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NETIQUETTE IN EMAILS AS A DISTINCTIVE FEATURE OF
SUCCESSFUL COMMUNICATION

Imyk Oaena MuxaiiBHa

IOLIeHT KadeQpH 3aralbHOOCBITHIX IHCITHILTIH
VKpaiHceKko-AMepHKaHCEKHI yHIBepenTeT KoHKOpaig
Imyk Anaa AHaToJiiBHA

Kanmunat ¢gitocodcbKHX HAYK, TOIEHT,

TOIeHT Kadeapn aHTTiichKOIl (pLTOMOrTi
HarmoHanbHHIT e TarOT1YHHIT VHIBEPCHTET

ver1 M. I1. J/IparomaHoBa

Introduction. According to the Dictionary of Technical terms, email 1s “short
for electronic mail” [7]. This word 1s now used not only as a noun to mention the type
of mail but also as a verb that describes an action of “sending email to someone” [1].
This 1s a good example to show that e-mail 1s a widespread way of communication
even though more convenient applications for mstant messaging were mvented.
Emails replaced simple postal letters, and it is believed that such a way of
communication was brought in the 1970s before the Internet was invented. There 1s
the version that emails were 1mplemented because of American military
communication [4, p. 137]. Until the late 1980s, emails were used by the
governmental and computer science circles, but later with the rise of Internet Service
Providers such as CompuServe and AOL emails came into use for wider circles such
as business and education [5].

The aim of the article is the systematization of the email features and
components and setting the netiquette rules for communication.

Materials and methods. The study i1s based on the methods of linguistic
analysis and contextual analysis.

Results and discussion. Since email became a unique and new method of
exchanging messages some writers drew analogies between it and other forms of
communication to locate it in the communicative “space”. Here are the ideas David

Crystal presents about what email 1s: “a cross between a conversation and a letter,
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email 1s as fast as a telegram and as cheap as a whisper: a telegraph, a memo. and a
palaver rolled into one: faster than a speeding lefter, cheaper than a phone call; a
strange blend of writing and talking”. Despite email may seem to be notably similar
to the memo by their fixed header structure or have the informal letter analogy by the
medium’s reliance on greetings and farewells, and the use of several informal written
features in the message body. email 1s still functionally and formally special. Even
though the telephone conversation analogy is also proper, according to the way a
dialogue style can build up over time and some emails are highly telegrammatic in
style, the email form of communication 1s still unique. [2, p.125].

On one hand, electronic mail is better than a written letter in terms of getting a
quick response to an quiry, but not for every kind of message. However, analyzing
the ability to express the negative content of these two forms of communication,
letters such as “breaking off a relationship or reporting a family death™ are better than
emails. The telephone or face-to-face conversation is also better in such cases, where
“the full range of vocal nuance is needed to do justice to the meaning”. Yet, it has
been noted that people tend to self-disclose on the computer. compared with
telephone and face-to-face conversation [2. p. 126].

As a result of technical development in the usage of the Internet and computers
new word as “netiquette” appeared in 1993 that denotes a “proper style and manners
in communicating on the mternet” [3]. Kass Johns, one of the American journalists,
wrote a summary list of the main netiquette rules each email user should follow.
There are 14 points with further explanation which emphasize special features of the
electronic mail that should be noted. For example, the writer should watch their tone
and spelling, because in case they are going to send their email to the stranger, that
person might misunderstand the sarcasm or witty style of humor of the sender and
some spelling errors will look poor without proving professionalism and intelligence
[3]. Additionally, Kass Jones tells the users to mention the subject line before sending
an email, use underscores or asterisks for emphasizing words, and remember that it is
better to avoid writing sentences or words with uppercase because it may seem

offensive and be especially hard to read. Following netiquette, people should also
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understand that they can quote back only what is relevant, forward jokes and chain
letters only in case they are sure the recipient wants them. It is befter to use an
automatic signature if an email is sent from the company and while contacting other
companies regarding some items or services to purchase, the location of the buyer
should be provided [3].

While viewing the structure of the email. which as well as a postal letter, can
be formal, informal, or semi-formal, it can be found that it is similar to the postal
letter. It includes greetings, mtroduction, main body, conclusion, closing salutation,
signature, and in some cases a warning (legal waming of organizations in case the
email falls into the wrong hands). Instead of writing the recipient’s physical address,
as 1t 1s done 1n a postal letter. electronic mail requires only an email address, which 1s
only one line. Besides. the sender can mention the person in a carbon copy (CC) that
will receive an email too, and the actual recipient will be able to see that. There is
also a blind carbon copy (BCC) where the actual recipient will not be aware of the
person in the copy. In case an email was sent and it should be forwarded to another
person, it 1s also possible and easy to do that. Another different feature of the email
from the postal letter is that any kind of document can be attached to it, in which case
it should be noted that there are some size restrictions for the files depending on the
email domain [6].

Conclusions. While observing the brief history of email and 1ts main features it
could be understood that since it reflects the features of different forms of
correspondence and relates even to the telephone communication, it may be hard to
understand the main functions of the emails, their distinctive features in writing and

most importantly the presence of emotive component.
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