





1 Hean 1 3agaun JUCHUIINHBI (M00Y15)

N3yyenue ydeOHOro Kypca «MexIyHapOIHBIM 53THUKET» CTaBUT CBOEH
HEIbI0 O3HAKOMUTH CTYJEHTOB C OCHOBHBIMU TOHSTHSIMH, HOpPMamu U
OPUHIIMIIAMHA COBPEMEHHOTO JIEJIOBOIO OOIIEHMS, MOJArOTOBUTH CTYAEHTOB K
paboTe ¢ MHOCTPAHHBIMU MAPTHEPAMU U KIIUEHTAMH.

3agauM JMCUMILIMHBI:
. OCBOUTH  COBOKYHHOCTb  HOpPM, TMpaBWwil ¥  TpeOoBaHUH

MEXIYHApOJAHOTO MPOTOKOJA U OSTUKETa, HEOOXOIMMBIX ISl OCYLIECTBIICHHUSA
JEJIOBBIX KOMMYHUKAMI B MEXKYJIBTYPHOU CPELE;

. pPa3BUTh HAaBBIKM MEXIAYHApPOIHOM JEJIOBOM KOMMYHHUKAallUH U
OOLIEHMS C UTHOCTPAHHBIMHU IIPEICTABUTEISIMH.

. (GopMupOBaTh 3HaHMWS M YCBOUTb CBEICHHUS O IPEAMETE STUKETa
JIEJOBBIX OTHOIIEHHH, OCHOBHBIX MOHSATHUSAX, HOPMaX U MPUHIUIIAX.

. OBnageTs 3HAHUAMU 0 (Qopmax mTpaKTHUECKOH peamu3anuu
LIEHHOCTEW MEXIYHAPOJHOTO ITUKETA B JEIOBBIX OTHOIICHUSX.

. OBnazneTy MEXIYHaApOAHBIMU ATHKETHBIMU (POPMaMU COBPEMEHHOTO
JIeJI0BOTO OOIIeHNs (KOMMYHHUKAIUH, 1€JI0BOM BHELIHHUM BUJ, JI€JI0Bas Mepenucka,
NoJapKu B JIeJI0OBOM cdepe).

. M3yunth 0COOEHHOCTH KYJIBTYpbl M JIEJIOBOrO OOIIEHHUS B Pa3HBIX
CTpaHax.

. ChopmupoBaTh  0a30Bbl€  HABBIKM  MEXIYHApOAHOW  J1€JI0BOM
KOMMYHUKAIINH.

2 Mecro aMCOMIVIMHBI (MOAYJs])) B CTPYKType oOpa3oBaTelbHOM
NMpPOrpaMmablI

JucuunnuHa “MeXIyHapOIHbId HSTUKET  SABISETCS JAUCUMIUIMHOW 10
BBIOODY.

IlpepexkBU3UTHI AMCHUIIMHBI (Moayhasi): aucuuiuinHbel «lIlcuxonorus
nenoBoro oomenus», «lIpakTukyM mpogecCuoHaIbHO-OPUEHTUPOBAHHON pEeUny,
«MHOCTpaHHBI S3bIK B chepe MEeKAYHAPOTHOTO TYPU3IMAY.

IHocTpeKkBU3UTHI AUCUMILIHHBI: “JlenoBas MEKKYJIbTYpHast
KOMMYHUKAIUs B Typusme”’, “KOMMYHHKaTUBHBIE TEXHOJIOTMU B TypHU3ME .

3 ®opmMupyemMble KOMIETEHIUH U UHIAUKATOPHI UX JOCTHKEHUS IO
AMCHUILTHHE «MeXayHapOAHBIN STUKET»

Koanl Conep:xanue KoMneTeHIU Konx n HaumeHoOBaHUe HHAUKATOPA
KOMIIETeHIINH JOCTHKEHUS KOMIIETeHIINH
YK-4. CriocobeH ocymrecTBisaTh | YK-4.1.

JIENOBYI0 KOMMYHHKALMIO B | SHATH!
- KOMMYHHUKATHBHBIE TEXHUKU WU




YCTHOW M MUChbMEHHOU (popMax
Ha roCyIapCTBEHHOM u
MHOCTPAaHHOM(BIX) SI3BIKE;

TEXHOJIOIUKU ACJIIOBOIO O6HI€HI/I}I B

TypU3ME; npaBuIIa pedeBoro
ATUKETa M3Yy4aeMOI'0 MHOCTPAHHOTO
A3BIKA, OCHOBHYIO

MPOQECCHOHANIBHYIO JIEKCHUKY.
YK-4..2.

Ymers:
-OpraHU30BbIBATh  B3aUMOJCHUCTBUE
B rpyIre, obecreunBaTh

MEKJIIMYHOCTHBIE B3AaMMOOTHOIIECHHUS
C Y4YETOM COLMAJIbHO-KYJIbTYPHBIX

0COOEHHOCTEM 0OI1IeHN,
MIPUMEHSTh KOMMYHUKATHBHBIC
TEXHUKM M TEXHO-JIOTUH JI€JIOBOT'O
OOIIEeHHS.

VK-4.3.

Baagern:

- OCHOBaMU JIEJIOBBIX

KOMMYHHKAIIMA U PEYEBOT0 ITUKETA
M3y4aeMOro HWHOCTPAaHHOTO SI3bIKa
st 3¢GGdeKTUBHOrO OOIIEeHUsT B
npodeccruoHaabHOM chepe.

YK-5. Cniocoben BocnpuHumath | YK-5.1.

MEKKYJIbTYpHOE pa3HooOpasue | SHATH!

obmecTBa B COLMATBHO- | - TEOPETHIECCKHE OCHOBBI

MCTOPHYECKOM, STHUECKOM o | ICHXONIOTHH JENOBOTO OOUICHHS H

¢dunocopckoM KOHTEKCTaX; KOPIIOpaTHBHOM KyJIbTYpBI,
KOMMYHUKATHBHBIE  TEXHHKH |
TEXHOJIOTUH JIEJIOBOTO OOIICHUS B
TypHU3Me.
YK-5.2.
Ymersb:
- OpPraHM30BBIBATH B3aMMOJICHCTBHE
B rpyIIre, obecreunBaTh
MEXKIJIMIHOCTHBIC B3aMMOOTHOIICHUS
C y4YeTOM COLHAIbHO-KYJIbTYPHBIX
0COOEHHOCTEM oOI1IeHN,
PUMEHSTh KOMMYHHKATHBHBIC
TEXHUKHU U
YK-5.3.
Baaners:
- TEXHOJIOTHUSIMHU JETI0BOTO
00IIIEeHHs, HaBBIKAMH aHaJin3a
HPAaBCTBEHHBIX HOpM
KOPITIOPATHBHOM KYJIBTYPHI.

[TKC-12. Crnocoben B cootBerctBuu c | [IKC-12.1




MIPUHLUATIAMUA
HOpMamu

OCYHCCTBIIATH

MOCTABIINKAMU yCITyT

cepBuca,
MIOBEICHUS
CTaHAApTaMH OOCTYKHBaHWUS,
3¢ HEeKTUBHBIC
KOMMYHHKAIINH C KIIMEHTaMH U

u

3HaTh:

- TpeOOBaHUsI HOPMATUBHO-
MIPABOBBIX aKTOB K OOCITYKHBAHHIO
noTpeduTeneit u (M) TypucToB
[IKC-12.2

YMmern:

- ocywectBusath 3P QPeKTUBHBIC
KOMMYHHKAIIMM C TOTPEOUTENIIMU
TYPUCTCKUX YCIYT, KOHTpareHTaMu
1 OM3HEC CpeIon.

I[IKC-12.3
Baaaern:
- HaBbIKaAMHN dHaJIn3a
BHYTPpU(DHUPMEHHBIX  CTaHJIApPTOB

00CITy’KUBaHUS TTOTPEOUTENECH.

4 CTpyKTypa U coJepkaHue TUCUMIIIMHbBI
4.1 CTpyKTypa IMCHHUIVIMHBI « MeKTyHAPOIHbII dTHKET»
OO6mast Tpy10€MKOCTh JUCHMIUIMHBI COCTaBIISICT 2 3a4eTHBbIC eAUHUIIBI (72

aKaJIeMUYECKHUX Yaca).

TpynoemMKocTb,
Bz paotst 8a1<a1[. 4acoB
CeMeCTp peero

O01as TPy10eMKOCTh 72
KonTakTHas padora: 44
Jlexmn (Jlek) 20
[Tpaktuueckue 3ansatus (I1P) 20
JlaGopatopusbie pabotsl (J1ab)
KonrtakTtHas pabota B mepuo Teopernueckoro ooyuenus (KontTO) 4

(IIposedenue mekyuux KOHCyIbmayuil U UHOUSUOYANbHASA paboma co

cmyoenmamu)
KoHcynpranun 2
[TpomexxyTouHast arTecTamnus (3a4eT, SK3aMEeH, 3a4eT C OIICHKOM) 2
CamocrosiTesbHast padoTa: 28

4.2 Pacnpenesnenne BUAOB padoTbl U MX TPYJAOEMKOCTH IO pa3iejaM
AUCHHMILINHBI « MedicoyHapoouwiii smukemy

Ounast popma o0ydeHHs

Ne Paznen nucnuminusl/
/11 TEMBI

Bunpr yue6HO# paboThI (B
yacax)

@OpMBI TEKYILETO
KOHTPOJIS YCIIEBAEMOCTH,
IIPOMEKYTOUHOU
aTTecTaluu




KOHTaKTHas
2 |32 | 5=
s |2 |28
§ S 2 % =| o &
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1. Paszxen 1. Functions of | 8 2 2 4 JTUCKYCCHS,
etiquette knowledge MPAaKT. 3aj1aHuE,
TeCcT
2. | Pazmen 2. The Roleand | 8 2 4 4 Jluckyccus, mpe3eHTaIHs,
Functions of Protocol TeCT
3. | Pasumen 3. Etiquette and | 8 2 4 4 Jlokiazm 1mo Teme
Rules of Behavior WCCIICTOBAHUS
Pazgen 4. Modern 8 4 DJIEKTpOHHAS MPE3EHTALMS
Manners for Today 4 2 I10 33JJaHHON TEMaTHKE
Business World
4,
5. | Unit5. Business 8 |4 2 4 Ponesas urpa,
Entertainment. DJNeKTpOHHAs Mpe3eHTaLus
0 3aJJaHHOU TEMAaTHUKE
6. | Unit 6. E-mail | 8 2 4 4 DJNeKTpOHHAas Mpe3eHTalus
Etiquette and Business 110 33JJaHHOI TeMaTHKe
Writing
7. | Unit7. Protocol Rules |8 |4 2 4 Ponesas urpa,
and Etiquette in DJeKTpOHHAs TPE3CHTALNS
Tourism 110 33JJaHHON TEMaTHKE
3a4ém IIpe3enTanus, Tect
20 20 28

4.3 Coaep:xanue pa3aejoB IUCHUIINHBI
Tema Ne 1. Functions of etiquette knowledge
Interpersonal contacts. Communication Styles. Functions of etiquette knowledge.
Principles of Etiquette. History of Etiquette.
Tema Ne 2. The Role and Functions of Protocol
Protocol and Etiquette Knowledge. Definition and classification of protocol
Tema Ne 3. Etiquette and Rules of Behavior
Public Proprieties. Etiquette and Rules of Behavior. Everyday courtesies. Small
Talk.
Tema Ne 4. Modern Manners for Today Business World
Office etiquette. Telephone Etiquette.Global Business Etiquette. Work Ethics.
Tema Ne 5. Business Entertainment.
Party Etiquette. Greetings. Gift giving. Business cards. Dining concern.
Tema Ne 6. E-mail Etiquette and Business Writing
Good Behavior On-line. Netiquette. Writing business letters.
Tema 7. Protocol Rules and Etiquette in Tourism



Protocol and Etiquette Knowledge for Travel Industry Employees. Protocol and
Etiquette Knowledge. for Travellers
4.4 TeMbl H IUIAHBI MPAKTHYECKNX/JIA00PATOPHBIX 3aHATHI

Tema 1 “Functions of etiquette knowledge”
[TpakTudaeckoe 3ansatue Ne 1 (2 4.)

1. Group discussion :The history of the word “Ethiquette”
2. TIpocmotp Buneoponuka “Etiquette and the story of King Louis XIV
Task 1.Discuss the history of the etiquette. Do you know any other stories?

Task 2. Definition of the term”Etiquette”. Using key-words prepare your
definition of etiquette

Share your definition with the group.

Combine different idea and make an integrated definition.

Task 3. Role-play “Good manners”

Explain what good manners are;

Describe how to use good manners in different scenarios;

Demonstrate examples of good manners while role playing.

Task 4. Prepare a story which demonstrates “The golden rule of an etiquette”.
Key words for discussions:

Thoughtfulness, consideration, friendliness, to be pleased, courteous, graciously,
conversation

It is important to treat others in the same way that we wish others to treat us.

Topics related to protocol: visits, invitations, official entertaining (formal dinner, ,
receptions,
Types of protocol: international, politic, diplomatic, state , palace, academic

Tema 2 «The Role and Functions of Protocol” (4 4.)

[TpakTrueckoe 3ausitue No. 2-3.
Task 1. Study the definition of protocol. Compare definitions of protocol and
etiquette.
What is different? What do they have in common? Prepare a special chart. Discuss it
in a group.

Etiquette Protocol




Tips:
Etiquette is know-how of life; Good manners; Unwritten laws of the society;
Correct interpersonal behavior.
A protocol is a set of rules to follow in professional activity. Guidelines for the
conduct of business; Officially accepted rules.
Task 2. Organize group discussion. What type of protocol you need to follow in
your profession.

Work in groups. Prepare tips for international departments how to follow

protocol rules. Discuss them. Which rules are of special importance?

Task 3. Role play. Reception f Japanese (Korean, Chinese) delegation.
Divide into two groups. One group will be hosts and the other group will be the
delegation. Make all necessary preparation. Record the reception process and
analyze your behavior. Then change roles. Pay attention to important points:
greetings, exchanging business cards, etc.

Task 4. Video “Business card etiquette”

Task 5. Read the text. Write out useful words and expressions.

Everyday courtesies

Everyday etiquette includes how you behave throughout the day: a set of
specific actions, communication with people, the behavior on the street, in a
building, etc. Courtesies mean respect of other people, calm and polite
relationships. Courtesies help to you to low stress in your everyday live and deal
with your employers, staff, colleagues. Courtesies included public proprieties,
manners between men and women, polite talks and so on.
Greetings. When greeting each time you need to know whom you welcome and
where. In public places, always greet those whom you know, even very bad, or
even know the name only. It is appropriate (ymectro) to greet strangers if you rises
or falls with them in the elevator, meet on the landing, etc.
Smoking — is one part of public proprieties. It can be acceptable or unacceptable. If
you are a smoker — you must ask your partners for permission.
In case if you want to sneeze or cough — you should have a handkerchief.
In social transport you should give seats for senior citizens, disabled’s (nuBamum)
and passengers with children. Bags on the shoulders should be removed from the
shoulder, so as not to disturb other passengers.
If in business meeting you start arguing, you must keep calm and try to solve
problem constructively with respect to your partner.
Have good manners and respect to your colleagues. For example men should still
walk on the outside of the pavement to protect their female companions from the
mud splashed up.
Do not spread gossip, be careful with jokes. Do not lie.
When you visit theatre or cinema you should follow some rules of behavior. For
example, if you’re late to the session, you should be very quiet and carefully go to



your sit/ Also you should apologies. One important rule: don’t take a food when
you going to cinema.

Calm - criokoitHbI#t

Relationships - oTHOIICHHMS

deal with — o0marscs, B3auMo1eiCTBOBATh
greeting - mpuBeTCTBUE

Low stress — cHU3UTh cTpece

Public proprieties — HOpMbI TPUITHYHS
Acceptable/unacceptable — moctymHbI/HETOCTYTHBI
For permission — 3a pa3perieHuem

Sneeze and cough — uux u Kariesb

Handkerchief — HocoBoii miaTok

Insensibly - nezametHo

Arguing - crioputh

Solve problem constructively — pemmmts nmpo6ieMy KOHCTPYKTHBHO
Still walk on the outside — uaTu co cTopoHsI
Pavement — tpotyap

Protect — 3amumars

Mud splashed up — rutecnyBmas rpsi3n

Spread gossip — pacnyckath CILUICTHH

Apologize - u3BUHATHCS

to solve problem — pemuts poGiemy

Tema 3« Etiquette and Rules of Behavior » (44.)
[Ipaktuueckoe 3anstue Ne 4-5 .
Task 1. Read this statement and discuss it in a group.

“Social etiquette and good manners are nothing more than common courtesy,
sincerity, and consideration for others. It is important to treat others in the same
way that we wish others to treat us. This is the very foundation on which a polite
society is built.”

Task 2. Read the basic social rules. Discuss each item in pairs. Extend this list
suggesting 2-3 more rules of appropriate behavior. Which rules are unimportant in

other cultures’ societies? Try to explain.
Basic social etiquette rules:

» Always be on time for dates and get-togethers. Showing up late is rude and shows
a lack of respect for other people’s time.

» Make eye contact when you are in a conversation with someone. Avoid looking
over the other person’s shoulder unless you see potential danger.

 Never interrupt the other person.

 Give and receive compliments graciously.



» Refuse to gossip with and about friends. After all, if you share gossip with
someone, that person will wonder what you are saying behind his or her back.

« Respect each other’s personal space.

« Respect each other’s belongings.

« Let Others Go First

« Respect Others

. BeaHelper

« Hold Down the Noise

« Introduce People

« Send a Thank You Note

Tema 4 « Modern Manners for Today Business World»
[TpakTraeckoe 3ansaTue Ne 6. (2 4.)
Task 1. Discuss Presentation “Essential Office Etiquette”
Discuss the questions:
« Identify and correct protocols for business etiquette for a range of
business scenarios.
» Apply the techniques required to build and project a professional image
through professional behaviour.
» Describe appropriate and inappropriate behaviour in a range of
workplace settings.
Task 2. Video tips of professional behavior. Discuss in a group. Suggest more.
Which of them are the most important? Which of them are international and
culturally determined ?
Task 3. Telephoning Making a chart of useful telephone phrases Video “Useful
Telephone phrases”
Task 4. Watch video “How to answer the phone”
Task 4 Role play. Dramatize telephone conversation in business setting.

Tema 5 « Business Entertainment. Party Etiquette. »
[Mpaktruyeckoe 3austre Ne 7. (2 4.)
Task 1. Dining etiquette. Discuss the presentation
Task 2. Role play “Setting the table”
Task 3 Video “How to make a good small talk in English”. Discussion.
Task 4 Role play Divide into pairs, make a list of appropriate topics for small talks
Task 5. Role play Small talk at business party

Tema 6 « E-mail Etiquette and Business Writing».
[TpakTrueckoe 3ausatue Ne 8-9. (4 4.)

Task 1. Writing a business e-mail.



The summary of email rules in the information below is based on published
sources such as Shea's (2004) online book, Netiquette.
Study the following rules:
. ldentify yourself:
« Begin messages with a salutation and end them with your name.

« Use a signature (a footer with your identifying information) at the end of a
message

« Include a subject line. Give a descriptive phrase in the subject line of the
message header that tells the topic of the message (not just "Hi, there!").

« Avoid sarcasm. People who don't know you may misinterpret its meaning.

« Respect others' privacy. Do not quote or forward personal email without the
original author's permission.

« Acknowledge and return messages promptly.

« Copy with caution. Don't copy everyone you know on each message.

« No spam (a.k.a. junk mail). Don't contribute to worthless information on the
Internet by sending or responding to mass postings of chain letters, rumors, etc.

« Be concise. Keep messages concise—about one screen, as a rule of thumb.

. Use appropriate language:
« Avoid coarse, rough, or rude language.

« Observe good grammar and spelling.

« Use appropriate emoticons (emotion icons) to help convey meaning. Use
"smiley's" or punctuation such as :-) to convey emotions. See website list of
emoticons at http://netlingo.com/smiley.cfm and
http://www.robelle.com/smugbook/smiley.html.

« Use appropriate intensifiers to help convey meaning.

« Avoid "flaming" (online "screaming") or sentences typed in all caps.

« Use asterisks surrounding words to indicate italics used for emphasis (*at
last™).

« Use words in brackets, such as (grin), to show a state of mind.
« Use common acronyms (e.g., LOL for "laugh out loud").

Task 2. Communicating clearly on the Internet
without creating misunderstandings is a challenge.
One problem is that you haven't any facial expressions, body language, or
environment to help you express yourself;
another that there is little "give and take" for developing what you mean to say or
are discussing
These guidelines hopefully will help you:
« Beclear
Make sure the subject line (e-mail) or title (web page) reflects your content
= Use appropriate language
If you have a question on whether or not you are too emotional,
don't send the message, save it, and review it "later"
Remember: no one can guess your mood, see your facial expressions, etc.



All they have are your words, and your words can express the opposite of

what you feel

Don't use ALL CAPITAL LETTERS--it's equal to shouting or screaming
= Task 3. Write the samples of different business letters (at least 3)

Tema 7 « Protocol Rules and Etiquette in Tourism ».
[TpakTuueckoe 3ausatue Ne 10. (2 4.)

Task 1. Read the text and discuss some disputable questions.

Professional behavior
Etiquette plays a major role in the business world today. Good manners in the
workplace are valued. Professional behavior is characterized by norms, principles
and objectives of the particular occupational activities of a specialist. For example,
a teacher 's professional behavior will be different from the professional behavior
of the doctor or specialist in socio- cultural service and tourism. Professional
behavior should be in the framework of behavior in a broad psychological sense.
Professional behavior can not contradict the norms and rules of behavior accepted
In society.

(Professional behavior, as a kind of social behavior is based on the ethical,
social, political, economic and other norms and rules of behavior accepted in
society, and on the other hand, based on the norms and rules of conduct relating to
a particular profession. That is why the professional conduct of the representatives
of different professions can greatly differ from each other.)

Professionals should follow some general rules of behavior.

1. Remember that a client is the most important person. So if a client comes
into the office you should put aside your work and invite him to sit in a
comfortable place. It is very important to know that other people must be
introduced to the client.

2. Clothing is never neutral. People judge you and make impression. Be sure
that you are suitably dressed for the occasion.

3. Dealing with colleagues, follow some important principals: mutual respect
(trust), cooperation, compassion, commitment, self-respect.

4. Remember about corporate culture and obey the rules of your company.

Behavior (conduct) — moBenenue

Objectives — nenu

occupational activities — mpodeccroHanbHas e TSIBHOCTD
framework — pamku

broad psychological sense — B mupokoM NCHXOJIOTHYECKUM CMBICTIE
contradict — mpotuBopeUnTH

put aside — OTI0XKHUTH

to be suitably dressed — 6bITH mOAXOAIIIE OAETHIM

corporate culture — kopropaTHUBHas KyJIbTypa

obey the rules — moaYUHATHCS IpaBUIaAM

Task 2. Read the text and organize the discussion.



Etiquette and protocol in tourism
Protocol is a sets of unwritten guidelines or rules for the conduct of business and
business dinning and entertaining. It is the officially accepted rules about public
and state affairs.
Etiquette is ethical and socially acceptable behavior regarding professional practice
or action among the members of a profession in their dealings with each other.
Some basic etiquette rules should know:
- travelers should respect other people during the travel.
- Take care of your children during the travel, don’t let them bother people.
- Don’t forget to tip; mane employees are dependent to tip as part of their
income.
- When you travel with group, don’t make other wait for you.
- Should give priority to elderly people, disable and woman (especially
pregnant or with children)
- Dress codes are important during travel. Attention should be paid to the
local customs, values, of the places visited.
The employee of travel industry should pay due attention to their customers:
- never using imperative speaking style while talking to the client.
- being careful about bothering the clients.
- not be reflecting personal and private problems of the employees to the clients.
- staying alert to the client needs, not ignoring them, not staying indifferent to their
needs.
- creating eye contact with the client with a friendly smile.
unwritten guidelines — He nucaHble YKa3aHKs
acceptable behavior — npuemMaeMoe oBeICHHE
staying alert — 6bITh OAUTEILHBIM
reflecting problems — orpaxaTts poOIEMBI
imperative speaking style — moBeIMTENbHBIN CTUIL OOIICHHUS

5 TeMbl TUCHUNJIMHBI (MOAYJISA) AJIS1 CAMOCTOATEILHOT0 U3YYEeHUsI
Borpocsl 1151 caMOCTOSTENBHOTO U3yUEHHUS

1.0vercoming cultural differences in professional communication.
2. Combining Global and Local in professional communication.

6 OOpa3oBaTe/ibHbIe TEXHOJOTHHU

Ne HauMenoBanue Buabl yueOHbIX
. Oo0pa3oBaTte/ibHbIE TEXHOJIOTHHU
n/n pa3zaesia 3aHATHH
1. [|Functions of -etiquette|/Ipaxmuueckoe I'pynnosas ouckyccus
knowledge 3ansmue 1. Koncynemuposanue u nposepka
Camocmosmenvras — |0OMAWHUX 3a0aHUL HOCPEOCMBOM




paboma 9IEKMPOHHOU NOYMbl
The Role and Functions|/Ipakmuueckoe I'pynnosas ouckyccus
of Protocol 3ansamue 2-3. Ponesas uepa
Camocmosmenvnaa |Koucyrnomupoeanue u npogepka
paboma OOMAWHUX 3a0AHUL NOCPEOCMBOM
91eKMPOHHOU NOYUMbl
Etiquette and Rules of |/Ipakmuueckoe I'pynnosas ouckyccus
Behavior 3anamue 4-5. Ilpeszenmayus
Camocmosmenvuas | Koucyrnomuposeanue u npogepka
paboma 0OMAWHUX 3a0aHULL NOCPeOCMBOM
9IEKMPOHHOU NOYMbl
Modern Manners for  |IIpaxmuueckoe I'pynnosas ouckyccus
Today Business World |3anamue 6. Ponesas uepa
Camocmosmenvnaa |Koucynomuposeanue u npogepka
paboma OOMAWHUX 3A0AHUL NOCPEOCMBOM
91eKMPOHHOU NOYMbl
Business Ipakxmuueckoe I'pynnoeas ouckyccus
Entertainment. Party |sausmue 7. Ponesas uepa
Etiquette Camocmosmenvnaa |Koucynomuposeanue u npogepra
paboma OOMAWHUX 3a0AHUL NOCPEOCMBOM
91eKMPOHHOU NOYUMbl
E-mail Etiquette and  |/Ipakmuueckoe I'pynnosas ouckyccus
Business Writing 3ausmue 8-9. Koncynomuposanue u nposepka
Camocmosmenvras — |0OMAWHUX 3A0AHUL NOCPEOCMBOM
aboma 91eKMPOHHOU NOYMbl
IIpaxkmuueckoe I'pynnosas ouckyccus
Protocol Rules and|3anamue I0. Koncynomuposanue u nposepka
Etiquette in Tourism  |Camocmosmenvhas — |0oMawHux 3a0aHuti NOCPEOCmMBEOM
aboma 9IeKMPOHHOU NOYUMbl

7 OuneHo4yHble cpeacTBa (MaTepuaJbl) A TeEKYIIEro KOHTPOJIS
yCIeBAeMOCTH, POMEKYTOYHOM ATTEeCTALMH 00y4aI0IMXCH M0 TUCHHUILINHE
Bomnpocs! ais1 00cyxkaennst

1. Functions of etiquette knowledge in people’s life. Everyday courtesies.
Public proprieties. Etiquette and Rules of BehaviorEtiquette for Personal
Contact.

2. Interpersonal Business Etiquette. Why is Etiquette important in Business.
Main principles and rules.

3. Apply the techniques required to build and project a professional image
through professional behaviour.Describe appropriate and inappropriate
behaviour in a range of workplace settings.

4. Describe general Netiquette Rules. Which of them are especially important?
Telephone etiquette. Main aims and rules.

5. Etiquette and protocol . Rules for the Employees in Tourism industry. Tips
for travellers. Types of interpersonal contacts in service and tourism
enterprises



6. Functions of etiquette knowledge in people’s life. Everyday courtesies.
Public proprieties. Etiquette and Rules of Behavior Etiquette for Personal
Contact.

Test

1. Omuxem ne omnocumcsa Kk 00HOMY U3 IMUX NOHAM UL
. politeness
. conformity
c. know-how of life
d. good manners

O

2. B kaKOM M3 3THX cJIy4aeB JIIOAH MOTYT KyPUTh B 001IIeCTBEHHOM MecTe:
a. he/she asks for permission of people around

Holds a lit cigarette away from other people

Does it in special smoking areas

Blows the fumes in the other direction

Bbl 3a0b1/IM 0 HA3HAYEHHOM BCTpPeYe ¢ BalluM OU3Hec-nmapTHepoM. Uto

cieayer caelarTh.

a. Write and apologize

b. Send flowers

c. Call, apologize and set up another appointment

d.

4. Bac npuriacuin Ha opUMUIHMAIbHBINA Y2KHH. UTO HY’KHO JeJIaTh C

cajperkou?

a. open it immediately

b. wait for the host to take his/her serviette before taking yours

c. wait for the waitron to open your serviette and place it on your lap

d. wait for the oldest person at the table to take his/hers

5. Kakoii U3 TUNOB NMPOTOKO0JIa MMeeT 0c000e 3HAYeHue 1JIA chepbl

cepBHuca/Typusma?

a.international

b.diplomatic

c.palace,

c.political,

d.military,

e. administrative,

f.jurisdictional,

g. academic,

e.social.

6. O003HaubTe QYHKIUH ITHKETA:

a.makes us feel more comfortable

b. helps us to get better score at our exams

v oo



C. puts the people around us at ease
d. Makes everyday life more pleasant
e. improves the quality of life
7. Uto He oTHOCUTCS K chepe NMPOTOKOJIA:
a. formal dinners
b. formal reception
C. ceremonies
d. team-building

oo

KaK BbI OﬁpaTI/ITeCL B MINCbME K 2KCHIIIMHE, €CJIN HE 3HAETE €¢
CeMEHMHOT0 MOJIOKeHUS:

Mrs

Miss

Without any

Use her title or position

coow

Kaxkue u3 npaBuj noseaeHus A0J1KHbI c00II0AaTHCH B 0uce:
Smoking
Sneezing and coughing
Joke and leg-pulling
Manners between men and women
Compliments
Polite talk, arguing
10. ‘ITO He OTHOCUTBLCH K KOH(PUIeHUHAJIBHOM cepe:
g. a. Computer display
h. b. access
I. c. password
J. d. printer

D00 oo

11. Kakue U3 10JI0OKEHUH 0TPAXKAIOT 0COOEHHOCTH HHTEPHET-00IeHH .
a. ldentify yourself

b. Include a subject line.

c. Avoid sarcasm.

d. Respect others' privacy.

e. Acknowledge and return messages promptly.

f. Copy with caution.

12. CooTHecuTe yTBEP:KIEHUSA:

Etiquette Protocol

a. sets of unwritten guidelines or rules for the conduct of business and business
dining and entertaining;

b. socially accepted behavior

c. socially desired and accepted rules which facilitate human relations




officially accepted rules about public and state affairs
d. good manners, correct interpersonal behavior

13. CooTHecHTe XapaKTePHCTHKH e-Mail mucpbMa ¢ Hy:KHOI KOJIOHKOT

Common

Specific

a. No spam (a.k.a. junk mail). (2)

b. Be concise. (1)

c. Use appropriate language (1)
d. Use appropriate emoticons (emotion icons) to help convey meaning (2)
e. Use appropriate intensifiers to help convey meaning (2)

14 . IlpounTaiiTe NATH ONpeAeJeHUI TEPMHUHA «KYJIbTYpPa» AaiTe

COOCTBEeHHOE:

1. The sum total of all the beliefs, values and norms shared by a group of

people.

2. The way you have been conditioned in a society to think, feel, interpret and

react.

B w

The collective programming of the human mind.
A large pool of experience composed of learned programs for action and

passed on from generation to generation.
5. All you need to know and believe in order to be accepted in a society.

8 Cucrema OlleHMBAHUS NJIAHMPYEMBIX Pe3yJIbTATOB 00yUeHH s

DopMa KOHTPOJIS 3a oaqny padory
Munum. | Make. 6a/1710B Bcero
0aJU10B
Texkynui KOHTPOJIb:
- onpoc _10_ 20 _6annos
bannos
- yuacmue 8 OUCKyccuu 10 20 _6annos
bannos
- bICMYNJIEHUe ¢ npe3eHmayueu _10_ 20 _6annos
bannos
- yuacmue 8 0en10801l uzpe _20_ 40 _6annos
bannos
[IpomexxyTouHas aTTecTarus 40 6annos
(mecm)
HToro 3a cemectp (Oucyuniuny) 100
3auém bannos




9  VYuyeOHO-MeTOOAMYECKOe M  HMH(OPMALMOHHOE  olecreyeHHe

JTUCHUILINHBI

1.

9.1 OcHoBHasl JUTEepaTypa

babaera A.B. JlenoBoe o0ImieHNE U IETTOBOM ITUKET [ DIEKTPOHHBIN pecypc]/
bab6aera A.B., Mamuna P.11.— DnexTpoH. TekcToBbie qaHHBIE.— CaHKT-
[TerepOypr: Ilerponomnuc, 2019.— 192 ¢.— Pexum nocryma:
http://www.iprbookshop.ru

JluxoneroB B.B. IlpodeccrnoHanpbHasi dSTUKAa U CIYXEOHBIH OSTHUKET
[DnexTpoHHBIN pecypc]: yueoHoe mocobue/ JluxonmeroB B.B.— DnexTpoH.
TekcToBble AaHHble.— Cankrt-IleTepOypr: Uutepmenus, 2020.— 167 c.—
Pexxum noctyna: http://www.iprbookshop.ru/95263.html

Makapos, b. B. [/lenoBoii atukeT : yueOnoe nmocodue / b. B. Makapos, A. B.
Hemnorona. — PocrtoB-Ha-Jlony : ®ennkc, 2010. — 209 ¢. — ISBN 978-5-
222-16860-8. — TekcT : 3IEKTPOHHBIM // DNEKTPOHHO-OMOIMOTEUHAS
cucTemMa IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/1133.html

Bapnamoga, U. 1O. IlpaktukyMm no Aen0BOMY 3THKETY : yuyeOHOe mocodue /
N. 1O0. BapnamoBa. — MockBa : Poccuiickuii yHHBEpPCUTET IPY>KObI
HapojoB, 2013. — 52 c¢. — ISBN 978-5-209-05491-7. — Tekcr :
ANIEKTPOHHBIN // DiekTpoHHO-0nOarmoTeunas cuctema IPR BOOKS : [caiiT].
— URL: http://www.iprbookshop.ru/22212.html

9.2./lonmoJIHUTEILHAS JIUTEPATYPA

Kysnenmos W.H. JlenmoBoe mwmchbMO [DNIEKTpOHHBIN pecypc]: ydeOHO-
cnpaBoyHoe mocobue g OakanaBpoB/ KysuenmoB WM.H.— D3nexTpown.
TeKCTOBbIe maHHbIe.— Mockpa: JlamkoB u K, 2019.— 162 c.— Pexum
nocryma: http://www.iprbookshop.ru/85156.html

EpmakoBa, XK. A. IlpodeccroHanbHas 3THKa W 3TUKET (IIPAKTHKYM) :
ydueOHoe mocobue Kk mpaktuueckuM 3aHsatusMm / K. A. Epmaxosa, O. Il

Terepsatauk, 0. E. Xomomumuna. — OpenOypr : OpeHOyprckuii
rocynapctBeHHbiid yauBepcuret, ObC ACB, 2013. — 104 ¢. — ISBN 2227-
8397. — TekcT : >neKTpOHHBIH // DnekTpoHHO-0ubaroTeuHas cuctema [PR
BOOKS : [caiiT]. — URL.: http://www.iprbookshop.ru/30125.html

bensies, I'. T'. Dtuka u stuker : ydyebHoe mocodbue / I'. T'. benseB. —

MockBa : MOCKOBCKasi TOCy/IapCTBEHHAsI aKkaJIeMHsl BOJHOTO TPAaHCIIOPTa,
2011. — 146 c. — ISBN 2227-8397. — TekcT : SJEKTPOHHBINA //



http://www.iprbookshop.ru/
http://www.iprbookshop.ru/95263.html
http://www.iprbookshop.ru/1133.html
http://www.iprbookshop.ru/22212.html
http://www.iprbookshop.ru/85156.html
http://www.iprbookshop.ru/30125.html

OnextpoHHo-6mOmoteynas cuctema [PR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/46359.html

4. Maronsiruna, H. B. IIpodeccuonanbHas aTuka u 3TUKET B cpepe cepBuca :
yuebHoe mocobue / H. B. Maronsiruna, JI. B. Pyrmosa. — Cankr-
[TerepOypr : Uatepmenus, 2013. — 160 ¢. — ISBN 978-5-4383-0038-0. —
TexcT : anekTpoHHbIH // DnekTpoHHO-0ubaoTeuHast cucremMa [PR BOOKS :
[catiT]. — URL.: http://www.iprbookshop.ru/30210.html

9.3 Ilepuoanyeckue U31aAHUA
1. http://'www.protocolonline.ru - XKypuan «JlenoBoii IPOTOKOJI U STUKET)»

2. http://www.europrotocol.com/
3. http://www.dist-cons.ru/modules/Strategy/section3.html -
I[HCT&HHHOHHBIP’I KOHCAJITUHT. CTpaTel"I/ISI IMUCBbMCECHHBIX KOMMYHHKaHHﬁ.

Kaxk cocTaBisaTh JCJIOBBIC ITMChMaA.

9.4. IIporpammHoe obecrieueHue
1 Windows 10 Pro
2 WInRAR
3 Microsoft Office Professional Plus 2013
4, Microsoft Office Professional Plus 2016
5. Microsoft Visio Professional 2016
6 Visual Studio Professional 2015
7 Adobe Acrobat Pro DC
8 ABBYY FineReader 12
9. ABBYY PDF Transformer+
10. ABBYY FlexiCapture 11
11. IIporpammuoe obecrieuenue «interTESS»
12. TIO Kaspersky Endpoint Security

9.5 TIIpodeccuonanbHble ©0a3bl [JaHHBIX W HHGOPMALMOHHBbIE
CIPABOYHBIE CHCTEMbI COBPEMEHHBIX HHGOPMALNIMOHHBIX TEXHOJIOT il

1. IPRbook (http://www.iprbookshop.ru/)

2. HanwmonansHnas snexkrponnas 6ubnuoreka (HOB) (http://H36.pd/)

3. DnekTpoHHas OuOnMMoTeuyHas cucteMa FOPAWT  https:/biblio-
online.ru/ (HOCTyN K MHAWBUIYAIbHOMN IMOJIKE)

4, HanmonanpHas snexkrponnas oubnuoreka http://elibrary.ru/

5. http://www.dist-cons.ru/modules/Strategy/section3.html -
JlucTraHIMOHHBIM KOHCAITHHI. CTpaTeruss NHCbMEHHBIX KOMMyHHKanuu. Kak
COCTaBJIATH JI€JIOBBIE NMHUCHhMA.

6.Dress to Impress the World - International Business Fashion

7. International Industry and Special Collection - Resource Search Page


http://www.iprbookshop.ru/46359.html
http://www.iprbookshop.ru/30210.html
http://www.protocolonline.ru/
http://www.europrotocol.com/
http://www.dist-cons.ru/modules/Strategy/section3.html
http://www.dist-cons.ru/modules/Strategy/section3.html
http://workabroad.monster.com/articles/dressing/
http://www.nlsearch.com/

8. Let's Do Lunch - Cultural Nuances of Business Lunches Abroad

9.Travel Information for Key Cities in the World

10. Hayunas osnektponHas Oubnuotexka «KubepJlenunka» (OO0
«UTEOC»). Ccputka Ha HOB: www.cyberleninka.ru.

11.Hayunas snexktponHass 6ubmuoreka eLIBRARY.RU (OOO «Hayunas
aeKkTpoHHas oubnuoteka»). Cepuika Ha DBC: www.elibrary.ru

10 OOecnieuenne 00pa30BaTeJLHOIO MpoLecca I JHMI C
OrpPaHNYEeHHBIMH BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B
VYyeOHple W y4eOHO-METOIUYECKHE MaTepuaibl ISl CaMOCTOSTEIHLHOM

paboThl O0ydYalOmUXCS W3 4YHCJIa WHBAIMAOB W JIMII C OTPAaHUYCHHBIMH
BO3MOXHOCTSIMU 3710poBbst (OB3) nmpenocrasisitorest B popMax, afanTHPOBAHHBIX
K OFPaHUYEHUSAM UX 37I0POBbsI U1 BOCIIPUSATHS HH(OPMAIIUU:

JI71s1 cnemnbIX U cnaOOBHASAIINX :

- JeKIuH O(QOPMIISIOTCS B BHJIE JJCKTPOHHOTO JTOKYMEHTA, JOCTYITHOTO C
MTOMOIIIBIO KOMITBIOTEPA CO CIICIMAIM3UPOBAHHBIM ITPOTPAMMHBIM 00ECIICYCHUEM;

- THUChMCHHBIE  3aJlaHWsI  BBINOJNHSAIOTCS  HAa  KOMIBIOTEPE  CO
CHEIUATM3UPOBAHHBIM MTPOTPAMMHBIM 00E€CTICUCHUEM, WJIH MOTYT OBITh 3aMEHEHBI
YCTHBIM OTBETOM;

- obecnieunBaeTCs MHAUBUIyaIbHOE paBHOMEpPHOE ocBenieHue He meHee 300
JIFOKC;

- JUIS  BBITIOJHEHUS 3aJaHusl TMPU HEOOXOJUMOCTH TPEIOCTaBIISICTCS
YBEJIUYUBAIOIIEE YCTPOMCTBO; BO3MOKHO TaK)K€ HCIOJb30BAaHUE COOCTBEHHBIX
YBETMYHUBAIONTUX YCTPOUCTB;

- MUChbMEHHBIC 3aaHMS O(POPMIISIOTCS YBETUICHHBIM MIPUPTOM;

- DK3aMeH M 3a4€T TMPOBOMATCS B YCTHOW (pOpME WIIM BBITIOJHSIOTCS B
NUCbMEHHOM (hOpMe Ha KOMIIBIOTEPE.

JI1st TIyXuX ¥ CIIa0OoCIbINIAINX :

- Jeknuu Oo(OPMISIIOTCS B BHJE JJICKTPOHHOTO JOKYMEHTa, JIM0O
IIPEIOCTABIISCTCS 3BYKOYCHJTUBAOIIIAS ammaparypa WHIUBUTYJIbHOTO
[10JIb30BaHMUS,

- TIMCbMEHHBIC 3aJaHUs BBHITIOJHSIOTCS Ha KOMIIBIOTEpE B IHUCHhMEHHOMU
dopme;

- 2K3aMEH M 3a4€T MPOBOJATCS B NMUCBMEHHOW (opMe Ha KOMIIbIOTEPE;
BO3MOJKHO MPOBEJICHHE B (HOPME TECTUPOBAHMS.

JIns I ¢ HapyIIeHUsIMUA OTTIOPHO-/IBUTAaTEIILHOTO arapara:

- JeKnuu O(OPMIISIIOTCS B BHJIE DJCKTPOHHOTO JTOKYMEHTA, JOCTYITHOTO C
MTOMOIIIFI0 KOMIIBIOTEPA CO CIICIMATM3UPOBAHHBIM ITPOTPAMMHBIM 00ECTICYCHUEM;

-  THUChMEHHBIE  3aJlaHUs  BBIMOJTHSAIOTCST HA  KOMITBIOTEPE  CO
CHEIUATN3UPOBAHHBIM MMPOTPAMMHBIM 00€CTICUCHUEM;

- DK3aME€H M 3a4€T TMPOBOMSTCS B YCTHOW (pOpME WIIM BBHITIOJHSIOTCS B
MUCHbMEHHON (hopMe Ha KOMIIBIOTEPE.

[Ipy HEoOXOAMMOCTH MpEIyCMaTPUBACTCS YBEIWUYEHHE BpPEMEHHU s
IIOJITOTOBKH OTBETA.


http://workabroad.monster.com/articles/lunch/
http://www.openworld.co.uk/cityguides/lists/index.html
http://www.cyberleninka.ru/

[Ipouenypa mpoBeaeHUs MPOMEKYTOUHOM aTTecTaly ISl 00ydaromuxcs
yCTaHABIMBAeTCA C  Y4YE€TOM HMX  HMHAUBUAYAJIbHBIX  MCUXO(PHU3NYECKHUX
ocobeHHocTed. [IpoMexxyTouHasi arrecTalusi MOXKET MPOBOAUTHCS B HECKOIBKO
JTAroB.

[Ipu nmnpoBeAeHUM TMpOLEAYypbl OLICHUBAHUS  PE3YJIbTATOB  OOyuYEHHUS
pelycMaTpUBAETCs UCIIOJIb30BAHUE TEXHUUECKUX CPEJICTB, HEOOXOAMMBIX B CBSI3U
C WHJMBHUIYAJIIbHBIMU OCOOEHHOCTSIMU OOy4aronIuxcs. ITH CPEICTBA MOTYT OBITh
IPEIOCTABIEHbl YHUBEPCUTETOM, WM MOTYT MCHOJIb30BaTbCA COOCTBEHHBIC
TEXHUYECKHE CPENICTBA.

[TpoBenenue npoueaypsl OLEHUBAHUS PE3yIbTaTOB OOYUYEHUS JOIYCKAETCS C
UCIOJIb30BaHUEM JUCTAHIIMOHHBIX 00PAa30BaTEIbHBIX TEXHOJIOTHHA.

ObecnieunBaeTcsi OCTYNl K WHGOPMAIMOHHBIM ©  OubOimorpaduueckum
pecypcam B cetu HMHTepHeT s Kaxaoro ooOywaromerocs B (opmax,
aIaNTHPOBAHHBIX K OTPAHUYCHUSIM MX 3I0POBBS M BOCTIPUSTHS HHPOPMAIIAH:

J11s1 cenpIX B C1a00BUIAIINX

- B Ie4aTHON (hopMe YBEIMUEHHBIM IIPUPTOM;

- B JopMe 3IEeKTPOHHOTO JOKYMEHTA;

- B popMe aynuodaiina.

JUtst rnyxux u caabocblanmX:

- B ie4aTHOU dopme;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA.

Jyist 00y4aromuxcst ¢ HapyUIeHUsIMUA OTIOPHO-/IBUTAaTEIILHOTO amnmnapara:

- B Ile4atHo# dopme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B popme aynuodaiina.

VYyeOHble ayauTOpUM JIsi BCEX BHUIOB KOHTAKTHOM W CaMOCTOSTEIHHOM
paboThl, HayuyHasi OMOIMOTEKAa M WHBIC MOMEIICHUS [Jii OOy4YeHUs OCHAIICHBI
CrenuaibHbIM O00OpPYJOBaHHEM U YYEOHBIMM MECTAMH C TEXHUYECKUMU
CpeICTBaMH O0y4YEHHUS:

JI71s1 cnemnpIxX v cnaboOBHASAIINX :

U TIYyXUX U CIa0O0CITbIIAIIHX:

- aBTOMATU3UPOBAHHBIM PabOYMM MECTOM JIJISl JIFOJIeH C HapyUIEHUEM CllyXa
U c1a0O0CbIIIAIINX;

- aKyCTUYECKHUM YCUITUTENh U KOJIOHKU;

Jiis 0Oy4aromuxcsi ¢ HapyUIeHUsIMU OMTOPHO-/IBUTATENILHOTO arapara:

- IEPEABUKHBIMH, PETYIUPYEMbIMU dproHoMuueckumu napramu CHU-1;

- KOMIBIOTEPHOM  TEXHUKOW CO  CIEHMAIbHBIM  IIPOTPAMMHBIM
o0ecreueHuEM.

11 MarepuajbHO-TeXHHYECKOe o0ecriedyeHre JUCHUIJIMHBI —

3aHATUS 1O JUCHUIUIMHE TIPOXOMAT B YYEOHBIX AYJUTOPUAX IS
MPOBEJCHUSI 3aHATUM JIEKIIMOHHOTO THUMA, 3aHATHI CEMUHApCKOro THIIA,
TPYNNOBBIX YW HWHAWBUAYAIbHBIX KOHCYJbTAIlMM, TEKYIIEr0 KOHTPOJS H



MIPOMEKYTOUYHON aTTECTAIllMH, YKOMIUJIEKTOBAHHBIX MEOENbI0 M TEeXHUYECKUMU
cpencTBamMu OOyUeHHS.

st camocToATENbHOM padOThl OOYYaIOIIMXCS W TMPOBEACHUS OTIEIbHBIX
3aHATUN MO JAMCHMIUIMHE UCHOJIb3YIOTCS YYeOHBbIE ayIUTOPUH JJIsi MPOBEICHUS
3aHSITHH CEMHHAPCKOTO THUIA, TPYIIOBBIX W HWHIAWBUAYAJIbHBIX KOHCYJIbTAIIWMN,
TEKYIIETO KOHTPOJIS U MPOMEKYTOYHOW aTTeCTallud, CaMOCTOSITEIHHOU PaboTHI,
YKOMIUJICKTOBAaHHbIE ~MEOEIhI0 M  TEXHHUYECKUMHU CpPEIACTBaMU  OOy4YCHHS,
KOMITBIOTEPHOW TEXHUKOM C BO3MOXHOCTBIO MOJAKIIOUEHUA K ceTu «IHTepHET» M
obecriedyeHHEeM JOCTYNa B JJIEKTPOHHYIO HH(POPMAIMOHHO-00pa30BaTEILHYIO
cpeny.

CpenctBa o0OecrieueHus OCBOCHUS AUCIUIUIMHBIL:

- MPOBE/ICHUE JICKIIMOHHBIX 3aHATHH C WCIOJB30BAaHUEM TIPE3CHTAIUI
pa3paboTannbix B peaaktope MicrosoftOfficePowerPoint.;
- ayJIMOBU3YaJbHbIC MaTEPUAIIbl — 3BYKOBBIC (DHITbMBI;
- MPE3eHTAIlM, KOMIBIOTEPHBIC CIIAWI-TIIOY U T.JO. K CEMHUHApPCKO-
MPAKTUYECKUM 3aHSATHUSIM.
- BUJEO03aIUCH, pa3pabOTKU 3aHATUH, CEMUHAPOB, TECTHI.

K paboueit npozpamme npunazaromca:
Ipusoxkenune 1 - @oHA OIEHOYHBIX CPEICTB AJISI IPOBEACHUSI aTTECTAllUU
YPOBHSI CPOPMUPOBAHHOCTH KOMIETEHIIUI 00ydaroMIMXCcs M0 AUCIUIUIMHE;

TECTBI
IIpoBepbTe Bamu 3HaHNS KYJbTYPbI 3apy0eKHBIX CTPAH

Corunacnbl i1 Bbl €0 ciieyr oMMy BHICKA3bIBAHUSAMH?
1. Knaccuueckum mnpuBerctBueM B Kutae siBisieTcs HU3KHM TOKJIOH B
3HAK YBaKCHUSL.
[IpaBuneHo O  HenpasuibHO O
2.B wucinaMcKkux CTpaHax HeNb3s CHUJETh C BBITSHYTHIMA HOTaMH,
MOKa3bIBasl MOIOIBBI CUASIIAM HAIIPOTHUB JIFOISAM.
[IpaBunsHo 0O  HenpasuibHO O
3. B CIIIA naroT yaeBble Jaxke B T€X CIIydasiX, KOT/Ia HEJOBOJBHBI €101

WIH 00CTy>KUBaHUEM.



IIpaBunsHOo O HenpaBunbHO O
4.Eciiu Bpl B Mcnmanum uaete B pecTOpaH CO CBOMMH JIEJTOBBIMH
napTHEpaMu, TO KaXIbI IJIATUT 3a ce0s, 4ToObl He OBITh OO0sS3aHHBIM
JIPYTUM.
[IpaBunsHo O HenpaBuiibHO O
5. Tlocne o6ena B Kurae npuHATO O4E€HB OBICTPO BCTATh U YUTH.
[IpaBunsHOo O HemnpasuibHO O
6. UToOBI BhICKa3aThCs, B M3pauie He HYKHO JTOXKHUIAThCA, MOKa Bari
coOeceIHHK ClIeJIaeT nay3y; pa3peliaercs IpepbiBaTh cOOECETHHUKA.
[IpaBmiibHO O HemnpaswibHO O
7.Ecmu Bel B cTpaHax AMEpHUKH, B KOTOPBIX TOBOPST HA HCIIAHCKOM
A3bIKE, B OTBET Ha Bamie npeanoxxenne ycnsimre «MapbsiHay (3aBTpa), 3TO
03HA4yaeT SIBHBIA 0TKa3, KOTOPHIA cPopMyIupoBaH B Jit0Oe3HOM hopMme.
IIpaBunsHo 0 HempasuiibHO O
8. XenmmHaMm BocIpeleH BXOJ B MEUETH.
[IpaBunsHo O HenpaBuiibHO O
9. B Sflmonuu Ha ne0BBIX BCTpeYax CHavyasla MPUBETCTBYIOT MY>KUHH.
IIpaBunbHo O HempaBuiibHO O
10.B 3Hak oxoH4aHMs 00e/la KUTANCKUN 1eT0OBOM MapTHEP BTHIKAET MAJIOYKU B
puc.
[IpaBunbHo O  HenpaBuiibHO O
11.B Upane oT rocteit xKAyT NOAAPKOB, IPUBE3CHHBIX MU C POAUHBI, U PAJIbI,
KOTJ1a MOJIy4atOT BUHA, U3TOTOBJIEHHBIE B I0JIMHE PEKU MaliH.
IIpaBunbHo O  HemnpaBuiibHO O
12.B CIIIA He npuHATO HaJAeBaTh JHKUHCHI HA JICJIOBBIC TICPETOBOPHI.
[IpaBunbHo O  HenpaBuiibHO O
13.JIroqu OyaauCTCKOM BEPHI HE JTFOOST, KOT/Ia IPUKACAIOTCS K UX TOJIOBE.
[IpaBunpHo O  HenpaBwiibHO O
14 . MycynbMaHe JOJKHBI YATaTh MOJIUTBY TPH pasa B JIEHb.

IIpaBunero O HempaBuiibHO O



15. JHaxxe npu ouenb kpatkux neperoBopax B CIIIA nHeob6xoammo
IPEACTABIIATH COITPOBOXKAAIOIINX Bac nwil.
[IpaBuneHo O  HenpaBuibHO O

16. B BemukoOputanuu caep:kaHHOE BBICKA3bIBAHHE CUUTACTCS
XOPOILKUM TOHOM.
[IpaBuneHo O  HenpaBuibHO O

17. B ApabGckux ctpaHax oObATHS MY>KYUH U JKEHIIUH Ha MyOJInKe
BO3MOYHBI TOJIBKO JJIs1 CYNPYKECKUX Tap.
IIpaBunbHO O HemnpaBuibHO O

18. B Yunu nyHKTyanbHOCTM IPH JIEJIOBBIX BCTpeYax MPUIAETCS
OO0JIBIIOE 3HAUCHUE.
[IpaBunsHOo O HemnpasuibHO O

19. Eciu B Benrpum cpaszy e OpencTaBiSIIOTCS [0 MMEHHU, 3TO
BOCIIPUHUMAETCS KaK 3HAK OJU3KOM JIPYyKOBI.
[IpaBunbHo O  HenpaBwiibHO O

20. B Tynuce 3ampenieHo ynoTpeOisiTh aJKOTOJIbHbIE HAMUTKH
JaXe JINLAaM, KOTOPbIE HE UCTIOBEAYIOT HCIIAM.

IIpaBunbHo O HempaBuiibHO O

21. B Yemickoit Pecnybiuke npsiMoil B3I B TJla3a SBISETCS
BBIPAKEHHEM HUCKPEHHOCTHU.
[IpaBunsHo O HenpaBuiibHO O

22. PykomnoxaTtre B 3HaK NMPUBETCTBUS HE MOJYYWIIO LIMPOKOrO
pacnpocTpaHeHus cpenu 6enoro Hacenenus KOxHoit Adpuku.
[IpaBunsHo O HenpaBuiibHO O

23. B Hcnanum ToOnbKO TOCiiE CBETCKOM Oecenbl u oOMeHa
HOBOCTSIMU JIMYHOTO XapaKTepa MepexosiT K 00CYKACHUIO JEl.
[IpaBuneHo O HenpaBuiibHO O

24, B CkaHauMHaBCKMX CTpaHAaxX pas3jidyusiM B  COLUAIBHOMN
Uepapxuu He IpuiaeTcs 00JIbIIOTO 3HAYEHUS.

[IpaBmibHO O HemnpaswibHO O



25. B xauecTBe nmogapka B Poccuu MOXeET UCTIONb30BaThCs BOJKA.
[IpaBunsHo O HemnpasuibHO O
26. B Ilospmie kaTonauiu3M  sBJsSIETCS Haubojee pacrpoc-
TPaHEHHBIM BEPOUCIOBEIAHUEM.
[IpaBunsHo O HenpaBuiibHO O
27. CumBOJIBI cTaTyca urparoT B Hunepnannax BaKHYHO poOJib.
[IpaBunsHOo O HemnpasuibHO O
28. B Mapokko He NPHUHATO €CTh IpPaBOM PYyKOM, TaKk Kak OHa
CUUTAETCS HEUUCTOM.
[IpaBmiibHO O HemnpaswiibHO O
29. TuTynsl urparoT B ABCTpasiuv OOJBIIYIO POJb ISl TPABUIBHOU
OLICHKU MEPapXUYECKUX OTHOUIEHUH.
[IpaBuneHo O  HenpasuibHO O
30. B A3zum npu npuBETCTBUM PYKONOKATHEM PYKY HE CIEAYET
C)KMMAaTh CIIMIIKOM CHUJIBHO.

IIpaBunsHo O HenpaBuiibHO O

Omeemul

1. HenpaBuibsHo. D10 mpunaro B fAnonun, a He B Kurtae, rae B
3HaK TPUBETCTBUA KHUBAIOT TrojoBod. OpHako B OOIIEHMH C
WHOCTPAHHBIMU JEJIOBBIMU NTAPTHEPAMH IPUHSTO JIETKOE PYKOIOXKATHE.

2. IIpaBunbHO. Horm  cuMrarorcst  HEYHUCTBIMH,  ITODTOMY
BBICTABJISITh HAINOKa3 IOJOIIBBI YPE3BBIUAMHO HEBEXKJIUBO. Bo MHOrmx
OYJIMCTCKUX CTpaHax ATO TakKKe BOCIPUHUMAETCA KaK HEBEKIMBOE
MTOBEJICHUE.

3. [IpaBunbHO. HO B Takux cimydasx mocrtatouno 10 %. Bo Bpems
eapl HeoOXOoAMMO MoKa3aTh Baiie HelTOBONBCTBO (3TO YMECTHO CHENaTh
COBEPILEHHO CIIOKOMHBIM TOHOM), U TIEPCOHAJ MPEANPUMET BCE MEPBI JUIs

YCTpaHEHMs HETOCTAaTKOB.



4. HemnpaswibHo. B Mcnanuy, Kak 1 BO MHOTMX JIPYIMX CTpaHax,
OTHENIbHBIE CYETa COBEPIIEHHO HempuemiieMsl. [IpuHHMMaromas cropoHa
miaTuT 3a Bcex. Ecnmm Bel Wacto xomure B pecTOpaH, HampuMmep, ¢
IPY3bsIMM WJIM KOJUIETAMH, TO CYETa MOTYT OIUIaYMBaTh BCE IMOOYEPEITHO.
CymiecTByeT TakKe BO3MOYKHOCTb, KOTJAa KAaXKIbIM KJIAJAET CBOK JOJIO
OIUIAThI HA MTPEIHAZHAYECHHYIO JJISl 3TOTO TapeyKy.

S. IIpaBunbHO. BO Bpems e€npl HE CIEayeT CHEMNTb, HO JJIA
KUTaNIIeB MOKAXKETCS CTPaHHBIM «YIOTHO MOCHAETH» mociie obena. Eciu
Bbl coBMECTHO C €OBBIMU MAapTHEPAMHU XOTHUTE MPEANPUHATH YTO-IUO0
1o100HOE, TO YMECTHO CJeNIaTh 3TO B IPYTOM MECTE.

6. [IpaBriibHO. MeXny BBICTYIUIEHUSIMU BO BPEMSI AUCKYCCHUU HE
o0si3aTenbHO  JeNaTh May3bl. BBICTYIJIGHHS] YacTO MpEepbIBAIOTCA
pEIIMKaMu, YTO HE CUUTAETCS HEBEXIMBBIM. Takoe nosenenue B M3paunne
HE UMEET HETaTUBHOI'O OTTEHKA «IIepeOuBaTh COOECETHUKAY.

1. HemnpaBunbHo. OOBIYHO OTKa3 HE BBIPAKAETCS PE3KO CIOBOM
«HEeT», a Jnenaercsa B Ooisiee mroOe3Hoit (opme. «MapbsiHa» (3aBTpa)
O3Ha4aeT TOJbKO TO, 4YTO celyac He XOTIAT oO0cyxaarb Bare
MpEIJI0KEHUE, BO3MOXKHO, 3TO OYyJIET 3aBTpa UJIU Ha CIIEIyIOUIEH Heele.

8. HenpaBunpHo. B O0NbIIMHCTBE CTpaH MEYETH OTKPBITHI U IS
YKEHIIUH, HO, HAXOSICh TaM, OHH JIOJKHBI Ha/IETh HA FOJIOBY IUIATOK.

9. HenpaBunbsHo. B flnonun cHayana mMpuUBETCTBYIOT JIMIIO CAMOTO
BBICOKOTO paHra. Takum JHMIIOM MOXET ObITh U JKEHIIWHA, XOTA 3TO,
CKOpee, UCKIIIOYEHUE.

10. HenpaBunpHo. BThIKaTh majiouyku B pUC BO BpeMms obOena
3aMpeIeHo.

11.  HemnpaBwibHo. Ecim mrogu pagsl 3HaKy BHHMAaHUSI B BUJIE
HEOOJIBIIIOT0 MOAapKa, TO 3TO HE 3HAUUT, YTO OHU KIYT MOJAPKOB, a U3-3a
3afpeTa Ha ymnoTpeOJIeHHEe ajKoroJii BUHO B KaueCcTBE IMOJapKa BOOOIIE

HEYMECTHO.



12.  IlpaBunbHO. J[)KMHCHI COBEpIICHHO HE MOAXOAST B KauecCTBE
OJIEKbI VISl IEPETOBOPOB.

13. [IpaBunpHO. T'0JIOBa cCyMTAaeTCs CBAIMIEHHOM 4YacThbO TeENa,
MIO3TOMY €€ KacaTbCid HEJb3sl. Takue MPUKOCHOBEHUS BOCIPHHHUMAIOTCS
KaK Ype3BbIYaiiHO HEMPUSATHBIE.

14. HenpaBunasno. KopaHoM mnpenmucaHo, 4YTOObI BepYIOIINE
YUTAJIA MOJIUTBY IISITh Pa3 B JICHb.

15.  IIpaBunsHo. [laxke BO BpeMsi KpaTKUX MEPErOBOPOB CUUTACTCS
HEBEKJIMBBIM HE NPEJICTABIIATH CONTPOBOKIAOIIUX JIULI.

16.  IlpaBwibHo. CNMIIKOM CaMOYBEPEHHOE OTHOIIEHHE K JIeTy
BBITJISIZIUT HE OY€Hb XOpouio. MICKyCCTBOM BBICKa3bIBaThCs CIEp>KaHHO Bbl
CMOXKETE TOOUTHCS OOJIBIIUX YCIEXOB.

17. HenpapuinbHo. OOBITHUS MYXYUH W KEHIIMH Ha IMyOJIHKE
MPOU3BOAAT HENPUIATHOE BIIEUATICHHE.

18.  TlpaBwibnHo. OTHOIIEHUE K BpeMeHu B LlenTpanpaoit u FOxHON
Adpuke nocratouHo rubkoe, HO B Yuiaum TOpH JEJIOBBIX BCTpEUax
MYHKTYaJIbHOCTh HEOOXOMMA.

19.  HenpasuibHo. OOpanieHue no MMEHHU, Kak MpaBuiio, MPUHSITO
MEXITy OYEHb XOPOIIUMHU JABHUMH JIPY3bsIMH.

20.HenpasunbHo. B TyHuce He cylecTByeT 3anpera Ha ajJKoToJlb.

21.  HenpaBunbHo. Bo Bpems Oecenbl CMOTPST APYT APYTY B JIUIIO U
B IJIa3a HE TaK J0JTro, Kak B [ 'epMaHum.

22.ITpaBUibHO.

23.  IlpaBunpHO. Ecnm cpa3y HayaTh C OOCYXIEHHS €], TO 3TO
OyZAeT BBITJIAIETh CTPAHHO.

24.  TlpaBunbHO. KoHEUHO, CyIIECTBYIOT HEpAPXUUYECKUE PA3TUIHS,
HO OHU HE MOYEPKUBAIOTCS, & CKPBHIBAIOTCS.

25. HempaBunpHo. [lns momapka Jydine TOAXOAST — JIPYyTUe

CIIMPTHBLIC HAITUTKH.



26. IIpaBunbHo. bomee 90 % HacenmeHUss OTHOCATCS K Ka-
TOJINYECKOMY BEPOUCIIOBEIaHUIO.

27.  HenpaBwibHO. IIpuHIMITEI paBEHCTBA WIPAIOT BAXKHYIO POJlb,
MO03TOMY CUMBOJIBI CTaTyca He MPUHATO MOAYEPKUBATb.

28.HenpaBuibHo. JIeBast pyka cuuTaeTCsl HEUUCTOM.

29. HenpaBunsHo. HWepapxuueckue paziuuus B ABCTpaIUH
CUMTAIOTCA HECYIIECTBEHHBIMHU, a TUTYJIbI YKa3bIBAIOTCS KpaliHE PEJIKO.

30. IIpaBunbHO. [IpuBETCTBHE CHIBHBIM PYKOIOXXAaTHEeM B A3uu

CUUTACTCA arpCCCUBHBIM U BOCIIPUHHUMACTCA KaK 3allyTMBaAHHC.



Partl.

1. What types of protocol must be more useful in tourism and service sphere
a.international
b.diplomatic
c.palace,
c.political,
d.military,

e. administrative,
f.jurisdictional,
g. academic,
e.social.

2. Speaking about the functions of etiquette we can state that:

a.makes us feel more comfortable

b. helps us to get better score at our exams
C. puts the people around us at ease

d. Makes everyday life more pleasant

e. improves the quality of life

3. Which public proprieties must be observed in the office:
k. Smoking
I.  Sneezing and coughing
m. Joke and leg-pulling
n. Manners between men and women
0. Compliments

p. Polite talk, arguing

S

. Pick out the main elements of relationships important for business relations:



Courtesy
Mutual respect
Compassion
Co-operation
Affection
Mutual help

S0 o0 oTo

5. Which guidelines reflects the unique electronic nature of the medium.
a. ldentify yourself

b. Include a subject line.

c. Avoid sarcasm.

d. Respect others' privacy.

e. Acknowledge and return messages promptly.

f. Copy with caution.

6. What qualities are the most important in communication with other cultures?
a. respect his own culture and also

b. appreciation, respect for other cultures

c. tolerance

d. knowledge of world cultures and cultural differences

e. attentiveness

f. ability to risk

7. Which from the followings can form barriers in cross-cultural communication:
a. language differences

b. nonverbal misinterpretation

C. appearance

d. tendency to evaluate

e. understanding

8. What can be referred to the paralanguage:



o))

. facial expression

o

. voice pitch and inflection

o

. color symbolism

o

. rate of speech

. silence

(1]

9. Mark the effects of global business:

o))

. Small companies have less hope of surviving.

o

. Political barriers between East and West are still strong

(@]

. Business people understand other cultures better

d. Travel is easier and more accepted by business people
10. Whom should be given priorities during the travelling:
a. people of other cultures

b. elderly people

c. disabled people

d. young ladies

e. children

Part 11
1. . Look at the five definitions of culture, produce your own definition.

The sum total of all the beliefs, values and norms shared by a group of people.

The way you have been conditioned in a society to think, feel, interpret and react.

The collective programming of the human mind.

A large pool of experience composed of learned programs for action and passed on from
generation to generation.

10. All you need to know and believe in order to be accepted in a society.

©oN>

2. Match the statements given below with the appropriate column:



Etiquette Protocol

a. sets of unwritten guidelines or rules for the conduct of business and business dining and
entertaining;

b. socially accepted behavior

c. socially desired and accepted rules which facilitate human relations

officially accepted rules about public and state affairs

d. good manners, correct interpersonal behavior

3. Extend the definition

The process where people and their careers are marked as brands leading to an indelible
impression that is uniquely distinguishable as professional is called ... (personal branding)

4. Match the characteristics of e-mail writing with the proper column

Common Specific

a. No spam (a.k.a. junk mail). (2)

b. Be concise. (1)

c. Use appropriate language (1)

d. Use appropriate emoticons (emotion icons) to help convey meaning (2)

e. Use appropriate intensifiers to help convey meaning (2)




5. Extend the definition

The cultural variables that undermine the communications of intended meaning is called ...
(Cultural noise)

11. In the following pairs of contrasting statements, say which dimension is being
exemplified:

Uncertainty Collectivism/Individualism | Power Distance Masculinity/Feminity

Avoidance 1
2 3 4

a. A: That was a very useful discussion, Nick, we’ve made a lot of progress. Thanks for
coming.

B: 1 don’t care how you do it, just let me have the results. I’m busy too, you know. (3)

b. A: It’s up to me. I’m going to get this contract signed before the end of the week,
whatever else happens.

B: We don’t seem to be pulling together. Perhaps some of our support team have been
pressurized by this project. (2)

c. A: She’s the boss, so what she says is fine by me.
B: I’m going to have a word with my manager to say why I think that isn’t reasonable.

d. A: We’ll have a look carefully at this plan. It has implications for our investment program.

4)

B: We’ll get some quick returns out of this, especially if we put a lot of money into it. (1)

Ipuaoxenne 2 - Mertoguueckue ykazaHusi JJIsi OOy4arOLIUXCS 1O OCBOEHHUIO
JTVCLUATUIVHBI.

Meroanyeckue peKOMeHAAIUM I MOATOTOBKH COOOIIEeHU S
Coo011eHne — 3TO YCTHBIN TEKCT, 3HAUUTENIbHBIN 10 00beMy, MTPEICTaBIISIONIHIA




co0olt myOIuYHOE pa3BepHYTOE, TITyOOKOE U3JI0KEHNE OMPEICTICHHOU TEMBI.

DTanbl MOATOTOBKH COOOIICHHUS

1. Onpenenenue nemnu.

2. IlonGop HEOOXOAMMOTO MaTepualia CoAep KaHusl COOOIIICHMUSI.

3. CocraBieHue 1aHa, pacrpeaeieHue COOpaHHOTO MaTepuaia B He00X0IMMO
JIOTUYECKON TTOCIE0BATEIHHOCTH.

4. Kommo3uimonHoe opopMIeHHE COOOIIEHUSI.

5. 3ayuuBaHHWe, 3allOMHUHAHUE TEKCTa COOOIIEHHUs, TOATOTOBKA TE3HCOB
BBICTYTUICHUS, TIPEJICTABIISIONINX CO00M TEKCT HEOOJIBIIOTO 00heMa ¢ OCHOBHBIMU
MOJIOKEHUSIMU COOOITICHUSI.

6. IlpousHeceHue cOOOILIEHUS C COOTBETCTBYIOLIEH MHTOHAIIME MUMHKOM
KECTaMHU.

CrpykTypa cooOIieHus:

- TUTYJIbHBIM JIUCT ;

- IU1aH (OIJIaBJICHUE);

- BCTYIICHNE — YKA3bIBACTCSA TEMa COOOIICHHMSI, YCTAaHABIMBACTCS JIOTHUCCKAs
CBSI3b €€ IPYTUMHU TEMaMH WA MECTO pacCMaTPHBAEMOU MPOOIEMBI Cpeau APYTHX
npoOJjieM, JdaeTcsi KpaTkuid o0030p MCTOYHHMKOB, Ha MaTepuaige KOTOPBIX
PacKphIBAETCS TEMA;

- OCHOBHAsl 4acTh — HMMEET YETKOE JIOTHYECKOe MocTpoeHue. M3moxeHue
MaTepuaia JIOJDKHO OBIT CBSI3HBIM, TOCJIENOBATEIbHBIM, JIOKA3aTEIbHBIM,
JIMIICHHBIM HEHY>KHBIX OTCTYIUICHUH U MIOBTOPEHUM;

- 3aKJIOYCHHE — TOJABEACHHE WTOroB, (OPMYIMPOBAHHE BBIBOJIOB,
MOTYEPKUBACTCS 3HAYECHUE pacCMaTpUBAEMOM MPOOJIEMBI U T.11.;

- CIIMCOK JIUTEPaTyphl;

[Ipu BBICTYMIIEHUH C COOOIIEHHEM PEKOMEHAYETCS CTPOTO MPHUACPKUBATHCS
TUTaHAa.

[Tpu BEICTYIIIIEHUN HEOOXOMMO MCITOJIH30BAThH TIPE3ECHTAITHIO.

MeTozmquKne PEKOMECHIAUA K O(l)OpM.]IeHI/IIO npe3eHTaum“4

O®OPMJIEHUE CJAHI0OB

» CoOnroaiite eAMHBIN CTUIh O(hOpPMITCHUSI.

= M30eraiiTe cTuiieii, KOTopsle OyayT OTBIEKATH OT CaMOM
MIPE3EHTAIINN.

» BecniomorarenbsHas nHdopmaius (Yrnpaisionue KHOMKH) He
JIOJDKHBI TTpe00J1aiaTh HaJl OCHOBHOM MHGOpMaIMel (TEeKCT,
PUCYHKH).

Ctuib

Don » J[nia ponHa BeIOMpaiiTe O0JIee X010 HbIE TOHA (CHHUH,
3CJICHBIN ).

* Ha ogHOM cnaliie peKOMEHIyeTCsl UCTIOIh30BaTh HE OoJiee
TpeX IBETOB: OJUH s (DOHA, OJTUH IS 3aTOJIOBKOB, OJIMH
JIIA TEKCTA.

Hcmons3oBanue
BETA




= Jlnst poHa M TeKCTa UCTIONIB3YHTE KOHTPACTHBIE IIBETA.
= OOpaTtuTe 0c000€ BHUMAHKE Ha IIBET TMIEPCCHUIOK (110 U
TIOCJIE WICTIOIH30BAHMS).

. HCHOHLBYﬁTC BO3MOXHOCTHU KOMHBIOTGpHOfI aHuMaluu AJist

AHUMaIMOHHBIE IIpEACTaBIICHUSA HH(I)opMauI/H/I Ha cliamae.
3¢ ekt * AHUMalMOHHBIE 3PPEKTHI HE JOHKHBI OTBJIEKATh BHUMAHHE
OT coziep>kaHus HH(GOpMallMU Ha claiijie.
MNPEACTABJIEHUE UH®OPMALIUU
* Jcnonb3yiTe KOPOTKUE CJIOBA U MPEAJIOKECHHUS.
Conepxarue * MUHUMHU3UPYUTE KOJIUYECTBO IPEAIOT0B, HAPEUUH,
uHbopMauu npuiiaraTeabHbIX.
* 3aroJIOBKH JIOJKHBI IPUBJIEKATh BHUMaHUE ayIUTOPHUHU.
* [IpennodTuTeNnbHO TOPU3OHTAIBHOE PACTIONOKEHHE
Pacnionoxenmve uH(OpMATIH.
HEbOpMAIHH » HaubGonee BaxkHast uHGopmanus J0JKHA pacloaratbCs B

Ha CTpaHUIC

LIEHTpE JKpaHa.
= Ecnu Ha cliaiiie pacroiaraeTcsi KapTUHKa, HaIKUCh JOJKHA
pacrnoJiaratbCs 1oJ1 Heu.

Jlns1 3arosioBka — He MeHee 24.

s undopmanm — He meHee 18.

[IpudTer O6€3 3aceuek jeruye YuTaTh ¢ OOIBIIOT0 PACCTOSIHUS.
» Henb3st cMeIMBaTh pa3Hble TUIIBI IIPUQPTOB B OJHOM

[pudter
IpEe3eHTalUU.
» ][5 BBIEICHNS HHPOPMAIIUX CIETYET UCTIOJIb30BATh
KUPHBIA MPUPT, KypPCHUB WITH TTOTYSPKUBAHHE.
» [IponucHbIe OYKBBI YUTAIOTCS XYK€ CTPOUYHBIX.
CrnenyeT ucnoiab30BaTh:
Criocobmbt " paMKH, TPaHUIbI, 3IHBKY:;
BBIICIICHUA " pasHble LIBeTa HPU(TOB, LITPUXOBKY, CTPEIIKH;
uHbOopMaIuu " PUCYHKH, JUATPAMMBbI, CXEMBI I WJUTFOCTPAIK Hanbosee
BaKHBIX (haKTOB.
* He cTouT 3an0aHATh OJIMH Caiil CIMIIKOM OOJBIINM
00beMOM UH(pOPMAIUU: JTIIOAU MOTYT €TUHOBPEMEHHO
O6Bem 3allOMHUTH HE 0oJiee TpeX (PaKTOB, BHIBOJIOB, ONPEACICHHUIA.
uHpopmaruu » HauGounpiras 3¢ PEeKTUBHOCTH JOCTUTAETCS TOT 1A, KOTaa

KITFOUEBBIC TYHKTHI OTOOPAYKAIOTCSI IO OJTHOMY Ha KaXJI0M
OTEIBHOM CIANJIE.

Bungb! cnainnos

Jlnis obecriedeHus pa3Ho00pasus cleAyeT UCIOIb30BaTh pa3HbIe
BHUJIbI CITANJIOB:

" C TEKCTOM;
= ¢ TaOJIMIIAMU;
" C IUarpaMMamu.

KOHTpOJIbI OKCIICPTHU3a COO6IHCHI/I}I nmpenogaBarcjieM MW CTYACHTaMHU IIOCJIC




BBICTYIUICHUS 00y4YaroIerocs

Kpurepuu oueHok:

- OLIEHKA «5» CTaBUTCS, ecli 00yUYaIOUIMACs BBIIOTHII pabOTy B COOTBETCTBUU C
TpeOOBAHUSAMU 110 COCTABICHUIO COOOIIEHUS, TOATOTOBIICHA MPE3CHTALIUS

- OIICHKA «4» CTaBUTCS, €CIIM 00YYaIOIIUICS TOMYCTHII HETOYHOCTHU B COJIEPKAaHUU
TEMBI COOOIICHUS, CTPYKTypa COOTIOICHA, TIOITOTOBJICHA MTPE3CHTAIIHS,

- OLIGHKa «3» CTaBUTCHA, eciau OOydalmuics MONMyCcTWd TpyOble OMMOKH B
CTPYKType COOOIIEHHs, TeMa TMOJHOCThI0O HE pACKpbITa, Ipe3eHTalus He
MOJITOTOBJICHA.

MeTtoauyeckue ykazaHus
JJIS1 COCTABJICHHS KOHCIIEKTA,
TpedoBaHMs K (JOPMAM KOHTPOJISI U KPUTEPHHU OLCHKH

AJIFOpI/ITM COCTaBJICHUA KOHCIIEKTA.

1. bernpiii mpocMOTp HHGOPMAIIMOHHBIX HCTOYHUKOB C IIEJIBIO OMPEACIIUTD
MOJTHOTY PACKPBITHS TEMBI.

2. OmpenerneHne xapakTepa TEKCTa (TEOPETUUECKUN WM DMIMPUYECKHM, T.€.
OCHOBaHHBIN Ha OTBITE).

3. BeigBiaeHHE CTENEHH CIIOKHOCTH TIO0 HAIMYHAIO HOBBIX WM HETIOHSTHBIX
TEPMHUHOB-TIOHSITU.

4. Takoe mpeaBapuUTEIbHOE 3HAKOMCTBO C TEKCTOM, a TaKXe Yy4eT
COOCTBEHHBIX 3a1a4 MIOMOTAET OCO3HAHHO BBIOpATh BU/JI
KOHCIIEKTUPOBAHMSI.

5. KoHcrnekTtupoBaHue B COOTBETCTBUU C BLIOPAHHBIM BUIOM.

e KOHCIEKTUPOBAHMS:

- HAyYUThCA TIepepadaThiBaTh J00YI0 HHPOPMAIINIO, TPUIaBasi € MHOW BUJ, THII,
bopmy;

- BBIIEIUTHh B MMCbMEHHOM WJIM YCTHOM TEKCTE€ CaMO€ HEOOXOJIMMOE U HY>KHOE
JUIS pellieHusl yueOHON WM HayyHOU 3a/1auu;

- CO3/aTh MOJIEJb MP0OJIeMbl (HOHATUHHYIO WIIN CTPYKTYPHYIO);

- YOPOCTUTH 3allOMMHAHUE TEKCTa, OOJETYUTh OBJAJEHHE CIEeNUATbHBIMU
TePMUHAMU;

- HAKOMUTHh WHGOPMAIUIO NJIs HAMWCaHUs Oojiee CIOXKHOW pabOThl B BHIE
nokiana, pedepara, KypcoBO U AUMIIOMHON paOOTHI HIIM IPOEKTA.

I1J1aHOBBINA KOHCIIEKT

[Inan wumm CIICOUAJIbHO COCTaBJICTCA [JId HAIIMCAaHUA KOHCIICKTA, WU



HCIIOJB3YCTCA paHEe COCTaBJICHHBIN B KAYE€CTBE CAMOCTOSTECIbHOM 3aIMCH.

Kaxxomy Bompocy mjaHa B TaKOW 3alKMCH OTBEYAET ONpeJeleHHass 4acThb
KOHcIieKkTa. Tam, rJie MyHKT MjlaHa He TpeOyeT JOMOJIHEHUN U pa3bsiCHEHU, OH He
COMPOBOXKAAETCSI TEKCTOM. OTO OJHA U3 OCOOCHHOCTEW CTPOMHOrO, SICHOTO U
KOPOTKOTO MJIaHa-KOHCIIEKTa.

[Ipy HanmMuMKM HaBbIKA IUJIAHOBBIM KOHCHEKT COCTAaBJISIOT AOCTATOYHO
OBICTPO, OH KPaTOK, IPOCT U SICEH MO cBOeH (hopme. ITU MPEeUMyLIECTBA JeIat0T
€ro He3aMEHUMbIM TIPU OBICTPOM MOJATOTOBKE MOKJaAa, BhICTyIUIeHUs. KauecTBo
TaKOrO KOHCIIEKTa IIOPOM WEIMKOM 3aBUCHUT OT KadecTBa IUIaHA, OT TOro,
HACKOJIBKO MTyHKTHI TJIaHa OyyT HE TOJIBKO PACKpPHIBAThH

CxeMaTHYeCKHH ILIAHOBBIM KOHCIEKT

Cocrapnsiercss B BUJIE OTBETOB Ha IYHKTHI IUIaHA, c(hOPMYJIUPOBAHHBIEC B
BOIIpocUTENLHON (popMe. B mporiecce moAroToBKH, a MHOT/AA U TP MOCIEayIoIen
NEPENEIKE IUIAHOBBIM KOHCHEKT MOXET OTpPA3UTh JIOTHYECKYH) CTPYKTYpy U
B3aUMOCBSI3b OT/ICJIbHBIX MOJIOKEHUMN.

TekeTyajJbHBIA KOHCIIEKT

DTO KOHCIIEKT, CO3/IaHHbIA B OCHOBHOM, U3 OTPBIBKOB IMOJJIMHHUKA — LIUTAT.
TekcTyalbHbIE BBIITUCKU MOTYT OBITh CBSI3aHBI MEXKAY COOOM IIEMBI0 JIOTHYECKUX
Mepexo/IoB, MOTYT OBITh CHAaO0XXEHbI TUIAHOM W BKJIIOYATh OTJICJIbHBIC TE3UCHI B
M3JI0)KEHUHU KOHCIIEKTHUPYIOIIETO WM aBTOpa. TEeKCTyaJbHBIM KOHCIEKT —
WCTOYHUK JOCIOBHBIX BBICKA3bIBAHWW aBTOpA, a TaK)Ke MPUBOAUMBIX UM (PaKTOB.
TekcTyanbHbIe KOHCHEKTHI I1€I€CO00Pa3HO MPUMEHSATh MPHU W3YYECHUW HAYUHBIX
TPYAOB, JUTEPATYPHOU KPUTHUKUA. XOTS IPU CO3JAHUMU TEKCTYyaJIbHOIO KOHCIIEKTA
U TpeOyeTcsi ompe/ieJIeHHOe YMEHHUE OBICTPO W MPaBUIILHO BHIOUPATh OCHOBHBIC
nuTaThl (YMEHHE JeliaTb BBIMUCKUA), OTOT THUI KOHCIEKTAa HE SBISETCS
TPYJIHOCOCTABUMBIM, €CJIH OIIEHUBATh €T0 MO TOW paboTe, KOTOpasi 3aTpaynuBaeTCs
Ha HAallMCAaHUE €ro.

CB000IHBIH KOHCIEKT

CBocoOpa3zue CcBOOOJHOTO KOHCIIEKTa 3aKJIIOYaeTCs B TOM, CTO OH
IPEACTABIICT COOOM COYETaHHWE BBINMKMCOK, ITUTAT, WHOTJA TE3MCOB;, YacTh €TI0
TEKCTa MOXXET OBITh CHaOKEHA TIJIAHOM.

CBOOOJIHBIN KOHCIEKT TpeOyeT YMEHHUsS CaMOCTOSITEIbHO YE€TKO M KpPaTKO
dbopMyIUpOBaTh OCHOBHBIE TIOJIOKEHMS, IS YEero HeoOXOIuMbl TIIyOOKOe
OCMBICJICHHE MaTepurajia, OOJIBIION U aKTUBHBIN 3anac c¢joB. CBOOOIHBIN KOHCTICKT
- HanOoJiee MOTHOIICHHBIN BU KOHCTIEKTa. OH CIIOCOOCTBYET JIYUIIIEMY YCBOCHHIO
Marepuana.



TemaTnuecKN KOHCIEKT

Cneunduka 3T0ro KOHCIEKTa B TOM, UTO, pa3padaThiBasi ONpPE/IEICHHYIO TEMY
N0 psAAy HUCTOYHMKOB, OH MOXET HE OTOOpa)xaTh COJEP)KaHMUS KaXIOro u3
UCIIOJIb3YEMbIX TIPOU3BEACHUI B I[ETIOM.

CocTaBiieHHEe TEMaTHYECKOTO KOHCIEKTa YYHUT paboTaThb HaJl TEMOH,
BCECTOPOHHE 00yMbIBas €€, aHAJTU3UPYsl PA3IUUHbIE TOUKH 3pEHUS HA OJIMH U TOT
e BOIPOC.

Takum 00pazoM, 3TOT KOHCIIEKT 00Jierdaer paboTy HajJ TEMOM IMpPH YCIOBHUH
MCIIOJIb30BAaHUS HECKOJIBKMX UCTOYHHUKOB.

Jtanbl padoThbl HAJ KOHCIIEKTOM:

1. HayuHo-uccnemoBarenbckass paboTa mo mepepaboTke uH(OpMaIuu.
Bce HaumHaercss ¢ MOBTOPHOrO YTEHHS M aHalu3a. AHaIU3 MO3BOJISIET
pa3ieuTh TEKCT HAa YacTH, OTIAEIUTh OJHO MOJIOKEHUE OT APYroro u
BBIJICTIUTH HYKHOE.

2. Brimenenne TrIaBHBIX MBICIEH TEKCTa — TE3HMCOB. 1€3MCOM B
3aBUCUMOCTH OT 3a/lad KOHCIIEKTHPOBAHUSI MOXET OBITh: TMOHATHE WIU
KaTeropusi U WX OMpEICICHHs, 3aKOH U ero (opMyaupoBka, (GakThl U
COOBITHSI U JIOKA3aTeIhCTBA MX UCTUHHOCTU W T.J. DTU BEAyIWe, TJIABHBIC
MO3UIIMU MOTYT BBINMKUCHIBATHCS JIMOO B TEXHUKE IUTUPOBAHUS, JHUOO B
MPOU3BOJIBHOM  CTHJIC, CBOMMHU  cjoBaMu. LlutupoBaTh NOpUHATO B
CICAYIOIIMX CIydasX: JJisg TOYHOW Tepeayd MBICIH; JJIs MOCJIEIYIOMeH
CCBUIKH Ha aBTOpa; JIJIsl MJUTFOCTPALIMK CTHIISI MBIIIICHHUs aBTOpa. Hackosbko
4acTO MOXKHO IIMTHPOBaTh B KOHCHEKTE — BOMPOC OTKPBITHIA. I[lo
HEOOXOJIMMOCTH, HO HE OYeHb MHOro (HUCKJIIOYEHHUE COCTAaBJISIOT
TEKCTYyaJbHbIC W ITUTATHBIE KOHCTICKTHI).

3. IIpexnae Bcero, cocTaBiisii KOHCIIEKT, OOBIYHO CTpeMATCS K dhopme
CBSI3HOTO TEpecKas3a, HO JeJaloT 3TO He B yuiepO Apyrum, 0osee Ba>KHBIM
KaueCTBaM KOHCIEKTa — SICHOCTH U KpaTKOCTU. Y TyT BaXHO 3aMETUTh, 4TO
CBA3YIOIIMM  3BEHOM  [pPU  COCTaBJIECHUM  KOHCIEKTa  JIOJDKHA
OBITh BHYTPEHHSISI JIOTMKA W3JI0KEHHUS, KOTOPYIO HE CJEAyeT 3aMEHSTh
MPOCTPAHHBIMU CJIOBECHBIMU MEPEXOTAMU.

4. C napyrol CTOpOHBI, KOHCHEKTBHl MpU O0A3aTEILHON KpPaTKOCTH
COJIEp’KaT HE TOJIbKO OCHOBHBIC IMOJIOKEHUSI U BBIBOABI, HO M (DAKTHI,
JI0Ka3aTeNbCTBa, pUMEphl. Benb yTBepkaeHUE, HE MOAKPEIIEeHHOE (PaKToM
WJIU TIPUMEPOM, He OyJIeT yOeAUTEIbHBIM U TPY/IHEE 3aIOMHUTCS.

5. B mpouecce KOHCIMEKTUPOBAHHUS II€J€COO0Pa3HO HCMOJIb30BATh
pa3JIMuHbIC CUTHAJIHBIE  3HAKW, YBEJIUMYMBAIONIME HWH()POPMATUBHOCTH
CKaTOro KOHCIIEKTA: CTPEJIKU, MOJYEPKUBAHNUS, IMHUU BbIICJICHHUE B PAMKY,
BOCKJIMIIATEbHBIA MU BONPOCUTENbHBIM 3HAaKW, 3HaK PS, o3Havaromuii
MOCJIECTIOBUE, T.€. HAMMCAHHOE TOCJe, MpUnucaHHoe U T.1. Kaxablidi MoxeT



UMETh CBOIO CHUCTEMY 3HAKOB, C TIIOMOIIBIO KOTOPBIX OILICHUBAETCS
uH(popMaIusi HE CJIOBECHBbIM, a YCJIOBHO CHMBOJHYECKUM CIIOCOOOM.
Hampumep, BMECTO CIIOB «paBEHCTBO», «IOAOOME», «CXOJCTBO». MOXKHO
UCIIOJI30BaTh 3HAK PAaBEHCTBA «=», BMECTO CJIOB «OOJbIlIE, MEHBIIE» -
MAaTEMATUYECKHUE 3HAKN «<,> » U T. 1.

6. CokpallleH’IO0 KOHCIIEKTa, CBEPTHIBAHUIO HH(GOPMAIIUA CIIOCOOCTBYIOT
TaKKe  HUCIOJb30BaHUWE  aOOpeBHATYp, T.€.  COKpAIlEHHBIX CJIOB U
CJIOBOCOYETAHUH, UCIIOJIL30BAHUE BMECTO CIIOB 3HAKOB.

7. Takum oOpazoM, B pe3ynbTaTe o0CO00W TEXHUKH TepepaboTKu
KOHCITIEKTUPYEMOT'0 TEKCTa CO3HACTCSI HOBBIA JIOKYMEHT C HOBOW JIOTMKOU
U3JIOKEHUSI  COJEp)KaHUs, C HOBBIMH CBS3SIMH, HOBOHM (opMoit
npeabsBIeHUs HHHOPMALMKU. ITO U €CTh KOHCTIEKT.

Kpurepuu onenkmu:
OueHnka «5» CTaBUTCS, €CJIM KOHCIEKT MOJHOCThIO COOTBETCTBYET CBOEMY BHU]Y
10 COAEPKaHUIO U 0QOPMIICHUIO, UMEETCS aHAJIM3 PA3IMYHBIX HAYYHBIX MO3ULIUN
aBTOPOB U3 3-5 UCTOYHUKOB, C 00SI3aTEIHON CCHIIKOM HAa HUX B TEKCTE.

Ouenka «4» CTaBUTCS, €CIIM KOHCIIEKT B OCHOBHOM COOTBETCTBYET CBOEMY BUJY
0 COAEp>KaHUI0 U 0OPMIICHUIO, UMEETCS aHANIU3 PA3IUYHBIX HAYYHBIX MO3UIIUN
aBTOPOB HE MEHEe 2-X HCTOYHHUKOB, C 00s13aTEILHON CCHUIKOM Ha HUX B TEKCTE.

Ouenka «3» CTaBUTCS, €CIM KOHCIEKT HMMEET 3HAYUTEIbHBIE OTKJIOHEHHS OT
OTIPENICTICHHOTO BHJAa KOHCIEKTa TI0 COJACPKaHUIO U O(GOPMIICHUIO, UMEETCA
KpaTKasi KOHCTaTalys HayYHbIX TIO3UIMN aBTOPOB HE MeHee 2-1 MCTOYHUKOB, O€3
CCBIJIOK Ha HUX B TEKCTE.

YTBEPXJIEHO
[Iporokoun 3acenanus xkadeapol
No oT

JUCT UBMEHEHU

(Msmenenus u oononnenuss 6 PII/] enocamcs edxce2o00Ho u ogopmasromes 6 OAHHOU
Gopme. Hzmenenuss BHOCAMCA 3aMeHOL OMOETbHBIX TUCMO8 (CMAapblil TUCT NPU IMOM YBECMHBIM
MapKepom nepeueprkusaemcs, d HOBblU JUCM C USMEHEHUeM CMeNniepomM NPUKAIbleaemcs K
pabouetl npozpamme (Xpanumcsi Ha Kageope), 8 snekmponnou gopme PIII oonxcna Ovime
AKMyanu3upoBanHol 6ce20d, m.e. ¢ BHeCeHHbIMU U3MEHEHUIMU.

Ilpu  Hanuyuu 6OIBLWIO2O KOAUYECBA USMEHEHUUl U NONpasoK, 3AmpyOHSIOWUX
NOHUMAHUE, BO3HUKUIUX 8 C853U C USMeHeHUueM HopmamusHol 6azvl BO u opyeum npuuumnam,
npogooumcs noanwiil nepecmomp PIIJ] (m.e. svinyckaemcs nosas PII/]), komopas npoxooum ece
CmMaouu NPoOBepPKU U YMeepAHCOeHUs).

B paboueit mporpamme (Mooysie) TUCITUTUTHHBI




(Hazsanue OUCYuniunbl)
10 HAIIPABJICHUIO MMOATOTOBKH (CHeyuaibHOCmL)

Ha 20 /20  y4eOHBIH TON

1.B BHOCSITCSI CIISAYIONINE U3MEHEHUSI:
(anemenm paboueti npocpammoi)
12, ;

2.B BHOCSITCSI CIIEAYIONINE U3MEHEHUSI:
(anemenm paboueti npocpammoi)
2.2, ;

3.B BHOCSITCS CIEIYIOIINE U3MEHEHHUS:

(anemenm pabouell npoepammol)
3 ;

CocraBurenb MOJTHUCH pacirdpoBKa OIMUCH
naTa

3aB. kadempoii IIOAITHCH
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