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1. IEJIM U 3AJJAYU OCBOEHUSA JTUCIUITJIMHBI

1.1. e ocBOEHMSI TUCHUILIMHBI:

Llenbi0 OCBOGHUS AUCHUILTUHBI ABIsIETCS (DOPMUPOBAHKE Y CTYACHTOB TEOPETHUECKUX 3HAHUH B
00JIacTH JIEJIOBOTO THKETa M JIEJIONPOU3BOJICTBA, MPAKTUIYECKUX YMEHUH M HABBIKOB JIEIOBOTO
O6H_I€HI/I$I " BCACHUS ACIIONIPONU3BOJACTBA B OpraHU3alvu.
3anaun OCBOCHUS AMCIUTUIMHBI (MOIYJIIS):

— OCMBICIICHUE HAKOIUICHHOTO0 HAyYHOTO W TPAKTHYECKOTO OIbITa O MpaBWIAX H
croco0ax OCYIIECTBICHHS ICIIOBOTO OOIICHUS;

— 3HAaHUC OCHOBHBIX IMPUHIMUIIOB OpraHru3alvu JCJIONPOU3BOACTBA B COBPCMCHHBIX
YUPEXKACHUAX U OPTaHU3ALUAX;

— W3Yy4YCHHUE HOPMATHBHO-METOJANYCCKHX OCHOB JICJIOBOH MEPETUCKH;

— (dopmupoBaHre yMEHHUH | HABBIKOB COCTABJICHUS JICJOBBIX IIHCEM H JIPYTUX
CIIy’)K€OHBIX JOKYMCHTOB;

— BIJIAJICHUE HaBBIKAMH YCTHOTO OOmIeHHs B mpodeccHoHanbHOW cdepe ¢
HUCITIOJIB30BAHUEM SA3BIKOBBIX (1)OpMy.H JCJIOBOI'O OTHUKETA,

— NpHOOpETCHUE MPAKTUYECKUX HABBIKOB B JIOKYMEHTUPOBAHUU;

— yMEHHUE MPHUMEHATh METOMKY MPABHIILHOTO BEJICHHS JEJI0BOI Oecebl, IeperoBopoB,
CITy’)keOHOTO, JIETI0BOTO, TeJIe()OHHOTO COBEIIAHUS.

2. MECTO JUCIMIIJIMHbI B CTPYKTYPE OBPA3OBATEJIbHOU
ITPOI'PAMMBI

Vuebuas aucuuiuinHa «JIemoBoii 3TUKET W OCHOBHI jAenomnpousBoactsay (b1.B.OJI.5)
OTHOCHUTCSI K 00s3aTeNlbHOM JUCUMIUIMHE BapuatuBHoM uactu, cormacio PI'OC BO.
Hucnunnmna Oasupyercs Ha Kypcax mukia aucuuiind: «[IpaBoBenenue», «OCHOBBI
MIPOEKTHOTO MEHEKMEHTa», «Bpimonnenne  u 3amura BKP». YcBoeHHble 3HaHus B
JabHEHIIEM CIIyKaT OCHOBOM JUIsSl U3YYEHUS TUCUUILINH, CBA3aHHBIX C UCIOJIB30BAHUEM TAKTUK
U CTpaTEeTruii JeI0BOT0 OOIIEHHUS U OCHOB JIETIOTIPOU3BOJICTBA.

3. KOMOETEHIUU OBYYAIOUIETOCSI, ®OPMUPYEMBIE B PE3YJILTATE
OCBOEHMS JUCHUTIJIMHBI (MOJY.JI5T)

Tabnuma 1- ®opmupoBaHue KOMIETEHIIUN TUCITUTUTTHAM

HanmenoBanwe Cemectpsl, POPMHUPOBAHUSI TUCIIATLTAHBI
JIHCLIMILINH, Komnerenmun 6epyrcs u3 Y4eOHOTo ITaHa Mo HAIPaBJICHUIO IIOATOTOBKH OaKaiaBpa
(hopMHUpYIOITIX /cnienMaIrcTa/MarucTpay
KOMIIETEHI[UIO 1 2 3 4 5 6 7 8
COBMECTHO
IIpaBoBeaenue, YK-2 X
OCHOBBI MIPOEKTHOTO X
MeHeKMenTa. YK-2
JletoBoi JTHKeT H X
OCHOBBI
JeJIONPOU3BOACTBA,
YK-2
Brimonnenne u 3ammura X
BKP, YK-2




[NEPEYEHDb IIVNIAHUPYEMBIX PE3VJIbTATOB OBbYYEHUA 110 AUCHUIUIMHE, COOTHECEHHBIX C INUIAHUPYEMbBIMU
PE3VJIbLTATAMU OCBOEHMNA OII

Tabnuma 2 - [lepedeHb IUIAHUPYEMBIX PE3yJIbTATOB OOYUYCHHS 110 TUCHUIUIHHE, COOTHECCHHBIX C TUTAHUPYEMBIMH PE3YJIbTaTaMU OCBOCHUS

Koa n HaumeHoBaHue OueHoYHBbIE CpPeACTBa
Kon n HaummeHoBaHue "
KOMITeTeHIH HHIUKATOPA 10CTHKECHUSA IInanupyembie pe3ybTaThl 00y4eHHs M0 JHCIUIIIHMHE Texymero IIpoMmeskyTouHOI
KOMIICTCHIIUH KOHTPOJIsA aTTecTAlluU

VK-2 Cnocoben |[MMYK-2.3. [Tnanupyer 3HaTh: mpaBuiIa | YMeThb: IUIaHHPOBaTh | Biagers: Onpoc mo TemaMm, | Bompockr JUIs
ONpeNeNATh KpYyr 3ajad |peanusaliiio 3aJad B 30HE| JEOBOTO ATHKETA | pealn3aldio 3aJad B | HaBBIKAMH aHAIIUTHYECKHE YCTHOTO
B paMKax IOCTAaBICHHOH |CBOEM OTBETCTBEHHOCTH C| U OCHOBHBIE | 30HE CBOEH | INIAaHUPOBAHUSA U | 3aJaHUS 1O TeMaM | coOecemoBaHUs:
Henu BBIOMPATh |y4eTOM HUMEIOIINXCS | MPUHIIHIIEL OTBETCTBEHHOCTH, peanm3anuy 3ajad B | Kypca, 6uers! (30 OmneToB)
ONTHMAJIBHBIE CIIOCOOBI |PEeCypcoB ¥ OTpaHMYEHUH, | OpraHu3annuu NpUMEHSSsT  MpaBHia | 30HE CBOEH | TECTHPOBAHUE
UX pEHICHUs, UCXOMS M3 |IeHCTBYIOIINX TIPaBOBBIX | JIEMOMPOMU3BOICTBA | AENOBOTO  OOINEHMS; | OTBETCTBEHHOCTH,
JeHCTBYIOIIUX HOPM. B COBPEMEHHBIX | MPUMEHSAThH OpUMEHssT  IpaBuia
MIPaBOBBIX HOPM, YUPEKICHUAX OCHOBHbIE TNPHHLHUIBI | JEJIOBOTO OOIICHMUS;
umeromuxcs pecypcoB u |UYK-2.4. Beimonuser 3amauu opraHu3anuu HaBBbIKAMU
OTpaHUYEHUI B 30HE 9:1971 JIEJIONPOU3BOACTBA B | OPraHU3aLUU

OTBETCTBEHHOCTHU B| 3HaTh: COBPEMEHHBIX JIeTIOTIPOM3BO/ICTBA B

COOTBETCTBUU C | IPUHLIMIBI U YUPEKACHUSIX COBPEMEHHBIX

3aIIaHUPOBAHHBIMH METOBbI pEICHHS YUPEKACHUAX

pe3ynpTaTaMd M TOYKaMHM | TOCTABIEHHBIX YMmerb:

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

HEOOX0MMOCTH HOPM H CYLIECTBYIOIIUE Haspixamu

KOPPEKTHPYET CHOCOOBI | MPUHIIUIIOB HOPMBI W TIpaBuWia |(HOPMHPOBAHUS

peuieHus 3a1ad. JIEIIOBOTO JIEIOBOTO OOIIEHHS C |TaKTHK W CTpaTeruit

oOIIeHus ¢ HOCIETYIOLTIM JIEIOBOTO OOIIEHUs, C
MOCIIEYIOUTIM KOHTPOJIbHBIM HOCIETYIOLTIM

NYK-2.5. TIpeacrarisiet KOHTPOJIBHBIM COCTaBJIEHUEM KOHTPOJIBHBIM

pe3yIbTaThI MPOEKTa, | COCTaBJICHHEM HEKOTOPBIX JEJIOBBIX |COCTaBJICHHEM

IpeylaraéT  BO3MOXKHOCTH | HEKOTOPBIX JIOKYMEHTOB HEKOTOPBIX  JIJIOBBIX

UX WCHOJB30BAHUS W/WIM | JETOBBIX JOKYMEHTOB

COBEPIIIEHCTBOBAHMS. JIOKYMEHTOB




3HaTh: OCHOBBI
pa3paboTku "
peanu3am
MIPOEKTOB Ha OCHOBE
JIEACTBYIOIIMNX

HOPM JICIIOBOTO
MPOTOKOJIA u
HUMCIOIIUXCS
pecypcos
JIeTIONPOU3BO/ICTBA.

YMerh:

NIPE3EHTOBATH
pa3paboTaHHEIC
MIPOEKTHI,
peanu30BbIBAThH H
COBEPLICHCTBOBATH
HuX Ha OCHOBE
JEACTBYIOIIMX HOPM
JIEJIOBOTO  TMPOTOKOJIA
u HMEIOIIMXCS
pecypcoB
JIEIIONPOU3BOICTBA.

Baagern: mMeromamMu

pa3paboTkw,
peamm3anuyd  W/WIH
COBEPILICHCTBOBAHHUS

MIPOEKTOB HAa OCHOBE
JIEACTBYIOIIUX HOPM
JIEJIOBOTO IPOTOKOJa
u HMEIOIIHNXCS

pecypcoB
JICTIONPOU3BO/ICTBA.




4. CTPYKTYPA U COAEPKAHUME JUCHUIIJINHBI

4.1. PacnipenesieHne TPYyA0EMKOCTH TUCHMIIMHBI M0 BUIaM PpadoTio ceMmecTpam

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

Ta6muma 3 - Pacnpenenenue Tpya1oEMKOCTH AUCIUIUIMHBI IO BUAaM paboT 1Mo ceMecTpam

JJ1s1 CTy1IeHTOB O4YHOI0 00y4YeHusI

TpyaoémkocTs B yac

Bup y4eOHoii padoThI Bcero B 1.4. mo cemecTpam
yac. Ne cem \ Ne cem
@opMaT u3yyeHHs TUCIUTIHHBI C UCIIOJIb30BAaHUEM DJIEMEHTOB
AIIEKTPOHHOTO 00yUeHUs
O0masi TpyA0€MKOCTb JUCIUIUIMHBI TT0 YYCOHOMY TUTAHY 7212
1. KonrakTHas padora:
1.1. AynuTopHasi paboTa,B TOM YHCJIE: 72 72
3aHATUS JeKIMOHHOTOo THHa (JI) 17 17
3ansTus ceMunapcekoro tuna (I13-cemunapsl, mpaxT. 3aHATHS U ) 17 17

naboparopusie padbots (JIP)

1.2.BHeayiuToOpHas, B TOM YHCJe

KypcoBas pabdota (mpoekt) (KP/KII) (koHcynbranus, 3amuTa)

TEKYIIHIA KOHTPOJIb, KOHCYJIbTAIIMHU T10 TUCITUTUIHHE 2 2
KOHTaKTHas paboTa Ha mpomexyTouyHoM KoHTpose (KPA) 2 2
2. CamocTrosiTesabHas padora (CPC) 34 34

pedepat/scce (MOAroTOBKA)

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

KOHTpOJIbHAsI paboTa

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

CaMOCTOSITENILHOE U3y4eHHE pas3zenos, CaMOIIOATOTOBKA
(mpopa0oTka M MOBTOpPEHME JIEKIIMOHHOTO MarepHuaia W marepuana 34
y4eOHUKOB M y4eOHBIX MOCOOMI, MOArOTOBKa K JaOOpaTOPHBIM U
MIPAKTUYECKUM 3aHATHUSIM, KOJUIOKBUYM U T.1I.)

34

IToaroToBka K 9K3aMeHy (KOHTPOJIb)

ITonroroBka k 3a4é€Ty/ 3a4€Ty € OLIEHKON (KOHTPOJIb) 2 2




4.2.Copnep:xaHue JMCHUILUIMHBI, CTPYKTYPUPOBAHHOE 110 TeMaM

Tabnuna 4.1 - Conepxanue TUCUUILTUHBI, CTPYKTYPUPOBAHHOE 10 TEMaM JIJIsl CTYJIEHTOB OYHOT'O 00y4YeHUs

Buabl yuedHoii padoThI Peanusan
Iliianupyembie (uac) uA B HauMeHoBamme
(KOHTpOJIMpYyeMBble KonrakTHasn & m HaumenoBanue paMKax 5OTAHIOL
) pe3yJIbTaThI padora Se HUCI0JIB3YEeMbIX [paxkTnye paspa
ocBoenusi:koa YK; HaumenoBanue % 2 é 5 AKTHMBHBIX U CKOM 0
] > S K o~ Bun CPC JIeKTPOHHOI0
OIIK; IIK n pa3aesnoB, TeM = E_ 2 2 23 HHTEPAKTHBHBIX MOATrOTOB Kvoca
HHIMKKAaTOPbI = g = = £ oz o0pa3oBaTebHBIX KH yp
2 28 =& 9 € . (TpyaoeMKOCTh
uocnmcennﬂu é = 3 s = § S TEeXHOJIOTHii (Tpynoem B uacax)
KOMIETCHIINH \g g " & & KOCTh B
== o= yacax)
5 cemecTp
Pa3zgen 1. Beenenne. IlonsiTue 1 0CHOBBI 1€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
VK - 2.5. MJIAaHUPOBAHUCM, ICIIMH
Y 3a7a4aMH JUCIUILINHEI,
MeToJaMu U (popmMamu
ero ocBoeHus. Kynbrypa
JIEJIOBOTO  OOIICHHS U
JTHKETA
Tema 1.2. OcHOBHEIE 1 05 |1 IToaroroBka Omnpoc 1o TeMawm,
IIOHSITHSL. Pons K JICKIIUSIM M | aHAJIUTHYSCKUE
JIEJIOBOTO JTHKETAa B MPaKTUYECKO | 3aJaHUs 10 TeMaM
npodeccnoHanbHOM MY 3aHATHIO | Kypca, TeCThI




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

Buabl yuedHoii padoThI

Peanuszan

(uac) usl B
HaumeHoBaHue
KonrakTHas & m HaumenoBanue pamMkax
s 2 pa3padoTaHHOT
padora - HCIO0JIb3YyEeMBbIX IIpakTHye o
2 .
HaumenoBanue 2 2 = 35 AKTHUBHBIX U CKOi
2 g S K o~ Bun CPC JIeKTPOHHOI0
pa3aesioB, TeM = |5 22 5 =29 HHTEPAKTHBHBIX MOAr0TOB Kvoca
D
= |S g F Sl S2ZE o0pa3oBaTebHbIX KH yp
2 28 =& 9 € . (TpynoeMKoCTh
5 2§ EEl S5 TEeXHOJIOTHI (Tpynoem
= (e a %8 =3 B 4acax)
© S & = KOCTb B
< = O =
== yacax)
JEeSITEIbHOCTH
YeJoBeKa
Tema 1.3. lcropus 2 1 3 [TonroroBka | Ompoc mo TeMmawm,
JIEJI0BOTO 3TUKETA K JICKIMSIM U | aHAIUTHUYECKHE
[IPAKTUYECKO | 3a/laHusl 10 TeMaM
MY 3aHATHIO | Kypca, TeCThI
Tema 1.4. 1 2 1 ITonroroBka | Ompoc mo Temawm,
OTHKET B  AQHTUYHOM K JIEKIUSM U | aHAJIUTHYECKUE
mupe.3ananHas  EBpona MIPAKTUYECKO | 3a/laHusl 10 TeMaM
(Oypkya3HBIf ~ DTHKET), My 3aHATHIO | Kypca, TECTBI
IIPUABOPHBIN JTHUKET,
TUKET B JONETPOBCKOMN
Pycn, ortuker BpemeH
ITetpa 1. CoBpemeHHBIN
TUKET
Hroro no 1 pazgeay 5 4 6

Pasnen 2. OtHka [e10BBIX KOMMYHHUKALUMH B

Pa3HBIX KyJAbTYpax




Buabl yuedHoii padoThI

Peanuszan

Iliianupyembie (uac) uA B
HaumeHoBaHue
(KOHTpoOJIMpyeMble KonTakTHas & @ HaumenoBanue paMkax
s 2 pa3padoTaHHOT
) pe3yJIbTaThI pabora == HCIO0JIb3YyEeMBbIX IIpakTHye o
4 .
ocBoenusi:koa YK; HaumenoBanue & 2 =5 AKTHBHBIX U CKoOH
2 g S K o~ Bun CPC JIeKTPOHHOI0
OIIK; IIK n pa3aesioB, TeM = E_ 2 2 = =) HHTEPAKTHBHBIX MOJATrOTOB Kvoca
o =
HHIMKKAaTOPbI SIS FEl SCE o0pa3oBaTeIbHBIX KH yp
= o I~ S (T
Z |83 s 8 . PY10eMKOCTh
JAOCTUKEHU S CHEY-IE: S8 TeXHOJIOTUH (Tpynoem B uacax)
. )
KOMIIETEeHIINHA = = S g 5 = 'S KOCTb B
2.
== < yacax)
Tema 2.1. 3apyOexnbie | 1 05 (2 ITonroroBka | Ompoc mo Temawm,
YK-2 MOJIeNU 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 [ToagroroBka | Ompoc 1o Temawm,
ITHKA ousHeca. K JISKIUSAM U | aHATUTHYECKHE
EBporneiickas ITHKA MPAKTUYECKO | 3a/laHusl M0 TeMaM
Ou3Heca MY 3aHITHIO | Kypca, TECThI
Tema 2.3. Asuarckas |1 1 2 ITonroroBka | Ompoc mo Temawm,
ITHKA JIETTOBBIX K JIEKIUSAM U | aHATUTHYECKHE
OTHOILLIECHUH MPAKTUYECKO | 3a/laHusl M0 TeMaM
MYy 3aHSITHIO | Kypca, TECThI
Tema 24. Otuka | 1 1 2 ITonroroBka | Ompoc mno Temawm,
JICJIOBBIX KOMMYHHKAITUH K JIEKIUSAM U | aHATUTHYECKHE
B OTpacisix SKOHOMHKHU MPAKTUYECKO | 3a/laHusl M0 TeMaM
Poccun MY 3aHSITHIO | Kypca, TECTHI
Pazpen 3. Cymuocts u cneuuduka J1el0BOH
KOMMYyHHKAITHH
Tema 3.1. Ompenenenue | 1 1 2 [TonroroBka | Ompoc Mo Temawm,
YK-2 HOHSATHUSA «IenoBas K JIGKIIUSIM U | aHAJTUTHYECKHe
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Buabl yuedHoii padoThI

Peanuszan

Iliianupyembie (uac) uA B
HaumenoBanue
(KOHTpOJIMpYyeMble KonrakTHas & m HaunmenoBanne paMkax
s = pa3padoTaHHOT
) pe3yJibTaThl padora = HCI0JIb3YEeMbIX IpaxkTnye o
2 .
ocBoenusi:koa YK; HaumenoBanue & 2 =5 AKTHBHBIX U CKoOH
2 > g X ~ | BugCPC DJIEKTPOHHOI0
OIIK; IIK n pa3aesioB, TeM = E_ 2 2 = =) HHTEPAKTHBHBIX MOJATrOTOB Kvoca
o =
HHIMKKAaTOPbI SIS FEl SCE o0pa3oBaTeIbHBIX KH yp
cES = 5 (T
2 (a3 S 8 N PYA0eMKOCTh
JTOCTHKEHHS 3 &g = § 5 TEXHOJIOTHH (Tpynoem B uacax)
. e
KOMIIeTCHIIUH = \g 8 g o « \g KOCTH B
=9
== < yacax)
HUVYK-2.3. KOMMYHUKAITUS. MPaKTUYECKO | 3aJaHUs 10 TeMaM
UYK -2.4. OCHOBHBIE 3JIEMEHTEHI My 3aHATHIO | Kypca, TECThI
HUVYK - 2.5. JICII0BOM 3THKHU 5
KOMMYHUKaIUN
Tema  3.2. Bupger | 1 1 2 IToaroroska Omnpoc 1o TeMawm,
JIeTI0OBOM KOMMYHUKAITUH. K JEKUMSAM M | aHAJUTHYECKHUE
OCHOBHBIE MIPUHITUIIBI MPAKTUYECKO | 3aJaHUd 10 TeMaMm
OpraHu3aIu JIETIOBOM My 3aHATHIO | Kypca, TeCThI
KOMMYHUKAaIMU Ha
MPEANPUITHH.
Tema 3.3. Oruka | 1 1 2 [TonroroBka | Ompoc mo Temawm,
JMCTAaHIIMOHHOT'O K JEKIMSAM W | aHaJUTUYECKHE
obmenus: Tenedonusie MIPAKTUYECKO | 3a/laHusi 10 TeMaM
MEPErOBOPbl U ITHKET. My 3aHATHIO | Kypca, TeCThI
MoOunpHass CBI3p U
TEXHOJIOTHS
KOMMYHUKAaIUH.
dakcuMHILHBIE H
AJIEKTPOHHBIE
COOOIIEHHUS.
Tema 3.4.0¢unuanshas | 1 1 2 [TonroroBka | Ompoc Mo Temawm,
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Buabl yuedHoii padoThI

Peanuszan

Iliianupyembie (uac) uA B
HaumeHoBaHue
(KOHTpOJIMpYyeMble KounraktHas & m HanmenoBanme pamMkax
s 2 pa3padoTaHHOT
) pe3yJibTaThl padora = = HCI0JIB3YEeMbIX IpaxkTnye o
2 .
ocBoenusi:koa YK; HaumenoBanue & 2 =5 AKTHBHBIX U CKoOH
2 g S K o~ Bun CPC JIeKTPOHHOI0
OIIK; IIK n pa3aesioB, TeM = E_ 2 2 = =) HHTEPAKTHBHBIX MOJATrOTOB Kvoca
Y
HHIMKKAaTOPbI = |2 5= Sl SerF o0pa3oBaTeIbHBIX KH yp
= o S B
2 28 =& 9 € . (TpynoeMKoCTh
AOCTHKECHUS 3 &g = S 3 TeXHOJIOTHH (Tpynoem B uacax)
. o
KOMIIETEeHIINHA = = S g 5 '8 KOCTb B
2
== < yacax)
u TUYHAas JienoBast K JICKIMSIM U | aHAIUTUYECKHE
MEepPEnuCKa. MPAaKTUYECKO | 3aJaHus 10 TeMaM
Knaccugukanus nenoBoit MY 3aHATHIO | Kypca, TeCThI
MEePENUCKHU: o
TEMaTUYECKOMY
MIPU3HAKY; no
(yHKIIMOHATBHOMY
MPU3HAKY; M0 CTPYKTYPE;
10 CII0CO0aM BEICHHUS; 110
dbopMe oTmpaBieHHUS H
T.II.
Hroro no 3 pazneny 4 4 8
Pa3nen 4. @ynkuuu u Kiaccupukanus 10KyMEHTOB
Tema 4.1. 1 1 2 ITonroroBka | Ompoc mo Temawm,
VYK-2 [TpaBuiia HaITMCAHUS K JEKIUSAM W | aHAJTUTUYECKUE
NYK -2.3. TEeKCTa JIOKYMEHTA. MPaKTUYECKO | 3aJaHUs 10 TeMaM
NYK-24. TpeboBanus K My 3aHATHIO | Kypca, TECTbI
NYK - 2.5. 0(OPMIICHHUIO PEKBU3UTOB
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Buabl yuedHoii padoThI

Peanuszan

Iliianupyembie (uac) uA B HauMeHoBamme
(KOHTpOJIMpYyeMble KonrakTHasn & m HaumeHoBaHue pamMkax 5OTAHHOL
) pe3yJibTaThl padora Se HCI0JIB3YEeMbIX IpaxkTnye paspa
ocBoenusi:koa YK; HaumenoBanue % 2 é 5 AKTHBHBIX U CKOM 0
) g S K o~ Bun CPC JIeKTPOHHOI0
OIIK; IIK n pa3aesioB, TeM = |5 23 & =) HHTEPAKTHBHBIX MOJAr0oTOB Kypca
HHIUKKATOPBI E E E o= E :E, 06pa30BaTeJIL£IbIX KU (TpY0EMKOCTD
zmcnmcemmu é %‘g s = § é TEXHOJOI i (Tpynoem B uacax)
KOMIIEeTEeHIUH < g o 8 g KOCTb B
== yacax)
1 OJTaHKOB JIOKYMEHTOB
Tema 4.2. Enunas | 0,5 1 2 IToaroroska Omnpoc 1o TeMawm,
crucrema K JIGKIIUSIM W | aHATUTHYCCKHE
roCyJapCTBEHHOMN MPAKTUYECKO | 3aJaHUd 10 TeMaMm
CTaHIapTU3aLUHI My 3aHATHIO | Kypca, TeCThI
Tema 4.3. Texnonoruu | 0,5 2 2 ITonroroBka | Ompoc mo Temawm,
paboThl ¢ JTOKYMEHTaMH K JIGKIIUSIM W | aHATUTHICCKHE
(opranuzanus paboOTHI C MPaKTUYECKO | 3aJaHus 10 TeMaM
BXOISAIIIMH, My 3aHATHIO | Kypca, TeCThI
HCXOSIITUMU,
BHYTPECHHUMU
JIOKYMEHTaMU
OpraHu3aIim)
Tema 4.4. O6mue | 1 1 2 [logroroBka | Ompoc 1o Temam,
npaBuia perucTpanuu K aHAJIUTHYECKHE
noKkymMeHToB.  KoHTpoib MPaKTUYECKO | 3aJaHus 10 TeMaM
HCIOJHCHUA TOKYMCHTOB. MY 3aHSITUIO Kypca, TECTEI
Tema 4.5. Cymnocts u | 1 1 4 ITonroroBka | Ompoc mno Temawm,
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Buabl yuedHoii padoThI Peanusan
Ilnanupyemble yac usl B
py (uac) HaumenoBanue
(KOHTpOJIMpYyeMble KonrakTHasn & m HaumeHoBaHue pamMkax
s 2 pa3padoTaHHOT
) pe3yJibTaThl padora = = HCI0JIB3YEeMbIX IpaxkTnye o
2 .
ocBoenusi:koa YK; HaumenoBanue & 2 =5 AKTHBHBIX U CKoOH
2 g S K o~ Bun CPC JIeKTPOHHOI0
OIIK; IIK n pa3aesioB, TeM = E_ 2 2 = =) HHTEPAKTHBHBIX MOJATrOTOB Kvoca
)
HHIMKKAaTOPbI = g = = g2z o0pa3oBaTeIbHBIX KH yp
2 28 =& 9 € . (TpynoeMKoCTh
JIOCTHKEHUS 3 &g = § 5 TEeXHOJIOT U (Tpynoem B uacax)
. S
KOMIIETCHIIUN = = S g - KOCTH B
=3
== < yacax)
3HAQYEHHE DIJIEKTPOHHOTO K aQHAJIUTUYCCKHUE
JIOKyMEHTO000poTa MPAKTUYECKO | 3aJaHUd 10 TeMaMm
MY 3aHATHIO | Kypca, TeCThI
Hroro no 4 pazgeny 4 6 12
HUTOIO 3A CEMECTP | 17 17 | 34
HUTOI'o mo | 17 17 | 34
AMCUUIJIMHE
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5. TEKYIIUA KOHTPOJIb YCIHEBAEMOCTH M IIPOMEXYTOYHASA
ATTECTALNMUA ITO U'TOI'AM OCBOEHUSA JUCHUIIVIMHBI.

5.1. TunoBble KOHTPOJIbHbIE 3aJaHUSI WM HHbIe MATEPUAJIbI, HE0OXOAUMbIE [JIfl
OLlEHKHU 3HAHU, YMEHHH ¥ HABBIKOB M (WJIH) ONBITA 1eATeJILHOCTH

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

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

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. Attributioniscalled:
a) -Allanswersareincorrect
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) Valuesoftheaddresseepartner

5. Verbal communication is carried out with the help of:
a) Gestures
b) InformationTechnology
c) A certainrateofspeech
d) Patsontheshoulder
e) Oralspeech

6. All people are divided into:
a) Allanswersarecorrect
b) Rationalandirrational
¢) Sensoricsandintuitives
d) Extrovertsandintroverts
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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) Auditoryimages
b) Visualimages
c) Tactileimages

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) Psychotechnicaltechniquesofmanipulativeinfluence

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) "Falseengagement”

b) Obfuscation

c) Locations

d) Hiddencoercion

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)

Alternativeoptions
Mirrorimages
Informationservices
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)

Allanswersarecorrect
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, fascinatingstory

Positive statements of events or facts of interest to the partner
Persuasivebusinessmessages

Quoting the partner's statements about their hobbies, hobbies

18. Kinesic means of non-verbal communication are:

19.

a)
b)
c)
d)
e)

Facialexpressions
Pose

Coughing
Handshake
Oralspeech

Logical and semantic manipulation of information in business communication offers:

a)
b)
c)
d)

Verbalized presentation of socially significant information discourses for the addressee
Batchinginformation

Concealment of important semantic discourses of information

Withholdinginformation
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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) Psychotechnicalmanipulationtechniques

¢) Hidden psychological impact on the business partner

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

22. Nonverbalmeansofcommunicationare
a) View
b) Gait
¢) Handshake
d) Phonenumber
e) Emailaddress

23. Communicationis:
a) Allanswersarecorrect
b) Informationtransferprocess
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) Informativemessage
b) Call-up

c) Orders

d) Requests
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2. Bompochl M aHamUTHYECKHE 3aJadyd JUIsl TMOATOTOBKM K KOHTPOJIBHBIM MEPONPUATHSIM
(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 cpaBHUTEIbHBINA aHAIN3 KATETOPHUIA).

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. Typesofethics.
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
Normativepersonalitypatterns.
Ethicsofentrepreneurship.
Definition of the concept of "Business communication”. Theoryofcommunication.
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.
16. Characteristics and typology of industrial and educational forms of written
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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.  Techniqueofbusinessnegotiations.

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 mnokasaresjeil M KpUTepHeB KOHTPOJISA YCIIeBaeMOCTH, ONUCAHHE
LIKAJ1 OLleHMBaHMSA

Tabmuna 5 [pu TekymeM KOHTposie (KOHTPOJIBHBIE HEJIEIH) U OLICHKA BBITIOJTHEHUS
MPAKTHYECKUX paboT

Ixana Ik3amMeH/
. 3auer
OlleHUBAaHHUS 3adeT ¢ OEHKOM
40<R<=50 OTIn4HO
30<R<=40 Xopouio 3a4eT
20<R<=30 VY 10B1E€TBOPUTENBHO
O<R<=20 HeynosnersopurensHo He3a4eT

HpI/I MPOMCIKYTOUYHOM KOHTPOJIC YCIICBACMOCTb CTYACHTOB OICHHUBACTCA IO CUCTEMC
«OTIUYHO», «XOpPOII0», KYAOBJICTBOPUTCIIBHO», «HCYJOBJICTBOPUTCIILHO).
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Taoauna 6 — Kpurepum oneHuBaHus pe3yjabTaTa 00y4eHHUs MO JUCHHUIVIMHE U IKAJIA OLleHUBAHUSA

Kpurepun oneHuBanus pe3yibTaToB 00y4eHust

OneHka OneHka OrneHka OrneHka
Kox u Ko u naumenopanue | HEYAOBICTBOPUTEILHOY | «Y/IOBJIETBOPHTEILHO» / «xopomoy / «OTJMYHO» /
HAHMEHOBAHHE | MHIMKATOPA JOCTHKEHNS / «HE 3a4TEHOY «3a4TEHO» «3a4TEHO» «3a4TEHO»
0-59% 60-74% 75-89% 90-100%
KOMIIeTeHIHM U KOMIIeTEeHIIH U o . . . . N
OT Mmax peUTUHTOBOM OT max peUTUHTOBOI OT max OT Mmax peUTUHTOBOI
OIICHKH KOHTPOJISI OIICHKU KOHTPOJIS PEUTHUHTOBOM OIICHKHU KOHTPOJIS
OIICHKH KOHTPOJIS
VK-2  Cnocoben |[MMYK-2.3. IInanupyer U3JI0’KEHHUE y4eOHoro| parMeHTapHBIC, BIIAJICCT 3HAHMSIMHU U | UMEET IIyOOKHE 3HAHUSA
OLpPEACISITE  KPYT |pealn3alyio 3ajad B 30HE | MaTepuana OSCCHCTEMHOC, HE| JOBEPXHOCTHBIE 3HAHHUS |HABHIKAMM JIEIOBOIO| BCETO — MaTepuana; B
3aJlad B paMKaX |CBOCH OTBETCTBEHHOCTH C|MOXET OOBSCHUTH IIOHSTHUE, Ba)KHEHIINX Da3JIeloB 1 OOIIEHNS, MPHHIKIOB| TTOTHOH Mepe BiajeeT
MOCTABJICHHOM y4eTOM MMEIOLIMXCSA | CYIIHOCTD " YCHOBHS | gonopris KaTeropHii, | opraHusaLuy HEOOXOTHMBIMH
eI BBIOMpATh PeCypCOB 1 OTpaHHYEHHH, | COUHATBHOTO JIOTYCKAIOTCS OT/IETbHbIE |ACTONPOH3BOACTEA, SHAHHAMH 1 YMCHUSIMH.
OIITUMAJIBHBIC JACUCTBYIOIIUX IIPaBOBLIX | B3BaAUMOJACHUCTBUAA, c eCTBEHHLIE OI_HI/I6KI/I I[OHYCKaeT CBO60 HO BIIATEeT
CIIOCOOBI UX |HOPM. 3aTPYIHSICTCS ym HE3HAUNTCIbHBIC 5 !
pELIeHUsI, HUCXOJs 0XapaKTepu30BaTh OCHOBHbIe| PH OOBACHEHMH HaBBIKAMH ACIOBOTO
U3 JeHCTBYIOIIHMX npaBuia JIE0BOTO 3ThkeTa,| TOHATHM M NPABHI OWMOKH,  KOTOPHIC| omerms,  criocoGamn
[PaBOBLIX  HOPM, TPUHIIATIBL opranusamuu | ACI0BOTO dThKeTa, | CAMOCTOATCIRHO OpraHusaliinn
AMEIOITHXCS JIETIONPOH3BOJCTEA | TIPMHIMIIOB  OpPraHW3alUU | MCIIPABJISET JIEITIOTIPOHU3BO/ICTBA
pecypcoB u COBPEMEHHBIX yupeskaeHusx | ACTONPOU3BONCTBA B
OrpaHHHeHT COBPEMEHHBIX
YUPEIKICHUSIX
NVYK-2.4. Bemmonuser 3aTpyIHSACTCS B JOTTYCKAlOTCS OT/EIbHBIC |OlEHUBACT MPHUHIUIBI| CBOOOTHO BIIaAceT
3aa9M B 30HC  CBOCH | ONMpEJEICHHU NPUHIMIIOB U CYIIECTBEHHBIC OIIMOKW (M  METOIbl  PELIEHHs | HABBIKAMHU  BBIMOJHEHUS
OTBETCTBEHHOCTH B| METOIOB pELICHHUSI npu onpe/ieNieHUy |IIOCTABICHHBIX  3aad| 3axad4 B 30HE  CBOEH
COOTBETCTBUH C| TOCTaBJICHHBIX 3aJ1a4 Ha NPUHIMIOB M METOXOB |HA OCHOBE HOPM H| OTBETCTBEHHOCTH Ha
3aIJTAHUPOBAHHBIMHA OCHOBE HOPM U IIPaBUII pelleHs [HOCTABJIEHHEIX | TPABHIT JIETIOBOTO | OCHOBE HOPM M IIPABHII
pe3yJbTataMd W TOYKaMH | JICIOBOTO OOIICHHS, HE 3a1a4 Ha OCHOBE HOpM u |OOIIEHHS,  CIOCOOEH| n1enoBoro o0uienws,
KOHTPOJIS, npH | CIOCOOEH COCTaBIISITh npasu JIeI0BOro |COCTAaBIATE  JIETIOBBIE| COCTaBIAET JIeTIOBBIE
HEO0XOIMMOCTH ZCIIOBBIC TOKYMCHTBI o0IIeHNs,, He CcrocobeH |AOKYMEHTBI, JOITYCKas | JOKYMEHTBI O€30IINO0YHO.
KOPPEKTHPYET Cr10co0b! COCTaBIATh NeJoBEIe | HE3HAUNTEIIHHBIC
pelieHus 3a1au. JOKYMEHTBI OMOKH,  KOTOpbIE
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CaMOCTOATCIIbHO

HCIIPABJISIET
HE CHOCOOEH ONpPEeNeIuTh| aHATU3UPYET crocoben cBOOOIHO BIajiceT
NPUHIMIOBI W TpaBWia| BO3MOXKHbIC BBICTpanBaTh aHAJTUTUYECCKUMU
paboThI B MaJioi | IOCICICTBUS JUYHBIX |TPOIYKTUBHOE HaBBEIKAMH OLICHKH
COLMAJIBHOM  TpyImne, He| ICUCTBUA B COLUMAIBHOM |B3aMMOJCHCTBHE,  C| MOCICACTBUH  JIMYHBIX
CIO0COOEH B3aUMOJCUCTBUU U |TOYKH 3pEHMs | JEUCTBUN B
MpoaHaIu3upoBaTh KOMaHJIHOH paboTe, W |TIOHMMaHUs COLIMAJIBHOM
BO3MOJKHBIE  TOCJEACTBUS | CTPOUT  MPOAYKTHBHOE |pPa3IMYHBIX B3aMMO/ICHCTBUU i
JIMYHBIX nelcTBUI B| B3aMMOJICHCTBHE, COIIMOJIOTHYECKUX HaBBIKAaMH OLICHKH
COLIMAJILHOM OIICHUBAET MJIEM JPYTUX |TCOPUH COIUATBLHOTO| COLUATBHO-POJIEBBIX
B3aMOJCHCTBUH H| WICHOB KOMAaHJIBI IS | B3aMMOJICHCTBUA, MMO3UIIMHI WICHOB MaJlon
KOMaHJIHOH paborTe, JIOCTHIKEHMUS JOTTyCKaeT COLIMAIBHON TPYIIIIBI
IMOCTaBJICHHOM LIeIY, |He3HAYUTEIILHBIE
JIOTTYCKAIOTCS OTICNIbHBIC |OIIHUOKH, KOTOpbIE
CYIIIECTBEHHBIE OIIMUOKHU, |CAMOCTOSATEIHHO
WCIIpaBJICHHBIC C |HMCTIpaBIISET npu
IMOMOIIIBIO cobeceJOBaHUH
MIpEno/1aBaTeis,
dbparmeHTapHEIE,
MOBEPXHOCTHBIE 3HAHUS
NPUHUUIIBI W TpaBHIIa
paboThI B Majnoi
COIMAJILHOM TpyIie
NYK-2.5. [Ipeacrasusier U3JI0KEHNE y4e0HOro | TOMyCKArTCs OT/ICIbHBIE |OICHHBAET CcBOOOIHO BJIAJIEET
pe3yJIbTaThl IPOEKTa, |MaTepuana OECCUCTEMHOE, HE CYIIIECTBEHHBIC OIIUOKHU | BO3MOXXHOCTHU Y| HaBBIKaMU MpE3€HTALUNA
[peATaracT  BO3MOXHOCTH | BJIaACCT OCHOBaMH | mpy OOBSICHEHUH |IEPCIIEKTUBBI NPOEKTa,  MCXOAs U3
WX WCIONB30BAHUS W/WIH |pa3paboTKHM W pealn3alyu AlrOPUTMa pa3spaboTKU U | HCIIOIb30BAHMS JeHCTBYIOIINX HOPM
COBCPHICHCTBOBAHUA. Hp?eKTOB, ucxogs u3 peanuzanuu MPOEKTOB, pe3y.]'II)TaTOB NPOEKTA, JCJIOBOr0  IMIpOTOKOJIa M
ACHCTBYIOLIHX HOPM| pexons m3  eHCTBYIOMMX |mcxos n3 | UMCIOMINXCA pecypcoB
JICJIOBOTO OpOTOKOJIa W
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AMEIOLIUXCS
JIeJIOTIPON3BOCTRA.

pecypcos

HOPM JIEJIOBOTO MPOTOKOJIA
U UMCIOIHUXCS PECypcoB
JIeTIONPOU3BO/ICTBA

JNICUCTBYIOIIUX  HOPM
JIEJIOBOTO TIPOTOKOJIA U
HMEIOIIUXCA PECYpPCOB
JIeJIONPOU3BOICTBRA,
JIOIyCKaeT
HE3HAUYUTEIIbHbIE
OINOKHU

JCJIOIIPOU3BOJICTBA
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Tab6umna 7. Kpurepun oneHuBaHUA

Ounenka Kputepun oneHuBanus
Beicokuuit OLIEHKY «OTJHYHO» 3acClly’)KUBAaeT CTYJIEHT, OCBOMBLIMM 3HaHUS,
YPOBEHB «5» YMEHUS, KOMIIETCHIINM U TEOPETHYECKUi Marepuan 0e3 mpoOelioB;
(oTyIn4HO) — BBINOJIHUBIIMNA BCE 3a/laHUs, MIPEIyCMOTPEHHbIE Y4EOHBIM IUIAHOM Ha
«3a4er» BBICOKOM KaueCTBEHHOM YPOBHE; IIPaKTUYECKHE HaBbIKU

npoeccHoHaIbHOTO MPUMEHEHUS] OCBOCHHBIX 3HAHHUH cPOPMHUPOBAHBI.

Cpennuii ypoBeHb

OIICHKY «XOpouio» 3aCIyXUBAaCT CTYACHT, IMMPAKTUYCCKU ITOJIHOCTHIO

«4» OCBOMBIIMK 3HAHWS, YMEHUS, KOMIICTCHIIMU ¥ TEOPETHUYCCKHIM
(xoporio) — Marepuan, ydeOHble 3aJlaHusl HE OIEHEHbl MAaKCUMaJIbHBIM YHCIIOM
«3aueT» 0aJuIoB, B OCHOBHOM C(HOPMHPOBAI MPAKTHYECKUE HABBIKH.
[ToporoBerii OLICHKY «Y/JAOBJIETBOPUTEJIBHO» 3aCIyXHBACT CTYACHT, YaCTUYHO C
YPOBEHB «3%» mpoOeiaMu  OCBOMBIIMK  3HAHWS, yYMEHHUS, KOMIICTCHIIMU U
(YIOBJIETBOPUTEIH | TCOPETUYECKUN MaTepuail, MHOTHE Yy4YeOHbIe 3aiaHus JMOO He

HO) — «3a4eT»

BBIIOJHMII, JHOO OHH OLEHEHBI YHCIOM OailIoB OJM3KHUM K
MUHHMaJIbHOMY, HEKOTOPBIC MPAKTUYECKNE HABBIKU HE CHOPMHUPOBAHBI.

MuHUMaJIBHBIA | OLICHKY «HEYJOBIIETBOPUTEIBHO» 3aCILYKMBAET CTYIEHT, HE OCBOMBIINM
YPOBCHB «2» 3HAHUS, YMEHUS, KOMIIETEHIIUN U TEOPETUYECKUI MaTepual, yuyeOHble
(HEYZIOBIETBOPATE | 35 1apy1q He BBINONHUI, IPAKTHUECKHE HABBIKU He cOPMUPOBAHL.

J'ILHO) — «HE3a4CT»

6 YYEBHO-METOJUYECKOE OBECIIEYHEHHUE JUCHUIIVINHbI

6.1. YueOHasi iuTeparypa

On-Line xypHan «/le10Boi MPOTOKON M ATHKET» [DIEKTPOHHBIA pecypc]. — DIEKTPOH.
naH. — Pexxum nocrtyma: http://www.protocolonline.ru.

Country Profiles — Global Guide to culture, customs and etiquette [DnexTponHbIiipecypc].
— DmekTtpoH. JnaH. — Pexummoctyma: http://www.kwintessential.co.uk/resources/country-
profiles.html

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

International Business Etiquette, Manners and Culture— [DnextponHsiiipecypc]. —
DnekTpoH. aaH. — Pexxumpoctyna: http://www.international-business-etiquette.com/

Modern-etiquette. [DnekTpoHHBI pecypc]. — OIJeKkTpoH. AaH. — Pexum npocryma:
http://www.modernetiquette.co.nz/

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

Poccuiickuit o6pazoBarenbHblil 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. Uadopmanmonnsie pecypcesl Poccun. Poccuiickast acconmanusi 2JIeKTPOHHBIX
oubnmuorek. Hudbopmanmonnsie Pecypcesl  Poccun —  Poccwiickas — acconmanus
AJIEKTPOHHBIX OubaMoTeK (aselibrary.ru).

6.2.3. DnexTpoHHbI KypHai «Advancesinthehistoryofrhetoric» (www.ashr.org).

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

6.2.4. DnexTpOHHBIM Hay4yHO-NPAaKTUUYECKUN XypHall «COBpEMEHHbBIE Hay4yHbIE
UCCIIeIOBaHMs U HHHOBAIMKy». Pasnaen «JlemoBoe obmenue». (WwWw.web.snauka.ru)

6.2.5. XKypnan «/lenonpousBoicTBO U JIOKYMEHTOOOOPOT Ha MPEANPUATUN
(www.delo-press.ru).

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

6.4 MeTtoauyeckue yKa3aHusi, peKOMEHIAIMU U IPyrue MaTepuaJibl K 3aHATHAM

MGTOI[I/I‘-ICCKI/IG YKa3aHHts 110 BBIITOJIHCHHUIO IMTPAKTUYCCKUX 3aHATHUH 110 JUCHUIIIINHEC.
MCTO,I[I/ILIGCKI/IC YKa3aHH: 110 BBIIIOJTHCHHUIO CaMOCTOSITeILHOM pa6OTBI 0 AUCLHHUIIIINHEC.

7. AHOOPMAILNIMOHHOE OBECIIEYEHHUE JUCHUIIJINHBI

VY4eOHbIN mpolecc Mo AUCHUILIMHE oOecreueH HEOOXOIUMBIM KOMIUIEKTOM JIMIIEH3MOHHOTO U
CBOOOJIHO paclpOCTPaHSAEMOro IPOrpaMMHOI0 OOEcledYeHHusi, B TOM YHCJIE OTEYECTBEHHOIO
IPOM3BOJICTBA (COCTaB MO AUCHUILINHE orpeneneH B Hactosimeil PII/] u mominexxut oOHOBICHHIO
MIpU HEOOXOIUMOCTH ).

7.1 llepeueHb HH(POPMAMOHHBIX CIIPABOYHBIX CHCTEM

Tabnuna 8. [lepedyeHb 3MEKTPOHHBIX OUOIUOTEUHBIX CUCTEM

Ne HaumenoBanue 36C Cceblaka k 9bC
1 KoHcyJbTaHT CTyIeHTa http://www.studentlibrary.ru/

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

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

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

7.2 IlepevyeHb JIMIEH3MOHHOTO M CBOOOJHO PACHPOCTPAHAEMOr0 IPOTPAMMHOIO
odecrieyeHHsI,B TOM 4YHCJE OTe4eCTBEHHOr0 MPOU3BOACTBA HEOOXOIUMOI0 ISt
OCBOEHHSI THCIUIIJIHHBI

Ta6muma 9. [IporpammHoe obecnieueHne

IIporpammHoe oGecnieyeHue, HCNOJb3yeMoOe B IIporpamMHoe oGecnieyeHue cBOOOIHOTO
YHHBepPCUTETe Ha JOTOBOPHOIi 0CHOBe pacnpocTpaHeHus

MicrosoftWindows 7 (mommmcka MSDN 4689, | Adobe Acrobat Reader (FreeWare)
nognucka  DreamSparkPremium,  goroBop  Ne | https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html
Tr113003 or 25.09.14)

Microsoft Office Professional Plus 2007 (ymmensus Ne | OpenOffice (FreeWare) https://www.openoffice.org/ru/
42470655)

IBM SPSS Statistics (B cocraBe NpOrpaMMHOTO
pemrennst CTATKITACC)

7.3 IlepedyeHb COBpeMEHHBLIX NMPO(ecCMOHAIBHBIX 0a3 JAHHBIX W HHGPOPMANUOHHBIX
CIIPABOYHBIX CHCTEM

B Tabmune9ykazan mnepedeHb NpodecCHOHANBHBIX 0a3 JaHHBIX W WH(POPMAIMOHHBIX
CIIPABOYHBIX CHCTEM, K KOTOPHIM oOecmeueH AOCTymn (yIaleHHBIH AOCTym). J[aHHBIN mepedeHb
MO/IJICKUT OOHOBIIEHHUIO B cOOTBeTCTBHH ¢ TpeboBanusimu GI'OC BO.

B nmanHOM pa3zzgene MoOryT OBITh MPHBENCHBI PECYpPChl (CCBIIKM HA CAWTHI), HA KOTOPBIX
MOXHO HAaWTH TOJE3HYI0 Il Kypca HMHGOpMAIUIO, B T.4. CTAaTUCTHYECKUE WM CIPABOYHBIE
JaHHbIE, ydeOHbIe MaTepHallbl, OHJIAWH KYpPCHI U T.JI.
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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/

Tabauna 9 - IlepeyeHb cOBpeMeHHBIX NPO(PeCCHOHAIBHBIX 0a3 TaHHBIX U
HH(OPMALMOHHBIX CIIPABOYHBIX CHCTEM

HaumenoBaHue npodeccHoHATBHOI 0a3bl Hoctym k pecypey (yaaaeHHbIil HOCTyEI ¢
Ne . yKa3aHHeM CCHIIKH/I0CTYI U3 JIOKAJIBHOM ceTH
JaHHBIX, MH(POPMALHOHHO-CIIPABOYHOH CHCTEMBI
YHHMBEPCUTETA)
1 2 3
1 EnuHb1il apXUB 9KOHOMUYCCKHUX U http://sophist.hse.ru/data access.shtml
COLIUOJOTNYCCKUX TAaHHBIX

8. OBPA3OBATEJIBHBIE PECYPCbI 1JIs1 HTHBAJIMOB U JIULI C OB3

B TabmuuelO ykazan mepeueHb 0Opa30BATENBHBIX PECYPCOB, HMEIOMHUX (HOPMBL,
aJlalTHPOBaHHBIE K OTPAaHWYCHUSM HX 3[I0POBBS, @ TAK)KE CBEACHHUS O HAIWYMU CIICHHATIBHBIX
TEXHHUYECKHX CPEICTB OOYyYeHHsS KOJUICKTUBHOTO W WHIMBHIYAJIbHOTO TOJb30BaHusA. [lpu
3all0JTHEHUH TaOJHIBI MOXKET OBITh HCIOJIb30BaHa MH(OpManus, pa3MEIICHHAs B IOJApa3Jelie
«docrymuas  cpema»  cneuumanusupoBaHHoro pasnena caifita HITY  «Csemenust 00
obpasoBatenpHOM opranusanuu»https://www.nntu.ru/sveden/accenv/

Tabnuma 10 — O6pazoBaTenbHble pecypchl A HHBaIUA0B U ul ¢ OB3

Ne Ilepeuenn 00pa3oBaTeIbHBIX PeCypPCOB, CgeeHHS 0 HAJTUYHMH CHEIUATBHBIX TEXHUYECKHX
NPHUCHOCO0JIeHHBIX VISl HCIIO0JIb30BAHMSA cpelcTB 00y4eHHs KOJUIEKTHBHOIO 1
HHBaJUAaMu 1 aunamu ¢ OB3 HHIUBHAYATBHOIO NOJb30BAHUSA

1 9BC «KoHCYIBTAaHT CTyICHTA» 03BYYKa KHHI U YBEJIMUEHHE IpUdTa
CHeraIbHOEe MOOWIBHOE NPHIIOKEHHE - CHHTE3aTOP

2 ObC «Jlanb» peuH, KOTOPBIH BOCIPOU3BOAUT TEKCTHI KHUT U MEHIO
HAaBHT AN

3 OBbC «Opai» BepcHs A cabOBHUIAIIAX

9. MATEPHAJILHO-TEXHUMYECKOE OBECHEYEHHUE, HEOBXOJIWMOE
JUISI OCYIIECTBJIEHUSI OBPA3OBATEJBHOI'O MPOLECCA IO
JTUCHUIJIMHE

YyeOHble ayIUTOPUHUIS MPOBEACHUS 3aHATHHA MO JAMCHUILUIMHE,0CHALIEHbI 000OpYIOBaHUEM H
TEXHUYECKUMHU CPEJCTBAMHU 00Yy4EHUS

B Tabauue 11 nepeunciensr:

— ydeOHBIE ayOUTOpPUW Ui TPOBEACHUS  yUeOHBIX  3aHATHH, OCHAICHHBIC
000pyIOBaHUEM U TEXHUYECKUMHU CPeJICTBAMH 00yUYeHMUS;

— TIOMENIEHHs IS CaMOCTOSTENIbHOW paboThl O0y4YaOMIMXCs, KOTOpBIC OJDKHEI
OCHAIIIEHbl KOMITBIOTEPHON TEXHUKOM C BO3MOYKHOCTBIO MOAKIIOUYEHHS K ceTH «/HTepHET» U
o0ecrnieueHreM J0CTYIa B 3IEKTPOHHYIO. HH(OpMallnoHHO-00pa3oBaTenbHyto cpeny HI'TY.

Tabnuma 11 — OcHaleHHOCTh ayTMTOPUM U TOMEIIEHUH JJISI CAMOCTOSITEIFHON paboThI
CTYJICHTOB T0 TUCITUTUINHE

HaumeHoBaHue OcHalIeHHOCTHAYIUTOPU A IlepeyeHb JIMIIEH3MOHHOTO
ayAuTOpHl U MOMeEIIEeHUI U NoMeleHu NPOrpaMMHOI0 o0ecre4eHusl.
NOMelleHu 1JIst JJISL CAMOCTOSITE/IbHOM PexBHU3MTHI OATBEPKIAIONIETO

CaMOCTOSITEJIbHOM padoTbI JAOKYMEHTa
padoThI
6302 Kommnexr * Microsoft Windows7
yaeOHas ayTUTOPUS | JIGMOHCTPAITMOHHOTO (moxmuckaDreamSpark Premium,
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http://sophist.hse.ru/data_access.shtml
https://www.nntu.ru/sveden/accenv/

TSl TIPOBEJICHUS
3aHATUH JIEKIIHUOHHOI'O
u
CEMHUHAPCKOI0 THUIIA,
TPYIIOBBIX U
WHIUBUTYAJIbHBIX
KOHCYJIbTAIIUH,
TEKYIIEro KOHTPOJIS U
MIPOMEKYTOUYHOM
aTTecTaluy; T.
Hwxnuit Hosropog,
Kazanckoe mr., 12

000pyIOBaHUS:

«JIK, ¢ BBIXOJIOM Ha
MYJIbTUMEAUHHBIN
npoekrop, Ha 6aze AMD

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

* MynpTUMEIUHHBINA
npoektop Epson- 1 mit;

* OkpaH — | wr,;

HabGop  yueOHO-HarisaHBIX

nocoOuit

noroBop NeTr113003 ot 25.09.14)

* Gimp 2.8 (cBobomnoe 10, nuneH3us
GNU GPLvV3);

* Microsoft Office Professional
2007 (nmuuensus Ne 42470655);

* OpenOffice 4.1.1 (cBobomnoe IIO,
munensus ApacheLicense 2.0)

» AdobeAcrobatReader (FreeWare);

Plus

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

Dr.Web (Ceptuduxar NeEL69-RV63-

YMBJ-N2G7 ot 14.05.19).

10. METOANYECKHE PEKOMEH/JALIUA OBYYAIOIIUMCHA no

OCBOEHMHIO JUCHUITVINHBI

10.1 O6mme MeToaMYeCKHEe PEKOMEHIALUH IS 00y4YaIOIIUXCH 10 OCBOEHUIO
AUCUMILINHBI, 00pa3oBaTe/ibHbIE TEXHOJOTHU

Jucuunnmnna «/[enoBoi 3TUKET U OCHOBBI AEJONPOU3BOJACTBAY PEATU3YETCS MMOCPEACTBOM
MPOBEJICHUS KOHTAKTHOU paboThl ¢ 0OydaromuMucs (BKIIFOYasi MPOBEACHUE TEKYIIEro KOHTPOJIS
YCIIEBAEMOCTH ), CAMOCTOSITEIIbHOIW Pa0OTHI 00YyUYarOMIMUXCSI U IPOMEKYTOYHON aTTeCTallH.

[IpenogaBanue  OUCHUIUIMHBI  BEAETCS C  NPUMEHEHHEM  CIEIYIOIIUX
00pa30BaTeNbHbIX TEXHOJIOTUMN:

— OayNIbHO-pEHTUHIOBasi TEXHOJIOTUS OI[CHUBAHUS;

— pa300p KOHKPETHBIX CUTYaLIUH.

[Ipn mpenojgaBaHUM OUCHUIUIMHBI «/[€70BOM STHKET W OCHOBBI JIEJIONPOU3BOJICTBA»
UCTIONB3YIOTCS COBpEMEHHBIE 00pa30BaTENbHBIE TEXHOJOTHH, MO3BOJSIONIAE TOBBICHTH
AKTUBHOCTh CTYJIEHTOB IPH OCBOCHMU MaTepuana Kypca M MPEIOCTaBUTh UM BO3MOXKHOCTh
3¢ (HEeKTHBHO PeaTN30BaTh YaChl CAMOCTOSTEIIBHON paOOTHI.

Ha nexuusax, NpakTHYECKHX 3aHATUSX PEATU3YIOTCS WHTEPAaKTHBHBIE TEXHOIOTHUH,
MPUBCTCTBYIOTCA BOIIPOCHI U O6CY)KI[€HI/I$I, HCIIOJIB3YCTCA J'II/I‘IHOCTHO-OpI/IGHTHpOBaHHBIfl moaxon,
TEXHOJOTHSI paboThl B MaNbIX TPYIIAX, YTO IMO3BOJSET CTYACHTaM MPOSBUTH ce0sl, MOIYyUYUTh
HAaBBIKM CAMOCTOSITEIIBHOTO U3Y4EHHS MaTEpHUalIa, BEIPOBHATh YPOBEHb 3HAHUH B IPYIIIIE.

Bce Bompochl, BO3HHKINIKME MPU CaMOCTOSATENbHOW paboTe HajJ JOMAIIHUM 3a/laHueM,
MoAPOOHO pa3doUparOTCs HA MPAKTUUECKUX 3aHATUAX U JIeKIusaX. [IpoBosTcs HHANBUAYaTbHbBIE U
TPYNINOBBIE KOHCYNBTAllUA C HCIOJIb30BAHHUEM, KaK BCTPEY CTYACHTAaMHU, TaK U COBPEMEHHBIX
MH(OPMAILIMOHHBIX TEXHOJOTHI: UaT, 3JeKTpoHHas mouTta, ZOOM.

Wannuupyercs akTUBHOCTh CTYIIEHTOB, ITOOUIPSETCS 3aJaHHe JIOOBIX BOIPOCOB IO
MaTepuany, MPaKTUKyeTCd WHIUBUIAYaTbHBIA OTBET Ha BOIPOCHI CTY/IEHTA, PEKOMEHIYIOTCS
METO/BI YCIIEITHOTO CaMOCTOSITENIFHOTO YCBOCHHS MaTepHajia B 3aBHCHMOCTH OT YPOBHS €ro
0a30BOIi TOATOTOBKH.

JUis OoueHKM 3HaHWM, YMEHHM, HAaBBIKOB U YPOBHS C(QOPMHUPOBAHHOCTH KOMIIETEHIIUH
MPUMEHSIETCS OaNTbHO-PEHTHHIOBAsI CUCTEMa KOHTPOJS U OIEHKH YCIIEBAaEMOCTH CTYACHTOB B
nporiecce TeKyIero KOHTPOJI.

[IpoMexyTouHass arTecTalsi TPOBOAMTCA B ¢opMe 3adeTa C y4eTOM TeKYIIeH
yCIIEBa€MOCTH.

BUJIOB

PesyabraT 00yyeHusi cuuraercss coOpMHMPOBAHHBIM HA NMOBBILIEHHOM YPOBHeE, €CIU
TEOPETUYECKOE COZEpIKaHNUEe Kypca OCBOEHO MOJIHOCThIO. IIpu ycTHBIX cobeceoBaHMsIX CTYAEHT
HCUEPIIBIBAOIE, TOCIIEI0BATEIbHO, YETKO U JIOTUYECKH U3JaraeT y4eOHbI MaTepuani; cBOOOIHO
CIpaBJIsAETCA C 3aJa4aMH, BOIIPOCAaMHM M APYIMMHU BHMJAMM 3aJaHUN, HCIIOIB3YET B OTBETE
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JIOTIOJTHUTENBHBIN MaTepuasl. Bce mpemycMmoTpeHHble pabouell yueOHOW mporpaMMol 3aaaHus
BBIMIOJTHEHBI B COOTBETCTBUM C YCTAaHOBJIEHHBIMU TpeOOBaHUSMH, CTYIEHT CHOCOOEH
AQHAJIM3UPOBATh IIOJYYECHHBIC PE3YyJbTaThbl, IPOSABISIET CAMOCTOSTENBHOCTh IIPU  BBIIIOJIHEHUU
3aJaHUN.

PesyabraTr 00ydyeHusi cuurtaercss cGOpMHMPOBAHHBIM Ha INOPOrOBOM YPOBHe, €CllU
TEOPETUUECKOE COJIepKAHUE Kypca OCBOCHO MONHOCTBIO. [Ipu ycTHBIX coOeceioBaHUSAX CTYIEHT
MOCJIEIOBATEIbHO, YETKO M JIOTMYECKH CTPOMHO M3JaraeT y4eOHBIH MaTepuall; CIpaBIseTcs ¢
3aJjayaMy, BONPOCaMU M JPYTMMHU BUAAMH 3aJlaHuM, TPeOyIOIIUX NPUMEHEHHs] 3HAHUN; BCE
MPEeIyCMOTPEHHBIE paboueil y4yeOHON mnporpaMMoil 3adaHHs BBITOJHEHBI B COOTBETCTBHH C
YCTaHOBJICHHBIMU TPEOOBAaHUSAMHU, CTYACHT CIHOCOOCH aHAIM3UPOBATh MOJYYECHHBIE PE3YNIbTATHI;
IIPOSIBIISIET CAMOCTOSTEIBHOCTD IIPY BBIIIOJIHEHUY 3aJaHUN

Pe3yabTar 00y4eHus1 cuuTaeTcss HeCOPMUPOBAHHBIM, €CJIM CTYJEHT IIPU BBIITIOJIHEHUU
3aJaHuii He JEeMOHCTPHPYET 3HaHMK Y4eOHOro Marepuana, JIOIyCKaeT OIIMOKH, HEYyBEpEeHHO, C
OOJBIIMMU 3aTPYIHEHUSMHU BBIMIOJIHAET 3a/laHusi, HE JEMOHCTPUPYET HEOOXOAUMBIX YMEHHIA,
Ka4eCTBO BBINOJIHEHHBIX 33JaHUN HE COOTBETCTBYET YCTAHOBJIEHHBIM TPeOOBaHUAM, KAUYECTBO UX
BBITIOJTHEHUS OIICHEHO YMCJIOM OajuloB HIKE TPeX IO OIEHOYHOW CHCTEME, YTO COOTBETCTBYET
JIOTIOPOTOBOMY YPOBHIO.

10.2 MeToauyeckne yKazaHus Il 3aHATHI JIEKIMOHHOI0 THIIA

JIeKMOHHBIN KypC MPEANnoJiaraeT CUCTEMaTU3UPOBAHHOE U3J105KEHUE OCHOBHBIX BOIMPOCOB
TEMaTUYECKOro IiaHa. B Xo/1e JeKIMOHHBIX 3aHATHI PacKphIBAIOTCS 0a30BbIE BOIIPOCHI B paMKax
KaKAoW Tembl muciuiuimHbl (Tabmuna 4). O003HAYAOTCS KITFOYEBBIC ACTEKTBI TEM, a TaKKe
JIENaloTCA aKIEHThl Ha Hauboliee CIIOKHBIE U BaKHBbIE TMOJIOKEHHUS H3y4aeMoro Marepuana.
Marepuansl JIEKIUI  SBISIOTCS  OMOPHOM OCHOBOM Il TOATOTOBKU OOYyYaroOIUXCA K
MPAKTUYECKUM 3aHSTUSM / JJaOOpaTOPHBIM pabOoTaM W BBHIMOJIHEHMS 3a/laHUN CaMOCTOATEIbHOU
paboThl, a TaKXKe K MEPOIPHUATUSIM TEKYIIEr0 KOHTPOJsS YCIEBAEMOCTH W MPOMEXKYTOYHOM
aTTECTalMy 0 IUCLUILIMHE.

10.3 MeToauyeckne yKa3aHHsi 1O OCBOEHHI0 JTHUCHMUIUIMHBI HA NPAKTHYECKHX
padorax

[IpakTrueckue  3aHATHS ~ TPENCTABIAIOT  COOOM  JeTaNM3aAlMI0  JIEKIITHOHHOTO
TEOPETUUYECKOT0 MaTepualia, NMPOBOAATCA B LEIAX 3aKpEIUICHHUs Kypca M OXBaTbIBAKOT BCE
OCHOBHbIE pazzienbl. OCHOBHOM (hOpMON NPOBEACHUS CEMHUHApPOB M TMPAKTUYECKUX 3aHSATHH
ABIIETCS OOCYXKIeHHe HamOojee MPOOJIEMHBIX U CIOXHBIX BOMPOCOB MO OTIACIBHBIM TeMaM, a
TaKKe perieHue 3a1ad u pa3o0op MpUMepOB U CUTYAIIMI B ayTUTOPHBIX YCIOBUSX.

[IpakTudeckue 3aHATHS 00YJarOIIUXCSl 00ECIIEUNBAIOT:

- IPOBEPKY ¥ YTOUHEHUE 3HAHUM, TOJTYYCHHBIX HA JICKIUSIX;

- MOJY4YeHHE YMEHHMH W HABBIKOB COCTABJICHUS MOKJIAOB M COOOIICHHH, O0OCYKICHUS
BOITPOCOB T10 y4eOHOMY MaTepuaty JUCIUTIINHEI,

- YMEHUE peliaTh CUTYallMOHHBIE 3a/1a4u;

- MOJABEJECHUE WTOTOB 3aHATHUM MO PEUTHHIOBOW CHCTEME, COTJIACHO TEXHOJOTHYECKON
KapTe AUCIUIUINHBI.

10.4 MeToauueckue yKa3aHusi 10 CAMOCTOSITEIbHOI padoTe 00y4Yarommxcs

CaMocTtosiTenpbHast paboTa oOecrmeynBaeT MOATOTOBKY OOYdYarOIIerocs K ayIuTOPHBIM
3aHATHSIM M MEPOINPHUATHSAM TEKYIIEr0 KOHTPOJISA U MPOMEXKYTOYHOM aTTECTAllUH MO U3y4aeMOMU
TUCIUIUIMHE. Pe3ynbTaThl 3TOW MOATOTOBKH MPOSBISIOTCS B aKTHBHOCTH OOYydYarolierocs Ha
3aHATUSAX M B KA4eCTBE BBIMOJHEHHBIX MPAKTHYECKUX 3aTaHUA W Jpyrux (OpM TEKYIIETo
KOHTPOJIA.

[Ipu BBITOTHEHUM 3aaHUMA JII CAMOCTOSITEILHON PabOThI peKOMEHAYyeTCs MpopadboTka
MaTepUANIOB JIEKIMH MO KAKIOW NPOUACHHOM TEME, a TaKKe H3YyUYEHHE PEKOMEHIYEMOM
JUTEPATypsl, IpeAcTaBIeHHON B Paznene 6.
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B mpomecce camocTosTenbHONW pabOThI MPU W3YYEHUU TUCIUIUIMHBI CTYACHTHI MOTYT
paboTaTh Ha KOMIIBIOTEPE B CIEHUATM3UPOBAHHBIX AYAUTOPHUIX VIS CaMOCTOSITENbHON paboThI
(ykazano B Tabmune 11). B aymauropusx UMeEeTCsl JIOCTYNl dYepe3 WH(POPMAIMOHHO-
TEJIEeKOMMYHUKAIMOHHYIO ceTh «MHTEepHET» K 3JIEKTPOHHON HH(OPMAIMOHHO-00pa30BaTeIbHON
cpene yausepcutera (QMOC) u anekrporHoi oubnroreunoi cucreme (3bC), rie B 31eKTpOHHOM
BUJIC pacCIoJlaraioTcsi y4deOHble M Y4eOHO-METOAMYECKHE MaTepuaibl, KOTOpble MOTYT OBITh
WCIIOJIb30BaHBI JJIsl CAMOCTOSTEIHbHON PaOOTHI MPU U3YUECHUU JTUCIUTLINHEL.

11. OHEHOYHBLIE CPEACTBA JJIsI KOHTPOJISI OCBOEHUA AUCHUIIJIMHBI

11.1 TunoBbie KOHTPOJIbHbIE 32/IaHUSI MJIH MHbIe MATEePHAJIbI, HEOOXOAUMBbIE ISl OLEeHKHU
3HAHUWI, YMEHHM i, HABBIKOB M (WJIH) ONBITA B X0/l€e TEKYLEr0 KOHTPOJIsl YCIIeBAeMOCTH

JI1s TeKymero KOHTpOoIIsi 3HAaHUM CTYIEHTOB 10 IUCLUILIMHE IIPOBOAUTCS KOMILIEKCHAS OLleHKA
3HAHHU, BKJIFOYAOIIAs:

— IPOBEIECHHE KOHTPOJIBbHBIX padoT;

—  00CYyXIEHHE TEOPETUUYECKHUX BOIIPOCOB;

—  pELICHME CUTYallMOHHBIX 3a/1a4;

—  TECTUPOBAHUE;

—  3auer.

11.2 TunoBblie 3a1aHNsl K NPAKTHYECKUAM 3aHATHSM

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. Ethicsofworkrelationships.

19. Conflicts and ways to resolve them.

20. Formation of business communication protocol in Russia.

21. Management ethics.

22. The philosophy of the organization.

23. Written communication and business correspondence.

24. Telephone conversations andprotocol.

25. Mobile communications and communication technology.
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26. Facsimileandelectroniccommunications.

27. The nature and types of communications.

28. Non-verbal communication as a form of communication.
29. Communicationwith 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 TunoBbieBONPOCHI (3a1aHus1) JJISIYCTHOro (MMCHMEHHOI0) ONpoca

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 TunoBbIETECTOBHIC3ATAHUA

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;

¢) business dinner;

d) buffet.

5. Standard size of a personal business business card:
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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:
a) cv;

b) summary;

c) application letter;

d) all of the above.
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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;

c) 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;

c) 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;
d) reminder of an appointment.

22. How should paper be folded in business correspondence?
a) 4 times;

32



b) 2 times ;
¢) you should not fold letters;
d) all answers are incorrect.

TunoBwle aHATUTUUCCKHUE 3aJaHU.

1. 3anonHure Ta6JII/II_[y 10 TCMC ((HaL[I/IOHaJIBHBIe CTWJIN BCACHUSA JCIIOBBIX ICPECTOBOPOB»:

Nationalstyle

America
n

Britis
h

Frenc
h

Germa
n

Russia
n

Ara
b

Chines
e

Japanes
e

Typeofdecisionmaking

Atmosphereatthenegotiation
S

Willingnesstomakeconcessi
ons

Typeofbehavior

Openness

Possibilityofchangingpositi
on

Participantsofthenegotiation

S

2. CocraBbTe COIIPOBOJUTCIIbHOC ITMCbMO OT HMMCHHM MHHHCTCPCTBA B aapecC I[enapTaMeHTa
npomsinuieHHOCTH [IpaBurensctBa PD. Kpome Tekcrta, cocTaBbTe PEKBU3UTHI «Aapecar»,
«CchlIKa Ha Aarty u No MNOCTYIMUBLICTO JOKYMCHTa» U «HOI[HI/ICB».

MinistryofIndustryandEnergyoftheRussianFederation (MinpromenergoofRussia)
haspreparedadraftofthefederaltargetprogram “FuelandEnergy. The program was developed on
behalf of the Government from 12.09.2006 N21998-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'IeHHO€ HHWXKC IMUCBMO COCTAaBJICHO HEI'PaMOTHO. HCHOJ’IB3y}I €ro COACPIKAHUC,
COCTAaBbTC HpaBI/IJ'IBHHﬁ BAapHUAHT 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
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.
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We hope for further understanding of our problems and mutually beneficial cooperation.

YTBEPXIAIO:
Hupexrop UTC

A.B.Tymacos
« ” 202 .
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JIucr akryasm3anuu padoyeil mporpaMMbl TUCHHUILTHHBI
b1.B.O/I.5 «/lenoBoii 3TUKET U OCHOBBHI JICJIONPOU3BOICTBAY
MHJIEKC TI0 y4eOHOMY IJIaHy, HAUMEHOBaHHE

JUISL TIOATOTOBKY OaKaslaBpOB

Hanpasnenue: 21.03.01 «HedTerazosoe nemno»

HarnpaBnennocTs: MamuHbl 1 000pyJ0BaHHE A7 JOOBIYM U TPAHCIIOPTHPOBKH YIIIEBOJIOPOIOB
®opma o0yueHHs OuHas

I'ox Havama moarorosku: 2023

Kypce 3

Cemectp 5

a) B pabGouyro nporpammy He BHOCsTCA M3MeHeHus. [Iporpamma akrtyanusupoBana s 20 T.
Hayaja MmoAroTOBKH.

0) B pabouyio mporpamMmy BHOCSITCSI ClEQyrolIue M3MEHeHUs (yKa3aTb Ha KaKoW ToJ| Haudaja

MOATOTOBKH):

1) ;

2) ;

K )
PazpaboTunk (u): Tpodumona F0.B., K.H.H., TOLIEHT

(®HO, yueHas cTelneHb, yICHOE 3BaHUE) « » 202 T
Pabouas nporpamma nepecMoTpeHa U 0100peHa Ha 3aceJaHuu Kadeapbl -
pOTOKOJI Ne OT «__ » 202 T

3aBenyromnmii kKageapoit E.A 3aiinesa

Jucr AKTyaJIM3aluu NIPUHAT HA XPAHCHUE:

3aBeyIoHii BEITYCKatomen kadeapoi « » 202 r.

Meroauueckuit ornen YMY: « » 202 .
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