


o b e i k a n d l . c o m 



o b e i k a n d l . c o m 





 Harvard
 Management update, Harvard Management Communication

 Letter, Balanced Scorecard Reports


 

  

















o b e i k a n d l . c o m 









 











o b e i k a n d l . c o m 












RDMRDMRDMRDMRDMRDMo b e i k a n d l . c o m 



 ?¼1432 ¨ÊUJO³F « W³²J              

dAM « ¡UMŁ√ WOMÞu « bN  pK*« W³²J  WÝdN              

5H R  WŽuL−              

?¼1432 ÷U¹d « ≠Æ—Ëb  …eLŠ ª5H R  WŽuL−  ØÆÍ—U−² « q UF² «  UO uKÝ             

 rÝ21 ™ 14 ª’208             

978 - 9960 - 503 - 26 - 4 ∫p œ—             

Ê«uMF « Æ»    ©rłd² ® …eLŠ ¨—Ëb  Æ√    …—«œ≈Ë rOEMð ≠  U{ËUH*« ≠ 2    ‰ULŽ_« …—«œ≈  ≠ 1            

1432 Ø 10318 ∫Ÿ«b¹ù« r —      658,45  ∫Íu¹œ                         

2012 1433 

Õ


www.obeikanpublishing.com


http://itunes.apple.com/sa/app/obeikan-store

 WO½Ëd²J ≈ X½U √ ¡«uÝ ¨WDÝ«Ë Ë√ qJý Í√ w  tKI½ Ë√ »U²J « «c¼ —«b�≈ …œUŽSÐ `L ¹ ôË ÆdýUMK  WþuH×  ‚uI(« lOLł

dýUM « s  wDš Ê–≈  ÊËœ ¨ŸUłd²Ýô«Ë s¹e ² «  Ë√  ¨qO− ² «  Ë√  ¨åwÐu uðu ò a M UÐ d¹uB² « p – w  U0 ¨W???OJO½UJO  Ë√

dAMK              dýUM «
‰Ë_« e¹eF «b³Ž sÐ w dð dO _« o¹dÞ ≠ W¹bL;« ≠ ÷U¹d « ≠ W¹œuF « WOÐdF « WJKL*«

11517 ÷U¹d « 67622 ∫»Æ’ 4808095 ∫f U  4808654 ∫nðU¼ 

           W³²J  W dý l¹“u² « “UO² «


 11595    62807   4650129  ≠ 4654424/ 4160018 

Original Title

BUSINESS ETIQUETTE FOR THE NEW WORKPLACE

 THE RESULTS-DRIVEN MANAGER SERIES

Copyright © 2005 Harvard Business School Publishing Corporation

ISBN-13: 978-1-59139-974-2

All rights reserved. Authorized translation from the English language edition

Published by Harvard Business School Publishing, 60 Harvard Way, Boston, 

Massachusetts 02163 (U.S.A.)

Æ…b×²*« WJKL*« Æf uÐ pO²MKð√ l  b UF² UÐ ÊUJO³FK  WþuH×  WOÐdF « WF³D « ‚uIŠ

  1430 ــ 2009             ©

o b e i k a n d l . c o m 





11  



33




45 


53


63




75    


o b e i k a n d l . c o m 



83  


91


 

101






111   


117 


129




o b e i k a n d l . c o m 



143




155 


167


179


189
 



201 

o b e i k a n d l . c o m 



o b e i k a n d l . c o m 



11



 
 
 
 




 
   
 


 

o b e i k a n d l . c o m 



12



 


  


 






 – –

 







o b e i k a n d l . c o m 





13









 
 















o b e i k a n d l . c o m 



14



•
•



  •




•





 




  
  
   



o b e i k a n d l . c o m 





15


 

  




  






 



 
    

o b e i k a n d l . c o m 



16







    
   
 




 









   



o b e i k a n d l . c o m 





17

 






 

 















o b e i k a n d l . c o m 



18




















 
 



  

o b e i k a n d l . c o m 





19





















   
 

 

o b e i k a n d l . c o m 



20










   


 
 


 


 

 




o b e i k a n d l . c o m 





21








 





 




 


  
 

o b e i k a n d l . c o m 



22















 
Enron

  






 



o b e i k a n d l . c o m 





23

 


 

 
 










  

   
 
 

o b e i k a n d l . c o m 



24




 


 





 





 






o b e i k a n d l . c o m 





25






  
 




 









 



o b e i k a n d l . c o m 



26



 
 





    







 






 

o b e i k a n d l . c o m 





27


90%

 





  



   





   





o b e i k a n d l . c o m 



28





  










 



    

 



o b e i k a n d l . c o m 





29


 



 
 
  
 
   

   







•




 

o b e i k a n d l . c o m 



30



 •
 
 
 



•

 



 •





 

 



o b e i k a n d l . c o m 







   




   








o b e i k a n d l . c o m 



o b e i k a n d l . c o m 



33






    
 
  

 




o b e i k a n d l . c o m 



34






   
  



 


 




   






 


o b e i k a n d l . c o m 



35










 
 
 







  




 

o b e i k a n d l . c o m 



36





  






















o b e i k a n d l . c o m 



37







 

 

  
 

 
  




 

  





o b e i k a n d l . c o m 



38






 



 
 

 
   
 
 
 

  





   

o b e i k a n d l . c o m 



39







 





 







 
   
.%5   ،%10

.%7


  

o b e i k a n d l . c o m 



40



 



 

 


  














o b e i k a n d l . c o m 



41



  


 















 






o b e i k a n d l . c o m 



42






 





 






 

 
   






o b e i k a n d l . c o m 



43






   
 




o b e i k a n d l . c o m 



o b e i k a n d l . c o m 



45






 






 
 

 




o b e i k a n d l . c o m 



46



 

   
  




















o b e i k a n d l . c o m 



47





 

 

 

    
    


   
 





 
 



o b e i k a n d l . c o m 



48



  
 
 
 

 

 



 






  






o b e i k a n d l . c o m 



49





 


 




 

 



 




 
 


o b e i k a n d l . c o m 



50








 
 



 








 


 •
 •

 •

o b e i k a n d l . c o m 



51



 •
 •

 •
 •

   
 


















o b e i k a n d l . c o m 



52




  
 
 








1946

o b e i k a n d l . c o m 



53







  
67








o b e i k a n d l . c o m 



54





 
  




 
 
 
 



 


19





o b e i k a n d l . c o m 



55



 



    





 
 Henn & Green & 
Associates

 
 


 


 


o b e i k a n d l . c o m 



56












 










 
 


o b e i k a n d l . c o m 



57















 



 
 





o b e i k a n d l . c o m 



58





  
 1990












 ITT

Digital Equipment





o b e i k a n d l . c o m 



59









 

 

 

  








 

o b e i k a n d l . c o m 



60




 
   









   

  

   



 



 


o b e i k a n d l . c o m 



61




 
 






 



o b e i k a n d l . c o m 



o b e i k a n d l . c o m 



63






 

 

  
 


 

o b e i k a n d l . c o m 



64



  


 





 

 
    
 







 

 



o b e i k a n d l . c o m 



65










[]
 
    []
 

 

 

  




  
 

  

o b e i k a n d l . c o m 



66



   
   
 


 
 



  

  
1974






 
  
 Play Fair 

o b e i k a n d l . c o m 



67



[]
  

  
 



Tonight Show

 

 
Blues Brothers 
The Pooper 
 Scooper Blues



  







o b e i k a n d l . c o m 



68



      





  
     

 





  
    

   
 
   
  

o b e i k a n d l . c o m 



69






 
 
 
 






    
  





[ ]  

[]

[]

o b e i k a n d l . c o m 



70







 
[]

 

   
  

 Sleepless inZippy the PinheadGarfield
Blue VelvetSeattle

 
     



[]

     
 


o b e i k a n d l . c o m 



71






 
16  
[]25   

  


    

   

   

[]

  




o b e i k a n d l . c o m 



o b e i k a n d l . c o m 





 


  





 

 

 


 

o b e i k a n d l . c o m 



o b e i k a n d l . c o m 



75





    
 
 
 

  

   






o b e i k a n d l . c o m 



76



  
  
 


 





 
%30
 
 


 
   

  



o b e i k a n d l . c o m 



77



 
   


     
 

 






 

 

 


 

o b e i k a n d l . c o m 



78






      
 
   

 



 

 











o b e i k a n d l . c o m 



79



 
 
   
   

 

 






   
 
 



    




o b e i k a n d l . c o m 



80




 
   

 

    
  
 
 





 



  





o b e i k a n d l . c o m 



81



 
1972


 



   
  
 
 




o b e i k a n d l . c o m 



o b e i k a n d l . c o m 



83

  




 

  



 




o b e i k a n d l . c o m 



84






 



 

  


 



 
    




   
   

o b e i k a n d l . c o m 



85

  

  


 







 
 







 




o b e i k a n d l . c o m 



86



 





 











 Vantage
Partners




o b e i k a n d l . c o m 



87

  










Vantage 


 

















o b e i k a n d l . c o m 



88




 







 






 


  
 American
Healthways

 

o b e i k a n d l . c o m 



89

  

Vantage

   






 
 








  


 

o b e i k a n d l . c o m 



90







American Healthways

 
   
 


 

 









 



o b e i k a n d l . c o m 



91




 

    
  
    
 






  

o b e i k a n d l . c o m 



92



    


 


 



   

   
 

   





 




o b e i k a n d l . c o m 



93














 






 
 


 
  

o b e i k a n d l . c o m 



94






 
 





  
 




 
    


 

  
   
     
 

o b e i k a n d l . c o m 



95



     
  
 



  
 






   

 

 









o b e i k a n d l . c o m 



96






  

 






  


 

 
 






 

o b e i k a n d l . c o m 



97



 


 
 

 








 
 







o b e i k a n d l . c o m 



98




  








 




 

   


 

 
 

o b e i k a n d l . c o m 



99



 

 




  

 

o b e i k a n d l . c o m 



o b e i k a n d l . c o m 



101






    
 


 







o b e i k a n d l . c o m 



102




 
 




Gap, Inc



 
 

  
  
 




 

o b e i k a n d l . c o m 



103





 
 
 




  
 





 





  

o b e i k a n d l . c o m 



104





 
 
 


 





         •




          •




     •

        •

       •

o b e i k a n d l . c o m 



105



    •
          
        

  

2000 








  



 




o b e i k a n d l . c o m 



106



  
 














  

1999Fortune
  %62  
 
%62 
 

     

o b e i k a n d l . c o m 



107




 
    
  



 

 
 
 

 



   
 

Sears Roebuck and Co 




o b e i k a n d l . c o m 



108



Sears


  



 

  
 




 

 





 



o b e i k a n d l . c o m 





    



  

 






  



o b e i k a n d l . c o m 



o b e i k a n d l . c o m 



111




 
 

 The  Etiquette Advantage in Business: Personal Skills 
for Professional Success





 
 



o b e i k a n d l . c o m 



112


















 



  

 Burlington Country 
Club

o b e i k a n d l . c o m 



113









 

 





  
 


 



 





o b e i k a n d l . c o m 



114




 


 

 




 






  
 





o b e i k a n d l . c o m 



115










    




   
 


 




o b e i k a n d l . c o m 



o b e i k a n d l . c o m 



117

 





 

    


 


  



o b e i k a n d l . c o m 



118










 

 
 
 


 

 
  




    
 

o b e i k a n d l . c o m 



119

 

  
  





 



 

 
 
 
 


 
  
   

 

o b e i k a n d l . c o m 



120



  

 
   
    
 
   

    

  



 
     
 

 



   
  

o b e i k a n d l . c o m 



121

 

 
  




 





 
 





 

  



o b e i k a n d l . c o m 



122





 









 
  




  



 
  

o b e i k a n d l . c o m 



123

 



 




 

ECK

 








   

 

o b e i k a n d l . c o m 



124




 





%86 

 

   

 


 

 

  
 

o b e i k a n d l . c o m 



125

 



 
 
  





 

  








 
   

o b e i k a n d l . c o m 



126




 
 

 

 



 


   
 
  

 

 

 
 

o b e i k a n d l . c o m 



127

 

    
o b e i k a n d l . c o m 



o b e i k a n d l . c o m 



129





 Harvard Management1999
 Communication Letter




 






 

o b e i k a n d l . c o m 



130



 


1999









 






  


  

o b e i k a n d l . c o m 



131





 

 





   

10
  100




 Harvard Management      
Communication Letter

  



o b e i k a n d l . c o m 



132




  






 




 1999

  



- 1


1999
 

o b e i k a n d l . c o m 



133




 



 




 

 







  





o b e i k a n d l . c o m 



134




 
 
  



- 2

   
  



    
 




 




o b e i k a n d l . c o m 



135



  
 



- 3


 
  

 

  
  



- 4

 
 

  

o b e i k a n d l . c o m 



136








 - 5


1999
  


 

- 6

 


 


  



o b e i k a n d l . c o m 



137



- 7






 



- 8


 


1999 



   - 9




o b e i k a n d l . c o m 



138



 









- 10




 









o b e i k a n d l . c o m 



139



%80
%20
 
 



- 11





 

o b e i k a n d l . c o m 



o b e i k a n d l . c o m 










  








 




o b e i k a n d l . c o m 



142




 

 
 




o b e i k a n d l . c o m 



143








 

 





  

o b e i k a n d l . c o m 



144







 Getting ،1991
 Past No: Negotiating with Difficult People (Bantam Books, 1991)



 








  



 


 

o b e i k a n d l . c o m 



145





  

   

  








 

 
  

   


o b e i k a n d l . c o m 



146










 

 



  

 




  


 

o b e i k a n d l . c o m 



147




 

 







 



 







 

o b e i k a n d l . c o m 



148






   

  
 




    

 
    



    

 

  
 

o b e i k a n d l . c o m 



149




   

  

 









 13

 
  




o b e i k a n d l . c o m 



150



  
 

 












 
 







o b e i k a n d l . c o m 



151






 
 
  
 






  

 

  -1

 
  
 



o b e i k a n d l . c o m 



152



-2
 
 



 -3


  

 -4
    
 
 



-5

   




 

o b e i k a n d l . c o m 



153



[]


 
  
 








 
11









o b e i k a n d l . c o m 



154



 





o b e i k a n d l . c o m 



155

 





 










o b e i k a n d l . c o m 



156




 
 




 
  
   


 










 

o b e i k a n d l . c o m 



157

 



 






 

 





 
  




 



 

o b e i k a n d l . c o m 



158







   
 






 




 
  
 
 


    

o b e i k a n d l . c o m 



159

 



  


   



    

 
 








  



o b e i k a n d l . c o m 



160





  
  
  




 
 
 
 







 



 


o b e i k a n d l . c o m 



161

 

 



 

  •

 
   






     •




•
 




o b e i k a n d l . c o m 



162





 



 
 

 





 

 
 
  
 




o b e i k a n d l . c o m 



163

 



 
  
 


 
 




 






  



o b e i k a n d l . c o m 



164



 
 


  


  




 



  
 







o b e i k a n d l . c o m 



165

 

 
 




   
 



  

   
 





  

 
 



o b e i k a n d l . c o m 



166



    


  

  
   
 
 



(1)
 (3)(2)
 (4)



o b e i k a n d l . c o m 



167





   
 
  




  


 

    

o b e i k a n d l . c o m 



168




 

   



   



 








Harper,s Magazine,s
  
%98   



o b e i k a n d l . c o m 



169



 


2003


2001


2002

122


745,000

2001


2002   

   

2002

2000



o b e i k a n d l . c o m 



170




20011995




 

،%98 
10 99.8 

 

109
 
(%30
 .%98 (%70

  





o b e i k a n d l . c o m 



171



 


 



  


 









  
 

 

o b e i k a n d l . c o m 



172






 -1
%90





  

%90

-2
300

  



%80
1500

 


 

o b e i k a n d l . c o m 



173



 









 
     
 
 

   


    
    
 %50
  %68
 %18

o b e i k a n d l . c o m 



174



 


 
 
  






  
    





   

  
  
   

o b e i k a n d l . c o m 



175




 

 








 









 




o b e i k a n d l . c o m 



176



  
    


 















  
 


o b e i k a n d l . c o m 



177








 

 
 







15 

3,000

560

122

558,750

30,300

130,000

1.1

3.1

3

o b e i k a n d l . c o m 






o b e i k a n d l . c o m 



179







 

 

 


 



o b e i k a n d l . c o m 



180













 
 


 

  

2000






o b e i k a n d l . c o m 



181




 


 


   
 






     







  
    

o b e i k a n d l . c o m 



182



 
    
  









 






 




1997

o b e i k a n d l . c o m 



183






   





  
 







   
 





o b e i k a n d l . c o m 



184





 












  

 

  
  
 



o b e i k a n d l . c o m 



185











  

  


 












o b e i k a n d l . c o m 



186




 
30

 




 

100

50

50100 
 

1,25010

25010


 

o b e i k a n d l . c o m 



187






 



  





 


 


  
 
 

o b e i k a n d l . c o m 



188



  







 



 


   




 
 



o b e i k a n d l . c o m 



189




 



12,0001981


 


48



o b e i k a n d l . c o m 



190



 
11,359











  
   
 
 




 





o b e i k a n d l . c o m 



191



  


 






  
  
 



   




 
  

o b e i k a n d l . c o m 



192



 

 

 
 

     




 








   


o b e i k a n d l . c o m 



193






 
 


 















 

o b e i k a n d l . c o m 



194








-1




 


      
  




      -2

  

 

-3


o b e i k a n d l . c o m 



195




  



 
        



Jansen
Riverside


  

        




  
  



o b e i k a n d l . c o m 



196

















  

 



 

o b e i k a n d l . c o m 



197





1984

 
13



Hormel

  












o b e i k a n d l . c o m 



198




  


    
 






  

 

   



 
   


o b e i k a n d l . c o m 



199




 





 






o b e i k a n d l . c o m 



o b e i k a n d l . c o m 



201



VentureCoach.com


22
Associated

Writing with ClarityPress

Harvard ManagementUpdate

 Harvard Management
.Update

Harvard ManagementUpdate

Harvard ManagementUpdate

.Harvard ManagementUpdate 

Harvard ManagementUpdate

Harvard ManagementUpdate

o b e i k a n d l . c o m 



202

Program onNegotiation
 





Jesse Isador Straus
 Program
 Predictableon Negotiation

.(HBSPress, 2004)Surprises

John G. McCoy-Banc











 




o b e i k a n d l . c o m 



203







  


                                                                             

o b e i k a n d l . c o m 



204

o b e i k a n d l . c o m 



205





 





 
 





o b e i k a n d l . c o m 



206













o b e i k a n d l . c o m 



207





  





  

o b e i k a n d l . c o m 



o b e i k a n d l . c o m 


	سلوكيات التعامل التجاري
	سلوكيات التعامل التجاري.pdf


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles false
  /AutoRotatePages /None
  /Binding /Right
  /CalGrayProfile (Gray Gamma 1.8)
  /CalRGBProfile (ProPhoto RGB)
  /CalCMYKProfile (U.S. Sheetfed Uncoated v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.3
  /CompressObjects /Off
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.1000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile (Color Management Off)
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.00000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.00000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 600
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.00000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /CreateJDFFile false
  /Description <<
    /FRA <>
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>







    /HEB <>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice




