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1. IEJH 1 3AIAYA OCBOEHUSI TUCHUTIIVHBI

1.1. e ocBOEHMSI TUCHUILIMHBI:

Llenbi0 OCBOGHUS AUCHUILTUHBI ABIsIETCS (DOPMUPOBAHKE Y CTYACHTOB TEOPETHUECKUX 3HAHUH B
00JIaCTH JICTIOBOTO ITHKETa M JICJIONPOU3BOICTBA, MPAKTHYSCKUX YMEHHIH M HABBIKOB JICIOBOTO
O6H_[€HI/I$I " BCACHUS ACJIONIPONU3BOJACTBA B OpraHrU3alivuu.
3a7a4r OCBOCHUS TUCHUIUTUHBI (MO ):

— OCMBICIICHHE HAKOIJICHHOTO HAyYHOrO M IPAKTHYECKOTO OIbITA O MpaBUiIax M
CIOCcO0ax OCYIIECTBICHUS JICI0BOTO OOICHHUS;

— 3HAaHUC OCHOBHBIX IMPUHIMUIIOB OpraHu3alvu AJCJIONPOU3BOACTBA B COBPCMCHHBIX
YUPEXKACHUAX U OPTaHU3ALUAX;

— U3y4YEeHHUE HOPMATUBHO-METOAMYECKUX OCHOB JICJIOBOU MEPEIUCKH;

— ¢opMHUpOBaHHE YMEHHH W HABBIKOB COCTABJICHHS JICIOBBIX IHMCEM W JIPYTUX
CITyeOHBIX JOKYMEHTOB;

— BJIAJICHUE HaBBIKAMH YyCTHOTO OOmICHHWS B TnpodeccuoHanpHOi chepe ¢
HUCITIOJIB30BAHUEM SA3BIKOBBIX (1)OpMy.H JCJIOBOI'O OTHUKETA,

— TpUOOpEeTeHHE MPAKTHYECKUX HABBIKOB B JOKYMEHTHPOBAHHUHY;

— yYMCHHE NMPUMEHSATh METOAUKY MPABUIBHOTO BEICHHUS JCIOBOM Oece/Ibl, IEperoBOPOB,
CITy’)keOHOTO, JISIIOBOTO, TeNIe()OHHOTO COBCIAHUSI.

2. MECTO JUCIMIIJIMHbI B CTPYKTYPE OBPA3OBATEJIbHOU
ITPOI'PAMMBI

VuebOnast aucruminHa «JleqoBoi 3THKET ¥ OCHOBBI aenmonpousBoactsay (b1.B.OJI.5)
OTHOCHUTCSI K 00s3aTelbHOW JUCUMIUIMHE BapuatuBHOM dactu, cormacio dI'OC BO.
Juctunnuua Oasupyercs Ha Kypcax nukia aucuumiiuH: «lIpaBoBenenue», «OcCHOBBI
MPOEKTHOTO MEHEIKMEHTa», «Bbimonnenne  u 3amurta BKP». YcBoeHHble 3HaHuS B
JAJIbHEUIIIEM CITY’KAaT OCHOBOM ISl U3YUYEHUs TUCLUILINH, CBA3aHHBIX C UCIIOJIb30BAHUEM TaKTHUK
U CTpaTEeTruii JeI0BOT0 OOIIEHHUS U OCHOB JIETIOTIPOU3BOJICTBA.

3. KOMOETEHIUU OBYYAIOIIETOCSI, ®OPMUPYEMBIE B PE3VJILTATE
OCBOEHMS JUCHUTIJIMHBI (MOJY.JI5T)

Tabmuma 1- ®opmupoBaHue KOMIETEHIIUN JUCITUTUTHAM

HanmenoBanwe CemecTpsl, POPMHUPOBAHUST TUCIIUTLTAHBI
JIUCIUTUINH, Komnerentmu 6epyres u3 Y4eOHOTo IIIaHa Mo HAIPaBJICHUIO OATOTOBKU OakanaBpa
(dopMupyOIIHIX /cnenuanucTa/MarucTpa»
KOMITIETCHIIHIO 1 2 3 4 5 6 7 8
COBMECTHO
IIpaBoBeaenue, YK-2 X
OCHOBBI MIPOEKTHOTO X
MeHeKMenTa. YK-2
JletoBoi JTHKeT H X
OCHOBBI
JeJIOMPOU3BOICTBA,
YK-2
Brimornenne u 3ammura X
BKP, YK-2




I[TEPEYEHb IUIAHUPYEMBIX PE3VIIBTATOB OBYYEHUA 110 AJUCHUIUIMHE, COOTHECEHHbLIX C I[IJIAHUPYEMbBIMU
PE3VJIbLTATAMU OCBOEHNA OII

Tabnuua 2 - [lepeyeHp miaHUPyEeMbIX pe3yIbTaTOB OOYUYEHHS MO JUCHHUILINHE, COOTHECEHHBIX C IJIAHUPYEMBIMU PE3yJIbTaTaAMH OCBOCHUS

Koa n HaumeHoBaHue OueHoYHBIE CpPeACTBa
Koa n HaumeHnoBanue =
KOMITeTeHIIH HHIUKATOPA 10CTUHKEHUSA IInanupyembie pe3ybTaThl 00y4eHHs M0 JMCIHUIIJIMHE Texymero IIpoMeskyTo4HOI
KOMIICTCHIIUH KOHTPOJIS aTTecTAlluu

VK-2 Cnocoben |[MMYK-2.3. [Tnanupyer 3HaTh: mpaBuiIa | YMeThb: IUIaHHPOBaTh | Biagers: Onpoc mno Temam, | Bompocsl JUI
ONpeneNATh Kpyr 3ajad |peanusaliiio 3aJad B 30HE| JENOBOTO ATHUKETAa | pealn3alyio 3aJad B | HaBBIKAMH aHAIIUTHYECKHE YCTHOTO
B paMKax IOCTAaBICHHOH |CBOEM OTBETCTBEHHOCTH C| U OCHOBHBIE | 30HE CBOEH | INIAaHUPOBAHUSA U | 3aJaHUS 10 TeMaM | coOecemoBaHUs:
Henu BBIOMpATh |y4eTOM HUMEIOIINXCS | MPUHIIHIIEL OTBETCTBEHHOCTH, peanm3anuy 3agad B | Kypca, 6urerst (30 OmneToB)
ONTHMAJIBHBIE CIIOCOOBI |PEeCypcOoB M OTpaHMYEHUH, | OpraHu3annuu MpUMEHSST  MpaBHia | 30HE CBOEH | TECTUPOBAHUE
UX pELICHUs, UCXOMs W3 |IeHCTBYIOIINX MIPaBOBBIX | JIEMOMPOMU3BOICTBA | AENOBOTO  OOIIEHMS; | OTBETCTBEHHOCTH,
JICHCTBYIOIIUX HOPM. B COBPEMEHHBIX | MPUMEHSAThH OpUMEHssT  IpaBuia
MIPaBOBBIX HOPM, YUPEKICHUAX OCHOBHBIE TNPHHLHUIBI | JEJIOBOTO OOIICHHUS;
umeromuxcs pecypcos u |MMYK-2.4. Beimonuser 3agayu OoprasHu3anuu HaBBbIKAMU
OTrpaHUuYEHUN B 30HE cBoeil JIEJIONPOU3BOICTBA B | OPraHU3aLUU

OTBETCTBEHHOCTHU B| 3HaTh: COBPEMEHHBIX JIeJIOTIPOM3BO/ICTBA B

COOTBETCTBUU C | IPUHLIMIBI U YUPEKACHUAX COBPEMEHHBIX

3aIIaHUPOBAHHBIMH METOBbI pEIICHHS YUPEKACHUAX

pe3ynpTaTaMd M TOYKaMHM | TOCTABIEHHBIX YMmerb:

KOHTPOJIS, IIpH | 33]a4 Ha OCHOBE MIPUMEHSTh Baapern:

HEOOX0MMOCTH HOPM H CYLIECTBYIOIIUE Haspixamu

KOPPEKTHPYET CHOCOOBI | MPUHIIUIIOB HOPMBI W TpaBuia |(HOPMHPOBAHUS

peuieHus 3a1ad. JICJIIOBOTO JIEIOBOTO OOIICHHS C |TaKTHK W CTpaTeruit

0o0IIEeHNs C TOCJISYFOTIIUM JIEJIOBOrO OOIIEHMS, C
MOCIIEYIOITIM KOHTPOJILHBIM MTOCTIEe Ty FOIITIM

NYK-2.5. TIpeacrarser KOHTPOJIBHBIM COCTaBJIEHAEM KOHTPOJIbHBIM

pe3yIbTaTHI MPOEKTa, | COCTaBICHUEM HEKOTOPBIX JIEJIOBBIX |COCTaBICHUEM

IpeylaraéT  BO3MOXKHOCTH | HEKOTOPBIX JOKYMEHTOB HEKOTOPBIX  JIETIOBBIX

UX WCHOJB30BAHUS W/WIM | JETOBBIX JOKYMEHTOB

COBEPIIIEHCTBOBAHMS. JIOKYMEHTOB




3HaTh: OCHOBBI
pa3paboTku "
peanu3am
MIPOEKTOB Ha OCHOBE
JIEACTBYIOIIMNX

HOPM JICIIOBOTO
MpPOTOKOJNA u
UMCHOIIUXCA
pecypcos
JIeTIONPOU3BO/ICTBA.

YMerh:

NIPE3EHTOBATH
pa3paboTaHHBIC
TIPOEKTHI,
peannu30BbIBATh H
COBEpILICHCTBOBAThH
HuX Ha OCHOBE
JIEUCTBYIOIIMX HOPM
JIEJIOBOTO  TIPOTOKOJIA
u HUMCHOLINXCS
pecypcoB
JIEeIIONPOU3BOJICTBA.

Baaaerb: Metomamu

pa3paboTKH,
peamm3anuyd  W/WIH
COBEPILICHCTBOBAHHUS

MIPOEKTOB HAa OCHOBE
JIEUCTBYIOIIUX HOPM
JIEJIOBOTO IPOTOKOJIa
u HMEIOIIHNXCS

pecypcoB
JICTIONPOU3BO/ICTBA.




4. CTPYKTYPA U COAEPKAHME JUCHUIIJINHBI

4.1. PacnipenesieHne TPYyA0EMKOCTH TUCHMIIMHBI M0 BUIaM PpadoTio ceMmecTpam

O61mas TpyA0EMKOCTh AUCUMILIMHBI COCTABISAET 2 3a4.e/l. 72 yaca, paclpeiesieHue 4acoB
110 BUJaM paboT ceMecTpaM MpeACTaBIeHo B Ta0auLe 2.

Tabmuma 3 - Pacnpenenenue Tpy10EMKOCTH AUCIUIUIMHBI 110 BUAaM paboT 1Mo ceMecTpam

JJ1s1 CTy1IeHTOB O4YHOI0 00y4YeHusI

TpynoémkocTs B yac

Bup yuye6Hoii padoTbl Bcero B T1.4. mo cemecTpam
yac. Ne cem \ Ne cem
®opmaT u3ydeHus: AMCHUTLIMHBI C MCIIOJIb30BAaHUEM DJIEMEHTOB
AIIEKTPOHHOTO 00yUeHUs
O0mas TpyA0€MKOCTb JUCIUIUIMHBI 110 YYCOHOMY TUTAHY 7212
1. KonrakTHas padora:
1.1. AynutopHasi paboTa,B TOM YHCJIE: 72 72
3aHsTUs JeKuuoHHoro tuna (JI) 17 17
3ansTus ceMunapckoro tuna (I13-cemunapel, mpaxT. 3aHATHS U 1) 17 17

naboparopusie padbotsl (JIP)

1.2.BHeayaiuTopHas, B TOM YHCJe

KkypcoBas pabota (mpoekt) (KP/KII) (koHCcynbTanus, 3ammuTa)

TEKYIIUI KOHTPOJIb, KOHCYJIBTAIIUU TI0 TUCIUTUTAHE 2 2
KOHTaKTHas paboTa Ha npoMexyroyHoM KoHTpoJe (KPA) 2 2
2. CamocTrosiTesabHas padora (CPC) 34 34

pedepat/scce (MOAroTOBKA)

pacuérHo-rpapuyeckas padora (PI'P) (moaroroska)

KOHTpOJIbHAs paboTa

kypcoBas pabota/mpoekt (KP/KII) (moaroroska)

CaMOCTOSITEIILHOE U3yYCHUE pa3zeros, CaMOITOITOTOBKA|
(mpopaboTka W MOBTOPEHHE JIEKIIMOHHOTO Marepuaia u Marepuana 34
y4eOHUKOB M y4eOHBIX MOCOOMI, MOArOoTOBKa K JaOOPAaTOPHBIM U
MPAKTUYECKUM 3aHITHSIM, KOJUIOKBUYM H T.J.)

34

IlonroroBka K 3k3aMeHy (KOHTPOJIb)

[ToaroroBka k 3a4éTy/ 3a4€Ty € OLIEHKON (KOHTPOJIb) 2 2




4.2.Copnep:kaHue TMCHUILIMHBI, CTPYKTYPUPOBAHHOE 110 TeMaM

Tabnuma 4.1 - ConepkaHue AUCIUILIUHBI, CTPYKTYPUPOBAHHOE IO TeMaM IS CTY/ICHTOB OYHOTO O0Y4ICHHUS

Buabl yuedHoii padoThI Peanusan
Ilnannpyemble (uac) usl B HanMenoBanme
(KOHTpOJIMpYyeMble KonrakTHasn & m HaunmenoBanue pamkax 5OTAHHOL
) pe3yJIbTaThI padora Ee HCII0JIB3YEeMbIX [paxkTnye paspa
ocBoenusi:koa YK; HaumenoBanue "_.-; 2 é 5 AKTHBHBIX U CKOM 0
] > S K o~ Bun CPC DJIeKTPOHHOIO
OIIK; IIK n pa3aesnoB, TeM = g_ 2 8 ; Sz HHTEPAKTUBHBIX MOATrOTOB Kvoca
HHIMKKAaTOPbI = g el 222 o0pa3oBaTebHBIX KH ( 375 Koe
JTOCTHKEHHUS % g\g E E 3 5 TEXHOJIOTHH (Tpynoem TPYROEMKOCTE
KOMIeTeH Ui = \g 2 g ® E ‘g KOCTh B B “acax)
== yacax)
5 cemecTp
Pasznen 1. Beenenne. IlonsiTue 1 OCHOBBI A€JI0BOI0
THKeTa.
Tema 1.1.1leam n 3agaun | 1 05 |1 [logroroBka | Ompoc 1o Temawm,
VK-2 Kypca. AKTyaJIbHOCTh K JICKIUAM M | CATyallMOHHBIE
HUVYK-2.3. Kypca. O3HakOMJIEHUE C MPaKTUYECKO | 3aJa4d MO TeMaM
NYK -24. TEMaTU4EeCKUM My 3aHATHIO | Kypca, TECTBI
NVK - 2.5. MJIAaHUPOBAHUEM, LICISIMU
Y 3a7a4aMH JUCIUILINHEI,
MeTogaMu U (popmamu
ero ocBoeHus. Kynbrypa
IEJOBOTO  OOLIEHUST |
JTHKETA
Tema 1.2. OcHOBHEIE 1 05 |1 IToaroroBka Omnpoc 1o TeMawm,
IIOHSTHS. Pons K JICKIIUSIM H | aHAJIUTHYCCKUC
JIEIOBOTO  JTHKETa B MPAKTUYECKO | 3aJaHUd 10 TEeMaMm
npodeccHoHaTBLHOM MY 3aHATHIO | Kypca, TeCThI




Iliianupyembie
(KOHTpOJIMpYyeMble
) pe3yJibTaThl
ocBoeHmsi:koja YK;
OIIK; IIK n
HHIUKKATOPBI
JOCTUKEHM ST
KOMITETEHIM I

Buabl yuedHoii padoThI

Peanuszan

(4ac) Ud B
HaumenoBanue
KonrakTHas & m HaumeHnoBanue pamMkax
s 2 pa3padoTaHHOT
padora = HCIO0JIb3YyEeMBbIX IIpakTHye o
2 .
HaumenoBanue 2 2 = 3 AKTHUBHBIX U CKOi
2 > g X ~ | BugCPC DJIEKTPOHHOI 0
pas3iesioB, TeM = |5 225 229 HHTEPAKTHBHBIX NOATOTOB Kvoea
S =
S |SEEE S22 o6pa3oBaTeIbHBIX KH P
2 28 =& 9 € . (Tpya0eMKOCTh
5 S EEl S5 TEXHOJIOT I (Tpynoem
= o a %8 53 B 4acax)
© gt KOCTb B
< = O =
= = yacax)
JEeSITEIbHOCTH
4eJI0BEKa
Tema 1.3. lcropus 2 1 3 [TonroroBka | Ompoc mo TeMmawm,
JIEJIOBOTO 3TUKETA K JIEKIUSM U | aHAJIUTHYECKHE
MIPAKTUYECKO | 3a/laHusl 10 TeMaM
My 3aHITHIO | Kypca, TECTBI
Tema 1.4. 1 2 1 [TonroroBka | Ompoc mo Temawm,
OTHKET B  AQHTUYHOM K JIEKIUSM U | aHAJIUTHYECKUE
mupe.3ananHas  EBpomna MIPAKTUYECKO | 3a/laHusl 10 TeMaM
(Oypkya3HBIf ~ DTHKET), My 3aHATHIO | Kypca, TECTBI
IIPUABOPHBIN JTHUKET,
TUKET B JONETPOBCKOMN
Pycu, osTuker BpemeH
ITetpa 1. CoBpemeHHBIN
STUKET
Hroro no 1 pazgeay 5 4 6

Pasnen 2. OJtuka [e10BBIX KOMMYHHUKAUMH B

Pa3HbIX KyJIbTypax




Buabl yuedHoii padoThI Peanusan
Iliianupyembie (uac) uA B HanMenoBanme
(KOHTpOJIMpYyeMble KonTakTHas & @ HaumenoBanue paMkax 5OTAHIOL
) pe3yJibTaThl padora £e HCII0JIB3YEeMbIX IpaxkTnye paspa
ocBoenusi:koa YK; HaumenoBanue % 2 é 5 AKTHMBHBIX U CKOM 0
) g S K o~ Bun CPC DJIeKTPOHHOI0
OIIK; IIK n pa3aesioB, TeM = |5 23 & sy HHTEPAKTUBHBIX MOJAr0oTOB xypca
HHIMKKATOPBI Ef E g = E i) 00pa3oBaTeIbHBIX KH (Tpy0eMKoCTH
MOCTHKeHUS 5 &S s = § 5 TEXHOJIOI I (Tpynoem B uacax)
KOMIIeTeHIM i = \g S g 5 '8 KOCTb B
== o= yacax)
Tema 2.1. 3apyOexusie | 1 05 |2 ITonroroBka | Ompoc mo Temawm,
YK-2 MOJIENH JIEJIOBBIX K JIGKIIUSIM U | aHAJTUTHUYECKUe
HUVYK-2.3. KOMMYHUKAaIUN MPaKTUYECKO | 3aJaHUs 10 TeMaM
NVYK-24. My 3aHATHIO | Kypca, TECTBI
NYK - 2.5.
Tema 1.2. Amepukanckas | 1 05 |2 [logroroBka | Ompoc 1o Temawm,
ITHKA OusHeca. K JICKITUSIM W | aHAJTUTHYECKUE
EBporneiickas ITHKA MPAKTUYECKO | 3a/laHusl M0 TeMaM
Ou3Heca MY 3aHITHIO | Kypca, TECThI
Tema 2.3. Asuarckas |1 1 2 ITonroroBka | Ompoc mo Temawm,
JTHKA JICIIOBBIX K JICKITUSIM W | aHAJTUTHYECKUE
OTHOIICHUN MPAKTUYECKO | 3a/laHusl M0 TeMaM
MY 3aHATHIO | Kypca, TeCThI
Tema 24. Oruka | 1 1 2 ITonroroBka | Ompoc 1o Temawm,
JICJIOBBIX KOMMYHHKAITUH K JICKITUSIM W | aHAJTUTHYECKUC
B OTpacisix SKOHOMHKHU MPAKTUYECKO | 3a/laHusl M0 TeMaM
Poccun MY 3aHATHIO | Kypca, TeCThI
Pazpen 3. Cymuocts u crneuuduka J1en0BoH
KOMMYHHUKAIUH
Tema 3.1. Onpenenenue | 1 1 2 [Togroroka | Ompoc 1o Temawm,
YVK-2 MOHATUS «JenoBas K JICKOUSAM U | aHAJIUTUYCCKUE
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Buabl yuedHoii padoThI

Peanuszan

Iliianupyembie (uac) uA B
HaumMmeHnoBaHue
(KOHTpOJIMpYyeMble KonrakTHas & m HaunmenoBanmne pamMkax
s 2 pa3padoTaHHOT
) pe3yJibTaThl padora == HCI0JIb3YEeMbIX IpaxkTnye o
2 .
ocBoenusi:koa YK; HaumenoBanue & 2 =5 AKTHMBHBIX U CKoOH
2 > g X ~ | BugCPC DJIEKTPOHHOI 0
OIIK; IIK n pa3aesioB, TeM = E_ 2 2 = sy HHTEPAKTUBHBIX MOJATrOTOB Kvoea
o =
HHIMKKAaTOPbI SIS FElSCE o0pa3oBaTeIbHBIX KH yp
S Ex=x| 8¢ (T
2 eS8 S 8 N PYA0EMKOCTb
JTOCTHKEHHS 2 lagSEE| S5 TEXHOJIOTHH (Tpynoem
. = o a % 8 28 B 4acax)
KOMIIeTEHIIUH \g g " & ® KOCTH B
=y
== < yacax)
HUVYK-2.3. KOMMYHUKAITUS. MPaKTUYECKO | 3aJaHUs 10 TeMaM
UYK -2.4. OCHOBHBIE 3JIEMEHTEHI My 3aHATHIO | Kypca, TeCThI
HUVYK - 2.5. JICII0BOM 9THKHU 5
KOMMYHUKaIUN
Tema  3.2. Bugsr | 1 1 2 ITonroroBka | Ompoc mo Temawm,
JIeTI0OBOM KOMMYHUKAITUH. K JEKUHMSAM M | aHAJUTHYECKHUE
OCHOBHBIE MIPUHLUIIBI MPaKTUYECKO | 3aJaHus 10 TeMaM
OpraHu3aIu JIETIOBOM My 3aHATHIO | Kypca, TeCThI
KOMMYHUKAaIMU Ha
MPEANPUITHH.
Tema 3.3. Dtuka mucradg | 1 1 2 ITonroroska Ompoc 1o Temawm,
IIMOHHOT'O 0OIIIEHHS: K JEKIMSAM M | aHaJUTUYECKHUE
TenedponHsie meperoBopbI MPAKTUYECKO | 3aJaHUs 10 TeMaM
U JTHKET. MoOunbpHas My 3aHATHIO | Kypca, TeCThI
CBA3b U TEXHOJIOTHS
KOMMYHUKAaIUH.
dakcuMmILHBIE "
AJIEKTPOHHBIE
COOOIIEHMUS.
Tema 3.4.0¢unmansHas | 1 1 2 ITonroroBka | Ompoc mo Temawm,
Hu JIMYHAas JenoBas K JIEKIUAM H | aHAJUTHYECKUE
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Buabl yuedHoii padoThI

Peanuszan

Iliianupyembie (uac) uA B
HaumMeHoBaHue
(KOHTpOJIMpYyeMble KonTakTHast & m HanmenoBanme pamMkax
s 5 pa3padoTaHHOT
) pe3yJibTaThl padora = = HCII0JIB3YEeMbIX IpaxkTnye o
2 .
ocBoenusi:koa YK; HaumenoBanue & 2 =5 AKTHMBHBIX U CKoOH
2 g S K o~ Bun CPC DJIeKTPOHHOI0
OIIK; IIK n pa3aesioB, TeM = E_ 2 2 = sy HHTEPAKTUBHBIX MOJATrOTOB Kvoea
Y
HHIMKKAaTOPbI = |8 g = = e 2= o0pa3oBaTeIbHBIX KH yp
2 28 =& 9 € . (Tpya0eMKOCTh
JOCTUKEHM ST 5 |29 = S 3 TEXHOJIOT Uil (Tpynoem B uacax)
. o
KOMIIETeHIIMH = = 2 g 5 '8 KOCTh B
2
== < yacax)
Mepenucka. MPaKTUYECKO | 3aJaHUs 10 TeMaM
Knaccudukanus nemoBoi My 3aHATHIO | Kypca, TeCThI
MEePENUCKHU: o
TEMaTUYECKOMY
MIPU3HAKY; o
G yHKIIMOHATBHOMY
MPU3HAKY; MO0 CTPYKTYPE;
10 CII0CO0aM BEJCHHMS; 110
dbopme oTmpaBieHUs U
T.II.
Hroro no 3 pazgeny 4 4 8
Pasznen 4. DyHkuuu M KJIaccu(pukanusi J0KyMEHTOB
Tema 4.1. 1 1 2 [TonroroBka | Ompoc Mo Temawm,
YK-2 [IpaBuna HaIlMUCaHUs K JIEKIMSIM U | aHAIUTHUYECKHE
NYK-2.3. TeKcTa JIOKYMEHTA. MPAKTUYECKO | 3a/laHusi IO TeMaM
NYK -24. TpeboBanus K My 3aHIATHIO | Kypca, TECTBI
NVYK -2.5. 0(OPMIICHUIO PEKBU3UTOB

1 OJIAaHKOB JIOKYMEHTOB
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Buabl yuedHoii padoThI

Peanuszan

Iliianupyembie (uac) uA B
HaumMmeHnoBaHue
(KOHTpOJIMpYyeMble KoHnTakTHasn & m HaumenoBanue pamMkax 5OTAHHOL
) pe3yJibTaThl padora £e HCII0JIB3YEeMbIX IpaxkTnye paspa
ocBoenusi:koa YK; HaumenoBanue % 2 é 5 AKTHMBHBIX U CKOM 0
) g S K o~ Bun CPC DJIeKTPOHHOI0
OIIK; IIK n pa3aesioB, TeM = E_ =+ 8 ; sy HHTEPAKTUBHBIX MOJATrOTOB Kvoea
HHIMKKAaTOPbI = |8 el 222 o0pa3oBaTeIbHBIX KH yp
JTOCTHKEHUS s g_\g E E 3 5 TEXHOJIOTHH (Tpynoem (Tpynoemkocts
KOMIeTeH Ui = \§ 2 g ® 5 ‘§ KOCTh B B “acax)
== yacax)
Tema 4.2. Enunas | 0,5 1 2 ITonroroska Ompoc mo Temawm,
cucTeMa K JCKUMSAM U | aHaJUTUUECKHE
roCyJapCTBEHHOM MPaKTUYECKO | 3aJaHUs 10 TeMaM
CTaHJapTU3AIUU My 3aHATHIO | Kypca, TeCThI
Tema 4.3. Texuonoruu | 0,5 2 2 IToaroroska Omnpoc mo Temawm,
paboTel ¢ JOKYMEHTaMu K JICKIUSIM H | aHAJIUTHYSCKHUE
(opranmzanust pabOTHI C MPaKTUYECKO | 3aJaHUs 10 TeMaM
BXOSAIINMH, My 3aHATHIO | Kypca, TeCThI
HCXOJISIIMM,
BHYTPEHHUMU
JTIOKyMEHTaMHU
OpraHH3aIIH)
Tema 4.4. O6mmue | 1 1 2 [TogrotoBka | Ompoc 1o Temawm,
npaBuia perucTpanuu K aHAIIMTUYCCKHC
nokymeHToB.  KoHTpoib MPaKTUYECKO | 3aJaHUs 10 TeMaM
HCIIOJIHECHUA JOKYMCHTOB. MY 3aHSTHIO Kypca, TECThI
Tema 4.5. CymHocts u | 1 1 4 [TogroroBka | Ompoc 1o Temawm,
3HAQYEHHE HIIEKTPOHHOIO K AHAIMTUYCCKHC
JIOKYMEHTO00O0pOTa MPAKTUYECKO | 3a7aHUsd 10 TEeMam
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Buabl yuedHoii padoThI Peanusan
Ilnanunpyemble qac Ha B
Py (1ac) HaumMmeHnoBaHue
(KOHTpOJIMpYyeMble KoHnTakTHasn & m HaunmenoBanmne pamMkax
s 5 pa3padoTaHHOT
) pe3yJibTaThl padora = = HCII0JIB3YEeMbIX IpaxkTnye o
2 .
ocBoenusi:koa YK; HaumenoBanue & 2 =5 AKTHMBHBIX U CKoOH
2 g S K o~ Bun CPC DJIeKTPOHHOI0
OIIK; IIK n pa3aesioB, TeM = E_ 2 2 = =2y HHTEPAKTUBHBIX MOJATrOTOB Kvoea
]
HHIUKKATOPBI § S E ; E S :E, o0pa3oBaTe/IbHbIX KH (1 HSE)MKOCTL
MOCTHKeHUS % g_\g s = § 5 TEXHOJIOI I (Tpynoem p)l; aacax)
. e
KOMIETCHIINH = \g S g o < ‘2 KOCTh B
=y
== < yacax)
My 3aHATHIO | Kypca, TeCThI
Hroro no 4 pazgeny 4 6 12
HUTOI'O 3A CEMECTP | 17 17 34
HUTOIro mo | 17 17 34
JMCHUILINHE
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5. TEKYIIUA KOHTPOJIb YCIHEBAEMOCTH M MPOMEXYTOUYHASA
ATTECTALNMUA ITO U'TOI'AM OCBOEHUSA JUCHUIIVIMHBI.

5.1. TunoBble KOHTPOJIbHbIE 3aJaHUSI WM HHbIe MATEPUAJIbI, HE0OXOAUMbIE [JIfl
OLIEHKHU 3HAHU, YMEHHH ¥ HABBIKOB M (WJIH) ONBITA eI TeJIbHOCTH

1. TecTsl A TEKYIIETO U IPOMEXKYTOYHOTO KOHTPOJIS 3HAHUIN 00yJaromMXCs:

1. "Small talk™ in business communication is conducted within the framework of:
a) Business interests of partners
b) Personal, non-business interests of partners
c) Professional interests of partners

2. The addressee of manipulation in business communication is:
a) A partner who may become a victim of manipulation
b) The partner to whom the manipulative influence is directed
c) A partner who uses manipulative techniques of psychological influence

3. Attribution is called:
a) -All answers are incorrect
b) The subject's interpretation of the interpersonal perception of the reasons and motives for
the behavior of other people
c) Attributing specific traits to specific groups of people
d) The desire of a person to be in the company of other people

4. In value-oriented manipulative technologies of business communication, the target of
psychological influence is:

a) The spiritual ideals of the addressee partner

b) Cognitive structures of the addressee partner

c) The needs and inclinations of the addressee partner

d) Values of the addressee partner

5. Verbal communication is carried out with the help of:
a) Gestures
b) Information Technology
c) A certain rate of speech
d) Pats on the shoulder
e) Oral speech

6. All people are divided into:
a) All answers are correct
b) Rational and irrational
¢) Sensorics and intuitives
d) Extroverts and introverts
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7. The business style of interaction between partners includes:
a) Loosening control over social status and etiquette norm
b) Recognizing the value and significance of each other's behavioral action
c) Rational use of supporting techniques by partners
d) The ability of partners to adapt their own professional knowledge to each business
situation

8. Business partners with visual modality think mainly:
a) Auditory images
b) Visual images
c) Tactile images

9. Information and power support of the manipulator in manipulative technologies of business
communication consists of the total interaction:

a) Cognitive-rational forces of the addressee of psychological influence

b) Personal and psychological forces of the manipulator

c) Attracted (borrowed) forces that are created by other personalitie

d) Status and resource forces of the manipulator

10. The mechanisms of manipulative influence include -
a) The mechanisms of attachment and implementation that the manipulator uses
b) Needs, inclinations, motivations of the addressee of manipulation
c) Mental automatisms and complexes of the addressee of manipulation
d) Psychotechnical techniques of manipulative influence

11. The most widely used techniques of active anti-manipulative protection in business
communication technologies include:
a) Temporary interruption of business contact with the manipulator by the addresse
b) The use of psychotechnical techniques of counter manipulation by the addressee partner
c) Conversion of the manipulator's communication signals by the addressee partner, taking
into account their own interests
d) Targeted total psychological attack on the manipulator

12. The main manipulative techniques of mental influence in business communication include
techniques:

a) "False engagement"

b) Obfuscation

c) Locations

d) Hidden coercion

e) Beliefs

13. Special techniques of passive protection, focused on the reflection of manipulative influence,
include:

a) Building semantic and semantic barriers with the manipulator by the addressee partner

b) Distancing the addressee partner from the manipulator partner
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c)
d)

The location of the destination partner to the intentions and attitudes of the manipulator
Concealment by the addressee partner of their situationally experienced emotions and
feelings

14. Open questions in business communication include:

a)
b)
c)
d)

Alternative options
Mirror images
Information services
Rhetorical

15. The signs that indicate the presence of manipulation in business communication include:

a)
b)

c)

d)
e)

Incongruence of the manipulator's communication messages

Behavioral strategy of a business partner-communicator, focused on cooperation

The appearance of internal feelings of discomfort, emotional tension and anxiety in the
recipient partner

Presence of verbalized and nonverbal threatening signals

Structural arrangement of information discourses that is not relevant to their content
significance for solving a business problem

16. The means of non-verbal communication include:

a)
b)
c)
d)

All answers are correct
Kinesics

Proxemics

Taketika

17. The techniques of small talk used in business communication include:

a)
b)
c)
d)
e)

Sayings-links with pleasant associations for the partner
Interesting, fascinating story

Positive statements of events or facts of interest to the partner
Persuasive business messages

Quoting the partner's statements about their hobbies, hobbies

18. Kinesic means of non-verbal communication are:

19.

a)
b)
c)
d)
e)

Facial expressions
Pose

Coughing
Handshake

Oral speech

Logical and semantic manipulation of information in business communication offers:

a)
b)
c)
d)

Verbalized presentation of socially significant information discourses for the addressee
Batching information

Concealment of important semantic discourses of information

Withholding information
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20. Manipulative strategy in business communication is implemented as:
a) A system of psychotechnical techniques and actions that reflects the long-term goals of
the manipulator
b) A system of joint behavioral actions of business partners aimed at a compromise solution
to a business problem
c) The set of behavioral actions of the addressee of the manipulation

21. Manipulative technologies of business communication are such technologies in which there
are:

a) Open coercion of the partner to any behavioral actions

b) Psychotechnical manipulation techniques

¢) Hidden psychological impact on the business partner

d) Techniques of location and persuasion in relation to the target partner.

22. Nonverbal means of communication are
a) View
b) Gait
¢) Handshake
d) Phone number
e) Email address

23. Communication is:
a) All answers are correct
b) Information transfer process
c) The process of establishing contacts between people
d) The process of personal formation and development

24. Personal distance in the process of communication:

a) 120-350cm
b) 15-50cm
c) 50-120cm
d) Over 350cm

25. Motivational information in business communication is implemented in the form of:

a) Informative message
b) Call-up

c) Orders

d) Requests

18



2. Bompochl M aHamuUTHYeCKHE 3aJayd JAJs HOATOTOBKM K KOHTPOJIBHBIM MEPOIpPUATUAM
(TeKyLI1il KOHTPOJIb)

IIpumep:

1. My personal experience of applying the “golden law of morality”. (Hamucars
acce).

2. Categories “cthics”, “morality”, “morality, moral values: origin, content. (
ITpoBecTu cpaBHUTENbHBIN aHAJIU3 KATETOpUit).

3. “The path to any career is strewn with the flowers of eloquence” (A.P.Chekhov).
(Hammucats acce).

4. Write a letter of recommendation for your friend.

5. Write a response to the offer with a change in one of the terms of delivery.

6. Prepare the text of your resume.

7 Name the main sections of the commercial contract.

8 Explain the concept of "force majeure”.

9. Make up the text of the supplementary agreement to the commercial contract (the
subject is arbitrary).

10.  Compose a response letter about the inability to participate in the presentation.

11.  What is the purpose of the guarantee letters?

12.  What data is contained in the commercial request.

13.  Justify the refusal to accept the claim of a business partner.

14. Do you need a label frame in a business letter?

15.  What document page parameters are recommended by the State Standard?

16.  Who is the executor of the document and does he have the right to sign?

17. What methods of signature registration are used in Russian and international
commercial correspondence?

18.  How is the information located in angular and linear forms?

19.  What formulas of politeness are traditionally used in business correspondence?
Determine their location on the form relative to the text.

20. How many different topics and issues can be addressed in one business letter?

3.IlepeueHb BONPOCOB, BHIHOCUMBIX Ha MPOMEKYTOUHYIO aTTECTALHIO (3aUeT)

1. Theoretical foundations of the concepts of business etiquette in the organizational
structure of management.
Main principles of professional ethics. Types of ethics.
Business reputation of the organization: definition, main components.
Features of business ethics of management in Russia.
Research of the problems of business culture of modern societies
Normative personality patterns.
Ethics of entrepreneurship.
Definition of the concept of "Business communication”. Theory of
communication.
9. Basic elements of business ethics and communication.
10. Types and forms of business communication.
11.  The basic principles of the organization of business communication in the
enterprise.
12.  Conflict behavior and ways to overcome it.
13.  Communicative barriers. Perception and communication.
14.  Perception and formation of the image of the communication process.
15.  Written communication as a type of business communication.

ONoGaRWD
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16. Characteristics and typology of industrial and educational forms of written
communication.

17. Basic principles and norms of business correspondence culture.

18. Official and personal business correspondence.

19. Classification of business correspondence: by topic; by function; by structure; by
methods of management; by form of dispatch, etc.

20.  Preparation and organization of business meetings.

21.  Technology and stages of the business meeting.

22.  Control over the execution of the business meeting.

23.  Preparation and organization of business negotiations. Action plan for preparing
for business negotiations.

24.  Tactics and strategies for conducting business negotiations.

25.  Technique of business negotiations.

26. Business negotiations as a type of business communication. Ethics of conducting
business negotiations: basic rules.

27.  Rules for writing the document text.

28.  Technologies of working with documents (organization of work with incoming,
outgoing, internal documents of the organization).

29.  Formation of cases and transfer of documents to the archive.

30.  Advantages and disadvantages of electronic document management.

5.2. Onucanue mokasarejieili M KpUTepHeB KOHTPOJIA yCIEeBAeMOCTH, ONMCAHHE
IIKAJ OlleHUBAHUA

Tabnuua 5 Ipu TexyiieMm KoHTpoJie (KOHTPOJIbHBIE HEEIHN) U OLIEHKA BHIOJHEHUS
IPAKTHYECKUX padoT

HIkana Ik3amen/
. 3ager
OlLlCHUBAHUSA 3a4eT ¢ OLEHKOMH
40<R<=50 OTJIIMYIHO
30<R<=40 Xopouio 3a4er
20<R<=30 Y 10BAETBOPUTETHHO
O<R<=20 HeynosnerBopurensHO HEe3a4eT

[Ipyn npomekyTOYHOM KOHTpPOJI€ YCHEBAEMOCTb CTYAECHTOB OLIEHUBAETCA IO CHCTEME
COTJIMYHOY, «XOPOLIO», «yIOBIETBOPUTEIBHOY, «HEYI0BIETBOPUTEIBLHO.
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Taoauna 6 — Kpurepuu oneHuBaHus pe3y/jibTaTa 00y4eHUs M0 JUCHUIINHE U IIKAJIA OlleHUBAHUS

Kpurepun oneHuBanus pe3yibTaToB 00y4eHust

OneHka OneHka OrneHka OneHka
Kox u Ko u naumenopanye | HEYAOBICTBOPUTEILHOY | «YIOBJIETBOPHTEILHO» / «xopomo / «OTJMYHO» /
HAHMEHOBAHHE | MHIMKATOPA JOCTHKEHNS / «HE 3a4TEHOY «3a4TEHO» «3a4TEHO» «3a4TEHO»
0-59% 60-74% 75-89% 90-100%
KOMIIeTeHIHM U KOMIIeTEeHIIH U o N . . . N
OT Mmax peUTUHTOBOM OT Mmax peUTUHTOBOI OT max OT Mmax peUTUHTOBOM
OIICHKH KOHTPOJISI OIICHKHU KOHTPOJIA PEUTHUHTOBOM OIICHKH KOHTPOJIS
OIIEHKHU KOHTPOJIS
VK-2  Cnocoben |[MMYK-2.3. IInanupyer U3JI0’KEHHUE y4eOHoro| parMeHTapHBIC, BIIAJICCT 3HAHHUSMHU U | UMEET IIyOOKHE 3HAHUS
OLpPEACISITE  KPYT |pealn3alyio 3ajad B 30HE | MaTepuana OSCCHCTEMHOC, HE| [JOBEPXHOCTHBIE 3HAHHUS |HABHIKAMM JIEIOBOrO| BCETO — MaTepuana; B
3aJlad B paMKaX |CBOCH OTBETCTBEHHOCTH C|MOXET OOBSCHUTH IIOHSTHE, Ba)KHEHIINX DA3JIeloB 1 OOIIEHNS, NPHHIKIOB| TOTHOH Mepe BiajeeT
MOCTABJICHHOM y4eTOM MMEIOLIMXCSA | CYIIHOCTD " YCIOBHS | Ganonrix KaTeropHii, |opraHusamym HEOOXOTHMBIMH
eI BBIOMpATh PeCypCOB 1 OTpaHHYEHHH, | COUHATBHOTO JIOTYCKAKOTCS OT/IETbHBIE |AETONPOH3BOACTEa, SHAHHAMH 1 YMCHUSIMH.
OIITUMAJIBHBIC JACUCTBYIOIIUX IIPAaBOBLIX | B3BAUMOJACHUCTBUAA, TBEHHEI ]_HI/I6KI/I I[OHYCKaeT CBO6O HO BIIAJICET
CIIOCOOBI UX |HOPM. 3aTPYIHSIETCS CYHIecTBe c o N —_ a !
peLIeHus], HUCXOJs oXapakTepu3oBath ocHoBHbie| TPY 0bbsACHeHHN | FIC3 © © HaBBIKAMH ACIOBOTO
U3 JeHCTBYIOIMX npaBuia JIeJOBOro dTHKeTa,| NOHATHM W TpaBui OMMOKW,  KOTOPHIC| ofmiennst,  crocoGamn
OpPaBOBBIX  HODM, TPHHIATIBI opranusaiuy | ACTOBOTO dTHKETa, |CAMOCTOATEIBHO OpraHu3aIu
AMEIOITHXCS JIETIONPOH3BOJCTEA | IPMHIMIIOB ~ OpPraHW3aIlUU | HCIIPABIISAET JIEITIOTIPOHU3BO/ICTBA
pecypcoB u COBPEMEHHBIX yupeskaeHusx | ACTONPOU3BONCTBA B
OrpaHHHeHT COBPEMEHHBIX
YUPEKICHUSIX
WNYK-2.4. Beinonuser 3aTpyIHSETCS B JIOITYCKAlOTCSA OTAEIbHBIC |OLIEHUBACT MPHUHIUIIEI| CBOOOTHO BIaAceT
3ama4M B 30HC  CBOCH | ONpEJCICHUU NPHUHIMIIOB U CYIIECTBCHHBIC OIMMOKW |M  METOIbl  PELICHHS | HABBIKAMHU  BBITOJHEHUS
OTBETCTBCHHOCTH B| METOJIOB PEIICHUS npu onpejieJieHUU |[IOCTABICHHBIX  331a4| 3ajady B 30HE  CBOCH
COOTBETCTBHUH C| TOCTaBJICHHBIX 3aJ1a4 Ha NPUHIMIOB M METOXOB |HA OCHOBE HOPM M| OTBETCTBEHHOCTH Ha
3aIUIAHUPOBAHHBIMHA OCHOBE HOPM H IPaBUII pelleHys HOCTABJIEHHBIX | TPABHII JIETIOBOTO | OCHOBE HOPM M IIPABHII
pe3yJbTaTaMd W TOYKAaMH | JICIOBOTO OOIICHHS, HE 3a1a4 Ha OCHOBE HOpM W |OOIIEHHs,  CIOCOOEH| 1enoBoro o01IEeHus,
KOHTPOJIS, npH | CIOCOOEH COCTaBIISITh npasu JIeI0BOro |COCTAaBIATE  JETIOBBIE| cOCTaBISET JIeTIOBBIE
HEO0XOIMMOCTH ZCIIOBBIC TOKYMCHTBI o0IIeHNsi, He CcrocobeH |AOKYMEHTBI, JOITYCKas | JOKYMEHTBI O€30IINO0YHO.
KOPPEKTHPYET Cr10co0b! COCTaBJIATh neoBbIe | HE3HAUNTEIIHLHBIC
pCHICHHA 387121, JOKYMEHTBI OIIMOKH, KOTOpBIE
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CaMOCTOATCIIbHO

HCIIPABJISIET
HE CHOCOOEH ONpPEeNeIUTh| aHATU3UPYET crocoben cBOOOIHO BIajiceT
NPUHIMIOBI W IpaBHIa| BO3MOXHBIE BBICTpanBaTh aHAJTUTUYECCKUMU
paboThI B MaJIoH | IOCISACTBUS JUYHBIX |[IPOJAYKTHUBHOE HaBBEIKAMH OLICHKH
COLIMAIbHOW Tpymnne, He| AeUCTBUH B COLUMAIBHOM |B3aUMOJICHCTBUE,  C| MOCIEACTBUI  JMYHBIX
CrocoOeH B3aUMOJCUCTBUU U | TOYKHU 3peHus | ACUCTBUI B
MpoaHaIu3upoBaTh KOMaHJIHOH paboTe, U |TTOHUMaHUs COLIMAJIBHOM
BO3MOJKHBIE  TOCJEACTBUS| CTPOUT  MPOAYKTHUBHOE |pa3IMUHBIX B3aMMO/ICHCTBUU i
JIMYHBIX nelcTBUI B| B3aMMOJICHCTBHE, COIIMOJIOTHYECKUX HaBBIKAaMH OLICHKH
COLIMAJILHOM OIICHUBAET MJIEM JPYTHUX |TCOPUH COIMATBHOTO| COLUATBHO-POJIEBBIX
B3aMOJCHCTBUH H| WICHOB KOMAaHJIBI IS |B3aMMOJICHCTBUA, MMO3UIIMHI WICHOB MaJlon
KOMaHJIHOH paborTe, JIOCTHIKCHUS JIOTTyCKaeT COLIMAIBHON TPYIIIIBI
IMOCTABIICHHOM LIENIH, | He3HAYNTEIbHBIC
JIOTTYCKAIOTCS OTJEIbHBIEC |OIMIMOKH, KOTOpBIE
CYIIIECTBEHHBIE OIIUOKHU, |CAMOCTOSATEIHHO
UCIIPaBJICHHBIC C |MCTIpaBIISET pu
IMOMOIIIBIO cobeceJ0OBaHNH
MpenoiaBaTeis,
dbparmeHTapHEbIE,
MOBEPXHOCTHBIE 3HAHUS
NPUHUUIIBI W TpaBHIIa
paboThI B Majon
COIMAILHOM TpyIine
HVYK-2.5. IIpencrapnser U3JI0KEHHE y4eOHOro | IOMyCKAKOTCs OTHEIbHBIE |OIEHUBAET CBOOOIHO BIIAJIEET
pe3yJIbTaThl IPOEKTa, |MaTepuana OECCUCTEMHOE, HE CYIIIECTBEHHBIC OIIMOKHU | BO3MOXXHOCTHU Y| HaBBIKaMU Mpe3€HTALUNA
[peATaracT  BO3MOXHOCTH | BJIaACCT OCHOBaMH | mpy OOBSICHEHUH |IEPCIIEKTUBBI HpOeKTa,  MCXOIsd U3
WX WCIONB30BAHUS W/WIH |pa3paboTKHM W pealn3alyu AITOPUTMA Pa3paGoTKU U | HCIIOIb30BAHHS NefCTBYIOMNX HOPM
COBEPLICHCTBOBAHUS. TIPOEKTOB, Ucxons 3| beammsanmm IIPOEKTOB, | pE3yITHTATOB mpoekTa,| A/OBOr0  MPOTOKOMIA |
ACHCTBYIOMIHMX HOPM| yexoms w3 JNEUCTBYIOUIUX |HCXOMS p3 | UMCIOIINXCA pecypcos
JEIOBOTO  TPOTOKOJA M
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AMEIOLIUXCS
JIeJIOTIPON3BOCTRA.

pecypcos

HOPM JIEJIOBOTO MPOTOKOJIA
U  UMCIOIUXCS PECypcoB
JICTIONPOU3BO/ICTBA

JICUCTBYIOIIUX  HOPM
JIEJIOBOTO TIPOTOKOJIA U
UMEIOIIUXCSL PECYPCOB
JIeJIONPOU3BOICTRA,
JIOIyCKaeT
HE3HAYUTEIIbHBIE
OIMOKH

JCJIOIPOU3BOJICTBA
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Tab6umna 7. Kpurepun oneHuBaHUA

Onenka Kpurtepuu oneHnBanus
Bricokumii OLICHKY «OTJMYHO» 3aClIy’)KMBaeT CTYACHT, OCBOMBIIMI 3HAHUS,
YPOBEHB «5» YMEHUS, KOMIIETCHIINM U TEOPETHYECKUi Marepuan 0e3 mpoOelioB;
(oTHM4HO) — BBHITIOJTHUBIINM BCE 3a/laHusl, MPEIyCMOTPEHHBIE y4eOHBIM IUIAHOM Ha
«3a4er» BBICOKOM KaueCTBEHHOM YPOBHE; IIPaKTUYECKHE HaBbIKU

npoeccHoHaIbHOTO MPUMEHEHUS] OCBOCHHBIX 3HAHHUH cPOPMHUPOBAHBI.

Cpennuii ypoBeHb

OIICHKY «XOpouio» 3aCIyXUBACT CTYACHT, IMMPAKTUYCCKU IOJIHOCTHIO

«4» OCBOMBIIMK 3HAHWS, YMEHUS, KOMIICTCHIIMU ¥ TEOPETHUYCCKHIM
(xoporio) — Marepuai, ydeOHble 3aJlaHdus HE OICHEHbl MaKCHUMAJIbHBIM YHCIOM
«3aueT» 0aJuIoB, B OCHOBHOM C(HOPMHPOBAI MPAKTHYECKUE HABBIKH.
[ToporoBerii OLICHKY «Y/JAOBJIETBOPUTEJIBHO» 3aCIyXHBACT CTYACHT, YaCTHYHO C
YPOBEHB «3%» mpoOelaMi  OCBOWMBIIWK  3HAaHWS, YMEHUS, KOMIICTCHIIMA U
(YIOBJIETBOPUTEIL | TCOPETUYCCKUI MaTepuan, MHOTHE YydYeOHble 3ajaHus JMOO He

HO) — «3a4eT»

BBIOJIHMJI, JMOO OHH OLIEHEHBI YHCIOM OailIoB OJM3KHUM K
MUHHMaJIbHOMY, HEKOTOPBIC MPAKTUYECKNE HABBIKU HE CHOPMHUPOBAHBI.

MuHUMaIBHBIA | OLICHKY «HEYJOBIIETBOPUTEIBHO» 3aCIIYKMBAET CTYIEHT, HE OCBOMBILHN
YPOBECHB «2» 3HAHUS, YMEHUS, KOMIIETEHIIUN U TEOPETUYECKUI MaTepual, yuyeOHble
(HEYZIOBIETBOPATE | 35 1apy1q He BBINONHUI, IPAKTHUECKHE HABBIKU He cOPMUPOBAHL.

J'ILHO) — «HE3a4CT»

6 YYEBHO-METOJUYECKOE OBECIIEYHEHHUE JUCHUIIJINHbI

6.1. YueOHasi iuTeparypa

On-Line xypHan «JlemoBol MPOTOKOI U ITUKET» [DIEKTPOHHBIA pecypc]. — DIEKTPOH.
nad. — Pexxum goctyna: http:// www.protocolonline.ru.

Country Profiles — Global Guide to culture, customs and etiquette [DnexTpoHHbIi pecypc].
— DOmextpoH. paH. — Pexum mpocryma: http://www.kwintessential.co.uk/resources/country-
profiles.html

Etiquette in Society, in Business, in Politics and at Home. Emily Post [DnexTpoHHbIi
pecypc]. — DnekTpoH. naH. — Pexxum noctyma: http://www.bartleby.com/95/

International Business Etiquette, Manners and Culture— [DnekrponHsiit pecypc]. —
DieKkTpoH. aaH. — Pexxum poctyma: http://www.international-business-etiquette.com/

Modern-etiquette. [DnexTpoHHBI pecypc]. — ODJEKTpoH. gaH. — Pexum pocryma:
http://www.modernetiquette.co.nz/

Burosckas, M. E. [IpodeccronanbHast 3TUKA U ATUKET [ DNEKTPOHHBIN pecypc] : yueOHoe
nocobue st 6akanaBpoB / M. E. Burosckas. — DaeKTpoH. TeKCTOBBIE JaHHBIE. — M. : [lamkoB
u K, Aii [Iu Op Menua, 2018. — 144 ¢. — 978-5-394-02409-2. — Pexxum moctyna:
http://www.iprbookshop.ru/75205.html

Poccwuiickuit o6pazoBarenpHbIi mopTai. http://www.school.edu.ru/default.asp

6.2. IlepeyeHb KypHAJIOB MO0 NPOPUIIO JUCHUILIUHBI:

6.2.1.Hayunsiii xypHan «lIHTepakTHBHas Paznen
KOMMYHHKaIu» (Www.interactive—science.media).

6.2.2. Madopmanmonnsie pecypchl Poccun. Poccuiickast acconmanust 3JIeKTpOHHBIX
ounommorexk. HMudopmaumonnsie Pecypesl  Poccmum  —  Poccumiickast  accoruanust

3JIEKTPOHHBIX 6mOanoTtek (aselibrary.ru).

HayKa. «/lemoBbIe
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http://www.aselibrary.ru/press_center/journal/irr/
http://www.aselibrary.ru/press_center/journal/irr/

6.2.3.
(www.ashr.org).

ONEeKTPOHHBIN  KypHal

«Advances in the history of

rhetoricy

6.2.4. DnexTpOHHBIM Hay4yHO-IpAaKTUUYeCKUW XypHall «COBpEeMEHHbIE Hay4yHbIE
YiCCIIeIoOBaHMs ¥ MHHOBaIMny. Pasen «/lenoBoe obmenuey». (Www.web.snauka.ru)
6.2.5. XKypnan «Jlenonponu3BoACTBO M JOKYMEHTOOOOPOT Ha MPEANPHITHN

(www.delo-press.ru).

6.2.6. Hayunsrit XKypnan «/lenonpoun3Boactso» (Www.top-personal.ru)

6.4 MeTtoauyeckue yKasaHusi, peKOMEHIAIUU U IPyrue MaTepraJibl K 3aHATHAM

MGTOI[I/I‘-ICCKI/IG YKa3aHHts 110 BBIITOJIHCHHUIO ITPAKTUYCCKUX 3aHATHUH 110 JUCHUIIIINHEC.
MCTO,I[I/ILIGCKI/IC YKa3aHH: 110 BBIIIOJTHCHHUIO CaMOCTOSITeILHOM pa6OTBI IO AUCLHHUIIIINHEC.

7. AHOOPMAINIMOHHOE OBECIIEYEHHUE JUCHUIIVIMHBI

Y4eOHbIi mporece Mo JAUCHUTUIMHE 00ecriedeH HEOOXOAMMBIM KOMIUIEKTOM JIHUIICH3MOHHOTO U
CBOOOZHO pacHpOCTPAaHSEMOr0 MPOrPaMMHOrO OOECIeueHHus, B TOM YHCIE OTEUECTBEHHOTO
IIPOM3BOJICTBA (COCTaB MO AUCLUMILIMHE onpeseseH B HacTosmed PIIJ[ u noanexur oOHOBIEHUIO

pU HEOOXOIUMOCTH ).

7.1 llepeuyeHb HH(POPMAMOHHBIX CIIPABOYHBIX CHCTEM

Tabnumna 8. [lepedyeHb 3MEKTPOHHBIX OUOIUOTEUHBIX CUCTEM

Ne HaumenoBanue 96C Cceblika k 9BC
1 KoHcyJsbTaHT cTyIeHTa http://www.studentlibrary.ru/

2 Jlaub https://e.lanbook.com/

3 FOpaiit https://biblio-online.ru/

4 E-LIBRARY.ru http://elibrary.ru/defaultx.asp

7.2 TlepevyeHb JWIEH3MOHHOTO M CBOOOJHO PACHPOCTPAHIEMOTO0 TPOrPAMMHOIO
obecreyeHHsI,B TOM 4YHCJI€ OTe4eCTBEHHOI0 MPOM3BOACTBA HEOOXOAUMOIo s

OCBOCHHUSA JUCHUIIJINHBI

Ta6muma 9. [IporpammHoe obecnieueHne

IIporpammHoe oGecnieyeHue, HCNOJb3yeMoOe B
YHHBEpPCUTETe Ha JOTOBOPHOIi 0CHOBe

IIporpamMHoe oGecnieyeHue cBOOOIHOTO
pacnpocTpaHeHus

Microsoft Windows 7 (moamucka MSDN 4689,
mommucka  DreamSparkPremium,  moroBop — Ne
Tr113003 ot 25.09.14)

Adobe Acrobat Reader (FreeWare)
https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html

Microsoft Office Professional Plus 2007 (nuuen3us Ne
42470655)

OpenOffice (FreeWare) https://www.openoffice.org/ru/

IBM SPSS Statistics (B cocraBe NpPOrpaMMHOTO
pemennst CTATKIIACC)

7.3 IlepedyeHb cOBpeMeHHbIX NMPO(ecCHOHAJBHBIX 0a3 HaHHBIX U MH(POPMALMOHHBIX

CIIPaBOYHBIX CUCTEM

B rtabmuue9ykazan mnepeueHb MpodeccnoHalbHbIX 0a3 JaHHBIX W HH(OPMAaLMOHHBIX
CIIPABOYHBIX CHCTEM, K KOTOPHIM oOecmeueH AOCTymn (yIaleHHBIH AOocTym). JlaHHBIN mepedeHb
MO/JIC)KUT OOHOBIIEHUIO B cOOTBeTCTBHH ¢ TpeboBanusimu ®I'OC BO.
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http://www.web.snauka.ru/
http://www.delo-press.ru/
http://www.top-personal.ru/
http://www.studentlibrary.ru/
https://e.lanbook.com/
https://biblio-online.ru/
http://elibrary.ru/defaultx.asp
https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html
https://www.openoffice.org/ru/

B nanHoM paszene MOTyT ObITh NMPHUBEACHBI PECYpCHl (CCBUIKM Ha CAMThI), HA KOTOPBIX
MOYKHO HalTW NOJNE3HYI A8 Kypca MHGPOpMalMI0, B T.Y. CTATUCTUYECKUE WIIM CIIPABOYHBIE
JTaHHbIe, yuyeOHbIe MaTepHalIbl, OHJIAWH KypPCHI U T.JI.

Tabauna 9 - Ilepeyenb coBpeMeHHBIX NPO(pecCHOHAIBHBIX 0a3 TaHHBIX U
HH(OPMALMOHHBIX CIIPABOYHBIX CHCTEM

HaumenoBaHue npodeccHoHATBLHOI 0a3bl Hoctym k pecypey (yaaaenubLii HOCTyEI ¢
Ne . YKa3aHHeM CCHIIKH/I0CTYI U3 JIOKAJIBHON ceTH
JaHHBbIX, MH(POPMALMOHHO-CIIPABOYHOH CHCTEMBI
YHHBEpPCHTETA)
1 2 3
1 EnuHbI1il apXUB 95KOHOMUYCCKHUX U http://sophist.hse.ru/data access.shtml
COLUOJIOTNUYCCKUX TAaHHBIX

8. OBPA3OBATEJIBHBIE PECYPCbI 1JIs1 HTHBAJIMOB U JIULI C OB3

B Tabmuuel0 ykazaH mepeueHb O0Opa30BATENBHBIX PECYPCOB, HMEIOMHUX (HOPMBI,
aJlanTUPOBaHHBIE K OTPAaHUYCHUSM UX 3[0POBBS, @ TAK)KE CBEACHUS O HAIWYHU CIICHHAIBHBIX
TEXHHUYECKHX CPEICTB OOYyYCHHS KOJUICKTUBHOTO W WHIMBHIYAJIbHOTO TOJb30BaHusA. [lpu
3allOJIHEHUH TaOJMIBI MOXKET OBITh HCIOJb30BaHa MH(OpMalus, pa3MEIICHHas B IOJApa3Jelie
«docrynHas cpema» cnenuanusupoBaHHoro pasgena caiita HI'TY  «Csemenus 00
oOpa3oBaTenbHO# opranu3anum»https://www.nntu.ru/sveden/accenv/

Tabnuma 10 — O6pazoBaTenbHble pecypchl A HHBaIKA0B U ul ¢ OB3

Ne Ilepeuenn 00pa3oBaTeIbHBIX PeCYpPCOB, CaeJeHHS 0 HAJTUYMH CHEIUATBHBIX TEXHUYECKHX
NPpHUCHOCO0JIeHHBIX VISl HCIIO0JIb30BAHMSA cpelcTB 00y4eHHs KOJUIEKTHBHOIO 1
HHBaJuAaMu 1 aunamu ¢ OB3 HHIUBUHAYATbHOIO MOJIb30BAHUSA

1 OBbC «KOoHCYNIBbTaHT CTYIEHTa» 03ByYKa KHHUT M YBEIMYCHUE MIpUPTA
crenuagbHOe MOOWIBHOE MPHIIOKEHHE - CHHTE3aTOop

2 ObC «Jlanb» peuH, KOTOPBIH BOCIPOU3BOAUT TEKCTHI KHUT U MEHIO
HaBHT ALK

3 OBbC «OpaiT» BepcHs s cabOBHUISAIIAX

9. MATEPHAJILHO-TEXHUMYECKOE OBECHEYEHHUE, HEOBXOJIWMOE
JUISI OCYIIECTBJIEHHUSI OBPA3OBATEJIBHOI'O MPOLECCA IO
JTUCHUIIJIMHE

VYyeOHble ayIUTOPUHUIS MPOBEACHUS 3aHATHH MO JAMCHUILUIMHE,0CHALICHB 000pYyIOBaHUEM U
TEXHUYECKHMH CPEJCTBAMH O0YICHUS

B Tabauue 11 nepeuncriensr:

— ydeOHBIE ayOUTOpPUW JUIA TPOBEACHUS  YYEOHBIX  3aHATHH, OCHAICHHEIC
000pyJIOBaHUEM U TEXHUYECKUMHU CpeJICTBAMH 00yUYeHHS;

— TIOMEIIEHHs ISl CaMOCTOSTENIbHOW paboThl OO0yYaIOMIMXCS, KOTOPBIC OJDKHEI
OCHAIIIEHBl KOMITBIOTEPHON TEXHUKOM C BO3MOXKHOCTBIO MOAKIIOYEHUS K ceTH «HTepHEeT» U
oOecrnieyeHreM J0CTYIa B 3IEKTPOHHYIO. HH(OpMalnoHHO-00pa3oBaTenbHyto cpeny HI'TY.

Tabmuma 11 — OcHaleHHOCTh ayTUTOPUI U TIOMEIIEHUH JJISI CAMOCTOSITEIFHON paboThI
CTYJICHTOB IO JUCIUIUINHE

Ne HaumeHoBaHue OcHaleHHOCTHAYIUTOPU A IlepeyeHb JMIIEH3MOHHOTO
ayAuTOpPHIl U MOMeEIIEeHU U NoMeleHu NPOrpaMMHOI0 o0ecre4eHusl.
MOMEIeHUH 1JIA JJISI CAMOCTOAATEJIbHOM PexkBH3UTHI NOATBEPRAANIETO
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http://sophist.hse.ru/data_access.shtml
https://www.nntu.ru/sveden/accenv/

CaMOCTOSITEJIbHOM padoThI JOKYMEHTAa
padoThI
6302 KoMiutext « Microsoft ~ Windows7  (moammcka
yueOHast ayuToOpusi | IEMOHCTPALMOHHOTO DreamSpark Premium, JIOTOBOD
JUTSI TIPOBEICHUS 000pyIOBaHUS: NeTr113003 ot 25.09.14)
3ansTrii Jekimonnoro | ¢ [IK, ¢ Bexomom  Ha | * Gimp 2.8 (cBobomnoe I10, numenszus
u MYJIbTUME TN HBINA GNU GPLvV3);
CEMHMHAPCKOT'0 THIIA, npoekTop, Ha 06aze AMD | * Microsoft Office Professional Plus

IPYNIOBBIX U
WHIUBUTYaJIbHBIX
KOHCYJIbTAIIUH,
TEKYIIEro KOHTPOJIS U
MIPOMEKYTOUYHOM
aTTeCTaIuu; T.
Hwxnuit Hosropog,
Kazauckoe mr., 12

Athlon 2.8 I'rii, 4 I'6 O3V,
250 I'b HDD, monutop 197
— lmr.

* MynpTUMEIUHHBINA
npoektop Epson- 1 mit;

* OkpaH — | wr,;

HaGop  yueOHO-HaArmsaHbIX

rnmocooui

2007 (nmumensus Ne 42470655);

* Open Office 4.1.1 (cBoGomuoe II1O,
munensust Apache License 2.0)

« Adobe Acrobat Reader (FreeWare);

» 7-zip VTS Windows
(cBOOOTHOpACTIPOCTPAHIEMOE [0,
munensuess GNU LGPL);

Dr.Web (Ceprudurar NeEL69-RV63-

YMBJ-N2G7 ot 14.05.19).

10. METOANYECKHE PEKOMEHJAIIUA o

OCBOEHUIO JJUCLHUATIIMHBI

OBYYAIOIIUMCHA

10.1 O6mme MeToaMYECKHEe PEKOMEHIALUH AJIs 00y4YaIOIIHUXCHA 1O OCBOEHUIO
AUCHMILIUHBI, 00pa3oBaTe/IbHbIC TEXHOJIOTHU

Jucuunnmnza «/[enoBoi 3TUKET U OCHOBBI AEIONPOU3BOJICTBAY PEATU3YETCS MOCPEICTBOM
NPOBE/IEHUS] KOHTAaKTHON paboThl ¢ 0OyuarommMucs (BKJIIOUYasi MpoBeJIeHNE TEKYILEro KOHTPOJIS
yCIIEBAEMOCTH ), CAMOCTOSTEIbHON PabOThl 00YUaIOIINXCS U IPOMEXKYTOUHON aTTECTALINH.

[IperonaBaHre  IUCHMIIMHBI ~ BEAETCS C  NPUMEHEHMEM  CIEIYIOLINX
00pa30BaTeNbHbIX TEXHOJIOTHUMA:

— OaJUTbHO-PEHTUHIOBAas TEXHOJIOTHUS OLIEHUBAHMUS,

— pa300p KOHKPETHBIX CUTYalUM.

[Ipu npenojaBaHMM JUCHMIIIMHBI «/leOBON STHKET M OCHOBBI JEJIONPOU3BOACTBAY
UCTIONB3YIOTCS COBpEMEHHBIE 00pa30BaTENbHBIE TEXHOJOTHH, MO3BOJISIONIAE TIOBBICHTH
aKTUBHOCTh CTYJEHTOB IPU OCBOCHHMU MaTepuana Kypca M HpPeJOCTaBUTb MM BO3MOXKHOCTh
3¢ (PEeKTUBHO peain30BaTh YaCchl CAMOCTOSTEIILHON PabOTHI.

Ha nekuMsax, NpakTUYECKUX 3aHATHSIX pPEATU3YIOTCS WHTEPAKTHUBHBIE TEXHOJOTHH,
MIPUBETCTBYIOTCSI BOIIPOCHI H OOCYKJICHHS, UCTIOIB3YETCS JIMYHOCTHO-OPUEHTUPOBAHHBIH TTOAXO/,
TEXHOJIOTUSI PabOThl B MaJIbIX TpYIIaxX, YTO MO3BOJIAET CTYAECHTAM HpPOSBUTH Ce0s, MOIYYUTh
HaBBIKH CAaMOCTOSITEIIbHOTO N3YUEHHS MaTepralia, BRIPOBHATH YPOBEHb 3HAHUH B TPYIIIIE.

Bce Bompochl, BO3HHKIIHME MPHU CaMOCTOSTEIbHON padoTe Haja JOMAIIHUM 33JaHUEM,
oPOOHO pa3OMPaIOTCs HA MPAKTHUECKUX 3aHATUSAX U JEKIHSIX. [[pOBOIATCS HHIUBUIYATbHBIE U
IPYNIOBBIE KOHCYJBTALUU C HCIIOJIb30BAaHHEM, KaK BCTpPEY CTYJCHTaMH, TaK MU COBPEMEHHBIX
MH(OPMaLIMOHHBIX TEXHOJOTHH: UaT, 3JeKTpoHHas nouyta, ZOOM.

Wunnuupyercs akTUBHOCTh CTYJIEHTOB, IOOUIPSETCS 3aJaHHue JIOOBIX BOIPOCOB IO
MaTepHuany, NpaKTUKYeTCs WHAWBUAYAIbHBI OTBET HAa BOMPOCH CTYIEHTA, PEKOMEHIYIOTCS
METO/bI YCIEUIHOTO CAMOCTOSITENIbHOIO YCBOGHMS MaTepHuaja B 3aBHCHMOCTH OT YPOBHS €ro
0a30BOIi MOJITOTOBKH.

Jlnst OLleHKM 3HaHUM, YMEHUH, HABBIKOB M YPOBHS C(HOPMHPOBAHHOCTH KOMIIETEHIMH
HNpUMeEHseTCs OaUIbHO-PEMTUHIOBAsI CHCTEMa KOHTPOJIS U OLIEHKH YCIIEBA€MOCTH CTYIEHTOB B
npoliecce TeKyIero KOHTPOJIs.

[IpomexxyTouHass arrecTanys IPOBOAUTCS B (QopMe 3ayera € ydyeToM TeKylleH
yCIIEBaEMOCTH.

BUJIOB
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PesyabraT 00yyeHus cuurtaercss cOpMHPOBAHHBIM HA NOBBIIICHHOM YPOBHE, €CIIU
TEOPETUYECKOEe COJIepP:KaHUEe Kypca OCBOCHO MOJIHOCTHIO. IIpu ycTHBIX cobeceoBaHMSIX CTYAEHT
HCUEPIIBIBAIOIIE, MTOCTIEIOBATEIbHO, YETKO U JIOTUYECKH U3JaraeT y4eOHbI MaTrepuai; cBOOOIHO
CIpaBJseTCA C 3aJayaMH, BOIPOCAaMHM M APYTMMHU BHJAMM 3aJaHUN, HCIOIb3YET B OTBETE
JIOTIOJTHUTENBHBIN MaTepuasl. Bce mpemycMmoTpeHHble pabouell y4eOHOW MporpaMMol 3aaaHus
BBIMIOJTHEHBl B COOTBETCTBUU C YCTAaHOBJIEHHBIMU TpeOOBaHUSIMH, CTYIEHT CIOCOOEH
AQHAJIM3UPOBATh IIOJYYECHHBIC PE3YyJbTaThbl, IPOSABISIET CAMOCTOSTEIBHOCTh IIPU  BBIOJIHEHUU
3aJaHUN.

PesyabraTr 00ydyeHusi cuurtaercss cGOpMHMPOBAHHBIM Ha INOPOrOBOM YPOBHe, €CllU
TEOPETUUECKOE COJIepKAHUE Kypca OCBOCHO MONHOCTHIO. [Ipu ycTHBIX coOeceioBaHUSAX CTYIEHT
MOCJIEIOBATEIbHO, YETKO M JIOTMYECKH CTPOMHO M3JaraeT y4eOHBIA MaTepuall; CIpaBiseTcs ¢
3aJjayaMy, BONPOCaMU M JPYTMMHU BUAAMH 3aJlaHuM, TPeOyIOIIUX NPUMEHEHHs] 3HAHUN; BCE
MPEeyCMOTPEHHBIE paboueil y4eOHON mnporpaMMoil 3adaHHs BBITOJHEHBI B COOTBETCTBHH C
YCTaHOBJICHHBIMU TPEOOBAaHUSAMHU, CTYACHT CIHOCOOCH aHAIM3HPOBATh MOJYYECHHBIE PE3YNIbTATHI;
IIPOSIBIISIET CAMOCTOSITEIBHOCTD IIPY BBIITOJIHEHUY 3aJaHUN

Pe3yabTaT 00y4yenus cunraercss HeC()OPMUPOBAHHBIM, €CJIU CTYJICHT IPU BBIIOJTHEHUN
3a/laHuil HEe JEMOHCTPHUPYET 3HAaHUN y4yeOHOro marepualia, JI0IyCKaeT OIIMOKH, HEYBEPEHHO, C
OONBIIMMH 3aTPYIHEHUSMHU BBIMIOJIHAET 3a/laHusi, HE JEMOHCTPHUPYET HEOOXOAUMBIX YMEHH,
KauyeCTBO BBINOJIHEHHBIX 33JJaHUIl HE COOTBETCTBYET YCTAHOBJIEHHBIM TPEOOBAaHUSAM, Kaue€CTBO UX
BBITIOJTHEHHS OIICHEHO YMCJIOM OaJuloB HHKE TPeX IO OIEHOYHOW CHCTEME, YTO COOTBETCTBYET
JIOTIOPOTOBOMY YPOBHIO.

10.2 MeToauyeckne yKazaHus Il 3aHATHH JIEKIMOHHOI0 THIIA

JIeKMOHHBIN KypC MPEANnoJiaraeT CUCTEMaTU3UPOBAHHOE U3J105KEHUE OCHOBHBIX BOIMPOCOB
TEMaTHUYECKOTo IJaHa. B Xo/1e JTeKIIMOHHBIX 3aHATHI PacKphIBAIOTCS 0a30BBbIE BOIIPOCHI B paMKax
Kaxaoi Tembl nucuumuidabl (Tabnmuna 4). O003HAYarOTCS KIFOUEBBIE ACMEKThl TEM, a TaKkKe
JeNaloTCcs akKIeHThl Ha Hauboliee CIIOKHBIE U BaXKHBIE TOJIOKEHHUS H3y4aeMoro Marepuana.
Marepuansl JEKIHUH SBISIOTCS OMOPHOM OCHOBOM JIJIi TOATOTOBKUA OOyYaroOImUXCA K
MPAKTUYECKUM 3aHITUSM / JJabOpaTOPHBIM pabOTaM W BBHIMOJTHEHUS 3a/laHUN CaMOCTOSTEIbHOU
paboThl, a TaKXKe K MEPOINPHUATUSIM TEKYIIEr0 KOHTPOJS YCIEBAEMOCTH U MPOMEXYTOUYHOM
aTTecTalluy N0 JUCIUILINHE.

10.3 MeToauyeckne YyKa3aHHsi IO OCBOEHHI0 JIUCHMUIUVIMHBI HA NPAKTHYECKHX
padorax

[IpakTrueckue  3aHATHS  TPENCTABIAIOT  COOOM  JeTaNM3aAlMI0  JIEKIITHOHHOTO
TEOPETUUYECKOT0 MaTepualia, NPOBOAATCA B LEIAX 3aKpEIUICHHUS Kypca U OXBaTbIBAKOT BCE
OCHOBHbIE pazzienbl. OCHOBHOM (hOpMON NPOBEACHUS CEMHUHApPOB M MPAKTUYECKUX 3aHSATHH
ABIISIETCSL OOCYXKIeHHEe HamOojee MPOOJIEMHBIX U CIOXKHBIX BOIPOCOB MO OTICIBHBIM TeMaM, a
TaKKe perieHue 3a1ad u pa3o0op MpUMepoB U CUTYAIIMi B ayTUTOPHBIX YCIOBUSX.

[IpakTudeckue 3aHATHs 00YJIarOIIUXCSl 00ECIIEUNBAIOT:

- IPOBEPKY U YTOUHEHUE 3HAHUM, TOJTYYCHHBIX HA JIEKIUSIX;

- MOJYy4YeHHE YMEHHA W HABBIKOB COCTABJIICHUS JOKJIAIOB M COOOIICHHM, 0OCYKICHUS
BOITPOCOB T10 y4eOHOMY MaTepHaly JUCIUTIINHEI,

- YMEHUE pelIaTh CUTYallMOHHBIE 33/1a4u;

- MOJBEJEHUE WUTOTOB 3aHATHUM MO PEUTHUHTOBOM CHCTEME, COTJIACHO TEXHOJOTHYECKON
KapTe IUCUUILIHBIL.

10.4 MeToauyeckne yKazaHus 10 CAMOCTOSITEILHOI padoTe o0yyaommxcs

CamocrosarenbHass pabora oOecrieyMBaeT IMOATOTOBKY OOYYalomIerocss K ayAUTOPHBIM
3aHATHSAM M MEPONPHUSATHAM TEKYIIEro KOHTPOJS M HMPOMEXKYTOYHOH aTTECTAIlMH 10 M3Yy4aeMOii
JUCHUTUTMHE. Pe3ynbTaTbl 3TOM MOATOTOBKM MPOSBISIOTCS B AKTUBHOCTH OOyYarollerocss Ha
3aHATHAX M B KAa4yeCTBE BBINOJHEHHBIX NPAKTHYECKUX 3aJaHUN W JIpyruxX (OpM TEKYIIEero
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KOHTPOJISL.

[Ipu BBIMONHEHUU 3aJaHUN JUIS CAMOCTOATEIBHOW pabOThl peKoMeHAyeTcsl mpopadoTka
MaTEepUaAIOB JIEKUMU [0 KaXJOW MPONUIACHHOM TeMe, a TaKXKe H3YyYCHUE PEKOMEHIyeMOU
JUTEpaTyphl, IpecTaBieHHoN B Pazaene 6.

B mpormecce camocTosTenbHON pabOTHl MPU WM3YYEHUH UCIHMILIMHBI CTYAEHTHI MOTYT
paboTaTh Ha KOMIIBIOTEPE B CIEHUATM3UPOBAHHBIX AYAUTOPHIX VIS CaMOCTOSITEIBHON pabOThI
(ykazano B Tabmune 11). B ayauropusx UMeEeTCsl JIOCTYNl dYepe3 WH(POPMAIMOHHO-
TEJIEeKOMMYHUKAIIMOHHYIO ceTh «MHTEepHET» K 3JIEKTPOHHON HH(OPMALMOHHO-00pa30BaTeIbHON
cpene yausepcutera (QMOC) u anekrporHoi oubnroreunoi cucreme (3bC), rie B 31eKTpOHHOM
BUJIE pacCIoJlaraloTcsi ydeOHble M Y4eOHO-METOAMYECKHE MaTepuaibl, KOTOpble MOTYT OBITh
MCII0JIb30BaHBbI JUIsl CAMOCTOSATEIbHON Pa0OThI IPU U3YUYEHUU JAUCLUIIINHBI.

11. OHEHOYHBLIE CPEACTBA JJIsI KOHTPOJISI OCBOEHUA AUCHUIIJIMHBI

11.1 TunoBble KOHTPOJIbHBIEC 33/IaHUS WJIH HHbIe MaTepHAaJbl, HEO0X0AMMBbIE 1JIsl OLEHKH
3HAHMii, yMEHHUI1, HABBIKOB U (WJIH) ONBITA B X0/1¢ TEKYLIEero KOHTPOJIA yCIIeBaeMOCTH

JI1s TeKymero KOHTpOoIIsl 3HAaHUM CTYJIEHTOB 10 IUCLHUILIMHE IIPOBOAUTCS KOMILIEKCHAS OLICHKA
3HAHUM, BKJIFOYAOLIAs:

— IpOBEIEHHE KOHTPOJbHBIX padoT;

—  00CyXJeHHE TEOPETUUYECKUX BOIIPOCOB;

—  pELICHHME CUTYallMOHHBIX 3a/1a4;

—  TECTUPOBAHUE;

—  3auer.

11.2 TunoBsble 3aJaHNS K NPAKTHYECKUM 3aHATUAM

1. The ethical foundations of modern etiquette, the history of the formation and
development of etiquette norms and rules of conduct.

2. The basic principles of modern etiquette.

3. Features of speech etiquette.

4. The basic rules of interpersonal communication, factors determining the image of a
business person, aesthetic requirements for appearance.

5. The methodology of the correct conduct of business conversations, negotiations,
office, business, telephone meetings.

6. Advantages and disadvantages of electronic document management.

7. Functions and classification of documents.

8. Unified system of state standardization.

9. Rules for writing the document text.

10. Technologies of working with documents (organization of work with incoming,
outgoing, internal documents of the organization).

11. Formation of cases and transfer of documents to the archive.

12. Business meeting as a type of business communication.

13. The main types and types of business meetings.

14. Preparation and organization of business meetings.

15. Technology and stages of the business meeting.

16. Control over the execution of the business meeting.

17. Employee qualities and communication principles.

18. Ethics of work relationships.

19. Conflicts and ways to resolve them.

20. Formation of business communication protocol in Russia.

21. Management ethics.
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22. The philosophy of the organization.

23. Written communication and business correspondence.
24. Telephone conversations and protocol.

25. Mobile communications and communication technology.
26. Facsimile and electronic communications.

27. The nature and types of communications.

28. Non-verbal communication as a form of communication.
29. Communication with a "difficult” manager

30. Basic concepts of negotiation.

31. Business presentations.

32. Preparing and conducting a business talks.

33. Organization of public speaking.

34. Culture of business discussion.

35. Functions and classification of documents.

11.3 TunoBbie Bonpockl (3axaHusi) 1151 YCTHOr0 (MMCHMEHHOT0) 0Npoca

1. What principles is business etiquette based on?

2. What are the features of business ethics and management in Russia?

3. What are the features of business behavior of people in other countries?

4. What is the history of ethics?

5. What are the main principles of business ethics?

6. What applies to external business communications?

7. What applies to internal business communications?

8. What are the ways to overcome communication barriers?

9. What is feedback and what is its function in communication?

10. Describe linear communication models, highlight their weaknesses and strengths?
(G.Lasswell, Noise model. Shannon-Weaver).

11.4 TunoBbie TeCTOBLIE 3aJaHNA

1. The standard duration of a business conversation on the phone:

a) 1-3 minutes;

b) 7-10 minutes;

¢) 3-5 minutes;

d) the duration of the telephone conversation depends on the nature of the problem being
discussed.

2. The pace of speech in a business telephone conversation can be characterized as:
a) slow, distinct, clear;

b) medium-high;

C) average;

d) all answers are incorrect.

3. Acceptable accessories for a business woman:

a) necklace, earrings, no more than two rings, watch;

b) a pendant, a bracelet, a ring;

c¢) flashy makeup and jewelry are unacceptable for a business woman;
d) an engagement ring, earrings, watches.

4. The most solemn reception is:
a) a business lunch;
b) buffet;
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¢) business dinner;
d) buffet.

5. Standard size of a personal business business card:
a) 50 x 90 mm;

b) 50 x 75 mm;

¢) 50 x 95 mm;

d) all answers are incorrect.

6. The overall image is represented by:

a) clothes, apartment, car;

b) appearance and style of clothing;

c) facial expressions, gestures, body movements;

d) vocabulary chosen in situations of business communication.

7. How long can a subscriber be kept in standby mode in a business communication situation:
a) this is unacceptable;

b) depending on the time required to search for information;

) no more than 3 minutes;

d) no more than 1 minute.

8. After which call should you pick up the phone in business communication situations?
a) after the first call;

b) after the third,;

c) immediately;

d) after the fifth.

9. After which call does the answering machine turn on in business communication situations?
a) after the fourth;

b) after the second;

c) does not matter in principle;

d) all answers are incorrect.

10. Where should the badge be placed on:
a) on the left side of the chest;

b) on the right side of the chest;

c) on the neck;

d) all answers are incorrect.

11. The reaction of a business person to a compliment is:
a) a response comment clarifying his position on this issue;
b) a return compliment;

C) gratitude;

d) silence.

12. The only acceptable type of contact in business communication situations is:
a) a handshake;

b) patting;

c) a kiss;

d) all answers are incorrect.

13. To apply for a job abroad, the key document is:
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a) cv,

b) summary;

c) application letter;
d) all of the above.

14. The most common resume format is:
a) combined,;

b) reverse chronological;

¢) functional;

d) exquisite.

15. During a telephone conversation, a visitor enters the office of a business person. What is the

reaction of a business person:

a) to interrupt a telephone conversation and discuss the visitor's problem;

b) ask the visitor to exit and end the conversation;

c) ask the visitor to sit down and end the conversation;

d) telephone conversations should not be conducted during reception hours.

16. A business card that does not indicate the full name of the employee is called:

a) corporate;

b) business card for short meetings and negotiations;
C) badge;

d) personal business business card.

17. Proxemics is a science that studies:
a) gestures and body movements;

b) facial expressions;

c) orientation and distance;

d) all of the above.

18. On whose desk should the only phone in the office be located:
a) on the desk of the youngest;

b) on the desk of a junior in office;

¢) on the desk of a senior official,

d) does not matter in principle.

19. Where is the napkin placed at the end of a meal?
a) on a chair;

b) to the left of the plate;

c) to the right of the plate;

d) in front of the plate.

20. The time of the tea party in the business world:
a) does not matter in principle;

b) 5 o'clock in the afternoon;

¢) 4 o'clock in the afternoon;

d) tea drinking is combined with another meal.

21. RSVP is:

a) please respond,;

b) please call back;

c) congratulations on the new year;
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d) reminder of an appointment.

22. How should paper be folded in business correspondence?

a) 4 times;
b) 2 times ;

¢) you should not fold letters;

d) all answers are incorrect.

Tumnosbie aHATUTHUECKHE 3aJaHuA.

1. 3anomnnure Ta6JII/II_[y 10 TCMC ((HaL[I/IOHaJIBHLIe CTWJIM BCACHUS JCIIOBBIX IICPCTOBOPOB»:

National
style

American

British

French

German

Russian

Arab

Chinese

Japanese

Type of
decision
making

Atmosphere
at the
negotiations

Willingness
to make
concessions

Type of
behavior

Openness

Possibility of
changing
position

Participants
of the
negotiations

2. CocraBbTe COMMPOBOAUTCIIBHOC MNMHUCBMO OT HMMCHU MHHUCTEPCTBA B aapeC I[enapTaMeHTa
npomsinuieHHOCTH [IpaBurensctBa PD. Kpome Tekcrta, cocTaBbTe pPEKBU3MTHI «Aapecar»,
«CchlnKa Ha Aarty u No MNOCTYIIUBLICTO JOKYMCHTa» U «HO,Z[HI/ICB».

Ministry of Industry and Energy of the Russian Federation (Minpromenergo of Russia) has
prepared a draft of the federal target program “Fuel and Energy. The program was developed on
behalf of the Government from 12.09.2006 /21998-n and agreed with the interested organizations.

The volume of the program is 48 litres. The program must be sent in 2 copies for approval
in the Government of the Russian Federation.

Compose a cover letter on behalf of the Ministry to the Department of Industry of the
Government of the Russian Federation. In addition to the text, make up the details “Addressee”,
“Link to the dateand number of the received document” and “Signature”.

3.HpeI[CTaBJ'ICHHOC HHWXKC IMUCBbMO COCTABJICHO HCI'PaMOTHO. I/ICHOJIBBy}I €ro COACPIKAHUC,
COCTAaBbTC HpaBHHBHBIﬁ BAapHAHT M CbMaA.
The letter below is illiterate. Using its content, compose the correct version of the letter:
Dear sirs!
We hereby inform you that due to the new requirements of our accounting department for
the preparation of the financial documents, the system of accrual bonuses for the performance of

33




planned tasks is being changed. From 01.05.2022, the system will be as follows: the basic
discount of 8% will be shared immediately when making invoices, and a bonus for completing the
plan in the amount of 2% will be accrued at the end of the period-quarter (optional, -months) and
be issued with the appropriate documents. Previously a basic discount of 8% and a bonus of 2%
were accrued immediately when the invoice was issued, which is currently difficult for a number
of reasons.

We hope for further understanding of our problems and mutually beneficial cooperation.
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YTBEPXIAIO:
Hupexrop UTC

A.B.Tymacos
“ ” 202 1.

JIucr akryasm3anuu padoyeil mporpaMMbl TUCHHILIHHBI
b1.B.O/1.5 «/lenoBoii 3STUKET U OCHOBBI JEJIOIPOU3BOCTBAY
MHJIEKC TI0 y4eOHOMY IJIaHy, HAUMEHOBaHUE

JUISL TIOATOTOBKY OaKaslaBpOB

Hanpasnenue: 21.03.01 «HedTerazosoe nemno»

HarnpaBnenHnocTsh: MamHbl 1 000pyJ0BaHHE s JOOBIYU U TPAHCIIOPTUPOBKH YIIIEBOJIOPOAOB
®opma o0yueHHs OuHas

I'ox Havanma moarorosku: 2023

Kypce 3

Cemectp 5

a) B pabouyro nmporpammy He BHOCSTCS u3MeHeHus. [Iporpamma akryanusupoBana st 20 T.
Hayvaja MoAroTOBKH.

0) B pabouyio mporpamMmy BHOCSTCSI CIEIyrOIIue M3MEHEHUs (yKa3aThb Ha KaKoW TOJi Haudaja
MOATOTOBKH):

1) ;

2) ;

)
Pa3pabortunk (u): Tpodumona 0.B., K.1.H., IOIIEHT

(®UO, yueHas cTelNeHb, yUCHOE 3BaHUE) « » 202 r
Pabouas mporpamma nepecMoTpeHa U 0100peHa Ha 3aceaHuu Kadeapbl -
MpoTOKOJ Ne OT «__ » 202 .

3aBeayromuii kadenpoit E.A 3aitiiea

Jucr AKTyaJIM3alui IIPUHAT HA XPAHCHUE:

3aBeyromuil BeIMycKaroen kapeapoin « » 202 .

Meroanueckuii otaen YMYV: « » 202 .
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