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OcHOBHBIE CBeIeHUS]

‘)

JTUKeT -  MaHepa
MOBEeleHUS.

IJTUKET — COBOKYITHOCTbH
MPaBUJI noBeJeHMS,
KaCaroLIAXCS BHEIIIHETO
MOSIBJIEHUSI OTHOIIEHUST K
JIFOZISIM.




OcHOBHbIe CBeJIeHUS

lle1OBOII 3TUKET — 3TO IIpaBUja IIOBEJEHHS B
oOwiecrtBe. A TakK >Xe DOTAJIOH IeJIOBOrO OOIIeHMs,
YCTAaHOBJIEHHBIX MPAaBWJI [I€JI0BOH dTUKH, COOJIOIeHHe
KOTOPBIX HA 3aK/IIOYalolleM BJTalle CIO0COOCTBYIOT
yYIIemMy B3aMMOIIOHUMAaHMUIO, YCTaHOBJIEHHIO
HOPMAaJ/IBHBIX [I€/0BBIX OTHOIIEHHI B KOJ/UIEKTHBE, a
HCXO/ISI U3 BCETO 3TOTO U IMMPOLIBETAHUIO M CTAOMIbHOCTHU
JIF000TO0 JIena.



Bu3uTHBIE KapTOYKU

Kaprouka g/ cnenmyaabHBIX
U MIPeICTaBUTEIbCKUX IIelei, Ha
KoTOopod  ykaseBawT: DP.H.O.,
MTOJIHOE Ha3BaHUeE bupmHlI,
IOMKHOCTh, HO He IMPOCTABISIOT
KOOPAWHATHI - azipec U TenedoH.
Takyro BU3UTHYIO KapTOYKY
Bpy4aloOT pu 3HAaKOMCTBe.
OrcyrcTBUe azpeca U TenedoHa
YKa3bIBaeT HA TO, YTO Bajesiel]
KapTOYKH He HaMepeH
PO O/DKATD KOHTAKT C
coOece THUKOM.




Bu3uTHBIE KAPTOYKU

CraHnaapTHas genoBasi KAPTOYKa,
Ha KoTopou Yyka3seiBawT: P.HN.O,

MTOJIHOE Ha3BaHUeE $upmBHI,

i /\ IODKHOCTD, CIYy)XeOHBIM TenedoH.
s [ OHa Bpy4aeTrcs AJisI YCTAaHOBJIEHUS
AW TeCHBbIX  B3aHMOCBSI3€H. Howmep

noMailiHero TejedoHa YKa3bIBAIOT
JIVLIb TPEeACTABUTENU TBOPYECKUX
npodeccuii. /lTaHHBIN BU KaPTOYKU
HICITO/Ib3YEeTCSI TOJBKO B CITY)KeOHBIX
LIeJIsIX.



Bu3uTHBIE KapTOYKU

Kaprouka opranmusanuu

(bupmbI), Ha KOTOpOH
YKa3bIBAIOT ajipec, TenedoH,
Tenedakc. C TAaKOU
KapTOYKOU OTHPABJ/SIOT
MO3JpaB/IeHUs,  ITOJIAPKH,
IIBETHI, CYBEHUPHI  TIO

C/ly4al0  3HaMeHaTebHBIX
nar.



Bu3uTHBIE KAPTOYKU

BusuTHBIE KapTOYKH I HeOoPHITHATbHOTO
OO0IIeHus1, Ha KOTOPhIX YKaswiBaloT P.M.O., uHorma -
npodeccuio, IOYeTHble W Y4UeHble 3BaHHS, HO He
MIPOCTABJISIIOT PEKBU3UTHI, MOYe PKHUBAIOIIHE
obHIIMaIbHBIN cTaTyCc. X pa3HOBUIHOCTHIO SIBISIOTCS
«CceMelHbIe» KapTOYKH, Ha KOTOPBIX YKa3bIBAIOT MMEHa
M OTYeCTBa CYIPYIroOB (IepBbIM OOBIYHO ITMIIETCS KWMS
YKEHBI), TOMAITHUU aZipec U TenedoH. Takre KapTOYKU
MPUKJIAZBIBAIOT K IMOJAPKaM, KOTOPbIe MPEeOAHOCST OT
MMEeHH MY)Xa M JKeHbI, OCTABISIOT IMPU COBMECTHBIX
HeopUIHa/TbHBIX BU3UTAX.



OOMeH BU3UTHBIMHA
KapTOYKaMH

OOMeH BU3WTHBIMH KapTOYKAMH - OOsI3aTe/TbHBIN
aTpuOyT TEepBOM JIMYHOW BCTPEYH C [I€JIOBBIMH
nmapTHepaMu. [lpu 3HAKOMCTBe mMNEepBBIM BU3SUTHYIO
KapTOYKY Bpy4YaeT MJIAJIINHN 10 JO/DKHOCTU CTapIlIEMY,
P  PaBEHCTBE  COLMAJIBHBIX CTaTyCOB U B
HeoPHUITUATLHOM OOIIeHWW MJIQAIINKA [0 BO3PACTy
MepBbIM Bpy4aeT crtapuemy. [Ipy BpydyeHun BU3UTHOU
KapTOYKU TPOU3HOCAT BCIYX CBOIO (AMHIINIO, IPU
oJyd9eHUU - GaMHJIHIO BpyYaloliero. JTo Je/laeTcsl Bo
n30e)kaHHe HelTPaBUJIBHOTO ITPOU3HOIIIEeHUS.



JTUKeT MIPUBETCTBUU U
npeacTaBJIeHumn

JTUKET MPUBETCTBUM U MNpPEACTAaBI€HUU -
COBOKYITHOCTb  IIPaBUJ U  [E€PBOHAYAJIBHOIO
MEXJIMYHOCTHOTO B3aMMOZEUCTBUS, KaCaIoIUXCA
BHEIIIHErO MPOSB/IEHUS OTHOIIEHUS K JIIOJSIM.

HPI/IBQTCTBI/IC JOJIXKHO ITOKAa3bIBATb Badllly
PaCIIO/ZIOKEHHOCTDb H ,Z[O6PO}K€JIaTeJII)HOCTb, T.€. Had
XapaKTepe IIPpUBETCTBHUSA HE HJO/DKHO CKa3bIBATbCS
Balll€é HACTPpO€HHNE HNJ/IM HEIraTHMBHOC OTHOLUICHHNE K

I PYTOMY YeJ/I0BEKY.



JTUKeT MIPUBETCTBUU U
npeacTaBJIeHumn

Bmecto  oOpameHuss 110
MIOJIOBOMY MPU3HAKY MPUHATO
00paIAThCA «IaMbI», «TOCIIOIA.

[1pn IIPUBETCTBUU 5|
IPOIIAHUU, KpoMe CJIOB
«3apaBCTByiTEY, «/l0OPHIN TeHb»
n «J/lo cBUAaHHsS», XXelaTeabHO
IIpHCOeTNHEeHNE MMEeHU %1
OoT4YeCcTBa cobeceTHUKA,
0COOEHHO, eC/IM OH 3aHUMaeT I10
OTHOIIIEHHIO K BaM ITIOAYUHEHHOE
IIOJIOXKEHHUE.




/le/10BOM MPOTOKOJI

Jle10oBOM MNPOTOKOI - CBOJ,
MpaBWJI, B  COOTBETCTBUH, C
KOTOPBIMU PEeryiupyeTrcsi IOPSALOK
Pa3/IMYHBIX I[epeMOHHM, (OPMBI
OZleXbI, OPUITUATLHON MepernmucKy
UT. ].

[IpoTokon momoraer co34aThb
IPY>KeCTBEHHYIO 7
HENIPUHYK/IEHHYI0O O0OCTaHOBKY Ha
BCTpeYax, IeperoBopax, IpHeMaXx,
9TO CIIocOOCTBYyeT
B3aMMOTIOHMMAaHUIO U TOCTIDKEHHIO
YKe/TaeMbIX Pe3y/IbTATOB.




KoMInoHeHTHhI UMU KA J1e/I0BOTO

He/IOBEKa

OCHOBHbBIE KOMIIOHEHTbHI MM IKa

A€JIOBOI'O He/IOBEKaA.:

BHEIITHUN 006K (MaHepa
OZ1eBaThCsl),

TaKTHKA OOIIIeHUS (ymenas
OpUEeHTaL Vs B KOHKPETHOM
CUTYALUH, B/IaIleHUE

MeXaHU3MaMU IICUXOJIOTAYECKOIO
BO3ZIEMCTBUS U T.1I.),

IEeJI0BOU 3TUKET U MPOTOKOJI,

3TUKa JeJIOBOTO OOIIeHUS.



Ile1OBOU KOCTIOM

[7laBHOe MpPaBUIO, KOTOPOE HYXHO BBITIOJTHSTD, z
moaOupasi 1eJI0BOM KOCTIOM BO BCEX €r0 KOMIIOHEHTAX -
oOlllee BrevYaT/IeHWe ONPSATHOCTH, AKKYPaTHOCTH U
JaKe HEKOTOPOU MeJAHTUYHOCTH B OfeXe.

P\




AKceccyaphbl

B mnocienHee BpeMmsi Takue
aKceccyapbl, KaK 4Yachl, OYKH,
PYYKH, CTaild He  CTOJIbKO
«CpeJCTBaMH IIPOW3BOJCTBA»
neIoBOr0  4YeloBeKa, CKOJIBKO
CHMBOJIAaMH €ro 0J1aT0COCTOSTHUS;
ONHAKO OHHM  He  JTO/DKHBI
OTBJIEKATh TApTHEpa OT OOIIero
BOCIIPHUSITHS Balllero o6MKa KakK
KBATUPHUITMPOBAHHOTO
CIIeIHa/IUCTa W MPUATHOTO
cobeceTHUKA.




JleT0BOY STHUKET IIPH OOIIEeHUH C
MHOCTPaHIIAMH

HesHnaHue HAallMMOHaJIbHbBIX
0COOEHHOCTEel [e/JI0BOr0 STHKeTa
MOXXeT MPOU3BECTH HA ITAPTHEPOB
| He)XeJIaTeJIbHOe BIIeYaT/IeHUE,
3aTPYAHUTH B3aUMOJ e CTBUE KaK Ha
CTaJMM TeperoBOPHOro Mpoliecca,
TaK W TIpU pea/iM3alluu TeX WU
MHbBIX COBMECTHBIX ITPOEKTOB.

B OCHOBE 0CcoOeHHOCTeHr
eJIOBOTO 3TUKETA W Je/10BOM
KY/IBTYPBI B LI€JIOM JIe)KaT He TOJIBKO
TPAaJUIINH, HO 5| YepThl
HAIlMOHA/ILHOI'O XapaKTepa.




[ IpaBuia

OOGmasich Yepe3 mepeBOAYMUKA, HY)>KHO COOITIONATH
ceayouive mpaBua:

rOBOPUTh MeJJIEHHO, YeTKO (GpOPMYIUPYS MBICIH, He
ZIOIIYCKaTh BOSMOXXHOCTH JABYCMBICJIEHHOTO TOJIKOBAHUS
CKA3aHHOTO;

NMPOW3HOCUTH  CJieflyeT He 0Oojee  OJHOTO-ABYX
NMpeJJIOKeHUN TOoAPSM, YYWUTBIBAsl, YTO YAEPXXaTb B
MaMSITH U TepeBecTH OoJiblllee KOJTUYECTBO MaTepHaia
MOJTHO Y TIPAaBUJIBHO MePeBOAYUK He B COCTOSTHUU.



[ IpaBuia

He/Ib3sl CONPOBOXIATh CBOIO peyYb IMOTOBOPKAMH,
HIMOMATUYEeCKUMH OOopoTaMH U, TeM Oojee,
IIUTUPOBAHHEM CTHXOB.

HeOOXOAUMO YYUTHIBATh PEAKIUI0 TMapTHEPOB U
HeMeJJIeHHO IPUHMUMATh Mepbl, €C/JIW BO3HHKaeT
OlLlylLIeHWe, YTO OHM MOHMMAIOT BaC HEIIPAaBUJIBHO.

mepen  IleperoBopamMu  HeOOXOAHWMO  BBIJETUTH
IOCTAaTOYHOEe BpeMs It paboOThl C IepeBOAYUKOM,
YTOOBI KaK MOXHO IIOJIpoOHEe O3HAKOMHUTH €ro C
KpPYroM  3aTpardBaeMbIX  Ipo0jeM,  IOSICHUTH
HICITO/Ib3YEMYIO0 TEPMUHOJIOTHIO.



3aKJIFDYeHUe

[TepBoe mpaBWIO 1€ TOBOTO OOIEeHUA
«OyabpTe BO BCeM MyHKTYa/TbHBI»
BTopoe nmpaBuIO Ke10BO¥ I TUKH OOIIeHUS
«He TOBOPUTE JTUIIHEr0»

TpeTbe mpaBuIO 3TUKHU B OM3HECE
«IyMaiiTe He TOJIbKO O cebe, HO M O IPYTHUX»
YeTBepTOE NIPABUJIO €IOBOIM ITUKHU
«0JeBauTeCh KaK IPUHATO»

[IaTOEe NMpPaBH/IO 3TUKH € I0BOTO OOLIeHUS

«TOBOPHUTE U MUILIUTE «XOPOUWIUM» SI3BIKOM»



CIIMCOK UCTOYHUKOB

http://tb.ru/article/4226/etiket-delovogo-obscheniya

http://delovoi-etiket.ru/component/content/article/
13-pravila-obrascheniya/i-delovoi-etiket.html

http://life-family.ru/etiket_delovogo_cheloveka






