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The word ‘protocol’ in the past...

e Greek origin
* meaning: signature

archive,
record/file




... and today

e Defines activities regarding mode of
communication by international rules

 International agreement between t
Or more states

« Output of an international conference




Rules of protocol are a nuisance
to many people, but In practice
they resolve many dilemme

prevent misunderstandings and
facilitate certain actions.




The first and basic rool of protocol is

RESPEC













The catch Is In

DETAILS






FUNDAMENTALS OF
BEHAVIOUR AND
APPEARANCE



All rules of behaviour are based
on the consideration and respect
of other people and form tl
basis for better and more
effective communication.



You never get a second chance to
make a first impression



Non-verbal communication









Non-verbal communication



Appearance

‘Less IS more!’



Eye contact

smile...



Body language — the giveaway...



Extending your right hand as a sign of good
Intentions Is an age-old custom in most
nations



A few basic rules of handshaking












Verbal communication



A greeting Is a sign of friendship,
attention and respect



When introducing yourself always
look the other person in the eye



First name / last name



Addressing people



During conversation



Written communication



Written communication on
special occasions



A few tips









Official letters should contain the
following elements in this order:



Full address on envelopes



Invitations



What goes on the invitation



Along with basic information the lower left or
right-hand corner may include the time of the
event, dress code and other detalls:












Business card information



Receptions, luncheons, dinners















Seating arrangement



Seating arrangement for formal
lunchens and dinners



Seating arrangements






Procedure



Who begins to eat?



Toasts






What to look out for when
preparing the menu






Basics of dress code



People should adopt certain obligations and
of behaviour, which to some may represent an
encroachment on their personal freedom.

Certain professions require a certain image,
and that Is ‘part of the package’.



We have four basic tipes of clothing



Casual dress






Work clothes must suit the job



Formal dress - dark suit
much more relaxed at present






Evening dress only after 8pm












GIFTS



A gift Is the sign

of the bearer’s cultu



Presenting gifts



Presenting gifts






Small gifts strengthen
friendships,
large ones tear them ar



A FEW CURIOSITIES TO
CONCLUDE



Mourning colours



On punctuality...



Thank you.



