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BBefeHue.

Bonpockl fen10BOro 3TMKeTa BaXHbl 4719 PYKOBOAMTENS KOMMaHUK, NPeXe BCEro NoTomy,
4TO NPOgeccMoHan - 3TO He TOMIbKO TOT, KTO BNafleeT TOHKOCTAMU Kakoin-nnbo cneumanbHOCTH,
HO M TOHKOCTAMU [1eN0BOro 06LeHns. Ecnm pykoBOAWUTENb ABNSAETCA CNeLnannucTom, Hanpumep,
B MEHe[)KMEeHTE, TO YTOObl 3DMEKTUBHO YNpaBATb, eMY HEO6X0ANMO eLle 6biTb CreLmanmcTom
B Ae/10BOM 00LWeHUN. OPGeKTBHOE 06LLEHNEe HEBO3MOXHO 6e3 BnafjeHUs HOpPMamu 3TUKETa.
OHO NpOHW3bIBAET BCHO MPOMECCUOHANBHYIO AeATeNlbHOCTb PyKOBOAWUTENsA. Beab OH He cam
BbINO/IHAET paboTy 3a CBOMX MOAUYMHEHHbIX. Ero 3agaya - obecneyeHne BbINONHeHUs paboThl C
NOMOLLBIO ApYrux ntofein. IhheKTnBHOe Aen0Boe 00LLeHVEe 1 BNafeHe HOpMaMu 3TUKETa - 3TO
CBA3YIOLLUME MNPOLLECChl CPeAM YeTbipeX OCHOBHbIX (YHKUWUIA YNpaBleHUs - MNAaHWpoBaHus,
opraHu3auumn, MoTUBaLUN, KOHTPOSS.

Kpome TOro, COTPYAHWKMA OYeHb YYBCTBUTE/IbHbI K CTWU/KO OOLLEHMS UM MaHepam
pykoBoautens. Pa3yMeeTcsi, C MOMOLUbI YBaXEHUS, BHUMaHUA W [e/IMKATHOCTM MOXHO
JOOUTLCA OT MNOAYMHEHHbIX 60MbLIMX pe3ynbTaToB, YeM C MOMOLLbIO [aB/eHUs, Yrpos,
npeHebpeXxeHns.

BaXHO OTMeTUTb, 4YTO B LMBWIM30BAHHOM MMWpe [e/I0BOM 3TUKET CcuyMTaeTcs
39KOHOMMWYECKOIN KaTeropueir. W aTo AeiicTBMTENbHO TaK. Ecnm Bce cOTpyAHWMKM cobnropatoTt
[eNoBO 3TUKET, MPUAEPXKUBAIOTCA BbICOKMX CTaH4ApTOB MOBeAEHUs, TO B KONEKTUBE
co3faeTca NO3UTMBHAA aTmocepa, YAyyllaeTcs MUKPOK/IMMAT, MeHblUe KOH(IUKTOB WU
6onesHeidi Ha HEpPBHOM nouBe, Bbile MPOU3BOAUTENBHOCTL TPyAa, BbllE KayecTBO
NMPUHMMAEMbIX PeLUeHWin, 6onee paunoHanbHO UCMOMb3yeTca paboyee Bpems W npoyee. Bepb
TOIbKO [JOBOJIbHBIA BHYTPEHHUI KIMEHT MOXET CO34aTb AOBO/ILHOTO BHELUHEr0 KAveHTa. Eciu
BHYTPY KOMMaHWM COTPYAHUKN (BHYTPEHHME KMEHTbI) WUCMbITLIBAT AePUUUAT XOPOLUMX
[eN0BbIX MaHep CBOEro pyKOBOAWTENS, ECN UX He YCTpamBaeT CTU/Ib PYKOBOACTBA M Ka4yecTBO
O6LLEHNA MeXAY COTPYLHMKaMW, TO He MNPUXOAUTCA YAMBNATLCA, UTO TakuWe HefOBOJIbHblE
BHYTPEHHME KAMEHTbl MNPOSBAAIOT XOMO0AHOCTb, 6e3pasnuyve, a nogyac W XaMcTBO, B
OTHOLLEHUW BHELUHUX KIWEHTOB. Hanpumep, Korga pyKoBoAUTeNb KPUTUKYET MNOLUYMHEHHOTO Ha
rnasax y [Apyrux COTPYAHWKOB, TO TakOW MNOAYMHEHHbI Npu 06CAY>XMBAHWM BHELUHErO
K/IMeHTa, CKOpee BCero Takxe OyfeT HecLepXaHHbIM.

MoHATHe genoBoro aTnkeTa. JOKYMeEHTbI, pernameHTUpyoL e 4eI0BOMA 3TUKET.

OTNKeT - 3TO nNpaBuna MOBeAEHUS B TOM WM MHOW  COUMaNIbHOW  rpynne,
npoeccnoHanbHOM cihepe, BHeLWHMe (opMbl noBefeHNs. OuYeHb BaXKHO, YTOObl COTPYAHUKU B
KOMMaHUN OMHAKOBO MOHUMaIN, YTO NPUHATO B UX OpraHM3aLmu, a YTo HeT, YTo NpPUeMIemMo B
NnoBefeHuK, a YTo HeJonycTUMO.

[lenoBoi 3TUKET NPUMEHUM: 4.

- Ha pa6ore;

- Ha BcTpeuvax;

- B TeneoHHbIX pa3roBopax v AefioBbIX NUCbMAX;

- B nyTtewecTBusx;

- Ha genosbix o6egax;

[MOCKOMbKY CYLLECTBYIOT BHYTPEHHWE K/IMEHTbl - 3TO BeCb MEpPCOHas KOMMNaHuu 1
BHELLUHWE K/IMEHTbI - 3TO Te, KTO NOTEHLUNaNbHO NPUHOCUT AeHbIM B KOMNAaHUI0, TO He06X0anMo
C034aTb JOKYMEHTbI, perfaMeHTUpyoLLIne aTUKeT 419 BHYTPEHHUX U BHELLUHUX K/IMEHTOB.

HanpvmMep, B HEKOTOPbIX KOMMaHWUAX [ANS pernameHTaumyv 3Tuketa LN BHYTPEHHUX
KNMeHTOB co3faeTtcs «KofeKc NoBefeHNs COTPYLHUKAE» WU LOKYMEHT «Y Hac Tak MPUHATO». A
[N19 TOro, YTO OMMCaTb, KAKOB 3TUKET Mpu paboTe ¢ BHELUHUMU K/IMEHTaMU, MOXET ObITb CO34aH
«CTaHaapT 06CNYyXUBAHUSA KNEHTOBY.

BbiBaeT, 4TO CO34aeTCA OfUH AOKYMEHT, ONpefenstowmnii 3TUKeT A1 BHYTPEHHUX U
BHELWHMX KAMeHTOB. Hanpumep, B «KHure coTpygHvKa» OLHOV MOCKOBCKOW TOProBOW CETU
ecTb TaKue pasfjenbl:



O6palyeHne K COTPYLHUKY FeHepasibHOro AMPeKTopa,

Mwnccua komnaHuu,

dunocoua KomnaHuu,

UTto KOMMaHusa oxugaet ot Bac?

Yero Bbl Bripase oxungaTb 0T KOMNaHUN?

CraHfapTbl NoBeLeHMs Ha paboTe,

YXenaewmblin 06pa3 6yayLLero KomnaHuu,

MpuHUKMNBLI paboTbl C MOKYyNaTesneM,

WHdpopmaumnoHHas 6e30MacHOCTb,

Cucrtema MOTMBaLUK U onnaTtbl Tpyaa,

Cucrema gucumnInNHapHbIX B3bICKAHWUIA U LITPagoB,

OpraHun3aunoHHbIe npoLeaypsbl.

Llenecoobpa3Ho, 4TO6bl 3TOT LOKYMEHT persiaMeHTMpoBan Kak MOXHO 60/blle CTOPOH
XXU3HU KOMMNaHUKW. Takum 06pa3om, paboTalowMM COTPYAHMKAM He HYXHO KaXAbli pas
pasMbIlWNATb, KakK MOCTYNWTb B TOM WAM WHOW cuTyauuu. A COTPYAHMKaM TONbKO YTO
MOCTYNUBLLUMM Ha paboTy B KOMMNAaHUIO, U3YUnB 3TOT AOKYMEHT, TOXe CTAHOBUTCH MOHATHO, YTO
MPUHATO B NOBELEHUN, a YTO HeT. [MOCKONbKY XM3Hb 3a4acTyto Henpefckasyema 1 onucaTb Bce
CUTyauumn, KOTOpble MOryT BO3HWKHYTb B TPYLOBOWA >XM3HW pabOTHMKaA, He MpefCcTaB/seTcs
BO3MOXHbIM, TO He06X04MMO, 4TOObl B [OKYMeHTe ObliM Ha3BaHbl OCHOBHbIE MPUHUMMBI.
HanpviMep, MO OTHOLIEHMIO K BHYTPEHHUM K/MEHTaM - YBaXXEHWE W TaKTUYHOCTb Ha BCeX
YPOBHAX Mepapxuu, a Mo OTHOLWEHUK K BHELWHUM KAWEHTaM - MPUHLKN 06CMYy>KMBAHUA
KaXX[0ro KAveHTa Kak fopororo rocts, To eCTb NPUHLMM FOCTENPUMMCTBA.

CoBpeMeHHbI  3TUKEeT (POPMMPOBANICSH ThiCAYeNeTUAMU W Bo6pan B ceb6s HOPMbI,
0TO0OpaHHbIe N NPOBEPEHHbIE BPeMeHeM. B [1e/10BOM 3TUKETE HET HMYero NuMLHero. HeT Hu4ero
TaKoro, 4TO 3aTpyAHANo Obl [eNoBYyH) KOMMYHMKaUWUKO M Mewano BecTu fena. HanpoTws,
[ENOBOW 3TUKET - 93TO WHCTPYMEHT, MOBbIWAKOWNA 3((HEKTUBHOCTL OOLLEHNS, [aroLmii
NONOXMNTENbHbIE 3MOUMM W pafocTb. [enoBOR 3TUKET (OPMUPYET NOANbHOCTb BHELUHUX W
BHYTPEHHUX K/IWEHTOB. MHOrme npeycnesawoline KoMnaHuu, (GopMupyst CBOW (MPMEHHbI
CTW/b, CAeNnanu CTaBKy Ha 6e3ynpeyHble MaHepbl COTPYAHMUKOB U TakMM 06pa3oM cosgfanu cebe
KOHKYPEHTHOe MPenMyLLEeCTBO, BbIFOAHO OT/IMYAIOLLEE NX OT KOHKYPEHTOB.

[eicTBUTENbHO, B CUTyauUW PbIHOYHOW 3KOHOMMUKW U YCUMBAKOLLENACA KOHKYPEHLMU,
Korfa MHOrve KOMNaHuu npeasiaraloT NoxoXmi acCOPTUMEHT U LieHbl, BOSHUKAEeT BOMPOC, YeMm
OT/IMYaTbCA OT APYrux, Kak nobeautb B KOHKYPEHTHOW 6opbbe? OTBevas Ha 3TOT BOMpOC,
MHOrMe YCrellHble KOMMNaHuy¥ OTAAT NMPUopuTeT 0OYYEHWIO MepcoHana Ha BCeX YPOBHAX B
KOMMaHUN eN0BOMY 3TUKETY U 3PHEeKTUBHOMY [e/10BOMY OOLLEHUIO.

DYHKLUNN Jen0BOro aTUKeTa.

[lenoBoi 3TUKET - 3TO YCTaHOB/IEHHbIN NOPAOK MOBefeHUs B chepe 6U3HECA U [e0BbIX
KOHTaKTOB.

STUKET, ecn NOHMMATb ero Kak YCTaHOB/NEeHHbIV MOPAA0K NoBeAeHUs, NoMoraeT usberarb
NPOMaxoB UMW CrnagnTb UX AOCTYMHbLIMW, OOLENPUHATLIMKU cnocobamu. Mo3TOMy OCHOBHYHO
(OYHKUMIO WM CMbICN 3TUKETa [efIoBOr0 YeNnoBeKa, MOXHO OMNpefennTb Kak (hopMupoBaHue
TakuxX NpaBun NoBeAeHWs B 06LLECTBE, KOTOPble CMOCOGCTBYOT B3aMMOMOHMMAaHWIO t0Ogein B
npotecce 06LLEHUA.

BTopo/i no 3HayeHWO (YHKLMeA 3TUKeTa SBAAETCA (YHKUMA y[ao6eTBa, TO eCTb
LieNeco06pa3HOCTb M MPaKTUYHOCTb. HaumHas ¢ menoyeil U [0 camblX 06LWMX NpaBu, 3TUKET
npeacTaBnseT coboi NPUGAVKEHHYO K NOBCEAHEBHOW YXXN3HN CUCTEMY.

OfHO M3 OCHOBHbIX MNPaBu/, OMpefenarlnx cam ITUKET - MOCTyMaTb TaK CTOUT He
NMoTOMYy, YTO TaK MPUHATO, a MOTOMY, YTO WAW LenecoobpasHo, unu ynobHo, unm npocTo
YBaXWUTE/bHO MO OTHOLLEHWIO K pYrM 1 caMOMYy cebe.

ITUKET ABNSETCS OAHUM U3 FNaBHbIX "opyaui" hopMMpoBaHua uMumka. B coBpeMeHHOM
6u3Hece nuuy (MPMbI OTBOAWUTCA Hemanas ponb. Te (uUpMbl, B KOTOPbIX He cobnofaercs
3TUKET, TepsAoT O4YeHb MHoroe. Tam, rae MpPUCYTCTBYeT 3TUKET, Bbille NPOU3BOAUTENBHOCTb,



nydwe pesynbTatbl. [103TOMYy BCerfa HYXXHO MOMHWUTb OAWMH W3 [NaBHelWmnX MOoCTynaTos,
KOTOPbI/ 3HAIOT GU3HECMEHbI BCEFO MMpa: XOpoLUMe MaHepbl MpubbIabHbI. T0pa3go nNpusaTHee
pabotatb C TOW (hMPMOW, rae cobnofaeTcad 3TMKET. lNMpakTUYeckKu BO BCEM Mupe OH CTan
HOPMOM JeATeNIbHOCTU. DTO NOTOMY, YTO 3TUKET B CUNY CBOEM XU3HEHHOCTU CO3LAET MPUATHBLIN
MCUXONOTNYECKUIA KMMAT, CNOCOBCTBYIOLWNIA Ae/I0BbIM KOHTAKTaM.

Hy>XHO 3amOMHUTb, YTO 3STMKET MOMOraeT Ham TONbKO TOrAa, Korga HeT BHYTPEHHero
HanpsKeHUA, POXAatoLLEeroca U3 NonbITKN CAenaTb Mo npasuiaM 3TUKeTa TO, YTO paHbLue Mbl
HUKOrfia He Jenanu.

lMpaBuna 4enoBOro aTUKeTa.

MpaBuna 3TUKeTa, 06/1a4eHHble B KOHKPETHble (hOpPMbl MOBEAEHUSA, YKa3blBAOT Ha
eMHCTBO [BYX €ro CTOPOH: MOPa/bHO-3TUYECKOW W 3CTeTUYeCKoin. MepBas CTOpOHAa — 3TO
Bblp@XX€HNe HPaBCTBEHHOW HOPMbI: NpefynpeauTeNibHON 3a60Tbl, YBaXEHUS, 3aWuUTbl U T.[4.
BTopas cTopoHa — acTeTUYeckas — CBUAETE/IbCTBYET O KpacoTe, U3flLecTBe (DOPM NOBEAEHNS.
MpuBeLemM HEKOTOPbIE COBETLI U PEKOMEHALNN.

Hanpumep, onsa npuBeTCTBUA CnefyeT Mo/b30BaTbCA He TONMbKO BepbasibHbIM (peyeBbiM)
cpeacTBom “3apaBcTByiTe!", “[06pblli AeHb", HO W HeBepbasibHbIMU >KeCTaMW: MOK/I0HOM,
KWBKOM, B3MaxoM pyKu v T.M.

MOXHO paBHOAYLUHO CKa3aTb "34paBCTBYWTE", KMBHYTb rOMI0BOA W MPOWTM MUMO. Ho
Aydwe MOCTynuTb MHaye — CKasaTb, Hanpumep: “3apaBcTByinTe, WMBaH AnekcaHaposuu!”,
TEnMo YNblIBHYTbCA €My W OCTaHOBMTbCA Ha HECKONbKO CeKyHA. Takoe npuBETCTBUE
nofyepKMBaeT Ballun L0Opble YyBCTBa K 3TOMY YeNOBeKY, OH MOMMET, YTO Bbl LIEHUTE €ro, Aa u
3ByYaHue COBCTBEHHOI0 UMeHU — MPUATHas Menoaus ans nboro Yenoseka.

O6pauieHne 6e3 UMeHW — obpaleHne ¢opmanbHoe: 6yab TO MOAYUHEHHbLIA WK
Ha4Ya/lbHUK, cocef MO NeCTHUYHOW NAOWaAKe WM MOMNYyTYMK B OOLLECTBEHHOM TpaHCMopTe.
ObpalleHrie No UMeHW, a ellle Nyylle — No UMeHU U OTYECTBY — 3TO 0OpaLLeHne K IMYHOCTH.
Mpom3HOCA WM#A, OTYECTBO, Mbl TMOAYEPKMBAEM YBaXKEHME YeNOBEYECKOro [OCTOMHCTBA,
LEMOHCTPMpPYeM [yLIeBHOe pacnonoXeHue. Takoe NPUBETCTBME FOBOPUT O KY/bType YenoBeka.
KOHeyHo, ¢ NMofo6HbIMM KayecTBaMu MIIOAM He POXAAKTCA. ITU KavyecTBa BOCMUTLIBAKOTCS, a
MOTOM BXOAAT B NPMBbIYKY. Uem paHblle HAYyHETCA Takoe BOCMUTaHWe, TEM Jydlle: CKopee
BOMAET B nNpuBbIYKY. OCOBGEHHO TsXKeno pfaeTca (POpPMUPOBaHME XOPOLUMX MNPUBbIYEK
WHTEeNNUreHTa 6M3HeCMeHaM NepBOro MOKOMEHUs, TaK Kak NMpUXoAuTca O0/bLUE YacTblo MATU
nyTeMm npo6 n ownboK. Hegapom aHrMyaHe roBopaT, YTOObI CTaTb AXKEHT/ILMEHOM, Haf0 UMETb
B CEMbe TPU YHUBEPCUTETCKMUX AMNIOMA: AeAa, OTLA U CbiHa.

Ho kpome npaBun Ky/nbTYpHOro MOBeAEHWUsA CYLLECTBYET eule W NPOgecCUOoHaNbHbIN
3TMKET. B Xu3HU Bcerga 6binm 1 0CTaHYTCA OTHOLUEeHUs, KOTOpble 06ecneymBaloT HauBbICLLYHO
3 (PeKTMBHOCTb B BbINOSIHEHUN NPOGECCUOHANBbHBIX (PYHKLMIA. Y4YaCTHUKM Kakoro-nmbo
B3aMMO[ENCTBUA BCerja CTapalTCAd COXpaHUTb Haubonee oOnNTUMasbHble (OPMbl  3TOrO
B3aMMOJENCTBUA W npaBuna nosefeHWs. Hanpvmep, B opraHv3auuMmM OT HOBMYKA CTaHyT
TpeboBaTb HEYKOCHUTE/NbHOro co6/1t0AeHNUs 0TPaboTaHHbIX MU MPOBEPEHHbLIX NpPaBWn AefioBoro
06LLEHNSA, TaK KaK OHM 06/1eryatoT BbINOSHEHNE NPOGECCUOHANbHBIX (YHKLWIA, CNOCOOCTBYHOT
[OOCTVDKEHUIO MOCTaBfIEHHbIX Lefneil. B TOM WM WMHOM KOMNEKTMBE, rpynne paboTHUKOB,
COTPYLHWKOB, Le10BbIX fI0AEN CKNafAblBaloTCs OnpejenieHHble TPaguLnm, KOTopble C TeYeHNEM
BPEMEHM MPUOGPETAIOT CUY MOPa/IbHbIX MPUHLMMNOB WM COCTaBNAT ITUKET LAHHON rpymnnbl,
06LLHOCTN.

B npakTvKe fenoBbIX OTHOLUEHWI BCerga ecTb Kakue-T0 CTaH4apTHbIe CUTYyaumm, KOTOPbIX
HEBO3MOXHO M3bexartb. [na aTMX cuTyauui v BblipabaTbiBalOT (HOPMbl U NpaBuia NOBEAEHNS.
3TOT Habop MpaBWA U COCTaBNSAET 3TUKET AENOBOr0 O6LLEHMS. DTUKET [eN0BbIX OTHOLLEHWI
onpegensieTcs, B 4aCTHOCTW, Kak CBOZ NpaBu/i NoBeAeHUs B OGM3Hece, KOTOPbIA NpefcTaBnseTt
BHELLHIOKO CTOPOHY [ieN0BOro 06LLeHNS.

[enoBoii 3TMKeT — pe3ynbTaT AnuTeNnbHOro otbopa npasun u  ¢opm Hanbonee
LlenecoobpasHoOro noBefeHns, KOTOpOoe CrocobCTBOBA/IO YCMexXy B AefIoBbIX OTHOLWEeHuAX. He



BCerja /erko 4aBasnocb OCBOEHMEe 3TUX MpaBus, NO3ITOMY NpeanpuHMMaTenn "ot coxu" Hepeako
OT3bIB/INCb O HUX HE OYEHb NECTHO: "3ayem MHe Bce 3T0?7".

Mo>KHO cnefoBaTtb M JaHHOMY MPUHUKUMY, OLHAKO €C/N Bbl XOTUTE YCTAHOBUTb NMPOYHbIE
[leN10Bble OTHOLLEHUA C 3apybeXKHbIMU NapTHepaMu, TO 3HaHWe [eN0BOro 3TUKeTa 3apyOeXHblX
CTpaH NpocTo 0653aTe/NbHO.

MOXXHO HamOMHWTb, KaK yCTaHaBI1BaINChb TOProBble CBA3N CO CPeHEeBEKOBON HAMOHMeENR,
KoTopasd [0 W3BECTHOW anoxu Maingsm (go 1868 r.) Oblna MOYTU Haryxo 3akpbita OT
OCTaIbHOr0 Mupa. KommepcaHT, Kynewl, NpuObIBLIWIA B CTpaHy BOCXOAALLEro COMHUA Ans
yCTaHOBNEHUS 4eN10BbIX CBA3EN, NpeacTaBnancs umnepatopy. MNpouesypa npefcraBneHns obina
CTONb YHWU3WUTE/IbHOW, YTO He KaXAoMy 3apybexHOMY rocTio OHa 6Obiia nog cwuiy. Ho3emel,
[O/DKeH Obl OT ABEpPU MO MPUEMHO 3a/bl NON3TU Ha KONEeHAX K OTBEAEHHOMY emy MecTy, a
nocne npuema TakMm >e 06pa3oM, NATACL KaK pakK, MOKWUHYTb CBOE MECTO W CKpbITbCA 3a
[BEpbIO.

Ho Kak 1 B Te [aBHWe BpeMeHa, TakK W celiyac, npasuna [enoBOro 3TWKeTa, KynbTypa
NnoBeAeHWs MNOMOratT CONMKEHUIO 3KOHOMUYECKUX W (PUHAHCOBbLIX WHTEPECOB TOProBbIX
nofeid, OM3HeCMeHOB. [N MHOrMx npubbiib 6Oblla M OCTaeTCA Bbille BCEX pasnMyuii
HaLMOHaNbHOr0 XapakTepa, BEpOUCMNOBeAaHWsA, COLMaNbHOrO MONOXEHUSA, MCUXONOrNYECKMX
0CO6GEHHOCTel. ITU pa3Munsa MNOAUMHANUCL 3TUKETY WHTepecylolleli OGM3HeCMeHa CTpaHbl.
MofuvHeHVe NpaBuIaM Urpbl ONpeaenstoLeil CTOPOHbI CO34aBaso OCHOBY A1 yCrnexa CAeNKN: .

Kakve ke npasuna nosefeHWs Hafo 3HaTb npeanpuHumarento? lMpexzae Bcero, cnegyet
MOMHMWTb, YTO [Ee/0BOIN 3TUKET BKIOYAET TOUYHOE CO6M0AeHME NpaBua KynbTypbl NOBEAEHUS,
KoTopas npegnonaraet B MepBYH oyepedb [/y6OKOe YBaXKeHWE Ye/l0BEYECKOM JIMYHOCTW.
CoumanbHas ponb, KOTOPYH UrpaeT TOT UAN MHOIM YenoBeK, He JO/MKHA BbiTb CaMOAOB/EIOLLEN,
He JO/MKHA OHa OKasblBaTb W FMMHOTUYECKOTO BIMSHUSA Ha [efloBOro naptHepa. KynbTypHblit
npeanpuHUMatenbs 6yaeT B PaBHON CTENeHW YBaXWUTENIbHO OTHOCUTLCH M K MWHUCTPY, U K
PALOBOMY TEXHWYECKOMY pPabOTHUKY MWHWUCTEPCTBA, MPE3UAEHTY KOMNaHuW, ¢upMbl K
ybopuiuue oguca, T.e. BCEM MNOKa3biBaTb WCKPEHHEE YBaXeHMe. ITO WCKPEHHee yBaXKeHue
[O/MKHO CTaTb COCTaBHOM 4aCTblO HaTypbl 6u3HecMeHa. EMy Hago HayumTbCcs BepuTb B
NnopsA0YHOCTL Ntofdei. Henb3s nNpu nepsBoi BCTpede 06HapYXWTb AaXe NpU3HaK TOro, YTo Bbl
npefcTaBnseTe ero Kak "TeMHyH0 N0LWaaKy", cTpeMsLLytoca Bac 0653aTe/IbHO 060MTU Ha NPAMOIA
W BUpaXe, a roBops npoue — o6mMaHyTb. B OCHOBe MOBeAeHWs [OMIXHA fexatb
HpPaBCTBEHHAasA OLeHKa: [4e/I0BOI napTHep — Xopowwuid YyenoBek! Ecnun, KOHEYHO, OH He foKa3an
CBOMMMU MOCTYMKamy 06paTHOro.

MpUHUMNBI 4e/10BOr0 3TUKeTA.

[lenoBoii aTuKeT 6a3npyeTca Ha crefyroLwmx npuHumMnax:

1 3pgpaBblil CMbICN: HOPMbI [eN10BOr0 3TWKeTa He AO0/DKHbI MPOTUBOPEUYUTL 34paBOMY
CMbIC/y, a 34paBblii CMbICN MOACKAa3blBaeT, YTO [AENOBOA 3TUMKET B LE/IOM HanpaBieH Ha
noafep>kaHne nopsaka, OpraHn3oBaHHOCTW, 3KOHOMWUIO BPEMEHW W Apyrue pasyMHble Lenw.
HopMmbl 3TUKeTa, HapyLlualoLlmMe AefoBble B3aUMOOTHOLLEHUS, YCTOABLUMECA NpaBuia o6LLeHus,
34paBbIM CMbIC/IOM NOAAEPXNBAEMbI ObITb HE MOTYT.

2. Ceobofa: umeeTca B BWUAY TO, YTO NpasBuia M HOPMbI [eN0BOr0 3TUKETa, XOTA U

CYLLECTBYHOT M BeCbMa PeBHOCTHO WCMOJIHAKOTCA, TEM HE MeHee He [O/DKHbI MPensaTcTBOoBaTb
CcBOOGOAHOMY BONEU3BLABNEHUIO KaX4Oro [efioBOro rnapTHepa, cBo60oAe Bblbopa napTHEPOB MO
6usHecy, cBoboge nopbopa MeTOAOB M CMOCOBOB WCMOMHEHWUS AOrOBOPEHHOCTER MexXay
CTOpOHaMW.
Csoboga npegnonaraet TakXe TeprvuMOe OTHOLUEHME K MPOSBMEHUIO  HAUMOHANIbHbIX
0CO6EHHOCTEW, KYNbTYPHbIX HaLUOHaNbHbIX TPaguuuiA, NOSAbHOCTL K CBOGOAHO MPOSBASEMON
TOUKe 3peHunsi, K pas/InyHbIM LeN10BbIM No3uumam. OfHaKo TakoW NPUHLUN AeN0BOr0 3TU-KeTa,
Kak cB060ja, orpaHNYeH:

* 34paBblM CMbIC/IOM;

* KNIMMATUYECKNUMWN YCNOBUAMMU;

* TPagULMNAMH;



* HaLLMOHaNbHbIMU 0COBEHHOCTAMMN;

* MONINTUYECKNM PEXMMOM U Ap.

3. OTWYHOCTb: BeCb KOMMIEKC HOPM, CTaHAapToB, TpebOBaHWI, pPeKOMeHAaLWiA,-
COCTaBNAOWMNIA [1eN0BO 3TUKET, CaMOi CBOeW CyTbi0 U COAepXXaHuMem MNpocTo 06s3aH ObITb
3TWYHbIM, MOpa/ibHbIM, T.e. [e/I0BOM 3TUKET LENMKOM M NMONHOCTHIO OPUEHTMPOBAH Ha LO6po.
Ho
KaK TpakToBaTb 3Ty /laBHYHO KaTeropuio mopaau, LpyrMMy Cnosamu, 4to cymtatb L06pPOM ©
4TO cuMUTaTb 3/710M, B chepe BU3HECA - BONPOC CNOXHbLIA U HEOAHO3HauHbIN. Bce cofepxaHue
JaHHOV 06nacTu 3HaHWM, a Takxke Yy4yebHOW AucumnavHbl “[enoBoli 3TUKeT" MMeeT CBOel
FNaBHON LEMblo  "OKPY>XMTb" OU3HEC MHOXECTBOM "3TUYECKMX (UNLTPOB", OCTaBASAHLLUX
amopasibHoe MoBejeHWe W MNOCTYMKW J/t0fein 3a pamkamy cdepbl AefloBbIX OTHOLUEHWA.
4. Y[06CTBO: HOPMbI [e/I0BOr0 3TUKETA - He MyThbl, He OKOBbI, HE KaHAa/lbl HA pyKax W Horax
napTHepoB MO OM3HEeCy, OHW He [O/HKHblI CKOBbIBaTb [efIOBbIX NHOAEN, Mellas TeM CaMbIM
[eN0BbIM OTHOLUEHNAM 1 TOPMO3S5 Pa3BUTME IKOHOMUKMN.

YOo6HbIM N1 [efI0BOr0 YesioBeKa AO/MKHO ObiTb BCE - OT MJIAHUPOBKU CNY>XEOHOro
NoMeLLeHMs [0 pasMeLleHns 060pyAoBaHNSA B HEM, OT Ae/10BOW OAexXAbl 40 NpaBu/ NPoBeAeHuUs
npeseHTauum n TpeboBaHuiA, NpeabABASEMbIX K AeN0BbIM MeperoBopam, npuyem 3Tm yao6ctea
[O/MKHbI BblTb 06ecrneyeHbl B paBHOW CTeNeHW AN BCEX YYaCTHWKOB [e0BbIX OTHOLLEHWIA.
5. LlenecoobpasHocTb: CyTb 3TOrM0 MPUHUMNAG B TOM, UYTO Kaxoe MpeAnucaHue [efoBoro
3TUKETa JO/MKHO CMY>XWUTb ONpefesieHHbIM LensaM. Bugbl 4enoBbiX OTHOWEHWI - Npe3eHTauus,
fenoBas 6ecefla, BefieHNe NeperoBopoB U T.M. - UMEKT pa3HOOOpa3Hble Len, U KaXKAbI acnekT
[leNIoBOro aTuKeTa JO/MHKEH M COOTBETCTBOBATD.

6. OKOHOMWYHOCTb: 3TWMKa [AefIOBbIX OTHOLUEHWI He [AO/HKHA O0OXOAUTHLCA CIMLLIKOM
[lOpOro; BbICOKas "CTOMMOCTb" MOPasibHOCTM B fenax cama Nno cebe He 3TUYHA, MOCKO/bKY
npeacTaBnseT coboi BblYET NMOGO M3 NpubbINM opraHu3auymm, nMbo M3 A0XO0A0B OTAENbHOrO
COTPYAHUKA.

PasymHaa CTOMMOCTb - BOT TO COOGpaxeHue, KOTOpbIM CnegyeT pPyKOBOACTBOBATLCH
NPOTOKONLHOMY OTAeNy opraHunsauuu.

7. KoHcepBaTu3M: 3TOT MPUHLMN ABNSAETCA CamMO COOOW pasyMerowmnmes, Tak Kak KOpHWU
[leNoBOoro 3TMKeTa - B 3TUKETE TOCYAApCTBEHHOM, WMeloLlleM MHOrOBEKOBYH WCTOPUIO, B
3TUKeTe BOWHCKOM, (CTONMb e MOYTEHHOro BO3pacTa), B CBETCKOM (06LierpakaaHCKoM)
9TUKETe, KOTOPbI XOTA W He CTO/Mb [aBHO CYLUECTBYET, OLHAKO ero KOHLEenuuu 3aBoeBau
npo4Hoe MecTo B XU3HU oblLuecTBa " cTanm KNacCcuyecKmmum.
KoHcepBaTM3M BO BHeLHeM 00NMKE [eN0BOr0 YenoBeKa, B €ro MaHepax, CK/IOHHOCTSAX,
NPUBEPXXEHHOCTU K TeM WA MHbIM TPaguuUMAM HEeBO/IbHO BbI3biBaeT accouumalum Yero-To
He3bI6/1EMOro, MPOYHOr0, HafEeXHOro; a HafeXHbl NapTHep B Aenax - Npejen >KenaHuin ans
KaXX[0ro e/10BOro YesioBeka.

MOXHO MOHATb MHOIMX POCCUMACKMX GU3HECMEHOB, MOCMELUMBLLMX, KaK TOMbKO Poccus
BOWMA B MWPOBYH CUCTEMY PbIHOYHbIX OTHOLUEHWA, MNPUHATL  BHELWHWIA  06/IUK
[OPEBOJIIOLMOHHBIX (PUHAHCUCTOB, 6aHKMPOB, KYMLOB - 60p0oAa, YCbl, HeCMeLlHble ABUXEeHWUS,
CTapuHHbIe peyeBble 060POThLI U T.N.

HagexHocTb, (PyHAaMeHTaNbHOCTb, CTabUNbHOCTL - BECbMA MPUB/IEKaTeNbHbIE B 4e/I0BOM
MUpe 4YepTbl (M He TOMbKO B AenoBoM!), M OHW WMEKT COAepXKaTeflbHyt CBA3b C
KOHCEepBaTU3MOM.

8. HenpuHyXAeHHOCTb: HOPMbI [ef10BOr0 3TUKETa AOMXKHbI ObiTb TAKOBbI, YTOObLI CO6MIOAEHNE
NX He NnpeBpaLLanocb B HEYTO HaBA3bIBAEMOE, OTTOPraeMoe NCUX0on0rMYeckn; OHN eCTeCTBEHHbI,
UCMOJTHAEMbI C NerkocTblo U 6e3 HanpskeHus. (BHumaHve! He nyTtaTb HempUHYXAEHHOCTb C
6ecLepeMOHHOCTbI0, Pacx/f6aHHOCTbIO, HEBHUMAaHMEM K OKPYXAlOLIMM, HEBOCMMUTAHHOCTLIO!)
9. YHuBepcanu3m: 3TO 3HAYUT, UYTO C/eAyeT cTaparbCsd, YTOObl KaXKaasa peKkoMeHauus wuau
HOpMa Je/loBOro 3TMKeTa Oblfa Hamnpas/ieHa Ha MHOTME CTOPOHbI AeN0BbIX B3aVMOOTHOLUEHWA.
10. SddeKTUBHOCTL: CyTb 3TOr0 MNPMHLMNA B TOM, YTO CTaHAapTbl [EeN0BbIX OTHOLLEHWI
[LO/MKHBI  CMOCOBCTBOBATL  COKPALLEHMIO CPOKOB  UCMONHEHWA  [Or0BOPOB, 3aK/IIOUYEHWIO
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Oo/bLUEro 4yucna LOroBOPOB, YMEHbLUEHWIO KONMMYeCTBa KOH(M/IMKTOB B KOJIEKTMBE WU T.A.
B KOHEYHOM cueTe UCNONb30BaHWE [eN0BOW 3TUKN ABNAETCA 3IKOHOMUYECKMN BbIrOLHbLIM.

BHewHWIA BUA 4€N10BOIr0 YenoBeKa

Opexaa 0enoBoro yenoseka.

Camasn pacnpocTpaHeHHas M Haubonee Mpu3HaHHAsA Ha CerofHs ofexpa 6M3HeCMEHOB -
KOCTIOM. KOCTIOM - BU3NTHAA KapToyKa [eNnoBOro uenoseka. llpexzae Bcero, CMOTPAT, Kak
yenoBek ofeT. lepBoe BrneyaT/ieHWe HALONTO OCTaéTca B NamaTW NIOAeiRd, C KOTOPbIMUA Mbl
3Hakomumcs. MoaToMy npeHebperatb CBOUM BHELLUHWUM BUAOM - HEMPOCTUTENbHAA OLIMOKA.

Hanpumep, akkypaTHOCTb W MOATAHYTOCTb B OfeXAe 4acTo accoummpyroTcs C
OpraHn30BaHHOCTLIO B paboTe, C YMEHMEeM LeHWTb CBOE U 4yXoe Bpems. PacxnsabaHHOCTL -
CUHOHVM CYeT/IMBOCTU, 3a6bIBYNBOCTM.

lNMpaBnia HOLLEHUA KOCTHOMA:

1HvKorga He HafeBaiiTe O4HOBPEMEHHO KOCTIOM W CMNOPTWMBHYI 06yBb. IOTU BeLUM
HeCoBMeCTMMble NO CBOEMY MpeAHa3HayYeHno.

2.HafieB KOCTIOM, He GepuTe CyMKY CMOPTMBHOrO Tuna. XXenatenbHo HOCUTL Bymaru u
HeobXoAuMble BeLW B aunsiomarte, noptdene uam nanke. Ecnv ke BO3HWKNA HEOOXOAUMOCTb,
CYMKa l0/>KHa 6bITb OLHOTOHHOIO LiBETA.

3.Ecnu Bbl Haflenn KOCTIOM, Bcerfa Hagesalite ranctyk. FancTyk K KOCTIOMY Heo6X04uM.
[enoBoli KoCTIOM 6€3 rasctyka He HOCAT. VICKMYeHWs - NULKaKM CNOPTUBHOrO MOKPOS,
KOTOpble MOryT ObITb HajeTbl Jaxe Ha (yTbonky. Ho Takue nuOXaku He NpUHAANexar K
[enoBoii opexae. Hegonyctumo HOCUTL ABYOGOPTHbIE NUAXKaKM 6e3 raicTyka.

4.Copoyka, HajeBaemasd C KOCTIOMOM, [O/XKHa MMeTb [/WHHble pykKaBa. CumTaeTcs
3NeraHTHbIM, eciv MaHXXeTbl COPOYKMN BUAHbLI U3 NOJ PYKaBOB NMUXKaKa NnpuMepHo Ha 1,5 - 2 cm.
Nyuywie Bcero nogo6paTb COPOUKY, Ha KOTOPOW HET HarpyHbIX KapMaHOoB.

5.He ponyckaiite, 4To6bl 3aTSXKHOM KOHeL, raficTyka 6bin Ha BuUAy, BbICTynan u3-3a ero
NNLEBOWA YacTu.

6.He BblgensiiTecb CBOel ofeXaoin B pabouyee BpeMs. B noBcegHEBHOM O0OLLEHUN
HeOGPOCKMIA KOCTIOM CUATAETCSA XOPOLLUM TOHOM.

He HocuTe CNULIKOM CBET/bIE KOCTHOMbI. Hanbosnee pacnpocTpaHeHHble LBeTa - TEMHO-
CVHWIA, TEMHO-CEPBIA.

He HafeBaliTe necTpble UM TEMHbIE COPOYKN.

["ancTykn He CMMLLKOM fipKMe 1 6e3 BPOCKUX Y30POB.

Hocku TEMHbIX pacLBeTOK.

7.Ecnn Bbl He 3HaeTe, Kakue Tyqiun WAM COPOYKY BbIGpaTb, TO nNpegnoyTute 6enyto
COPOYKY U YEpHble Tyhn.

8.B 3aBsi3aHHOM COCTOSIHUM Ta/ICTYK JO/IKEH KacaTbCAa HUXXHUM KOHL,OM MPSXXKN PEMHS.

9.LLInpuHa rancTyka Ao/mKHa ObITb COPa3MEPHOI LUMPUHE NalKaHOB NUKaka.

10.MancTyK fonXeH 6bITb CBET/IEE KOCTIOMA M TEMHEE COPOUKW.

11.He gonyckaliTe HECOBMECTUMOCTM Y30pOB, TO eCTb [Ba 3/1eMeHTa KOCTIOMa Noapss He
MOTYT UMETbL Y30p.

HecKo/1bKO NMpoCTbIX COBETOB:

CseT/ible KOCTHOMbI HOCUTE [HEM, BEHEPOM Xe TEMHbIE.

B oguumanbHoil 06CTaHOBKe NUKaK LO/MKEH ObITb 3aCTErHYT. MONHOCTHIO PacCTerHyTb
nyrosuubl NuaXaka MOXHO BO BpeMa YXWHa unau cuaa B Kpecnax Teatpa. [lMogHumascs,
Heo6X04UMO 3aCTErHYTb Ha BEPXHIOK MyroBuLly.

[epxuTe BbIXOLHOW KOCTIOM B MOJIHOM MOpsgke Bcerga. ATO XXe OTHOCUTCH K 06yBw,
HOCKaM, 3aroHKam.

KocTioM fo/mKeH 6bITb YA06HbIM.

He Bcerga cnefyiite 3a Mofoi. Jlydule BbIrNsifeTb He MOLHO, HO XOPOLUO, YeM MOZHO U
ni10xo.

MmeiiTe npu cebe aBa HOCOBLIX Niatka. MepBblil "pabounii™ - HaXOAMUTCSA B KapMaHe BpIOK.
BTopoit - Bcerga abcontoTHO YACTLIN - BO BHYTPEHHEM KapMaHe nupkaka.



Manctyk - 6aboyka, NpefHasHaYeHHbIW ANS OPULMANBHBIX TOPXECTB WM  KPYMHbIX
Npa3gHNKOB, HALeBatOT TOMIbKO K TEMHbIM KOCTHOMam. [ancTyK K BeYepHEMY KOCTIOMY flyulle
BCEro nofbupatb U3 HaTypaslbHOr0 WM UCKYCCTBEHHOIO LUENKA.

Ecnm rancTyk CLUMT U3 Ka4eCTBEHHOro MaTepuana, TO Y3en pa3Bsa3biBaloT, KOrga CHUMaT
ero. Ecnn ranctyk v“3 Hefopororo marepuana, TO Y3e/l MOXHO He pa3Bf3blBaTb, & CHUMATb
raficTyK Yepes ronosy.

>KecTbl 1 ABMXEHNA [e/10BOr0 YesioBeKa.

MaHepa fiep>XaTbCs - 3TO TaKOW Xe Cnocob NPosBATbL YBOXKEHME K OKPYXXatOLWUM H0AAM,
Kak OnpsATHas 04eXAa, BeXKIMBoe obpalleHve B pa3roBope, TaKTUYHOCTb.

B mMaHepe noBefeHUs JOCTAaTOYHO Be/MKa pob NpuBbideK. OHM MOTYT KakK NoA4Y€PKMBaTH
[LOCTOMHCTBA YeNoBeKa, TakK U CBOAUTb K HY/HO0 camble NlyyLline YepTbl.

NHorpa uyenoBek Bef&T cebA HeeCTECTBEHHO M MPW 3TOM TepseT He MeHblUe, YeM B
npegblayLiem cnyyae. bbiTb eCTeCTBEHHbIM - O4HO M3 [1aBHbIX YC/IOBUI [e/10BOr0 4esioBeKa,
TaK Kak MonbITKa BbIrNAAeTb MHaye Hanbonee 3aMeTHa CO CTOPOHbI.

YKecTbl 1 ABUXKEHUS ABNAKOTCA YacTbio MMUAXKA. O4YeHb 4acTO Cy4vaeTcs Tak, YTO UMEHHO
XEeCT NnoKa3sblBaeT HaCTPOEeHMe, NIML0 Ye/l0BeKa AaXKe Tora, Korja oH caM 3TOro He XOu4er.

[BUXeHNA He AO/MKHbI OblTb PE3KNUMU U ObICTPbIMU. He HYy)XHO npu pa3roBope OMnycKaTb
HaZoNro rnasa unm cuaetb B paccnabneHHon nose. MoXxHO paccnabutb B Yacbkl Aocyra, HO B
paboyee Bpems MOATAHYTOCTb - HEOTbEM/IEMAsn YepTa OU3HeCMeHa.

Ecnun Bbl HaXoaUTeCh Cpefu Ml0Ael, KOTopble CTapLle Bac, TO B MaHepe AepXaTbCA CTOUT
ObITb 60Nee cobpaHHbIM, 60/1ee TaKTUUHBIM, YeM Cpeau Nt0fel Ballero Bo3pacTa.

MoxofKa He fo/MKHa ObITb BAMOW. HO 1 He CTOMT pa3maxmBaTb pyKamu 1 genatb LUNPOKME
Wwarv. Haunyywimnin BapmaHT - pa3MepeHHble ABMXEHUS, Npsimas O0caHKa.

Cuga Ha CTy/ne, He HY)XHO packaumBaTbCsd, CaguTbCA Ha Kpai, He peKOMeHAyeTCs
06/10KaunBaTbCcs Ha cTon. MpucaxusarbCa U NOAHMMATLCA HYXKHO, He npou3Bogsa wyma. Ctyn
He [BUratoT Mo Nojy, a NepecTaBNAOT, B3ABLUNCh 3@ CMVHKY.

MpVBbIYKM  MalLUMHANLHO packayuBaTb HOroW, €p3aTb Ha CTyne, MepuoLMYECcKM
MOCTYKMBaTb MO HeMy Kab/NyKOM OTHOCATCA K paspsagy "HeyfoOHbIX". 3TO MOXeT OblTb
BOCMPUHATO KakK HeXenaHue NpoLo/KaTb pa3roBop u Ap. beceays, cuaeTtb nydile BCero npsamo,
HE HaK/OHASCh N He OTKMAbIBasCh Hasad. MoanupaTts ronoBy pPyKoW Npu pasroBope HeKpacuBo.
3T0 MOXeT 03HayaTb CKYKY WN yCTanoCTb.

CkpelwuBaH/e pyK Ha rpyau B MpuHUMMIE [OMYCTUMO, HO 3TOT XKECT BOCMNPUHUMAETCH
cobecejHNKOM KaK He[0BOMIbCTBO WM XKenaHWe NpeKpaTuTb pasrosop.

MofHATbIE MAeYn WAM  BTAHYTas [rO/0Ba O03HAYalOT HanpsHXKEHHOCTb, MNPOU3BOAAT
BrneyaT/ieHne 3aMKHYTOCTH.

[ns pacnonoxeHus cobecefHUKa HYXXHO CK/IOHWTb HabOK ronoBy. Hak/ioOH ronoBbl
CO34aéT BrneyaT/eHne, YTO YeSI0BEK BHUMATEIbHO CryLUIaeT.

He cTouT fenatb TO, YTO MOXET ObITb PACCYXKAEHO KaK 3aTArmBaHue BpeMeHu B pa3roBope
(3aKypuBaHue curapeTbl, NPOTUPaHMe CTEKO OYKOB). DTO BbIFNALUT NOMNbITKOW YATU OT OTBETA.

TeneoHHbIE NeperoBopsbl.

CunTaeTcs, YTO caMoe NPOCTOe B [e/10BOM OOLLEHUN - TenehOHHbIA pa3roBop. Ha camom
Jene 3TO [aneko He Tak. 3BOHOK MO TeneoHy AO/DKEH TaK >Xe MOAYMHATLCA TpeboBaHMAM
KpaTKOCTW, KaK [efioBas nepenmncka n otTnpaska akca.

MepBbIM BCerfa npeacTaBaseTcs TOT, KTO 3BOHUT. ECnvM Ha MecTe HeT TOro aboHeHTa, C
KoTopbiM Bbl X0Tenu cBAsaTbCA, TO MNPEACTaBNATLCA He 06s3aTefibHO. JlocTatovyHo OyneT
no340poBaTbCs M MONPOCUTL NPUIIacUThb K TeneoHy MHTepecytollero Bac yenoseka. Ecnu ero
HEeT - y3HaTb, Korga oH OyfeT Ha MecTe, UAX NOMPOCUTL YTO-MBO nepefatb eMy W MOBECUTb
Tpy6Ky. He Hy>XXHO [ONro AepxaTb TPy6Ky, €CivM Ha LPYroM KOHLEe HUKTO He oTBevaeT. He
CTOWUT CcrnpawmBaTb, C KeM Bbl roBopute, MOXHO NMLWb YTOYHWUTb, MPaBUIbHO N1 Bbl Habpanu
HOMep 1 LO3BOHWAUCH NN TYfa, Kyfa XOTenu.

Mopy4aTb COTPYLHUKY WM CEKPeTapto A03BOHUTLCA A0 MHTEPeCcyloLero Bac YefioBeka
MO3BONTESLHO.



Ecnu K TenedoHy npocaT Baluero Konsery, T0 Hefb3s BbIACHATb, KTO €ro CrpallmBaer.

Ecnmn Bbl owmbAncL HOMEPOM, TO NpPY ChefyrowemM ero Habope cpasy YTOYHUTb, TOT /iU
3TO HOMEp, YTO Bam Hy>KeH.

B TOM cnyuae, ecnn Bbl 04YeHb 3aHATHI, TO TeneOH fydylle OTKAKYaTbh MU NONPOCUTb
CeKpeTaps 0TBeYaTb Ha TefleDOHHbIE 3BOHKM.

3akaH4MBaeT pa3roBop TOT, KTO MO3BOHUII.

ATUKeT 06LEHNS 3a CTOSIOM.

MoBefeHMe B pecTopaHe UMEeET psf creynpuyecKnx oCo6eHHOCTEN.

Hanpumep, ecnn Bbl naéte B pecTopaH CO CBOe CMYTHULENR, U pelleHne 3T0 BO3HMKIO
CMOHTaHHO, TO MYX4YMHA HaxoAWT CcBOOOAHble MecTa. Ecnm >xe BCTpeya Oblia Ha3HauveHa
3apaHee, TO MYy>XYMHa AO/MKEH NPUIATU HEMHOIO paHblUe XXEHLMHbI, pa3feTbCcs B rapaepobe u
y3HaTb Y O(MUMaHTa, r4e HaXOAMTCA 3aKasaHHbIl CToNMK. Bce 3To Heobxoaumo genatb O
npuxoda NpuraaweHHon gamol. Mocne aTo Bbl BCTpeYaeTe XEHLMHY, NOMOraeTe eli pa3geTbecs
1 NPOBOXKaeTe B 3aJl.

OO6bIYHO Mepes BXOLOM B 3a/1 MOCETUTENIM OCMATPUBAIOT Cebs B 3epKaso.

Mepef 3epKasioM MOXHO TOJIbKO MOMPaBUTb MPUYECKY, OLEXAY, 3TO KAaCaeTCA U MY>XUMH,
N OKeHWWH. JeteKTbl 04eXAbl Y MPUYECKU YCTPAHAKOTCA B TyaseTe.

B 3an pectopaHa nepBbIM BXOAMUT MY>XUMHA, a €ro CnyTHUUA crefyet 3a HUM. Ecnm xe
MepBoM B 3a/1 BOLUMIA XXEHLMHA, TO MO MYTU K CTO/IMKY MYX4YMHA HEMHOrO onepexaeT eé,
MoKasblBaeT MecTa U NOMOraeT 3aHATb caMoe YA06HOe MecCTo.

Hanb6onee yfio6HbIMN MeCTaMn 0ObIYHO CUMTAKOTCA: Y CTEHbI - NINLOM K 3ay, B CepefuHe
3ana - IMLOM KO BXOfy.

My>KuMHa cafmTcs Nocne Toro, Kak cena gama.

He cTouT caguMTbCA 3a CTOMMK K 3HAKOMbIM, €C/iM OHW MnepBbiMM Bac He npurnacar.
Mobnarogapvte 3HAKOMbIX 3a MpUraaLleHne 1 caguTechb 3a Apyrol CTOMMUK.

Ecnn Bbl nofcaxusaeTech 3a CTO/IMK K JIOAAM, KOTOPbIX He 3HaeTe, TO 3HAKOMUTLCA He
06s3aTenbHO. Heo6xo4MMO NnLb NO340P0BATHCA U MOXKEeNaTh NPUATHOIO anneTuTa.

MeHI0 My>XXUMHA JO/MKEH NPeLNOXNTb XKEHLLMHE AN NPoYecTb caM. Ecnn Bl npuwnn B
pecTopaH ¢ KOMNaHuewn, To YATAeT KTO-TO OAMH, N 3aKa3blBaeT KaXAbl NHANBUAYASTbHO.

He cTouT rpomko 3BaTb OpUUMAHTa, CTyyaTb BU/IKOW, JIOXKKOW MMM HOXOM Mo 6Gokany,
BbIKPUKMBATb UTO-HUOYAb. Jlydlle BCero LoXAaTbCs, Korga ogumumaHT OygeT nobnms3octn ot
Bac, 1 >kecToM nokasatb, YTO OH BaMm HyXeH.

Cupga 3a CTO/IMKOM Hesb3A MPUYEChIBATbCS, HACBUCTbIBATb, MeTb. He HY)XHO urpatb
nonasLMMM MOA PYKY NpeaMeTamu.

CunTaeTcs HETAKTUYHbLIM MeperoBapmBaThCA C CUAALLMMK 38 COCELHUM CTO/IMKOM. Ecnn
BO3HMK/A HEOBXOAMMOCTb 06CYAUTbL YTO-NNBO0 C NOAbMU, CUAALWMMU 3a COCEAHUM CTO/IOM, TO
Nydlle BCero Ha napy MUHYT MOACECTb K HUM. Ecnnm mMmmo Ballero CTofivka Npoxogat
3HaKOMble, TO UX HY>KHO MPUBETCTBOBATb, He BCTaBas C MecTa. BcTaTb HYXHO, ecnin 3aBs3ascs
pasrosop.

He Hago umTaTh B pecTopaHe HUYEro, KpoOMe MeHH0.

Ecnv Bbl npuwnn co cnyTHULER, U ecnv CTON GOMbLUOW, XEHLMHY CnefyeT nocaguntb
crnpasa OT cebs, eciv CTON MasIeHbKUIA, TO HaNpPOTKB.

B 60/bLI0OM KOMMAHUN pacCaXmBaTbCs CNefyeT C YY4ETOM Kpyra MHTepecoB M Bo3pacTta
(Mpv ycnoBmmn, 4TO 3TO He HGaHKeT).

Ecnv Bbl npuwnm B KOMMaHuUu, HO 6e3 CNyTHWLbI, TO YAeNANTe BHUMaHUE >KEHLLMHe,
cuasulein cnpaea oT Bac. Ha TaHel, MOXHO MPMriacuTb BCEX XKEHLWMH. Ecnn Bbl npurnawaeTe
Ha TaHeL, HE3HaKOMYHO XXEHLLMHY, He CTOUT ObITb HABA3YMBbLIM U NpuUriawarb eé Ha TaHel, 6onee
[BYX pas.

Bo Bpems TaHLUEB Hefb3si KypuTb. PasroBapumBaTb >KefnaTeslbHO, HO He 06s3aTenbHo. B
Cc/yyae, ecnu XeHLnHa Haxo4MTCA B pecTopaHe Co CBOMM CMYyTHUKOM, HEO6XOAMMO CNpoCUThb y
Hero paspeLueHus NpuraacuTb gamy Ha TaHew,

IMOKMHYTb pecTopaH nepsbiM 00bIYHO MpeAsiaraeT MHULMATOP BCTPEYM.



PacyeT Npon3BoaMTCH, KOrga BCe 3aKOHUYUN eCTb.

Mpun onnarte cyeta 06bIYHO NPUAEPXKMBAIOTCA CNeAyOLWMX NpaBu:

ecnu npurfiaweHne B pPectopaH WUCXOAWNIO OT OfHOrO YesioBeka, TO 0ObIYHO
pacniaynBaeTcs OH.

MY>KUMHA MIATUT 3a NPUrNaLEeHHYH XeHLWNHY. OQHaKO0 XXeHLWMHA MOXeT pacnnaTnuTbCa
cama 3a cebs.

eCn pelleHMe MONTW B pecTopaH POAWMNOCL B KOMMaHMKM, TO MOPAAOK pacyeTa
Heo6Xx04MMO OroBOpUTb 3apaHee. MOXHO onnaTuTb "B CKNaguuMHy", 60 KaXKAblil 3a cebs.

HeponycTMo BeCcTU Kakue-nmbo AMCKYCCMM Ha 3Ty Temy MOoCne TOro, Kak CYUeT Yxe
OonJiayeH.

Tpebyemass cymma KnafeTcs Ha Tapenouvky, Ha KOTOpbliA nojaH cyeT. He npuBnekainTte
BHMMaHUS K cebe, Korga Bbl pacnnaymBaeTech - 3TO HekpacuBo. My>X4yMHa AO/MKEH NMOMOYb
flame ofeTbCA.

YKenatenbHO NPOBOAUTL XKEHLINHY [0 [OMa.

Huvkorga He cnefyet npefnaraTo famMe NIEBYHO PYKY.

Becepna 3a cTonom.

Hanb6onee obliee npaBUIO - FOBOPWUTb 3a CTO/IOM HY)XHO O YEM-MOO CMOKOWHOM, He
CrefyeT 3aTtparnsBartb OCTPbIX TeM, NpeAnoyTUTe/lbHa OCTPOYMHas M fnerkas 6ecega. 3a CTO/IOM
NMPUHATO rOBOPUTL Ha TEMbI, MOBbILIAOLLME anMeTUT.

He cTtouT 3aTparnsaTb BOMPOC O CTOMMOCTM 671104 Y HAMUTKOB.

3a CTO/IOM CHMTAETCH HEBEX/IMBbLIM LUENTaTb Ha YXO BalleMy COOecefHUKY.

BecefoBaTtb 3a CTO/IOM XXenaTeNbHO He TO/IbKO CO CBOMM MapTHEPOM, HO M C 6/mKXainmm
cocegamu. JTobyto 6ecefly HY>KHO BECTM TaK, YTOObI He MeLLaTb efe.

Ecnm HeobxoaMmo 4To-NMBO CKasaTb APYromy vy, CUMAALLEeMY 3a BalMM COCeAOoM, TO
rOBOPAT 3a ero CNu1HoON. PasroBop "yepes coceda” He AO/MKEH ObITb JONTUM, OH MOXET COCTOATb
13 PEnnNKK, WYTKN, HEO6O/bLIOW (hpa3bl, HO BCE 3TO B C/ly4ae HEOOXOAMMOCTH.

He potparmBaiiTecb Ao cobecefHUKa C Liefiblo NPUB/EYb ero BHUMaHMe.

Ecnn Bo Bpemsi Geceabl Bbl XOTUTE UMXHYTb, MOCTapaiTecb cfenatb 3T0 HEFPOMKO U
N3BUHUTLCA Nepef cBOMM coBecefHUKOM. ECnmn Xe YMXHYN KTO-HUOYAb U3 MPUCYTCTBYIOLLMX,
0CTaBbTe 3TO 6e3 BHMMaHWA, He HY)XKHO roBopuTh: "byabTe 340p0BbI!™

He noBopauymBaiitecb CMHOM, €C/I HAMEPEHbI MOrOBOPUTL C COCEAOM.

B Gecefe He CTOMT paccKasbiBaTb O MPUUMHAX, MOOYXKAAKLWMX He eCTb Kakoe-11mbo 611040
- OCTaTOYHO OTKa3aTbCs.

Camoe nogxofsuiee BpeMsa A5 TOro, YToObl NMPOU3HECTU 3aCTO/IbHYK peyb Wan TOCT -
nepepbIB MAX naysa Mexay onwgamu, Korga npucyTCcTBYOWMe 3a CTO/IOM He eaAaTt. Pedyb He
[O/MKHA ObITb AONTON MAN CANLLKOM BblYYPHOW. YenoBeK, KOTOPbIA X04eT B3ATb CMI0BO, BCTAeT,
cnerka CTyu4MT MO CBOeW pPHOMKe [Ans TOro, 4tobbl NpuBAeYb BHWMaHWe TOCTel WM HauMHaeT
rOBOPUTbL. 3aCTO/IbHAA peyb 3aKaHYMBAETCA TOCTOM.

Mepeg Ha4alOM peyn roBOPALLUIA MOXET NOMPOCUTL HAMNOTHUTL PHOMKN.

HeBexxn1MBO MpoAo/KaTb ecTb UM NeperoBapmBaTbCA CO CBOMMW COCEAAMWU B TO BpeMs,
KaK KTO-HMOYAb roBopuT peyb. Cnywartb Hafo Monya.

[enoBoii aTUKET B AHIINN.

AHTWIACKNIA  XapakTep,  Npexge  BCero, 3T0  CAEPXaHHOCTb,  CK/JOHHOCTb
K HelOCKa3aHHOCTM, HEMHOrOC/0BMe, rpaHuyallee € MOHaMBOCTbIO. AHIMYaHaM MpucylLle
YyBCTBO cCnpasefvBocTU. [pu BefeHUW [efnl aHrnuM4yaHe MonaralvTCAd Ha Bepy B YeCTHOCTb
napTHepa, He TepnaT KoBapcTBa W XUTPOCTU. OOLLEN3BECTHO WX YBAXKEHUE K MHEHWIO
cobecegHMKa. VIMEHHO MO3TOMY OHM M36eraldT KaTeropuyeckuUx YTBEPXKAEHWA, 160
Hecornacuin. Kpome TOro, B pa3roBOpe He MPUBETCTBYETCS 06CYXAEHWME NMYHOCTHOW XXMU3HMW.
JTto6oin pa3roBop Ha 3Ty TEMY CUMTAETCA BTOPXKEHMEM B /INYHYKO XW3Hb. Elle ofgHa Apkas
HaunoHanbHaa 4eprta aHriM4yaH — 370 abCONKOTHOe CO6/MAeHNe YCTaHOBEHHbLIX MPaBUI
1 3aKOHOB. Ipn 3TOM OHM TpeboBaTe/bHbI U K Cebe, N K MHOCTpaHL,am.
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Wmesa peno c aHrivyaHamu, Bcerga [fepXuTe BYMe rOCMOACTBYHOLLee B 3TOM CTpaHe
npaesuno: «Cobnogain popmanbHocTM». Ob6palleHne No MMeHW He NMPUBETCTBYETCA, €Cu 3TOT
4e/IOBEK He Aasl Takoro paspewleHuns. K nwogam cnegyeTt obpawatbes opuumnanbHo — Muctep,
Mwuccuc, Mucc. BaxHO pa3bupatbCs B 3BaHMAX W TUTYNax, OAHAKO HeNb3s Harpaxgjarb
TMTynamm ce6a. Kak yxe roBopusiocb Bbille, aHrivMyaHe NHO6AT QOpManbHOCTU M TpaguLmn.
3T0 OTHOCMTCA U K npoLeaype 3HakoMCTBa. bonbluoe 3HaYeHWe MMeeT, Ybe UMS ByfeT Ha3BaHO
nepBbiM. B cny>ke6HO/ 06CTaHOBKE NPUOPUTET NPU 3HAKOMCTBE OTAAETCS K/MEHTY, NMOCKO/bKY
MMEHHO OH 6ofee BaXKHOe nuMUO. Ecnm npuxoguTcs NpPeLCTaBnAaTb CBOEro KOsery nuuy,
3aHMMaroLLeMy 60/1ee BbICOKMIA NMOCT, MePBbIM MosiaraeTcs HasBaTb MMS BbICOKOMNOCTABAEHHOIO
nua.
Mpv nepBOW BCTpeye MPUHATO OOMEHMBATHCA PYKOMOXaTUSAMU, MpU ,qaaneVlLuf/lx.
[OCTAaTOYHO YCTHOrO MpuBETCTBUA. Boo6Lye, (PU3MYecKMe KOHTaKTbl C HUMWU [OSIXKHbI OblTb
MWUHUMa/bHbI. Pa3roBop HauyMHaeTCA C NMOCTOPOHHWUX TEM — Moroga, Crnopt u 1. 4. PelueHune
aHrMyaHe MPUHUMAKOT Mef/leHHO. Ha uxX YecTHOe C/I0BO MOXHO MNOMOXMTbCA. O6Lasch
C aHrMyaHamu, He 60MTecb May3 B pa3roBopax — rpyobIM  MOBeJeHMEM  CyMTaeTCs
60NTNIMBOCTb. B AHIIMM NPUHATO YETKO pasrpaHuymBatb paboTy W OTAbIX, MO3TOMY BCe
pas3roBopbl 0 Aeflax npekpawiatoTcs C UctedyeHnem paboyero BpemMeHW. W Tem  6onee,
NnposiBfieHNeM HEBOCMUTAHHOCTW CTAHET MOMbITKA 3aroBOPUTb O Aefnax, MoKa He 3aKasaHbl
6ntofia. ITO CUMTAETCA HEBEX/IMBLIM MO OTHOLLEHWNIO K OPULIMAHTY.

3aK/toyeHue.

CoBpeMeHHasi poccuiickas aenoBasi  KynbTypa, BKA4awowas [AeN0BOM  3TUKET,
npeacTaBnsieT Ha CEroAHALHWIA fAeHb MNEecTPyld CMeCb CTepeoTWNOB MOBEAEHWS: OCTaTKM
KOMaHAHO-aAMWHWUCTPATUBHON CUCTEMbI, 3aMMCTBOBaHMSA W3 3anafHOEBPOMENCKOro Ou3Hec-
aTuKeTa 1 hopMUpYytoLMECs cneunpuyeckmne poccMnckme HopMbl 4eN0BOr0 NOBEAEHWS.

Bubnuorpadgunyeckumin cnmcok.

KykywkuH B.C. enosoii aTnket.,2012 T.

EnunsaBeTta baxxeHoBa, [lenosoii aTuket,2013 T.

C. IN. Mscoepos., YnpasneHne 6U3HECOM B pa3/IMYHbIX AefI0BbIX KynbTypax, 2013 T.
KysHeyos M. H. enosoii aTuket oT A go A, 2014 r.

Pecypcbl IHTepHeT

www.managment.aaanet.ru

www.delovoi-etiket.info

www.hr-land.com
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