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BBEJEHME

VYuyebHo-MeToanueckoe nocodrue uMeeT nmpodeccuoHalbHO OPUEHTHPOBAHHBIN XapakTep U Ha-
MpaBJICHO HA 00yYEeHHE JISTIOBOMY aHTITMICKOMY SI3bIKY O0yUaronuxcs OakaiaBpuaTa IepBoro Kypea
Bcex TexHudeckux u maremarnueckux YI'CH, peanuszyempix HUY MI'CV. IlocoOue Bkito4aeT Teo-
pEeTUYECKU MaTepual 1o BOCKMU pa3/iejaM YCTHON U MUCHbMEHHOM JeT0OBOM KOMMYHHKAIIUH, a TaK-
Ke YIPaKHEHUS ISl €T0 OTPAOOTKH U CAMOCTOSTEIFHOTO N3YUYCHUS JUCIUILIHHBIL.

Conepxanue yaeOHOT0 MOCcOOHS OXBaTHIBACT pa3IudHbIe chephl 1e70BOro OOIIECHUS HA aHTIIH-
CKOM SI3bIKE: JIEIOBOE OOIIEHHE W YCTAaHOBJICHHE KOHTAKTOB; JEJIOBbIE CTUIIM B Pa3HBIX CTpaHaX;
CpPEACTBA JICIIOBOT0 00IIeHUS (O0IIEHHE 110 TesIe(hOHY); HIEKTPOHHAS eI0Bast KOMMYHUKALIUS (DJIEK-
TPOHHBIE COOOIIECHHMS); ACIIOBAs ITHKA; IeJI0Bask JOKyMEHTalusl (MHCTPYKIIUH 10 TEXHUKE Oe3omac-
HOCTH); BBICTYIUICHHUE C JI€JIOBOM IMpe3eHTalel; CTPYKTypa JIeJIOBOro MHChbMa (COMPOBOAUTENb-
HO€ (MOTHBAIIMOHHOE) TTHCHMO).

[TomMuMO yueOHBIX TEKCTOB U yIIPAXKHEHU, HATPaBICHHBIX HA (OPMHUPOBAHHUE Y 00yJaIOIUX-
Csl HABBIKOB JICJIOBOTO OOIICHHS HA aHTJIMHCKOM SI3BIKE, KaXKABIHM pa3iesn CONEePKUT TEOPETUUECKUN
Y CIIPaBOYHBIA MaTepual, HEOOXOIUMBIM MPU COCTABICHUU JIEIOBBIX MTUCEM M COOOIICHUH, TOA-
TOTOBKE JIOKYMEHTOB JJIsl TPYJOYCTpPOMCTBA B 3apyOekHYI0 GUPMY HIIM MEXYHApOJIHYIO Opra-
HU3ALUIO0, BEJICHUU TeIE(POHHBIX Pa3rOBOPOB U MEPErOBOPOB, MOATOTOBKE K MPE3EHTAIMAM U HX
00CYKJIEHUIO, a TaK)Ke JJISI O3HAKOMJICHHS C pPeajusiMU M MPaBHJIAMU OW3HEC-KOMMYHUKAIUH.
[Tocobue pacmupsieT, CMHCTEMaTU3UPYET U YIITyOJIsieT 3HaHUsI 0aKaJlaBpOB IO YCTHOMY U MMHUChMEH-
HOMY JIeJIOBOMY OOIIEHHUIO, ITUKE, 3HAKOMUT 00YyYAIOIUXCS C ACTOBBIMU CTUIIAMU U UX KYJIBTYP-
HBIMH OTIUYUSIMH, THHOPMHUPYET O MpaBUiIaX coOOECETOBAHUN U a€T 3HAHHS 110 OCHOBAM JIEJIO-
BOW JIOKYMEHTAINH.



Unit 1
BUSINESS COMMUNICATION. ESTABLISHING CONTACTS.
DENOBOE OBLWEHUE. YCTAHOBJ/ZIEHUE KOHTAKTOB

Uro Takoe aenoBoe obuienune? Jlenooe odiieHrne — 3To 0OMeH HHpopMaIuei Mexx 1y J0AbMU
Ha paboueM MecCTe U BHE €ro.

DddexTuBHOE NETOBOE OOMIEHUE — ITO TO, KAK COTPYJHUKHU U PYKOBOJCTBO OOIIAIOTCS JJISI JI0-
CTIDKEHUS TieTiel opranmu3aiyi. Ero meinp — ymydqmnTh OpraHu3alliOHHYI0 TPAKTUKY B COKPATUTh
KOJINYeCTBO OMUOO0K. /11151 nocTrxeHus 3(h(h)eKTUBHOTO 1€JI0BOI0 OOLIEHU I BaXKHO paboTaTh HaJl Ha-
BBIKaMU OOIIEHUS M KOMMYHHUKAIIHOHHBIMU Ipolieccamiu. J{enoBoe o01eHne Takke UMeeT 00IbIIoe
3HAYEHUE IS

— MPECTaBJICHUs BO3MOXKHOCTEH / HOBBIX OM3HEC-UJEH;

— HAIMCAHMS TUIAHOB U NPEAJIOKEHUH (JI€JI0BOr0 MUChMA);

— IPUHATHUSA PELICHUN;

— IOCTUKEHM I IOTOBOPEHHOCTEH;

— OTIPABKH U BHITIOJIHEHUS 3aKa30B;

— YCTICIIHBIX MTPOAAK;

— 3¢ (}EeKTUBHBIX COBEIIAHUI;

— obecnieueHus: 0OpaTHOM CBSI3U C IEPCOHAJIOM U KJIMEHTaMHU.

®OPMbI OBLLEHUA

CymIecTBYIOT TPH OCHOBHEIE ()OPMBI JICTIOBOTO OOIIEHHMSI, KOTOPBIE IMUPOKO UCTIONB3YIOTCS B Op-
raHU3alMSgX Pa3IMYHOTO YPOBHS:

1. Bepbanvhoe obuenue — 310 criocod nepeaadu nHGOPMAIUU YCTHO C UCTIOIB30BAHUEM CJIOB.
BxurouaeT B ce0st pa3nuvHble KOMMYHUKAIIMOHHBIE TUIATGOPMBI, TaKHEe KaK BHICOKOH(EPEHITHH,
OHJIAH-UHTEPBBIO, Tele(OHHbIE 3BOHKH Yepe3 Skype, Zoom U T.1.

2. [Tucomennoe obwenue — HTOT BU OOIIEHUS MPEANONaraeT 3aniuch HHPOPMALIUUA OJJHOH CTO-
POHOI1 U nepenauy ee Apyroi ctopone. BkirodyaeT B ce0st Kak TpaJIulIMOHHBIE (POPMBI MTUCHBMEHHOTO
oOrieHus1, HampumMep, OyMakHbIE MUChMa, TaK U COBPEMEHHBIE, TAKUE KaK AIIEKTPOHHAs Mo4Ta, 00-
JTavHbIe TOKYMEHTBI, IIPUIIOKEHUS JIJ1s1 0OOMeHa cooOmeHusiMu U T.11. [IucbMenHoe o01eHue sBiseT-
Csl OJTHOW M3 CAMBIX PacIpOCTPAHEHHBIX (HOPM KOMMYHHUKAIIUY B HACTOSIIIIEE BPEMSI.

3. Jluunoe obuenue — XoTs dNEKTpoHHAS (hopMa OOIIIEHHST CTAHOBUTCA Bce Ooiee pacipocTpa-
HEHHOM, THYHOE 00IIeHUE, OCYIIECTBIISIEMOE JIULIOM K JIHILY, TO-TIPEKHEMY SABISETCS 2PPEKTHBHBIM
croco6om oOmMeHa nHGOpPMAITUEH U TIepejadur BaXKHBIX TaHHBIX.

METOAbl KOMMYHUKALIUU

CymiecTByeT MHOXKECTBO TIaT(HOPM AJISI ITUX TPEX OCHOBHBIX ()OPM KOMMYHHKAIIUU, KOTOPHIE
9aCcTO UCTIONB3YIOTCS B OpraHU3aIHIX:

1. OnunaitH-o6mienue. VMcmnons3oBanue BeO-OpTaIoB U 00JaYHBIX CEPBUCOB MO3BOJISET Tepe/a-
BaTh U CHHXPOHHU3UPOBATH JaHHBIC MEXAY YYaCTHHKAMH KOMIIAHUU HE3aBUCHUMO OT MX MECTOHa-
XOXKACHUA.

2. BuyieokoH(pepeHITIH TO3BOJISIIOT KOMITAHUSIM CO BCETO MUPa MPOBOIUTH OHJIAH-BHIC0CECCUU
Y DIIEKTPOHHBIC BCTPEUH 1151 oOMeHa nH(popmanueid 1 0OpaTHOM CBS3M.

3. OT4eTsl u Ipe3eHTaUu. J{eoBbIe OTYETHI U MPE3CHTAIIUN YaCcTO UCTIONB3YIOTCS JIsl TIepea-
91 “H()OPMAIIMU C MCHOIH30BAHUEM ITUPPOBBIX HOCHUTEJEH, TAKUX Kak mpe3eHTtanuu PowerPoint,
Keynote, Google Slides u T.11.

4. Tenedonnsie coBemanus. MHOTOCTOPOHHUE TelNeQOHHBIC BCTPEUH MPEIOCTABIISIIOT BO3MOX-
HOCTh 0OMEHa MH(OPMAIUEH YCTHO U TIOTYYCHHSI OTBETOB Ha BOIIPOCHI.

5. Ounble (JIMUHBIE) BCTPEUH 00eCTIeUnBaIOT HHANBUIYAIbHY KOMMYHUKAIIUIO U TIEpeaady UH-
dbopMaIuu MeX Iy CTOPOHAMHE, HAIPUMED, C IIOMOIIHIO0 HHTEPBBIO MM OOBIYHBIX JICTIOBBIX BCTPEY.



6. IlouTOBbIE AMMKYU AJISI IPEAJIOKEHUN UM OT3BIBOB 00ECIEUNBAIOT BO3MOXKHOCTh OTIPABKH
MMACBMEHHBIX HJIH ITUPPOBBIX KOMMEHTAPHEB, BOIIPOCOB, MPOCHD, OT3BIBOB WJIU MPEIJIOKEHUHN, KaK
AHOHHUMHO, TaK ¥ MOAINCABIINCE.

7. DNEKTPOHHAsSI MOYTA SABISETCS OAHUM U3 CaMBIX MOMYJISIPHBIX CIIOCOOOB MUCHMEHHOM KOMMY-
Hukanuu. OHa TO3BOJISET MEePEeIaBaTh BAXHYIO HHPOPMAITUIO BHYTPU KOMIIAHUH C MCIIOJIb30BAHU-
€M paboYuX KOMITBIOTEPOB, IIAHIIIETOB U MOOMITBHBIX YCTPOUCTB.

8. O6meH coobmenusamu. [punoxenns nis ooMena cooduennsiMu, Takue kak Slack, Messenger,
Skype, obecriednBaioT OBICTPYIO U YI00HYIO0 HH(POBYIO MTUCEMEHHYI0 KOMMYHUKAIIUIO MEXIY He-
CKOJIbKMMH CTOPOHAMHU, a TAK)KE CHHXPOHHU3AIMIO JJAHHBIX U 00JIauHOe XpaHeHue (PaiioB s co-
BMECTHOU pabOThl ¢ HUMH.

Bce 3Ti MeTOIBI KOMMYHUKAIIMM UTPAIOT BAXKHYIO POJb B 3((HEKTHBHOM JIEJIOBOM OOIICHUH
Y BBIOOP KOHKPETHOTO METO/Ia 3aBHCUT OT CUTYaIlUU U MPEAOYTCHUHN KaX 0 OpraHU3aIlnH.

Exercise 1. Read the article and complete it using suitable words and word combinations:

effective communication achieve your goals seem similar
interpersonal formal highlight
communication language these differences

General communication vs business communication

There are many differences between general (interpersonal) and business communication. They
relate to form, content and also purpose. General communication has no rules, except of course, rules
of etiquette and manners. However, there are rules for business communication, because in a business
environment a lot depends on (1) . In this article, we will (2) to emphasize the impor-
tance of communication in an organization.

The first and most important difference lies in the audience. While in normal communication
you choose different tones depending on whether you are talking to a child, a friend or someone
who is older, in business communication, communication takes place between people who are talk-
ing about a topic that is common and important to everyone. You communicate with others in order
to (3) , whereas when you’re talking to a friend or chatting with someone on Skype, the com-
munication is informal, more casual and much more relaxed.

When talking to a friend, you may use slang terms and sometimes be rude, but in business com-
munication, you keep your distance and only use (4) . Of course, in business communication
you may ask about the health of your client’s sick mother, but this is more out of courtesy and also
to cement the bond than any genuine interest, as is the case with a friend’s mother. There are instanc-
es where the two types of communication (5) , such as when you ask a client to come to a res-
taurant for lunch or dinner, but if you observe carefully, you may find that there is an ulterior mo-
tive at work during the conversation at the restaurant table if you compare it to the tone between two
friends sitting in the same restaurant.

Business communication is such that it makes the other person feel comfortable, but is de-
void of emotion (lacks sentiments). On the other hand, in any general communication, cordiality
and emotion can be felt. On a broader level, business communication is only a subset of (6) ,
because two business partners can talk about sports and the weather just like any two friends
walking down the street. In business communication, there is a clearly defined purpose, such
as trying to convince a client of the usefulness of a new product or signing a contract. In busi-
ness communication, the tone is professional, often like that of a teacher trying to explain a con-
cept to his students. In business communication, tone, purpose, and content vary depending upon
the audience.

Exercise 2. Read the article again and highlight the differences between general communica-
tion (interpersonal) and business communication.
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Exercise 3. Read the article and title it.

For business, communication is a key. It is important that all stakeholders are able to communicate
with each other to effectively achieve the organization’s goals. The Internet, and especially the rise
of mobile communications, has made communication more instantaneous and efficient than ever be-
fore. Today, web and smartphone apps can enhance your company’s internal communications, helping
to optimize your efforts for greater efficiency, productivity and, ultimately, the bottom line.

Instead of relying on a corporate intranet, organizations can take advantage of a variety of pro-
grams designed for business communications. There are applications for instant messaging, e-mail
and even for sending notifications via text messages or phone calls. Using the few applications availa-
ble, companies can optimize and improve internal communications to increase team cohesion and pro-
ductivity.

Slack. Slack is a cloud-based project collaboration and team interaction tool designed to facilitate
communication across organizations. The solution caters to various industries, including media, re-
search, technology, education, financial services, retail, transport and logistics.

Slack provides public channels for members across organizations to start conversations. Private
channels enable interaction within smaller teams, and direct channels help send messages directly
to colleagues.

Slack incorporates feeds from social media into the application and blends them with ongoing
conversations in various channels. Files such as PDFs, images, documents, and spreadsheets can
be shared via drag and drop. The app is available for web, i0S, Android and Windows Phone.

DialMyCalls. DialMyCalls makes it easy to send mass notifications via a phone call or SMS.
Many companies use DialMyCalls to send out important notifications to employees or to remind them
of upcoming events, meetings or deadlines. It is also useful for communicating with employees for
substitutions if someone is ill or has to miss work due to personal circumstances.

DialMyCalls can also be used to implement an incoming complaints line to help companies crack
down on harassment, mobbing and dysfunctional management in the workplace. It acts as a virtu-
al suggestion box, allowing employees to use two-way text messages or a fictitious phone number
to make an anonymous complaint. This can help companies gain valuable insights into the root cau-
ses of employee dissatisfaction by providing information on new initiatives to improve organization-
al culture.

HipChat. HipChat is another popular team communication app that can be accessed from a web-
site or mobile anywhere in the world. It is available in a freemium version, but there is also a low-cost
paid version that adds extra features. Designed to integrate with Google Drive, Dropbox and other
popular programs, it is a versatile and affordable option that is a great choice for small businesses.

Exercise 4. Create a good presentation about popular business communication apps (e.g. Base-
camp, Wrike, FlowDock, Azendoo, DialMyCalls, etc.). Use the following links:

1) https://ownersmag.com/presentation-software/;

2) https:/www.dialmycalls.com/blog/top-9-best-business-apps-for-internal-communication.

Exercise 5. Look through useful phrases to start a business conversation in English. Create a dia-
logue between representatives of construction firms from different countries.

Greetings
Good morning. Hob6poe yTpo.
Good afternoon. J1oOpHIii meHb.
Good evening. JoOperit Beuep.
Welcome! Jo6po noxxanoBars!
How do you do? (npyt mepmoft erpere, snaroncrse)



https://ownersmag.com/presentation-software/
https://www.dialmycalls.com/blog/top-9-best-business-apps-for-internal-communication

I’'m pleased to meet you.

P aJl ¢ BaMH1 IIO3HAKOMMUTLCA.

Nice to meet you.

Pan 3nakomcTBy.

Good to see you again.

Pan cHoBa Bac BUIETh.

How’s business?

Kak nena?

It’s been a long time since I last saw you.

IIpomwo MHOTO BpeMEHH € TeX 0P,
Kak s BUJIEJI Bac B IOCJIEAHUH pa3.

Meeting

Hello, my name is...
Nice to meet you!

3npaBCTBYITE, MEHS 30BYT. ..
Pan 3HakomcTBYy!

And you.

U s pan.

Nice to meet you too!

W mMHe npusATHO ¢ BaMU ITO3HAKOMUTKCS !

May I introduce myself.

ITo3BoaBTE MHE npeacTaBUTHCA.

I’m from... I’m on business.

A u3... S no pabore.

What company do you work for? /
What company are you from?

B kaxkoit komnanuu Bel pabotaere? /
W3 kaxoii BBl KOMIaHUN?

I work for Trust Inc.

S paboraro Ha Trust Inc.

I have an appointment with...

Y MeHs BcTpeya cC. ..

What do you do? Uewm BBI 3aHMIMacTeCh? (cepa nesITeNbHOCTH)
Opening the conversation
What can I do for you? Uem s MOTy BaM TIOMOYb?

We don’t have much time,
so let’s get down to business!

VY Hac Mano BpeMeHH,
MO3TOMY JlaBaiiTe MPUCTYIHM K Jeiy!

What shall we start with (today)?

C 4ero MbI Ha9HEM (CeromHs)?

I think we shall start with...

S aymaro, MbI HAYHEM C...

The matter / the point is that...

Jleno B ToM, 4TO...

Let’s get our meeting started. / Let’s get started.

JlaBaiiTe HauHEM HaIlly BCTpedy. /
[agaiite npuctynum.

Do you have any other comments?

Ectb mn Yy Bac Kakue-mu6o (S11(5] KOMMGHTapI/II/I?

Let’s speak to the point.

JlaBaiiTe TOBOPUTH MO CYIIECTBY.

We’re running out of time. Let’s get to the point.

¥ Hac masio BpeMeHHU.
JlaBaliTe IpUCTYyIUM K CYTH JEJa.

We appreciate you taking the time
to join us this afternoon.

Mp1 GrarogapHbI BaM 3a TO, YTO BbI HAIIUTK BPEMS
Y TIPUCOETUHIIINCH K HAM CETOIHS JTHEM.

Intermediate phrases

If I understand you correctly...

Ecnu s npaBUiabpHO Bac MOHSAM...

That’s is beyond my competence.

Tt0 BBIXOJUT 3a paMKH MocH KOMIICTCHIIMH.

Let me pass this question
to the expert on this matter.

[To3BosibTe MHE TIepeaTh 3TOT BOIPOC
AKCIIePTY B JAHHOU 00IaCTH.

I entirely agree with you. On the other hand...

51 OJIHOCTBIO ¢ BaMH COTJIACEH.
C npyroii CTOpPOHBHL...

Could I come back to that later?

Mory 51 51 BEpHYTbCS K 3TOMY MO3XKE?

Any further questions?

Ectp nm emie Bompockr?

Please tell me if anything was unclear.

[oxamyiicTa, cCKa)XUTe MHE,
€CIIH YTO-TO OBLIO HEIOHSATHO.

If you look at it from my point of view...

Ecnu BBl TOCMOTpPHUTE C MOEU TOUKH 3PEHHUSI. ..




Closing phrases

I’d like to conclude by making the following
statement. ..

B 3axiroueHue st xoTen Obl CKa3aTh CICIYFOIIEE. ..

Does it suit you? / Is it all right with you?
Yes, quite.

Bawm 310 noaxonut? / Bac 310 ycrpanBaer?
Jla, BriomHE.

Let’s sum up the discussion. /
Let’s recapitulate what we said.

[laBaiite mojBeneM UTOTU OOCYXKACHUS. /
JlaBaiiTe MOABITOXKUM TO, YTO MBI CKa3aJu.

So, to summarize we could say that...

Hrak, moaBoas UTOT, MOJKHO CKa3aTh, YTO...

I’d like to close off with the following suggestion...

B 3aknrouenue st XoTen OBl BEICKA3aTh
ClICcayrouec npeajIoKCHue...

We are happy to accept this agreement.

Mkl ¢ YAOBOJILCTBUEM NPUHUMAEM 3TO COITIAIICHUE.

I’m sorry to break off this interesting discussion
but I think we’re are running out of time.

MHe xaJb NpepbIBaTh 3TY HHTEPECHYIO
JIUCKYCCHIO, HO 51 IyMalo, 4YTO Y HAC MaJo BPEMEHHU.

I’d like to go over the most
important pros and cons.

$1 XxoTen ObI OCTAHOBUTHLCS HAa CAMbIX BaKHBIX
IJIF0Cax U MUHYCax.

Saying goodbye

See you later. / See you soon.

o Bctpeun. / [lo ckoporo.

We look forward to cooperating with you again.

MkEe1 HazieeMcd Ha JalibHelee
COTPYAHHUYECTBO C BaMU.

It has been a great pleasure to meet you!

br11o oueHb MPUATHO BCTPETUTHCA C Bamu!

We should keep in touch.

Hawm cnenyet noaepxuBarb CBS3b.

Goodbye! Until next time!

Ho ceumanust! [lo cnenyroiero pasal

Good luck with your business!
I’m sure it’ll go well!

VYmaun Bam B On3Hece!
S yBepeH, 9T0 BCe TIOWIET XOpOIIo!

Well, all good things come to an end.
But I’'m sure we’ll meet again!

Yro K, BCEMY XOpOUIEMY IMMPUXOAUT KOHCII.
Ho s YBEPCH, YTO MBI €1IC BCTpeTI/IMCH!

I’ve enjoyed meeting you too!

51 ToXe TONTYyYHIT YIOBOJLCTBHE
oT 001IeHns ¢ BaMu!

It was nice talking to you.

10

BbL10 IPUATHO TOrOBOPUTH C BAMHU.



Unit 2
BUSINESS STYLES IN DIFFERENT COUNTRIES.
LDENOBbLIE CTU/IN B PA3HbIX CTPAHAX

KynbTyPA AENOBBLIX BCTPEY B CLLA

AMepuKaHIIbl MHOTHE BCTPEUYH HAUMHAIOT C PYKOMOXKaTHUs U HECKOJIIBKMX MUHYT pa3roBopa. O01e-
HUE HAYMHAETCS C BEXKJIMBBIX BONPocoB: «Kak Baim nena?y, «Kak npomuia Bama noeznka?y nim «Kak
MOXKUBAET BaIlia ceMbsi?y. Jlydinii cnocod OTBETHTH — 3TO MIPOCTO YIIBIOHYTHCS M CKa3aTh: « XOpPOIIIO,
cnacu00. A 'y Bac?», «Bce omnmnuno» mim «Y HEX Bee xopoto. Cracubo, 4T0 HHTEPECYETECHY.

HeoOs3arenpHO MOXXKUMATh pyKYy Ka)JA0OMy Ha BCcTpede. [ TaBHOe — MOXKaTh PYKy TOMY, KTO py-
KOBOAMT coOpaHueM. Eciiu y4acTHUKOB BCTPEUH CIIMIIKOM MHOTO, TO KTO-TO OyJIeT CICAUTH 3a TEM,
4yTOOBI BCE MpecTaBUinCh. [IpocTo ckakuTe cBoe MMs, JOJKHOCTh M KOMITAHUIO, €CJIM BbI MPE-
CTaBJISIETE CTOPOHHIOKO OPraHU3aLUIo.

Ilepen BcTpedell BaM MOTYT NPENOCTaBUTh MOBECTKY JHS (XOTSI HE BCE KOMIIAHUM CTPOIO €€
MpUACPKUBAIOTCS). B OCHOBHOM OHa MCIONB3YeTCs JJIsI OTCIEKUBAHHUS BPEMEHHU, UTOOBI BCTpE-
ya mpouuia no riany. OObIYHO COBEIIAaHUs JUISTCS MPUMEPHO OAMH Yac. Bbl Takke MOXKETe MoIy-
YUTH IPEIBAPUTEIbHYI0 HH(POPMAIUIO ITepe]] BecTpeuei. PekoMeHayeTcst IpodnuTaTh BCe MaTepuabl
Y TIOJITOTOBUTHCS K OOMEHY HACSIMU.

AMepHuKaHIIaM OOBIYHO MHTEPECHO YCIHBIIIATh Ballle MHEHHE. [ oBopuTe OTKpHITO. Bhl MOXKe-
T€ OBITh HE COIJIaCHBI C KEM-TO, U 3TO IPUBETCTBYETCSI, Aa’KE€ MOKET IIPUBECTU K KapbepHOMY PO-
CTy. XOTsI HEKOTOpbIE KOMIIAHUU BCE € MPUHUMAIOT PEUICHHS! «CBEPXY BHU3», HO CErOAHSALIHUN
TPEHJ — 3TO PEIICHUs, TPUHUMAEMble KOJUIEKTUBHO. Ha BCcTpeue 0OBIUHO KaXAblii UMEET MPaBo
BBICKA3aThCsl.

Hpecc-kon B CILIA ropazno 6osee cBOOOAHBIN, 4UeM B HEKOTOPBIX IPYrUX cTpaHax. B HEKOTOpbIX
KOMITaHHUSIX JIEJIOBOI KOCTIOM MO>KHO 3aMEHUThH JP)KMHCAMU WUJTU TIOBCETHEBHBIMU OpPIOKaMU, HO TOJIBKO
o nsitHUIaM. Muaorna mono6usie «Casual Fridayy ucnomnb3ytoTes 1uisi coopa KOpIOPaTUBHBIX CPEICTB
Ha 0J1aroTBOPUTEIBHBIC MPOEKTHI KOMIaHUU. VIHBIMU CJTIOBaMH, HOCHUTD JDKMHCHI B TIITHUITY MOYHO,
HO HEOOXOIMMO 3aIIaTUTh MAThH AOJIAPOB, KOTOPHIE MOMAYT Ha TOMOIIH HY K JAFOIIAMCSL.

MHorue KOMIaHUM NPENOCTABISAIOT CBOMM COTPYAHUKAM BpEMs JJIsI BOJIOHTEPCKOM padOTHI.
3a mpenenamMu opuca COTPyAHUKHA IOMOTAIOT CTPOUTD JOMA, YUTAIOT KHUTH JETSAM HIIM CaXaroT Jie-
PEBbsI B MapKe.

B uHBIX KOMIaHUIX, OCOOCHHO B Chepe BHICOKMX TEXHOJIOTUH, TPECC-KOA MOKET OTCYTCTBOBATh
nosiHoCcThi0. OIHAKO Nepe]] MePBOM BCTpeyel mydilie TpuaAep >KUBAThCS 1€JI0BOTO CTHIIS OAEKIbI.

KynbTYPA AENOBbIX BCTPEY B BENIMKOBPUTAHUMU

busnec-opranuzanuu B BenukoOpuTaHUN OTIMYAIOTCS CBOEH 0c000 KyIbTYypOl, KOTOpasi nMe-
€T psia OOLIUX YepT C TeM, uyTo npuHATO B pupmax CoeanHenHbix LtaroB. OnHako 0TMEUAIOT, YTO
aMepHUKaHIbl 00JIee IKCIIPECCUBHBI U AKTUBHBI B IIPOSBIICHUH IIPOrPECCUBHBIX M arpECCUBHBIX Ha-
KJIOHHOCTEH.

[Ipu BcTpeue He0OX0MMMO 0OpaTUTh BHUMAHKE Ha TO, YTOOBI PYKOIOKaTHE OBLIIO JIETKUM H KPETI-
KHM, a IPUBETCTBUE — BEXKJIMBBIM U COIIPOBOXKIAIOCH YIbIOKOH. [10100HbBIE TPUEMBI TIOMOTY T yCTa-
HOBUTb MO3UTUBHYI0 aTMocdepy Ha coOpanuu. bputanusl, Oyayuu Oosee ciep>KkaHHBIMH, CUUTAIOT,
YTO PYKONOXKATHE — 3TO €AMHCTBEHHBIN JOMYCTUMBIN (u3nveckuii KoHTakT. [loaTomy pyky cie-
JyeT MOXKUMAaTh TOJIBKO TOMY JIMIY, KOTOPOE SIBISAETCS] pyKOBOAUTENIEM COOpaHus, He 0053aTEIIbHO
310pOBAThCS CO BCEMU IIPUCYTCTBYIOLIUMH.

Korna Bel npuHUMaeTe y4acTUe B COBEIAHUH, HA KOTOPOM IIPUCYTCTBYET HECKOJIBKO YYaCTHU-
KOB, OyZIbT€ FOTOBBI IPEACTABUTHCS. B BalleM BCTYNHUTEIBHOM CIIOBE KOPOTKO COOOIIUTE CBOE UM,
JIOJDKHOCTh M KOMIIAHHIO, KOTOPYIO BBI IPEACTaBIsAeTe, 0COOEHHO €CIIU BbI ABJISIETECH NPE/ICTaBU-
TeseM Apyroi opranuzanu. OOBIYHO MPEICTABUTHCA MPEIIaracT pyKOBOIUTENb, TO €CTh YEIIOBEK,
CO3BaBIIINI COBEIIAHME.
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Bo3MoxHO, BBl IOTyYUTE MOBECTKY JHS €IIe 0 Hadaia coBelanus. Jlake BHITIOTHEHHAs HE JI0
KOHIIa OHA BCE PaBHO MPUHOCHUT IOJIb3Y IPHU MPOBEICHUHU BCTpeur. VHOTAA coOpaHne HAYMHACT-
csl MO3Ke, YeM IIIaHupoBaJIoCch. [loaToMy pekoMeHayeTcs JONOTHUTEIBHO YUUTHIBATD MSTh—IECATh
MUHYT Ha Clly4ail 3aJepKKH.

B BenukoOputanuu BcTpeun OM3HEC-OpraHU3alUi MPOBOAATCS PEAKO W HE BCET/IA 3aKaHYMUBa-
0TCS GOPMYITUPOBAHUEM KOHKPETHBIX AeHCTBUM. OOBIYHO COOpaHUsI UCIIONIB3YIOTCS ISl 00Cy XK Ie-
HUSI BOITPOCOB U MPUHSITHUS OTIOKEHHBIX (OTCPOUEHHBIX) PEIIEHUH, C TOJTOTOBKOM MJIaHa TTPOBEIe-
HUS TIOCIIEAYIOIETO COOpaHusl.

KynbTYPA AENOBbIX BCTPEY BO ®PAHLIUU

Opaniry3ckas OM3HEC-KYJIBTYpa pacKpbIBaeT Mepel HAaMU YPE3BbIUaiHO OPMAaIbHBINA XapaKTep
sToro Hapoja. IIpu nepBoii BcTpeue k codeceTHUKY TpeOyeTcsi 00paIiaThesl «MEChEe» MU «MaJamy».
OueHb Ba)XHO MPEJCTABUTHCS, Ha3BaB CHaudaja CBOIO (aMWIHIO U UMS WU HaoOopot. Hampumep:
«S5l pax MO3HAKOMHUTHCS ¢ BaMH, Meche/MaiaM. MeHs 30BYT (haMuius, uMs)».

XOTs pyKOTOXKATHE SBJISETCS YCTOSIBITMMCS MEKTYHAPOAHBIM 00bIdaeM, (ppaHIly3bl Ipeanoyu-
TaloT Oosee nerkui cTuiib. OHU HOKUMAIOT PYKY JICTKUM U MATKHM KaCaHHUEM, OTIMYAIOUNIUMCA
oT 0oJiee CUIIBHOTO M KPETIKOr0 aMEPUKAHCKOTo pykonoxaTus. Jlyuie qoBepuTh orpeieieHue mpu-
€MJIEMOTO CTHJISI PyKONOXKAaTHs BallleMy JI€JIOBOMY MapTHEpY. Takke BaKHO MOJJEPKUBATh pa3ro-
BOp B paMKax JeJIoBOro (hopMata, He 3aTparuBasi INYHYIO KU3Hb H HE HHTEPECYSCH JIeJIaMU BaIllnX
(bpaniy3ckux koyer. Bompocsl o ceMbe Bo @paHLIMK CYUTAIOTCA HEMPUEMIIEMBIMH.

BusuTHbIe KapTOUKHK 0053aTENIBHO JTOJKHBI OBITH Hame4YaTanbl HA (PPAHITy3CKOM SI3BIKE C OJTHOM
CTOpPOHBI U Ha BallleM POAHOM si3blke — C Apyroi. Ha kapTouke cinenyeT ykas3aTh Baily (haMUiuio,
HAIMCAaHHYIO 3arjaBHBIMU OyKBamMu. BUBUTHBIE KAPTOUKU PEKOMEHIYETCsl XpPaHUTh B CIIELIUAJIbHOM
Bu3uTHUIE. Bo ®paHiinn oueHb BayKHO OBITH OPraHU30BaHHBIM. Balll 1e710BOM Hapsia U Jake TaKue
AKCCCCYyaphbl, KaK BUSUTHUIA, JOJI?KHBI BRITTIAACTE CTUJIIBHO.

Bo Bpems ei10BbIX 00€70B U Y>KMHOB MIPABHJIBHO JIEP’KaTh PyKHU HA CTOJIE, a He Ha KoJieHsX. [le-
JIOBBIE pa3roBOPHI PEKOMEHIYETCSl HAUMHATH TOJBKO MOCTIE JecepTa, a XO35IUH Oece/bl IEPBBIM MPe/I-
Jaraet TeMy 0OCYKJIeHUS.

Cosemanus Bo @paHiil MOTYT ObITh IPOAOJIKUTENIBHBIMU, U OKOHYATENIbHBIC PEIICHUs MPU-
HUMAIOTCS] UCKJIIOUUTEIBHO PyKoBOACTBOM. C Baleil cTopoHbl moTpedyeTcst Teprnenue. @paHiryss
0OBIYHO 332/1aF0T MHOTO BOIIPOCOB M MEepeONBaOT NpyT Apyra. He BcTpesaiite B 3TOT mporiecc. [epe-
OuBaHUE yKa3bIBAaeT Ha TO, YTO COOECETHUKU 3aUHTEPECOBAHbI B 00CYKJACHUU, U 3TO CUUTAETCS T10-
JIOKUTEJIbHBIM 3HAKOM.

KynbTYPA AENOBbBIX BCTPEY B POoccumn

Poccuiickas KynbpTypa IETOBBIX BCTpeU xapakTepusyeTcs (popmManbHOCThIO. OT moceTutenei
OKMJIaeTCs MyHKTYyanbHOCTh. Heo0xoammo cooOuIuTh 0 CBoeM NPUOBITUH HA BCTPEUy 3apaHee ce-
KpeTapro WJIH JIUILY, C KOTOPBIM BHI Oynete BcTpeuaThes. B Poccuu, kak u B cTpanax JlatuHCKOM
Awmepuku u Mcnanum, yMECTHO UCIOJIb30BaHUE MPO(DECCUOHATBHBIX MU aKaJeMHYECKUX TUTY-
JIOB yYaCTHUKOB COBELIAHMSI.

[Tpu 3HakoMcTBE ¢ ipodeccronanamMu B Poccuu BayKHO YUUTHIBATh UX CTATyC U CETh KOHTAKTOB.
JloBepue u JOSIIBHOCTh BBIPAKAIOTCS IEPCOHAIBHO YEIOBEKY, & HE OpraHU3allui UM KOMIIAaHHUH.

BeTpeun 00bIYHO HAYMHAIOTCSA BOBPEMSI, HO TIPOJOIKAIOTCS, ITOKA BCe BOMPOCH! HE OyayT 00-
CYJCHBI, IOATOMY MOTYT JUITUTHCS J0JbIIIE, YEM MPeIoiaranock. [1o 3Toii ke mpuyuHe uX 00bI4-
HO CTaparoTcsl He IePEeHOCUTh. BeTpeun 6e3 cTpororo cieoBaHUs MOBECTKE TOXKE OOBIYHEL. TOT,
KTO Ha COOpaHUU SIBIAETCS CTApPIIMM IO JTOJKHOCTH, ONPENENsieT CTPYKTypy coOpaHus, 3aaa-
Basi TEMY U MPOAOJKUTEILHOCTE 00CcykaeHus. OTAebHbIC YYACTHHKH MOTYT BBICKa3bIBATh CBOE
MHEHHUE, HO PEKOMEHIAIIUU U COBETHI MOTYT HE YUUTHIBATHCS, @ CAMU PEIICHUSI OOBIYHO TPUHU-
MalOTCSl PYKOBOJICTBOM B YACTHOM IMOPSJIKE UJIM Ja)Ke HE MPUHUMAIOTCS coBceM. Takke s poc-
CUHCKOH KYJNBTYPBI XapaKTepHO, YTO JEHCTBOBATH BaXKHO Cpasy MOCIE TOro, KaK peuieHue ObLIo
HaWJIeHO.
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KynbTYPA AENOBbIX BCTPEY B KUTAE

[Tnanupys Bctpeuy B Kutae, yunThIBaiiTe, 4TO KUTAHIIBI MOTYT IepeOUBaTh IPYT Apyra B Xoze Oece-
npl. [TocTapaiiTech He Ha3HAYaTh BCTPEUy BO BpeMsi KuTtaiickoro HoBoro rozma, KOTOpsIii 0OBIYHO MPHXO-
IUTCS Ha STHBaph UK (espaib. Takxke CTOMT U3derars nomnajaHus BCTped Ha 30J0TYIO HEJIeN0 B OKTS-
Ope, korna MHOTHe (pupMbl 3aKpbiBatoTCs. Eciii BaM Bce-Taku MPUXOJUTCS BCTPEYATHCS B 3TU MEPUOIIBL,
PEKOMEHTyeTCs KaK KeCT yBaKEHHSI IPUHECTH MOAAPOK, KOTOPHI Oy/IET OLIEHEH IO TI0CTOMHCTBY. [loM-
HUTE O TOM, YTO B KUTAMCKOM KYJIBTYype €CTh CUACTIMBBIC (8) M HecHacTIMBhIC (4) yucia U I[BETA.

Kuraiinpl oOpamiaroT Oonbllioe BHUMAaHHWE Ha MPABUIIBHOE PYKOMOXKATHE, KOTOPOE 3aJaeT TOH
BcTpeuu. Bame pykonokarue TOMKHO ObITh KPETTKUM, HO HE TPYOBIM, U BaXXHO YCTAHOBUTH 3PUTEITh-
HBIM KOHTaKT U MOJAEP)KUBATH €T0 Ha MPOTSKEHUU Oecesibl. DTO Balll NEPBBIi Iar K IOCTPOSHUIO J10-
BEPUTETBHBIX OTHOIICHUH, TOITOMY Ba)KHO YJIENSITh OOJIbIIOe BHUMAHKE JIMYHOMY KOHTAKTY.

Bynsre nynkryanbabl. Kak ToNbKO BCTpeua Hayanach, OCHOBHOE BHUMaHUE yJIEseTCS YCTaHOB-
JICHUIO JIOBEPUTENbHBIX OTHOIIEHUH. /|15 KuTalllleB XapakTepHa MEIJIUTEIbHOCTh B TOM, YTOOBI
JaTh MPSIMOW OTBET, UM OOBIYHO TpeOyeTcs BpeMsi, YTOObl yOeIUThCs B MPaBUIBHOCTH MPUHUMAE-
MOT0 COOCTBEHHOT'O pelieHUs. BU3UTHBIE KapTOYKU 001aat0T OOJBITNM 3HaUueHHEeM. PekoMmeHTy-
eTCsl pacrevaraTh CHelHalbHble BUBUTHBIE KapTOUKHU, TJIe OIHA CTOPOHA CONEPXKUT UH(DOPMALIHIO
Ha KUTACKOM SI3bIKE, a IpyTasl Ha aHTJIMHCKOM. BpyualiTe BUSUTHYIO KapTOUKy OOCUMH pyKaMH
CTOPOHOM C TEKCTOM Ha KUTAHWCKOM SI3bIKE BBEPX.

Bo Bpems nenoBsix BcTped B Knutae Bbl MOXKETE CTOJKHYTHCS C pyKOBOJIUTEIISIMUA CPEAHETO 3BE-
Ha, KOTOPBIE SIBIAIOTCA MOJUMHEHHBIMU BBIIIECTOSAIIUX MEHEIKEPOB. Bripakas yBaxeHue Ko BCEM,
HE3aBHCHMO OT UX CTaTyca, Bbl IOJYyYUTE OONBIINN IIaHC 3aKJIIOYUTD YCIIEHIHYIO AEJIOBYIO CCIKY.
CKOHIEHTpUPYHTECh Ha pa3roBope U OyAbTe TEPHENUBbl — HE JKAUTE, YTO pelleHue OyAeT MpuHs-
TO cpasy. Bac mpouH(pOpMUPYIOT, KaK TOJIBKO 3TO MPOU30MIET.

OOBIYHO TIepBasi BCTpeya MPOBOAUTCS JIJIsL TOTO, YTOOBI Y3HATH APYT APYTra, yCTAHOBUTH JOBEPH-
TEJIbHBIE OTHOUIEHUS U HAJIAJUTh KOHTAKT. [103TOMYy Ba)kHBIE pelIeHNs HAa IEPBOM BCTpEUE HE MpU-
HuMaroT. OTBET «Ja» MOXET HE O3HayaTh, YTO KUTAWIIbl COIJIACHBI M XOTST JABUTATbCS BIEPE],
a JIMIIb TO, YTO OHU MPOCTO MOHUMAIOT CKa3aHHOe Bamu. Jlydmuii crioco® B3auMOIEHUCTBUS C KU-
TalCKON KYyJBTYpPO — TMOHAa4Yaay HUKOMY HE JIOBEPATh U TpeOOBaTh JOKa3aTeIbCTB. MHOTOE 3aBU-
CHUT OT TOI'0, HACKOJIBKO HAaJIEKHOT 0 IEPEBOJUMKA Bbl HAHSJIU 1151 IOMOIIU B IEPETOBOPAX.

Exercise 1. Read the text, highlighting important information and taking notes.

International business etiquette. Greetings and introductions

The physical distance between people greeting each other is so different. In Western countries,
the distance is about one and a half meters, so you can shake hands, take a step forward. In Asian cul-
tures this distance is greater (two meters), while in Arab countries it tends to be less — it is said that
the correct distance is one that allows you to feel the other person’s breath on your face. The impor-
tant thing is not to offend your partner and to step back if he or she is too close.

As the title of one of the most comprehensive books on international business etiquette — Kiss,
Bow, or Shake Hands (T. Morrison, G.W. Conaway, and G. Borden), says, there are three ways to greet
foreign clients: a kiss, a bow, or a handshake. Western culture has established its own culture, and even
in countries where a kiss or bow is commonplace among expatriates, the handshake is used as a form
of greeting and saying goodbye to foreign counterparts.

The intensity of the handshake varies from country to country. For example, in Germany, the USA
and Japan it is very strong, in the UK it is softer and in France it is light and faster (no longer than three
seconds). In Asia it is uniform, except in Korea where it is stronger; in Arab countries it is soft and pro-
longed (up to ten seconds). In almost all countries, the handshake is usually accompanied by a slight nod.

Kissing as a form of greeting is not widespread in international business. In Arab countries, howev-
er, it is very common among businessmen or with friends and family, but not with foreign negotiators.
In Latin American countries it is used between women and between women and men if they already
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