LOL = Laughing Out Loud <VBG> = Very Big Grin

OTOH = On The Other Hand <ggg> = giggling [1, c. 67].

ROFL = Rolling On The Floor Laughing

14. Smiles. Part of the nature of a good one-on-one conversation is the use of visual cues. How
important are facial expressions and body gestures to a conversation? A simple eye movement can mean the
difference between “yes” and “YES”. What about auditory cues? The results are the same.

Since there are no visual or auditory cues with e-mail, users have come up with something called
“smiles”. They are simple strings of characters that are interspersed in the e-mail text to convey the writer’s
emotions (cues). The most common example is:-). Turn your head to the left and you should see a happy
face (the colon are the eyes, the dash is the nose and the parentheses is the mouth).

Here are some examples:

:-) Smiley face :-D Shock or surprise

;-) Wink (light sarcasm) :~(Frown (anger or displeasure)
:~(Crying :-Q Smoker

-* Kiss :-@ Scream

;-| Indifference -0 Yell

:-{} Wears lipstick [5, c. 87]

Remember that the recipient of your email messages may not know you or your style of speaking and
will not be reading your tone of voice nor any nonverbal cues you might give, he or she will only be
reading your words. Experience has shown that misunderstandings occur when electronic mail is sent with
little regard for how it will be read. Sometimes, the use of a computer “smile” can help you emphasize that a
particular thing you are saying is meant to be taken humorously or sarcastically [4, c. 98].

In summary, e-mail is a powerful communication tool and an effective means of gaining visibility, if it
is used properly. The above guidelines should help you better realize the benefits of e-mail.
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C/10BOTBipHA BaJIEeHTHICTh Bep0aIbHUX T CyOCTAHTUBHHUX OCHOB Y NPOLECi TBOPEHHS
a1’ €KTHBHHUX Cy(iKkcaJbLHUX AepUBaTiB

[IpoGiiemMa TBOpPEHHS HOBUX CIiB, HOTO MEXaHi3M Ta CTPYKTYpHI €JIEMEHTH, IO OepyTh y IHOMY
y4acTh, Ta i y3araii caMm CIOBOTBIp SIK IPEIMET JIHTBICTHYHOTO BUBYEHHS I[IKABJISITH MOBO3HABIIIB Pi3HUX
KpalH yxe JaBHO. Ta JIMIIe MOYMHAIOYM 3 APYroi MOJOBHHH XX CTONITTS TOCTPO MOCTAa€ MUTaHHS IPO
HEOOXiTHICTh BUALJICHHS CJIOBOTBOPY B OKPEMHIA aCIIeKT MOBO3HaBUOi HayKH. CaMe B I1ei 9ac CTBOPIOETHCS
PAI TIpallb, y SIKUX YTOUHIOETHCS CTATyC JAEPUBATOJIOTIT cepe IHIINX JIHIBICTHYHUX AUCIUILTH [ 1;2;3;4].
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