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	Code of the subject
	Subject name
	Type
	Number of hours per week
	Number of credits
	ECTS

	
	
	
	Lecture
	Practice
	Lab.
	
	

	DC
	Diplomatic Correspondence
	Compulsory
	2
	1
	0
	3
	5

	Lecturer
	Baizakova Zhulduz Irtysovna, c.h.s 
	Office hours
	As scheduled  

	e-mail
	Baizakova.kz@outlook.com
	
	

	Contact number 
	8 771465 5715
	Lecture Hall
	As scheduled

	Course description
	This course will focus upon the classification and types of the diplomatic correspondence, both in historic and modern context. It will cover the nature and the importance of the diplomatic correspondence.   

	Aims and Objectives

	Main aims and objectives of the course are: 
· to look at the different types of the diplomatic correspondence;
· to show the historical development of the diplomatic correspondence in Asian, European and American settings;
· to identify the specific features of the diplomatic correspondence  

	Course Organization

	This course provides intensive teaching of the diplomatic correspondence during the relevant historical timeline. It aims to deepen students’ understanding of diplomatic correspondence has been studied and to explore how traditional and innovative methods can be used to interpret it.

	Post requisites 
	Diplomatic and Consular Service; Early Modern History of International Relations; Modern History of International Relations; History and Diplomacy of Europe and Americas in Early Modern History  

	Course requirements 
	· You are expected to attend every lecture and seminar, unless you have a very good reason to be absent. Absences should be explained in advance and justified with evidence where appropriate. Note that absence may affect your final grade.
· You are expected to complete the required reading every week for the seminars. Students are expected to complete all of the required reading prior to each class and to arrive on time and prepared to be called upon by name and to participate fully in the discussion
· The required reading is the bare minimum you are expected to do; the more you read, the better the discussion, and the better your essays and policy briefs will be

· You are expected to contribute to class discussion by offering ideas and asking questions.

· You are expected to listen when others talk, both in small and large group

· The seminars are designed to give you an opportunity to discuss the readings, share your ideas and debate arguments with other students. Their usefulness is directly proportional to your willingness to prepare and participate actively 
· You are expected to fully use and apply the reading material for student’s separate task
· Student’s Separate Tasks should be completed by the designated deadline and no later.

· Students will do their own work. All writing assignments will be written by students. Any plagiarism or attempt to pass off anyone else’s writing as your own will result in a 0 for the assignment. Plagiarism is defined as “intentionally or carelessly presenting the work of another as one’s own.”

	Assessment
	Description of Student’s Separate Task
	Share
	Results

	
	Seminars
SST 

Mid-term exam
Final exam
TOTAL
	27%

18%

15%

40%

100%
	1,2,3,4,5,6
1,2,3
4,5,6

1,2,3,4,5,6

	
	Your final assessment will be counted according to the following 
[image: image1.png]PR1+PR2
Final grade = —————"0,6 + 0,1MT + 0,3HK




Minimal grades in percentages:

95% - 100%: А
90% - 94%: А-

85% - 89%: В+
80% - 84%: В
75% - 79%: В-                                                       70% - 74%: С+
65% - 69%: С                                                        60% - 64%: С-

55% - 59%: D+
50% - 54%: D-
 0% -49%: F

	Discipline


	Students are expected to finish the course readings before the class period for which they are assigned, attend class regularly, show up to class on time, and participate actively in class discussion. Student participation will be judged on both attendance and participation in the classroom discussions. In-class participation will consist of class-wide discussion of issues, answering questions posed by students and the professor. Every student is expected to come to class prepared each session with a question about the week’s readings that they can pose to the lecturer. Even if you are naturally quiet, you will be asked to participate in these discussions, so be prepared to talk. You are expected to do the class reading, attend class, and participate in discussions; you will not be graded on the amount of participation, but on the quality of it.  

This course meets once a week, and thus attendance and participation are crucial to you understanding and mastering the material. Any absence (including conferences, competitions, etc.) must be documented through student services. The students might be required to schedule additional make-up work at the discretion of the lecturer. Students who miss class due to unforeseen circumstances will need to provide documentation within 1 week of the class period(s) missed. Any unexcused absence will result in 0 points on any missed assignment.

Leaving class early, being disruptive (including the use of cell-phones), or arriving late will result in being counted absent for that class session. Absences will affect your participation grade severely. 

	
	Lecture
	Number of hours
	Max grade

	1
	Lecture 1. Introduction to the course.   
	2
	

	2
	Lecture 2. The features of the diplomatic language
	2
	

	
	Seminar 2. Diplomatic correspondence as means of communication
	1
	7

	3
	Lecture 3. How the Diplomatic Correspondence is shaped and written
	2
	

	
	Seminar 3. The features of the diplomatic language
	1
	7

	4
	Lecture 4. Structure of the diplomatic correspondence  
	2
	

	
	Seminar 4. How the Diplomatic Correspondence is shaped and written
	1
	7

	
	Student’s Separate Task (SST) 1. The style of the diplomatic correspondence
	
	16

	5
	Lecture 5. Classification and types of the diplomatic correspondence  
	2
	

	
	Seminar 5. Structure of the diplomatic correspondence  
	1
	7

	6
	Lecture 6. The Diplomatic Note and Notices
	2
	

	
	Seminar 6. Classification and types of the diplomatic correspondence  
	1
	7

	
	SST 2. Producing a sample of the diplomatic correspondence
	
	16

	7
	Lecture 7.  The diplomatic letters
	2
	

	
	Seminar 7. The Diplomatic Note and Notices
	1
	7

	
	1 Mid-term control   
	
	26

	8
	Lecture 8. The history of the Diplomatic Correspondence
	2
	

	
	Seminar 8. The diplomatic letters
	1
	6

	9
	Lecture 9. Modern Diplomatic correspondence    
  
	2
	

	
	Seminar 9. The history of the Diplomatic Correspondence
	1
	6

	
	SST 3. How to produce a press-release connected to the diplomatic correspondence
	
	14

	10
	Lecture 10. Diplomatic correspondence in the Republic of Kazakhstan
	2
	

	
	Seminar 10.  Modern Diplomatic correspondence    
	1
	6

	11
	Lecture 11.   Diplomatic Writing skills
	2
	

	
	Seminar 11. Diplomatic correspondence in the Republic of Kazakhstan
	1
	6

	12
	Lecture 12. Importance of studying the Diplomatic correspondence
	2
	

	
	Seminar 12. Diplomatic Writing skills
	1
	6

	13
	Lecture 13. Role of the information in the Diplomatic correspondence
	2
	

	
	Seminar 13. Importance of studying the Diplomatic correspondence
	1
	6

	14
	Lecture 14. Diplomatic Correspondence in the International law
	2
	

	
	Seminar 14. Role of the information in the Diplomatic correspondence
	1
	6

	
	SST 4.  Public Diplomacy    
	
	14

	15


	Lecture 15. The presentation of the Diplomatic Correspondence
	2
	

	
	Seminar 15. Diplomatic Correspondence in the International law
	1
	6

	
	2 Mid-term control   
	
	24

	Recommendations
	You are strongly advised to consult the lecturer about the preparations for Student’s Separate Task as well as other relevant academic queries during the specified office hours. However you are also encouraged to direct questions concerning the lectures and seminars on lecturer’s email: baizakova.kz@outlook.com
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