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1 TlosicHuTe/IbHAA 3aMKCKa

1.1 Ileap u 3aga4y AUMCHUILIMHBI
He.m; AUCHMIIIMHBI — IIOJITOTOBKA BBIITYCKHUKA, BIAACIOMICTO HOPpMaMHU I€JIOBOT'O OTUKETA,

KaK COBOKYITHOCTH ITPAaBHJI, IPUHLIUIIOB U KOHKPETHBIX ()OPM OOILIECHHS.

33)13‘[1/[ AUCHUIIJIMHBI:

-U3y4YCHHUC UCTOPHUU STUKCTA,

-OBJIaJICHHE DJIEMEHTAMHU PEUeBOM KYyJbTYphl, COBPEMEHHBIMH HOpMaMH JEJIOBOTO OOILICHHMS,

TpeOOBAaHUSAMH K MOBEIECHHUIO U UMHJIKY YeJIOBeKa B cepe OuzHeca.

1.2 HepequL IJIAHUPYEMBIX pPE3yJbTaTOB oﬁyqemm o IMCuOMIlJIMHE,
COOTHCCCHHBIX ¢ MHAUKATOPAMH NOCTU/KCHHUSA KOMHeTeHHl/Iﬁ

Kommerenmus
(kK011 ¥ HAIMEHOBAHUE)

HHpaukatopbl KOMIIETEHUUH
(Ko M HaMMEHOBaHME)

PesynbraTsl 00yueHns

IIK-6. Cniocoben
OCYIIECTRIIATh
OpraHu3aluoOHHOE,
JIOKYMEHTAIHOHHOE U
nH)OPMaIMOHHOE
obecrneyeHne AeITeIIbHOCTH
PYKOBOAUTESI OPraHU3AI[UH

IIK-6.1. Mcnonb3yeT 3HaHUS NPAaBOBBIX U
OpraHU3alMOHHBIX OCHOB YIIPABJICHUS,
OCHOB JIOKYMEHTHOH JIMHT BUCTHKH,
MIPaBUJI PYCCKOTO SI3bIKA, AET0BOTO
9THKETa, COBPEMEHHBIX METOJIOB ITONCKA
1 00paboTKN HHPOPMAUH IS
obecrieueHnst MpohecCHOHATTLHOM
JIeSITENEHOCTH

3unamu: npasogvie u opeaHuU3AYUOHHbLE
OCHOBbI YNPABIEHUsA, OCHOBbL OOKYMEHMHOU
JIUHSBUCTUKU, NPABUIA PYCCKO0 A3bIKA,
0en08oul ImuKem

Ymemv: npumensmo coepemennvle
Memoobl noucka u 06padbomxu
ungpopmayuu 011 obecneueHus
npogheccuoHanbHOU 0essmenrbHOCuU
Braoems: nasvikamu obecneuenus
OesimenbHOCHU PYKO8OOUMesi HA OCHOGe
SHAHUI NPABOGYIX U OP2AHUZAYUOHHIX
OCHO8 YNpAGIeHUs, OCHO8 OOKYMEHMHOU
JIUHSBUCTUKU, NPABGUT PYCCKO20 SI3bIKA,
0€7108020 IMUKema, COBPEMEHHbIX
Memo0os noucka u 0opabomxu
unHgopmayuu

[1K-6.2. Ocymectsiser c6op, 00paboTKy
Y aHaJIM3 MHPOPMALMH, COCTABIISIET H
PEOaKTHPYET TEKCTHI CITYKEOHBIX
JIOKYMEHTOB C HCIIOJIb30BaHHEM
COBPEMEHHOT0 MPOrPaMMHOT0O
obecriedeHHs 1 O(UCHOH OPITEXHUKU

3uamu: npasuna cocmasnenus u
PeOaKmupo8anusi MeKCmog CyliceOHbIX
OOKYMEHMO8

Ymemow: cobupams, obpabamuvieams u
AHATU3UPOBAMb UHDOPMAYUIO, CO30A6aMb
dopmy ee npedcmasnenus

Brademw: nagvikamu pabomei ¢ oghucrou
OP2MEXHUKOU U HABLIKAMU UCHOTb30BAHUSA
COBPEMEHHO20 NPOSPAMMHO20 0becneyeHus
npu ocywecmeieHuu pabomsl ¢
uHgopmayuell u N0O20MOBKe CIYHCeOHbIX
OOKYMEHMO8

IIK-6.3. YuacTByeT B IPOBEACHUH
KOH(EPEHTHBIX MEPOIIPUSATHH,
JIOKYMEHTHPYET e TeIbHOCTh
KOJUIETHAJIBHBIX OPraHOB, OPraHNu3yeT
IIpUeM HOCETUTENIEH, IUITaHUpyeT pabouee
BpEMs pyKOBOAMTEIIS], UCTIONB3YET
COBPEMEHHOE IIPOrpPaMMHOE
obecrieueHne 1 OQUCHYIO OPTTEXHUKY
JUISL TIOATOTOBKH CITY>KEOHBIX
JIOKyMEHTOB

3uamo: nops0ok nposedenus
KOHGhepenmHbIx Meponpusmuil,
HOpmamusHyr 6a3y 6 cghepe obecneyeHus.
KOe2UAbHOU OesimeNbHOCU

Ymems: opeanuzosamsv nposedenue
KOHGhepenmHbIx Meponpusmuil,
OOKYMEHMUPOBAMyb 0esmeibHOCHb
KOJLeSUANIbHBIX OP2AHO8, UCHOTb308ANb
COBPEMEHHOe NPoSPAMMHOe 0becneueHue U
OGQQUCHYI0 OpemeXHUKY

Bnaodemv: nasvikamu opeanuzayuu npuema
nocemumerneu, NIAHUPOBAHUS paboyee
8peMeHU PYKogooumers




1.3 MecTO0 AMCHUILUIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM
MPOrpamMmabl

JucuumuinHa (Moayib) «/lenmoBoi 3THKET» OTHOCUTCS K 4acTH, (GOPMHPYEMON y4aCTHHKAMH
00pa3oBaTeNbHBIX OTHOIIEHUH OJI0Ka JUCHUIUIMH Y4eOHOTO IUIaHa.

Jiss OcBOEHMSI TUCHMIUIMHBI (MOIYJIsl) HEOOXOOUMBI 3HAHHS, YMEHHS W BIAJCHHA,
c(OPMHPOBAHHBIE B XOJ€ HM3YYCHHS CIEAYIOIIMX TUCHUIUIMH M TPOXOXKICHHUA TMPAKTHK:
«Dunocopusy, «Pycckuil sA3bIK M KynbTypa peum», «OpraHu3anioHHO-IOKYMEHTAIlHOHHOE
o0ecreyeHne AeATEIbHOCTU PyKOBOAUTEIISD.

B pesynpTare OCBOEHHS IUCHMIUIMHBI (MOIYJsi) (OPMHUPYIOTCS 3HAHUS, YMEHHUS U
BJIaJICHUsI, HEOOXOAUMBIE AJISI TMPOXOXKACHUS MPOU3BOIACTBEHHOW U MPENJUINIOMHOM MPAKTHUK,
OCBOCHMS JHUCHUIUIMH «/loKyMeHTanmoHHOEe oOecneueHne JesTeIbHOCTH KOMMEpPYECKHX
opranuzanmit», «KagpoBoe nemonpousBoacTtBo», «Opranuzanus paboTel ¢ 0OpameHUAMU

rpaxkJIaH».

2  CrpyKTypa JUCUHMILJIMHBI

OO01mast TpyA0eMKOCTh TUCIUIUTHHBI COCTaBisieT 3 3.e., 108 .

CTpykTypa AUCHHUILIMHBI 1)1 04HOIH (opMBI 00ydeHH

O6bveM TUCHMIUIMHBI B (pOpME KOHTAKTHOM PabOThl 00yYaromUXCs C MeAaroruuecCKuMu
pabOTHHUKaMU U (UJIH) JIMIIAMH, IPUBJIEKAEMBIMHU K peau3alii 00pa30BaTeIbHONW MPOrpaMMBbl Ha
MHBIX YCIOBHSX, IIPH MTPOBEACHNUU YUCOHBIX 3aHATHIL:

Cemectp | Tum y4eOHBIX 3aHATUI KonuuectBo
4acoB
2 Jlekuun 24
2 Cemunapsl/mabopaTopHblie padoThI 36
Bcero: 60

O0beM JUCHHILTUHBL B (HOpPME CaMOCTOSTENbHON pabOTHI 00YYAIOIINXCS COCTABISIET 48
aKaJIEMUYECKUX YaCOB.
CTpyKTypa AUCHHUILIMHBI 1JI1 0YHO-32049HOI (hOPMBI 00yUeHHs

O0beM TUCIUIUIMHBI B ()OpME KOHTAKTHOW PabOThl OOYYArOMIMXCS C TEAarorH4eCKUMHU
paboTHUKaMU ¥ (WJIK) TUIIAMU, TPUBJICKAEMBIMHU K peair3aliii 00pa30BaTEIbHON MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPU MIPOBEICHUH YICOHBIX 3aHSATHH:

Cemectp | Tum y4eOHBIX 3aHATUI KonuuectBo
4acoB
2 Jlexumn 16
2 Cemunapsl/1abopaTopHbie pabOThI 20




| Bcero: | 36

O0beM OUCIHILTUHBI B (POPME CAMOCTOSTENBHON pabOThI 00YYAIOIIMXCS COCTABISET 72
aKaJeMUYECKHIX YacOoB.

CTpyKTypa JTUCHUIIMHBI JJI51 3204HOI (POopMBbI 00yUeHUs1

OO0beM IUCIMIIMHBI B (pOpME KOHTAKTHON paboOThl 0O0yYaromuxcs ¢ MelIarormyecKuMH
pabOTHHUKaMU U (UJIH) IMIIAMH, IPUBJIEKAEMBIMU K peau3aliii 00pa30BaTeIbHONW MPOrpaMMBbl Ha
MHBIX YCIOBHSX, IIPH MIPOBEACHUHU YUCOHBIX 3aHATHIL:

Cemectp | Tum yaeOHBIX 3aHATUI KonuuecTBo
4acoB
2 Jlexkumn 8
2 Cemunapsl/nabopaTopHbie paboThI 16
Bcero: 24

O0beM OUCIHILTUHBI B (DOPME CAMOCTOSTENBHON pabOThI 00YYAIOIIMXCS COCTABISET 84
aKaJIEMUYECKUX YaCOB.

3 Coaepxanue IUCHUIINHBI

Ne | HammeHnoBanue pasaesa Coaepxanue
AUCHHUTINHBI
1 Pasnen 1. Beenenne IIpenmer u 3agauu Kypcea.

Hopmbl HpaBCTBEHHOCTH, OObIYAW W TPAIUIMH Kak
OCHOBBI 3THKeTa. lMcropuyeckoe pas3BUTHE U
HalMoHanpHas cneruduka. IlpumeHeHue HOpM
3THKETa B PAa3MUYHBIX CcUTyalusx. OcoOeHHOCTH
JI€JI0BOr0 3TUKeTa. [IpMHIMMBI 1€I0BOr0 3THUKETA:
3THUYHOCTb,  AKOHOMHYHOCTb,  3(PPEKTHUBHOCTb,
KoHcepBaTu3M. CTpyKTypa J€JIOBOTO  OITHKETA.
AHanu3 JUTepaTypsl 0 Kypcy.

2 Paznea 2. Ilcuxojiorusi o0IeHns Curyanuu oOmieHus u 3TUKeT. KoMMyHHKaTUBHBIN

U ITHKeT. cTaryc. YHHBEpCaJlbHbIE TMpaBUia IO3UTHBHOTO
OOILEHHUSI.
3 | Pa3nen 3. YciaoBusi 6u3Heca. Crparerust pa3BuTus (pUpMbI. DIIEMEHTHl MMHUIDKA

¢bupmbl: mpodeccHoHAM3M M KOMIIETEHTHOCTh
COTPYIHUKOB, BHEIPCHHE OTHUYECKUX HOPM B
yOpaBieHUH  (QUPMOI,  HAIEKHOCTh,  HMMHJK
COTPYIHUKOB, JIOKyMEHTAIIMOHHOE oOecreveHue
NeSITeIbHOCTH, IU3aliH. DTUYECKHIA KOAEKC (PUPMBI.
TpeGoBaHust [1€10BOr0 3TUKETa K CIY)KEOHBIM
MOMEIIEHUsIM.  BBIOOp  1BETOBOrO  peIICHUS.
Odopmnenne cayKeOHBIX MTOMEIICHH.

4 Pa3nea 4. UMHIK 1eJI0BOTO PeueBast kynbTypa.PeueBoii 3THKET. DIE€MEHTHI
YeJl0BeKa pedueBoro otukera. OCHOBHBIE TpeOOBaHUA K
NeNOBOMY  pa3roBopy. (OCHOBHBIE JIOTHUECKHE
3aKOHBI W WX TPUMEHEHUE B JIEJIOBOH peEuw.
BricymmBanue co0eceTHUKA KaK
ICUXOJIOTMYECKUN MIPUEM. IToBenenue c
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cobeceHUKAMHM  pa3IMYHBIX  IICUXOJIOTMYECKHX
TUNOB. Pe4eBoil ATUKET MpeicTaBIeHus, 0OpalieHus,
KOMIUIMMEHTA, NO3ApaBJeHMs, polanus. Benenue
JUCKYCCHIA. DTalbl IPUHATHS PELICHUH, 3aBEPLICHUE
Oecebl.

HesepbOanvubie cpenctBa oOmeHus. Manepsl,
MHUMUKA U )KECTHI.

BusutHble kapTouku. Bunabl BHU3UTHBIX KapTO4YEK,
TpeOoBaHus K UX OQOpPMIIEHHUIO, MpaBUiIa
IIPUMEHEHHUS.

TpeGoBaHusI 1€70BOTO 3THKETa K BHEIIHEMY BUIY
JIEJIOBOr0 4esioBeka.KoCToM [1€710BOM  JKEHIIMHBI.
Beuepnuii tyaner. Akceccyapbl. Makusik. Koctiom
JenoBOro MyxuuHbl. IlogOop IIBETOBOM TaMMBI.
MHOro(yHKIIMOHAJILHOCTh OACKIbI.

5 | Pazgea 5. CirykeOHbIN ITHKET

OTHUKET B  OTHOWICHHWSX  pPYKOBOAWUTENS U
MOTYNHEHHBIX. CoTpyIHHYECTBO: daxTopsl,
CIOCOOCTBYIOIIHE palroHATILHOMY
B3aMMOJICHCTBHIO. DTHKA MPHKa3a U NPOCHOBL, 3THKA
HakazaHus, (opma yBombHeHHs. OnTUMH3ALKA
ciry>keOHoro obmenus. OpraHu3anus U MpoBeACHNE
coBemannii. CriocoObl paspemeHust KOH(QIMKTHBIX
CUTyalluid.  OTUKET  PYKOBOAMUTENSA.  ODTUKET
ceKkpeTaps.

Ilpuem  nocerureneil.  OpraHuzauus  IpHeMa
MOCeTUTENIeH U MpaBuia odmeHus ¢ HuMu. Pabora B
IIPUEMHOM.

Kynbrypa Ttenedonnsix mneperoBopoB. IlpaBuia
BEJICHHUS IETIOBOTO Telne()OHHOTO pa3roBopa.

6 Pa3zgen 6. busHec-3THKeT.

Kommepueckue nieperoBopsl. OCOOEHHOCTH BEACHHUS
KOMMEPUECKHX TIePEroBOpPOB: WX CTpaTerus W

TAKTHKA. IloBenenue B HEeOJIaronpusITHON
[IEPErOBOPHOMN CUTyalUH. O6cnyxuBaHue
IIEPETOBOPOB.

MexnyHapoassiii IpoTokoi. [IpueM MHOCTpaHHBIX
JeeTaliid: IOArOTOBKAa K  BCTpede, BCTpeEYa,
obopymoBaHue MTOMETIEeHU VIS BCTpeY
MHOCTPAaHHBIX JieJIeTalii. OcobenHoctu
MEKIYHAPOAHBIX IIEPEroBOpoB. Pexomenmanuu K
BEJICHHUIO IIEPETOBOPOB C MPEICTABUTEIIMU Pa3HBIX
crpas. [Tomapku u cyBeHUpHI B A€T0BOI cepe.
IIpueMbl ¥ ux opraHuszauus. Buael npuemos.
Opranmzanust npuemoB. Bpibop Buaga mnpuema.
CocraBnenune CIIACKa IIPUTJIAILIEHHBIX.
IIpurnamenus u ux paccsuika. [lIopsaok nmposeneHus
npuema. [Ipe3eHranuu u uX 0cOOEHHOCTH.

4 OoOpa3oBaTejibHbIEC TEXHOJIOTHH
Jlnist mpoBeieHus y4eOHBIX 3aHATHH 110 AUCHUIUIMHE UCTIONIB3YIOTCS pa3InuHble 00pa3oBaTeIbHbIC
TEXHOJIOTUH. {151 opraHu3anu yuyeOHOro mporecca MOXKET ObITh HCIIOJIIb30BAHO 3JIEKTPOHHOE
oOydeHue ¥ (WJIH) JUCTAHIIMOHHBIE 00Pa30BATEIBLHBIC TEXHOIOTHH.
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5 OwueHka IIaHUPYEMBbIX pPe3yJIbTATOB 00y4eHHs

5.1 Cucrema onieHUBaAHHUSA

Dopma KOHTPOJIA Makc. KOJIM4€eCTBO
0aJU10B
3a ogny Bcero
padory
Texymui KOHTPOIIb:
- onpoc u yyacmue 8 OUCKYCCUlU HA ceMuHape (memsl |5 6an108 35 bannos
1-6)
- N10020MOBKA 00KIA0A 10 6annos 10 6annos
- KOHMPONLHASL PADOMA HA CEMUHAPCKOM UTU 15 6annos 15 6annos
npakmuyeckom 3ansamuu (memwl 4-6)
[TpoMexyTodHas aTTecTalus 40 bannos
(nucbmenHwvll omeem Ha 2 60npoca)
Hroro 3a cemectp (Oucyuniuny) 100 6annos
3a4ém

ITosy4eHHBII COBOKYNIHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKATy OLICHOK U B
IIKaIly OIleHOK EBporieiickoii cucteMsl nepeHoca u HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHH ¢ TaOIHUIIEH:

100-6amnpHast TpazuImonHas mkana IIkana
[IKaja ECTS
95 -100 A
304 OTJIMYHO B

68 — 82 XOpOIIO 3a4TE€HO C

56 — 67 D
5055 yIOBJIETBOPUTEIHHO E

20 — 49 FX
0-19 HEYIOBJIETBOPUTEIHHO HE 3a4TCHO F

5.2 KpnTepml BBICTABJICHHUA OLICHKH 110 JUCHHUIIJINHE

bannsl/ Orenka 1o Kpurepun onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHUILIINHE
Ilxana ECTS | nucuuruinze

100-83/ «OTJIINYHO» BricraBnsiercs oOyuaromemMycs, €ciid OH IITyOOKO U

AB IIPOYHO YCBOMJI TEOPETUYECKUM U IPAKTUUECKUI

MaTepua, MOXKeT IPOJEMOHCTPUPOBATh 3TO HA 3aHIATUAX U
B XO/I€ IPOMEXKYTOUYHON aTTECTALINH.

OOyuaronuiics HCUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPHIO C
IIPAKTUKOM, CIIpaBIISIETCA C PEIIEHUEM 3a/1a4y
npo¢eCCUOHATILHON HANIPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHJILHO 0OOCHOBBIBACT MIPUHSATHIC
peLIeHuS.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TIUTepaType.
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Bamnel/
lkama ECTS

O1ueHka 1o
NIUCIUATUINHE

Kpurepun onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHUILIIHNHE

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMyCs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnerennuu, 3akpenia€Huble 3a AUCHUIIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «BBICOKHUI.

82-68/

«XOopouio»

BricraBnsiercst o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUN U IIPAKTUYECKUNA MaTepuai, IpaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJE
IIPOMEKYTOYHON aTTECTAlUU, HE JOIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicsi IpaBUIBHO MPUMEHSIET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLIECHNUHN ITPAaKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAMPAaBICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMHU ISl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATBLHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMyCs C
y4E€TOM PE3YNbTATOB TEKYIIEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnereniuu, 3akperniéHuble 3a AUCIUTUITMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHUI.

67-50/
D.E

«yIOBJIETBOPU-
TEIILHO

BricraBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTepUall,
JIOMYCKAET OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUHU Ha
3aHATHUAX U B XOZE IIPOMEXYTOYHOU aTTECTALUH.
OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IPUMEHEHUH TEOPETUYECKUX ITOJI0KEHUN IIPU PEILICHUU
MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHONW HAPaBICHHOCTH
CTaHAAPTHOI'O YPOBHS CIIOKHOCTH, BJIaJICET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.

JIeMOHCTpHpPYET A0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JIUTEPaTyphl 10 JUCLUIIIINHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromeMycs C
y4E€TOM PE3yNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnereniuu, 3akperniéHnble 3a AUCIUTUITMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBINY.

49-0/
F,FX

«HCYHOOBJICTBOPUTC
JIBHO»

BricraBnsiercs o0yuaromemMycs, €ciii OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepHal, JoMycKaeT rpyOblie OUIMOKH IpU ero
U3JI0’)KEHUU Ha 3aHATHIX U B XOJ€ IPOMEXYTOUHON
aTTeCcTalluu.

OOyuJaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHNN TEOPETUUECKUX TOJI0KEHUH NPU pPELIEHUH
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHONW HAPaBICHHOCTH
CTaHJapPTHOT'O YPOBHS CJI0)KHOCTH, HE BJIaJ€ET
HEOOXOIMMBIMU JIJIsl 3TOTO HAaBBIKAMHU M MIPHEMaMHU.
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Bamnel/ O1ueHka 1o Kputepuu onieHKH pe3ynbTaToB 00yUeHUs O JUCIUILTHHE
Hlkana ECTS | qucouruinge

JIUTEPaTyphl 10 JUCLUILIIUHE.

aTTCCTalluu.

3a AMCUUIUIMHON, He CHOPMHUPOBAHBI.

JleMOHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOM

O1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON

KomMmneTeHuu Ha ypoBHE «JOCTaTOUHBII», 3aKPEIUIEHHBIE

5.3 OueHouHbIe cpeAcTBA (MATEPUAJIBI) NJIA TEKYIEr0 KOHTPOJIA
yCIeBaeMOCTH, IPOMEKYTOYHOM aTTeCTANNM 00yYAOIIUXCS 110

JTUCHUILIMHE
Konmponvnsie 6onpocut 013 meKyuieil u RPOMelCymouHol ammecmayuu

= 0 © N o v kW D=

[\ I NG R e e e e T e Y e T
—_— O O o0 9 N B B~ W NN = O

22.
23.

[IpakTudeckoe 3HaAYCHUE U3YUYECHUS MPABUI IETIOBOTO OOIICHHUS.
Y10 Takoe 3TUKET?

Pa3noBugHOCTH STHKETA.

OCOOEHHOCTH JI€JIOBOrO 3THKETA.

[IpuHLUIIBI 1ETOBOTO ATUKETA.

IIcuxonornyeckue HCTOKH 3THUKETA.

Cutyanuu oOLIEHHS U TUKET.

KoMMyHHMKaTHUBHBIN CTaTyC U €T0 POJIb B IOCTPOCHUN MOJIEIH TTOBEICHMSL.

[TaTpuapxanbHble U AEMOKPATUUYECKHE NCTOKU 3TUKETA.

. Uctopus 3amagiHOro 3TUKETA.

. UcTopus BOCTOUHOTO 3THKETA .

. @opMupoBaHe HOPM cykeOHOTro 3THKeTa B Poccuu .

. UMuK QUPMBI M €10 3JIEMEHTHI.

. TpeGoBanus STHKETa K OpPraHU3aUH CIyKEOHOTO TOMEIIECHUSI.
. PeueBoli ATUKET U €ro 2JIeMEHTHI.

. Ilcuxosnoruyeckue MprueMbl BeJICHUS AETI0BOI Oece bl

. Opranu3zanus AeJ10BOr0 COBELIAHMS.

. OcobeHHOCTH MOBEICHUST HA KOMMEPYECKUX ITEPETOBOPAX.
. KynpTypa o01ieHus ¢ moceTuTensmu.

. KynpTypa Tenedonnoro pasrosopa.

. @akTophl, CrmoOcOOCTBYIOIME OJArONPHATHOMY IICHXOJIOTHYECKOMY

KOJUICKTHUBE.
OntuMu3zanus ciy>keOHOro oOLIeHHUS.

KynsTypa nepenucku.

KJIIIMaTy B
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24. Crioco0bl paspemnieHust KOHQIUKTHBIX CUTYaluH.

25. Oco0eHHOCTH MEXTyHaPOIHOTO IPOTOKOJIA.

26. IloaroroBka K npueMy MHOCTPAHHBIX J€JIeralyii.

27. Cneuunduka BeIeHUS MEXKITYHAPOTHBIX IEPETOBOPOB.

28. Be16op Buaa mpuema.

29. [loaroToBKa U oOpraHu3aiusi IPUEMOB.

30. OcoGeHHOCTH IPOBEICHUS IPE3CHTALIUH.

31. Cnernuduka uMUIKa AETOBOTO YEIIOBEKA.

32. JKeHIimHa B 1€710BOM OOLLIEHUH.

33. KocTioM Kak 3J1€EMEHT UMHUKA IEJIOBOTO YEJIOBEKA.

10.

11.

12.

13.

14.

15.

16.

17.

IIpumepnas memamuka 00K1a008 NO Kypcy «/{enogoii smuxemy
DJEMEHTHI peYeBOro STUKETA.

HcToku 1e10BOro 3TUKETA.

OcHoBHBIE TPEOOBAHMSI K JIETIOBOMY Pa3roBOpYy.

[IpaBuina aprymeHTanuu.

Kynbrypa tenedonHOro pasroBopa.

TpeboBaHMsI STHKETA K JETOBOM IEpENucKe.

OTHKET B OTHOILIECHUSIX PYKOBOJUTENS U TOYMHEHHBIX.
IIpuem noceTurenen.

CiyxeOHble B3aUMOOTHOILECHHS MY>KYMHBI U 'KCHITHHBI.
OcoOEHHOCTH HOPM JIeTTIOBOTO 3TUKETA JUISL CEKpEeTaps..
Opranuzanus 1 MpoBeACHNE KOMMEPUYECKUX IEPEroBOPOB.
Crnenuduka BeeHUS IEPETOBOPOB € 3apYOCKHBIMU MTAPTHEPAMHU.
CyBeHupHI ¥ MOAApKH B JIEIOBOH chepe.

BusuTHbIE KapTOYKH B €TOBOU cdepe.

Bunpl 1e710BBIX TIPUEMOB.

Crnenuduka UMUIKa 1EI0BOTO YETIOBEKA.

KoctioM Kak 3aeMeHT UMHJKA ACJTO0BOro 4€j10BCKa
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6 YdyeOHO-MeTOAUUYECKOE M HH(POPMALIMOHHOE O0ecTievyeHe TN CIUTIIUHBI

6.1 CnucOK HCTOYHHUKOB M JIUTEPATYPHI
Jumepamypa

Obs3amenvhas

Konecuukosa H. JI. [lenoBoe obmienne. Business Communication [D1eKTpoHHBIHN pecypc]
: yue6. mocobue / H. JI. KonecHukosa. - 5-e u3., crep. - M.: @nunta, 2012. - 152 c. - ISBN 978-
5-89349-521-8. - Pexxum nocrtymna: http://znanium.com/catalog/product/495986

HenoBoe obmienue. JlenoBoit 3Tuker: Yued. mocoOue Uisi CTYACHTOB BY30B / ABTOp-
cocrasutens U.H. Ky3nenos. — M. : OHUTU-JTAHA, 2017.- 431 c. - ISBN 978-5-238-01337-

4. - Tekct : anekTpoHHbIN. - URL: http://znanium.com/catalog/product/1028716

Jononnumenvnas
Kysuenos U.H. JlenoBoe obmienue. - 7- uza., nepecm. - M.:Jlamkos u K, 2018. - 528 c.:
ISBN 978-5-394-02951-6 - Pexxum noctyma: http://znanium.com/catalog/product/411372

JenoBoe obmenue: YueoHoe nmocodue / Jlepesiukun E.B., - 2-e uzn., crep. - M.:®nunTa,
W3n-Bo VYpan. yn-ta, 2017. - 48 c. ISBN 978-5-9765-3088-1 - Pexum pocryna:
http://znanium.com/catalog/product/946644

6.2 IlepeueHs pecypcoB HHGPOPMAIMOHHO-TEJIEKOMMYHHUKALMOHHOMN CeTH
«AnTepHeT»

Caiit «IIpaBuna sTukera» http://etiquetterules.ru/

Caiit «JTtuka: Mmopains, punocodus, penurus» http://ethicscenter.ru/

Caiit «JlenoBoii aTuker» http://delovoi-etiket.ru/

ONeKTpOHHO-OMOINOTeYHass cucteMa [DIeKTpOHHbIM pecypc]. Pexum nocryma:

http://www. znanium.com

6.3 IIpodeccnonanbHble 0a3bl JAHHBIX U1 HHPOPMALMOHHO-CIIPABOYHbIE
CUCTEMbI

JHoctyn k npodeccuonanbHbIM 0a3am qaHHbIX: https://liber.rsubh.ru/ru/bases

WudopmanroHHbIe CIIPaBOYHbBIE CUCTEMBI:
- T'apanT [OnexktponHslii pecypc]. — DnekTpoH. naH. — M., cop. 2013. — Pexum nocryna:

http://www.garant.ru.
- Koncynperant Ilntoc [DnexkTpoHHBIM pecypc]. — DnekTpoH. aaH. — M., cop. 2013. — Pexum

nocryma: http://www.consultant.ru.
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7 MaTepHaJILHO-TeXHI/I‘IeCKoe o0ecmeueHue ANCIHHUIIINHBI
Aynuropun Juisi pOBEACHUS JIEKIIMA U CEMUHAPCKUX 3aHATUI C TEXHUYECKUMU CPEJICTBAMU
o0yuyeHus (MyJIbTUMEIUA-TIPOEKTOP (BUICONPOEKTOP), 3KpaH (IIEPEHOCHOM MM CTAI[HOHAPHBIN)),

KOMIIBIOTEPHBIH KJIACC [T TPOBEACHUS JIAOOPATOPHBIX 3aHATHH.

1. Ilepeuens ITO

Nent Haumenosanue [10 IIpousBoaurens Crioco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
6000010
pacnpocmpaunsemoe)
1. Adobe Master Collection CS4 Adobe JILIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMIIEH3UOHHOE
3. Windows 7 Pro Microsoft JINIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3MOHHOE
5. Windows 10 Pro Microsoft JINLIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMILIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInneH3noHHoe
8. Zoom Zoom JINICH3UOHHOE

2. Ilepeyens Bl m UCC

Nenn HaunmenoBaunue
/1

1 | MexayHaponusie pedepatuBHble HaykomeTpuueckue bJI, toctynHeie B paMkax
HanuoHaILHOM noanucku B 2020 T.

Web of Science

Scopus

2 | [IpodeccuonanpHble monHOTEKCTOBBIE B/I, 1OCTYyNHBIE B paMKax HallMOHAJIBHON
noxamucku B 2020 r.

XKypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnans! Taylor and Francis

3 | [Ipodeccruonanbubie momHOTEKCTOBBIE B]]

JSTOR

N3nanus mo oOmecTBEHHBIM U TYMAaHUTAPHBIM HayKaM
DnekrponHas 6ubnmoreka Grebennikon.ru

4 | KoMnbroTepHbIE CIIpaBOYHBIE IPAaBOBBIE CUCTEMBI
Koncynprant Ilntoc,
l'apanT
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8 Oobecneuenne 00pa3oBaTeJILHOIO MpoUeECCa AJIA JUI ¢ OTPAHUYCHHBIMHU

BO3MOKHOCTHAMH 310POBbHA 1 HHBAJIUAO0OB
B xozxe peanuzanyy IUCHMILIMHBI UCIIOJIB3YOTCS CIEAYIOIINE JOIOIHUTEIbHBIC
METOJbl O0O0Y4YEHMsI, TEKYIIEro KOHTPOJIS YCHEBAEMOCTH M IPOMEXYTOUHOM aTTECTallMU
00yyYaromuxcs B 3aBUCUMOCTH OT UX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

® IS CIENBIX U CITAa0OBUAAIIMNX:

- JeKuuu O(OpMISIOTCS B BHUJAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEpA CO CIEIHMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTieUeHUEM;

- TMCbMEHHBIE 33/J1aHHS BBINOJIHSIOTCS HA KOMIIBIOTEPE CO CHEUUAIU3UPOBAHHBIM
POTPaMMHBIM 00eCTieueHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecnieunBaeTCs MHANBUIYaIbHOE paBHOMEPHOE ocBeleHne He MeHee 300 Jokc;

- JUIs BBINIOJMHEHMS 3aJaHusl NP HEOOXOTUMOCTH TPEAOCTABISACTCA YBEIWYHMBAIOLICE
YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEJINYHMBAIOIINX YCTPONUCTB;

- MUCBbMEHHBIE 33aJ]aHNs OPOPMIISIOTCS YBEIIMYESHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMIOJTHSAIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEPE.

® IS TIYXMX M CIa0O0CIbIIAIINX:

- Jekuud O(OPMIISIIOTCS B BHJIE 3JCKTPOHHOTO JOKYMEHTa, JHOO MpPEeJOCTaBIIAETCS
3BYKOYCWJIMBAIOIIAsl allapaTrypa MHAUBUAYAIbHOIO IIOJIb30BaHUS;

- MUCHbMEHHBIE 33JJaHUS BBIMOJIHAIOTCS Ha KOMITBIOTEPE B MUCBMEHHOM (hopMe;

- 9K3aMEH M 3a4€T MPOBOJISATCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO IIPOBE/ICHUE
B (hopMe TECTHPOBAHUSI.

e JUIsl IUI| C HAPYILIEHUSMU OIIOPHO-/IBUraTENILHOTO aniapara:

- JeKuuu O(OpMISIOTCS B BHUJAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IIOMOIIBIO
KOMIIBIOTEpA CO CIEIMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTICUeHUEM;

- TMCbMEHHBIE 3a/JlaHHS BBIINOJIHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
MPOTPaMMHEIM 00€CTICUeHUEM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMIOJTHSAIOTCS B MUCBMEHHOHN (opme Ha
KOMIIBIOTEPE.

[Tpu HEOOXOMMMOCTH MpeyCMaTPUBACTCS YBEIIMUCHNUE BPEMEHH Il IOATOTOBKH OTBETA.

[Iponienypa  mpoBefeHHs  NPOMEXKYTOUHOH  arTecTauuu Uil OOydaroImuxcs
YCTAHABIMBACTCS C Y4YETOM UX HMHIUBUIYAJbHBIX ICUXO(PHU3MUECKUX OCOOEHHOCTEH.
IIpomexyTouHast arTecTanusi MOXKET IIPOBOIUTHCS B HECKOJIBKO ATAIlOB.

[Ipu npoBeneHNH MpoLEaypHl OLEHUBAHUS PE3yJIbTATOB OOyUEHHs IMpeaycMaTpuUBaeTCs
UCTIOJNIb30BAaHUE TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYAJIbHBIMH
0COOEHHOCTSIMH 00yYarOMUXCsA. DTU CPEICTBA MOTYT OBITh MTPEOCTABICHBl YHUBEPCUTETOM, WIIN
MOTYT UCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBenenue mpoueqypbl OICHMBAHHUS  PE3yJAbTaTOB  OOy4YeHHs JIOMYCKaeTcs C
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOIOTHA.

ObecneunBaeTcst A0CTYN K MH(POPMAITMOHHBIM U OnOIMOrpaduyeckuM pecypcaM B CETH
WuTepHeT Ui Kaxkaoro oOydamomerocss B (opmax, aganTUPOBAHHBIX K OTPAHUYEHUSM HUX
3JI0POBbSI U BOCIIPUATHUS HH(POPMALTUH:

® IS CIENBIX U CITAa00BUASAIIMX:

- B Ie4aTHOU (opMe yBEIIMUECHHBIM HIPUPTOM;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- B IeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

e s O0yYaroIuXcs ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEIBHOTO arlnapara:
- B IeYaTHOH opme;
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- B hopmMe 3IEKTPOHHOTO IOKYMEHTA;
- B (hopme ayanodaiina.

Y4eOHble ayAUTOPUU I BCEX BUIOB KOHTAKTHOM U CAMOCTOSITENILHON pabOThI, HAydHAs
OuOIMOTEeKa W MHBIC TIOMEIICHUS N7 O0y4YeHUs] OCHAIICHBI CHEeIHAIBLHBIM 000PYJOBaHHEM W
y4eOHBIMUA MECTaMH ¢ TEXHHYECKUMU CPEJICTBAMHU O0yUCHUS:

® JUIS CJICIBIX U CIA00BHISIINX:

- YCTpOMCTBOM Uil cCKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiinsa PAC Mate 20;

- mpuntepoM bpaitis EmBraille ViewPlus;

e Uil TUIyXHX M CIAOOCIBIIIANINX:

- ABTOMATH3MPOBAaHHBIM pa0OYUM MECTOM /I JIOJAEH C HapylieHHeM ciiyXxa |
¢71a00CIIBIIIAIINX;

- aKyCTUYECKHUI YCUIIUTEIh U KOJIOHKH,

e ISt OOYYAIOIIMXCS C HAPYIICHUSIMU OTIOPHO-/IBUTATEIILHOTO ariapara:
- IEPEIBIKHBIMU, PETYIUPYEMBIMU 3proHomMuueckumu napramu CHU-1;
- KOMITBIOTEPHOU TEXHHUKOW CO CIIeUATBHBIM IPOTPAMMHBIM 00€CTICYCHUEM.

9 MeToanyecKkue MaTepUuaIbl
9.1 IlinaHbl CECMMHAPCKUX 3AHATHIA.

Tema 2. Icuxonorus 06IIeHHs] M ITHKET
Lenv 3auamusa: O6CyuTh Ha IPUMEPE KOHKPETHBIX CUTYalluii BO3MO>KHbBIE BAPHAHTHI OOIICHNUS,

paccMOTpPETh MPaBUIIa MO3UTUBHOTO OOLICHUSI.
Dopma npogedenusi — IPaKTUIECKOE 3aHATHE.

Bonpocul ona 06cyscoenus:

. Curyarnuu o01eHus.

) KoMMyHUKaTUBHBIH CTaTyC.

° YHuBepcallbHbIC MMPaBUIa MO3UTUBHOTO OOIICHUS.
3aganme 1

[TpeiokuTe HOBYIO YCIYTY CBOETO PEKIIAMHOT'O areHTCTBA 10 TeJIeQOHY Pa3InYHbIM
THIIAM KJIMEeHTaM. Pa3birpaiite cuTyanuu B napax.

3aganue 2

Bb1 3BoHUTE HOBOMY (CTapoMy) KIMEHTY, HOTPEOHOCTH U BKYCBI KOTOPOTO BaM
HEU3BECTHHI (M3BECTHHI). Bam Heobxommumo:

-pacroyoKuTh K cede KIMEeHTa;

-yOeIUTh €ro clienaTh 3aKas.

3amanue 3

BaMm Heo6x01uMO HaIIOMHHTE O cebe TIoCiIe MPOI0JDKUTEIBHOTO nepepriBa. Kak Bb
noctpoute 6eceny no Tenedpony? Kak 6ecena nmo renedony Oyaer 3aBUCETh OT TUIA apTHEpa?
IIpuBenure nBe-TpU pasiIMuHbIe CUTyaluu. Paspirpaiite ux B nmapax.

Cnucox ucmoyHuKos u Jumepamypbol.

Jlumepamypa:
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Konecuukosa H. JI. JlenoBoe obmienne. Business Communication [D1eKTpoHHBIHN pecypc]
: yue6. mocobue / H. JI. KonecHukosa. - 5-e u3z., crep. - M.: @nunta, 2012. - 152 c. - ISBN 978-
5-89349-521-8. - Pexxum nocrtymna: http://znanium.com/catalog/product/495986

HenoBoe obmienue. JlenoBoit 3Tuker: Yued. mocoOue Uisi CTYACHTOB BY30B / ABTOp-
cocrasutens U.H. Ky3nenos. — M. : IOHUTU-JIAHA, 2017.- 431 c. - ISBN 978-5-238-01337-

4. - Tekct : anekTpoHHBIN. - URL: http://znanium.com/catalog/product/1028716

Kysuenos U.H. JlenoBoe obmienue. - 7-¢ uza., nepecm. - M.:JlamkoB u K, 2018. - 528 c.:
ISBN 978-5-394-02951-6 - Pexxum noctyma: http://znanium.com/catalog/product/411372

JenoBoe obmenue: YueoHoe nmocobue / Jlepesiukun E.B., - 2-e uzn., crep. - M.:®nunTa,
W3n-Bo VYpan. yn-ta, 2017. - 48 c. ISBN 978-5-9765-3088-1 - Pexum npocryna:
http://znanium.com/catalog/product/946644

Tema 3. YciaoBus 6u3Heca.
Llenv 3anamus: VI3y4uTh COCTABISIONINE UMUIKA OPraHU3aluH, OOCYAUTH BHEAPEHHE 3THUECKUX

HOPM B JIESITEIbBHOCTh OpTraHu3aIliu.
Dopma npogedenusi — IPaKTUIECKOE 3aHATHE.

Bonpocul ona 06cyscoenus:

J DneMeHTBl UMHKa (PUPMBI.

° Kanposas nonuruxa.

J BHeapeHnue 3THUECKUX HOPM B JESITEIBHOCTD COTPYIHHUKOB.

o JIOKyMEHTaIlMOHHOE 00ecTedeHre KaK 3IEMEHT UMHKa  (DUPMBI.
o TpeboBaHus 1eTOBOTO 3TUKETA K CIIYKEOHOMY MTOMEILIEHHIO.

o [Tpobnembl «OTKPBITOro» o(uca.

Crucok ucmoyHuKo8 u 1umepamypbi:
Jlumepamypa:

Konecunukosa H. JI. JlenoBoe obmienne. Business Communication [D1eKTpoHHBIHN pecypc]
: yue6. mocobue / H. JI. KonecHukosa. - 5-e u3., crep. - M.: @nunta, 2012. - 152 c. - ISBN 978-
5-89349-521-8. - Pexxum nocrtymna: http://znanium.com/catalog/product/495986

JHenoBoe obmienue. JlenoBoit 3Tuker: Yued. mocoOue uisi CTYACHTOB BY30B / ABTOp-

cocrasutens U.H. Ky3nenos. — M. : IOHUTU-JIAHA, 2017.- 431 c. - ISBN 978-5-238-01337-

4. - Tekct : anekTpoHHBIN. - URL: http://znanium.com/catalog/product/1028716
Kysuenos U.H. [IlenoBoe obmienue. - 7-¢ u3a., nepecM. - M.:[lamkos u K, 2018. - 528 c.:
ISBN 978-5-394-02951-6 - Pexxum goctyma: http://znanium.com/catalog/product/411372
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JenoBoe obmenue: YueoHoe nmocobue / Jlepesiukun E.B., - 2-e uzn., crep. - M.:®nunTa,
W3n-Bo VYpan. yn-ta, 2017. - 48 c. ISBN 978-5-9765-3088-1 - Pexum npocryna:
http://znanium.com/catalog/product/946644

Tema 4. UMuak 1e10Boro 4esiopeka. PeueBoi 7 THKeT.
Lenv 3anamus: VI3ydnTh npaBujia peYEBOro 3TUKETA.

Dopma npogedeHusi — IPaKTUIECKOE 3aHATHE.

3aganue 1

[TpuBenuTe MpUMepsl U3 JTMYHOTO OMBITA MPABUIBHOTO U HEMPABUIBLHOTO UCIIONb30BaHUs ThI- 1
Bri-00111eHYS B 1€I0BOM KOMMYHUKAITUH.

3aganue 2

Bam napthep mo aenoBomy OOIIEHHIO HeoNmpaBaaHHO BhIOMpaeT Twi-o0menue. Kak Bbl Oynere
cebss Bectn? Kakumu STHKETHBIMH (OpMyJaMH BBl MOXKETE€ IOAYEPKHYTh JTUCTAHIIUIO
odunmansHOro 00IIeHUs?

3amanue 3

Kakue ¢popmyisl pedeBoOro 3THKETa BbI HCIIONB3yeTe, YTOOBI O0PATUTHCS:

1) K HOXHWIIOMY YE€JIOBEKY, YTOObI y3HATh, KOTOPHI Yac;

2) K CeKpeTapro JTUPEKTOpa, YTOOBI y3HATh pEIICHHUE 110 BallleMy 3asBJICHUIO;

3) K noauuencKomy, YToObl Y3HATh, KaK MPOEXaTh Ha BHICTABKY.

3amanue 4

Kakoe oOparienue Bbl BbIOepeTe B Hadaie MPE3eHTAMOHHONW PEeyH, €CIM 3HAETE, YTO TOCTIMHU
LIEPEMOHUU SBJISIOTCSI OU3HECMEHBI, TIOJIUTUKY, Ky pHaIucThl? Kakoe oOpalieHre yMecTHO, Koria
BbI OOpalaeTech K CBOMM MoAUYnHEHHbIM? Kak 00paTuThCs K cCeKpeTapio B IPUEMHOM AupexTopa?
Kak BbI oOpatutech k mBeiapy win odpuiuanry?

3amanmne 5

CocraBbTe a5 ce0si BUBUTHYIO KapTouKy. [l03HaKOMBTECH C JAETOBBIM MAPTHEPOM, UCIIONIb3YS
BU3UTHYIO KAPTOUKY.

3aganne 6

ITo3HaKOMBTE CBOETO PYKOBOAUTEIIS:

1) ¢ npuOBIBIINM MHOCTPAHHBIM MTAPTHEPOM;

2) c KJIMEHTOM Baieil pupmsl.

3ananmne 7

Kakue sTukeTHbIe (pa3bl BB UCIIONIB3YETE Ui BEXKIUBON (POPMBI OTKA3a:

3) UpUHATH NPEAJIOKEHUE;

4) BbICIATH HOBBIE KATAJIOTH;

5) TOpUHSATH NOCETUTETIS.

3amanne 8

CocTtaBbTe TEKCT MO3PABUTEILHON PEUYH B YECTh TOIOBIIMHBI S TEIHHOCTH OPTaHU3AIIH.
3aganue 9

CocTtaBbTe TEKCT MO3/IPABUTEIBHOTO MUCHMA, aJPECOBAHHOTO AUPEKTOPY (GUPMBI, U CPABHUTE C
M03/IPAaBUTEIBHBIMH TEKCTAaMH, KOTOPBIE BBl OOBIYHO aJpecyeTe CBOMM OJIM3KHM (CTPYKTYpa,
BbIOOp OOpalleHusi, CaMOMMEHOBAHHUE, MTO3APABUTEIbHBIE (POPMYJIIBI).

Crucok ucmoyHuKo8 u 1umepamypbi:
Jumepamypa:

Konecunuxosa H. JI. JlenoBoe obmienne. Business Communication [D1eKTpoHHBIHN pecypc]
: yue6. mocobue / H. JI. KonecHukosa. - 5-e u3., crep. - M.: @nunta, 2012. - 152 c. - ISBN 978-
5-89349-521-8. - Pexxum nocrymna: http://znanium.com/catalog/product/495986
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HenoBoe obmienue. JlenoBoit 3Tuker: Yued. mocoOue uisi CTYACHTOB BY30B / ABTOp-
cocrasutens U.H. Ky3nenos. — M. : OHUTU-JIAHA, 2017.- 431 c. - ISBN 978-5-238-01337-

4. - Tekct : anekTpoHHBIN. - URL: http://znanium.com/catalog/product/1028716

Kysuenos U.H. [IlenoBoe obmienue. - 7-¢ u3a., nepecM. - M.:[lamkos u K, 2018. - 528 c.:
ISBN 978-5-394-02951-6 - Pexxum goctyma: http://znanium.com/catalog/product/411372

JenoBoe obmenue: YueoHoe nmocobue / lepesiukun E.B., - 2-e uzn., crep. - M.:®nunTa,
W3n-Bo VYpan. yn-ta, 2017. - 48 c. ISBN 978-5-9765-3088-1 - Pexum npocryna:
http://znanium.com/catalog/product/946644

Tema S. Cayxeonntii 3Tuker. TpeGoBaHue 1€710BOr0 ITHKETA K BHEIIHEMY BUIY U HMHUJIKY

YyeJIoBeKa.
Lenv 3anamusa: VI3yuutb TpeOOBaHUS STUKETA K BHEIIHEMY BUY U UMHUIKY YeJIOBEKa.

Dopma npogedenusi — IPaKTUIECKOE 3aHATHE.

3aganue 1

[TonabnromaiiTe 3a mMo3aMU M JKECTaMH JIIOJEH BO BpeMsi 3aHSATHS, COBCUIaHUS, Ha
OCTaHOBKE, IIEpE]l HadaJoM CIIEKTakJsd, B TpaHcrnopre. CpaBHUTE CBOIO OLIEHKY BHYTPEHHETO
COCTOSIHUSI 00bEKTa HAOIIOIEHH ¢ OLIEHKOM cBoero ToBapuia. OOCyauTe OTIUYHSL.

3aganue 2

[ToripoOyiiTe B TeueHue 15 MUHYT MOCMOTpPETH JIATHHOAMEPUKAHCKHUI Tenecepuan 6e3
3ByKa U MONBITANTECH 10 )KECTaM M [103aM I'€pOEB MOHATh, YTO IPOUCXOIUT HA SKPAHE.

3amanue 3

B of0menun ¢ [py3psMH TNpUOOpeTaiiTe HAaBBIKM MOApPaXKaHUS IO 03¢ U
«OT3epKaJTMBaHUIO» JKecTOB. HabmoaiiTe 3a M3MEHEHUIMU COCTOSTHUSI cOOECeTHUKA.

3aganue 4

[ToripoOyiiTe onpeaeauTh HaCTpOeHHE OJIM3KOTO BaM YeJIOBeKa, IPUHSB €ro M03y.

3amanne 5

Paz6eiirecy Ha mapsel. [lepBele HOMepa HAUMHAIOT PACCKa3bIBaTh BTOPHIM O TOM, KaK OHU
IIPOBEJIY BUEPAIIHUN J€Hb. Y CIYLIAIOUIMX 3aJaHie — B TEYEHHE NEPBBIX TPEX MUHYT IPUHATH
103y, NOJPAXKAIOIIyI I03€ pPAcCKa3uMKa, U «OT3E€pPKaIUBaTh) €ro JKECThl. 3aT€M IPUHATH
IIPOU3BOJIBHYIO 1103y U MEPECTATh «OT3EPKAIMBATLY NMapTHepa. [IoToM noMeHsHTeECh POJISIMHU.

3amanue 6

[ToripocuTte apyr Apyra OTBETHTH Ha BOIPOCH 00 0COOEHHOCTSIX BAIIEro BHEIIHETO BU/A!
MaHephl 0JIeBaThCs, MOXOJKU, U3MIOOIEHHBIX 1103, )KECTOB, 3BYYaHHUs I0JI0CA, BHIPAXKECHUS JUIIA,
B3TJIsiAa, YIbIOKK. MIHTepecHo ObLIO OBl y3HATh, BBI3BIBACT JTU KaKHEe-HUOY/b aCCOIMAIIMU BaIll
o0pa3 ¢ 1BeToM, 3amaxom, (Gpopmoii, TBMKEHHUEM, pacCTeHUEM, XKUBOTHBIM, IpeameroM. Kakoro
JIUTEPATYPHOTO UM KHHOTEPOs BBl EMY HallOMHUHaeTe?

3amanne 7

I'pynna momoraeT KaxJoMy HailTH OTBETHI Ha CJIEAYIOLINE BOIPOCHI:

1. B yem ocobGennocTu Bamero nMumka? Hackonpko OH IpuemiieM B J1€JI0BOM MuUpe?

2. Tlomymaiite, 4T0 HYXXHO CAEJaTh, YTOOBI Balll UMUK CIIOCOOCTBOBAJI YCIEXY B
JIEJI0BOM MHUpE:

a) KaK yJy4lIUTh BHEIIHEE BIEYATICHHUE;

0) KaKue JeJOBbIe KaueCcTBA HYXKHO NMPHOOPECTH, KaKHE YCOBEPILIECHCTBOBATh, OT KAKUX
HE/I0CTAaTKOB XapaKTepa He00X0AUMO N30aBUTHCH.

3amanne 8

IIpounraiite mpeIaraeMble pPEKOMEHIALUU, NPOAYMAaNWTe BapUaHTBl ONECKABI UL
CHEAYIOLIMX JEIOBBIX LIEJICH:
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-caMoIIpe3eHTalus,
-y4acTue B J€JI0BOM COBEIIAHUU,
-B€YEPHUN YKUH C JICJIOBBIMU ITAPTHEPAMH.

Pexomenganum:

1. Camoe Ba)XxHOE IPABUIIO — OJIETHCS COOTBETCTBEHHO. M3yunTte Oynymryro ay JUTOPHUIO.
Y Bcex ¢upMm ectb cBoii kona B onexae. COTpYyIHHKH KpPYNMHOW (UPMBI, CBSI3aHHOH C
OyXTraJTepCKUM y4eTOM U MEHEKMEHTOM, O/IEBAIOTCSI COBCEM MHAue, YeM HEeOOIbIIONH KOMIIAaHUN
3ByKO3anucH. JIroasM HpaBsTCS T€, KTO BBIMJIIUT IOX0KE Ha HUX CAMHX, TIOATOMY IPUCIIOCOObTE
CBOM BHEIIHUI BUJ K 00ILIEMY CTHIIIO CBOEeH OyayIeii ayAuTOpHH.

2.  IlpucnocabmuBaTbcs K CTHIIIO CBOCH ayIUTOPHM BOBCE HE 3HAYMUT JKEPTBOBATH
u3AIecTBOM. Bbl ockopOuTe X, eciau OyJeTe BBIIIAACTh HEPALUINBO.

3. Bnl moxere 000ApPUTH ayJUTOPHUIO CBOMM BHIOM. llokaxkute, 4TO BBl YXKe
MIPEOJI0JICNIN BCE TPYJHOCTH U MPOOIEMBI X UTO OHH TOXKE MOTYT 3TO C/IEATh.
4. Ecam BBl BBICTYHmAaeTe Imepes ayguTOpUEl IIPOTHUBOIIOJIOXKHOIO II0J1a, HE

nepecTapaiiTech B CBOEM XKellaHUH YIIoJ00UThCs UM. JKeHIrHa, oJieTast B )KeHCTBEHHBIH, XOPOIIIO
CUIAIIMM KOCTIOM, BBICTyIAsl Iepel] NPEUMYILIECTBEHHO MYXXCKOU ayAUTOpUEH, IAOCTUTHET
ropaszio OOJBILIEro, YeM B CTPOTOM MY>KCKOM KOCTIOME B Y3KYIO TOJOCKY.

5.  Hukorzma He mo3BOJsiiTE, YTOOBI Ballla BHEIIHOCTh INPEBATUpPOBAJIa HAJ BAIIUM
BBICTYIUICHHEM. AyIUTOPHsI cOOpanach, 4TOOBI YCIIBILIATh, YTO BBl XOTUTE CKa3aThb, a HE YBU/CTbD,
BO YTO BBI OJIeThl. ECITU BBI XOTHTE MMOKa3aTh ce0s KaK 3HaTOKa B CBOEM IPEAMETE, TO BaM CKOpee
MIOMOJKET OZICKa CACpP KaHHAasi U COJMIHAS, YeM HeOpeKkHas MM O4eHb dPPeKTHAS.

6. IloaroroBka oueHb BaxkHa. HuKorga He OCTaBIsITE pELIEHHUS, UYTO kK€ HAJETh, HA
nocjeIHui Beuep. PemmTe 3T0 HEMHOTO paHbIle, 4TOOBI BCe OBUIO MOATOTOBIICHO, BBITJIAXKEHO U
IIPOBEPEHO 3apaHee.

Cnucok ucmoyHuKos u 1umepamypbi:

Jumepamypa:

Konecuukosa H. JI. [lenoBoe obmienne. Business Communication [D1eKTpoHHBIHN pecypc]
: yue6. mocobue / H. JI. KonecHukona. - 5-e u3z., crep. - M.: @nunta, 2012. - 152 ¢. - ISBN 978-
5-89349-521-8. - Pexxum nocrtymna: http://znanium.com/catalog/product/495986

JlenoBoe obmienue. JlenoBoit 3Tuker: Yued. mocoOue uisi CTYACHTOB BY30B / ABTOp-
cocrasutens U.H. Ky3nenos. — M. : OHUTU-JIAHA, 2017.- 431 c. - ISBN 978-5-238-01337-

4. - Tekct : anekTpoHHBIN. - URL: http://znanium.com/catalog/product/1028716

KysunenoB U.H. JlenoBoe obuienue. - 7-e usn., nepecm. - M.:[lamkoB u K, 2018. - 528 c.:
ISBN 978-5-394-02951-6 - Pexxum goctyma: http://znanium.com/catalog/product/411372

JenoBoe obmenue: YueoHoe nmocobue / Jlepesiukun E.B., - 2-e uzn., crep. - M.:®nunTa,
W3n-Bo VYpan. yn-ta, 2017. - 48 c. ISBN 978-5-9765-3088-1 - Pexum npocryna:
http://znanium.com/catalog/product/946644

Tema 6. busnec-3Tuxer. Oprauu3anus u NpoBeIeHHe MPe3eHTAHIA.

Lenv 3anamus: VI3yunTs TpeOOBaHUS K OPraHU3AINH U MIPOBEACHUIO MTPE3EHTAIHIA, TIOJJTOTOBUTH
Y TIPOBECTH MPE3EHTAIHIO.
Dopma npogedenusi — IPaKTUIECKOE 3aHATHE.

3aoanua:
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1. BoIOop TeMaTUKK Mpe3eHTAIHH.

2. TloxGop nuTepaTypbl IO BHIOPAaHHOM TeMe.

3. IloaroroBka nokinana.

4. IloaroroBka WIIIOCTPATUBHOIO MaTepuaa.

5. IloaroroBka BOIIPOCOB JOKJIAJAYUKY.

6. IloaroroBka pekJIaMHOM MPOTYKIUH.
PexoMeHiyeMble TeMbI IPE3EHTALUH:

1. TIIpe3eHTanust OCHOBHOW 00pa30BaTENbHON MPOTrPAMMBI [0 HAIIPABJICHUIO O0yUCHHS.
2. Ilpesenranus nporpamMmmHoro npoaykra AC J10Y.
3. Ilpe3eHTanus KOCMETHYECKOTO IMPOAYKTA.

4. Ilpe3eHTanusi KHUTH.

TemaTtuka MOXeT ObITh IPEUI0KEHA YHaCTHUKAMH UTPBI.
Cnucok ucmoyHuKos u 1umepamypbi:

Jlumepamypa:

Konecunukosa H. JI. JlenoBoe obmienne. Business Communication [D1eKTpoHHBIHN pecypc]
: yue6. mocobue / H. JI. KonecHukosa. - 5-e u3z., crep. - M.: @nunta, 2012. - 152 c. - ISBN 978-
5-89349-521-8. - Pexxum nocrtymna: http://znanium.com/catalog/product/495986

JlenoBoe obmienue. JlenoBoit 3Tuker: Yued. mocoOue Uisi CTYACHTOB BY30B / ABTOp-
cocrasutens U.H. Ky3nenos. — M. : IOHUTU-JIAHA, 2017.- 431 c. - ISBN 978-5-238-01337-

4. - Tekct : anekTpoHHBIN. - URL: http://znanium.com/catalog/product/1028716

Kysuenos U.H. [IlenoBoe obmienue. - 7-¢ u3a., nepecM. - M.:[lamkos u K, 2018. - 528 c.:
ISBN 978-5-394-02951-6 - Pexxum goctyma: http://znanium.com/catalog/product/411372

JenoBoe obmenue: YueoHoe nmocobue / Jlepesiukun E.B., - 2-e uzn., crep. - M.:®nunTa,
W3n-Bo VYpan. yn-ta, 2017. - 48 c. ISBN 978-5-9765-3088-1 - Pexum npocryna:
http://znanium.com/catalog/product/946644
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9.2 MeToanuyeckue PECKOMEHIAIIUHA 110 ITOATOTOBKE IMCHbMECHHBIX paﬁoT

B npornecce o0yuenus ctyaentsl PITY BBINONHAIOT pa3Hble BUbI MHCbMEHHBIX paloT.

OCHOBHBIMU IIETISIMH MMCBMEHHBIX Pa0OT B By3€ SBISIOTCA:

* 3aKpeIUICHHUE MOJTyYEeHHBIX 3HAHUH M0 CIIEIHATLHOCTH, IPUMEHEHNE 3TUX 3HAHUH MU
peneHnH mpoeCCUOHATBHBIX 3a1a4;

* pa3BUTHE HaBBIKOB BEICHUS CAMOCTOSTEILHON pabOTHI, OBJIaIeHHE METOAUKAMU U
MPUHIUIIAMUA CAMOCTOSTEIbHON MCCIIeI0BATEIbCKON IEATEIbHOCTH;

* (hopMupoBaHNE yMEHHUS TPAMOTHO H JIOTHYHO U3JaraTh COOpaHHbIC HAy4YHbIC JaHHbIC
U MaTepuaibl COOCTBEHHON MCCIIeI0BATEIbCKON IEATEIbHOCTH.

Haubonee npocras, HO oueHb BakHasi popMa MUCbMEHHOU pabOTHI B By3€ — 3TO
KOHTpoJbHast pabota. OHa SBiIsIeTCs 00513aTENBbHBIM 3JIEMEHTOM CaMOCTOSATEIBHOM paboThI
CTYZCHTA U, TIPEXKJIE BCETO, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATh U NIEpeaBaTh
UH(OPMALIHIO.

OTOT BUJI MUCBMEHHOM PabOThI MPEYCMOTPEH YUEeOHBIMH IUTAHAMH ITOATOTOBKH
0akanaBpoB M Ha Kadenpe apXUBOBEICHHS MTPeIaracTcsl B paMKax U3ydeHUs OOIUX KypCcoB U
KIIB.

Taxke B mporecce 0OydeHHUs] CTYACHTY IPEICTOUT BBIIOJHEHHE KYPCOBBIX paldoT,
KOTOpbIE (POPMUPYIOT UCCIIEAOBATEILCKUE HABBIKM, PA3BUBAIOT CIIOCOOHOCTH CUCTEMATU3ALUH 1
OCMBICJICHHSI YK€ CYIIECTBYIOLIETO 3HAHUS M HANpaBJICHbl HAa CAMOCTOSTENILHOE pEILICHHE
HEKOTOPBIX TEOPETHUECKUX WM MpaKTHUecKuX 3a7ad. KypcoBas paboTa 7eMOHCTpHPYET YMEHHE
paboTaTh ¢ MCTOYHUKAMH, HCIOJIb30BaTh JOCTH)KEHUS COBPEMEHHON Hayku (Hampumep,
UCTIOJIb30BaTh JOCTHKEHHS apXHUBOBEICHUS, a TAKXKE CMEXKHBIX HAyK M HAYYHBIX AUCLUIUINH),
YCIIEIIHO pellaTh MOCTaBJICHHbIE 3aJayd, oO0pabareiBaTh M 0000maTh marepuan. Hamucanue
KOHTPOJILHOM pPa0OThI, MOJArOTOBKA M 3allldTa KYPCOBOM MMeEET psJ OpPraHU3alMOHHBIX H
METOAMYECKUX 0coOeHHOcTeH. O3HAaKOMIIEHHE C JaHHBIMH METOJWYECKMMHU PEKOMEHIAIMSIMH
MIOMOJXKET CTYZECHTaM IPaBUIBHO OPraHU30BaTh CBOIO YUEOHYIO W HAYyYHO-HCCIEIOBATEIbCKYIO
paborty.

OO0mue Tpe0OBaHNUSA K CTPYKTYpe U COAePKAHMIO MHCbMEHHBIX padoT

BaxHoii ¢opmoii caMOCTOATENBHOM pabOTHI CTy/AEHTA SIBJISETCS KOHTPOJIbHAsE padoTa.
Ona mpenycMoTpeHa aisi OOJIBIIMHCTBA TUCHMIUIMH y4eOHOro IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBezieHUs. Ee HanucaHue mpecienyer 1eib yriyOlIeHHOW NpopadOTKU AUCIUITNHEIL.

KonrponbHast paboTa BBINONHAETCS CTYJCHTaMH B COOTBETCTBHH C TEMAaTHUKOM,
eXKErogHo  yTBepknaemor  kadenpoil. KonrponbHas paboTa  SBISETCS  3JIEMEHTOM
CaMOCTOSITENIbHON PabOThI CTYACHTOB, TO3TOMY BBIOODP TEMBI MPEIOCTABISACTCS CTYACHTY.

Jlo HamucaHMs KOHTPOJBHOH paOOThl CTYIEHT JOJDKEH B IIEJIOM O3HAKOMHTBCS C
paszzienamu Kypca, peyCMOTPEHHBIMHI Y4eOHOM POrpaMMOi.

PaboTa 1o HanmMcaHUIO KOHTPOJIbHOW HAYMHAETCS C BBISABICHHS U U3YUCHUSI HCTOUHUKOB
U nuTeparypsl o teme. [lo okoHuaHuM cOopa v U3yUEHHsI JIUTEPATYpPhl M UCTOYHUKOB CIIEAYeT
IIPOAYyMaTh IJIaH KOHTPOJIbHOM paboThl. CocTaBieHue MiIaHa — Ba)KHAS 4YacTh Pa0OTHI HAJ TEMOIA.
[Tnan npezacraisier co0oi MepevyeHb BOMPOCOB, OTPAXKAIOLINX CojepkaHue uccienoBanus. Ot
TOT0, HACKOJIBKO YETKO OH MPOAYMaH U IMOCTPOEH, BO MHOTOM 3aBUCUT Kau€CTBO KOHTPOJIbHOM
pabotbl. B mian nenecooOpa3Ho BKIIOYUTH HanOoJiee BaKHbIE TEOPETUYECKHE U MPAKTHUECKUE
BOMPOCHI TEMBI, KOTOpbIE IPU HEOOXOAUMOCTH MOTYT OBITH JAeTalu3upoBaHbl. Kak mpaswuio,
pabounii BapuaHT IUIaHa JIOJHKEH OBITh Pa3BEPHYTHIM, YTO 00JeryaeT paboTy HajJ TEMOM.

B okoHuaTenpHOM BapuaHTE IUIaH MOXET OBITh JaH B COKPALICHHOM BHUJE, HO
00s3aTeNIbHBIM YCIIOBHEM TMPH 3TOM SBJISIETCS OTPaXKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMBbIX B KOHTPOJIbHOW pa 6ore. CocTaBleHHBIN IUIAH JOJDKEH HAHTH OTpakeHUE B
OIJIaBJICHUU K KOHTPOJBHOH pabote. PaboTa MomkHA BKIIIOYATh TUTYJBHBIN JIUCT, OTJIaBlICHHE,
BBEJICHHE, OCHOBHYIO YacTh, COCTOAIIYIO U3 HECKOJIBKHX Pa3/IeI0B WK naparpados, 3aKI0ueHHe,
CIHMCOK MCTOYHMKOB M JUTEpaTypbl. Bo BBeeHMN HEOOXOIMMO KPAaTKO PACKPBITH 3HAUCHUE U
aKTyaJbHOCTh HM3y4yaeMOIo BOIpoca (TeMbl), Ha3BaTh OCHOBHBIC 3aJaud paboOTHl, ee
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XPOHOJIOTUYECKUE pPaMKH, OOOCHOBaTh CTPYKTYpY, JaThb KpaTKUil 0030p HCTOYHHUKOB H
auteparypsl o teme. O030p UCTOUHUKOB M JIUTEPATYPHI HE JOJDKEH CBOAUTHCS K MEPEUHCICHHIO
MCTOJIb30BAHHOTO aBTOPOM HOPMAaTHBHOTO MaTepuana M OMyOJIMKOBaHHBIX cTareil. B Hewm
ClleyeT NaTh aHAIM3 MCTOYHHKOB W JIMTEPATyphl. B 3aBHUCHMOCTH OT oObeMa M LIEJIEBOTrO
Ha3zHa4eHUs paboThl, 0030p UCTOYHUKOB U JINTEPATYPHl MOXKET OBITh MPEACTABICH OTIEIbHBIM
naparpadoM WK pa3/ielioM B OCHOBHON 4acTH paboThI.

OcHOBHasi yacTb KOHTPOJBbHOM palbOThl NOJDKHA OBITH HM3JI0KEHA B COOTBETCTBUHU C
IUTAHOM, OCBEIIATh COCTOSHHE U COJEpKaTh aHAJM3 PAacCMAaTPHUBACMbIX BOIIPOCOB C YYETOM
COBPEMEHHOT'O YpPOBHS Pa3BUTUS TEOPETUUECKUX 3HAHUNH M OIBITa NPAKTUYECKOH pabOTHI
apXMBHBIX YUPEXKICHUI B 3TON 00JIaCTH.

[Tpu packpbITHH TON UM UHON TEMBI CTYACHT JOJDKEH CTPEMUTHCS MOAPOOHO U TITyOO0KO
U3JI0KHUTh KPYT BOIIPOCOB, BXOJAIIMX B Hee. [lo mMepe paccMOTpeHHs Marepuana OTIENIbHbIC
MIOJIOKEHHS KOHTPOJIBHOM paboThl cielyeT WUTIOCTPUPOBATh IPUMEPAaMH U3 JIUTEPATYPHI U, TIO
BO3MOKHOCTH, M3 TNPAKTHKH PabOThl KOHKPETHBIX apXMBOB C 00s3aTENbHBIMU CCHUIKAMU Ha
JUTEpaTypy U UCTOUYHUKU. B 3aKiI0ueHUH KOHTPOJIBHON pabOThl HEOOXOIUMO MOJBECTH UTOTH
TEOPETUYECKONH W TMPAKTHMYECKOW pa3paboTku BONpocoB. CIHMCOK MCTOYHUKOB U JIMTEPATYPHI
npeacTaBisieT co0oi MepeyeHb HCHOJIb30BAHHBIX PabOT MO TeMe, B KOTOPOM YKa3bIBAIOTCA
(bamMHUITUN ¥ MHUIHAIBI aBTOpa (aBTOPOB), Ha3BaHUE pabOTHI, MECTO, BPEMsI €€ OIyOJIUKOBAHUS U
CTpaHMIIBI.
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IHpuioxenue 1

AHHOmMayua oucyunaunvl (Mooyns)

JucuumnuHa  (MOAynbh)  peanmm3yercs Ha  (akylIbTeTe  apXWUBOBEIACHHUS U
JOKYMEHTOBeIeHUs Kadeapoi TOKyMEHTOBEICHHS, ayIMOBU3YAIbHBIX U HAyYHO-TEXHUYECKHX
apXHBOB.

Henp nucuumiuubl (MOAyIsl) — MOJATOTOBUTH CHELUAINCTA, BJIAJACIONIETO HOpPMaMu
JICIOBOTO ITUKETa, KAaK COBOKYITHOCTH MPAaBWJI, TPUHIIMIIOB U KOHKPETHBIX (hOpM OOIICHHUS.

Sagaun:

-U3y4eHHE UCTOPUU ITHKETA,

-OBJIaJICHUE DJIEMEHTaMHU pEUYEBOM KYyJIbTYpPhl, COBPEMEHHBIMH HOpPMaMHU JEJIOBOTO

o01ieHus1, TpeOOBaHUSAMH K MOBEJICHUIO U UMHJDKY YeJoBeKa B cepe OuzHeca.

JucuumuinHa (MOyJb) HalpaBjieHa Ha (pOpMUPOBAaHHE CIETYIONUX KOMITETCHIIUNA:

ITIK-6.1. Micnonb3yeT 3HaHUS NIPABOBBIX U OPraHU3AL[MOHHBIX OCHOB YIIPaBJIEHMSI, OCHOB
JOKYMEHTHOM JINHT BUCTUKH, IPABUJI PYCCKOTO SI3bIKA, JIEJIOBOTO 3TUKETA, COBPEMEHHBIX METOIOB
noucka u 06paboTku nHGOpMAaIHK i oOecTieyeHus TpopeCCUOHATBHOMN 1A TEIbHOCTH;

[1K-6.2. OcymectBnsier cOop, 00paboTKy U aHanu3 WHGOpPMAIMM, COCTABIAECT U
PEelaKTUPYET TEKCTHI CIYKEOHBIX JOKYMEHTOB C UCIIOJIb30BAHMEM COBPEMEHHOTO ITPOTPAMMHOTO
obecrieyeHns: ¥ O(UCHON OPIrTeXHUKH;

[1K-6.3. YuacTByeT B NpOBEICHHMH KOH(PEPEHTHBIX MEPONPUATHH, JTOKYMEHTUpPYET
JeSITeIbHOCTh KOJUIETHAJIbHBIX OPraHOB, OPTaHU3YeT MPHUEM IOCETUTENCH, MIaHupyeT pabodee
BpeMsl PYKOBOJIMTENsI, HCIIOJIB3YET COBPEMEHHOE MPOrpaMMHOE oOecriedeHne U O(UCHYIO

OPIrTCXHUKY IJIS TIOATOTOBKU CJ'Iy)Ke6HbIX JOKYMCHTOB.

B pezynemame uzyuenus oucyuniunblt cmyoeHm O0JIHCEH 3HAMb:

-0 HOpMaX HPaBCTBEHHOCTH, TPAAMIIHUSIX, O0BIYasIX KAK OCHOBAX dTHUKETA;

-TpaBUJIa MOBEJCHUS B PA3IUYHBIX CUTYAIUSIX OOIICHHUS,

-TpebOBaHus JEIOBOTO ITUKETa K OpraHu3aIuu u ohopMieHHo oduca.
B pezynomame uzyuenus Oucyuniunbl cmyoeHm O00IHCEH YMemby.

-CO3/IaBaTh MPEJICTABICHHUE O ceOe KaKk 0 KOMIETEHTHOM U BBHICOKOKYJIBTYPHOM MapTHEPE
o Ou3Hecy;

-BHEJIPSITh dTUYECKHE HOPMBI B yIIPaBIEHUE OpraHu3aluei;

B pezynemame uzyuenus oucyuniunst cmyoeHm 00xceH 0o1a0ams HA8bIKAMU:



24

-HaBbIKaMH MTPOBEICHUS JIETOBBIX Oece/l, COBEIIaHui U epEeroBOpoB;
-HaBbIKaMH (P OPMUPOBAHMS UMUJIKA JIETIOBOTO YEJIOBEKA;
-HaBbIKaMH BBITIOJIHEHUS MPEICTABUTEIbCKUX (PYHKINH.

[To qucuumuinHe (Modyar0) MPEeAyCMOTPEHA IPOMEXKYTOUHAs aTTecTallst B opme
3auema.
OOm1ast TPy A0EMKOCTh OCBOCHHUS AUCIUIUIMHBI COCTABIISCT 3 3a4ETHBIC €TUHHIIBI.



