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Bcmyn

dopMyBaHHS PUHKOBOI €KOHOMIKM B YKpaiHl BHMAara€ BiJ €KOHOMICTIB Ta
MIJNPUEMIIIB 3HAHb HE TUIBKM OCHOB Ta HOBUX MMAXOAIB /10 (OopMyBaHHS
Gbi1HAaHCOBOT CHCTEMH, MEXaHI3MIB YNpaBIIHHA, ajJle ¥ MHUTaHb €THKHU
MIMPUEMHMIITBA, JUJIOBOTO CTUJISA 1 €THKETY Y CBOIM MOBEIIHI MO BIIHOIICHHIO
JI0 TMIJIETIINX, KJI1€HTIB, KOHKYPEHTIB.
Y Oaratbox 3akOpJOHHMX (ipMax BHUPOOHWUYI BIAHOCHUHH OYIYIOThCS
BUXOJSTYU 3 HOBOT KOHIIEMIIIT BiJIMOBITHO JI0 SKOi 1 KEPIBHUK 1 YJIEHW BUPOOHUUOTO
KOJICKTHBY BIJIOBIIAalOTh Pa3oM 3a crapaBu (GipMH, TOMY KOXXKHUM MpalliBHUK
BUBYAE €TUKY J1IOBOTO CIUIKYBaHHS, SIKI epe10adyeHi KOAeKCOM KOMITaHii.
VY 3B’S3Ky 3 IIUM 3pOCTa€ 3HAYEHHS BHCOKOMPO(MECIHHOTO MpencTaBICHHS
cebe, K IUTOBOT JIFOAMHY Ta CBOET KoMrtaHii. CydacHHI CHEIanicT 3 Mi>KHAPOHOT
eKOHOMIKH TMOBMHEH MaTu TJIMOOKI 3HAHHSA 3 JAUIOBOTO CIIJIKYBaHHS B yMOBax
HAI[lIOHATBHUX Ta MDKHAPOJHUX PUHKOBUX BIIHOCHH. Y CY4aCHOMY LJIOBOMY
CBITI 0araTo yBaru MpHUAUISETHCS IMIJKY AUTOBUX JIIOJEH, MPaBUJI MOBEAIHKH 32
CTOJIOM, Ha 3yCTpidax, BMIHHIO OJSTaTUCA Ta IOCTOWHO MPEICTaBISATH CBOIO
KOMIIaH110 Ha HaI[IOHAJLHOMY Ta MDKHAPOHOMY PI1BHSX.
HMucuurmutiga ,,J[1oBe CHiIKyBaHHS € CKJIAJ0BOK YaCTHUHOK IiJATOTOBKHU
€KOHOMICTa MDKHApOJHOro Tpodia0 1 TICHO TMOB’s3aHa 3 HaBYAJIbLHUMU
TUCTMIUTIHAMU TIpodeciiHOTO HampsMKYy. BHKmIamaHHS Ta BUBYEHHS TPEIMETY
BEJICTHCSI YACTKOBO Ha aHTJIHCHKI MOBH.
MeTo BHUBYEHHS JAaHOI MUCHUIUIIHA € HAOyTTS CTYyJACHTAaMH KOMIUICKCHUX
3HaHb PO HAMBaXIUBINI TEOPETUYHI 1 TMPAKTUYHI AaCMEeKTH ETUKHU
MiIPUEMHHIITBA, €KOHOMIYHOTO Ta JUIOBOTO €THUKETY, MIJTOTOBKA CIEIIaJiCTIB
BHUCOKOTO TMPOQECITHOrO Ta KyJIbTYpHOTO PIBHSA, SIKI 3/1aTHI HAJaTH PUHKOBUM
BiJTHOCHHAM ITMBLIII30BaHUN XapaKTep.
Tomy 3apaui Kypcy cripsiMOBaHi Ha:
® BHU3HAYECHHS CYTHOCTI JIJIOBOTO CIUIKYBAaHHS Yy MPOIECT €KOHOMIYHO1
JISJTBHOCTI Ta CITIBIIpalli;

® BUBUCHHS OCHOBHHX IIOJIOKCHb €THUKU MIANPUEMHHIITBA Ta TPABHII
JJIOBOTO €TUKETY;

® BMIiHHS BUKOPHCTOBYBATH OJEp KaHl 3HAHHA y MPAKTHUHINA AISUTBHOCTI,
OpraHi30BYBaTH 1 MPOBOJAUTH J1IOBI 3yCTpPidi, BECTH JIJIOBY MEPETHUCKY
Ta PO3pOOJISATH AIJIOBI YrojJH, BPaXOBYIOUHM OCOOJMBOCTI KYJIbTYpU Ta
Tpaaullli pI3HUX KPaiH CBITY.

MeToI0IOTIYHOK0 Ta TEOPETHYHOK OCHOBOK JaHOiI AWCIUILIIHU €
BOJIOMIHHS CTyJeHTaMH Oa30BHUMH TOHATTSIMH Ta KOHIEHIISIMHA MDKHAPOIHOI
€KOHOMIKH, MDKHApOAHUX (hIHAHCIB Ta YIIPaBIIIHHS.

Takum uuHOM, e(eKTHBHIM peamizamii MeTH Ta 3a1ad  Kypcy
HANOPSAKOBAHI JIOT1KAa HOTO BUKJIAJAaHHA, CTPYKTYpa i 3MICT TEM.



Introduction

The formation of market economy in Ukraine demands from the economists
and entrepreneurs the knowledge of not only the basic and new approaches to
formation of financial system, management mechanisms but ethics of
entrepreneurship, business communication, professional interaction with
customers, employees and competitors as well.

The professional interactions in many foreign companies are built on new
concept which states that the manager as well as the employees should share the
responsibility for the company’s progress and prosperity. That explains that every
member of the staff learns the aspects of business communication and business
etiquette. Most companies have a code of practice to win customer loyalty. That
will also regulate the professional interaction of the whole company staff.

All these factors lead to the growth of importance of high professional self-
presentation as well as of the company. Current businesses demand from an
economist to have profound knowledge in business communication at the national
and international level. A great attention is paid to the image of business
man/women today, their professional behavior, the abilities to adapt to different
national peculiarities of conducting business.

The subject “Business Communication” forms a part of general preparation
of a specialist in international economy and is closely connected with the subjects
of similar professional direction. The studying process is combined in using
Ukrainian as well as the English language which well enhances the students’
abilities to solve many challenges in foreign businesses.

The aim of the subject is to give students complex knowledge about most
important theoretical and practical aspects of entrepreneurial ethics, economic and
business etiquette, training of specialists of high professional and cultural level
who will be able to bring the national market into a world civilized frames of
business interactions.

The course presupposes the following:

¢ to define the importance and essence of business communication in the
process of economic interactions and activities;

¢ to learn basic concepts of entrepreneurial ethics and business etiquette
rules;

® be able to use the acquired knowledge in practical activities, organize
and hold the business meetings and negotiations, to keep the business
correspondence and work out contracts taking into account the
peculiarities of different national traditions.

The methodological and theoretical basis of the subject provides the
knowledge of major concepts of international economy, finance and management.

So the effective realization of the subject aims are built on logical
presentation, good structure and contents.



1. Temamuunuii naan eéusueHHs oucyuninu ,,/linoee cninkysanns’

No
n/n :
B TOMY YHUCII
Haza Temu Bceworo,
.. | Ceminapceki | CamocrtiitHa
rOJIUH Jlexmii
3aHATTSA pobora
1 | ®opmu Ta 0ocobIMBOCTI
J1JIOBOTO CIJIKYBaHHS 8 2 2 4
2 | OcHOBHI eTan¥ 1 TAaKTUYHI
3ac00u POBEICHHS
NeperoBopiB, KOH(EpEeHIIiH, 12 2 2 8
BUCTABOK, JIJOBUX 3yCTpideil.
3 | Tpancdopmariist ETUKH y Haci 8 2 2 4
Ta 1ICTOPIS PO3BUTKY J1JIOBOTO
CHUIKYBaHHS.
4 | ETuka BIZHOCHH 3 KJII€HTaMH, 10 2 2 6
npodcnigKaMu, KOHKypEHTaMHu.
5 | 3HailoMCTBO, BITAaHHS Ta 10 2 2 6
Ipe3eHTAIlisl KOMIaHI.
6 | ETuker cninkyBaHHS 110 8 2 2 4
TeneoHy Ta MOOITLHOMY
tenedony.
7 | Ilcuxomoris aij0BOTO 10 2 2 6
CHUIKYBaHHS.
8 | HamionansHi 0COOIMBOCTI 15 4 4 7
JUJIOBOTO CITIJIKYBaHHS.
Bcebworo 81 18 18 45




2. 3micm oucyunninu ,,/linose cninkyeanns” no memax

Tema 1. ®opmu Ta 0c00JTUBOCTI AIJIOBOT0 CIIJIKYBAHHS

dopmu Ta 0COOIUBOCTI AUTOBOTO CIIJIKYBaHHS.
OOMiH I17I0BUMH JMCTaMU, MEMOpPaHAyMaMHu.

. Anani3 npo6yieM Ta JaiarHo3 CUTyarrli.
Po3po6ka npoekTiB HEOOX1THUX JOKYMEHTIB.
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Ceminapcoke 3auammsl.

VY nporieci NOBCAKAEHHOT TISUIBHOCTI KEPIBHUK CIIJIKYEThCS 3 Oararbma JIHOJIbMHU.
[leit mporec BUMarae MeBHUX 3HaHb Y BUOOP1 TOTO YW IHIIOTO CTUJIIO JILJIOBOTO
criuikyBaHHA. J[i0Ba JOKyMEHTAIlls BIIOOpaXKy€e XapakTep CYyCHIJIbHUX BiJIHOCHH.
Bona mae indopmariiro npo aii, sBUIA, BIAHOCHHU MIXK JTIOJAbMH.

HesepbanpHi 3aco0M CHiJIKyBaHHS OB’ S3aHO 3 TCHUXIYHUM HACTPOEM JIIOJUHH,
TOMY CIYTyIOTb OJHUM 13 3aco0iB iX BHUpa3y. [IuceMOBI 3aco0HM CHINIKYBaHHS
BUKOPHUCTOBYETHCS, KOJM CIIIBPO3MOBHHK BiACYTHIN. Jl0 11bOro 3acoly Mi0BOTO
CHUIKYBaHHSI MOKHA BIIHECTH JAUIOBI JINCTH, T€JIETPaMH, TOKYMEHTH TOLLO.

Camocmiiina poboma.
1. Business greetings and introductions.
2. How to make first positive impression.

Jlimepamypa.
1. Business Etiquette in Brief. Ann Marie Sabath. Bob Adams, inc. publishers.
Holbrook. — Massachusetts, 1993. — P. 5-12

2. 3ycuH. DTUKa U 3TUKET Jen0Boro obmenus. “Penata”. - 2002. - C. 5-16.

Tema 2. OcHOBHI eTanu i TAKTHYHI 32c00M NIPOBEACHHS NEePeroBopis,
KOH(epeHLii Ta BUCTABOK, AiJTOBUX 3ycTpiuei

[E—

[IpuiioMu I1JI0BOTO CIUIKYBAHHS “BIIKPHUTI MO3UIIIT, ,,3aKPUTI TTO3UIIIT .
[TinkpecneHHs 3arajbHOTO Y MO3UINISAX CTOPIH, K1 BEyTh IEPETOBOPH.
[linkpecneHHs pi3HUIN, K OJIUH 3 IpUilomMiB. BMIHHS cityxaTH, siK
MICUXOJIOTIYHUNA PUHOM.

Oco06MBOCTI IPOBEICHHS HapaJl, KOH(PEPEHIII Ta BUCTABOK.
Oco06MBOCTI HAIIIOHAJIBHOTO XapaKTepy Ta MIKHAPOIHOTO I1JIOBOTO
CTUKETY.
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Ceminapcoke sausammsi.

besnocepennbo, i10Be CHUIKYBaHHS MOKHA YMOBHO PO3IMOAUIATH Ha CIITYHOUU
€Tanmu: B3a€EMHE YTOYHEHHS IHTEpECiB, KOHIEMIIA, TO3MUIIN; JUCKYCIs,
npe’ IBJICHHSI apryMEHTIB Ta OOIPYHTYBAaHHS CBOIX MPOTMO3HUIIIA; BIATPAIIOBAHHS



JIOMOBJICHOCTEH. BaXXTMBUMH € TaKTUYHI TPUHOMH i 9ac MPOBEIACHHS TIJTOBUX
3ycTpiuen, meperoBopiB. lle BiAKpUTI MO3uIIii, 3aKPUTI MO3MI, MiIKPECICHHS
3araJIbHUX MOJIOKEHb, MIJIKPECICHHS PI3HOMAHITHOCTI.

Camocmiiina poboma.
1. Image tips for men in business environment from companies with corporate
culture.

2. Image tips for women in business environment from companies with
corporate culture.

Jlimepamypa.
1. Business Etiquette in Brief. Ann Marie Sabath. Bob Adams, inc. publishers.
Holbrook. — Massachusetts, 1993. — P. 5-12

2. 3ycuH. DTHKa U 3TUKET JejoBoro oomenus. “Penara”. - 2002. - C. 5-16.

Tema 3. Tpanchopmanisi eruku y 4yaci Ta icTopisi po3BUTKY 1iJ10BOTr0
CIIJIKYBAHHS

1. IloHaTTa “eTuka’, “eTUKET .

2. Pi3HUII MK MIOHATTSM €TUKH y CTapOJaBHOMY CBITI, CEPEIHbOBIUYI T
Cy4aCHOMY JILJIOBOMY CIIIJIKYBaHHI.

3. TloHATTS €TUKM AIOBOTO CIUJIKYBaHHS “3BEpXy-BHU3”, “3HU3Y-BBEpX~ Ta
“mo-ropuzontaini’. OcoOIMBOCTI BAKOPUCTOBYBAHHS JaHUX MPUIOMIB.

Ceminapcoke 3anamms.

ETukeTr — CyKymHICTh MHpaBUJ TMOBEAIHKH, SIKI PETYNIOIOTh 30BHILIHI MPOSBU
JIOJCHKUX B3a€EMOBITHOCHH. ETHKa — Hayka, sika BUBYa€ MOpaJlb Ta MOPAJIbHICTb.
ETuker € 4acTUHOIO 30BHINIHBOI KYJIBTYpU JIOAWMHU 1 CyCHUIbCTBA. B HbOrO
BXOJISITH 11 BUMOTH, 5Kl HA0yBalOTh XapakTep OUIbII Y MEHII PErIaMeHTOBAHOIO
1epeMOHIay.

[cTOpuYHO, €THKET PO3MOAUISETHCS HA 3arajibHO TPOMAJIChKUM, TUIIJIOMATHYHUMN,
BIMCHKOBUH Ta TPUABOPHUN. BHUMOTH 110 Cyd4acHOTO €THUKETYy CKJIaJalucs Ha
npoTs3i O6aratbox CTOMNITh. [IpaBuia TMOBENIHKA € MIXHAPOJHHMH, ajieé MaroTh
JeAK]1 HAIlOHAJIbHI BIZIMIHHOCTI.

Y ninoBoMy CHUIKYBaHHI ,,3BEpXy-BHHU3 OCHOBHHM € T€, IO BIiJHOIICHHS
KEepiBHUKA A0 MIAJErauX BIUIMBAE HAa BECh XapaKTep MIJIOBOTO CHIIKYBAHHS, Y
0araThbOX BHIMAJKaX OKPECIIOE WOTO MOPAJbHO-TICUXOJOTiYHMMA KiiMaT. Came Ha
IIOMY PiBHI (JOPMYIOTHCSI MOPaJIbHI €TAJIOHU Ta 3pa3KH MOBEIIHKHU.

Y nminoBoMy CHUIKYBaHHI ,,3HHU3Y-BBEpX~ OCHOBHUM € J00pe BiJHOIICHHS
MIJIJIETJIOr0 JI0 CBOTO KE€PIBHUKA 1 BMIHHS 3HAWTH CHIJIbHY MOBY SIK 3 KEPIBHUKOM,
TaK 1 3 HIJIETTINMHU.

VY ninoBoMy CHUIKYBaHHI ,,JTIO-TOPU3OHTANI” OCHOBHUM € 3arajbHUA ETHUYHHM
MIPUHIIAI B3aEMOBITHOCHH MiX Kojieramu. [Ipu 1iboMy THTIII 11JIOBOTO CHIJIKYBaHHS
KOJIETH TTOBUHHI BIJ4yBaTH ce0e PIBHUMU IO BIIHOIIEHHIO OJIMH JI0 OJHOTO.



Camocmiiina poboma.
1. Office etiquette. Meeting VIP guests.
2. The art of mingling. Small, medium and large talk.

Jlimepamypa.
1. Business Etiquette in Brief. Ann Marie Sabath. Bob Adams, inc. publishers.
Holbrook. — Massachusetts, 1993. — P. 5-12

2. I'yp’sanoB O.I'. DTuka npeanpuHuMaTenscTBa. YuebHOE mocodue. —
Kuposorpan, «Mmekc JIT», 2002. — 346 c.
3. 3ycuH. DTHKa U 3TUKET Jen0Boro odmenus. “Penara”. - 2002. - 235 c.

Tema 4. ETuka BifHOCHH 3 KJIi€HTAMU, PO cHijikaMu, KOHKYPEeHTAMHU

1. Po3pobxka yros mpo po3mofiia mpuoyTKy.

2. BuzHaueHHs piBHA CaMOCTIHHOCTI TS MICIIEBUX MPEACTABHUIITB ITi]T 9ac
IIPOBEJICHHS MEPErOBOPIB.

3. Po3pobka ctparerii po3BUTKY KOMITaHii, po60Ta O I IBUIIICHHIO
kBasti(pikaii poO6iTHUKIB. Buay minBuiieHHs KBasigikarii.

4. Po3poOka HOBMX CHCTEM OILIATH Iparfi.

Ceminapcoke 3auammsl.

Benuke 3HavyeHHs Ui ycmimmHOro (GyHKI[IOHYBaHHS MiANPHEMCTBA MalOTh
BIJIHOCUHHM MMANpUEMINB 3 Tmpodceniikamu. [Ipodceniiku  BigirparoTh  PoJib
aKTUBHOT'O MapTHEpa y po3poOIl Ta peanizalli couiabHUX nporpam. Po3pobieni
nporpaM IMOBHHHI 3a0e€3leuyBaTh IMIJABUIIEHHS pPIBHSA TIpall 1 CTaOUIbHOCTI
3alHATOCTI.

OCHOBOIO y BIJHOCHMHAX 13 CHOXHBadeM € MpodeciiiHa eTuka, YeMHICTh, yBara.
JloOpa penyrarisi, Ky KOXHE MiJIMPUEMCTBO HAMAra€ThCsl 3apOOUTH 1 3aKPIMHUTH
3a c00010, 3HAYHO 3aJIKUTh BiJ] CIPOMOXKHOCTI 3a/I0BOJIbBHUTH MAKCUMYM TOTpeO
cnokuBaya (kiieHTa). be3 po3ymiHHS IbOTO CHOTOIHI HEMOKIMBO 3/100yTH YCIIXY
y Oi3Hecl.

Camocmiiina poboma.
1. Visiting receptions and hosting business partners at home.
2. International etiquette of traveling.

Jlimepamypa.
1. Business Etiquette in Brief. Ann Marie Sabath. Bob Adams, inc. publishers.
Holbrook. — Massachusetts, 1993. — P. 5-12

2. I'yp’snoB O.I'. Dtuka npeanpuHumMaTenscTBa. YuebHOE mocodue. —
Kuposorpan, «Mmekc JIT», 2002. — 346 c.
3. 3ycuH. DTHKa U 3TUKET Jen0Boro odmenus. “Penara”. - 2002. - 235 c.



Tema 5. 3HailoMCTBO, BiTAHHA TA NMPe3eHTALIA KOMIAHII

1. Bunau 3HalioMCTBa Ta BITaHHSA 3 YpaxyBaHHSM HalllOHAJIBHUX O0COOIMBOCTEN
PI3HUX KpaiH CBITY.

2. Tlpomneaypa oOMiHy Bi3uTOK. Buau Bi3uToK. ENeKTpoHH1 BI3UTKH.

Oco06MBOCTI BiTaHHS 3 )KIHKaMU M1 4ac IIJI0BHUX 3yCTpidel Ta mpaBuiia

JIJIOBOTO CITUIKYBaHHS 3 )KIHKaMH Ha pOOOTI.

oY)

Ceminapcoke 3anammsi.

Cnucok TmpaBujl, SKi PErjJaMEHTYIOTh 3HAWOMCTBO € JOBOJI BEJIMKHM, aje B
[IJIOMY 111 3arajJlbHONPUUHATI MpaBujiIa OJHAKOBI 1 000B’sI3KOBI s ycix. [imoBe
CTIUIKYBaHHS TIOYMHAETHCS 13 3HalOMCTBA. TOMy ICHYIOTH II€BHI ITpaBHJIa
MPECTABJICHHS OJIHIET JIIOJAWHU 1HIINA. Y CydyacHOMY J1JOBOMY CBITI BCE OUIBII
aKTyaJIbHUMU CTalOTh MpaBWJIa BIAHOCHH 3 KIHKaMH. 3apa3 JKiHKM MarTh Taki kK
mpaBa y Oi3HecCl, SK 1 YOJOBIKM, 1 B 0araThbOX BHITAJIKaX PI3HHIIT MIXK JIJIOBOTO
CHUIKYBaHHS MIXK )KIHKaMH Ta YOJIOBIKAMU HiBETIOETHCSI.

Camocmitina poboma.
1. Tipping system in the USA.
2. Fax, letter of invitation, letter of intention, protocol of agreement, memo, e-
mailing, invoicing.

Jlimepamypa.
1. Business Etiquette in Brief. Ann Marie Sabath. Bob Adams, inc. publishers.
Holbrook. — Massachusetts, 1993. — P. 5-12

2. T'yp’snaoB FO.I'. DTHka npeanpuHuMaTenbcTBa. Y uyeOHoe mocodue. —
Kuposorpan, «Mmexc JITH», 2002. — 346 c.

3. 3ycuH. DTHKaA U ATUKET AenoBoro oomenus. “Penara”. - 2002. - 235 c.

4. Kamincekuii A. Betyn 10 MixHapoaHux BigHocuH. — JIbBiB: CBiT, 1995. -
144 c.

Tema 6. ETuker cnijikyBaHHsI 110 TesieoHy Ta MOOLIbHOMY TesteoHy

1. OmnepaTHBHICTH y BUpIILIEHI MUTaHb 32 JIOMOMOIOI0 TeIe(OHY.

KopexTHe crinkyBaHHS 1O TeneQOoHy sl OTPUMAaHHS HAaHKPaIIoro
pe3yabTaTy.

Bunu Bitans no Tenedony 3anexHo BiJl CUTYyaIli.

Odopmiiennst pakcy. OcobauBocTi opopmMieHHs (haKkcy 3a KOPIOH.
[ToHsTTS “BUCSAY1 A3BIHKA .

[TigroToBKa po3MOBH 1O Tese(OHY 3a JOTTOMOTOIO TIepeKIiaada Ta BeICHHS
Takoi po3MOBH. Ii 0COBIUBOCTI.
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Ceminapcoke 3anamms.

Ji7m0B1 oAU BUTpadaroTh Ha TeyeoHl po3MOBH Bif 4 110 25 BiJCOTKIB CBOIO
pobouoro dyacy. 3aBasku TenedOoHY MIJABUITYEThCS €(EKTUBHICTh BUPIIICHHS
BEJIMKOT KITBKOCTI MHTaHb. TenepoHHUN 3B’SI30K 3a0e3neuye JTBOCTOPOHHIN
OesnepepBHUI 0OMiH 1H(pOpMaLIi€rO Ha JIF0O1M BijcTaHl. 3a JOMOMOTrow TenedoHy
MOXHa TIPOBOJUTH IEPETOBOPH, KOHCYJIbTAIlli, aje HEOOXiJHO 3HATH OCHOBHI
NpaBWJia TPaBUIBHOTO BHUKOPUCTAaHHS TeneoHy, ¢akcy, eIeKTPOHHOIO Ta
MOOUTBHOTO 3B’ SI3KY.

Camocmitina poboma.
1. Acronyms used in international trade.
2. Main clauses of contract.
3. Payment documents and bank transfers.

Jlimepamypa
1. Business Etiquette in Brief. Ann Marie Sabath. Bob Adams, inc. publishers.
Holbrook. — Massachusetts, 1993. — P. 5-12

2. T'yp’snaoB FO.I'. DTHKa npeanpuHuMaTebcTBa. Y uyeOHoe mocoodue. —

Kuposorpan, «Mmexc JITH», 2002. — 346 c.

Adanacwes U. Jlenosoit atuket. K.: AnpTepmpecc. - 1998. - 320 c.

4. Kawmincekuii A. Betyn 10 MixHapoaHux BigHocuH. — JIbBiB: CBiT, 1995. -
144 c.

[9Y)

Tema 7. IlcuxoJiorisi 1iI0BOT0 CNIJIKYBAHHA

[E—

[To3uTUBHMI TICUXOJIOTTYHUHN KJIIMAT Y KOMIIaHIi, HOro CKJIao0BI.

2. Tlcuxosnoriydi 0coOIMBOCTI AUIOBOrO CIUIKYBaHHS (MiMika, xecTu). Jleski
JKECTH Ta 1X 3HAYCHHS Yy PB3HUX KpaiHax CBITY.

3. BMiHHS BUCIyXaTH CIIBPO3MOBHUKA SIK OJHMH 13 NMCHUXOJOTIYHUX MPUIOMIB
BEJICHHS MTEPETOBOPIB.

4. CtBOpeHHs1 pemyTarii KOMIIaHii, TO3WTUBHOTO BIJHOIICHHS 10O ce0e,

1HTEp €p poOOUOTo KabIHETY.

Ceminapcoke 3anamms.

[Icuxonorist JUJIOBOTO CHIIKYBaHHS BIJIOOpaXXye€ 3aKOHOMIPHOCTI TCHXIYHOI
TISTTEHOCTI TAapTHEPIB. BaXITMBUMHU € HE TUTHKY 3HAHHS 3 TICUXOJIOT1I, a ¥ BMUIE 1X
BUKOPDUCTAHHA 3aJIeXHO BiA cuTyamii. OCHOBHOIO METOI0 MPaBUIIBHOTO
BUKOPHUCTAHHA IIUX 3HAaHb € CTBOPEHHS T'apHOTO MCUXOJIOTIYHOTO KJIIMaTy Mija 4ac
JUIOBOTO  CHOUIKYBaHHSA,  SKMA ~ 3a0e3MedyyeThbCsl  YMIHHSAM  BUCIYyXaTH
CHiBpO3MOBHHKA. BUCTyX0OByBaHHS Ma€ JBa BUAM: aKTUBHE 1 TACUBHE.

Camocmiiina poboma.
1. Manners for special occasions.
2. Communication caveats.
3. American and British mechanics of table manners and restaurant etiquette.



Jlimepamypa.

1.

b

DN =

4.

Business Etiquette in Brief. Ann Marie Sabath. Bob Adams, inc. publishers.
Holbrook. — Massachusetts, 1993. — P. 5-12
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Tema 8. HanioHanbHi 0c00IMBOCTI AIOBOTO CNIIVIKYBAHHA

Oco6mmBocrti ainoBoro cnikyBanHs y CIIIA ta Benukobpuranii.
Oco0MBOCTI A1JIOBOTO CIUIKYBaHHS y KpaiHax €BpOIENHChKOro COI3y.
Oco61MBOCTI A1JIOBOTO CIUIKYBAHHS Ta MOBEAIHKU y KpaiHax A31aTChbKOTO
perioHy.

Oco0aMBOCTI A1JIOBOTO CIUIKYBaHHS y ApaOChbKUX KpaiHax.

Ceminapcoke 3anammsi.

KoxxHa kpaiHa 1 KOXHa HaIlld Ma€ CBOI BJIACHI Tpajuili Ta 3BUYAl IJIOBOTO
CIIJIKYBaHHSA 1 JUJIOBOT €THKUA. TOMYy HaIllOHAJbHUM OCOOJHBOCTSIM JIJIOBOTO
CIIJIKYBaHHS BIJIBOJUTHCS 3HAYHE MICIIE Y MIKHAPOJHOMY ETHKETI JIJIOBOTO
CIIUIKYBaHHA. SK MpaBwiio, HE ICHY€e TpoOJieM 13 HalllOHAJIbBHUMHU B1JIMIHHOCTSIMH,
KOJIM TTapTHEPChKI BITHOCUHH HOCSTH NMTO3UTUBHHUIA XapaKTep, aje P BUHUKHEHHI
HE3HAYHUX HEMOPO3yMiHb, 3pa3y BUHUKAE KOH(IIKTHA CUTYaIlis, SKI0 H7e Opatu
710 yBaru HaIlOHAJIbHI TPATUIIIT IHIIIOTO HAPOTY.

Camocmitina poboma.

1.

Image tips for men in business environment from companies with corporate
culture.
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3. 3agoannsa 0na camocminiHoi ni020moeKu i KOHMPOJII0 3HAHD

. If you want to get the first positive impression of yourself you should:

a) make your first 10 words count;

b) to start talking for at least 5 minutes;

c) keep silent for the first 5 minutes and then speak for 5 minutes.
When you write a letter to a business woman, you should address her:
a) Miss.

b) Mrs.

c) Ms.

. What is the standard length of a man’s tie should be:

a) 50 cm;
b) touching the belt’s buckle;
¢) 30 cm.
“Dress-down days” at a company means:
a) an employee can take off his/her jacket during hot weather;
b) a day in the week which allows to wear not rigid-corporate outfit;
¢) women are not allowed to wear a dress during this day of the week.
It 1s usual to shake hands the first time you meet a British colleague.
a) true;
b) false.
When a Japanese business person gives you his/her business card, it is
polite to say thank you and put it in your pocket.
a) true;
b) false.
In the Mediterranean, embrace colleagues when you meet them.
a) true;
b) false.
In Saudi Arabia it is rude to refuse a cup of coffee.
a) true;
b) false.
In Asian countries, it is rude to look people in the eyes.
a) true;
b) false.
British people like to talk about their salaries.
a) true;
b) false.
Your Curriculum Vitae should be:
a) word-processed;
b) hand-written.
Your Curriculum Vitae should be:
a) no longer than two pages of A4 paper;
b) no longer than three pages of A4 paper.



12. Put the list of things that an interviewer should do into a logical sequence.
a) answer questions;
b) ask questions about candidate’s CV;
c¢) explain the plan of the interview;
d) explain what happens next;
e) hold a few minutes of neutral conversation;
f) listen;
g) make the candidate feel at ease;
h) observe;
1) summarise the main points.
13. If someone enters your office, you should:
a) walk out from behind your desk to greet the person and offer a
handshake;
b) stand up and offer a handshake over the table;
14. After your welcome, you should:
a) ask the person’s name and the purpose of his/her visit;
b) show your guest where you’d like him/her to sit.
15. When you write a business letter it is possible:
a) to use short forms of do not, cannot, and the like;
b) to address the receiver as To Whom it May Concern.
16. As a host/hostess you should:
a) send invitations four to six weeks prior to the event;
b) send invitations two to four weeks prior to the event;
c¢) send invitations one to two weeks prior to the event.
17. When meeting someone in a restaurant:
a) wait in the lobby unless otherwise requested;
b) wait at the table in the dining hall.
18. When you sit at the table:
a) solids to your left; liquids to your right;
b) liquids to your right; solids to your left.
19. While eating you should:
a) pick up your utensils from the outside in;
b) pick up your utensils from the inside out.
20. Who should first leave the lift?
a) a woman,
b) a man;
c) the person closest to the door.



4. Opienmoeni numanHa 0113 RIO20MOBKU 00 3AIIKY 3 OUCUUNTIHU
“/linoee cninkysannsa’

. @opMU J1JI0BOTO CIUIKYBaHHS.

. ETn4Ha BiAIIOB11AJIBHICTb.

. OOMiH A1JIOBUMU JTUCTAMU, MEMOPAHIYMaMH.

. CTpyKTypa JI1JI0BUX JIUCTIB.

. Oco0nuBOCTI KOMIIAHII Ta 11 KEpiBHUKA.

. YpaBiiHChKa €THKA.

. ExoHomiuHa eTHKa.

. ETnka mianpuemuuiTaa.

. AHani3 npo6Jem Ta JiarHo3 AI0BO1 CUTYaIlil.

10.Po3po6ka mpoekTiB HeOOX1THUX JOKYMEHTIB.

11.Buan KOHTPAKTIB.

12.1ToHATTS IUJIOBOTO CHIIKYBaHHS “BIIKPHUTI MO3UIIIT .

13.ITinkpeciieHHs 3arajbHOTO Y TTO3UIIISX, K MPUHOM Y JT1JI0BOMY
CIILJIKYBaHHI.

14.ITinkpeciieHHs pi3HUII, BMIHHS CIIyXaTH, K OJHWH 3 IPUHOMIB J1JIOBOTO
CIILJIKYBaHHS.

15.0co6MBOCTI TPOBECHHS HApa/I.

16.0co6mBOCTI TpOBEICHHS KOH(EPEHIIii.

17.0co0amBOCTI IPOBEICHHS BUCTABOK.

18.0c0611BOCTI HallIOHAIBHOTO XapakTepy Ta MI>KHAPOJHOTO J1JIOBOTO
CTUKETY.

19.1Tonsarrs “etnka’”, “eTuker’’ Ta IXHI PO3BUTOK B ICTOPII CBITY.

y
20.ETuka Ta €TUKET Ha Cy4aCHOMY €Talli PO3BUTKY.
21.IToHATTS €TUKH AIJIOBOrO CHIJIKYBAHHS ‘‘3BEPXY-BHU3 .
y y

22.T1oHATTS €TUKH J1JIOBOTO CIIJIKYBaHHSA ‘‘3HU3Y-BBEpX .

23.T1oHATTS €TUKH A1JOBOTO CHIJIKYBaHHS “TIO-TOpU30HTANI .

24 . YOpuaryHa BiANOBIAANBHICTh MIATPHUEMIIIB.

25.CorianbHa BiAMOBIIATBHICTh MTPUEMIIIB.

26.EtruHi KogekcH oprasizaiii, Gipm, KOHIIEPHIB.

27.Buan 3a0X04EHHS €TUYHOI IIOBEIIHKU.

28.1IpakTrka eeKTUBHOTO KEPIBHUIITBA.

29.Cy0OopauHariisi y qiJI0BUX BITHOCUHAX.

30.0co0anBOCTI HAMTMCAaHHS PEKOMEHAAIIIH.

31.Bunu Ta xxaupu myOJi4YHUX BUCTYIIIB.

32.Buau ta cnocoOu MepeKoHaHHS.

33.BiampalitoBaHHsl B3a€EMOBUT1IHUX PIIICHb.

34.Po3pobka yroj mpo po3mnoiia mpudyTKy.

35.Bu3HayeHHs piBHSA CAMOCTIHHOCTI i MICIIEBHX MPEICTAaBHUIITB Mij Yac
MIPOBEJICHHSI IEPETOBOPIB.

36.Po3pobka cTparerii po3BUTKY KOMITaHii.

37.Po6oTta 1o niaBuIeHHIO KBaidikailii poOITHUKIB.

38.Po3pobka HOBUX CHCTEM OILIATH MpaIli.
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39.Bunu 3HailoMCTBa Ta BITaHHS 3 ypaXyBaHHSM HaI[lOHAJILHUX OCOOIMBOCTEMN
PI3HUX KpaiH CBITY.

40.ITponeaypa 0OMiHY BI3UTOK.

41.0c0o061MBOCTI BiTaHHS 3 )KIHKaMU TI1]] 4ac JUIOBUX 3yCTPIUCH.

42.BupilieHHs I1JI0BUX MTUTaHb 3a JOTIOMOTOI0 Telie(oHny.

43.KopekTHe CiIKyBaHHS O TeledOoHy AJisi OTPUMaHHs HaAWKpaIoro
pe3ynbTarTy.

44.Buau BiTaHb 3QJICKHO BiJ] CUTYAIIIi.

45.0dopmieHHs daxcy.

46.ITousarTda “BUCAYl A3BIHKHA .

47.0c0o6MBOCTI MATOTOBKHA PO3MOBH IO TeJIe(POHY 32 JOMOMOTOI0
nepekaaaada. 3MIMCHEHHS TaKOT PO3MOBH.

48.CTBOpEHHS O3UTUBHOTO MICUXOJIOTTYHOTO KJIIMaTy y KOMITaHii.

49.TlcuxonoriyHi 0COOIMBOCTI AUJIOBOrO CIIJIKYBaHHS (MiMiKa, €CTH, MOBa
Tina).

50.BMiHHS BUCTyXaTH CITIBPO3MOBHHKA SIK OJMH 13 IICUXOJOTTYHUX MPUHOMIB.

51.CTBOpEHHS BJIACHOTO MO3UTHUBHOTO IMIJIXKY.

52.IaTep’ep poOoYOro KabIHETY.

53.0co06MBOCTI A1JIOBOTO CHIJIKYBaHHS 3 MPEJICTaBHUKAMU TaKUX KPaiH SIK,
CIIA, Benukoo6puTtanis, Himeuunna, @paniiisi.

54.0co06auBOCTI I1IJIOBOTO CHUIKYBAaHHS 3 MPEACTABHUKAMU TaKUX KpaiH SK,
['pemtis, Yropmuna, Icranis, Itanis, [IBerris.

55.0co06auBOCTI I1JI0BOTO CHUIKYBAaHHS 3 MPEACTABHUKAMU TaKUX KpaiH SK,
Kuraii, SAnonis, Kopes.

56.0co0auBOCTI I1JI0BOTO CHUIKYBAHHS 3 MPEACTaBHUKAMU ApaOChbKUX KpaiH.
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