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1. Ilepedyenb MIaHNpPyeMbIX Pe3yJbTATOB 00yUeHHS MO0 JUCIUIINHE, COOTHECEHHBIX C
MJIAHUPYEMBbIMH pPe3yJIbTaTaAMH 0CBOEHHS MPOrPaMMbl

1.1 Iuciumuinaa 51.B.03 Drtuker u mpotokon (Etiquette and Protocol) oGecrneunBaer
OBJIAICHUC CIICAYIOUMU KOMIICTCHIIUSAMU C YYCTOM JTaria.

Opranu3zanus

YKOBOJMUTEIS.

HOPMAaTHBHBIX aKTOB,
[PETIIaMEHTUPYIOIINX
[paboTy cexperapsi.

VICIIOJTHEHUS PELLICHUM

peLIeHNH,
pa3BUTHSL

Kon HanmenoBanue Kon arana ocBoenus HanmenoBanue srana
KOMIETEHINH KOMIETEHINH KOMIETEHINH OCBOCHHSI KOMIIETECHIINH
JIIK-2 Bnanenue JTIK-2.2 Crnioco6HOCTh IPUMEHSTH

COBPEMEHHBIMU COBPEMEHHBIE METOJUKH U
METOAaMU TEXHOJIOTHH pa3paboTKy,
JIMAarHOCTUKH, aHalln3a peanuzalii M OLICHKH
U PEUICHUs] COLUAIBHO- MOJTUTUYECKUX U
HKOHOMHYECKUX aJIMUHUCTPATUBHBIX
npobieM, a  TakKxke pelIeHuH, mporpamMM, IIaHOB
METOJaMU  TIPUHSATHUSA Y TIPOEKTOB Pa3BUTHUS
peueHun u 170,
peanuzaum Ha
MIPAKTHKE
1.2. B pe3ynbraTe 0CBOGHUS IMCIMIUIMHBI Y CTYJCHTOB JIOJIKHBI OBITH CHOPMUPOBAHBI:
OTD/TD Kon srana Pe3ynpTarsl 00ydeHus
(npu HanUUUU OCBOCHUS
npodcrangapra)/ KOMIETEHIUH
npoeccuoHaIbHbIE
JEUCTBUS
Pa3zpaboTka JTIK-2.2 OOyuaromuiicss yMeeT NPUMEHATh COBPEMEHHBIC
TOKaTBHBIX METOJUKH U TEXHOJIOTUH pa3pabOTKH, peann3anuu

U OLEHKUA MOJUTHUYECKHX U aJIMUHUCTPATUBHBIX
porpamM,

IJIaHOB W  IIPOCKTOB

2. O6beM U MecTO TUCHUILTHHBI B cTpyKkType OIl BO
O0beM THCHMILINHBI

O0wem mucturmauasl: 108/3 81/3
KonrakTHas padora: 28/21
Jlexuuu 4/3

JlaGopaTopHbie paboThI
[MpaxTrueckue 3anarus 24/18
CamocrositenbHas pabora 44/33

Mecto qucuuniannsl B ctpykrype OII BO

uHACKC ¥ HauMmeHoBaHue auctumumabl. b1.B.03 Drtuker m mportokon (Etiquette and

Protocol)
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Kypc(bl), cemecTp(bl) Win TpuMecTp(bl) €€ OCBOCHHS B COOTBETCTBUH C Y4COHBIM IJIAHOM:

1 xypc 2 cemecTp

JUCLUUIUIMHA U3YYaeTcs MOCIIE!

b1.5.03 Crparernueckuii MEHe[DKMEHT 1 cTparernueckuii ananus (International Business

Strategy)

SIBISICTCS OCHOBOM JUI U3Y4YCHUS

b1.B./1B.02.01 Kommynukamuu B ycnoBusix kpusuca (Crisis Communication)

b1.B.JIB.02.02 [lenoBasi 3THKa, JUAECPCTBO M COLMAJIbHAS OTBETCTBEHHOCTH (Business

Ethics, Leadership and Social Responsibility)

(dbopma(bl) IPOMEIKYTOUHON aTTECTAIUU B COOTBETCTBHH C YUCOHBIM IUIAHOM: JK3aMEH

3. Conepixanue ¥ CTPYKTYpa IHCHHILIMHBI

Ounas popma ooyuenusn

Ne n/m HaumenoBanue tem O0beM quCIMILUIMHBI (MOIYJIs), Yac. ®opma
(pasneuioB), Bcero KonrakTHas padora Ccp TeKymero
00y uAIOIINXCS ¢ wourpomt
ycneBaeMoCTH™ ™,
npernoaaBaresemM TPOMESKYTOHOIE
10 BUJAM YUeOHbIX 3aHATHI aTTecTalMU™
J/30, | JAP/30, [ m3/30, | KC
a0T* a0T* a0T* P

Tema 1 | Introduction 215 215 " )i |

Tema 2 | Welcoming, 215 2115 )i |
presentation and 43
manners

Tema 3 | Women in business 2115 i3 C

Tema 4 | Introduce yourself 215 C

413
and others

Tema 5 | The correct 215 ¢
salutation 4”s

Tema 6 | How to get into 215 6/as C
conversation ’

Tema 7 | Dealing with 413 C
business cards 6/45

Tema 8 | Personality and 413 6/as C
competence ’

Tema 9 | Business outfit 413 o C
[Ipomexxyrounas IK3aMeH
aTTecranusa

Bcero: 108/3 4/3 24/18 44/ 36/27
81/3 33

*[Ipumenanue —scce (9c¢), oucnym (), cumynsyus (C)

Coaep:xkanne IUCHUNIMHBI

Ne HaunmeHoBaHue TeMbI Conep:xanune




HaunmMeHoBaHue TeMbI

Conep:xanune

Tema 1

Introduction

Modern manners - why we need rules for and

where they come from

Who makes the rules today
Courtesy, respect, appreciation and friendliness

Tema 2

Welcoming,
and manners

presentation

Appropriately welcome

Who greets first

Who reaches out to whom?

How to shake hands - the sovereign handshake.
Aurrive late and go earlier.

Farewell

Tema 3

Women in business

Women in business

Tema 4

Introduce
others

yourself

and

How do | introduce myself?
How do | introduce others?

The correct counter-introduction
Handshake

Behavior in front of a group

Tema 5

The correct salutation

rankings

The salutation of titles and titles of nobility,

Academic degrees
You or you, offer or decline

Tema 6

How to
conversation

get

into

Eye contact

Good conversation topics
Taboo topics

Ask open questions
Listen actively

End the conversation

Tema 7

Dealing  with

cards

business

Always at hand
When do you whip the card?
Appreciation of the received card

Tema 8

Personality
competence

and

Without words: The visual power of the first

appearance / impression

The personal perception and effect
How can the first impression be made

positive?

Sovereignty and authenticity

Tema 9

Business outfit

Clothes as a communicative appearance.
Competence through stylish clothing
What clothes for what occasion

Dress code and personal style

Do's and don'ts of business attire

4. MarepuaJbl TeKyliero KOHTPOJIsl yCIIeBaeMOCTH 00y4aroIuuxcs
(oHI OLIEHOYHBIX CPEACTB MPOMEKYTOYHOM aTTeCTALMH N0 JUCHUIIIHHE

4.1. ®opMbl W MeTOABI TEKYWIEr0 KOHTPOJISI YCIIEBAEMOCTH, O0y4YalOIIMXCHA M
NMPOMEKYTOYHOM aTTeCcTaluu.

411. B xoge peaau3anuM IMCUMIUVIMHBI MCHOJb3YHTCS CJeIyIOlIIMe MeTOAbI
TeKYyIero KOHTPOJIsl YCIIeBaeMOCTH 00y4aroMXCs



[Ipu mpoBeneHNN 3aHATUHN JIEKIIUOHHOTO THIIA. TUCITYT

IpHu OIpOBCACHHUN 3aHATHH CEMHHAPCKOI0O THUIIA. 3CCC, AUCIYT, CUMYIIALAA

4.1.2. Jx3ameH (3a4eT) MPOBOAUTCSI C MPUMEHEHHEM CJISTYIOIINX MeTOI0B (CPeICTB):
DK3aMeH B popmare CUMYISIIH

4. 2. MartepuaJibl TEKYLIEr0 KOHTPOJISI yCIIeBAeMOCTH 00YYaIOLIUXCS.

Discussions:

Business dress code

. Basic rules gentlemen

. Basic rules ladies

. Clothes in style

. Blazers and jackets

. Well maintained in the job
. Accessories

. Colors and how they work
. Fashion, make-up, hairstyle
. Clothes for events

Communication with customers, business partners and guests

. Style and game rules of communication

. Small talk - more important than many beliefs

. Small Talk - Do's and Don'ts in the topic selection
. Recognize and use of situations for small talk.

. The preparation - your basic attitude.

. The sympathetic entry.

. Change the topic of conversation.

. If you are asked unpleasant.

. Talks elegantly, but definitely finishing.

. Communication by verbal, written and telephone

Polite and confident on the phone

. Right phone calls

. Meaningful phone salutation

. Faux pas on the phone

. Listen actively

. Forwarding calls

. Dealing with your smartphone

Written correspondence

. The modern letter

. Online with style

. Dealing with Emails - Communication Tips for Emails.
. Stylish inviting and accept invitations.

Behavior in company hierarchies
. From dealing with colleagues and supervisors
. The business event - how much socializing is proper



. To use the informal or the formal "you”
. As the body speaks

. Distance zones

. The right behavior during encounters

. Professional behavior in the meeting.

. Handling mobile phone and Blackberry.
. Doors

. Who goes first on stairs

. Create distance in the elevator

. Punctuality

Just in case - behavior in embarrassing situations
Sovereign deal with bad luck and mishaps.

. Breakdown assistance with embarrassing mistakes
. Adversity in the restaurant

. Zipper and Co.

. Body odor, how do | say it

. and other fats

Business rules of conduct at receptions and at table - tone and tact at table and festive meals
. In the restaurant

. Table and seating arrangement.

. Take a seat

. What to do with the napkin

. Menu, what can it cost?

. The classical menu

. Wine and spirits

. Which glass for what

. Place setting, cutlery & Co.

. How do you eat something?

. Table manners and food culture - from aperitif to finger food.
. Contemporary handling of food and drinks.
. Proper behavior at the table

. Exemplary behavior at the buffet.

. Dealing with the service staff

. Bill and tip.

. Payment.

. Guest and host role on official occasions.

. Suitable talks at the table.

Diplomatic protocol:
Definitions, aims and application

Important elements of diplomatic protocol:
a) Ceremony

b) Etiquette

c) Titles

d) Correspondence

e) Savoir-vivre

f) Wardrobe

g) Dining



4.3. OueHoYHbIE CPeACTBA A5 MPOMEKYTOYHOI aTTecTaluu.

4.3.1. ®opmupyeMbie KOMINETEeHIIUH

Kon HanmenopaHue Kop sTama ocBoeHus HanmenopaHue 3Tama
KOMIICTCHITUH KOMIICTCHITUH KOMIICTCHITUH OCBOCHHUS KOMIICTCHIINH
JIIK-2 Brnagenue JIIK-2.2 CnocoOHOCTh MPUMEHSITD

COBPEMEHHBIMU COBpPEMEHHBIE METOAUKU U
METOoAaMH TEXHOJIOTHH pa3paboTku,
JMUAarHOCTUKH, aHaJIN3a peanuzanuu u OLICHKH
U peuieHus: COUaIbHO- IMOJINTUYECKUX u
SKOHOMHYECKHX aJIMUHHUCTPATHBHBIX
mpoOieM, a  TaKxke pelieHui, mporpamm, MjIaHoOB
METOJJaMU  TPUHSATHUS U MPOEKTOB Pa3BUTHUS
peueHun u 170,

peanuzanuu Ha

MIPAKTHKE

4.3.2 TunoBble OLEHOYHBIE CPEACTBA

Exam:
Situational modeling:

At the end of the course, students will participate in a simulation exercise, during which
they will evaluate their knowledge of business etiquette.

The simulation is carried out in pairs, each pair is given a certain set of facts. The
structure of the tasks are similar to those considered in the classroom, but the set of topics and
problems may differ. Participants will be given 30 minutes to prepare, after which they will play
the proposed situation for about 15 minutes. The task of reaching a definite agreement within the
specified time is not set; however, if possible, the negotiators should still try to do this for a long
time without lingering on the discussion of certain details. At the end of the exercise, participants
will be given the opportunity to comment on their work and indicate the factors that they think
the examiners should take into account in their assessment.

IIxaJia oneHUBaHHA.

IToka3zareanb OLEeHUBAHUA

Kpurepnii onennBanus

Oobyuatommiics yMeeT MIPUMEHATH
COBPEMEHHBIC METOJIUKH M TEXHOJOTUHU
pa3paboTKM, pealn3ald W  OLCHKH
NOJMTUYECKMX W aJMHUHUCTPATUBHBIX
pELICHUH, MporpaMM, IUIAHOB M TPOEKTOB
pa3BUTHSL.

=

He ymeer
B OeJIoM YCIICIMHO, HO HC CUCTCMATUUYCCKU
OCYIICCTBIISICMBIC YMCHUA

B memoM  ycmemHble, HO  coaepKamue
OTJIeNIbHBIE TPOOEIIbI YMEHUS
B memoM ycmemHble, HO  coaepKamue

OTJCNIbHBIC TIPOOEITBI YMEHUS
CdopmupoBanHOE yMeHHE

Bbanabl Onenka
(perTUHTOBOM

oreHku), %

TpeOoBanus Kk 3HAHUAM
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100-81

5, «oTmmuHO»

- OreHKa «OTIMYHO» BBICTABIISICTCS CTYICHTY, €CIU OH
DIyOOKO W TPOYHO YCBOWJI IPOTPaAaMMHBIM  Marepuan,
MCUEPIIBIBAIONIE, MOCIEIOBATEIFHO, YETKO M JIOTMYECKH
CTPOMHO €ro wu3jaraeT ero Ha »JK3aMeHe, yMEeT TECHO
YBSI3bIBATh TEOPUIO C MPAKTHKOHM, CBOOOJHO CHpaBIISETCS C
3aJa4aMy, BONpPOCAaMHM M JAPYTMMH BHJAMH TNPUMEHEHUS
3HAaHUHM, TpUYeM HE 3aTpyIHseTcs C OTBETOM IIpU
BUJIOM3MEHEHUN 3aJlaHHi, MCIOJB3YeT B OTBETE MarepHai
MOHOTpa(pHUUYECKON JHMTEpaTyphl, MPAaBUIBHO OOOCHOBBIBAET
MPUHATOE PELICHHUE.

- VYueOHble JOCTHMKEHUS B CEMECTPOBBIM MEpPUON H
pe3ynprataMu  pyOeKHOTO  KOHTPOJSL  JEMOHCTPUPYIOT
BBICOKYIO CTETIEHb OBJIAICHUS TPOTPAMMHBIM MaTepHATIOM.

80-61

4, «xopomo»

- OneHka «XOpOIIO» BBICTABIISIETCA CTYIEHTY, €CIU OH
TBEPAO 3HAET Marepuall, IPaMOTHO U II0 CYLIECTBY M3JIaraer
€ro, He JOIyCKas CYLIECTBEHHBIX HETOYHOCTEH B OTBETE Ha
BOIIPOC, IIPAaBUIILHO IPUMEHSAET TEOPETUYECKUE I1OJIOKEHUS
IIPU PELICHUN IPAKTUYECKUX BOIPOCOB M 3a1ay, BIIAJEET
HEOOXOIMMBIMU HaBBIKAMH U IPUEMAMU MX BBIITOJTHEHHUS.

- VY4ueOHble JOCTHKEHUS B CEMECTPOBBIM MEpPUON H
pe3ynprataMi  pyOeKHOTO  KOHTPOJSL  JEMOHCTPUPYIOT
XOPOUIYIO CTETIEHb OBJIAICHUS IPOIPAMMHBIM MaTEpUAJIOM.

60-41

3,
«YIOBJIETBO-
PUTEIBHO»

- Onenka «YIOBJIIETBOPUTEILHO» BBICTaBIIACTCS
CTYIEHTY, €CIM OH HMEET 3HAaHHUS TOJIBKO OCHOBHOIO
Marepuajla, HO HE YCBOWJI €ro JAeTajled, JAOIyCKaer
HETOYHOCTH, HEJOCTATOYHO TIpaBUIIbHBIE (HOPMYIHPOBKH,
HapyLIEHUsl JIOTUYECKOU II0CIIEN0BATEILHOCTU B U3JI0KEHUU
[IPOrPaMMHOI0 MaTepuasa, HUCIBITHIBACT 3aTPYIHEHHUs IpU
BBITTOJIHEHUH MTPAKTUYECKUX paboT.

- VY4ueOHble JOCTHKEHUS B CEMECTPOBBIM MEPUON H
pe3ynprataMi  pyOeKHOTO  KOHTPOJISL  JAEMOHCTPUPYIOT
JIOCTAaTOYHYIO (YHZOBJICTBOPUTEIBHYIO) CTEICHb OBJAICHUS
IIPOrPaMMHBIM MaTEPUAIIOM.

40-0

2,
«HEYJOBJIET-
BOPUTEIBHO»

- OneHka  «HEyHOBIETBOPUTEIBHO»  BBICTABISIETCS
CTYHEHTY, KOTOpBIM HE 3HAaeT 3HAYUTEIBHOM  4YacTu
MPOTPAMMHOIO  Marepuaia, JOMYCKAET  CYIIECTBEHHBIE
OIMOKH, HEYBEPEHHO, ¢ OOJBIIMMU  3aTPYAHCHUSIMH
BBHITIONTHACT MpakTHUeckne paboTel. Kak mpaBumiio, oleHka
«HEYIOBIIETBOPUTEIBHO» CTABUTCSA CTYAEHTAM, KOTOpBIE HE
MOTYT TPOJOJDKUTE 00yueHne 0e3 JTOMOIHUTEIBHBIX 3aHATHI
10 COOTBETCTBYIOLIECH NUCLIUILIMHE.

- Y4eOHbIE IOCTHXKEHUS B CEMECTPOBBIM MEpPHOA U
pe3yibTaTaMu pyOeKHOTO KOHTPOJS JEMOHCTPUPOBATH HE
BBICOKYIO CTEIIEHb OBJIAJICHUSI IIPOTPAMMHBIM MAaTEPUAIIOM 10
MHHUMAJIBHOW TUIAHKE.

45-100

3auer

- Kypc mnonHocteio ocBoeH. CTyaeHT MNOKa3bIBAaeT
XOpOLIMK CTaHJAPTHBIA YPOBEHb 3HAHMM BCEX AacCIEKTOB,
UCIOJb3YeT TEPMHUHOJIOTHIO U CJIOBOOOPA30BaHHE M XOPOIIO
IIPUMEHSET TEOPHUIO K PEILICHUIO 3a1ad.
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- CTyneHT He TMOArOTOBIEH M HE MOXET I10Ka3aTh
JOCTaTOYHOIO 3HAHUs Marepuaia Kypca.

0-44 Hezauer

4.4 MeToauveckne peKoOMeH AU

MogeaupoBanue:

MoaenupoBaH#e MpeACcTaBiseT COO0N CTPYKTYPHPOBAHHOE MPAKTHUECKOE YIPAXKHEHHUE C
KOHKPETHBIMH IIEJISIMH, CBA3aHHBIMU C PEILICHHEM 33/1a4M, OCHOBAaHHOM Ha MaTepuaie Kypca,
pecypcaMH, HaIPaBJICHHON Ha MOJAEIUPOBAHNUE PEAIbHBIX YCIOBUM. YUalIuecs SBISIOTCS
aKTUBHBIMU YYaCTHUKAMHU, YbU ACUCTBUS BIUAIOT HA PE3YJAbTAThI BHIIIOJHEHUS YIPAKHEHHUS.
Jlnst TOCTHKEHUSI MaKCUMAaIbHOTO 3¢ dekra ycioBus 1 atMochepa J0KHBI ObITh TPUOTHUKEHBI
K peaibHbIM. MoaenupoBaHue (POKYCHpPYeTCsl Ha ONPEIeIEHHOM BUIE NESITEIbHOCTH U
HAIIeJICHO Ha TeCTUPOBAaHHUE MMOBEICHUCCKUX U aHATUTUYECKUX HABBIKOB B PEATMCTUYHOM
00CTaHOBKE.

S. MeTtonuueckne yKazaHus J1Jisi 00y4aIOIIMXCS 110 0CBOSHHIO TUCIUTLTHHBI (MOTYJIs)

OCHOBHBIMH 00pa30BaTeJIbHBIMM METOJIAMHU Kypca SBJISIOTCS CHUMYISIIMM, JMCKYCCUU U
Hanucanue scce. CTpykTypa Kypca NpeAnojiaraeT oTpadOTKy TEOPEeTHYECKUX 3HAHUM Ha
MPAKTUKE TPU MOMOINM CHUMYIUPOBAHHS PA3IUYHBIX CUTYallUi, A€ HEOOXOAWMO MPUMEHHUTH
3HaHUs OU3HEC 3TUKETA U MPOTOKOJIA.

6. Y4eOHas JMTEpaTypa M pecypchbl HH(POPMAIMOHHO-TEJIEKOMMYHUKALMOHHOM CeTH
"UHTepHeT'', BKIKOYasl epeYyeHb Y4eOHO0-MeTOAMYECKOro odecrnedeHus J1Jis
CaMOCTOSITEJIbHOI PadoThI 00y4aOLIMXCsl MO AUCHUTIIINHE (MOTYJIIO)

6.1. OcHOBHas JuTEpaTypa.
1.Cotton, Gayle. Say Anything to Anyone, Anywhere : 5 Keys to Successful Cross-Cultural
Communication, John Wiley & Sons, Incorporated, 2013. ProQuest Ebook Central,
https://ebookcentral.proquest.com/lib/ranepa-ebooks/detail.action?doclD=1137788.

6.2. JlononHUTENbHAS TUTEpaTypa.
1.Fox, Sue. Business Etiquette For Dummies, Wiley, 2008. ProQuest Ebook Central,
https://ebookcentral.proquest.com/lib/ranepa-ebooks/detail.action?docID=353513.

6.3. YuebHo-MeToqruecKoe 00ecreueHue CaMOCTOSTEIbHOM paboThI.
6.4. HopmaTuBHbIE IPaBOBBIC JJOKYMEHTHI.

6.5. aTepHeT-pecypchl.

6.6. MlHbIC HCTOYHUKH.

7.  MarepuaJibHO-TeXHHYeCKasi 0a3a, HH(POPMAIMOHHbIE TEXHOJIOTHH, IPOrPaAMMHOE
ol0ecrieyenne 1 HHPOPMALMOHHBIE CIIPABOYHbIE CHCTEMbI
Jlnst mpoBeieHus 3aHATUH TpeOyeTcs Kiace, 000pYIOBaHHBIN JOCKOH, KOMITBIOTEPOM U
IIPOEKTOPOM.




