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Practical work Ne 1 “History of ethics”
(UcTopusa 3TUKH)

Purpose of the work (Llenr paGotsi): to study the history of ethics
as a science and the basic concepts of professional ethics (u3yunth ucroputo
ATUKH KaK HAyKU U OCHOBHBIC MOHATHS TPOPECCUOHATILHON ATUKH).

Theoretical part
(Teopernueckas 4yacTh)

Ethics is one of the oldest sciences, which was first formed as a branch
of philosophy. (3Tuka — ogHa U3 MpeBHEUTUX HAYK, KOTOpasi U3HaYaIbHO cHop-
MUpPOBaJIaCh Kak pazjen ¢puinocoduu.)

Ethics originates because of awareness of the role and essence of moral
relations and is a science of morality, containing two components: theoretical
research; normative developments. (3Tuka BO3HMKAaeT Ha OCHOBE OCO3HAHUS
POJIM U CYIIIHOCTA HPABCTBEHHBIX OTHOIICHUH U SIBJISICTCSI HAYKOU O MOpaJiH, CO-
JepKaIieil JBe COCTaBJISIIONINE: TEOPETUUECKUE HCCIICIOBAHUS; HOPMATUBHBIE
pa3paboTKH.)

Theoretical ethics — explores the origin and principles of morality, its
role and functions, place in society, mechanism of action and main compo-
nents (moral consciousness and behavior, characteristic connections between
them, the structure of moral attitudes and their meaning). (Teopetnueckas
ATUKA — UCCIIEIYET MPOUCXOXKIACHUE U TPUHIIUIIBI MOPAJIU, €€ POJIb U (PYHKIIHH,
MECTO B OOIIECTBE, MEXAHU3M JICHCTBUS U OCHOBHBIE KOMITIOHEHTHI (HPaBCTBEH-
HOE CO3HAHHE U TMOBEJICHHE, XapaKTEPHBIC CBSA3U MEXKIY HUMH, CTPYKTYpPY MO-
paJbHBIX YCTAHOBOK U UX 3HAUYEHHUE)).

In addition, theoretical ethics reveals the content of the value basis
(good, kindness, etc.), develops a moral scale and determines its criteria.
(Kpome Toro, Teopernueckas 3TUKa pacKpbIBaeT COJECp>KaHHE IEHHOCTHOU OC-
HOBHI (7100po, 100pOTa U T.1.), pazpadaThiBa€T HPABCTBEHHYIO IIIKAJy U OIpe/e-
JSI€T €€ KPUTEPHH. )

Normative ethics — explores spontaneously emerging ideas of moral
consciousness, develops ways to improve moral practice in society, “how
a person should act”. (HopmatuBHas 3Tuka — uccieayeT CHOHTAaHHO BO3HUKAIO-
[I1e UIeU MOPAIbHOTO CO3HAHMUS, pa3padaThIBACT MMyTHU COBEPIICHCTBOBAHUS MO-
pabHOM MPAKTUKHU B OOIIECTBE, «KaK JIOJKEH JEHCTBOBATH YEIOBEKY. )

The established moral standards are the result of a long-term process
of establishing relationships between people, both in society and in family life.

(CnoxuBuInecs MOpajibHbIe HOPMBI SIBIISIIOTCSA PE3YIbTATOM JIJTUTEIBLHOTO
MpoLIECCa CTAHOBJIEHUS B3aUMOOTHOIIEHU MEXKTy JIFOJIbMU KaK B OOIIECTBE, TaK
1 B CEMCHHOM KH3HU. )



Ethics is a set of principles and norms of behavior accepted in a given
era and given environment. Morality is the norms and rules imposed on a
person by the rules of morality. Morality is a rule that determines behavior;
spiritual and mental qualities necessary for a person in society and compli-
ance with the rules. (3Tuka — 3T0 COBOKYNHOCTb IPUHIIUIIOB U HOPM MOBEACHUS,
IIPUHATBHIX B JaHHYIO DII0XY U JAHHOU cpene. Mopaias — 3TO HOpMBI U ITpaBuia,
HaJjaracéMbl€ Ha YeJIOBEKa MpaBuiaMu Mopaiu. Mopaib — 3TO MpaBUIIo, ONpee-
JSIOLIEE TIOBEACHUE; TyXOBHbIE M IICUXUYECKHE KaueCcTBa, HEOOXOAUMBIE YeIl0-
BEKY B 00111€CTBE, M COOJIIOICHUE TTPABUJL.)

In contrast to simple custom, traditions of moral norms receive ideo-
logical justification in the form of ideals of goodness, justice and other
beautiful, but not entirely clear words. Along with universal human ele-
ments, morality includes historically transitory norms, principles, and ideals.
(B ornuume ot mpocToro oObiuas, TPaJAUIMK HPABCTBEHHBIX HOPM IMOJY4YaroT
UJEO0JIOTUYECKOE OOOCHOBAHME B BHJE HACAIOB J00pa, CIPaBeIMBOCTH
U JIPYTHX KPacUBBIX, HO HE COBCEM MOHSATHBIX clioB. Hapsiay ¢ oOiedenoBeye-
CKHMH 3JIEMEHTaMHU MOPAJIb BKJIIOYAET B €01 ICTOPUUECKU MPEXOASIINE HOPMBI,
NPUHIIUTBI U U]ICATTBI.)

Socrates, the ancient Greek philosopher, was the first to study ethical
issues. His teaching divided ancient Greek philosophy into “pre-Socratic”
and “Socratic” periods. Unlike his predecessors, who were interested in the
creation of the cosmos and all things, Socrates began to study the inner world
of man. (Cokpar, npeBHerpeueckuii punocod, ObLT IEPBBIM, KTO U3ydas dTHYEC-
ckue Bompockl. Ero yuenue pa3aenuio apeBHErpedeckyo pumocopuio Ha «10-
COKPATOBCKUI» U «COKPATOBCKHI» IEepuonabl. B oTimyue OT CBOMX Mpealie-
CTBEHHHUKOB, KOTOPBIX HMHTEPECOBAIM BOIPOCHI CO3/aHMSI KOCMOCA U BCErO
cymero, Cokpar Hayai u3ydaTb BHYTPEHHUN MUD YE€JIOBEKA.)

Socrates is the “father” of ethics. He
absolutizes morality and considers it the
basis of life and culture.

He distinguishes between happiness and
pleasure, poses the problem of free will,
defines the main virtues, and empha-
sizes the importance of moral improve-
ment of the individual.




The next person to contribute to the de-
velopment of ethics was Plato. This is an
Athenian philosopher of the classical pe-
riod of Ancient Greece (a student of Soc-
rates). Plato was the first to try to de-
scribe all the basic concepts of ethics.

A systematic presentation of ethics be-
longs to Aristotle.

“The science that studies ethical virtues,
examines the character and mode of ac-
tion of a person, is Ethics.” Aristotle also
owns the first work on ethics, Ni-
comachean Ethics.

Aristotle was the first to construct a deep theory of morality. Ethics is
a special science of morality (virtue), the goal of which is to teach a person to
become virtuous and happy. Ethics should help a person understand the
main goals of his life and resolve the issue of the possibility of raising respect-
able citizens in the state. (ApucToTenb NepBLIM MOCTPOMII TITyOOKYIO TEOPHIO
Mopaiii. DTUKa — 3TO 0co0as Hayka 0 Mopaiu (A00poJeTeNH), 1eib KOTOPOU —
HAy4YUTh YEJIOBEKa CTaTh JOOPOAETENbHBIM U CYACTIIMBBIM. DTHKA JOJKHA TO-
MOYb YEJIOBEKY IMOHATH IJIABHBIE LIEJIM €r0 KU3HU U PEUIUTh BOIIPOC O BO3MOXK-
HOCTH BOCTIMTAHMSI B TOCYIapCTBE JOOPOTOPSAOUHBIX TPAK/IaH.)

The ethical aspect of the relationship between the individual and soci-
ety is highlighted. Aristotle strives to find ways of their harmonious interac-
tion. A person’s morality, based on reason and will, brings his goals, desires
and needs into line with the interests of the state. (Brinensercs stuueckuii ac-
NEKT B3aMMOOTHOIIIEHUI JTUYHOCTU U O0LIECTBAa. APUCTOTENb CTPEMUTCS HAUTH
NyTH UX TAPMOHUYHOTO B3auMozeicTBus. HpaBcTBEHHOCTh UenoBeKka, OCHOBaH-
Hasl Ha pa3yMe U BOJI€, IPUBOJUT €ro LEJH, )KeJIaHUs U MOTPEOHOCTH B COOTBET-
CTBHE C UHTEpECaMH rocy/1apcTBa.)

The idea of ethics as a doctrine of morality developed in the 19th cen-
tury, thanks to German philosophers. (Maes 3Tuku kak yuyeHust 0 MOpaJIH CJIo-
xunack B XIX Beke Omarogapst HemenukuM rtocodam.)
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Kant clarify the meaning of the concept of ethics. He considered ethics
in a variety of theoretical knowledge. (Kant nposicHui 3HaueHHe TOHSATHUS
TuKd. OH paccMaTpuBal 3TUKY B PA3HOBUIHOCTH TEOPETUUECKOTO 3HAHUS. )

Hegel is credited with the historical understanding of morality. He in-
troduced real problems of state, family, and civil life into ethical theory and
enriched it with intense social content. (I'erento npuHaaIe)KUT 3aciayra UCTO-
pUYECKOro nmoHuMaHus Mopanu. OH BBEJ B 3TUUECKYIO TEOPUIO peasibHbIE MPO-
OJIeMbI TOCYAapCTBa, CEMbHU U TPAKIAHCKON KU3HHU U 000raTwil ee 0oJiee mupo-
KHM COIIMATIbHBIM COACPKAHUEM. )

Feuerbach returned ethics to a materialistic form. He focused on the
study of a living individual in his natural social connections. (deitepbax Bep-
HYJI 3TUKY K MaTepuanuctTuaeckoi popme. OH cocpeioTOUNIICSA HA U3YUCHHUH KU-
BOT'0 YEJIOBEKA B €0 €CTECTBEHHBIX COIMATIbHBIX CBA3SIX.)

Marx and Engels argued that the main categories of ethical conscious-
ness are good and evil. They characterize positive and negative values “Only
good when it has in mind the good of the human race. Evil is what destroys
life.” Evil humiliates, destroys a person, evil is destructive, leads to death.
Everything pushes towards evil, and only freedom encourages good. Free-
dom is the ability to choose. (Mapkc 1 DHTenbC yTBEPKIAIU, YTO OCHOBHBIMU
KaTerOPUsIMH STUYECKOTO CO3HAHUS SBIIAIOTCA 100PO U 3710. OHU XapaKTEPU3YIOT
MOJIOKUTEIIbHBIC M OTPUIIATENIbHBIE IIEHHOCTU «/[00po TOIBKO TOTra, KOTJa OHO
UMeEET B BUAY OJlaro 4eJIOBEUYE€CKOro poja. 3710 €CTh TO, UTO Pa3pyIIAET KU3HBY.
3510 yHUKAET, YHUUTOXKAET YeJI0BEKa, 3710 pa3pylIUTEIbHO, BeJeT K cMepTu. Bee
TOJIKAaeT KO 37y, U TOJbKO cBoOOa moormipseT 106po. CBoOoaa ecTh BO3MOXK-
HOCTb BBIOODA.)

Ethics should help a person understand the main goals of his life and
resolve the issue of the possibility of raising virtuous citizens in the state.
(OTHKa MOMKHA TOMOYb YEJIOBEKY MOHATH IJIaBHBIC I[EJU €r0 KU3HU U PEUIUTh
BOITPOC O BO3MOKHOCTH BOCITUTAHMS TOOPOIETEIIBHBIX I'PaXK/IaH B TOCYAapCTRBE.)

Currently, ethics describes real relationships between people, strives to
create a certain ideal of these relationships, analyzes what exists, and outlines
the outlines of what should be. (B HacTosiiee BpeMsi 3TUKa ONMUCHIBAET peab-
HbIE€ OTHOLIEHHUSI MEXAY JIOJIbMHU, CTPEMUTCS CO3/1aTh HEKUW MJ€all 3TUX OTHO-
HICHU, aHAIM3UPYET TO, UT.€., U HaMe4YaeT KOHTYPhI TOTO, YTO AOJKHO OBITh.)

The moral relations of people in the labor sphere are regulated by pro-
fessional ethics. (HpaBcTBeHHbIE OTHOLLIEHUS JII0OJIE€H B TPYIOBOM cpepe peryiu-
pytoTcs npodeccuoHanbHON ITUKOMN).

Professional ethics is a set of moral standards that determine a person’s
attitude towards his professional duty. (IIpodeccrnonanpHas 3THKa — 3TO COBO-
KYITHOCTh MOpPAJIbHBIX HOPM, ONPEACIISIIOIIMX OTHOILIEHHE YeIOBEKa K CBOEMY
po¢eCCUOHATTLHOMY JIOJITY.)



The content of professional ethics is codes of conduct that prescribe a
certain type of moral relationships between people and ways to justify these
codes. (Conepxanue npodhecCUOHATBHONU ATUKHU — KOJIEKChI TIOBEICHUS, IPEITH-
CBHIBAIOIINE OMPEACICHHBIN TUIT MOPATbHBIX OTHOLIEHUN MEXY JIFOJbMHU U CIIO-
coOBbI 000CHOBAHMSI TUX KOJEKCOB.)

Professional ethics studies:

— relations between work collectives and each specialist individually;

— moral qualities of a specialist’s personality that ensure the best per-
formance of professional duty;

—relationships within professional teams, and specific moral standards
characteristic of a particular profession;

— features of professional education.

(ITlpodeccuonanpHast ITUKA U3y4aeT:

— OTHOILEHHS MEXAY TPYAOBBIMH KOJUIEKTUBAMHU M Ka)XIbIM CIELHAIIN-
CTOM B OTAEJIBHOCTH;

— HpPABCTBEHHBbIE KAyeCTBAa JMYHOCTH CIHEHUAIMCTA, O00ECIEYMBAIOIIUE
HaWJTy4Iliee BRIMOTHEHUE MPO(HEeCCHOHATBLHOTO JI0NTa;

— B3aMMOOTHOIIICHUS BHYTPH MPO(HECCUOHATHHBIX KOJUIEKTHBOB, a TAKKE
crienupuyecKre MopalibHbIe HOPMBI, XapaKTepHbIE JJIsi KOHKPETHOU Ipodeccuu;

— 0COOCHHOCTH MPOo(ecCuoHaATBLHOTO 00pa30BaHMUsL.)

The situations in which people find themselves in the process of per-
forming their professional tasks have a strong influence on the formation of
professional ethics. In the process of work, certain moral relationships de-
velop between people. They contain a number of elements inherent in all
types of professional ethics. (Cutyanuu, B KOTOPBIX OKa3bIBAIOTCS JIFOJU B MPO-
I1ECCe BBITIOJIHEHUS CBOMX MPO(PECCUOHAIBHBIX 3a]1a4, OKa3bIBAIOT CHIILHOE BITHU-
sHue Ha (opmupoBaHue npodeccuoHaIbHON 3TUKU. B mpoliecce Tpyna MexIy
JIIOJIBMU CKJIAJIBIBAIOTCSI ONIPEAEIICHHBIE MOpaJIbHbIE OTHOIIEHUsI. OHM coJlepkKaT
pS IIEMEHTOB, IPUCYIITUX BCEM BUAaM NPO(HECCHOHATBLHOMN THKH. )

Firstly, this is the attitude towards social labor, towards participants
in the labor process. Secondly, these are the moral relations that arise in the
area of direct contact between the interests of professional groups with each
other and society. (Bo-nepBbix, 3T0 OTHOLIEHUE K OOILIECTBEHHOMY TpPYIY,
K YYaCTHUKAM TPYA0BOTO Ipoiiecca. Bo-BTOPHIX, 3TO HPAaBCTBEHHbBIEC OTHOIICHUSI,
KOTOpbIE BO3HUKAIOT B Chepe HETMOCPEACTBEHHOTO COITPUKOCHOBEHHUSI HHTEPECOB
npoecCHOHaNBHBIX TPYIII APYT C IPYTOM U OOIIIECTBOM. )

Society places increased moral demands on certain types of profes-
sional activities. Basically, these are professional areas in which the labor
process itself requires coordination of the actions of all its participants. (O6-
IIECTBO MPEIBSIBISET MOBBIIICHHBIE MOpajIbHbIe TPEOOBAaHUSI K HEKOTOPBHIM BH-
nam npodeCcCHOHANIBHON eI TeIbHOCTH. B 0CHOBHOM 3TO Takue nmpodeccruoHab-
HbIE Cepbl, B KOTOPBIX CaM MPOLECC TPy/ia TpeOyeT COrlaCOBaHHOCTH JICHCTBUI
BCEX €r0 YYaCTHUKOB. )



Particular attention is paid to the moral qualities of workers in those
areas that are related to the right to control people’s lives. Here we are talk-
ing, first of all, about the proper performance of one’s professional duties
(these are professions from the service sectors, transport, management,
healthcare, education). (Oco0oe BHUMaHUE yIEIA€TCS MOPAJIbHBIM KaueCTBAM
PabOTHUKOB TeX Cep, KOTOPHIE CBA3AHBI C PABOM PACTIOPSKATHCS )KU3HBIO JIO-
nei. 31ech peub UAET, MPEeXJe BCEro, 0 HaJJIeKalleM MCIOJIHEHUH CBOUX MpO-
(deccuoHanbHbIX 00s13aHHOCTEN (3TO Tpodeccun chepbl yciyr, TpaHCIOPTAa,
YIPABJICHHUS, 3APaBOOXPaHEHUs, 00pa30BaHMUsL.))

The labor activity of people in these professions does not lend itself to
preliminary regulation and does not fit within the framework of official in-
structions. The peculiarities of the work of these professional groups compli-
cate moral relations, and a new element is added to them: interaction with
people. This is where moral responsibility becomes crucial. (Tpynosas nes-
TEIBHOCTh JIOJIEH ATUX MPOQEeCcCuil He TIOIAETCs MPEIBAPUTEIHLHON perjaMeH-
TallMM ¥ HE YKJAJbIBA€TCS B PAMKHU JOJLKHOCTHBIX MHCTPYKIMM. OCOOEHHOCTH
paboThl ATUX MPOGECCUOHATBHBIX TPYMI YCIOKHSIOT HPABCTBEHHBIC OTHOIIIE-
HUS, B HUX J00aBJISETCS HOBBIM AJIEMEHT: B3aUMOJICHCTBUE C JIIOIBMHU. 31€Ch MO-
panbHasi OTBETCTBEHHOCTh CTAHOBUTCS PELIAIOLIEH. )

Society considers the moral qualities of an employee as one of the lead-
ing elements of his professional suitability. Thus, professional morality must
be considered in unity with the generally accepted system of morality. Viola-
tion of work ethics is accompanied by the destruction of general moral prin-
ciples, and vice versa. (OO01ecTBO paccMaTpuBaeT MOpajibHbIe KauecTBa padoT-
HUKA KaK OJMH M3 BEIyIIMX AJIEMEHTOB €ro mpodeccuoHaIbHON MPUT0IHOCTH.
Takum o0OpazoM, mpodeccHOHATBHYI0 MOpab HEO0OXOJAMMO paccMaTpUBAThH
B €IMHCTBE C OOIENPUHATON cucTeMoil Mopanu. HapyiieHue TpyaoBol STUKH
COMPOBOXK/IACTCS PA3pyIICHUEM OOIIMX MOPAIBbHBIX MPUHITUIIOB, 1 HA00OPOT.)

A special manifestation of professional ethics is economic ethics (“busi-
ness ethics”, “business ethics”). This problem is now receiving a lot of atten-
tion. (OcoObIM mposiBICHUEM TTPO(ECCHOHATLHON ITHKHU SBISETCS SKOHOMUYE-
CKasl ATUKA («IeJ0Basi dTUKA», «OU3HEC-ITUKA»). DTOU MpoOieMe B HACTOSIIIEE
BpeMsl yensercsa 00JibllIoe BHUMAHUE. )

Economic ethics is a set of norms of behavior for an entrepreneur, the
requirements imposed by a cultural society on his style of work, the nature
of communication between business participants, and their social appear-
ance. This is information about ethical concepts, moral requirements for the
style of work and the appearance of a business person, adapted to the prac-
tical needs of a businessman. These are the ethics of negotiating with part-
ners, the ethics of drawing up documentation, the use of ethical methods of
competition. (OxoHOMHUYECKasi 3THUKAa — ATO COBOKYIMHOCTb HOPM IOBEICHHUS
npeanpuHuMarensi, TpeOOBaHUM, MPEAbIBISEMbIX KYJbTYPHBIM OOIIECTBOM
K CTHIIIO €r0 paboThI, XapaKkTepy OOIICHHS yYaCTHUKOB OM3HECA, NX COIUATBHOMY
005MKy. D10 MHpOpMaIU 00 THUYECCKUX MOHATHAX, MOPAIBHBIX TPEOOBAHMIX
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K CTWIIO pabOThl W BHEIIHEMY BHAY JEJIOBOrO YEIOBEKA, aJanTUPOBaHHas
K TIPAKTUYECKUM MOTPEOHOCTSIM OM3HECMEHA. ITO dTHUKA BEJICHUS MEPETOBOPOB
C MapTHepaMH, dTHKa O(PopMIIEHUs] JOKYMEHTAIINH, UCIIOJIb30BaHUE dTUUYECKHUX
METOJI0OB KOHKYPEHIIUH.)

Economic ethics includes business etiquette, which is formed under the
influence of traditions and certain prevailing historical conditions of a par-
ticular country. Business etiquette is the norms regulating the style of work,
the manner of communication between companies, the image of a business-
man, etc. (OKOHOMHUYECKAasl 3THKA BKJIIOYAET B CEOs JACIOBOM ITUKET, KOTOPHIi
dbopmupyeTcst oj BIUSHUEM TPAJIULIMN U ONPEECTCHHBIX CIOXKUBIINXCS UCTO-
PHUYECKUX YCIOBUM TOW WIM UHOM CTpaHbl. JI€JI0BOM ITUKET — 3TO HOPMBI, perJia-
MEHTHUPYIOIIHNE CTUJIb pabOThl, MaHEPy OOIICHUS MEXITY KOMIIAHUSIMU, UMUK
Ou3HecMeHa U T.1.)

Etiquette is a word of French origin that means a manner of behavior
(“Etiquette” in translation means a label, a l1abel and a ceremony, that is, the
order of a certain ceremony). At one of the 17th-century palace receptions
hosted by King Louis XIV, guests were first presented with cards with rules
of behavior written on them. The name of the card — “Label” — is where the
word “etiquette” comes from. Modern etiquette inherits the customs and tra-
ditions of all nations from hoary antiquity to the present day. (3tuker — cioBo
(b paHIly3CKOro MPOUCXOXKJICHUS, O3HAYalouee MaHepy MHoBeAeHHS («DTHUKET»
B MIEPEBOJE O3HAYAET SIPJBIK, STUKETKA U LIEPEMOHMUS, T.€. MOPSAIOK MTPOBEACHUS
ompeaeneHHon nepemonun). Ha omHom u3 nBopuoBbix npuemoB XVII Beka,
ycTpoeHHbIX KopoisieM JlrogoBukom XIV, roctsim BriepBbie ObUTH BpYy4eHBI Kap-
TOYKU C HAMMCAaHHBIMU HA HUX MpaBUJaMU NoBeneHus. Ha3BaHue kapTouku —
«ITHUKETKA» — U €CTh TO, OTKYJa IPOU30LUIO CIOBO «ATUKET». COBPEMEHHBIN
ATUKET HacleayeT oOblYau U TPAJUIIMU BCEX HAPOJOB OT CEI0M JAPEBHOCTHU [0
HaIllNX JTHEH.)

There are several types of etiquette, the main are:

1) court etiquette — strictly regulates the order and forms of behavior
established at the courts of monarchs;

2) diplomatic etiquette — rules of conduct for diplomats and other offi-
cials when contacting each other at various diplomatic receptions, visits,
negotiations;

3) military etiquette — a set of rules, norms and behavior generally
accepted in the army by military personnel in all areas of their activities;

4) general civil etiquette — a set of rules, traditions and conventions
observed by citizens when communicating with each other.

(CymiecTByeT HECKOJIBKO BHJOB JSTHUKETa, OCHOBHBIMH U3 KOTOPBIX
SBJISIFOTCSL:

1) mpuUIBOPHBIA ATUKET — CTPOrO PETJIAMEHTHUPYET MOPSIOK U (POPMBI
MOBEJICHUSI, YCTAHOBJICHHBIE MPU JIBOPAX MOHAPXOB;

2) AUTIIIIOMATUYECKUI 3TUKET — MTPaBUJIa TOBEJICHHS TIUTNIOMATOB U IPYTUX
oUIMATBHBIX JIWI] P KOHTAKTaX JAPYT C IPYTOM Ha Pa3IMYHbIX JUIIOMaTHYe-
CKHX MpUEeMax, BU3UTAX, IEPEroBOpax;
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3) BOMHCKHUM 3TUKET — COBOKYITHOCTH MPABUJI, HOPM U MOBEICHUS, OOIIe-
NPUHATHIX B APMUU BOCHHOCTYKAIIMMHU BO BCEX 00JIACTAX UX JACATEIBHOCTH;

4) oOmerpaxxJaHCKAN 3TUKET — COBOKYITHOCTH MTPaBWJI, TPAIUIIUNA U yCIIOB-
HOCTEH, COOJII0TaeMBIX TPaKTaHAMHU MPU OOIIEHUHN JPYT C IPYTOM. )

The norms of etiquette, unlike the norms of morality, are conditional;
they have the character of an unwritten agreement about what is considered
generally accepted in people’s behavior and what is not. Nevertheless, the
ability to behave correctly in society is very important; it facilitates the es-
tablishment of contact, promotes mutual understanding, and creates good,
stable relationships. (HopMbl 3TUKeTa, B OTJIMYME OT HOPM MOPAJIU, YCIIOBHBI,
OHU HOCSIT XapaKTep HE3aKJIOUEHHOTO COTJIallIEeHUs O TOM, UTO CYUTAETCs o01Ie-
NPUHATBHIM B TIOBEJECHUHU JIIOAEH, a 4YTO HET. TeM He MeHee yMEHHUE MPaBUIbHO
BECTU ce0s1 B 00I1IeCTBE OYEHb BaXKHO, OHO O0JIETYaeT YCTAaHOBJIICHHE KOHTAKTA,
CIOCOOCTBYET B3aMMOIIOHMMAHUIO, CO3/1a€T XOPOIINE, yCTOMYMBbBIE OTHOLIEHUS. )

Business ethics cannot arise from subjective desire. The conditions for
its formation are: political and economic freedom, strong executive power,
stability of legislation, propaganda, law. (/lenoBas 3THKa HE MOXKET BO3HUK-
HYTh U3 CYOBEKTUBHOTO )KEJIaHUsl. Y CJIOBUSMU €€ POPMUPOBAHUS SBISIOTCS: 110~
JUTUYECKasi U SKOHOMUYECKas CB000/a, CUIbHASL UCIIOJIHUTEIbHAS BIACTh, CTa-
OWJIBHOCTh 3aKOHOIATENILCTBA, MIpoNarasia, mpago.)

The main tenets of the entrepreneur's code of ethics are the following:

— he is convinced of the usefulness of his work not only for himself, but
also for others, for society as a whole;

— assumes that the people around him want and know how to work;

— believes in business, regards it as an attractive creativity;

— recognizes the need for competition, but also understands the need
for cooperation;

— respects any property, social movements, respects professionalism
and competence, laws, values education, science and advanced technologies.

(OCcHOBHBIE  TMOJOXKEHUS ATHUYECKOTO  KOJAEKCAa MpeAnpUHUMATENS
cieayrouue:

— yOeKJIeH B TIOJIE3HOCTU CBOETO TPya HE TOJBKO I ce0sl, HO U JIJIs IpY-
T'UX, JJ1g 00I1eCTBa B IIEJIOM;

— MPEJIOIaraeT, 4YTO OKPYKAIOIIUE €ro JIOU XOTAT U YMEIOT padoTaTh;

— BEpUT B OM3HEC, PACCMATPUBAET €TI0 KaK MPUBIIEKATEIbHOE TBOPUYECTBO;

— MPU3HAET HEOOXOUMOCTh KOHKYPEHIIHH, HO TaKkKe MOHUMAaeT He0OXo-
JUMOCTb COTPYAHUYECTBA;

— YBa)kaeT JII0OYI0 COOCTBEHHOCTh, OOIIECTBEHHBIC IBUKEHUS, YBaXKAET
npo(eCCUOHANIN3M U KOMIIETEHTHOCTh, 3aKOHBI, ICHUT 00pa30BaHKe, HAYyKy U Iie-
pPEIOBBIE TEXHOJIOTHH. )

These basic principles of ethics for a business person can be specified
in relation to various areas of his professional activity. (3T ocHOBHBIE TTPUH-
UMbl 3TUKA JIEJTIOBOTO YEJIOBEKA MOTYT OBITh KOHKPETHU3UPOBAHBI MPUMEHU-
TEJIBHO K Pa3IMYHbIM cepam ero npodeccuoHaabHOM NeITeIbHOCTH. )
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Practical part
(ITpakTHueckast 4acTh)

Task 1. Using the Internet, find the most famous works of philoso-
phers mentioned in the theoretical part and fill out the table 1:

Table 1

The most famous work

Scientist's last name ) )
on ethical issues

Task 2. Choose the correct (from your point of view) definition of the
concepts of ethics, morality and etiquette and enter these definitions:

Reference material:

1. Morality, moral beliefs, morality, and the science of morality.

2. Rules of behavior and communication of people accepted in a given
society.

3. The set of principles and norms of behavior accepted in a given era and
given environment.

4. Norms and rules that impose moral rules on a person.

5. The science of morality.

6. Describes real relationships between people, strives to create a certain
ideal of these relationships.

7. A set of special, spiritual rules governing human behavior, his attitude
towards other people, himself, and also towards the environment.
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Task 3. Make a comparison (table 2):

Table 2
Characteristic Professional ethics Economic ethics
Definition
What does he
study?
What regulates

Who is it for?

Control questions
(KonTposibHBIE BOIPOCHI)

1. What is the definition of ethics as a science? (Kakoe onpenerne-

HUE 3TUKU KaK HayKu?)

2. What is morality? (Yto Takoe mopainb?)

3. Who is considered the founder of the science of “Ethics”? (Kto cuu-
TAETCs1 OCHOBOTIOJIO)KHUKOM HaYKH «ITUKa»?)

4. Define etiquette. ([laiiTe onpeneneHue STUKETY.)

5. What types of etiquette do you know? (Kakue BuibI 3THKETa BbI 3HaETE?)

6. How do etiquette standards differ from moral standards? (Yem
HOPMBI ATUKETA OTIUYAIOTCSI OT HOPM Mopaiu?)

7. What does professional ethics study? (Uro u3ydaer npodeccronans-
Has 3TUKa?)

8. For whom is economic ethics intended? (/lyi1 koro nmpenHasHaueHa
PKOHOMHUYECKas 3THKA?)



Practical work Ne 2 “Behavior in public transport”
(IToBegeHue B 001IECTBEHHOM TPAHCIIOPTE)

Purpose of the work (Llens pa6otsl): study the rules of behavior in pub-
lic transport in Russia and other countries (13yunTh paBuiIa MoBeAEHUS B 00-
IIECTBEHHOM TpaHcnopte B Poccun u Jpyrux crpaHax).

Theoretical part
(Teoperuueckas 4yacTb)

Let's give an example of a situation that arose during the trip to Penza
State University (PSU) on bus Ne 130. (IIpuBenem npumep cutyanuu, KOTopas
CO3/1aJ1ach BO BPEMS MTOE3/IKU Ha mapbl B [IeH3eHCKHiI1 rOCy 1apCTBEHHBIN YHUBED-
cutet (IIT'Y) na aBToOyce Ne 130.)

After waiting for the bus, the young man sat down in an empty seat.
After a few stops, an elderly woman of about sixty got on the bus and asked
him to make room for her. The young man ignored her request because he
was wearing headphones. (JloxmgaBmucs aBToOyca, MOJIOAON YEIOBEK CEl HA
cB0OOHOE MecTo. CIycTsi HECKOJIBKO OCTAHOBOK B aBTOOYC 3alllia MOXKHJIAs
KEHIIMHA JIET MECTUIECATH U TOTPOCUIa €ro 0CBOOOANTH el MecTo. Moo 1oi
YeJI0BEK MPOUTHOPUPOBAII €€ MPOChOy, MOTOMY YTO ObLI B HAYITHUKAX. )

Once again the woman asked him to give her his seat, but much louder,
to which the young man replied that he had many lectures ahead and was not
going to give her his seat. The woman was outraged and said that she also
needed to go to work (it turned out that she works as a teacher at PSU). (Ken-
IIMHA MOMPOCHUJIA €TO €llle pa3 YCTYNUTh €l MECTO, HO YK€ ropa3fo rpoMue, Ha
YTO MOJIOJOM YEJIOBEK OTBETHUJI, UYTO Y HETO MPECTOUT MHOTIO Iap U OH HE COOu-
paeTcst ycTynuTh el MecTo. JKeHirHa Obljia BO3MYIIIeHa B cKa3aja, YTo €l TOXe
HaJ10 Ha paboTy (0Ka3aioch, YTO OHA paboTaeT mpenoaaBareneM B [1I'Y).)

But the young man never gave her his seat, and she had to stand in a
crowded bus. (Ho M0110/10i1 4eJI0BEK TaK ¥ HE YCTYIIWJI €1 MECTO, U €1 MPULLIOCH
CTOSITh B TIEPETIOTHEHHOM JIIOJIbMH aBTOOYCE.)

Before analyzing this situation, let’s remember the rules of behavior in
public transport. (Ilpexae yem aHaTM3UPOBATH 3Ty CUTYaIIUIO, BCIOMHUM TTpa-
BUJIA MTOBE/ICHUS B OOIIECTBEHHOM TPAHCIIOPTE. )

Here are some of the rules of polite behavior on public transport in
Russia: (Bor HekoTopble U3 MpaBUl BEKIMBOTO MOBEACHUS B OOIIECTBEHHOM
TpaHcnopte B Poccun):

1. When entering, you need to take off your bags and backpacks so as
not to touch other passengers or get them dirty. (Bxoas, Hy)XHO CHUMATh
CYMKH U PIOK3aK{, YTOOBI HE 33/I€Th IPYTUX IMACCAKUPOB U HE 3aMaYKaTh UX.)
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2. According to generally accepted rules of behavior when boarding
any transport, the first to enter are always elderly people, pregnant women
and disabled people. (CormiacHo o0menpruHATHM MPaBUIaM MOBEACHHUSI, TTPH TI0-
cajJiKe B JIFOOOW TPaHCIOPT MEPBBIMU BCEr/la BXOJAT MOKUIIbIE JHOU, OepeMeH-
HbIE )KEHIIUHbBI U UTHBAJIU/IbI).

3. It is advisable to prepare for the exit in advance. (K Bbixony sxena-
TEJIbHO TOTOBUTHCS 3apaHee.)

4. In the cabin it is necessary to give up seats to the elderly, women with
small children, with heavy bags, and people with disabilities. (B canone nHeo6-
XOJIMMO YCTYIIaTh MECTA JIOJSM MPECTApEIoro BO3pacTa, )KEHIIUHAM C MaJIeHb-
KUMH JIETbMH, C TSKEJIBIMUA CyMKaMH, HHBAJIU]IAM. )

5. In transport, you should not push, try not to step on feet, and do not
lean your elbows on the person who is nearby. (B Tpancnopre Henb3st TOJ-
KaTbCsl, CTapaThCsl HE HACTYNAaTh HAa HOTH, HE ONHUPATHCA JIOKTSIMU HA YeJIOBEKa,
KOTOPBI HAXOJUTCS PSAIOM.)

6. Do not talk very loudly inside a bus, trolleybus or minibus, do not
lean out of the window, do not disturb passengers when exiting or entering.
(B canone aBroOyca, TposuieliOyca, MaplUIpyTHOIO TaKCH HE pa3roBapUBAIOT
OUYEHb I'POMKO, HE BBICOBBIBAIOTCS U3 OKHA, HE MEUIAIOT MacCakKUpaM MPH BbIXOE
1 Ha BXOJIC.)

7. You must pay for the fare and, if necessary, show your coupon or
ticket to the controller or conductor (if they ask). (O6s3arensHO HY>KHO OILJ1a-
YUBATh MPOE3] U IPU HEOOXOIMMOCTH MOKA3bIBaTh TAJIOH WJIK OUIIET KOHTPOJIEPY
WIN KOHIYKTOPY, €CJIM OHHU ITPOCHT. )

8. It is not customary to look closely at passengers, lean on them, or
look into the phone or book of the person sitting or standing next to them.
(He mpuHsTO pasrisapBaTh NaCCAXKUPOB B YIIOP, ONUPATHCS Ha HUX WM 3ariis-
JBIBaTh B TEJIEPOH UM KHUTY CUJIAILIETO WU CTOSAIIETO PSOM YeIOBEKa.)

9. Many people do not tolerate strong odors well, so if possible, you
should not pour a bottle of perfume on yourself and get on public transport
after you have had dinner with garlic — use chewing gum. (Muorue nonu
IUIOXO MEPEHOCIT pe3Kue 3araxu, Mo3TOMY BbUIMBATh Ha ce0s (hjakoH JyXOB
Y 3aXO/IMTh B OOLIECTBEHHBIN TPAHCIOPT IIOCJIE TOrO, KaK Bbl IOYKMHAJIU C YeC-
HOKOM, 110 BO3MOYKHOCTH HE CTOUT — BOCIIOJIb3YHTECH )KEBATEIbHONU PE3UHKOM. )

10. Eating on public transport is bad form. Unless, of course, it’s an
intercity bus, plane or train. (Ectb B 0011ecTBEHHOM TpaHCTIOPTE — TyPHOM TOH.
Ecnu, koHeuHO, 3TO HE MEKTyTOPOIHUN aBTOOYC, CAMOJIET WJIU TIOE31.)

I1. You can only listen to music, watch movies, and play games on your
gadget using headphones. Loud sounds can disturb other passengers and
irritate them. (Caymarth My3bIKy, CMOTPETh KUHO, UTPaTh B UIPhl HA TaJ[KETE
MOHO TOJIBKO B HayIIHUKaxX. | pOMKHE 3ByKH MOT'YT MEIIATh OCTAJIbHBIM I1acca-
KUpaM, pa3/ipaxarh UXx.)
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Social behavior is different in every country. (B kaxmoii ctpane oOre-
CTBEHHOE MOBEJACHUE OTIMYACTCSI.)

For example, in public transport in Germany it is not customary to give
up seats to both elderly people and pregnant women. Such an act may be
perceived as a sign of disrespect for the person standing. (Hanpumep, B 06111€e-
CTBEHHOM TpaHCIOPTe B I'epMaHNM HE MPUHATO YCTyNaTh MECTA, KaK MOXUJIbIM
JIOJISIM, TaK U O€pEMEHHBIM KEHIIMMHAM. Takoil MOCTYMOK MOET ObITh BOCIIPH-
HAT KaK MPOSIBJICHUE HEYBAKECHUSI K CTOSIIEMY YEIOBEKY.)

They may look at you askance and simply not understand. They may
begin to actively thank and smile. In any case, for most people in Germany
this will be a rare and unusual occurrence, simply because it is not customary
to do so. (Ha Bac MoryT Koco mocMOTpeTh U MPOCTO HE MOHATh. MOTYT HayaTh
aKTHBHO OJaroJapuTh M yibi0aTbes. B mo0oM cirydae i1 O0JbITMHCTBA KUATE-
neii 'epmanuu 310 OyJeT peIKUM M HEOOBIYHBIM SBJICHHUEM IIPOCTO ITIOTOMY, YTO
TaK HEe MPUHSTO JeNaTh.)

In the UK, offering a place to an elderly person is considered the norm,
but if you don’t do this, nothing bad will happen, and you won’t feel any
judgmental looks on you. (B BenukoOputanuu npeaio)KuTh MECTO MOKHUIOMY
YeJIOBEKY CUMTAETCS] HOPMOM, HO, €CJIM ITOTO HE CeIaTh, HUYEro CTPAIIHOIO HE
MIPOU30MIET, OCYKIAIOIINX B3IJIS0B HA ce0e BBl HE TTOYYBCTBYETE.)

It is not accepted to give in based on gender. For example, a woman
may offer to sit down with a man if he is carrying something heavy. A man
can give way to a woman under the same conditions. (Ycrynars no resaep-
HOMY MpHU3HAKy He MpuHATO. Hampumep, 'KEHIMHA MOXKET MPEJI0KUTh CEeCTh
MYKYMHE, €CJIM OH HECET UTO-TO TsKeJI0e. MyKUMHA MOXKET YCTYIUTh KCHIIIMHE
MECTO MPH TEX KE YCIOBUSIX.)

In Spain, older people may be offended, or they may smile and simply
sit down and say thank you. In relation to girls, such courtesy is shown in
very rare cases, because it can be perceived as an insult and sexism. (B Vcna-
HUU MMOXKUIIbIE JIFOJIA MOTYT U OCKOPOUTHCSI, @ MOTYT YJIBIOHYTHCS U IPOCTO CECTh,
no6siarogapuB. [1o OTHOIIEHUIO K JIEBYIIKAM TaKYyIO JIFOOE3HOCTh MPOSIBISIOT
B OUEHb PENIKUX CIIy4asix, Belb ’TO MOXKET OBITh BOCIIPUHSTO KaK OCKOpPOJICHHE
1 CEKCHU3M.)

The situation is the same in Italy, Hungary, and other European coun-
tries. (Tak ke nena oocrost B Utanuu, Benrpuun u qpyrux eBporeinckux cTpaHax.)

Now let's look at the situation described above. (Teneps pazdepem BbI-
IEONMHUCAHHYIO CUTYaLIMIO. )

In this situation there are “two sides of the coin”. (B nannoii curyanuu
€CTh «JIB€ CTOPOHBI MEIaIIN.)

On the one hand, if an elderly woman asked politely to give her a seat,
probably the young man would not refuse her, especially since she is
a teacher. (C ogHO#1 CTOPOHBI, €CJIM OBl MOXKKIIAS KEHIIMHA TTOMPOCHIa Obl BEX-
JIMBO YCTYNHUTh €l MECTO, HAaBEPHOE, MOJIOJION YelIOBEK HE OTKa3zau Obl €il, TeM
0oJiee OHa SBIIETCS MPENOAABATENEM. )
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But, on the other hand, an elderly woman came in, and the guy himself
should have seen and could have given her a seat. But we take into account
the fact that he was wearing headphones and, most likely, looking at the
phone, he did not notice. (Ho, c npyroii croponsl, 3aiijia Moxuiiasl >KeHII1Ha,
U MapeHb caM JOJKEH ObLIT YBUAETh U CMOT Obl YCTYNUTH €l MecTo. Ho yuuThI-
BaeM (pakT, YTO OH ObUI B HAYIIHUKAX M, CKOPEE BCEro, CMOTpEN B Telie(oH,
OH M HE 3aMETHII.)

Let's turn to the sources, namely etiquette in public transport. It says
that there is such a thing as a hierarchy of etiquette seniority; it is present in
almost all countries and differs from each other. (OGpaTumMcs k uCTOUHMKAM,
a UMEHHO K ATHKETy B OOILIECTBEHHOM TpaHcroprte. TaMm mumiercs, 4ro cyiie-
CTBYET TaKOe€ MOHATHE, KaK MepapXus dTUKETHOTO CTapIIMHCTBA, OHO MPUCYT-
CTBYET MPAKTUYECKH BO BCEX CTPAHAX M PA3IMYALTCS MEXIY COOOM.)

Transport in Russia is a democratic place, in which both rules of travel
and rules of general etiquette apply, which apply to absolutely everyone.
(Tpancnopt B Poccum siBisieTcss 1€MOKpPaTUYECKUM MECTOM, B KOTOPOM JIeii-
CTBYIOT KakK ITpaBUJIa POe3/1a, TaK U MpaBuia OOIIEro ITUKETa, KOTOPBIE pacipo-
CTPAHSIIOTCS a0COJIFOTHO HA BCEX.)

As a whole, no one is obliged to give up their seats on public transport,
and this right is ensured by purchasing a ticket. If you bought a ticket, you
have the right to take a seat. (Ilo 6onbIOMY CUeTy, HUKTO HE 00s13aH yCTYNaTh
MecCTa B TPAHCIIOPTE, M ATO MPaBO O0OeCreUrBaETCs MOKYNKoi Ounera. Ecnu Thi
KyIuJ OUJIET — Thl UMEEIIb MPAaBO 3aHUMATh MECTO. )

Then the rule of politeness applies, which is the free choice of everyone.
The entire culture of etiquette is based on the rule of mutual politeness.
A person is free to choose to be polite or not towards other people. (lanbiie
JIEUCTBYET MPABUIIO BEKIIMBOCTH, KOTOPOE SIBJISIETCSI CBOOOIHBIM BEIOOPOM KaX-
noro. Bes KynbTypa 3TUKETa AEPKUTCSA HA PABUIIE B3aUMHOW BEKIJIMBOCTH. Ye-
JIOBEK CBOOOJIEH B CBOEM KEJIaHUU ObITh BEKJIUBBIM WJIA HET MO OTHOIIECHUIO K
JIPYTUM JIFOJISIM. )

The one who gives up his seat in transport shows a higher value in re-
lation to people who do not give up his seat, because etiquette is an exchange
of values. (ToT, KTO ycTynaer MecTo B TPaHCIIOPTE, MOKa3bIBACT 00JI€€ BHICOKYIO
[IEHHOCTh MO0 OTHOILICHUIO K JIOJIIM, YEM T€, KOTOPhIE MECTO HE YCTYIAIOT, BE/Ib
ATUKET — 3TO OOMEH IICHHOCTSIMH. )

A person who shows a polite attitude towards another person increases
his human status and shows himself at his best. (UenoBek, KOTOpBIil IPOSBIISIET
BEXKJIMBOE OTHOILIEHUE K APYTOMY YEJIOBEKY, MOBBIIIAET CBOM YeJIOBEYECKUI CTa-
TYC | TMPOSIBIISICT CE0s1 C JIydIleid CTOPOHBI. )

So, we see that the one who gives in shows his good manners and value-
based attitude towards people. But, if a person bought a ticket with his own
money, then he has the right to take a seat and not give up. Therefore, the
young man did not show his respect and decided not to give up his seat.
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(To ectb, MBI BUAMM, YTO TOT, KTO YCTYIAET, IOKA3bIBAET CBOIO BOCIIUTAHHOCTH
U LIEHHOCTHOE OTHOLIeHue K oaaM. Ho ecnu yenoBek Kynui OWUJIET HAa CBOM
J€HbI'M, TO OH HMEET IIPaBO 3aHATh MECTO U HE ycTynarsk. [loaToMy Moo10i1 ue-
JIOBEK HE MOKa3aJl CBOEro yBAXKEHUS U PEILUII HE YCTyNaTh MECTO. )

How to deal with such situations? Let's try to formulate additional tips
on etiquette in public transport in Russia. (Kak noctynarb B Takux B cUTya-
usix? [lorpoOyem chopMyaMpoBaTh JOMOITHUTEIBHBIE COBETHI IO STUKETY B 00-
HIECTBEHHOM TpaHcnopte B Poccun.)

Returning to the situation described, first of all, the young man needs
to apologize for the fact that he cannot fulfill the request of the elderly
woman. Then explain why he can’t do it, and try to offer another way out,
for example, maybe someone else will give way. (Bo3Bpamasich k onucaHHoit
CUTYAallUH, B IEPBYIO OYEPEAb MOJIOJIOMY YEJIOBEKY HYKHO U3BUHUTHCS 3a TO, YTO
OH HE MOXET BBIIOJIHUTH MPOCHOY MOKMION *KEHIIUHBI. [[0TOM 00BSICHUTD, MO-
4yeMy OH HE MOXKET 3TO CHeNIaTh, U MOMPOOOBaTh MPEIIOKUTh IPYTroll BBIXO/,
HaIpUMeEpP, MOXKET, KTO-HUOYIb IPYTroil yCTyIUT MECTO?)

If you are approached in a rude manner, then you should not react
sharply, although no one has the right to demand that you give up your seat.
This is a violation of a person’s personal boundaries. (Eciu xk Bam oOpaTunuce
B rpy0oii popme, TO pearnpoBaTh Pe3KO HE CTOUT, XOTs TpeboBaTh OoT Bac ycry-
IUTh MECTO HUKTO HE UMEET IpaBa. ITO HAPYLIEHUE JIMYHBIX IPAHUI] YETOBEKA.)

You should politely refuse, preserving your social face and the social
face of the person who applied (as if there was no aggression). In this way, it
will be possible to transform rude behavior into a polite form. (Cnenyer
B BEXKJIMBON (pOpMe OTKa3aTh, COXPAHUB CBOE COLMAJIBHOE JIULO M COLUAIBHOE
JIMII0 YeJIOBEKa, KOTOPBIA oOpartuics (Oyaro Obl arpeccuu M He ObLI10). Takum
o0pa3oM ymactes nmepeBectu rpy0oe oOpaiieHrne B BEKIUBYIO (hopmy.)

The one who avoids conflict will be right. If you give up your place, the
conflict will initially be settled and you will show your best side. (byzet npas
TOT, KTO U30€eKUT KOH(pIUKTA. Eciu Bl ycTynuTe MecTo, TO KOH(IMKT U3HA-
YaJbHO OyJIeT UCYEPIIaH, Bbl IPOSABUTE CE0s C Ty4ylIEH CTOPOHBI.)

The next situation is that for one reason or another you need to sit down.
(Cnenyromas cutyanusi — BaM 10 TOM WJIK MHON NPUYMHE HEOOXOAUMO CECTb.)

When entering a vehicle, look around. If there are no empty seats, you
first need to exchange glances with those sitting; if someone responds, then
you should turn to this person with a kind question: “Excuse me, would you
give me your seat?” The question should be structured in such way that
a person can easily refuse. (3axoas B TpaHCIIOPT, OCMOTPUTECH MO CTOPOHAM.
Ecnu cBOOOAHBIX MECT HET, BaM B MEPBYIO OUEpE/Ib HYKHO OOMEHSThCS B3TJIs-
JaMU C CUASIIMMH, €CIU KTO-TO OTKJIMKHYJICS, TO CTOUT OOpaTUTHCA K 3TOMY
YeJlIoBeKy ¢ JIt00e3HbIM BoIpocoM: «M3BUHMTE, HE YCTYNHUTE JIU MHE MECTO?»
Bormpoc noikeH ObITh BBICTPOEH TaK, YTOOBI UEJIOBEK MOT JIEFKO OTKA3aThCs. )
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Etiquette implies free choice. Most often, a person reacts positively to
such a request. If you have chosen a certain person, from a psychological
point of view it will be a compliment for him. (3Tuker noapazymeBaet cBOOO-
HBI BBIOOpP. Yalre BCero 4eoBeK pearupyeT MOJIOKHUTEIBHO Ha TaKyI0 TPOChOy.
Ecnu BBl BEIOpasiv ONpeIeICHHOTO YEJIOBEKA, C TOYKH 3PEHUS ICUXOJIOTUH, IS
HEro 3TO Oy/IeT KOMILJTUMEHTOM. )

Etiquette seniority is distributed as follows: priority in public transport
is given to older people, regardless of gender, and people with additional
needs, that is, pregnant women or people with disabilities. Next come people
with small children and only then women. (OTuKeTHOE CTapIIMHCTBO pacipe-
JeNsieTCsl CAEAYIOMMUM 00pa3oM: IPUOPUTETOM B OOIIECTBEHHOM TPAHCIIOPTE 00-
JAfaroT JKOIM MOKHUIIOr0 BO3pacTa BHE 3aBUCUMOCTH OT 110JIa U JIFOAU € JOIOJ-
HUTEIBHBIMA TOTPEOHOCTAMH, T.€. OCPEMEHHbIC IKEHIIMHBI WU JIFOAH
C OrpaHUYEHHBIMM BO3MOXHOCTSAMH. [lanmee cleayroT JI0aM ¢ MaJE€HbKUMHU
JE€TbMH U TOJIbKO MOTOM YKEHILUHBI. )

Thus, if you want to be given your seat, you must always be polite to
the person you are asking. (Takum o6pa3om, ecii Bbl XOTUTE, YTOOBI BaM yCTY-
UM MECTO, HYXKHO BCerjia ObITh BEXKJIUBBIM MO OTHOIICHHUIO K TOMY, Y KOTO BBI
IPOCHUTE.)

On public transport, everyone pays for their seats and has the right to
stay in them. (B oOiecTBeHHOM TpaHCTIOPTE BCE IUIATAT 32 CBOM MECTA U UMEIOT
IIPaBO HAa HUX OCTaBAThCSl.)

But there is still a hierarchy where polite young people must give way
to an older person. It all depends on your upbringing and your attitude to-
wards other people. (Ho Bce paBHO ecTh uepapxus, KOTaa BeKJIHUBbIC MOJIOJIbIC
JIIOJIA TOJKHBI YCTYNUTh MECTO MOKHIIOMY YEJIOBEKY. 3aBUCUT BCE OT BOCIHUTA-
HUS U OT OTHOILICHUS K IPYTUM JTFOJISIM. )

You can also formulate advice for older people: “You cannot transfer
your personal problems and moods to other people; if one person does not
give up your place, then another will.” (MoxHo copmynrpoBaTh COBET U TO-
KUITBIM JTIOJsIM: «Henb3st IepeHOCUTh CBOM JIMUHBIE MPOOJIEMbI M HACTPOCHUS Ha
JPYTHX JIFOJIEH, €CIIM BaM HE YCTYIIHUJI MECTO OJIUH YEJIOBEK, TO YCTYIIUT APYTOil».)

Practical part
(ITpakTrueckast 4acTb)

1. Using an Internet search, complete the list of rules of polite behavior
on public transport in Russia. (C noMonisto novcka B IHTepHeTE AOMOTHUTE
CIIMCOK IIPpaBMJI BEXKJIMBOTO MOBEJIEHUS B 0011I€CTBEHHOM TpaHcnopte B Poccun.)

2. Describe the rules of conduct on public transport in your country.
(OnumuTe npaBuiia MOBEACHUS B OOIIIECTBEHHOM TpaHcHopTe B Baieli ctpane.)

3. Formulate your assessment of the described situation on bus Ne 130.
(ChopmynupyiiTe CBOIO OIIEHKY ONMKMCAaHHOM cuTyaluu B aBTooyce Ne 130.)
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Control questions
(KonTpoJsibHBIE BOIPOCHI)

1. What is public transport? (Uto Takoe 00111eCTBEHHbI TPAHCIIOPT?)

2.Do you use public transport? (Bsi nosib3yerech 00111€CTBEHHBIM TPAHC-
noprom?)

3. What rules of behavior in public transport do you know? (Kakue npa-
BUJIA TTOBEJICHUS B OOIIECTBEHHOM TpaHcnopTe Brl 3HaeTe?)

4. Are the rules of conduct on public transport the same in all coun-
tries? (IIpaBusa moBegeHus: B OOLIECTBEHHOM TPAHCIOPTE OJUHAKOBBI BO BCEX
cTpaHax?)

5. Why do rules of conduct on public transport differ in different coun-
tries? (ITouemy mpaBuia rmoBejeHus: B 00IECTBEHHOM TPAHCIIOPTE MOTYT OTJIH-
4aThCs B pa3HbIX CTpaHax?)

6. How do you behave in public transport? Do you have problems? (Kaxk
Br1 ce6s Benete B oOmiectBeHHOM TpancmopTe? Ecth y Bac mpobnemsbi?)



Practical work Ne 3 “Etiquette of official relationships”
(3TUKeT c/yKeOHbIX B3aUMOOTHOLLIEHHUM )

Purpose of the work (Ilesns pabotsi): learn the basic rules of official con-
duct (M3y4UTh OCHOBHBIE MPAaBUJIA CIY>KEOHOTO OBEACHMUS).

Theoretical part
(TeopeTuueckas 4acTh)

Academician D. S. Likhachev noted: “The basis of all good manners is
one concern — the concern that a person does not interfere with another, so
that everyone feels good together.” (Axanemuxk JI. C. JluxaueB 3ametwit: «B oc-
HOBE BCEX XOPOIIMX MaHEp JICKUT OJHA 3a00Ta — 3a00Ta O TOM, YTOOBI YETIOBEK
HE MeIIall YeJIOBEKY, YTOObI BCE BMECTE UYBCTBOBAIM CE0s1 XOPOIIIOY. )

Let's consider the basic rules of office etiquette. Nothing has a more
destructive effect on our reputation than ignoring the rules of etiquette in
situations of greeting, introduction, request and farewell. (Paccmorpum oc-
HOBHBIE MPaBHJIA CITyKeOHOr0 3TUKeTa. HU4TO Tak pa3pymnTenbHo He AeHCTBYET
Ha Hallly peryTalnio, Kak ITHOPUPOBAHUE NIPABUJI STUKETA B CUTyalluu PUBET-
CTBUS, IPEICTABICHHUS, IPOCHOBI U TPOLIAHUSL.)

Greeting rules

(ITpaBuiia mpuBETCTBHS)

In Russia, when entering an institution, they first greet you and only
then state their business. (B Poccuu, Bxoast B yupexaeHue, cHayajga IpHUBET-
CTBYIOT U TOJIBKO IIOCJI€ 3TOT0 M3JIaratoT CBOE JIEJIO.)

Greetings set the tone for the entire conversation. It is necessary to
greet everyone — a security guard, a watchman, an elevator operator or
a manager — regardless of rank and official position. (IIpuBercTBUE 3a1a€T TOH
BCEMY pa3roBOpy. 310pOBAaThCSI HEOOXOAMMO CO BCEMHU — C OXPAHHUKOM, BaxTe-
poMm, U TEepoM UM PyKOBOJUTEIEM — HE3aBUCUMO OT PaHra U CIIyeOHOro mo-
JIO’KEHMUSL.)

Subordination is also mandatory. For example, the subordinate is the
first to greet the boss, the visitor is the first to greet the employees, the one
entering greets those present, and the person passing by greets those standing
in a group of people. (O0s3aTeNbHBIM TaKKE SABISETCS COOMIOEHUE CYyOOpIHA-
uuu. Hanpumep, nepBbIM NPUBETCTBYET HaYaIbHUKA MTOAYNHEHHBIHN, IOCETUTEND
NEPBBIM 370POBAETCS C COTPYIHUKAMU, BXOSALIUN IPUBETCTBYET MPUCYTCTBYIO-
HIUX, @ IPOXOJAIIUN — CTOSAUIUX B IPYIIIE JIOJIEH.)
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There are several greeting formulas — fig. 1. (Paznuyator HECKOIBKO
dbopmy mpuBeTCTBUS — puC. 1).

Fig. 1. Traditional forms of greeting in Russia
Puc. 1. Tpanuumonunsie popMsl npuBeTcTBUsd B Poccun

In Russia, greeting formulas are used differently. (B Poccun ¢hopmyist
MPUBETCTBUS UCTIONIB3YIOTCS MTO-Pa3HOMY.)

In Russia there are forms of address such as “you” and “You” (re-
spectful form). (B Poccuu ecth oOpaiienue Ha «Thi» ¥ Ha «BbI».)

Formula “3apaBcrByii!” sets the type of “Tb1”’-communication deter-
mined by social relations, and “3apascrTByiiTe!” — “Bp1”-type of communica-
tion. It is used when these types of communication really need to be recorded.
(Dopmyna «3apaBcTBYit!» 3aaeT ONPEICICHHBIA COIMATLHBIMU OTHOIICHUSIMU
tun «Te»-001menus, a «3apaBcTByiiTe!» — Tun «Boei»y-o0menus. Ucnonsiyercs,
KOI'/1a IEMCTBUTEIBHO 3TH TUIIBI OOLIEHUS HY>KHO 3a(pUKCHUPOBATh.)

Formulas “Good morning!”, “Good afternoon!” or “Good evening!”
do not record the type of communication. In Russia they are often more pref-
erable! (Dopmysr «JloOpoe yTpo!», «1oOpsiii aAeHs!» unu «Jloopsiii Beuep!» He
dbukcupytot Tum oOmieHuss. Yacto oka3bIiBaloTCs 00j1ee mpenoYTUTeIbHbIMU! )

“Good afternoon!” — This is probably the most preferred greeting.
(HaBepnoe, camoe npeanodTUTeIbHOE IPUBETCTBHE. )

Formulas “I'm glad to welcome you!”, “Greetings!”, “Let me welcome
you” — Rated as official. (Oopmyna «Pang Bac mpusetrctBoBath!», «[IpuBeTcTBYIO
Bac!», «Pa3zpemmte Bac nmonpusercTBoBaTh!» — O1ieHMBaeTCs Kak opuIaibHasl.)

In everyday communication with friends you can use: “Hello!”, “How
do you do?”, “How are you?”, “Salute!”, “Salutation!”, “Good man!”.
(Mo»HO HCTIONB30BATh B MIOBCEIHEBHOM OOIIEHUH C JPY3bsIMU).

Next, we will consider possible answers to polite questions, this could be

(Jamee paccMOTpUM BO3MOKHBIE OTBETHI HA BEKIIUBBIE BOIIPOCHI, TO MO-
JKET OBITh):
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— Thank you (Cnacu60),

— Thank you (bnaromapro),

— Fine (Xoporo),

— Not bad (Hemoxo),

— Everything is fine (Bce B nopske),

— Normal (possible in a neutral, everyday tone only in the sphere of
informal communication) (HopManbHo (Bo3MOXkEH B HEUTpaIbHO-OOUXOAHOM
TOHAJBLHOCTH TOJIBKO B cpepe HeOPHUITHATLHOTO OOIIEHNS)).

Submission rules

(ITpaBuiia peacTaBiIeHMS)

According to the rules of etiquette, those younger in age or position are
always introduced to their elders; however, they have the right to introduce
themselves. A woman, regardless of age and position, never tells a man her
name first (this is only permissible if the man, say, is an elderly professor,
and the woman is a student). (Ilo npaBuiam >THKETa, MIIQIIIMX IO BO3PACTY
WJIU TOJDKHOCTH BCET1a MPEJICTABIISIOT CTAPIINM, BOPOUYEM, OHH BIIPaBE MPEACTa-
BUTHCS U caMH. JKEHIIMHA, BHE 3aBUCUMOCTH OT BO3pPACTa U MOJ0KEHUS, HUKOTAa
HE Ha3bIBa€T CBOE MM MYXYMHE MEepBON (3TO MO3BOJUTENHHO JUIIb B CIIyYae,
€CJIM MYK4HMHA, TOMYCTUM, MTOKHUIION Tpodeccop, a KEHIINHA — CTYICHTKA).)

If someone introduces two people, he must name the people he is intro-
ducing. You can’t just bring people up to each other and say, “Get to know
each other,” or invite them to identify themselves. When introducing a per-
son, say: “May I introduce you?” (Eciiu1 KTO-TO 3HAKOMHT JBYX JIFOJI€H, OH J10JI-
KEH caM Ha3BaTh MpeacTaBiisieMbiXx. Henb3s mpocTo MOABECTH JIOJEU NPYT K
Ipyry u cka3zaTh: «Ilo3HaKOMbTECH, WU MPEAJIOKUTh UM CaMUM Ha3BaTh ceOsl.
[Ipencraisis yenoBeka, ckaxkure: «Pa3penure Bac mpeacTaBUTh ?»)

Family members are introduced, as a rule, without mentioning their
last names: “Ivan Petrovich, let me introduce you to my daughter Elena.”
When introducing a person, always say more than just their name and posi-
tion. (UneHoB ceMbU MPECTABISIOT, KaK MPaBUJIO, HE Ha3biBasg UX (haMUIIUNA:
«WBaHn IleTpoBuy, 03BOJIBTE BaM IIPEACTABUTH MO0 J04b Eneny». [Ipencrasiss
YeJIoBeKa, BCEeria MPOU3HOCUTE OOJIbIIIE, YEM ITPOCTO €T0 UMS U JOKHOCTD. )

Responses when meeting someone (OTBeTHbIE PETUTUKY TPU 3HAKOMCTBE):

— “Very pleased”, “Very glad” (neutral everyday tone) («OueHb npu-
ATHOY», «O4eHb paay (HeUTpaaIbHO-00UXOHAS TOHATIBLHOCTS));

—“I am very pleased to meet you”, “I am happy to meet you” (emotional
statements) («Mue oueHb npusTHO ¢ BaMu MO3HAKOMHUTBCA», «S cyacTIUB
¢ Bamu no3HakoMUTHCS» (AMOLIMOHANIBHBIE BBICKA3BIBAHUA ));

— “Mutually”, “Me too.” («B3aumuo», «5 Toxke».)

There are situations when you need to introduce yourself (briBator
CUTYaIINH, KOTJ]a HY>KHO TIPEJICTABUTh CAMOT0 ce0s):
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— When you find yourself among strangers, at a business meeting or
social event (Korma Bel okazanuch cpeli HE3HAKOMBIX JIFOJIEH, Ha JEJIOBOU
BCTpEYE UM OOLIECTBEHHOM MEPOIPUSATUN );

— If you were introduced incorrectly or even forgot to do so (Ecnu Bac
MPEICTaBIIIA HEMIPABUIBLHO WK BOOOIIE 3a0bIUIH TO C/IEaTh);

— When you are sitting next to someone at the table (Korna Ber cugure
C KEeM-TO PSJIOM 32 CTOJIOM);

— When it becomes obvious that someone you have met before cannot
remember you (Korga ctaHOBUTCSI OU€BUIHBIM, YTO KTO-TO, KOTO BBl BcTpeuanu
paHble, He MOXeT Bac BCIOMHUTB).

Request situation

(Cutyanus mpochObI)

The situation of the request requires the utmost politeness. The person
making the request puts himself in a dependent position. (Cutyarus npocs0bl
TpeOyeT MPOSBICHUS MAaKCUMaJbHOM BEXKIMBOCTH. YenoBek, oOpallaroniuiics
¢ mpoch00il CTaBUT ceOsl B 3aBUCUMOE TTOJIOKECHHUE. )

The linguistic formula of a request is an appeal from a socially younger
person to an older person, even in a situation of communication between
equal interlocutors. (SI3pikoBas hopMyna npockObl — 3TO 0OpallleHHE MIIAIIIErO
B COIIMAJIbBHOM OTHOIIEHUH K CTapIlIeMy, 1ayke B CUTYyallMK OOIIEHUs paBHOIPAB-
HBIX COOECeTHUKOB.)

To level the position, instead of literal, direct requests, veiled requests-
questions are used: “Can you show me the latest order?”, “Do you have
a schedule of seminars?” (/{51 BbIpaBHUBaHUS MO3UIIMN BMECTO OYKBAJIbHBIX,
IPSIMBIX TPOCHO UCIONB3YIOTCS 3aByaJIMPOBAHHBIE MMPOCHOBI-BOMPOCHI: «Bbl MHE
HE TIOKaXXUTE MOCIEAHEE pacopsbkeHue?», «Y Bac ecTb rpaduk CEeMUHApOB?»)

The speaker can reduce the importance of the request: “I wouldn’t like
to bother you,” “It’s not that important.” (I'oBopsiiuii MOKET yMEHbIIIATH BaX-
HOCTB MPOCHOBI: «MHe ObI He X0Tenoch Bac 6ecriokonTh», «9T0 He Tak BakHo».)

Addressing an equal in age and social status: “If it’s not difficult for
you, pick up letters for me on the second question”. (O6paiasice Kk paBHOMY
10 BO3pacTy W colMaibHOMY TonoxeHuto: «Ecau Bam He TpynHo, monbepure
JUIs MEHSI MUChMA 110 BTOPOMY BOIIPOCY».)

When addressing a senior official, the speaker apologizes in advance
for the disturbance and informs him of the importance of the request for
him: “Natalya Ivanovna, if it’s not difficult for you, please read my article”.
(ITpu oGparmieHuun K crapuieMy Mo JTIOJHKHOCTH TOBOPSIIUN 3apaHee U3BUHSETCS
3a 0eCIOKOMCTBO U COOOIIAET O BaXKHOCTH MPOChOBI sl Hero: «Hatanbs VBa-
HOBHA, eciii BaM He TpyIHO, IPOUTHTE, MOKATYICTa, MOIO CTAThIO».)

The etiquette formula “I ask you” enhances the categoricalness and se-
verity of the request. In essence, this is an expression of demand, an appeal
from a senior to a junior, a superior to a subordinate. (3Tuketnas hopmyna
«S mpomry Bac» ycunuBaeT KaTeropu4HOCTb, CTPOTOCTh NMPOCKObI. [1o cyTH, 31O
BBIpakeHUE TpeOOBaHUS, 0OpAIllEHUE CTAPIIETO K MJIaJIIIIEMy, HauallbHUKA K MO/I-
YUHEHHOMY.)
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Phrases with the verb “want” emphasize the speaker’s desire to
achieve a result, the opportunity for him to demand: “I want you to prepare
all the certificates by April 5”. (Opa3sl ¢ rIarojioM «XoTeTh» MOTYEPKUBAIOT
JKeJaHUe TOBOPSLIErO JIOCTUYb PE3yJIbTAaT, BO3MOKHOCTb JJI1 HEro TpedoBaTh:
«51 xouy, yT0OBI BBl IOATOTOBMIIN BCE CIPABKU K 5 anpess».)

Situation “Entering the next office”

(Curyanus «Bxon B cocenHHI KaOUHET))

Office etiquette dictates that you should only knock on doors that have
fewer than three people behind them. You can enter work premises where
there are three or more workers without warning. (ITo oducubM npaBuiiam
ATUKETA CUUTAETCS, YTO CTy4aTh CIEAYET TOJIbKO B Ty JIBEPH, 32 KOTOPOU HaXo-
JTUTCSI MEHEee TpeX YesioBeK. B paboune nomenienus, rie HaXxosTcsl Tpoe U 6osee
paboTaIIMX, MOKHO BXOJIUTH U 0€3 MPEeAyIPEKICHHUS. )

After you have entered, you don’t have to wait for an offer to sit down,
but you should sit down on a chair only after the owner of the office has sat
down. (ITocne Toro, kak Bbl BOLLIM, MPEIOKEHUS TPUCECTh MOKHO HE JIOXKHU-
JaThCs, HO YCAXUBAThCS HA CTYJ CIEAYET TOJBKO MOCIE TOro, Kak Cell X035 MH
KaOuHeTa.)

Farewell situation

(Cutyanus mpouiaHus)

Saying goodbye “in English” is not considered a polite way. Signal your
departure and at least say goodbye to the owners. At official meetings, there
is a rule that subordinates cannot leave before their boss. (IIpomarscs «io-
AHTJIMICKW) HE CUMTAETCSl BEKIUBBIM criocoooM. O003HaUbTE CBOM yXO01 U MO-
MpoIanTecs XoTs Obl ¢ X03sieBaMu. Ha oduimanbHbIX BCTpedyax ISUCTBYET Mpa-
BIJIO, KOT/1a MIOJTYMHEHHBIC HE MOTYT YXOJUTh paHbllie CBOETO Iieda.)

“In Western countries they leave in English, that is, without saying
goodbye, but in Russia they say goodbye, but do not leave” (joke). («B 3anan-
HBIX CTpaHaX yXOJsT MMO-aHIJIMHCKH, T.€. HE Mmpoulasch, a B Poccuu (y Hac) npo-
HIAI0TCSI, HO HE YXOAIT» (LIIyTKa).)

Replies when they are about to say goodbye and leave

(Perunku, xorja coOuparoTcst MPOCTUTHCS U YUTH)

— “I’m pleased with the meeting” («f noBoJIeH BCTpeueii»);

— “It’s good that we agreed on everything (that our opinions coin-
cided)” («Xopoti10, 4T0 MbI 000 BCEM JIOTOBOPHITHUCH (UTO HAIII MHEHHSI COBIIAIIH )»).

Leaving for a while (Yxons Henanonro):

— “We’ll see you again”, “I’m not saying goodbye to you” (neutral formu-
las) «Mpi emie yBugumcs», «51 ¢ Bamu He nipoiaroch» (HeUTpalibHbIE POPMYIIBI);

— “See you soon!” — has a familiar tonality («/lo ckoporo!» — umeer da-
MUJIBSIPHYIO TOHAJIBHOCTb );
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— “Allow me to say goodbye”, “I don’t dare abuse your attention” —
strictly officially and solemnly («Pa3pemmre nonpomarscs», «He cmero 310-
ynotpeOiasaTh BammM BHEIMaHuem» — cTporo o(uiuaibHO U TOPKECTBEHHO).

At the end of the meeting, gratitude for valuable advice is appropriate
(B xoHuE BcTpeun yMecTHa 0J1aroJapHOCTh 33 IEHHBIE COBETHI):

— “Thank you for the valuable advice” («Criacu0o 3a 11eHHbIE COBETHI»);

— “I would like to express my gratitude (appreciation) to you” («Mne
X0ueTcs BbIpa3uTh BaM cBO1O 0;1arojapHOCTh (IPU3HATEIIBHOCTH)»).

Apologies for wasting Times

(M3BUHEHMS 32 OTHITOE BpeMs )

— “Sorry for keeping you” («M3Bunwute, uto 3aaepxain Bacy);

— “Sorry for taking up your time” («/3BunuTe, uto oTHN y Bac BpeMs»);

— “Unfortunately, I delayed you too much” («K coxanenuto, s OueHb
Bac 3anepxkan»).

Adpvice for the future: separate work and home

(Coget Ha Oyayiee: pa3aensiiTe paboTy u 10M)

When you come home from work, leave all problems and worries out-
side the family. You shouldn’t bring the negativity of work moments into
your family and shift it onto your loved ones. When returning home, think
about those who are near you. (IIpuxozas ¢ paboTsl 10MOii, OCTaBIIAITE BCE MPO-
OJIEMBI U IIEpEXUBaHUs BHE ceMbU. He cTOUMT HECTH HeratuB pabOYnX MOMEHTOB
B CEMbIO M IMEpeKaJblBaTh €ro Ha OnM3kuX Jroaed. BosBpamasice 1oMoi,
QyMaiTe o TeX, KTo psaoM ¢ Bamu.)

Practical part
(ITpakTHUueckasi 4acTb)

Read the theory part and describe the greeting and introduction rules
that exist in your country. (IIpoutuTe TEOpEeTHUECKYIO YaCTh U ONMUUIUTE Ipa-
BUJIA TIPUBETCTBUS U MIPEICTABIICHUS, KOTOPbIE CYILIECTBYIOT B Ballleil cTpaHe.)

Make a comparison table (CoctaBbTe CpaBHUTEIIbHYIO TAOJIHILY):

Rule Your country Russia
(ITpaBuo) (Bama ctpana) (Poccus)
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Control questions
(KonTpoJsibHBIE BOIPOCHI)

1. What is the basis of all good human behavior? (Yro nexxur B ocHOBe
BCEX XOPOIUMX MaHep MMOBECHUS YeIoBeKa?)

2. What is the role of a greeting in a business meeting? (Kakosa posb
IPUBETCTBUSA B JIEJIOBOM BCTpeye?)

3. Which employees should you greet? (C kakumu cCOTpyJHUKaMU HY>KHO
3J10pOBATHCA?)

4.1s it necessary to observe subordination when greeting? (HyxxHo 11
co0JroaaTh CyOOpIMHALIMIO TIPU TPUBETCTBUN?)

5. What greeting formulas do you know? (Kakue popmysl mpuBeTcTBUS
Brl 3HaeTe?)

6. What polite answers do you know? (Kakue BexiuBbie OTBETHl BbI
3HaeTe?)

7. Tell us about the basic rules of presentation? (Pacckaxurte npo 0CHOB-
HbIE NPABUJIA IPEICTABICHUS?)

8. What responses do you know when meeting someone? (Kakue oTBet-
HbIC PEIUTUKU MTpH 3HAKOMCTBE Bl 3HaeTe?)

9.In what situation should you imagine yourself? (B kakoii cutyarnuu
HY>KHO IIPEICTaBUTh caMoro ceosi?)



Practical work Ne 4 “How to deal with unpleasant people”
(Kak 061aThCA C HENIPUATHBLIMMU JIIOAbMMU )

Purpose of the work (Llens pabotsi): to find out what types of person-
alities there are, what is meant by the concept of “unpleasant person” and
how to deal with “unpleasant people” (y3Harh, Kakue TUIIBI JTUYHOCTEH OBI-
BAIOT, YTO BKJIAJBIBAECTCS B IOHSATHE «HENPUATHBIM YEIOBEK» U KaK OOpOThCS
C «HENPUSITHBIMU JIFOJIbMI»).

Theoretical part
(Teoperuueckas 4yacTb)

Analysis of the the working situation

(AHanu3 paboueil CUTyaIum)

During a break between classes, two students communicate. One of
them once again speaks unflatteringly about another (another third) student.
(B nepepriBe Mex 1y 3aHATHIMU OOLIAIOTCSA ABa CTyAeHTa. OAUH U3 HUX oYepe-
HOH pa3 HEe JIECTHO OT3bIBAETCS O APYrom (ouepeaHoM TpetbeM) cryaeHte). This
student offended him. At the same time, these are not literary epithets. And
suddenly the first student realizes that this “scoundrel” is standing behind
him (Otot crynent ero odunen. [Ipu 3TOM 3ByuaT He TUTEPATYPHBIE SIIUTETHI.
W Bpyr nepBbIil CTYJICHT MOHUMAET, YTO 3TOT «HETO/Ii» CTOUT Y HETO 3a CIIMHOM).

What do we call a student who constantly talks about others? At the
same time, the information can be unverified and offensive. This is a gossip.
(Kak Ha30BeM CTyAeHTa, KOTOPBIA MMOCTOSHHO YTO-TO PACCKAa3bIBAET O NPYTHX?
[Tpn >TOM HHpOpManMs OBIBAET HEMPOBEPEHHAs M OCKOpOUTENbHas. JTO —
CIJICTHHK).

“Gossip” is an immodest, unreliable, deceitful, two-faced, arrogant, se-
cretive, critical, sarcastic, self-confident person. He is bad-mouthed, cow-
ardly, obsessive, mean-spirited, angry and unpleasant («CrneTHUk» — He-
CKPOMHBIM, HEHAJICHKHBIN, JOKUBBIN, ABYJIUYHBIN, HATJIbIA, CKPBITHBIA, KPUTUYHO
HAaCTPOEHHBIN, I3BUTEIbHBIN, CAMOYBEPEHHBIN YenoBeK. OH 37101 Ha S3bIK, TPYC-
JIMBBIN, HABSI3UMBBIMN, MOJIJIBIN, 3710 U HEMIPUATHBIN).

He is inclined to look for shortcomings in everyone, accuse, interfere in
other people's affairs, and see everyone as a potential rival. This is an
unpleasant person (OH CKJIOHEH MCKaThb BO BCEX HEJAOCTATKU, OOBUHSTH, BME-
IIMBATHCS B Uy’)KHE J€Ja, BUJIETh B KaKJIOM IMOTEHIIMAIBHOTO CONEPHUKA. DTO —
HEMPUATHBIN YEI0BEK).

An unpleasant, “difficult” person can be called a person who is trying
to break us. An unpleasant person undermines self-confidence and dignity,
he poisons our entire being. It threatens well-being and health. You cannot
rely on such people (HenpusatHbIM, «TpyIHBIM» MOXHO Ha3BaTh 4YeJIOBEKa,
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KOTOPBIM MBITAETCA CIOMHUTh HAac. HenmpusTHBIA 4E€I0BEK ITOJPHIBAECT YBEPEH-
HOCTb B c€0€ U JJOCTOMHCTBO, OH OTPABJISIET BCIO HAIly CYITHOCTh. OH yrpokaeT
0JIaronoJIy4yuto 1 370poBbl0. Ha Takux Jitofieli HeIb3si OnepeThes).

They see only flaws in us. Envious and vindictive, they never rejoice at
our successes. In fact, they get angry when we are lucky. Feelings of inade-
quacy cause them to prevent us from living happy and productive lives (Ouu
BUJIST B HAC OJIHU JIMIIb HEIOCTATKU. 3aBUCTJIMBBIE U 3710MaMSTHbIEC, OHU HUKOT/a
HE palyloTCsl HalMM ycrexam. @akTUYECKH OHU 3J5TCsl, KOTJa HaM COITYyTCTBYET
yaada. OuryiieHue cOOCTBEHHOM HECOCTOSITEIbHOCTH BBIHYXJAET UX MEIIATh
HaM KUTh CYACTIIMBOUN U MPOJYKTUBHOMN KU3HBIO).

Fighting people who harm your well-being and prosperity is a normal,
healthy human reaction (bopoTtbcs ¢ JItobMU, KOTOPBIE BPEASIT BaliemMy OJaro-
MOJIYYHIO U IPOLIBETAHUIO — HOPMaJbHasl, 3J0pPOBasl YEJIOBEUECKasl PEaKIus).

You can't love everyone and everything. As Confucius advised: “Don’t
deal with those who are not as good as you.” (Henb3s mo00uth Bcex u Bes. Kak
coBeroBasl Kondynuii: «He umeitte gena ¢ Temu, KTO HE TaK XOPOIIl, KaK BbD»).

Experts identify several types of unpleasant (harmful) people, each of
which can be characterized in its own way (CnenuanucTtbl BBIJCISIOT He-
CKOJIbKO THIOB HENPUSITHBIX (BPEIHBIX) JIOJEH, KaXKAbIM U3 KOTOPBIX MOXET
OBITH 0XapaKTEPU30BAH MO-CBOEMY ).

“Trampling into the mud.” These people are arrogant, mean, disgust-
ing, disgusting, arrogant, contemptuous, condescending, arrogant, unrelia-
ble, unpleasant, sarcastic, disrespectful and secretive, they humiliate,
threaten, criticize, they look only for flaws in people. («BranTsiBarommii
B I'psI3b». DTHU JIIOJU 3aHOCUYUBBI, MOMJIbI, OTBPATUTENIbHBI, MEP3KH, CaMOHaJe-
SIHHBI, MPE3PUTEIIbHO-CHUCXOAUTEIbHbBI, HAJMEHHbI, HEHAJICKHbI, HEIPUSITHBI,
CapKACTUYHbBI, HEMOUYTUTENbHBI U CKPBITHBI, OHH YHWKAIOT, YTPOKAOT, KPUTH-
KYIOT, OHH MIIYT B JIFOJISIX TOJABKO HEJIOCTATKH).

“Chatterbox” — overly talkative, ignorant, annoying, poor at under-
standing people, narcissistic, disrespectful, poor communication skills and
boring («boaTyn» — yepecuyp roBopJIvBbIi, HEBEKECTBEHHBIH, pa3IpakaroIIHii,
MJI0XO0 pa30UparOIIUICs B JTIO/ISIX, CAMOBIIIOOJICHHBIN, HETIOUYTUTEIbHBIN, HE yMe-
IOIIUM OOIIATHCS U CKYYHBIH ).

The “trouble-avoider” is a weak creature, unable to stand up for him-
self. He is colorless, cowardly, uncommunicative, dishonest, giving up every-
thing, unfaithful, fussy, unreliable, lonely and socially incompetent
(«M3beraromuii HEMPUATHOCTE» — c1aboe co3/anne, He CIIOCOOHOE TOCTOATH 3
ce0s1. OH OecIBETHBIN, TPYCIHMBBIN, HEOOIUTEIIbHBIN, 0€CUECTHBIN, OT BCETO OT-
Ka3bIBAIOIIUICS, HEBEPHBIN, CYCTIMBBIN, HCHAJCKHBINA, OAUHOKHN U COLUATBLHO
HEKOMIIETEHTHBIN ).

A “dormant but deadly volcano” is unreliable, uncommunicative, se-
cretive, picky, unstable, weak, incomprehensible, cowardly, inconsistent,
fussy, vindictive, uncontrollable, prone to blame others («/[pemmtomuii, HO
CMEpPTOHOCHBIM BYJIKAH» — HEHAJEXKHbIH, HEOOUUTEIbHbIA, CKPBITHBIMH,
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NPUAUPYUBBIN, HEYCTOMUMBBIN, CIIa0bIi, HEMMOHSATHBIN, TPYCIUBBIN, HETIOCIIEIO0-
BaTEJIbHBIM, CYCTJIMBBIM, 3JI0MAMATHBIN, HEYIPABIISICMbIH, CKIIOHHBIH OOBUHSATH
TPYTHUX).

The volcano is the most dangerous, because it is impossible to predict
when and where it will explode (Bynkan Hanboiiee onaceH, 100 HEBO3MOKHO
npeayrajaath, KOrja u I7i€ OH B30PBETCH).

“Smiling two-faced Janus” is secretive, cowardly, dexterous, insincere,
uncommunicative, dishonest, selfish, unkind. He hides everything he can,
lazy, sneaky, brusque, cowardly, distrustful, double-minded («VYnbiOa-
FOLMICS IBYJTUKUNA SIHYC» — CKPBITHBIN, TPYCIIMBbIN, JIOBKU, HEUCKPEHHUM, HE-
OOILIUTENbHBIN, 0€CYECTHBIN, STOMCTUYHBIN, HeAOOPHId. OH CKPBIBAET BCE, UTO
MOYHO, JICHUBBIH, MOJTBIA, OECIIEPEMOHHBIN, TPYCIUBBIA, HEIOBEPUYUBBIN, JBOEC-
JTYITHBIN).

He can be friendly and obsequious, but he will betray you at the first
opportunity. He cannot be trusted (On MOXeT OBITh TPUBETIIMBBIM U YTOJJIH-
BBIM, HO IIPEAACT Bac MPHU MEPBOM BO3MOKHOCTH, €EMY HEJb3S IOBEPATH).

Never trust Two-faced Janus! They use your gullibility against you ex-
actly when you least expect it (Hukoraa e nosepsiite asyiukum Anycam! Onu
UCIIOIB3YIOT Ballly JIOBEPUYMBOCTh IPOTUB BaC MMEHHO TOT]Ia, KOTJIa Bl MEHBIIIE
BCETO XKJIETE ITOTO).

“Narcissist” is selfish, self-confident, empty, unreliable, arrogant, bor-
ing, narrow-minded, unsuitable for life, tiresome, repulsive, pompous, self-
centered, and immodest. («Hapuucc» — 3roucTUyHBIN, caMOyBEpEHHBIN, My-
CTOM, HEHAJIC)KHBINM, BRICOKOMEPHBIN, CKYUHBIH, OrpaHUYCHHBIN, HEMPHUCIIOCO0-
JICHHBIU K )KU3HU, YTOMUTEIbHBIN, OTTATKUBAIOIINN, HAIIBIILIEHHBIN, STOLEHTPUY-
HbIll, HecKpoMHbIii). It seems that he lives for show. For “Narcissus”, the
center of the universe is himself. (Kaxercs, uro oH u kuBeT Hamokas. s
Hapuucca 1ieHTp BCEJIEHHON — OH caMm).

Recovery methods after dealing with unpleasant people

(MeTtoabl BOCCTaHOBJICHUS TIOCIIC OOIIEHUS ¢ HEMTPUSTHBIMHU JIFOIbMH )

1. The “physical” method is to do exercises to relieve tension («®uznuuec-
KHil» METOJI — 3TO BBIMOJHATH YIIPAXKHEHUS JJIsI CHATUS HANPSHKEHUS):

— Inhale through your mouth for two seconds (Cnenaiite B1ox prom
B TEUCHHUE JIBYX CEKYHN);

— Hold your breath for three seconds while you think about the un-
pleasant person (3anep:xuTe AbIXaHHE HA TPU CEKYHJIbI, TOKA TyMaeTe O HEMpu-
STHOM YEJIOBEKE);

— Keep thinking about him and literally blow him out of yourself with
all your might until all the air comes out of your lungs (IIponomkaiite nymarb
0 HeM 1 OYKBaJIbHO BBIyBalTE €ro U3 ceOsi N30 BCEH CHUITBI, TOKA BECh BO3AYX HE
BhIfizeT u3 yierkux). Then don't breathe for two seconds (3aTteM nBe CEeKyH/IbI
HE JIBIIINTE).
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2. Humor (romop) — with this method, you will not only relieve tension,
but also have fun (C nmomoiibo 3TOoro MeToa Bbl He TOJILKO CHUMHTE HaIpsiKe-
HUE, HO U pa3Bieuerech). But how often does a decent answer come to your
mind only a few hours after hearing a poisonous remark? (Ho xak yacto g0-
CTOMHBIM OTBET MPUXOIUT BaM HA yM TOJIBKO HECKOJIBKO YacOB CILyCTS IOCIE
ycabimanHoro sgosutoro 3amevyanusi?) If you find it difficult to come up with
a catchy phrase right off the bat, get a notebook for sayings that you find
particularly funny (Eciu Bam TpyaHO ¢ X0ay mpuaymMaTh XJI€CTKyIO ppasy, 3a-
BEIUTE 3aIIMCHYIO KHUKKY JIJISl U3PEUYEHUN, KOTOPBIE CUUTAaeTe OCOOEHHO CMelll-
HBIMU).

“I won't think about it” («f e Oyxy 06 aTOM AymMaTh»). Trying to relieve
tension, you need to exclaim: “Stop thinking about it!” (Crtapasicb cHATBH
HaIpsDKEHUE, BaM HaJ0 BOCKIMKHYTh: «llepectanb mymars 06 atom!»). Every
time a situation involving an unpleasant person pops up in your mind, you
should hear your voice, loud or quiet: “Stop thinking about it!” (Kaxxp1ii pa3,
KOTJia B BallleM CO3HAHUU BCIUIBIBAET CUTYalIHsl, CBSI3aHHAS C HEMIPUATHBIM Y€JI0-
BEKOM, BBI JIOJDKHBI CIIBIIIATH CBOU I'OJI0C, TPOMKUM WK Tuxui: «Ilepecrans ny-
Math 00 3TOM!»)

This method will prolong your life: you will not drive yourself crazy by
repeatedly replaying a painful situation in your mind (3toT MeToa nmpoaaut
BaM >KM3Hb: Bbl HE OyJieTe CBOJUTH ce€0s1 C yMa, MHOTOKPAaTHO MPOKPYyYHBasi My-
YUTEJIbHYIO CUTYalllI0 B CBOEM CO3HAHUM).

3. The mirror method (Merop 3epkaina). The mirror method allows you
to make unpleasant people look at their behavior from the outside (Meton
3epKaJia MO3BOJISIET CAENaTh TaK, YTOObI HEPUATHBIE JIFOAN IIOCMOTPENIN Ha CBOE
MOBEJICHUE CO CTOPOHBI).

When you use the mirror method, you don't need to outdo someone in
their unworthy behavior at all. On the contrary, it is only necessary to hint
at the impression such behavior makes. Then he can immediately improve
for the better. (Korna Bbl monbs3yerech METOAOM 3€pKajla, BAM BOBCE HET HEOO-
XOJIMMOCTH MEPELIErosTh KOr0-TO B €r0 HEJTOCTOMHOM noBeAeHuu. HanpoTus,
HaJI0 TOJIbKO HAMEKHYTh Ha TO, KAKOE BIEYATIICHUE MPOU3BOAUT TAKOE MOBEE-
Hue. Toraa oH CMOXKET HEMEIJIEHHO HCIIPABUTHCS B JIYUILYIO CTOPOHY).

4. The method of open protest (Meroa oTkpsiToro mpotecta). It is good
to use it when you are told something nasty and unpleasant (Xopoiio ucrosmsb-
30BaTh, KOIJIa BaM TOBOPST UTO-TO CKBepHoe U HenpusaTtHoe). There are situa-
tions when you cannot come up with a funny or witty answer or do not re-
member a catchy phrase in any way. Then you can confidently tell the
offender everything you think about what you heard (bsiBaer cutyanuu, ko-
r71a BaM HE MOJ CHIIy IPUAYMaTh CMEITHON WM OCTPOYMHBIN OTBET WJIM HUKAK
HE BCIIOMHUTB XJIECTKYIO (Ppazy. Torna Bl MOXKETE YBEPEHHO CKa3aTh OOMIUUKY
BCE, UTO AYMAETE 10 MOBOJY YCIBIIIAHHOIO).
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The method of open protest will help you avoid becoming a victim. And
other people will usually respect you if you openly express what you think.
(MeToa OTKPBITOrO MPOTECTA MOMOXKET BaM HE CTaTh )KEPTBOU. A JApyrue Jtoau
OyayT, KaKk TpaBujoO, YBaXXaThb Bac, €CIU Bbl OTKPBITO BBICKAXXETE TO, UTO
TyMaeTe).

5. One of the most worthy methods is “calm communication” (Oqun u3
CaMBbIX JOCTOHHBIX METOJIOB — «CHOKOUHOe 00wenuey). Communicating in a re-
strained tone allows you to show unpleasant people how absurd, ridiculous
or stupid their thoughts and statements are (OOiieHre B ClIepKaHHOM TOHE
MO3BOJIAECT MOKA3aTh HEMPUSATHBIM JIFOASIM, HACKOJIBKO aOCYpJIHBI, CMEXOTBOPHBI
WJIU TJIYTIBI UX MBICIIA U BBICKA3bIBAHUSA ).

Ask questions in a certain sequence that can be answered with “yes” or
“no”. You are like a lawyer in a courtroom, bringing a witness to the right
moment (3aaBaiiTe B ONpeIICHHOMN MOCIeI0BATEILHOCTH BOIPOCHI, HA KOTO-
pBIE MOXHO OTBETHUTbH «J1a» WA «HET». BbI MOI00HBI aIBOKATY B 3aJie Cy1a, TO/I-
BEJIETE CBUIETENS K HY’)KHOMY MOMEHTY).

When using this method, you should speak calmly, keep yourself in
control and not let emotions get the better of you. (IIpu ucnonb3zoBanuu 3Toro
METO/Ia CIEAYET TOBOPUThH CIOKOMHO, JepXkaTh ceOsl B pyKax M HE JaBaTh dMO-
UM B3SITh HAJl BAMH BEPX).

This method is very effective. If you use it skillfully, you will not only
confirm your point of view, but also be able to change people's attitude to the
subject of conversation. You're just asking questions that they'll have to an-
swer (Otot Meron ouyeHb 3 dexTuBeH. Eciim ymeno UM 1monb30BaThCs, BbI HE
TOJILKO YTBEPAUTE CBOIO TOUKY 3PEHUS, HO U CMOKETE U3MEHUTH OTHOIIECHUE JIIO-
Jiedl K IpeIMEeTy pa3roBopa. Bel mpocTo 3a1aere BONMPOCHl, HA KOTOPbIE UM IPH-
JIETCS OTBEYATH).

6. The scandalous method (CkangansHbiii MeTo). Sometimes a scandal
is the only way to be heard (Mnorna ckangan — eTMHCTBEHHOE CPECTBO, YTOOBI
Bac ycublmanu). You may be so worked up that you really need to yell at the
abuser in order not to get a brain hemorrhage (Bo1 MoXxeTe ObITh HACTOJIBKO
B3BHHYEHBI, YTO HY)KHO JEHCTBUTEIHHO MTOKPUYATh HA 0OUTINKA, YTOOBI HE TO-
JYyYUTh KPOBOUBIIUSIHUE B MO3T).

You often use curses and curses because that's the only way to vent
your anger (3a4acTyo BbI HCIIOJIb3yETE MPOKJISITUS U PyraTeIbCTBA, TOTOMY YTO
TOJILKO TaK MOKHO BBITNIECHYTh CBOU THEB).

Mark Twain once said, “Under certain circumstances, curses bring re-
lief that is allowed even to a saint” (Mapk TBeH onHax bl ckazain: «[Ipu Heko-
TOPBIX 00CTOATENHCTBAX MPOKIIATUS MPUHOCIT 00JIETYCHHUE, TO3BOJICHHOE Jaxe
CBSITOIIIEY ).

Scandal allows you to act like a tiger fighting face to face with its en-
emy, when the blood is pulsing in your veins and you are freed from anger
(Ckanzan mo3BoJisieT BaM JIEMCTBOBATh MOJAO0HO TUTPY, CPAKAIOIIEMYCSI JTUL[OM
K JIUILY CO CBOUM BpParoM, Korjia KpoBb MyJIbCUPYET B KUJIaX, U Bl OCBOOOXKJae-
TE€Ch OT THEBA).
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7. The method of retreat (Meron orcrymienus). It should be applied to
especially obnoxious people with whom you can no longer communicated
(CnenyeT npuUMEHSTH 1O OTHOIIEHUIO K OCOOCHHO HECHOCHBIM JIFOJISIM, C KOTO-
peIMH BEI OoJibiie He MokeTe oOmathes). If you have used the other methods
to no avail, there is nothing left but to end all relationships with these vile
individuals (Ecinu Bb1 6€3pe3ynbTaTHO MCMOIB30BAIN OCTAJIbHBIE METO/bI, HU-
Yero He OCTAETCs, KaK MPEKPATUTh C 3TUMU MOJILIMU JINYHOCTSMU BCE OTHOILICHU ).

Imagine how you pull away from such a person, as if you were jumping
away from an outlet when you were electrocuted. You should not have any
emotions left towards him. You just let him go, and “don't care” what hap-
pens to him (IlpencraBbre, Kak Bbl OTCTpaHAETECh OT TAaKOI'O YeJIOBEKa, Kak
OyITO OTNPBITUBAETE OT PO3ETKHU, KOTJA BaC yAApUIO TOKOM. Y Bac HE JOJKHO
OCTaThCA HUKAKUX AMOLMI 10 OTHOUIEHUIO K HEMY. BBI TpOCTO OTITyCcKaeTe ero,
U HE MIEPEKUBAETE, UTO C HUM MPOUZOUJIET).

You don't care if he's alive or dead. Not wishing him any harm or good,
you just cut him out of your life once and for all (Bac ne BonHyeT, )K1UB OH WU
MepTB. He xenast emy HU 3714, HA 100pa, BbI POCTO BEIYEPKUBAETE €r0 U3 CBOCH
YKU3HU pa3 U HABCETa).

Prohibited methods to use

(3ampelieHHbIe METOIBI JJIsI UCTIOJIb30BAHMS)

1. A method of self-destruction (Crnoco6 camopa3zpymienus). Alcohol,
tranquilizers, marijuana, cocaine, heroin or other newly invented drugs are
completely unacceptable for solving problems with unpleasant people
(CniupTHOE, TPAaHKBUIIU3ATOPHI, MApUXyaHa, KOKaWH, T€POUH WUJIU JPYTUe HOBO-
N300pETeHHbIE HAPKOTUKHU COBEPIICHHO HEMPHUEMIIEMBI ISl PEIIeHUs MpodsieM
C HEMPUATHBIMU JIFOJbMH).

2. Physical violence (®usnueckoe Hacuire). No one on our planet has
the right to physically harm other people (Hukro Ha Halell niaHere He UMEET
npaBa NPUYUHSITH (GU3NYECKUI BpEJ APYTUM JTIOJIAM).

3. The annoying effort to make love to you (Ha3oiiniuBoe ycuire BbI3BaTh
m000Bb K BaMm). You can't make any person love you, so don't drive them
crazy trying to get their affection (Bbl He MoxeTe 3acTaBUTH JTHO0Or0 YETOBEKA
MOJIFOOUTH Bac, TaK YTO HE CBOJMUTE €T0 C yMa, MBITasCh JOOUTHCS €ro MpUBs3aH-
HOCTH).

Unpleasant people can poison our lives from all sides. They seep into
our daily affairs from everywhere (HenpusitHbie 110111 MOTYT OTpaBJIsATh HaM
KU3Hb CO BCeX CTOPOH. OHM OTOBCIOZY IIPOCAYMBAIOTCS B HAIIM MOBCEIHEBHBIC
niena).

But don't run away and hide. Instead, you can apply special methods
when you encounter difficult people (Ho He ctout yberats u npsitatbcs. Bme-
CTO 3TOT0 Bbl MOXXETE MPUMEHUTH CIIEIIMAIbHBIE METO/IbI, KOTJIa CTAJIKUBAETECh
C TPYJIHBIMHU JIIFOIbMU).
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You should not suffer because of unpleasant “difficult” personalities.
They should not affect the productivity and quality of your work, your rela-
tionship with management and the team (Bb1 He 1OKHBI CTpajgaTh U3-3a He-
HNPUSATHBIX «TPYIHBIX» JIMUHOCTEeH. OHU HE JAOJKHBI BIUATH HA MPOU3BOAUTENb-
HOCTb M KayecTBO Ballel padoThl, Ha BalllM OTHOIIEHHS C PYKOBOACTBOM
1 KOJIJICKTUBOM ).

The practical part
(ITpakTHueckast 4acTh)

1. To find out which type of people you can call unpleasant “poison-
ous” for yourself, you can do the exercise (UToObI BEISICHUTb, KaKOU THUII JTOIEH
BBl MOJKETE Ha3BaTh JIJIsi CeOsl HEMPUATHBIM «SITIOBUTHIM», MOXHO BBITIOJIHUTH
yIpaKHEHUE).

a) Make a list of 3—5 young men and 3-5 girls who have complicated
your life for many years. Especially mark the one of them who has been with
you since childhood until today (CoctaBbTe criucok u3 3—5 MOJIOIBIX JIIOAEH
U 3—5 neBylleK, KOTOPbIE OCIIOXKHSIIN Ballly )KU3Hb B TeYeHUE MHOTUX JeT. Oco-
OCHHO OTMETHTE TOTO U3 HUX, KTO OBLI PSAIOM C BaMU C JETCKUX JIET BILIOTH JO
CETOJIHSIIIHETO JTHSA).

b) Think about why you don't like these people. Next to their names,
write three or four negative qualities that they possess (ITogymaiite, mouemy
BaM HE HPABATCS 3TH JIOAW. PagoM ¢ MX UMEHAMU HANUIIUTE TPU WINA YETHIPE
OTpHUIIATEIBHBIX KAYECTBA, KOTOPHIMU OHU 00JIaJIat0T).

c) Compare the descriptions of each person and pay attention to their
common shortcomings (CpaBHUTE ONMUCAHMUS KaXKJIOrO 4YeJIOBEKa M OoOpaTuTe
BHUMAaHHE Ha UX OOIIUE HEAOCTATKH).

Naturally, you don't like all people in the world, and the exercise will
confirm this (EcrecTBeHHO, 4TO BaM HpaBsTCS HE BCE JIIOJIM HA CBETE, U YIIPaXK-
HEHHE TTOJATBEPAUT ITO).

2.Before evaluating others, it is important to understand yourself.
Determine your personality type (IIpexne, yem olleHHBaTh APYTUX, BAXKHO I10-
HATH caMoro ce0s1. OnpeeTuTh CBOM THIT TUYHOCTH).

Let's turn to cocology (O0parumcs k xokosnoruu). Cocology is a rela-
tively new field of psychology. It originated in Japan (Kokonorust — 310 oTHO-
CUTEJIbHO HOBOE HalpasieHue rncuxosnorui. Ono 3apoauiock B AAnonun). Cocol-
ogy is based on simple tests that stimulate the imagination, forcing us to finish
drawing the image of the object or action described in the text (Koxonorus
OCHOBBIBAETCSI HA MPOCTBIX TECTaX, KOTOpPbIE CTUMYJIUPYIOT BOOOpakeHHE,
3aCTaBJIssl HAC IOPUCOBBIBATH 00pa3 MpeAMETa MM ISHCTBUS, OIIMCAHHOTO B TEK-
cte). As a rule, this image appears by itself, without causing difficulties (Kaxk
IIPaBUJIO 3TOT 00pa3 NOSBIISIETCS caM cO00il, HE BbI3bIBAs 3aTPYIHEHUN ).
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The tests provide several options for “answers” — “images”, the reader
should choose the one that best corresponds to what appeared in his imagi-
nation (B Tectax npuBOAUTCS HECKOJIBKO BAPUAHTOB «OTBETOBY» — «0OpPa3oBY,
YUTATEII0 CIEIyET BIOPATh TOT, KOTOPHIA OOJIBIIIE BCETO COOTBETCTBYET TOMY,
YTO BO3HHUK B €r0 BOOOPAXKEHUH).

Each of these options is interpreted as a representation of the inner
state of a person, in particular in a particular area. For example, the attitude
to yourself, to other people, to the opposite sex, money, as well as ideas about
your abilities, habits, shortcomings and hidden qualities (Kaxpiii 13 3Tux Ba-
PUAHTOB MHTEPIPETUPYETCS B BHUJE MPEIACTABICHUS O BHYTPEHHEM COCTOSHUU
YyeJIoBeKa, B YaCTHOCTH B KaKOM-TO KOHKpeTHOU cepe. Hanmpumep, oTHOIICHHE
K ceOe, K APYruM JIFO/ISIM, K TPOTUBOIIOJIOKHOMY IOy, ICHbI'aM, a TaKkKe Mpe/I-
CTaBJICHUS O BAIlIUX CIIOCOOHOCTSX, MPUBBIUKAX, HEJOCTATKAX U CKPBITHIX Kaue-
CTBaXx).

In order not to be disappointed and get the most reliable answers, you
should follow a few simple rules of the cocology game (UtoGs1 HEe pazouapo-
BaThbCS W TOJYYUTh MAKCUMAJbHO JIOCTOBEPHBIE OTBETHI, CIEAYET COOJIFOIATH
HECKOJIBKO TIPOCTHIX MPaBUII KOKOJIOTUSI-UTPHI).

1. Remember the first image that comes to your mind and concentrate
on it (3anmoMHUTE NEPBBIN 00pa3, KOTOPHIN MPUIET BaM B TOJOBY U CKOHIICHTPHU-
pyiitech Ha Hem). After that, find the one from the suggested answers that is
closest to your figurative answer (Ilocne aToro HaliiuTe U3 NMpeII0KEHHBIX Ba-
PHAHTOB OTBETOB TOT, YTO Hanbosee NpubIIKeH K BameMy o6pasHoMy OTBETY).
There are no wrong answers here. Any answer is correct specifically for you.
Relax and answer the first thing that comes to mind (31ecb HET HEPaBUIBHBIX
0TBETOB. J[1000i1 OTBET MpaBWIbHBIN KOHKpETHO 17151 Bac. PaccinabbTech u oTBe-
yalTe MepBoe, YTo NpuxoauT Ha yMm). Do not confuse cocology tests with logic
tests. She is absolutely not needed here (He nyTaiite KoKonOrusi-TECTHI C TeE-
CTaMH Ha JIOTUKY. 3/1ECh OHA COBEPIIEHHO HE HY>KHA).

2.Don't try to anticipate the answers. Naturally, from time to time you
will have a desire to “outsmart” the test or try to guess the meaning of the
questions being asked (He crapaiitech npenyragate oTBETHl. ECTECTBEHHO, UTO
BpEMS OT BPEMEHHU Y Bac OYJET MOSBIATHCS JKEJTAHUE «IIEPEXUTPUTH» TECT WIH
MIOIBITAThCS yragaTh CMBICI 3aaBaeMbIX BoripocoB). But this approach will not
give you an objective assessment and will most likely soon discourage you
from any interest in cocology. Therefore, do not try to understand the essence
of the question and answer intuitively (Ho Takoii nongxoxa He nact Bam o0bek-
TUBHOM OIICHKHU U, CKOPEE BCEro, BCKOpe 0ToObeT y Bac Besikuii mHTEpeC K KOKO-
noruu. [To3TOMy HE MBITANTECH BHUKHYTh B CYTh BOIIPOCAa U OTBEYANTE UHTYU-
THUBHO).

3. This game is more interesting to play in the company. Cocology will
give you great pleasure and cheer you up if you play it with your friends
(B oty urpy uatepecHee urpaTth B KOMIaHuu. KOKoJIOTHs JOCTaBUT BaM OOJIBITIOE
YJOBOJIbCTBHE M Pa3BECENUT Bac, €CJIM Bbl OyJleTe UTPaTh B HEE C JIPY3bsIMU).
This is a great chance to get to know each other better. And it may turn out
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that you have much more in common than you previously thought or could
have imagined (OTo npekpacHsblil maHC JIy4lle y3HaTh Apyr apyra. M moxer
OKa3aThCs TaK, YTO MEXKJY BaMU Topasio Oojblie OOIIero, 4em Bbl AyMalld
paHbIIIE WU MOTJIHA MPEIOI0KUTD).

4. Watch your friends' reactions. The interpretation of the proposed
plots is only a starting point on the path of learning about both the people
around you and yourself (Habmronaiite 3a peakiueit apyseit. atepnperanus
MpeJIJIaraeMbIX CIO’KETOB — 3TO TOJILKO OTIpaBHAsl TOYKA Ha IMyTH MO3HAHUS, KaK
OKpY>KaIOIUX BaC JIIOJIEH, TaK U camMux ce0s). Sometimes it is more interesting
to observe a person's reaction to an answer option that took him by surprise
than to an answer expected by everyone (Hora OpiBaeT nHTEpECcHee HAOJIIO-
JIaTh 32 peakiMel YeI0OBEKa Ha BapUaHT OTBETA, 3aCTAaBIIMI €r0 BPACIUIOX, YEM
Ha OTBET, 0)KUJAAEMbII BCEMM).

5. Be extremely honest. Of course, cocology is just a game, but it can
help you discover something new in yourself, just like any good game (bynpte
npeaeIbHO YeCTHbIMU. KOHEYHO K€, KOKOJIOTUS — BCETO JIMIIb UTPpa, HO, OHA MO-
KET NOMOYb BaM OTKPBITh B ce0e 4To-HHOYJb HOBOE, KaK M Jir00as Xopolas
urpa). Don't be afraid to face the truth if any of your flaws become the subject
of conversation (He GoiiTech cMOTpeTh MpaBje B TJ1a3a, €Clid KaKou-HUOY b U3
BallIUX HEJOCTATKOB CTAHET IpeaMeToM pasroBopa). In addition to minor flaws,
which, by the way, can be found in every person, you have many advantages,
and real friends will accept you for who you are. They will not focus on some-
thing insignificant, and perhaps even help you overcome some complexes.
(Kpome Menkux HeJI0CTaTKOB, KOTOPhIE, KCTATH, MOKHO HAWTHU B KaXJOM Y€JI0-
BEKE, BBl UMEETE€ MHOTO JOCTOUHCTB, M HACTOSIIUE JAPY3bs MPUMYT Bac TaKuUM,
Kakou BbI €cTb. OHU HE CTAaHYT 3a0CTPSITh BHUMAHHWE HA YEM-TO HECYIIIECTBEH-
HOM, a BO3MO>KHO, JIayK€ TIOMOTYT BaM IIPEOJI0JIETh KaKue-HUOY Ib KOMILIEKCHI. )

6. Look at things more broadly. As in life, in psychology it is not im-
portant to take everything too literally (Cmorpute Ha Bemu mmpe. Kak 1 B )ku3HH,
B KOKOJIOTMH HE BaXKHO IMOHUMATh Bce CIMIIKOM OykBaibHO). There are no right
or wrong answers here, and any described situation can be interpreted in
different ways (31ech HET IpPaBUJIbHBIX UM HEMPABUIIBLHBIX OTBETOB, U JIO0YIO
ONHCAHHYIO CUTYAIUI0O MOYKHO MHTEPIIPETUPOBATh Mo-pazHomy). While playing
with friends, take advantage of the opportunity to learn something new about
them. You can learn something interesting from them. Diversity really gives
a taste of life (Mrpas ¢ npy3ssamu, BOCTIOJIB3yHTECh YI0OHBIM CITy4aeM Il TOTO,
YTOOBI Y3HATh O HUX YTO-HUOYIb HOBOE. BBl MOKETE HAYYUTHCS OT HUX YEMY-TO
HHTEepecHOMY. PazHOOOpa3ue 1mo-HacTosIEeMy MPUIAET BKYC KHU3HNU).

Consider the situation 1 (cocology is a game)

(PaccmoTpuM cuTyaInuo (KOKOJIOTHSI-UTPa))

You are walking down the street when suddenly it starts to rain. Even
if you run as hard as you can, you still have about five minutes to reach your
goal. How will you act? (Bb1 unere no yiune, kak BAPYT HEOXUJAHHO HaUYWHA-
eTcs 10k Ab. Jlaxe ecnu Bbl MOOEKUTE W30 BCEX CHUJI, BAM BCE PABHO €Ile MpH-
MEpHO MSIThb MUHYT 110 1eau. Kak Bbl OyjieTe JIeicTBOBATH?)
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Choose the answer (Boibepute oTBeT):

Answer options (BapuaHTbl OTBETOB)

1. “I would find a canopy or a tree and wait under it until the rain
stops” («51 ObI Hales1 HaBeC WIK IEPEBO U MTO10%K 1A OBl 1101 HUM, TIOKa JOXKAb
HE MPEKPATUTCS»)

2. “I do not know how long this rain will last, so I would go as fast as
possible” («SI He 3Hat0, Kak J0Ar0 OyAET NPOJOKATHCS ITOT AOXK/1b, IOITOMY
s1 OBI MOIIIENT KaK MOYKHO OBICTpEE))

3. “I would see if there is anyone nearby who would let me under his
umbrella, or a store where you could buy an umbrella” «f 661 mocmoTpen,
HET WX MOOJIN30CTH KOTO-HUOY b, KTO MYCTUI ObI MEHSI MO/ CBOW 30HT, WJIH
MarasuHa, IJi€ MOKHO ObLIO Obl 30HT KYITUThHY

4. “I always carry a folding umbrella in my bag, so I would just use it”
«41 Bcerna Houry ¢ co0Ol B CyMKe CKJIQIHON 30HT, TaK YTO 51 IPOCTO BOCHOJIb-
30BaJICsL OBl UM»

Since the downpour represents unforeseen and uncontrollable forces
operating in life, the answers demonstrate how a person reacts to conflicts
between other people and when quarreling with loved ones (Tak xak 1uBeHb
MIpeJICTaBIsACT COOOM HEeNpeaABUICHHBIC U HEKOHTPOJIHMPYEMbIC CHUJIIBI, ICUCTBYIO-
e B JKU3HHU, OTBETHI JAEMOHCTPHUPYIOT TO, KaK YEJIOBEK pearupyeT Ha KOH-
(IUKTHI MEXKIY APYTUMHU JIIOABMH M KOTJIa CCOPUTCS C OJIU3KUMU)

See what your choice means (ITocmorpuTe, uTo 03HauaeT Bamr BeIOOD).

Answer option

(Bapuant oTBeTa) Interpretation (MuTepnperanus)

A person is the type who prefers to wait until
the other side calms down before organizing
their defense (UenoBek OTHOCUTCS K TOMY THILY,
KOTOPBIN MPEAIOYUTAET 00K AATh, IOKA Jpyrasi
CTOpOHA HE YCIOKOMUTCS, MPEkKIE YeM OpPraHu30-
BBIBAaTh CBOIO OOOPOHY)

1. “would find a canopy
or a tree and wait under
it until the rain stops.”
(«5 OBl Hamen HaBeC WIH
JIEPEBO U TMOJO0XKJIal OBl
MoJ, HUM, IOKa JOX]b HE
MIPEKPATUTCSI )

He leaves the person to scream and rage until
all the steam comes out, and then calmly and
objectively state his point of view (On npeno-
CTaBJISIET YEJIOBEKY KpUuaTh U OylIeBaTh A0 TEX
IIOp, NIOKa y HEro He BBIMAET BECh IAp, a 3aTEM
CHOKOMHO U OOBEKTUBHO HU3JIOKUTH CBOIO TOUYKY
3pEeHHUS)

Some would say that this is a reasonable
approach, while others would say that it is just
cowardice (Hekotopsie ckazanu Obl, 4TO ATO pa-
3YMHBIN TTOJIXO/I, IPYTHE KE CKa3an Obl, 9TO 3TO
IIPOCTO TPYCOCTBH)
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Answer option
(Bapuanr otBeTa)

Interpretation (Murepnperanus)

2. “I do not know how
long this rain will last, so
I would go as fast as pos-
sible” («4 He 3Har, Kak
10JIr0 OyJeT MPOI0KaTh-
Csi 3TOT JOXK[b, MOITOMY
s OBl TOIIENT KaK MOYHO
OBICTpEe»)

This person is not so much interested in the end
result of the quarrel as in the opportunity to
speak out openly. He is sure that he is right and
there is no point in arguing (OToro uenoBeka
UHTEPECYET HE CTOJIBKO KOHEYHBIA pe3yJIbTar
CCOpBI, CKOJIbKO BO3MOXHOCTb OTKPBITO BBICKa-
3atbcsi. OH yBEpeH B TOM, YTO OH MPaB U HET HU-
KAaKOI'0 CMBbICJIa CIIOPUTB)

The concept of compromise is not one of his tac-
tics. If the opposite party is angry, he gets even
more angry. If she starts screaming, he yells
(Konuenmust ~ komMmpomMucca  HE  BXOAUT
B UHCJIO €ro TaKTUK. Eciiv mpOTHBOMNOI0XKHAS CTO-
pOHa 3JIUTCSI, OH 37uTcA eile Oonbiue. Ecnu ona
HAYMHAET KPU4aTh, OH OPET)

That doesn't make arguing with him such a fun
activity, but at least, it is always easy to tell
what position he takes on a particular issue
(D10 HE nenaeT Crop ¢ HUM TAKUM YK BECEJBIM
3aHATHEM, HO, IO KpallHEd Mepe, BCEraa MOKHO
JIETKO CKa3aTh, KaKy0 MO3UILIMI0 OH 3aHUMAET I10
TOMY WJIM UHOMY BOIIPOCY)

3. “I would see if there is
anyone nearby who would
let me under his umbrel-
la, or a store where you
could buy an umbrella”
(«51 ©6b1 mOCMOTpEIT, HET WU
O0OJIM30CTH KOTO-HUOY b,
KTO MyCTUJI Obl MEHS MOJ
CBOM 30HT, WJIM MarasuHa,
II¢ MOXKHO OBIIIO OBI 30HT
KYIIUTB)

He does not like conflicts and confrontations, so
he tries to smooth things over and calm the
other person down as soon as a quarrel arises
(On He mOUT KOHQIMKTHI W KOH(MPOHTAIIHH,
MO3TOMY CTapaeTcsi CriaJiuTh BCE U YCIIOKOUTh
JIPYroro 4ejaoBeKa, KaK TOJIbKO CCOpa BO3HUKHET)

Unfortunately, sometimes it just makes things
worse. Perhaps he needs to take a firm stand at
least once and weather the storm (K coxane-
HUIO, UHOTJIa 3TO TOJIbKO Bce yxymaer. Bos-
MO>XHO, €My HE0OXOAMMO XOTA Obl pa3 3aHAThb
TBEPYIO TIO3UIMIO U BBIJIEPKATh OypIO)
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Answer option

(Bapuant oTBeTa) Interpretation (MuTepriperarus)

He believes that he has answers to all possible
questions, excuses for any case (OH noJjaraer,
YTO y HEro €cTh OTBETHl HAa BCE BO3MOXKHBIE
BOIPOCHI, ONPaBaHUs Ha JTIO00M CITydaid)

4. “I always carry a fol-
ding umbrella in my bag,
so I would just use it”
(« Bcerma Homry ¢ coboi
B CYMKE CKJIQJHOM 30HT,
TaK 4TO 51 IPOCTO BOCIOJb-
30BaJICs OBl M)

Perhaps for him, an argument is just an oppor-
tunity to hone his oratory. To others, he seems
slippery, frustrating, and insincere (Bo3moxHo,
JUISL HETO CHOp — 3TO BCErO JIMIIb BO3MOXHOCTH
OTTOYUTH CBOE OpPaTOPCKOE HCKYycCcTBO. [[pyrum
OH KAQXKETCS CKOJIb3KHMM, Pa304apOBBIBAIOLIUM
Y HEUCKPEHHUM )

Although he probably has a convincing expla-
nation for this, too (Xotst y Hero, BeposiTHO,
U ATOMY €CTh YOeIUTeJIbHOE 00BsICHEHHE)

Consider the situation 2 (cocology is a game)

(PaccmoTpuM cutyaruio 2 (KOKOJIOTHSI-UTPa))

If you were an actor playing in a drama set in a courtroom, which of
the following characters would you play? (Eciu ObI BbI ObLITH aKTEpOM, UTpa-
IOIMM B JIpame, JAeHCTBUE KOTOPOM pa3BOpadynBaeTCs B 3ajie CyAa, KOro u3 cie-
JYIOIINX MTEPCOHAXKEH BBl OBl ChITpaIn?)

1. Lawyer (AnBokar)

2. Detective (JleTexTun)

3. The accused (OOBUHSsIEMBIiA)

4. The Witness (CBuerenb)

In the language of psychology, an actor is associated with your social
personality, the face you put on when dealing with the outside world.
(Ha si3pIKe ICUXOJIOTHUN aKTep aCCOLIMUPYETCS C Balllei COIUATbHOM JTUYHOCTHIO,
JIMLIOM, KOTOPOE Bbl Ha/IEBAETE, KOTJa UMEETE JIEJI0 C BHELIHUM MHUPOM).

By presenting yourself as an actor, you can freely play the role in
which you really see yourself. This role shows how you react to crisis situa-
tions (IlpencraBnsst ce0s akTepoM, Bbl MOKETE€ CBOOOAHO ChIIpaTh Ty POJib,
B KOTOPOU BbI JEHCTBUTEIBHO c€0s BUIUTE. ITa POJb MOKA3bIBAET, KaK BbI pea-
TUPYETE Ha KPUBUCHBIE CUTYAIUN).

Character descriptions (XapakTepUCTUKH IEPCOHAKEH ).

You have chosen a Lawyer: Usually, even under fire, you keep
a straight face and very rarely allow anyone to see you sweating. But you also
have another person who comes to the surface only under very intense pres-
sure — a hothead who is able to forget about self-control and explode when
the situation requires it. This combination of calm readiness and fiery
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passion takes you out of even the most desperate situations (OObuHO Haxe
[0/ OTHEM BBl COXPaHSETE HEBO3MYTHMBIA BUJ U OYEHb PEIKO JOIYCKaeTe,
4yTOOBI KTO-TO YBUJEIN, KaK Bbl OKpbIBaeTech NOTOM. Ho y Bac Takke ecTh u Apy-
roe JIMIO, KOTOPOE BBIXOJUT HA MOBEPXHOCTh TOJBKO MOJ OYEHb HHTEHCUBHBIM
JABJICHUEM, — Tropsyasi rojioBa, CrocoOHas 3a0bITh O caMOOOJIaJaHUU U B30-
pBaThCsl, KOT/1a 3TOro TpeOyeT CUTyarus. 9To CoYeTaHUe CIIOKOHHON TOTOBHOCTH
Y OTHEHHOU CTPACTH BBIBOJAUT BAC JIa)KE€ U3 CaMbIX OTYASSHHBIX CUTYallUM).

You have chosen a Detective: You are not overwhelmed by chaos and
confusion, and you always keep your head when others lose theirs. People
feel and respect this equanimity and tend to turn to you for help when they
get into a difficult situation. This means that trouble seems to follow you, but
you don't mind the extra stress — in fact, it just makes you even calmer (Bac
HE 3aXJIECTBIBAET Xa0C U CMSITEHUE, U BBl BCETr/Ia COXPAHSIETE rOJIOBY, KOrAa OKpY-
KAIOIINE TEPSOT CBOU. JIIOAM YYBCTBYIOT M YBAXKAKOT 3Ty HEBO3MYTHMOCTH
¥ CKJIOHHBI 00pamniaThCsi K BaM 3a MOMOIIBIO, KOT/Ia TOMaIal0T B 3aTPyIHUTEITh-
HO€ IOJIOXKEHUE. DTO 03HAYAET, YTO HEMPHUATHOCTH, IIOXO0KE, CIECIYIOT 3a BaMH,
HO BBl HE BO3PAXKAETE MPOTUB JOMOJIHUTEIBHOIO CTPECCa, O CYTH, OH JIUIIb Je-
aeT Bac elle CIoKOoWHee).

You have chosen the Accused: At first glance, you seem cool and care-
less, but underneath it all, you lack something that is necessary in order to
bring your battles to an end. When the situation gets tough, you waste time
reconsidering your initial opinion and condemning yourself, instead of im-
mediately tackling the problem (Ha nepBbiil B3riisifi, Bbl KaXeTeCh KPYTbIM
U OecrieuHbIM, HO TOJ] BCEM 3TUM BaM HE XBaTaeT YEro-TO TaKoro, YTo HE0O0XO-
JUMO ISl TOTO, YTOOBI JOBECTH CBOM OMTBBI 10 KoHUA. Korga cutyanus craHo-
BUTCA JKECTKOM, BBl TEPAETE BPEMS, lIEpECMaTPHUBasi CBOE MEPBOHAYAIBLHOE MHE-
HUE U 0CYyXk/1ast ce0sl, BMECTO TOT0, YTOOBI O€30TIaraTesIbHO B3SIThCS 32 PEIICHHE
poOIeMBbI).

It would probably be in your best interest to team up with someone
who is more practical in handling problems (BeposatHo, B Bamnx uHTepecax
ObLIO0 OBl OOBEAMHUTHLCS C KEM-HUOYb, KTO 0oJiee MPAKTUYCH B yJIaKUBAHHUH
po0em).

You have chosen the Witness: It seems that in any given situation you
are ready to cooperate and help, but your flexibility and desire to please be-
come a source of problems of a different kind for you. By always trying to
get along with everyone, you will end up being inconsistent and even unreli-
able (Iloxoxe, 4To B 110001 KOHKPETHOW CUTYyaIlMU Bbl TOTOBBI K COTPYIHUYE-
CTBY U IIOMOIIIH, HO Bailla THOKOCTb U JKeJIaHUE YTOAUThH CTAHOBSITCS JJIA Bac MC-
TOYHMKOM TIpo0semM apyroro poja. I[lprtasick Bcerma co BCeMHU JaAWTh, BbI
3aKOHYMTE TEM, YTO OKAXKETECh HEMOCIIEIOBATEIBHBIM U JJAXKE HEHAIECKHBIM).

Don't worry so much about whether your statements will make people
happy or upset. The only thing you need to prove is your own self
(He 6ecnokoiiTech Tak CUIBHO O TOM, OOpaAyIOT Ballu 3asBJICHUS JIOACH WIH
pacctposar. EquHcTBeHHOE, YTO BaM HEOOXOAMMO JI0Ka3aTh, — 3TO CBOE COOCT-
BEHHOE ).
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All the tests give a hint on how to change your behavior if necessary
(Bce Tecthl qaroT mojcKas3Ky, Kak mpy HEOOXOJMMOCTH, H3MEHHUTDH CBOE ITOBE/ICHUE)

Control questions
(KonTponbHbIE€ BOITPOCH!)

1. Who can be called an unpleasant, “difficult” person? (Koro moxHo
Ha3BaTh HEMPUITHBIM, «TPYIHBIMY YEJIOBEKOM?)

2. What did Confucius say about communicating with “bad” people?
(Uro roBopun Kondymwuit 00 001IeHNHN ¢ «TUIOXUMMY JTHOJIbMU?)

3. What types of “unpleasant” people do you know? (Kakue Tunsr «He-
MPUSATHBIX» JIt0jie Bol 3HaeTe?)

4. What methods of recovery after communicating with unpleasant
people do you know? (Kakue MeTO/IbI BOCCTAHOBIJICHHS TTOCJIE OOIIEHUS C He-
NPUSATHBIMHU JIt01bMU Bl 3HaeTe?)

5. What methods of protection from unpleasant people should never
be used? (Kakue MeTonbl 3alIUTBl OT HENPUSTHBIX JIIOJACH HUKOTAA HEIb3S
HCII0JIb30BaTh?)

6. What is cocology? (Uto Takoe kokosiorus?)

7. What is the basis of cocology? (Ha uem ocHOBBIBaeTCsl KOKOJIOTHs?)



Practical work Ne 5 “Business correspondence etiquette”
(3THKeT fe/1I0BOM IepenucKHu)

The purpose of the work (I{eas pa6oTsr): to study the basic rules of busi-
ness correspondence in Russia and in different countries (u3yuutb OCHOBHBIE
IpaBujia BEJACHUS JI€J0BOM Mepenrucku B Poccuu U B pa3HbIX CTpaHax).

Theoretical part
(Teoperuueckas 4acTh)

When business schools and management schools first appeared in the
United States in the 90s of the last century, they did not have highly special-
ized academic subjects in economics, law, or politics. The study time was en-
tirely devoted to the development of four main professional skills of managers
and businessmen (Korga Ou3Hec-11KoIbI M IIKOJIBI YIPABJICHMS BIIEPBbIE ITOSBU-
muck B Coeaunennsix [tatax B 90-X rogax npouuwioro Beka, y HuX He ObLIO BbI-
COKOCHEI[MATIM3UPOBAHHBIX AaKAaIEMUUECKUX MPEIMETOB B 00JIACTH 3KOHOMUKH,
paBa WK NOJUTUKHU. Bpems 00yueHns ObUTO MOTHOCTHIO MOCBSIIEHO PA3BUTHIO
YeThIPEX OCHOBHBIX MPOPECCHOHATBHBIX HABBIKOB MEHEIXKEPOB U OU3HECMEHOB):

1) the ability to listen: to fully understand the interlocutor, to choose
the main, new, valuable things from his words (cmocoOHOCTh CilylIaTh: MoJ-
HOCTBIO TIOHATh COOECEIHUKa, BHIOpATh OCHOBHBIC, HOBbIE, IICHHBIC BEIIU W3
€ro CIJIOB);

2) ability to speak — briefly, clearly, politely, convincingly (cmocodbnocTh
TOBOPUTD — KPATKO, SICHO, BEXKIIUBO, YOSAUTEIBHO);

3) ability to read: quickly, selectively, carefully, firmly remembering
for a long time (c1ocOGHOCTB UUTATH — OBICTPO, BLIODOPOYHO, TIIATEIHHO, TBEPIO
3allOMUHAas Ha JI0JT0€ Bpemsi);

4) ability to write — competently, accurately, following the rules of busi-
ness writing (cnocoOHOCTb MUCaTh — KOMIIETEHTHO, TOYHO, CJIEAYsI TpaBuiam Je-
JIOBOT'O TIMCHhMA).

Modern forms of correspondence developed one hundred and fifty
years ago. They came from England. There is even a special etiquette for
writing correspondence (CoBpemeHHBIE (OPMBI KOPPECTIOHJCHIIUN Pa3BUBa-
JIUCh CTO OAThAECAT JieT Ha3aA. OHu npuniy u3 AHriauu. Ects gaxe crnenuanb-
HBI 3TUKET JJIs1 BECHUS IEPENUCKH).

The forms of writing and executing business and personal letters are
the same for all countries (Popmbl HantMcaHUs K 0OPAOOTKU JIETOBBIX U JIMYHBIX
NMCEM OJIMHAKOBBI JIJIsl BCEX CTPaH).

Abroad, more attention is paid to the formal, generally accepted as-
pects of correspondence than in our country Russia (3a rpanuiieii Gosblie
BHUMAaHHUS yJieasieTcs: (GopManbHbIM, OOILIETIPUHATHIM aClIEKTaM MEePENUCKHU, YeEM
B Poccun.)
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Rules of conducting personal correspondence

(ITpaBuna BeeHHs JIMYHOW MTEPETTHCKHU)

You must strictly observe etiquette if you do not want to ruin relation-
ships with your friends or colleagues, including foreign ones. Here are some
rules for conducting personal correspondence (Bbl 10KHBI CTpOro cooJt0-
JIaTh TUKET, €CIU Bbl HE XOTUTE Pa3pylliaThb OTHOLIEHUS CO CBOUMU JAPY3bIMHU
WIN KOJUIETaMH, B TOM YHCJIE U C HHOCTPAHHBIMU. BOT HECKOJIBKO MpaBUi AJIs
BEJICHUS JIMYHOU MEPENUCKH ):

1. Itis advisable to respond to letters you receive as quickly as possible,
no later than 3-5 days after receiving them (OKenarenbHo OTBETUTH HA TUCHMA,
KOTOpBIE BbI MOJYYUTE KaK MOKHO ObIcTpee, He To37Hee, yeM yepe3 3—5 aHeit
MOCJIE UX MMOJTYyYECHUS).

2. A personal letter sent by mail should only be signed by hand. The
highest expression of attention would be a letter written entirely by hand, in
neat, even handwriting (JluyHoe nMucbMO, OTHPAaBIEHHOE IO MOYTE, TOJHKHO
OBITH TIOJIMMCAHO TOJIBKO BpyuHYI0. HanbonbimmmM BeipakeHHEM BHUMaHUS ObLIO
OBl TUCHEMO, HAMMMCAHHOE MOJTHOCTHIO BPYYHYIO, B aKKypaTHOM TIOUYEPKe).

3. Congratulations and gratitude, invitations and answers to them
should always be written manually (ITo3npaBienus u 61arogapHoCTH, MpUria-
IIEHUS U OTBETHI Ha HUX BCETJIa JOJKHBI OBITh HAITMCAHBI BPYYHYIO).

4. Paper for letters should be clean and neatly cut. Do not forget to
numb the sheets of multi-page letter (bymara nis nricem g0yKHa ObITh YUCTOM
U aKKypaTHO pa3pe3anHoil. He 3a0ypTe HyMepoBaTh JUCThl MHOTOCTPAHUYHOTO
MHMChMa).

5. Previously, in business letters the date was put at the beginning of
the letter, and in private letters — at the end. Nowadays it is customary
to start with it in any case (Panee B 1e10BbIX HCbMax JaTa ObUIA PacOIOKEHA
B HayaJjie MMchbMa M B YACTHBIX MUChMax — B KOHIIe. B HacTosiee BpeMst 0ObIYHO
HAYMHAIOT C HEe B JIIOOOM citydae).

6. Depending on the nature and content of the letter, you can end it with
the words: “With respect,” “Please accept my best wishes,” etc. (B 3aBucumo-
CTH OT HPUPOJBI U COAECPKAHUS MUChbMA, BBl MOKETE€ 3aKOHUUThH €r0 CIOBAMH:
«C yBaxkxeHnuem», «lloxanyiicra, (puMUTE MOU HAWJIYYILIAE MTOKEJIAHUSD) U T.1.).

7. Colored cards are intended for sending greetings from vacation or
travel, congratulations on a birthday. Use simple cards mainly for short cur-
rent messages (L[BeTHbIE OTKPBITKY NpeAHA3HAYEHBI JJI OTIIPABKU IPUBETCTBUM
U3 OTIIYCKA WJIM MYTEUIECTBUM, O3APABIEHUS C JHEM poxAcHUA. Mcronap3yite
MPOCTHIE OTKPBITKA B OCHOBHOM JIJIsl KOPOTKUX TEKYIIIUX COOOIIECHHUIA).

8. If you received a letter in the presence of third parties, after opening
the envelope, briefly glancing at the text, postpone it. Tactlessly give a letter
to people to whom it is not addressed for reading (Eciu BbI momyuniv nucbmo
B NPHUCYTCTBUU TPETHUX JIMII, ITOCJIE BCKPBITHS KOHBEPTA, KPATKO B3IVISIHYB Ha
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TEKCT, OTJIOKUTE ero. becTakTHO 1aBaTh MUCHMO JIFOASIM, KOTOPBIM OHO HE aJipe-
coBano s yteHus1). Under no circumstances should you open or read open
letters in the presence of other persons. This rule also applies to family mem-
bers (Hu npu xakux oOCTOSITENbCTBaX BBl HE JODKHBI OTKPHIBATH WJIM YUTATh
OTKPBIThIE MUChMa IIPU APYTUX. DTO MPABUIIO TAKIKE OTHOCUTCS K YWICHAM CEMbH).

Service letters are currently being prepared in a certain form on the
computer. There are much more requirements for official correspondence
than for personal correspondence (CiyxeOHble MHCbMa B HACTOSIIEE BPEMS
TOTOBSTCA B onpeiesieHHOM popMe Ha komnbroTepe. i ouimanbHoi nepenucKku
ropaszio 00bIIe TpeOOBaHUH, YeM ISl TUIHOW KOPPECTIOHICHITHH ).

Let's look at the rules of preparation and the structure of the business
letter ([laBaiiTe paccMOTpUM MpaBUiia MOATOTOBKH U CTPYKTYPY JI€JI0BOTO MUCHMA).

There are certain rules in international business correspondence that
are followed by everyone who applies to this form of business communication
(B MexxayHapoaHOM EIOBOM MEPENNUCKE CYIIECTBYIOT ONPEAECIECHHbBIC MMPABUIA,
KOTOPBIM CJIEAYIOT BCe, KTO oOpaliaercs K 3Toi (hopMe JeI0BOTO OOIICHNUS).

First of all, these rules relate to the design of a letter on paper and com-
pliance with the linguistic style of business writing. In a sense, a business let-
ter is the business card of the person who wrote it (IIpexe Bcero, Tu npasuia
KacaroTcsi oopMIIeHHs TUChMa Ha Oymare ¥ coOJI0/IeHUs SI3bIKOBOTO CTUJIS Jie-
JIOBOTO MHUChMa. B KakOM-TO cMBICIIE I€I0BOE MTUCHMO — 3TO BU3UTHAS KapTOuKa
YeJIoBeKa, HalMCABIIIETO €r0).

There are two styles of writing business letters: “semi-extended” style
and block style (CymiecTByeT nBa CTWIS HAllMCAHUS JICJIOBBIX MHUCEM: IOTY-
PACTSHYTHIN» CTHJIb U OJOYHBIN CTUIIB).

The “semi-extended” style is characterized by (/{15 «mmonypactsiHyTOro»
CTHUJISL XapaKTEPHBI):

1) each paragraph of the letter begins with a red line, that is five char-
acters away from the left margin (kaxxzp1ii ab3a1; nmucbMa HaYMHAETCS C Kpac-
HOU JINHUY, T.€. HA PACCTOSIHUU IIATH CUMBOJIOB OT JIEBOT'O TOJIS);

2) the use of a closed type of punctuation, i.e. the use of a comma in the
following cases (ynoTpeOieHue 3HaKOB MPENUHAHUS 3aKPBITOTO THIIA, T.€. YIIO-
TpeOJIeHHE 3aMATON B CIEAYIOIUX CIyYasx):

— in writing the date (before the year) (npu Hanucanuu gaTel (10 T01a);

— in writing the internal address (at the end of each line) (npu nanuca-
HUU BHYTPEHHETO ajpeca (B KOHIIE KaX0W CTPOKH));

— after the introductory address (1ocsie BCTyIUTEIBHOTO CJIOBA);

— in the final form of politeness (B koHeuHOl (hOopMe BEKIUBOCTH).

This style is used in purely official letters written on important and
solemn occasions (OTOT CTHJIb UCIOIB3YETCS B UNCTO OPHUIMATBHBIX MHUCHMAX,
HAIMCAHHBIX M0 BaXHBIM U TOP>KECTBEHHBIM CIy4asiM).
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The letter, executed in a “semi-extended” style, is shown in the fig. 2.
This style is typical for the UK. (IlucbmM0, BBIITOJTHEHHOE B «IOIYyPACTIHYTOM
CTHJIE, TTIOKa3aHO Ha pHC. 2. ITOT CTWJIb XapakTepeH s BenukoOoputanun).

Corona Ltd
Calle Lavalle 340, Madnid, Spain
tel. 695403, fax 6954589
United Processing Machines Lid, 20 April, 2011
181 South Road,
Dublin,
Ireland

Dear Sirs,
Subject: processing machines
We are interested in the processing machines manufactured by your company and
advertised in the latest 1ssue of "Consumer".
Please send us your latest catalogues and price lists for the latest models. We
would be much obliged if we could have them by return.
We are looking forward to hearing from you soon.

Yours faithfully,
A. Ramos, Marketing Manager

Fig. 2. “Semi-extended” style of the letter
Puc. 2. [IucbMo B ONTypacTHyTOM CTUIIE

The block style is characterized by (bmo4HbIif CTHIIB XapakTepU3yeTcs ):

1) each line starts from the left margin without indentation (xaxxnas
CTpOKa HAYMHACTCSA C JICBOTO TOJIs O€3 OTCTYyIIa);

2) Double line spacing is used between paragraphs (mexny ad3anamu
UCIIOJIb3YETCsl IBOMHON MEXCTPOUYHBIA HHTEPBaN);

3) open type of punctuation: commas are not placed when writing the
date, internal address, after the introductory address, after the final form of
politeness (OTKPBITBIN TUIT MyHKTYyaIlMU: 3aMsThle HE CTABSATCS MPU HATUCAHUU
JaThl, BHYTPEHHETO ajpeca, IMOociie BBOAHOTO OOpalieHus, MOcjie KOHEYHOMH
(GhOpMBI BEKITUBOCTH).

This style of modern business correspondence is the most common
nowadays (DTOT CTUIIb COBPEMEHHOM JIEIOBOM MEPENHICKH SBISIETCS Hanbomee
pacrpoCTPaHEHHBIM B HACTOSIIIIEE BPEMS).

Letters are printed at one and a half or two intervals (ITucema neuara-
I0TCS Yepe3 MOJITOpa-/1Ba UHTEPBAJa).

The letter, made in the “block” style, is shown in the fig. 3 (Ilucsmo
B 0JIOYHOM CTHJIE MTOKa3aHO Ha puc. 3)
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UNITED PROCESSING MACHINES LTD
181 South Road, Dublin, Ireland

tel. 1234567; 89454332

27 April, 2011

Mr. A. Ramos, Marketing Manager
Corona Ltd

Calle Levalle 340

Madrid

Spain

Dear Mr. A. Ramos
Subject: processing machines

Thank you for your letter of 20 April 2011.
[ have pleasure in sending you our latest catalogue and a price list for the whole
range of processing machines manufactured by our company.
[ look forward to hearing from you soon.
Yours sincerely
Ken Lane, Marketing Manager

Fig. 3. “Block” style of the letter
Puc. 3. IIncebMo B OJIOYHOM CTHIIE

Let's consider the structure of a business letter. It includes the follow-
ing elements (PaccMoTpuM cTpyKTypy AesioBOro nucbma. OHO BKIIIOYAET B ceOs
CJICTYIOIIHUE JIEMEHTHI):

1. Letterhead (Return address, Sender’s address, Addresser) (3aroso-
BOouHas 4yacTh: OOpaTHBI afipec, Anpec oTmpaBuTens, Aapecar).

2. Departure date ([laTa oTpaBkm).

3. Inside Address (Addressee, the Delivery address, Recipient’s ad-
dress, Mailing address) (Buytpennuii anpec (Aapecar, Anpec noctaBku, Aapec
nosryuyarens, [IouToBsIi aapec)).

4. Salutation (ITpuBerctBue).

5. Subject line (Tema nucbema).

6. The Body of the letter (Teno nuceMma).

7. Polite Close (BexxnuBoe 3aBeplieHue).

8. Signature Block (biox noamnucn).

9. Enclosure (ITpunoxenue).

10. CC Notation (O603HaueHNE KOMY KOIIMH HAIIPaBJICHBI).

Official letters are written on special letterheads and contain a certain
set of details and a certain order of their arrangement (OduruansHbie mrucrMa
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MUITYTCS HA CIIEIUATbHBIX OJJAHKAaX U COJIEPXKAT ONPEIeTICHHBIN Ha00p PEKBU3U-
TOB U OIPECICHHBINA MOPSIOK UX PACIIONOKEHUS).

The header of the letter includes the name of the company, its logo,
postal address, phone number, fax and e-mail address (B manke nucbma yka-
3bIBACTCSl HA3BaHUE KOMIIAHUHM, €€ JIOTOTHII, TOYTOBLIN ajipec, HoMep TenedoHa,
dakca u agpec JIEKTPOHHOU MOYTHI).

The date is located in the upper right corner at the level of the internal
address (in the UK), write the date, month, year. The month is written with
a capital letter, a comma is placed before the year (fig. 2) (/lara Haxoautcs
B IIPABOM BEpXHEM YIUIy Ha YpOBHE BHYTpeHHeETo ajpeca (B BenukoOpurtanun),
MUIIETe YUCI0, MeCsI, ToA. MecsI| numeTcs: ¢ 0oJblIoi OYKBBI, Mepes ToAoM
cTaBUTCS 3ansTas (puc. 2)).

The following date spelling is typical for American business letters
([l aMepHrKaHCKUX AEJIOBBIX MTUCEM TUIUYHO CIIEIYIOIIEee HATMCAHUE JIaThl):

— the date is located in the upper left corner, above the internal address
(mara pacnosnokeHa B JJEBOM BEPXHEM YTy, HaJl BHYyTPEHHUM aJpPECOM);

— first, write the name of the month, and then the date and year, with
a comma before the year (cHayana HanuIuTe Ha3BaHKUE MECSIa, a 3aTEM YUCIIO
U TOJI, Yepe3 3aIsITYI0 Mepe]] TOJ0M).

The designation of the entire date with numbers can be confusing (be-
cause its sequence in the British and American versions are different)
(O6o3naueHne Bcel martbl mUPpaMu MOXKET COUTh C TOJKY (IMIOCKOJBKY €e
MOCJIEIOBATEILHOCTh B OPUTAHCKOM M aMEPUKAHCKOW BEPCHUU pa3Hasi)).

The internal address is located in the left corner directly at the edge of
the left field. Depending on who the letter is addressed directly to, the first
line will contain different information (BuyTpeHHuii ampec pacronoxeH
B JIEBOM YTIIy IIPSIMO Y Kpas JIEBOTO NoJIs. B 3aBUCMMOCTH OT TOro, KOMy HETOCPEI-
CTBEHHO aJIpECOBAaHO MUCHhMO, B TIEPBOM CTpOoKe OyeT pa3Hasi nHpopmMarius):

a) the name of the company, if you address the letter directly to the com-
pany (Ha3BaHHE KOMIIAHMH, €CIM Bbl aJpPECyeTe IMChbMO HEMOCPEICTBEHHO
KOMITaHHH ):

Black & Co Ltd

33 Highroad

London NWI13ET

England

or

Industrialists association

21, Moscow street,

PENZA, 440006

Russia

b) surname and position, if the letter is sent to a certain official (bamunms
U JIOJDKHOCTb, €CJIHM MMChbMO HAMPAaBJISIETCS OMPEICTICHHOMY JI0JKHOCTHOMY JIUILY):
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Mr. J. Rock, Manager
Black & Co Ltd
33Highroad

London NWI13ET
England

or

Mr. N. Ivanov, Manager
Industrialists association
21, Moscow street,
PENZA, 440006

Russia

The postal address of the company is arranged in a certain order
(ITouToBBIif aipec KOMIIAHUU PACIIOJIOKEH B OMPEICICHHOM MOPSAJIKE):

1-st line — house number, street name (1-1 cTpoka — HOMep J0Ma, Ha3-
BaHUE YJIUIIBI);

2-nd line is the name of the city, its postal code (indicating the state in
the USA) (2-1 cTpoka — Ha3BaHUE ropojia, €ro MOYTOBBINM UHACKC (C yKa3aHUEM
mrata B CIIIA));

3-rd line is the name of the country (full or abbreviated) (3-s cTpoka —
Ha3BaHUE CTPaHBI (ITOJTHOE WIIM COKPAIIICHHOE)).

If you want the letter to be sent to a specific employee, then the line
below the internal address should indicate “Attention of (attn/of)” (Eciu BbI
XOTUTE, YTOOBI MHUCHMO OBUIO OTIPABICHO KOHKPETHOMY COTPYAHHUKY, TO
B CTPOKE I0J] BHYTPEHHUM aJIPECOM JIOJKHO OBITh yKa3aHO «BHuUMaHue):

Hutson High-tech Inc.

59, Green Ave.

Chicago, Illinois

USA

Attention of Mr. Read

If you do not know who is directly involved in the company with the
issue you are interested in, then you can send a letter to the company's secre-
tariat (Eciau Bbl He 3HaeTe, KTO HEMOCPEACTBEHHO 3aHMMAETCS B KOMIIAHUU
MHTEPECYIOIIHNM Bac BOIPOCOM, TO Bbl MOKETE OTIIPABUTh TUCHMO B CEKpETapraT
KOMITaHUM):

The Secretary

Black & Co Inc.

18 Sweet Ave.

New-York, N.Y.

USA
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When writing an internal address, the following abbreviations are of-
ten used (IIpu HanucaHuu BHYTPEHHETO aJpeca YacTO MCIOJIb3YIOTCS CIEAYI0-
M€ COKpAIICHHUS).

In the company name (B nazeanuu komnanuu):

1) PLC instead of Public Limited Company;

2) Ltd — instead of Limited;

3) Corp. — instead of Corporation;

4) Inc. instead of Incorporated.

In the postal address (B noumosom adpece):

1) Rd — Road;

2) St — Street;

3) Sq. — Square;

4)# — house number in the USA;

5) No — house number in the UK.

When specifying the addressee's name (IIpu ykazanuu umenu aopecama,):

1) Mr. — when addressing a man;

2) Miss — when contacting an unmarried woman;

3) Mrs. — when contacting a married woman;

4) Ms. — if it is not known whether she is married or not.

If we shorten the word in the internal address, then it should be re-
membered that (Eciu cokpamaTe c10BO BO BHYTPEHHEM ajipece, TO CJICAYET
MIOMHHTB, YTO):

a) the dot is placed after the initials when writing the name: J. W. Brown
(Ipu HaMMCAaHUM UMEHU TOCJIE UHUIIUANIOB cTaBuTCcA Touka: Jk. Y. bpayn);

b) the dot is not put in abbreviations of the names of countries or or-
ganizations (TOYKka HE CTaBUTCS B COKpAILCHHUSAX Ha3BaHUW CTpaH WIH
opranuzanuii:): GB (Great Britain), UK (United Kingdom), USA (The United
States of America), CA (Canada), FR (France), IT (Italy), G (Germany), JP (Ja-
pan), PLC (Public Limited Company).

In addition, it must be remembered that when writing an internal ad-
dress, the word denoting the name of the company, positions are written with
a capital letter (Kpome Toro, Heo6X0AMMO MOMHHTH, YTO MPHU HANKMCAHUU
BHYTPEHHETO ajjpeca CJIIOBO, 0003HAUYa0IIee Ha3BaHHE KOMIIAHWH, TOJDKHOCTH,
MUIIETCS C 3arJIaBHON OYKBBHI).

Introductory address

(BerynurenbHOE C10BO)

A letter addressed to the company, requires contacting: Dear Sirs
(ITucemo, anpecoBaHHOE KOMIAHUU, TPEOYyeT 0OpallieHus: Y BaxkaeMble roCroa).

The appeal in American companies begins with the word: Gentlemen
(OOpaiiieHre B aMepUKaHCKUX KOMITAHUSX HAUMHAETCS CO CJIOBA: JPKEHTIIb-MEHBI).
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The words “dear Madam” begin a letter addressed to a woman
(CrnoBamMu «yBakaemasi TOCIIOKa» HAYMHAETCS TUChbMO, aJIpECOBAHHOE KEHIIUHE).

A letter addressed to an employee of the company whose name you
know begins with the words: Dear Mr. White, Dear Mrs. White (Ilucbmo,
aJpeCOBaHHOE COTPYAHUKY KOMITAHUH, UMSI KOTOPOTO BaM U3BECTHO, HAUMHAETCS
cioBamu: «Jloporoit mucrep Yaiit, Jloporas muccuc Yau»).

You can start calling a friend “Dear John” (Brl MoxeTe HauaTh Ha3bl-
BatTh pyra «Jloporoit J[xon»).

Between the introductory address and the main text of the letter, its
content or subject is sometimes briefly reported. All words are written with
a capital letter, except articles, prepositions and conjunctions (Mexny
BCTYIUTEJIBHBIM OOpalieHuEM W OCHOBHBIM TEKCTOM IMHUChMa MHOTZIa KPaTKO
coo01IaeTcs ero cojiep>kaHue uik TeMa. Bee cnoBa nuiryTcs ¢ 3ariaBHOM OYKBBI,
KpOMe€ apTUKIIEH, MPEITIOTOB U COI030B).

If the letter is written in a block style, then the subject is located below
the introductory address and is separated from it by two intervals. The words
“Subject” or “About” (abbreviated “Abt”) are usually printed before the
topic (Ecnu nucbMo HanmucaHo OJIOYHBIM CTHIJIEM, TO T€Ma PacIoJiaraeTcst Mo
BBOJIHBIM aJIpECOM M OTJEJISAETCS OT Hero AByMs mHTepBanamu. CinoBa «Temay
i «O mporpammey (COKpaieHHO «AOT») 0OBIYHO MeYaTatoTCs nepe TEMOM).

In American letters, the subject is sometimes placed above the opening
address (B amepukaHCKuX NMMChbMax T€Ma MHOTJA CTABUTCA HaJ BCTYMUTEIbHOM
peUbio).

Before the brief content of the letter, you can find the abbreviation Re:
(concerning, relative) (Ilepex kpaTkum cogepkaHueM TUCbMa MOKHO BCTPETUTD
abbpeBuatypy Re: (kacatenbHO, OTHOCUTEIBHO)).

Block style (6;10uHBIH CTHIIB):

Dear Sales Manager (YBaxaemblil MEHEIKED 110 TPOJIaXKam)

Subject: Office Furniture (Tema: OducHas me0enb)

The American version of the block style (Amepukanckuii BApuaHT CTHIIS
0JI0K):

Re: Vacuum Cleaners (Tema: [1buiecocsr)

Gentlemen! (I'ocniona, J>KEHTIBMEHBI)

When preparing each letter, experts recommend using the following
principle: “I will never have a next time to make an impression” (ITpu nox-
TOTOBKE KaXJO0r0 MUChMa CIEIUATUCThl PEKOMEHAYIOT PYKOBOJACTBOBATHCS CJie-
JTYIOIMM OPUHIUIIOM: «Y MEHSI HUKOT/Ia He OyJIeT BO3MOXHOCTH B CJICYIOIIHI
pa3 MPOM3BECTU BIEUYATICHUE ).

There are two main goals for any author: firstly, to convey the neces-
sary information; secondly, to create an image of the author (Ilepen nr0661M
aBTOPOM CTOSAT JBE OCHOBHBIE LI€TIU: BO-TIEPBbIX, JOHECTU HEOOXOAUMYIO UH(DOP-
Malliio, BO-BTOPBIX, CO3/1aTh 00pa3 (MMUJIK) aBTOPa).
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The text of the letter consists of 3 parts: introductory paragraph, the
main content, the final paragraph (Texct mucbMa COCTOMT M3 TpeX YacTew:
BBOJIHBIN a03all, OCHOBHOE COJICpKaHHE, ITOCTISTHIN a03aIr)

The introductory paragraph consists of 2-3 sentences. You should spec-
ify the reason for writing the letter, make a link to previous correspondence,
meeting or negotiations, and express a certain attitude (feeling of gratitude,
interest, pleasure) (Bognsiii ad3an cocrout u3z 2-3 npenanoxkenuit. Ciueayer
yKa3aTh MPUYUHY HANMCAaHMS MUCbMa, ClIeNIaTh CChUIKY Ha MPEAbIIYIIYIO Tepe-
MUCKY, BCTPEUy WJIM MEPETOBOPHI U BBIPA3UTh OMPEACICHHOE OTHOLIEHUE (UyB-
CTBO OJIar0JIapHOCTH, UHTEPECA, YIOBOJIBCTBHUS)).

It is recommended to address one issue in the main content
(Pexomenayercst pemuTh 0JIHY Ipo0JIeMy B OCHOBHOM KOHTEHTE).

In the final paragraph, the author of the letter summarizes what has
been said and expresses his intentions regarding the subject of the corre-
spondence. The following expressions may be used in this paragraph (B 3a-
KJIFOUMTEIbHOM a03alle aBTOp MUChbMa MOABOJUT UTOT CKA3aHHOMY M BbIpaKaeT
CBOM HaMEpeHHUs OTHOCUTEIBHO NpeaMera nepenucku. B sTtom abzame moryt
OBITh UCIIOJIb30BAHBI CIAEAYIOIINE BBIPAKEHUS):

1. We hope to establish profitable business relations with your com-
pany (MbI HajieeMcsl yCTAaHOBUTH BBITOJIHBIE JI€JIOBbIE OTHOIICHUS C Ballleld KOM-
MaHuen).

2. Welook forward to hearing from you soon (M&I ¢ HeTepriEeHUEM KIEM
BaIllero OTBETA B OJIMIKaHIIIee Bpemsi).

3. We look forward to trading with you to the mutual benefit of our
companies (MbI ¢ HETEpIIEHUEM KJIEM BO3MOXHOCTH TOProBaTh C BAMHU Ha B3a-
MMHOU BBITOJI€ HAIIIMX KOMITaHHI).

4. We would appreciate if you (could)... (MbI Obu1H GBI IPHU3HATEIBHBI,
eciu ObI BBI (CMOTJIN). .. ).

The final form of politeness is placed two intervals apart from the con-
tent of the letter. Phrases are most often used (Koneunas popma BexxIMBOCTH
pacroiaraeTcsi 4yepe3 JiBa MHTEepBaJia OT coJep:KaHus nucbMa. Yamie Bcero uc-
MOJIB3YIOTCS (hpasbl):

1. Yours faithfully (Mckpenne Bam).

2. Sincerely yours (this is used if you have met a person or have already
talked to them) (C yBaxkeHneMm (HCIOJIB3YETCS, €CIU Bbl BCTPETUIIN YEIOBEKA
WM YK€ pa3roBapHuBajIu C HUM)).

3. With love, Ever yours, All my love (this is how they address a friend
or relative) (C mo6oBbrio, Becerna Bam, Best most mo60Bp (Tak oOparrarores
K JIPYTY WU POJCTBEHHUKY)).

The signature is located on the right under the final form of politeness
(in the block style, it happens on the left). A signature usually consists of
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several elements, each of which is written on a separate line and is not sepa-
rated by a comma (ITognuce pacmosnaraercs cripaBa moj KOHEYHOU (hopmoi
BEKJIMBOCTH (B 0JIOYHOM CTHIIEe ObIBaeT cieBa). [loanmucy 0ObIYHO COCTOUT U3 He-
CKOJIBKUX 3JIEMEHTOB, KaX/Ibli U3 KOTOPBIX MHUILETCS HA OTAEIbHON CTPOKE U HE
pas3aensercs 3ansiaTon).

The most common is the following order (Hau6onee pacnpoctpaneHHbIM
SIBJIIETCSI CIICYIOIINI OPSIOK):

1) the name of the company on whose behalf the letter is written
(HauMeHoBaHUE 00111eCTBA, OT UMEHU KOTOPOTO HAIMMCAHO MUCHMO);

2) signature — handwritten in ink (moamuce — coOOCTBEHHOpYUHas, Yep-
HUJIAMU);

3) decryption of the signature (pacimudpoBka noanucu);

4) indication of the position of the person who signed the letter
(YKa3aHue JOJKHOCTH JIMIIA, TIOJIMKMCABILETO MHChMO).

Yours sincerely (Mckpenne Barr)

(signed) — (noonucw)

M. Green

General Manager (the position is indicated under the surname)

(I'enepanbHbBIN TUPEKTOP (IOKHOCTh yKa3aHa 1o haMUInei))

The lines in the signature are usually not separated by commas (Ctpoku
B MOJMKICH OOBIYHO HE Pa3/IECISIOTCS 3aMSThIMU).

If documents are attached to the letter, then the word Enclosure or Enc
is written in the left corner of the letter below the signature. If there is more
than one offer, then indicate their number (Eciu x nuceMy npuiararoTcs J10-
KYMEHTBI, TO B JIEBOM YTy IMChbMa MO NOANUCHIO nuiieTcs ciaoBo Enclosure nnu
Enc. Eciiu npunoXeHuil HECKOJIBKO, TO YKaXKUTE UX KOJIHYECTBO).

If copies of the letter are sent to other organizations, then you should
also link to this below the '"Applications" line (Eciu komuu nuchMa
HAIPaBJISIIOTCA B Ipyrue OpraHu3aluy, TO HA HEro TAaKKe CIEIYET AaTh CChUIKY
no ctpokoit «IIpunoxenus»).

Copy: ... ... or C.C.

The requirements for the texts of letters and all official documents can
be formulated as follows (TpeGoBaHus K TEKCTaM MUCEM M BCeX ODUITMATBHBIX
JIOKyMEHTOB MOYKHO C(hOPMYITHPOBATH CIACAYIOIIUM 00Pa3oM):

1) literacy (rpaMOTHOCTB);

2) accuracy, conciseness of wording (TOYHOCTb, KPaTKOCTb (POPMYJIMPOBOK);

3) neutral friendly tone (HeliTpanbHbINA JPYXKETHOOHBIN TOH).

Experienced business letter writers draft their letters, and then put
themselves in the recipient's shoes and ask questions (OnbITHBIE COCTaBUTENH
JIEJIOBBIX MMHUCEM COCTABJISIOT YEPHOBUKH CBOMX THCEM, a 3aT€M CTaBsT ce0s Ha
MECTO MOJIy4aTeNs U 3a4at0T BOIPOCHI):
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1. Does my message make sense? (Mmeet 11 Moe cooOrmieHre cMbIci?)

2. Is the tone and style chosen correctly? (IIpaBunbHO 11 BEIOpaH TOH
U CTWIb?)

3. Are there any words in the letter that can be misinterpreted? (Ectb
JIY B IUCbME CJI0BA, KOTOPbIE MOYKHO HEMPABUIIBHO UCTOJIKOBATh?)

When preparing a letter, the following sequence of actions can be recom-
mended (ITpu nmoaroroBke nmucbMa MOKHO PEKOMEHIOBATh CIEAYIOIIYIO MMOCIe-
JIOBAaTEIbHOCTD JICHCTBUN):

1. Determine the purpose of the written communication (Onpenenure
11eJ1b TUCHbMEHHOTO OOIICHUS).

2. Formulate a topic (Chopmynupyiite Temy).

3. Decide what you want to report about it (Pemute, 4To BBl XO0THUTE 00
ATOM COOOITHUTH).

4. Formulate the main idea of the text (ChopmynupyiiTe OCHOBHYIO
MBICJIb TEKCTA).

5. If necessary, develop your idea with arguments (IIpu Heo6xoaumMocTH
pa3BUBAITE CBOIO MBICIIb APTYMEHTAMH ).

6. Illustrate the main idea and arguments with the facts selected by you
(ITponmmocTpupyiiTe OCHOBHYIO MBICIIb W apryMEHThI BBIODAHHBIMH BaMH
bakramu).

7. Be sure to make a conclusion, conclusion or generalization (O6s3a-
TEJIbHO CJeNaiTe BBIBOJ, 3aKII0UCHNE I 0000IIECHHE).

8. In order for your document to have an aesthetic appearance, design
it in accordance with modern documentation rules. Show that you know the
culture of office work (Uto0sI Baul JOKyMEHT UMEJ 3CTETUYHBIN BU, 0QOPMHUTE
€ro B COOTBETCTBUU C COBPEMEHHBIMU MpaBUIaMU JOKyMmeHTauuu. [lokaxwure,
YTO Bbl 3HAKOMBI C KyJIbTYpPOil OpHCHON pabOThI).

When choosing a service letter style, it is advisable to (ITpu BeiOOpe
CTHJISL CITy>KE€OHOT'O MMChMa KENaTeNIbHO):

— write in first person (nucath OT IepBOro JIKIIA);

— avoid particularly formal expressions (136erath 0c060 hopMaTbHBIX
BBIPAKEHUM );

— show complicity and respect for the recipient (nposiBisiTh coyuactue
U YBOXECHHE K NOJIy4aTelto);

— do not mention the recipient's name often (He ymomMuHaTh 4acTO UM
10JIy4aTesis);

— avoid tautology (n36erath TaBTOJIOTHN).

Figures 4—-6 show examples of formatting the same letter according to
different rules (Ha pucynkax 4-6 npuBegeHbl npumepbl 0OpMIICHUS OJTHOTO
Y TOTO € MUChMa 10 pa3HbIM IIPaBUIIaM).
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COMPANY "Pilot" Head of the Association

Red str, 67, of Industrialists
PENZA, 440026 Mr. Ivanov I. N.
Tel: (8412) 666-745

Email: pilot@bk.ru Moscow street, 21

PENZA, 440006
20.12.2023 Ne34-18-175
To Ne from
About summing up the vear

Dear Mr. Ivanov!

The Pilot company invites you to a meeting on summing up the results
of the year. The meeting will take place in the conference room at the address:
str. Krasnaya, 67, 1st building (2nd floor). Date and time: December 25, 2023
at 15.00.

Please confirm your participation.

Yours sincerely

Head of Administration Detrou. F.I. Petrov

Cemenora Oarra HeanoeHa
(8412)566-786

Fig. 4. Sample letter from the Pilot Company,
drawn up according to Russian rules on angular letterhead
Puc. 4. O6pazen nucrma u3 kommnanuu «Piloty, cocTaBieHHBIN B COOTBETCTBUU
C POCCUMCKHUMM MPaBUJIAMH Ha YTJI0BOM (UPMEHHOM OJTIaHKe
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COMPANY "Pilot"

Red str, 67, PENZA, 440026
Tel: (8412) 666-745
Email: pilot@bk.ru

Head of the Association
of Industrialists
My, Ivanov [. N.

Moscow street, 21

PENZA. 440006

201220235 Ne34-18-175
To Ne from

About summing up the year

Dear Mr. Ivanov!

The Pilot company invites you to a meeting on summing up the results
of the year. The meeting will take place in the conference room at the address:
str. Krasnaya, 67, 1st building (2nd floor). Date and time: December 25, 2023
at 15.00.

Please confirm your participation.

Yours sincerely

Head of Administration Detrow. F.I. Petrov

Cenenora Oarera Heanoena
(8412)566-786

Fig. 5. Sample letter from the Pilot company,
drawn up according to Russian rules on a longitudinal form
Puc. 5. O0pazen nuceMa u3 komnanuu «Pilot», cocTaBneHHbIN B COOTBETCTBUU
C POCCUHCKHMMU MpaBUIIAMH Ha TPOJI0JIBHOM (PUPMEHHOM OJlaHKe
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COMPANY "Pilot"

67, Red str,
PENZA, 440026
Tel: (8412) 666-745
Email: pilot@bk.ru

Our index: 34-18-175
Your index:

December 20, 2023

Mr. Ivanov
Industrialists’ association
21 Moscow street

PENZA. 440006

Dear Mr. Ivanov!

About summing up the vear

The Pilot company invites you to a meeting on summing up the results of the
year. The meeting will take place in the conference room at the address: str.
Krasnaya, 67, 1st building (2nd floor). Date and time: December 25, 2023 at
15.00.

Please confirm your participation.
Yours sincerely
Petrov

Mr. Igor Petrov
Head of Administration

Fig. 6. Sample letter from the Pilot company,
drawn up according to international rules
Puc. 6. O6pazern nucbma u3 komnanuu «Piloty,
COCTAaBIICHHBII B COOTBETCTBUU C MEXKTyHAPOAHBIMU TTPABUIIAMH
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Practical part
(ITpakTruueckast 4acTb)

Study the theoretical part and complete all the exercises (I13yuute Teo-
PETUYECKYIO YacTh U BBIMOJIHUTE BCE YIPAXKHEHUS).

Exercise 1. Put the parts of a business letter in the correct order
(Pacnonoxkute yacTu A€I0BOrO MUChMa B MMPABUIILHOM TMOPSIKE):

FOOD MACHINES

6 Pine Estate, Bedford Road, Bristol,
UB28 12BP

Telephone 9036 174369 Fax 9036
36924

8 August 2011

James Dean, Sales Manager, Electro
Ltd, Perry Road Estate,
Oxbridge UN54 42KF.

Thank you for your letter. I am afraid that we have a problem with your
order Unfortunately, the manufacturers of the part you wish to order have advised
us that they cannot supply it until November.

Dear Mr. Dean,

I look forward to hearing from you.
Yours sincerely,

Sales Manager

Simon Tramp
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Exercise 2. Put the parts of a business letter in the correct order
(Pacnonoxkute yacTu AI0BOTO MUChMa B MPABUILHOM TMOPSIKE):

England

Black & Co Ltd
33Highroad
London NWI13ET

2023 February 28
Sweden

Geterberg 41803
Slotsberg 21

Miss Margaret Lindell

Thank vou for your letter dated February 19, 2023.

Dear Ms. Lindell,

[ am pleased to send you our brochures with detailed information about
organizing your holiday.

I look forward to your reply as soon as possible.
Chief Manager of Distribution Department
Yours sincerely

Fred Hendricks

Copy to M. Prier

Application:
Avenues
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Exercise 3. Complete a letter from the head of the Association of In-
dustrialists Ivanov L. N. to the head of the “Pilot” company, Petrov F. 1. with
the following text according to Russian and international rules (Odopmute
IMCBMO OT PyKOBOAUTEINS Accolranny npoMbluieHHUKoB MiBanosa 1. H. pyko-
BoguTeno komnannu «lIunor» IlerpoBy @. U. co cienyrommm TEKCTOM 1O poc-
CUHCKHMM M MEXTyHapOJHBIM IPABUIIAM).

Text of the letter:

Thank you for invitation. I confirm my participation in your meeting
dedicated to summing up the work in 2023. (Texct nucema: bnarogapio 3a
npurnamienue. [loareepxnaio cBoe ydactue B Baiem cobpanuu, OCBAIICHHOM
MI0JIBEJICHUIO UTOTOB padboThl B 2023 roxy).

You need to fill out a letter with all the necessary details, and come up
with the missing details. (Hy>xH0o oopMuth nmucbmMo co BceMu HEOOXOTUMBIMU
PEKBU3UTAMHU, HEJOCTAIOIINE PEKBU3UTHI — IPUYMATh).

For reference:

The Association of Industrialists is located in the city of Penza at
st. Moskovskaya house 21. Postal code 440006

(Jdms cripaBku: Accoluanys NpOMBIIUIEHHUKOB PACOJIOXKEHA B TOPOJIe
[Tense mo agpecy yia. MockoBckast 1om 21. [Touroserit unaexc 440006)

Control questions
(KonTposibHBIE BOIPOCHI)

1. What professional skills were taught in the first management schools
in the United States? (Kakum nmpodeccroHanbHbIM HaBbIKaM 00y4aiiu B IEPBBIX
mkonax ynpasiienus: B CIIA?)

2. Where were the first rules and forms of correspondence born?
(I'me poaunuch nepBbie IpaBmiia U (POPMBI IEPEMTUCKU?)

3. How quickly is it customary to respond to letters? (Kak 6bicTpo npu-
HATO OTBEYATh Ha MHChMa?)

4. How many and what styles of writing business letters do you know?
(CkoJIbKO M KaKue CTUJIM HalKMcaHus JIeJI0BbIX mruceM Brl 3HaeTe?)

5. What style of writing business letters is typical for Great Britain?
(Kakoii cTuibp HanMcaHus AEJIOBBIX MTMCEM XapakTepeH aisa BeaukoOputanun?)

6. How many intervals are business letters printed at? (Uepe3 ckoibko
MHTEPBAJIOB I1€YATAIOTCS JIETIOBBIEC MUChMa?)

7. What elements does the structure of a business letter include?
(Kakue snemMeHThI BKIIIOYAET B ce0sl CTPYKTypa JIeTI0BOro nuchma?)

8. Which parts can be highlighted in the text of a business letter?
(Kakue yacTtu MOKHO BBIACIHUTH B TEKCTE JEIOBOTO MUChMA?)



Practical work Ne 6 “Design of business cards”
(OdopmiieHHEe BUSUTOK)

Purpose of work (Ilens pa6otsl): learn the types of business cards and
the rules for their design (13yuuTh THIIBI BU3UTOK U IIPaBUIa UX OPOPMIICHUS).

Theoretical part
(Teoperuueckast yacTb)

Business cards came into use in our lives several centuries ago. (Buzur-
HbIE KQPTOYKHU BOILIX B 00MXO0/1 HAIIEH KM3HU €I11€ HECKOJIBKO CTOJICTUN Ha3a).

After so many years, they have changed greatly not only externally, but
also functionally. (ITo npomecTBUM CTONBKHUX JET OHU CUIIBHO BUJIOM3MEHUIIUCH
HE TOJILKO BHEIIIHE, HO U (DYHKITMOHAIILHO).

In the era of digital technology and the active use of social networks,
business cards remain a relevant and effective tool for business communica-
tion. (B smoxy nu@poBbIX TEXHOJOTUNA U aKTUBHOTO HCIIOJIB30BAHUS COIHATb-
HBIX CETEH, BUBUTHBIC KAPTOUKU OCTAIOTCS aKTyaldbHBIM U 3(()EKTUBHBIM HH-
CTPYMEHTOM BeJICHUS JIEJIOBOTO OOILIEHMUS).

Although contact information can be easily sent via instant messengers
or email, the traditional business card continues to hold its own. (Hecmotps
Ha TO, YTO KOHTAaKTHYIO MH(QOPMAILIUIO MOXKHO JIETKO OTIPABUTh YEPE3 MECCEH-
JUKEPBI WM 110 AJIEKTPOHHOM MOYTE, TPAAULIMOHHAS BU3UTKA MPOAOJIKAET yIaep-
KUBATh CBOU MO3ULIUN).

Today, business cards can be divided into (cerogHs BU3UTHbIE KAPTOUKH
MOKHO Pa3AeNNTh):

— official (personal) (nenoBas (mepcoHanbHas));

— individual (umenHas);

— corporate (KopriopaTuBHasi).

The most popular, of course, are official ones. (Cambie nonymisipHslie,
KOHEYHO K€, JCIOBBIE).

Official business cards are an essential attribute of modern business
communication. (/lesioBble BUBUTHBIE KAPTOUKHU — 3TO HEOTHEMJIIEMbIN aTpUOYT
COBPEMEHHOT0 JIEJIOBOT'O OOIIEHUS).

The first introduction usually begins with the exchange of business
cards (ITepBoe npeacTaBieHue, Kak MpaBUIo, HAYMHACTCS ¢ OOMEHA BUSUTHBIMU
KapTOYKaAMM).

They are of particular importance when communicating with foreign-
ers, people who do not speak your native language. (Oco6oe 3HaueHHe OHU
MMEIOT MPHU OOIIEHNUH C UHOCTPaHIIaMH, JIFOJbMHU, HE TOBOPSIIIIMMU HA BallleM PO/I-
HOM SI3BIKE).
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An officail business card should clearly indicate your last and first
names, the name of your company or organization and your position, full
mailing address and other information. (Ha nemoBoli BU3WTHOW KapTOYKe
JIOJDKHBI OBITh Y€TKO 0003HaueHbl Balld (pamMuiust U uMs (0OTYECTBO), Ha3BaAHUE
Baled (pUpMbI WM OpraHU3alMK U Ballld JOJKHOCTh, MTOJIHBIN MMOYTOBBIN aJipec
U IpyTHE CBEJICHMUS).

It is also quite appropriate to use the logo of your company or organi-
zation. (Ha Heii Taxke BIIOJIHE YMECTHO MCIOJIB30BaTh JIOTOTHUI Balle (hUPMBI
WJIM OpTaHU3alluu).

Government officials and deputies may have an image of the state flag
or coat of arms on their business cards. (Y rocynapcTBeHHbIX YNHOBHUKOB,
JIENyTaTOB Ha BU3UTHOM KAPTOUKE MOXKET HAXOJUThCA M300pa’keHue rocynuap-
CTBEHHOTO (hjara uiu repoa).

Business cards and the ability to use them are not only a means of in-
formation, but also evidence of the solidity and prestige of an entrepreneur.

(Bu3uTHBIE KAPTOYKH U YMEHUE UMU TOJIb30BATHCS — HE TOJIBKO CPEJICTBO
uH(OpMAaIUU, HO U CBHUJIETEIHCTBO COJIMIHOCTH W MPECTUKHOCTH TPEANPUHU-
MatTes).

However, in addition to beautifully designed and high-quality printed
pieces of paper, people forget or are completely unaware of the basic rules of
etiquette that should be followed when giving, receiving or sending business
card (OgHako MOMUMO KpacuBO O(POPMIICHHBIX U KAUECTBEHHO HaredyaTaHHBIX
OyMa’KeK JIFOJI1 3a0bIBAIOT WJIU K€ BOBCE HE 3HAIOT O 0a30BbIX MpPaBUIaX ITUKETA,
KOTOPBIE CIEAYET COOMI0aTh MIPU BPYUECHUH, IMOTYYEHUU WIIM OTIPABKE BU3UT-
HBIX KapTOYeK).

Rules for storing business cards

(ITpaBuiia XxpaHeHHs] BUBUTOK)

Business cards require careful storage to keep them in perfect condition.
(BusutHblEe KapTOUYKU TPEOYIOT aKKYpPaTHOIO XPaHEHHUs, YTOObI COXPAHUIIOCh X
HJIealIbHOE COCTOSIHHE).

Where to store business cards can vary for men and women based on
the typical accessories. (Mecta XpaHeHHs] BU3UTOK MOTYT BapbUPOBAThCS JJIS
MY>KUMH U KEHIIINH, OCHOBBIBASICh HA TUITUYHBIX aKceccyapax).

Business card are usually carried with them. (Buzutku o0bp19H0 HOCST
¢ coboii). Here are some suggestions (BoT HeCKOJIbKO TPEIIOKEHUI ):

For me (1151 Mmy>x4uuH):

1) Business card holder. (Busutnuua). This is a special accessory for
storing business cards. (JTo cnenuanbHBIN akceccyap s XpaHEHHUS] BU3UTOK).
In addition to practicality, it can also emphasize the status and style of its
owner (OH MOMUMO MPAKTHYHOCTH TAK)KE MOKET MOJAUYEPKHYTh CTATyC U CTHIIb
CBOETO BIAJIEINbIIA).
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2) Inner pocket of a jacket or suit. (BuyTpeHHuil kapMaH nujKaka Win
kocTioma) This is a good place to store business cards if you need to have them
on hand for a business event or meeting. (310 Xopo1iee MecTo ISl XpaHEHHUS
BU3UTOK, €CJIM BaM HYKHO UMETh UX MOJI PyKOU Ha JI€IOBOM MEPONPUITUU HIIH
BCTpeue).

3) Purse. (Iloptmone). This is the most obvious and convenient option
(910 Hambonee oueBHIHBIN U ynoOHBINM BapuaHT). Most wallets have special
compartments for business cards (boJbIIIMHCTBO KOIIEIHKOB UMEIOT CIICIIHAITb-
HBIE OTAEJICHUS 111 BUSUTOK).

For women (/{71 >)xeHIIUH):

1) Women's wallet. CKenckuii xomenek). As with men, this is the most
obvious and convenient option. (Kak u B cityuae ¢ Myx4nHaMu, 3T0 HauboJee
OYEBHIHBIN U YJIOOHBIN BapUAHT).

2) Business card holder. (Buzutauiia). Women also have the option of
using business card holders, which can be more elegant and graceful. (Y xen-
IIMH TaKX€E €CTh BO3MOXXHOCTh HCIOJIb30BATh BU3UTHULIBI, KOTOPBIE MOTYT OBIThH
0oJ1ee 2NeraHTHBIMU U U3SIIIIHBIMUA).

3) Bag. (Cymka). Most bags have compartments where you can store
business cards. (B 00JbIIMHCTBE CYMOK €CTh OTJEIEHUS, IJI€ MOKHO XPAHHUTh
BU3UTKH).

However, to avoid damaging them, it is better to use an additional case
or business card holder. (Onnako, 4ToOBI H30€XaTh UX MOBPEKICHUSA, JTyUIle
UCIIOJIb30BaTh JOMOJHUTENbHBIA YE€XO0JI UM BU3UTHHUILY ).

4) Trouser or dress pocket. (Kapman Oprok unu mnates). If your outfit
has pockets, they can be a convenient place to store business cards (Eciu
B BaIlleM Hapsje €CTh KapMaHbl, OHU MOTYT OBITh YJIOOHBIM MECTOM JIJIsi XpaHe-
HUSI BU3UTOK).

However, as with a bag, you should use an additional case or business
card holder to keep them safe. (OnHako, Kak U B ciydae ¢ CyMKOM, Ji UX CO-
XPaHHOCTHU CTOUT UCIIOJIb30BATh JOTOTHUTEIbHBINA YeXO0J UM BUSUTHUILY ).

It is important to remember that business cards should always be neat
and clean, so choose a storage location that will ensure their safety. (Baxuo
MOMHUTh, YTO BU3UTHBIE KAPTOYKHU JTOJDKHBI OBITH BCEr/la aKKypaTHBIMHU U YH-
CTBIMH, ITIO3TOMY BbIOMpANTE MECTO XpaHEHUs, KOTOPOE OOECIEUHUT UX COXpaH-
HOCTb).

Rules for presenting a business card

(ITpaBuiia BpydeHHsI BA3UTHON KapTOUKH)

Presenting business cards is not just a formality, but also an important
element of business etiquette. (BpyueHue BU3UTHBIX KapTOUYEK — ITO HE MIPOCTO
(GbOopMaNbHOCTh, HO U BaXKHBIHN 3JIEMEHT JIEJI0BOIO STUKETA).

The process of handing over a business card can demonstrate your
politeness, respect and professionalism. (Ilpouecc nepenaun BUBUTKA MOKET
JIEMOHCTPUPOBATH Ballly BEXKIIUBOCTh, YBAKEHUE U MPOHECCUOHATHI3M).
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Rules may vary by country and culture, but there are some general
guidelines. (IIpaBuiia MOTYT BapbUpOBaThCSl B 3aBUCUMOCTH OT CTPaHbI U KYJIb-
TYPBbl, HO €CTh HECKOJIBKO OOIIMX PEKOMEHIalUi):

1. Preparation. (Ilogroroska). Make sure you always have clean, neat
business cards on hand. (Y6eauTech, 4To y Bac Bcerja moJji pyKol eCTh YUCThIE,
akkypaTHble BU3uTKH). There should be enough of them for all intended meet-
ings. (X 10JXKHO OBITH JOCTATOYHO JUIsl BCEX MPEIOIaraeMbIX BCTPEY).

2. Time. (Bpewms). The business card is usually presented at the begin-
ning of the meeting or at the end, depending on the traditions in the particu-
lar country. (BusutHyio KapTouky OOBIYHO BpPYYalOT B Hauyaje BCTPEUM HWIIH
B KOHIIE, B 3aBUCUMOCTH OT TpaJMIIMil B KOHKpeTHOH cTpaHe). By all means,
hand out a business card when it seems natural and appropriate (B mo6om
cilyyae, BpyyalTe BUBUTKY, KOTJa 3TO KaKETCA €CTECTBEHHBIM U YMECTHBIM).

3. Presentation style. (Manepa BpyueHnusi). Present the business card
with both hands or with your right hand. (Ilogaiite BU3uTKY 060€rMHu pykamu
niu npasoil pykoii). This shows respect. (3To noka3siBaeT yBaxkenue). It is also
worth handing the business card facing the recipient so that he can immedi-
ately see the printed information (Ctout Takxe Bpy4aTb BU3UTKY JIMLIOM K TO-
Jy4aTento, YTOObl OH CMOT Cpa3y YBHJIETh HalleYaTaHHYIO UH(OPMAIIHIO).

4. Language. (SI3b1k). If you are in an international environment, it is
better to have business cards in several languages (Ecnu Bbl HaxoauTech
B MEXJIYHApOJHOM cpejie, TO Jy4llle UMETh BU3UTKUA HA HECKOJBKHUX SI3bIKAX).
In countries where hieroglyphic writing is used, it is better to hand out
a business card with hieroglyphs facing up (B crpanax, rae ucnosb3yercs
UEPOrTH(PUIECKOE MUCbMO, BU3UTKY JIyUllle Bpy4yaTh HEPOTIH(amMu BBEPX).

5. Accepting a business card. (Ilpuem BuzuTkr). When you are given
a business card, accept it with both hands as a sign of respect. (Korzna Bam
BpPYUalOT BU3UTKY, IPUHUMANTE ee 00eMMH pyKaMu Kak 3HaK yBakeHus). Read
the information on the business card before putting it away. (Ilpoutute un-
dbopmarro Ha BU3UTKE, MIpexe 4eM yopats ee). Don't put your business card
directly into your pocket or bag — this may be considered disrespectful. (He
3aCOBBIBAWTE BU3UTKY Cpa3y B KAPMaH UJIM CYMKY — 3TO MOXET OBITh PACLEHEHO
KaK HEYBaO)KECHUE).

6. Storing business cards. (Xpanenue Bu3utok). Do not write on a busi-
ness card in the presence of its owner, unless he himself asks you to do so.
(He nummute Ha BU3UTKE B IPUCYTCTBUM €€ BJaJEIIblia, €CIIU TOJIBKO OH CaM Bac
00 3ToM He nomnpocui). Store received business cards in a business card holder
or other neat place. (XpaHure noxyyeHHble BUSUTKU B BUSUTHUIIE WIH APYrOM
aKKypaTHOM MECTE).

By following these guidelines, you can demonstrate your politeness and
professionalism when exchanging business cards. (Cnemnys 3TuMm ipaBuiiaM, BbI
CMOETE JEMOHCTPUPOBATH CBOKO BEXKIIUBOCTD U MPO(ECCHOHAIN3M IIPU OOMEHE
BU3UTKAMHU ).
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Practical part
(ITpakTHueckast 4acTb)

In accordance with your option, prepare three business card designs
for yourself (B coorBeTcTBUU ¢ Bammm BapuaHTOM MOATOTOBBTE JUIsl CeOsI TPO-
€KThl TPEX BUZHUTOK):

a) Official (personal) (/lenoBas (nepcoHanbHas));

b) Individual (Mmennas);

c¢) Corporate (Kopnoparushas).

Option (Bapuanr) 1

You are a sales manager in the company (Bbl — MeHeKep 10 Ipogaxam
B KOMIIAHUH):

Company name — Black & Co Ltd

Company address: 33, Highroad, London, England, NWI13ET

Official phone number of the company: 020 4567 3456

Option (Bapuanr) 2

You are a system administrator in the company (Bbsl — cucremubiii
aIMUHUCTPATOP B KOMITAHUH):

Company name — Hutson High-tech Inc.

Company address: 59, Green Ave. Chicago, Illinois, USA

Official phone number of the company: +7 10 234 58 90

Option (Bapuanr) 3

You are a programmer in the IT-company (Bb1 — nporpammuct B UT-
KOMITaHHH ):

Company name — Industrialists association

Company address: 21, Moscow str., Penza, 440006, Russia

Official phone number of the company: (8412) 45-67-89

Option (Bapuanr) 4

You are the project manager in the company (Bbl — pykoBoauTesnb
IIPOEKTA):

Company name: Corona Ltd

Company address: 340, Calle Lavalle, Madrid, Spain

Official phone number of the company tel. 695403; fax 6954589

Option (Bapuanr) 5

You are the web and multimedia application developer in a company
(Be1 — Pazpabotunk Web 1 MyIbTUMETUHHBIX TPUITOKEHUN ):

Company name — United Processing Machines Ltd,

Company address: 181 South Road, Dublin, Ireland

Official phone number of the company: 021 3467 5956
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Option (Bapuanr) 6

You are the Information security specialist in information systems in
the company (Cnenuanuct no 3amurte UHGOpMAUMU B MHGOPMALIMOHHBIX
CHUCTEMax):

Company name — Vesteria Ltd.

Company address 142, South Road, London, SW 16 4QX, England.

Official phone number of the company: 020 7467 7956

Option (Bapuanr) 7

You are the Testing specialist in the field of information technology in
the company (CrenuaJiucT MO0 TECTUPOBAHHUIO B 00JacTH MHGOPMAIMOHHBIX
TEXHOJIOTHH):

Company name — New Tech Publications

Company address: 454 Liberty Road,) Philadelphia, PA 19145, USA

Official phone number of the company: +7 10 345 98 80

Option (Bapuanr) 8

You are the Database Administrator in the company (Aamunuctparop
0a3 TaHHBIX):

Company name — Wilson & Company Ltd.

Company address: 5, Wimbledon Road, Toronto, Ontario, M4D 2V8,
Canada

Official phone number of the company: +7 11 845 95 70

Option (Bapuanr) 9

You are the Head of Software Development in the company
(PykoBonutens pazpabOTKH MPOrPaMMHOIO 00ECIIEUEHHUS):

Company name — Paul Center

Company address: 115, Irvin Lane, Dallas, Taxis, 75201, USA

Official phone number of the company: +7 10 217 78 33

Option (Bapuanr) 10

You are the Information systems quality control specialist in the com-
pany (CnenuaiucT mo KOHTPOJIIO KauecTBa HHPOPMALIMOHHBIX CUCTEM):

Company name — Smith Printing Company

Company address: 590, Sixth Avenue, Milwaukee, WI53216, USA

Official phone number of the company: +7 10 217 78 33

Control questions
(KonTpoJsibHbIE BOIPOCHI)

1. What role do business cards play in business communication? (Ka-
KYIO POJIb UTPAIOT BUBUTKH B J€JIOBOM OOIIEHUN?)

2. What groups can business cards be divided into? (Ha xakue rpynmsi
MOKHO Pa3JeIUTh BUBUTHBIE KAPTOUKU?)
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3. What should be included in official business card? (Uro nomxHO ObITh
0003HaYEHO Ha JIeTTOBOM BU3UTHON KapTOUKe?)

4. What rules for storing business cards do you know? (Kakue npasuna
XpaHEeHMs BUBUTOK Brl 3HaeTe?)

5. What rules for presenting an official business card do you know?
(Kakue nmpaBuiia BpyueHUs BU3UTHOM KapTouku Bel 3HaeTe?)



Practical work Ne 7 “Office phone conversation”
(CnyxeOGHbIN pa3roBop 1o tesjaedoHy)

Purpose of work (Llens paGoTsi): master the basic techniques of con-
ducting a business conversation on the phone (ocBouTh 6a30BbIe IPUEMBI Be-
JIEHUS CITYKE€OHOTO pa3roBopa 1o teyiedony).

Theoretical part
(Teoperuueckas 4yacTh)

Why do you need to improve your phone conversation skills? (3auem
HY>KHO COBEPIIIEHCTBOBATh MaCTEPCTBO Oece/ibl o Tenedony?)

A reasonable question. (Pe3oHHBIN Bompoc).

Each of us will consider himself absolutely right if he asks himself and
his friends or colleagues (Kaxxp1it u3 Hac OyeT cuutaTh ce0si COBEpIIEHHO TTpa-
BbIM, €CJIM CIPOCUT cebsi, cBoux apy3ed min kouier): “Why? I already know
how to speak; Is there any special skill in telephone conversation?” («3auem?
S 1 Tak yMer0 TOBOPHUTH; pa3Be €CTh KaK0e-TO 0c000e MacTepCTBO TeIe(HOHHOTO
pasroBopa?»)

Indeed, modern people already know how to use this type of commu-
nication at the age of three. (/leiicTBUTENBHO, TT0JIH30BATHCS ITUM BHJIOM CBSI3H
COBPEMEHHBIC JIIOAM YMEIOT yKe B TpexjeTHeM Bo3pacte). And they communi-
cate very successfully not only with their grandparents, but also with their
colleagues in the secondary kindergarten group. (1 BecpMa ycnemno o6mia-
I0TCS HE TOJBKO C 0a0yIIKOW AeTYyIIKOM, HO M CO CBOMMHM KOJUIETaMHU MO CPEAHEH
JIETCaI0BCKOM rpymre).

The set of words for such a conversation is small, but it is quite enough
to maintain happy confidence in the warmth and love of the surrounding
Universe. (Habop cioB Takoro pasroBopa HEBEJIUK, HO €ro ObIBACT BIIOJIHE J10-
CTaTOYHO, YTOOBI COXPAHUTH CUACTIUBYIO YBEPEHHOCTH B TEIIOTE U JTIOOBU OKPY-
)Karorei Beenennoit).

With age, problems discussed over the phone become more complex,
but the set of words remains almost at the same level (C Bo3pactom npo6inemsl,
obcyxkmaempie 0 TenedoHy, YCIOKHIIOTCS, a HA0Op CIIOB OCTAaeTCs MOYTH Ha
TOM K€ YPOBHE).

Exaggeration?! (IIpeyBennuenue?!) Not at all. (Huuyts.). Here is a doc-
umentary recording of a conversation between a novice agent (who does not
know how to conduct a telephone conversation) and the manager of a real
estate company. (Bor nokymeHTanbHas 3anuch Oeceibl HAUMHAIOIIETO areHTa
(KOTOpPBI HE yMeeT BeCTH Tele(OHHBIN pa3roBop) ¢ MEHEHKEPOM (PUPMBI 1O
ONEepaLUsIM C HEIBHXKUMOCTBIO).
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“Agent: Hello, is this a company? Well, I'm coming to work with you.
(«Arent: Ane, ato pupma? Hy, g k Bam Ha paboty). Manager: Good afternoon.
Very nice. Introduce yourself. (Menemxep: {oOpbiii neHs. O4yeHb MPUSTHO.
[IpencraBpTeCh, MOKATYHCTA).

Agent: I need these same ones, what’s their name... (ArenT: MHe HyXHbI
9TH caMble, HY KaK HuX...)

Manager: Please, let's get acquainted first, introduce yourself, please.
(Menemxep: byasTe n00phI, 1aBaiiTe MO3HAKOMUMCS JJIsl Hadala, MpeCTaBb-
TECh, MOXKATYyICTA).

Agent: So, give me this one. Damn, I forgot... (pause). Now (pause).
Yeah! (joyful cry) Wow! Database! (Arenr: Tak BoT, qaiiTe MHE 3TOT CaMblil.
Uept, 3a0bu1... (may3a). Ceiiuac (maysa). Ara! (pamgoctHbeiii Bomiib) Bo! baHk,
JTAHHBIX )

Manager: Still, state your first and middle name. Let's get to know each
other. My name is Nikolai Ivanovich. Menemxep: Bece-taku HazoBute Baiie
uMs oTyecTBO. byem 3Hakombl. Mens 30ByT Huxonait lMiBanoBuu.

Agent: Why do you need it? I have no time here. Well, Sasha. Give me
some clients, I’ll go sign the contract, I’ll still have time before the end of the
working day today.” (Arent: A Bam 3auem? Mue Tyt Hekorga. Hy, Cama.
JlaBaiiTe KJIMEHTOB, S MOMIY IMOANMCHIBATH JOTOBOP, CETOAHSA €IIE YCIICH 10
KOHIIa pab0Yero JH).

Let's interrupt the quote and do a little debriefing. (IIpepem mutaty
U cjieraeM HeOOoJIBIION «pa30op MOJIETOBY ).

The grade for such a “business” conversation can be given no more
than a grade two. (OnieHKy 3a TaKoH «JI€JIOBOM» pa3roBOp MOXKHO ITOCTaBUTh HE
6onee mkonbHOM ABOMKK). Which mistakes? (Kakue ommbOku?) They are liter-
ally in every phrase of the novice agent Sasha. (Ouu OykBanbHO B KaXKIOM
dpa3ze naunHaromero arenra Carim).

Here are some of them (BoT HekoTOpBIE U3 HUX):

— words of greeting were forgotten (Ob17111 320BITHI CJIOBA IPUBETCTBHS);

— Sasha gave his name only after persistent requests from the manager
(cBoe ums Carria Ha3BaJ TOJBKO MOCJI€ HACTOMUUBBIX MMPOCKO MEHEKEpa);

— the content of the key phrase “data bank” is most likely incompre-
hensible to the agent (conep:kanue KI0UEBOr0 CIOBOCOUETAHUS «0aHK JAHHBIX)
JUTSl areHTa SIBJIIETCS HETIOHSATHBIM, CKOPEE BCET0);

— speech is filled with so-called “verbal garbage”: well, what’s their
name, wow, yeah, these same ones, damn (peur HamoJIHeHa TaK Ha3bIBAEMbBIM
«CIIOBECHBIM MYCOPOM»: HY, KaK UX, BO, ara, 3TU CaMble, 4epT);

— in the final phrase of the quote there is the most serious mistake,
which indicates the agent’s unprofessional approach to his work (B 3axkntoun-
TeIbHOM (hpase IUTAThI camasi cepbe3Hasi OmrodKa, KOTOpasi TOBOPUT O Henpodec-
CHOHAJILHOM MOJIX0/ie areHTa K cBoei padote). Self-confidence in the fact that
two hours before the end of the working day you can find a client and sign
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a deal will not lead to success (CamoyBepeHHOCTb B TOM, YTO 3a JiBa 4aca J0
OKOHYaHUS paboyvero HA MOXHO HaWTH KJIIMEHTA U MTOJAINKCATh JOTOBOP O CHIETIKE,
HE MIPUBEJIET K yCIEXY).

If the same mistakes occur in your business conversations, then failures
will occur quite often. (Ecnu Takue e ommOku OyayT B Bammx nemoBeix Gece-
Jax, TO HeyJauu OyAyT BCTpeyaThCsl JOBOJBHO YaCTO).

There are some rules to keep in mind regarding telephone conversa-
tions. (HeoOxo1MMO MOMHUTE O HEKOTOPBIX MpaBUiaX, CBSI3aHHBIX C TeaedOH-
HBIMH Pa3roBOpPamMu).

1. Answer the phone call (especially at work) immediately. (Ha Tene-
(dhoHHBII 3BOHOK (0COOCHHO Ha pabOTE) OTBEUANTE Cpasy).

2. Don’t forget to say hello on the phone and only make a request. (He
3a0bIBaiiTe 30POBAThCS MO TeaedOHY U JIMIIb 3a TeM 00palaThCs ¢ MPochOoi).
The caller is obliged to identify himself if, without finding the person he
needs, he asks to convey some message to him. (3Bonsiuuii 00s13aH Ha3BaTh
ce0s1, eciy, He 3aCTaB HY>KHOT'O €My YeJIOBEKa, MPOCHUT NepeiaTh eMy KaKoe-Hu-
OyZlb COOOIIIEHHE).

3. Do not dial a number from memory if you are not sure of its correct-
ness. (He naOupaiite HOMep 1o MaMsTH, €CJIK HE YBEPEHBI B €r0 MPABUILHOCTH).

4. Do not make phone calls in the morning before 9:00 or in the evening
after 22:00 (except for urgent messages or if you know for sure that your call
is expected and you did not go to bed). (He 3Bonutre no tenedony yrpom a0
9:00 yacoB unu Beuepom mnocie 22:00 gacoB (Kpome CiIydyaeB CpOYHOTO cO00IIIe-
HUS WIM €CJIM BBl TOYHO 3HAETE, YTO BAIIETr0 3BOHKA JKIYT U HE JIETJIM CHATh)).

5. If during a conversation the phone accidentally turns off, the person
who called will call back. (Eciu Bo Bpems pa3roBopa TenedoH ciry4aitHO OTKITIO-
YUJICS, IEPE3BAaHUBAET TOT, KTO 3BOHUII).

6. It is always advisable to introduce yourself if you are calling a mar-
ried woman or a married man. (Bcerna sxenaTtenbHO IpeACTaBISATHCS, €CIIH BbI
3BOHUTE 3aMY>KHEW KEHIMHE WA KEHATOMY MYKUHHE).

7. Never ask at the beginning of a conversation: “Who is speaking?”
(Hukorga B Hauase pa3roBopa He crpaimuBath: «KTo roBoput?»).

8. If the caller has the wrong number, answer politely. After all, more
often than not, it is not the person who is at fault, but the automation. (Eciu
3BOHMBIIHK OIIMOCS HOMEPOM, OTBEUANTE BEXIIMBO. Bep yale ObiBaeT BUHOBAT
HE YEJIOBEK, a aBTOMATHKA).

Three magic words that are often missing from our speech — “sorry”,
“please” and “thank you” — are especially useful during telephone conversa-
tions. (Tpu 4y10AEICTBEHHBIX CJIOBA, KOTOPBIX YaCTO HE XBAaTAET B HAIIEH peuH, —
KU3BUHUTEY, «IOKATYHCTa» U «Cracubo0», — 0COOEHHO MOJIE3HbI MU TenedoH-
HBIX Pa3roBopax).

Telephone conversations should be as short, calm and polite as possi-
ble. (PazroBop no TenedoHy JOKEH MO BO3MOXKHOCTU ObITh KPATKUM, CHOKOM-
HBIM U BEXKJIUBBIM).
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And one last thing. Even if you are offended by something and very
angry, please refrain from shouting and threatening on the phone, try to be-
have correctly. (1 nocnennee. /laxxe eciu Bbl 4eM-TO OOMIKEHBI 1 OY€HB pa3rHe-
BaHbl, BO3JIEPKUTECH, MOKATYHCTA, OT KPUKOB U YIpo3 Mo TenedoHny, nocrapai-
TECh BECTHU ce0s1 KOPPEKTHO).

The telephone offers at least 6 advantages over written means
of communication (telegrams, telex, and postal correspondence). (Tenedon
MPEACTABISAET MO KpailHEN Mepe IEeCTh MPEUMYIIECTB IO CPABHEHUIO C MUCHMEH-
HBIMU CPEACTBAMH KOMMYHHUKALIUH (TEJIErPaMMBbl, TEJIEKC, TOYTOBAast KOPPECIIOH-
JICHIINS)).

1. Speed of information transfer (time gain). (CxopocTh nepegauu UH-
dbopmarnuu (BEIMTphITI Bo BpeMeHH)). It is often possible to obtain the necessary
information directly at the workplace, and this does not require postponing
any activity. (YacTo MOXHO HETIOCPEACTBEHHO HAa pab0OYeM MeCTe MOJIYUUTh He-
00xoauMyt0 UHGOPMAIIUIO, U ISl 3TOTO HE MOTPEOYyeTCsl OTKIAbIBATh KaKYIO-
100 JIeITCIIBHOCTD).

2. Direct exchange of information (advantage of dialogue). (Henocpen-
CTBEHHBIM 0OMeH mHpopMmanueit (mpeumyiectBo auanora)). Thanks to direct
communication, it becomes possible to immediately clarify relevant issues
and reach an agreement. (biarogaps npsiMmoli CBSI3M BO3HUKAET BO3MOXKHOCTD
Cpa3y BBISICHUTH COOTBETCTBYIOIIUE BOIIPOCHI U JOCTUYDL JOTOBOPEHHOCTH).

3. Personal connection (advantage of contact). (Ilepconanbnas cBs3b
(mpeumytiecTBO kKoHTakTa)). If you want to get something out of your partner
by talking on the phone, you are in a better position and are more likely to
have the opportunity to challenge excuses and objections than when you have
already received a refusal in writing. (Eciiu Ber xotute yero-tro 1o0uThcs ot
CBOETro MapTHepa, pa3roBapupas no tenedony, Bol HaxonuTech B TyyIiei mo3u-
IIMA U CKOpEe MMeeTe BO3MOXKHOCTb OCIIOPUTH OTTOBOPKH U BO3PaXKEHUS, UYeM
Korja Bbl y)ke moJy4uiiv OTKa3 B MUCbMEHHOM BU/IE).

4. Possible disagreements can be resolved immediately. (Bo3moxHbie
pasHorjacus MOTYT OBITh yperynupoBaHbsl Heme ieHHO). Thus, the possibility
of a successful transaction over the phone is much higher than when using
letters for this purpose. (Takium 00pa3oM, BO3MOXKHOCTb ycIleXa CIENKH IO Te-
nedhOoHy HAMHOTO BHIIIIE, YEM MPU UCTIOJIB30BAHUY JIJIS ATHX I1eJIeii 0OMEeHa TUCh-
MaMH).

5. Reduced paper turnover (less labor costs). (Coxpamienrne 6ymaroo6o-
poTa (MeHbIIIe 3aTpaT Tpyaa)).

Using a telephone often makes it easier or faster to solve complex prob-
lems. (C nomoibio TesegoHa 3a4acTyr0 00JIETYAETCA WM YCKOPSIETCS PEIlICHHE
cnoxubix mpodneM). The advantages of the telephone become especially clear
with an integrated approach to the matter. (IlpenmymectBo Tenedona crano-
BUTCSI OCOOCHHO HArISHBIM IIPU KOMILIEKCHOM MOAXOJE K JIETY).
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Practical part
(ITpakTruueckast 4acTb)

I. Do the following exercise (Brinonnure cinenytoiee ynpaxHeHUe).

Below are phrases that were said to the clients (Huxe npuBonsarcs
(bpa3bl, KOTOpbIE ObLIN CKAa3aHbl KIIUEHTaM).

Read each phrase and answer the question (ITpoutuTe kaxmyo dpasy
Y OTBETHTE HA BOMNPOC):

What impression does a person who hears this phrase have about the
company? (Kakoe BneuatieHue o Gupme CIOXKUTCS y YEJIOBEKa, KOTOPBIN CIIbI-
HIUT 3Ty ppaszy)?

If you think that the impression will be positive, put a plus sign next to
the phrase; if negative, put a minus sign. (Eciiu Bol cunraete, 4To BrieuatieHue
OyJleT MOJOKUTEIIbHBIM, MOCTABLTE MPOTUB (Ppa3bl 3HAK «IUTKOC» €CJIU OTpHUIla-
TEJbHBIM — 3HaK «MUHYC).)

1. A signal sounds on the phone; the employee takes the phone and
says: “Good morning, Pilot Firm, Igor Smirnov is on the phone, how can I
help you? (3Byuut curnan Ha TenedoHe, COTpYAHHUK OepeT Tee(OoH U TOBOPUT:
«dobpoe ytpo, Gupma «Ilunoty, y Tenedpona Urops CmupHOB, uem mory Bam
MIOMOYb?)

2. In response to a client’s question over the phone, the employee says:
“Sorry, I don’t do this. You need to call the order department” (Ha Bomnpoc
KJIMEHTA 10 Tene(oHy COTpYTHUK TOBOPUT: «3BUHUTE, S 3TUM HE 3aHUMAIOCh.
Bam Hy>XHO MO3BOHUTH B OTJIEI 3aKa30BY»).

3. In response to a client’s question over the phone, the employee says:
“Mrs. Danilova came out. Should I give her anything?” (Ha Bonpoc kiuenra
1o TenedoHy coTpyaHuK roBopuT: «I ocnoxka J[arwmiosa Beimuia. Eit uto-HnOy b
nepenaTb?»).

4. Final phrase in a conversation with a client: “Thank you for your or-
der”. (3axmounTtenbHas Gppasa B pasroBope ¢ kiareHTom: «Cracnbo Bam 3a 3akasy).

5. In response to a client’s question over the phone, the employee says:
"1 don’t work in this department, so I can’t help you with anything.” (Ha Bo-
IPOC KJIMEHTA M0 TeNePOHY COTPYAHUK TOBOPUT: «5 He paboTaro B 3TOM OTJETE,
MO3TOMY HHYEM He MOTy BaM moMouny).

6. A signal sounds on the phone, the employee takes the phone and says:
“Good morning, service department”. (3Byuut curtai Ha TenedoHe, COTPY/I-
HUK OepeT TenedoH u roBoput: «Jlodpoe yTpo, oTen o0CTyKUBAHUS ).

7. In response to a client’s question over the phone, the employee says:
I really don't know why our employee didn't call you back. Have you tried
calling him again yourself?” (Ha Bonpoc kiuenTta no tenegoHy coTpyaHHUK ro-
BOPUT: «S NEHCTBUTENBHO HE 3HAK0, MOYEMY HaIll COTPYIHHUK HE NEPE3BOHUII
Bam. A Bsl He mpoOoBaiu caMu MO3BOHUTH MY elle pa3?»)
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8. The employee after a pause says (CoTpyaHUK mociie may3bl TOBOPUT):
«Sorry I kept you waiting so long. (M3Bunute, uto s 3actaBuil Bac Tak qoiro
x71ath). I'm sure we can solve your problem right now. (5 yBepeH, 4T0O MbI
CMOXKeM pemuTh Bamry npobnemy npsmo ceitvac). So, what happened to you?”
(Mtak, yto y Bac cinyunnocs?)»

9. In the middle of a conversation it sounds (B cepenune pasroBsopa 3By-
yuT): «Let me look at your order again (Ilo3BosibTe enie pa3 nocMorpeTs Bamn
3aka3). I want to make sure we didn't miss anything. (I xouy ybenurbcs, 4To
MBI HUYETO HE MPOITYCTUIIN ).

10. On the table there is a receiver taken from a landline telephone
(probably they went to call someone to answer the phone). (Ha crosne nexur
TpyOKa, CHATas CO CTAIlMOHAPHOTO TenedoHa (HaBepHOE, MOILIN KOTO-TO 3BaTh
k Tenedony)). An employee walks by, picks up the phone and asks, “Who are
you waiting for?” (Mumo uaer corpyaHuk, 0epeT TpyOKy u crpammBaet: «Koro
Bui xnere?»)

11. Final phrase in a conversation with a client: “Thank you for call-
ing” (3axmounTtenbHas ¢pasza B pa3roBope ¢ KiIueHToM «Cracu6o 3a 3BOHOKY ).

12. In response to a client’s question over the phone, the employee says:
(Ha Bompoc knuenTta no tenedony corpyaauk ropoput): “Mr. Kowalski, I’m
sorry that they sent you the wrong material. (I'ocioqun KoBanbckuii, n3Bu-
HUTe, uTo Bam npucnanmu ve Tot Marepuan)». «But I wrote down the order as
soon as you gave it to me». («Ho s 3anucan 3aka3 cpa3y ke, kak Bel MHE ero
nepeanmy).

I1. Analyze responses to the clients (IIpoanaiusupyiite 0OTBETHI KIIMEHTOB).

Explain why you put a minus or a plus when doing the exercise. (O6bsic-
HUTE, ToyeMy Bbl MOCTaBUIIM MUHYC WM ILTIOC MIPU BHITIOJHEHUN YIPAKHEHUS ).

List (describe) the mistakes that were made in conversations with cli-
ents. (Ilepeuncnure (onummTe) OMMUOKH, KOTOPBIE OBUTH JOMYIIEHBI B Pa3roBOpe
C KJINCHTaMHU ).

II1. Specify the correct answers from the suggested options. (Ykaxure
MpaBUJIbHBIE OTBETHI U3 MPEIJIOKEHHBIX BAPUAHTOB):

What words and phrases are strictly not recommended to be said over
the phone when talking with a client? (Kakue cioBa u ¢passl kKaTeropudecku
HE PEKOMEH/IYEeTCsl TPOU3HOCHUTH 1O TeIe(POHY MPH pa3roBOpe ¢ KIUEHTOM?)

1. I don't know (S He 3Ha10).

2. “We can’t do this” (MbI He MOXKEM 3TOTO ClIEJAaTh).

3. “No” (Her).

4. “It takes me 2 minutes to find the information I need. Can you wait?”
(«MHe TpebyeTcsi 2 MUHYTBI, YTOOBI HAUTU HYKHYIO MHE HHGOpMaiuio. Ber mo-
YKETE MOJA0KAATh?»)
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Control questions
(KonTpoJsibHBIE BOIPOCHI)

1. Why is it important to improve your telephone conversation skills?
(3auem HYKHO COBEPIIIEHCTBOBATh MACTEPCTBO Oeceapl 1o Tenedony?)

2. List the basic rules of telephone conversation. (Ilepeuncnure ocHOB-
HbI€ MMPaBUJIa TEIEPOHHOIO Pa3roBopa.)

3. What words are especially useful in telephone conversations? (Kaxue
CJIOBa OCOOEHHO MOJIE3HBI MPHU TeIePOHHOM pasroBope?)

4. List 6 advantages the telephone offers over written communication.
(ITepeuncaute 6 MpeuMyIIeCcTB, KOTOpPbIE MPEAOCTaBIsAET TeledOH MO CpaBHe-
HUIO C MTUCbMEHHBIMU CPEACTBAMH KOMMYHHUKAIIWH. )

5. Are the rules for speaking on a landline and a mobile phone differ-
ent? (Paznmuuarorcst mu mpaBuiia pa3roBopa 1o CTalMOHAPHOMY M MOOMIBHOMY
Tenedony?)
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Brumanuto asmopos!

WznatensctBo [1I'Y BhimyckaeT yuyeOHYI0, HAYUHYIO M XyI0KECTBEHHYIO JIUTEPATYPY,
MPE3CHTALMOHHYIO U aKUIUACHTHYIO IPOAYKIIHMIO, & TAK)KE MOJHOIBETHBIE IOOUIICHHBIE U Me-
MopuanibHble u3nanus B cootBerctBun ¢ 'OCT 7.60-2003.

N3parensctBo [1I'Y npuHUMaET K M3AaHUIO PYKOIMKCH, MOJTOTOBJIEHHBIE C HCIIOIb30-
BaHHEM TeKCTOBOro penakropa Microsoft Word for Windows Bepcuii 2003 u Bbime. ®opmar —
A4, ocaoBHoi mpudT — Times New Roman, 14—16 pt uepes onuHapHbIi HHTEpPBAT (MUHIMAITb-
HBII pa3mep mpudra B Tabnumax u cHockax — 12,5 pt). Tun ¢aiina B anexTpoHHOM Buze — doc,
docx.

PaGora nomxkHa conepkath unaekc Y JIK, anHoTarmro.

Annoramusi ('OCT 7.86-2003, TOCT 7.9-1995) BxitouaeT XapaKTepUCTUKY OCHOB-
HOU TeMbI, TPoOIeMbl 00BEKTA, LI PA0OTHI U €€ Pe3ysIbTaThl. B aHHOTAIMK yKa3bIBAIOT, YTO
HOBOT'0 HECeT B ce0e TaHHBIN JOKYMEHT B CPABHEHUHU C JPYTHUMHU, POJCTBEHHBIMH IO TEMATHKE
U LIEJIEBOMY Ha3HAUEHHUIO. AHHOTALUsl MOXKET BKJIIOYaTh CBEACHMSI O JIOCTOMHCTBAX IPOU3BE-
neHus. TeKcT aHHOTaluKu Ha4uMHAIOT Gpa3oil, B KOTOpOi chopMyIMpoBaHa TJIaBHAs TeMa J0-
KyMEHTa. 3aKaHUYMBACTCsI aHHOTAIHMSI YUTATEIBCKUM aJIPECOM.

Pucynku u Ta0amMubl JOJKHBI OBITH pa3MEIEeHbl B TEKCTE MOCIIE CChUTKH Ha HUX (pacT-
POBbIE PUCYHKH NPEIOCTABISAIOTCS B BUAE OTAEIbHBIX (paiiinoB B popmare jpg, BMP ¢ paspe-
menueM 300 dpi, BekTopubie pucyHku B popmate Corel Draw ¢ MHHMUMaNbHOM TOJIITUHOMN
munauu 0,75 pt. PUCYHKHM JOTKHBI OBITH JOCTYTIHBI 1715 IpaBKH ! ). PUCYHKHU JOKHBI COIPOBOXK-
JaThCsl IOJPUCYHOUHBIMH TOAMKUCSIMH, Ha BCE PUCYHKH M TaOJHIIBI B TEKCTE JOJIKHBI OBITH
CCBUIKH.

@opmyJibl B TEKCTE BBITOTHIIOTCS TONBKO B penaktope dopmyn MathType Bepcusi
5.0 u BoIiie. CUMBOJIBI TPEUECKOTO M PYCCKOTO alaBUTa JODKHBI ObITH HAOpaHbI MPsMO, He-
YKUPHO; JIATUHCKOTO — KYPCHUBOM, HEKHUPHO; 0003HAUEHHS BEKTOPOB M MAaTpHIl — MPSIMO,
XKHUPHO; HUGPBI — MPSIMO, HEKUPHO. HauMeHOBaHMS XMMHUYECKUX 3JIEMEHTOB HaOHMparoTcs
MPSIMO, HEKUPHO. DTH K€ TpeOOBaHUSI HEOOXOAMMO COOIOAATh M B PUCYHKAX.

B crniucke nurepaTypsl HyMepanus HCTOYHHKOB JI0J)KHA COOTBETCTBOBATH OUEPEIHO-
CTH cchbUTOK Ha HUX B Tekcte ([1], [2], ...). Homep ucTounnka yka3piBaeTcs B KBaIpaTHBIX CKOO-
kax. TpeboBanus K 0(hOPMIICHHUIO CIIUCKA TUTEPATYPhI HA PYCCKUE U HHOCTPAHHbIE UCTOYHUKU
(FOCT P 7.0.5-2008): myist KHUT — haMUITUSL ¥ MHUITMAIBI aBTOPA, Ha3BaHUE, TOPO/I, U3/1aTeIb-
CTBO, TOJl U3JJaHHS, TOM, KOJTMYECTBO CTPAHUIL; JUIS )KYPHAIBHBIX CTaTeil, COOPHHKOB TPYIOB —
damuus ¥ MHULKAIBI aBTOpa, Ha3BaHWE CTAaThU, MOJHOE Ha3BaHUE >KypHaia WM cCOOpHUKA,
cepwusi, ToJl, TOM, HOMEp, CTPaHUIIbI; U1 MaTepraaoB KOH(pepeHUni — paMuIns U UHUIHAIIBI
aBTOpa, Ha3BaHUE CTAThbU, Ha3BaHUE KOH(GEPEHLIUU, TOPO, U3/IaTENbCTBO, IO/l CTPAHHUIIBL.

K marepuanam qo/KHA TpuUarathCs ciaeayromas nHpopMarus: haMuiusi, UMs, oT4de-
CTBO, KOHTaKTHbIE TeIe(POHBI.

Konrakter M3aatenscrBa IINY: 1.: (8412) 66-60-49, 66-67-77, e-mail: iic@pnzgu.ru
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