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Coaep:xanue (pabovasi nporpamMmma)

Mecro aucuuruinasl B cTpyktype OI1

[Tnanupyemsble pe3yabTaThl 00yueHHs 10 JUCHMIUIMHE, 00eCeYnBatoLINe JOCTHKEHIE
IUTAHUPYEMBIX PE3YJIbTaTOB O0YUYESHHS O IIPOrpamMmMme

O0BeM u BUIBI YIeOHOU PabOThI
Coneprkanue TUCIUILTAHBI
MarepuaabHO-TEXHHUYECKOE M YUeOHO-METOINYECKOE 00eCIICUeHUE TUCIIUTUTHHBI

®DOoH/T OIIEHOYHBIX CPEJICTB IO JUCIUILUINHE

Crp.



Lenpt0o u3ydeHHs OUCHMIUIMHBI  sBIeTCS  (OPMHUpPOBaHME pe3yIbTaTOB  OOyUYCHHMS,
o0ecneunBaroIuX JOCTHKEHNE TUIAHUPYEMBIX PE3yJIbTaTOB OCBOCHUS 00pa30BaTEIbHOM MPOTrpaMMBbl.

1. MecTo aucuuniannbl B crpykrype OII

JucuuruinHa JlenoBble KOMMYHUKAIMK U JOKYMEHTOOOOPOT BXOAMT B 00s3aTENIbHYIO 4acTb
osioka b1./lucuuninnsl (Moaynu)

[IpenmecTByromue IUCHUIUIMHBI 110 CBS3SM KOMIIETEHUUN: Pycckuil s3bIK M KyJlbTypa peuw,
HNHocTpanHbIi 361K, PUTOpHKA M CTUIMCTHKA IUCBMEHHOU pedr, PyCCKHit sI3bIK KaK MHOCTPAHHbIN

2. [liianupyemMble pe3y/bTaThl 00y4eHHs MO JMCHMUILINHE, 00ecneuYnBalolIue JOCTHKEHH e
IUIAHNPYEMBbIX Pe3yJIbTATOB 00yUYeHHs 10 MporpaMmme

N3yuenune aucuuiuinHbl JlenoBble KOMMYHUKAIIMU U JOKYMEHTOOOOpPOT B 00pa3oBaTelbHOM
IporpaMMe HamnpasieHO Ha (POPMUPOBAHUE Yy 00YUAIOIIUXCS CIETYIOINX KOMIIETEHIU!
YuuBepcanabuble komnerennun (YK):
VYK-4 - Cioco0GeH OCyIIeCTBIIATH AI0BYI0 KOMMYHHUKAIIMIO B YCTHON M MUCBMEHHOM (popMax Ha
roCyJapCcTBEHHOM si3blke Poccuiickoil denepainuu 1 HHOCTPaHHOM(BIX ) sI3bIKE(aX )
IInanupyemsie ([lanupyemble pe3yJibTaThl 00y4eHHUs M0 JMCHUIITIHHE

pe3yJIbTaThl

00y4eHus 1o

IIpOrpaMMme

YK-4 VK-4.1: 3HaTh: VK-4.2: YMeTb: VYK-4.3: Branerb (MMeTh

HABBIKH):

TEOPETUYECKUE OCHOBBI  |CTPOUTH JEIOBYIO HaBbIKaMH IIOCTPOEHUS
JI€II0BOM KOMMYHHUKAIMU B|KOMMYHHUKAIIMIO B YCTHOW [1€7T0BOM KOMMYHMKALIUH B
YCTHOW U NMHUCbMEHHOU U MMCbMEHHOM (opMax Ha |yCTHOW M MUCbMEHHOMN
¢dbopmax Ha roCy/IapCTBEHHOM SI3bIKE  |(pOpMax Ha roCyJapCTBEHHOM

rocynapctBeHHOM sA3bike  |Poccuiickoit denepanuu u [sa3b1ke Poccuiickoin
Poccuiickoit @eaepanuu v [MHOCTpaHHOM (bIX) si3bIKax |Denepanuy 1 UHOCTPaAaHHOM
MHOCTPAHHOM (BIX) sa3bIKe(ax

SI3BIKAX

3. O0beM U BUABI y4eOHOiT padoThI
VY4eOHbIM MJIaHOM MPEyCMaTPUBAIOTCS CIEAYIOIINE BUABI YUeOHOH paboThl MO AUCIUIIUHE:
Ounas ¢popma 00yueHust

Buasl yueoHoii pa6oThl Beero wac/ 3.c.
Cem 4
KoHTakTHas paboTa, B TOM YHCIIEC: 36.15/1
3aHgaTHS JIEKIIUOHHOIO TUIA 18/0.5
3aHATHSI CEMUHAPCKOrO TUIA 18/0.5
WunuBuayanpHas koHTakTHas padota (MKP) 0.15/0
CamocTosTenpHas padbora: 53.85/1.5
IIpomexyTouHas aTTecTanusl 18/0.5
Bua npomexyTo4HON arTecTanyu:
3auer 3au
OO6mmas Tpya0eMKOCTh (00BEM YacTh 00pa30BaTEIIHHOM
nporpammsl): Yacsl 108
3a4eTHbIE €MUHUIIB 3
04HO-3204Has opMa
. Bceero yac/ 3.e.

Buabi yueOHoii padboThI Comt 5

KonTakTHas paboTa, B TOM 4ncIie: 4.15/0.12




3aHATHS TEKIIMOHHOTO THIIA 2/0.06
3aHATHS CEMUHAPCKOTO TUTIA 2/0.06
NunuBunyaneaast kontaktHas pabota (MKP) 0.15/0
CamocrosTenbHas padbora: 85.85/2.38
ITpomexxyTodHas aTTecTamus 18/0.5
Bua npomexyTo4HOM arTecTanyu:

3auer 3au
OO6mmas Tpya0eMKOCTh (00BhEM YacTu 00pa30BaTeIIbHOM

nporpammsl): Yacer 108
3a4eTHBIC CAMHUIIBI 3

4. Conep:xkanue JUCHUTNTHHBI

4.1. Pazoenbl, membl OUCUUNTUHBL U 6UObL 3AHAMUIL:
TemaTudeckuii MiaH TUCUUTLIMHBI J[eTOBbIE KOMMYHUKAIIMKU U JOKYMEHTOOOOPOT MpeICTaBICH
B Ta0IHUILE.

Pa3nesibl, TeMbI AMCHMILIMHBI U BUbI 3aHATHH
Ounasi popma 00yueHust

KonTakTHasi padora = Ilnanupyembie
3anarus § pe3yabTarbl
CEMHHAPCKOIro § « Oﬁy‘leHI/IH B
Ne HaumeHnoBaHue TeMbl = LA a o | § 5| coornHomennun c
n/m (pa3aesia) IMCUMILIAHBI g 5w == =z | g ‘S pe3yjabTaTaMu
) = = ot Qo = 6
= g B S 00y4eHUs 1O
23 = o0pazoBaTeLHOI
= © nporpamme
1 Pazgen 1. JlenoBeie 16 16 40 VK-4.1, YK-4.2, YK
KOMMYHHKAIUU -4.3
2. |Paznen 2. JlokymMeHTOOOOpOT 2 2 13,85 _3;K3_4'1’ YK-4.2, VK
KonTpomus 18
Htoro 18 | 18 | 0.15 | [53.85
04HO-3204Hasi hopma
KonTakTHas padora = ILnanupyemble
3ansaTus § pe3yJabTaTbl
CEeMHUHAPCKOTro é « OﬁyquHﬂ B
Ne HaumeHnoBaHHue TeMbl = LLLLL a A E | coornomenun ¢
n/n (pa3aena) IMCHMIIIMHBI g 5 o= = 2 | S'%| pesyrbraTamn
o = = = [ Qo = 6
= g E S 00y4eHUsI 1m0
23 z 00pa3oBaTeIbHOI
= © nporpamMme
Pasgen 1. JlenoBeie VK-4.1, YK-4.2, YK
1. 2 2 60
KOMMYHHKAIUU -4.3
2. |Paznen 2. JlokyMeHTOOOOpOT 2 2 25,85 _S;K:f'l’ YK-4.2, YK
Kontponb 18
Htoro 2 | 2 [ 0.15 | | 85.85

4.2 Cooepircanue pazoenoe u mem

4.2.1 KontakTHas padora
TemaTHnka 3aHATHIH JEeKIITHOHHOI'0 THIIA



HauMeHoBaHHNE TEMBI Buj 3ansarus
Nen/m « | TeMaTHKa 3aHATHS JIEKIIMOHHOI0 THIIA
(pa3nesia) IMCHUILIMHBI | JIEKIIMOHHOT0 THIIA
1. Pazpnen 1. Jlenoselie Jlexmus 1 Cojeprxkanue J1e10BOM KOMMYHHUKAIIUH
KOMMYHUKAITUH ®opMBI YCTHOTO JIETIOBOTO OOIICHUSI:
Jlekiug 2
COBCIIIAaHHE
Jlexuus 3 JlenoBble neperoBopsl
Jleknus 4 YnpasneHne KOHQIUKTOM
2. Jleknnsa 5 Manunynsiuuu B 1€JI0BOM KOMMYHUKALUHU
Paznen 2. e 6 Hesep6anbnoe obimenue. XKecTbl, MUMUKA,
JloKyMeHTOO0OOPOT. H B3TJISIIBI
NMupK 1€10BOTO YeIoBeKa : CIyKeOHBIN
Jlexuga 7
1 OM3HEC STUKET
AHanu3 coaepkaHusi padboT COMCKATEIIS.
Jlexmus 8
MertarnporpaMMbl
Texums 9 DNEKTPOHHAs JIeTT0OBbIE KOMMYHUKAIUU.
DNEKTPOHHBIN JOKYMEHTOOOOPOT.

*JIeKUMU U MHBIE Y4eOHBIE 3aHATUS, IPEAyCMaTPUBAIOIINE IPEUMYILIIECTBEHHYIO Nlepeaady yueOHoi undopmanmn
Ne1arornieckuMi pabOTHUKAMH OpTaHU3aluy U (WJIH) JIMOAMHU, MPUBJICKAeMBIMHA OpraHU3alyeil K peaan3anuu
00pa3oBaTeIbHBIX IPOrPaMM Ha WHBIX YCIOBHUSAX, 00yYarOIuMCs

TemaTHKa 3aHATHII CEMHHAPCKOI0 THIIA

Nert/nt HaumeHnoBaHue TeMbI Buj 3ansaTus TemaTuka 3aHATHS CEMHHAPCKOTO
B (pa3nena) IMCHUILIMHDBI | CEMHHAPCKOTO THIA®* THIIA
1. |Pa3men 1. [lenoBbie npakTuueckoe 3anartue |(ConepskaHue 1eJ0BOH KOMMYHUKAIIMH
KOMMYyHHKAITHH @DOopMBI YCTHOTO JICTIOBOTO OOIIICHUS:
MIPaKTUYECKOE 3aHATHE
COBEIlaHUE
MIPaKTUIeCKoe 3aHaThe |[/[enoBbie meperoBopbl
MIPAKTUIECKOE 3aHATHE |YTpaBieHHe KOHMOINKTOM
2. MaHunynasiuu B 1eJ0BOH
MIPAKTUIECKOE 3aHATHE
Paznen 2. KOMMYHHMKAIUU
JlokyMeHTOO0O0pOT. HesepbansHoe obmienue. XKectsl,

MMPAKTUYICCKOC 3aHATUC
MHUMUKaA, B3I 1bI

NMupk 1enoBoro yenoBeka : ciy:KeOHbIN

MPAKTUYECKOE 3aHITHE
1 OU3HEC ITUKET

Ananm3 conep>xanusi paboT COUCKATEs.

MIPaKTUYECKOE 3aHATHE
MertarnporpamMmmbl

SHGKTPOHHaﬂ ACJIOBBIC KOMMYHHKAIIUU.

MPAKTHYECKOE 3aHATHE .
DNEKTPOHHBIN JOKYMEHTOOOOPOT.

**  ceMHHapbl, TPAKTUYECKHE 3aHATHS, NPAKTUKYMBI, J1a0OpaTOpHBIE pPAaOOTHI, KOJUIOKBUYMBI W HWHBIE

AHAJIOTUYHBIC 3aHATUA
Nunas koHTakTHas padora

[Ipu mpoBenenuu yueOHbIx 3ansatuii CI'DY obecrieunBaeT pa3BuTHE Y 00y4arOIIUXCSl HABBIKOB
KOMaHIHOH paboThl, MEXKIMYHOCTHOM KOMMYHUKAIIUHM, NPUHATHUA PpEIIeHUH, JIMACPCKUX KauecTB
(BKJTIOYAsI TPU HEOOXOAMMOCTH MPOBEACHUE NHTEPAKTUBHBIX JIEKIIMHA, TPYNIOBBIX TUCKYCCHIA, POJIEBBIX
UTp, TPEHUHTOB, aHAJIU3 CUTYalluil 1 UMUTALIMOHHBIX MOJIEINeH, perojaBaHue TUCIUILINH (MOIysIei) B
dopMe KypcoB, COCTaBIIEHHBIX Ha OCHOBE pe3yJIbTaTOB HAy4YHBIX HCCIIEJOBAHUM, NPOBOJUMBIX
OpraHu3alieil, B TOM YHUCIE ¢ yYETOM PErHOHAIBHBIX 0COOEHHOCTEH MPO(peCCHOHATBHON AEATEIbHOCTH
BBIITYCKHUKOB U MOTpeOHOCTEN paboToaareneii).

@opMbl U METOAbI IMPOBEACHUS HMHOM KOHTAaKTHOM paboThl mpuBeneHbl B MeTOIHuUecKuX
yYKa3aHUSAX TI0 OCHOBHOM NpodeccroHanbHOi 00pa3oBaTeIbHON TporpaMmme.

4.2.2 CamocTosiTeibHasi paboTa

Neni/nn | HammeHnoBaHue Tembl (pa3gena) Aucuuiuvinabl | Bua camocrositesbHOM padoThl ***

Paznen 1. JlenoBble KOMMYHUKALUH - IOATOTOBKA JIOKJIaa
1. - IOJArOTOBKA 3JIEKTPOHHOMN IPE3EHTALUU
- TECTHPOBAaHUE




Pasnen 2. JIokyMeHTOOOOPOT. - IOJIrOTOBKA JI0KJIazia

2. - IOJArOTOBKA 3JIEKTPOHHOMN IPE3EHTAUU
- TCCTUPOBAHNC

CaMOCTOATCIIbHAsA pa60Ta B CEMCCTPEC, HAIMCAaHUC KYPCOBBIX pa60T, AOKJIaA0B, BBIIIOJIHCHUC KOHTPOJBHBIX
pabort

**%x

5. MaTepnaﬂbno-TexnnquRoe H yqeﬁno-MeTonnqeckoe odecrneuyeHue JAUCHUIIJIUHBI

5.1 JIuteparypa:

OcHoBHas1 JiuTEpaTypa

1. CnuBak, B. A. JlenoBble KOMMyHHKauy. TeopHst M IpaKkTUKa : y4eOHUK Ut By30B / B. A.
CnuBak. — Mocksa : M3narensctBo FOpaiit, 2024. — 460 c¢. — (Bricmiee oopazoanue). — ISBN 978-
5-534-15321-7. — Texkct : amekrponHbIil / Obpa3oBarensHas 1wiardgopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/536170

JlonoJiHuTeIbHAS JIUTEPaTypa

1. ’KepnakoBa, M. b. [lenoBble KOMMyHUKAIMH : YY€OHUK M MPAKTUKyM aisi By30B / M. b.
XKepnakosa, 1. A. PymsanieBa. — 2-¢ u3j., nepepad. u mom. — Mocksa : M3natensctBo FOpaiit, 2024.
— 319 ¢. — (Boicmiee obOpazoBanue). — ISBN 978-5-534-16604-0. — TekcT : 31€KTPOHHBIN //
OopasoBarenbHas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/535858

JlutepaTypa 1J15 cCaMOCTONATEILHOTO U3yYEeHHS
1.

5.2. IlepeyeHb JTHIIEH3HOHHOTO NMPOrPAMMHOI0 o0ecredeHust
1. Astra Linux Special Edition «Cmonenck», «Opem»; PenOC
2. MoiiOduc Crannaptasiii 2, MoitOduc O6pazoBanue, P7-Oduc [Ipodeccnonanbhbiii

5.3 CoBpeMeHHbIe TPodeccCHOHAIBHBIE 0a3bl JAHHBIX, K KOTOPbIM 00ecneYynBaeTcs 10CTYI
00yyarImuxcs

1. IpodeccuonanvHass 6a3a gaHHbIX «/HpOpManmoHHBIE cHucTeMbl MuHHCTEpCTBA
SKOHOMMUecKoro pasButus Poccuiickoit ®enepanuu B cetn WMurepner» (Ilopran «OdunmanbHas
Poccusi» - http://www.gov.ru/)

2. TocynmapcTBeHHast cucreMa MpaBoBoil uHpopmanmu «OQUIIHATBEHBIA HHTEPHET-TIOPTAI
npaBoBoit uaopmarmn» (http://pravo.gov.ru/)

3. IIpodeccnonanphas 6aza naHHBIX «DUHAHCOBO-IKOHOMHYECKHE ToOKazarenn Poccuiickoi
®epepanuny (OduipanpHblii caiit Munucrepersa punancos PO - https://www.minfin.ru/ru/)

4. TlpodeccuonanbHass 0aza naHHbIX «OdunmansHas cratucTukay (OduuuanbHBI caiT
denepanbHOIl CITy>KOBI TOCYIapCTBEHHOM cTaTucTUKH - http://www.gks.ru/

5.4. HNHpopMaUHOHHO-CIIPABOYHbIE CHCTEMbl, K KOTOPbIM o0ecne4nBaeTcsi AOCTYI
00y4aromuxcs

1. CnpaBouno-nipaBoBast cuctema «Koncynbtant [Limroc»

2. CpaBouHno-tmipaBoBas cucrtema «I"”APAHT-Makcumym»

5.5. CnenuajabHble MOMEIEHUS

VY4eOHble ayAUTOPUH [T IPOBEACHUS KommuiekTsl yueHHueckoi Medenu
3aHATUH JTEKIMOHHOTO THUIIA MynbTUMEANITHBIA TPOEKTOP
Jocka
DKpaH
Y4eOHbIe ayAUTOPUH [T TPOBEACHUS KommuiekTsl yueHHueCKoi Mebenu
MPaKTUYECKHUX 3aHATHH (3aHATUN MynbTUMEAMHHBINA TPOEKTOP
CEMHHApPCKOI0 TUIIA) Hocka
DKpaH
Komnbrotepsl ¢ BbixonoM B ceTb «MuTepHeT™ 1 ONOC
CI'oy




YyeOHble ayAUTOPUH [T TPYIIIOBBIX U KommuiekTsl yueHHUECKOM Mebemu

VMHIUBUYAIbHBIX KOHCYJIbTAIIUMA MynbTUMEAUHHBINA TPOEKTOP

Jocka

DKpaH

Komnbrotepsl ¢ BbixonoM B ceTb «MHTepHET™ 1 DNOC
CIay

VY4eOHbIe ayIUTOPHH IS TEKYIIETO KommuiekTsl yueHHueCcKoi Mebenu

KOHTPOJIS ¥ MPOMEKYTOYHOM aTTeCTalluu MynbTUMEAMHHBIN TPOEKTOP

Jlocka

DKpaH

Komnbrotepsl ¢ BbixoaoM B ceTh «uTepHeT» u SNMOC
CI'oy

[Tomermenus At caMOCTOATENbHOM padoThl  |KOMIUIEKTHI ydeHHYeCKoi Mebenun

MynbTUMEAMHHBIN TPOEKTOP

Hocka

DKpaH

Kommbrotepsl ¢ BbixonoM B ceth «MHTepHeT™ 1 OUOC
CIoy

[Tomemienus nst XpaHeHUs 1 KommiekTsl criennanu3upoBaHHON MeOen JIst
npoUIAKTUIECKOTO 00CTYKUBAHUS XpaHeHus: 000pyI0BaHUs
000pyTI0BaHUS

5.6 JlabopaTopum u J1abopaTopHoe 000py/10BaHHE

6. @oHI OUEHOYHBIX CPEACTB MO gucouNIuHe JleJoBble KOMMYHHUKAIHM U
JOKYMEHTO0000pOT:

6.1. KouTpobHbIe MEPONPHUSITHS 10 TUCIUTINHE

®opma KOHTpPOJIS OtrMmeTuThH
Bua xonTposs Hy#KHOE
3HAKOM
«+»
Texymuit KOHTPOIH OlieHKa JI0KJIaJI0B +
Y CTHBIN/TIUCHBMEHHBINA OITPOC +
TectupoBanue +
IIpakTHueckue 3a1a4n +
OrneHka KOHTPOJIBHBIX padoT (11 3a04HON +
bopmbl 00yUeHHUs)

IIpoMeXyTOUHBIN KOHTPOJIb  |3ader +

Iopsiiok mnpoBeaeHMs MepPONPHUATHH TEKyIIero M MNPOMEXKYTOYHOIO0 KOHTPOJISA
onpenaesierca Meroau4ecKUMM YKa3aHUSIMHU 110 OCHOBHOI nmpogeccuoHaJIbHOM 00pa3oBaTebHOI
nporpaMmMe Bbicmiero oopasoBanusi; IlosioxkeHuem o0 0aILHO-PETHHIOBOH CHCTeMe OLEHKH
yCIeBaeMOCTH OOyYAIOIIMXCS 10 OCHOBHBIM 00pa3oBaTe/ibHbIM MNPOrpaMMaM BbICIIET0O
o0pa3oBaHusi — mporpaMMaM OakajaBpuara, HNporpaMMaM CHeNHMAJTUTETa, MPorpaMMam
MarucTparypsl B ¢eepajibHOM rocyJ1apCTBEHHOM aBTOHOMHOM 00pa30BaTeJIbHOM YUpe:KIeHUH
BbICIIEro 00pa3oBaHus «CaMapcKuii rocy1apCTBeHHbIH SIKOHOMUYECKUI YHUBEPCUTET.

6.2. [Inanupyemsle pe3yabTaThl 00y4eHUsI MO AUCHUILINHE, 00ecTeYUBAIOIINE JOCTHXKEHU e
IUIAHNPYEeMBbIX pPe3yJIbTaTOB 00y4eHusl 10 porpaMmme

YuauBepcanbhbie komnereHunu (YK):
VYK-4 - CriocoOeH oCyImecTBIATh ISTOBYI0 KOMMYHHUKAITHIO B YCTHOM U MUCBbMEHHOM popMax Ha
rocyapcTBeHHOM si3bike Poccuiickoit denepanuu 1 ”HOCTpaHHOM(BIX) si3bIKe(ax)

[Inanupyembie |IlnaHupyemblie pe3yabTaTbl 00y4eHHs MO AUCHUTIIIHHE
pe3yabTaTh




o0OydeHus 1o

IpOrpaMMe

VK-4.1: 3uars: VK-4.2: Ymers: VK-4.3: Bnagets (UMETh
HABBIKH):

TEOPETUYECKHE OCHOBBI  [CTPOUTH JEIOBYIO HaBbIKaMU IIOCTPOEHUS
JI€JIOBOM KOMMYHHMKALMU B(KOMMYHHUKALMIO B YCTHOH |A€JI0BOM KOMMYHHKAILIMH B
YCTHOW U MUCbMEHHOU ¥ MMCbMEHHOM (OpMax Ha |yCTHOW M MHCbMEHHOMN
¢dopmax Ha roCyJapCTBEHHOM s3blke  [popmax Ha
rocyfapcTBEHHOM s3bike  |Poccuiickoit @enepanny U [roCy1apCTBEHHOM SI3BbIKE
Poccutiickoit deneparuu u|uHOCTpaHHOM (BIX) sI3bIKax |Poccuiickoit denepanuu u
MHOCTPAHHOM (bIX) WHOCTPAHHOM si3bIKe(ax
A3BIKAX

[Toporossrit 3HaTh OCHOBHbIE YMeTb TOYHO NIPUMEHATh  |BiiageTs cTangapTHBIMU

MIPUHIIMIIBI TOCTPOSHUS
COBPEMEHHOM AEIOBOM
KOMMYHHKAITUU B YCTHOM
U NUCbMEHHOH (hopMax Ha
rOCy/1IapCTBEHHOM SI3bIKE
Poccuiickoit ®enepanuu u
WHOCTPAHHOM (BIX)
sI3BIKAX

Ha MPAKTUKE OT/ACIIbHbIE
MIPUEMBI U METOJIbI
MOCTPOEHUS J1€JI0BOM
KOMMYHUKAIIUU B YCTHOU
¥ IUCbMEHHOU (hopmax Ha
rOCYJIapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu u
MHOCTPAaHHOM (BIX) I3bIKaX

HaBBIKAMU MOCTPOCHUS
JIeII0BOM KOMMYHHUKaIMHU B
YCTHOW U MMCbMEHHOMN
¢dopmax Ha
rOCYJJapCTBEHHOM SI3bIKE
Poccniickoit ®enepanuu u
MHOCTPAHHOM sI3bIKe(ax)

CrannaptHblii (B
JIONIOJTHEHHE K

3HaTh KOMITJIEKC
MIPUHITATIOB ITOCTPOCHUS

YMeTb rpaMOTHO
IIPUMEHATH HA IIPAKTUKE

OBnaneBaTb COBPEMEHHBIMU
HaBBIKAMU TIOCTPOCHHS

IIOPOTOBOMY) COBPEMEHHOM J1e110BOI BECh KOMIUIEKC IIPUEMOB U [/1€710BOI1 KOMMYHUKAILIUU B
KOMMYHHUKAIlMU B YCTHOM |METOJI0B ITOCTPOEHUS YCTHOU U MUCbMEHHOU
Y TUCbMEHHOM (hopMax Ha |[1e70BOl KOMMYHUKalLMHU B |[opMax Ha
roCyJapCTBEHHOM SI3bIKE€ |YCTHOM M MUCbMEHHOMU TrOCYJapCTBEHHOM SI3bIKE
Poccuiickoit deneparuu u|dopmax Ha Poccuiickoit @enepanuu u
MHOCTPaHHOM (BIX) rOCY/IapCTBCHHOM SI3bIKE  |HHOCTPAHHOM SI3bIKE(ax)
SA3BIKaX Poccuiickoit denepanuu u
WHOCTPaHHOM (BIX) SI3BIKAX
[ToBbiieHHBIN  |3HATH AKET YMeTh NpUMEHSITh Ha OBnazeBath CrielMaIbHBIM
(B TOTIOJTHEHHE K|TPOrPaMMHOTO MpaKTUKE MAaKeTOM MPOrpamm AJis
IIOPOTOBOMY, obecrieyeHus B nH(pOpPMaIMOHHbBIE UCIIOJIb30BAaHUH HABBIKOB
CTaHJAPTHOMY) |IpHUMEHEHUW HAauOoJiee  |TEeXHOJIOTHH MOCTPOCHUS  [TTOCTPOSHUS JIETIOBOM

BaYKHBIX IIPUHLIAIIOB
ITIOCTPOEHHSI COBPEMEHHOM
JIEJI0BOM KOMMYHHUKAIIUHU B
YCTHOW U MUCbMEHHOMN
¢dopmax Ha
rOCy/1apCTBEHHOM SI3bIKE
Poccuiickoit denepanuu u
MHOCTPaHHOM (BIX)
sI3bIKaxX

JIEJI0BOI1 KOMMYHHUKALIUU B
YCTHOW U MUCbMEHHOMN
dopmax Ha
rOCy/1apCTBEHHOM SI3bIKE
Poccutickoit denepanuu u
MHOCTPaHHOM (BIX) S3BIKaX

KOMMYHMKAIUU B YCTHOW 1
MMcbMeHHON hopmax Ha
rOCy1apCTBEHHOM SI3bIKE
Poccniickoit denepanum u
WHOCTPAHHOM SI3bIKe(ax)

6.3. IlacopT OLIEHOYHBIX MATEPHAJIOB

n/n

HavumMmeHoBaHUE TeMBbI
(pa3aesa) AMCUUNJIMHBI

KonTtposnpyembie
IJIAHMpYyeMble
pe3yabTaThl 00y4eHH sl
B COOTHOIIIEHUH C
pe3yJbTaTaMu
00y4eHUs MO
nporpamMmme

Bua koHTpOJIsI/HCI0/Ib3YyeMble
OlIEHOYHbIE CPeNCTBA

Texymmii

IIpoMe:xyTOYHBIH




Paspgen 1. JlenoBkie VK-4.1, YK-4.2, YK-4.3 |Ouenka goxiamgoB 3a4eT
KOMMYHUKAITUU Y TIPE3CHTAINNA

TECTUPOBAHUE,

BBINOJIHEHHE

MPAKTUIECKHIX

3aJaHUuN
Pasnen 2. VK-4.1, YK-4.2, YK-4.3 |Ouenka qoxiamgoB 3a4eT
JIOKyMEHTOOOO0pOT. H IPE3CHTALH

TECTUPOBAHUE,
BBINOJIHEHHE
MPAKTUYECKUX
3aJaHUuN

6.4.011eHOYHbIE MATEePHAJIbI JJIA TEKYILIEr0 KOHTPOJISI
https://Ims2.sseu.ru/course/index.php?cateqoryid=968

IIpumepHasi TeMaTHKa JOKJIAI0B

Pa3aesa tucuunaInHbI

Tembl

Paznen 1. JlemoBeie
KOMMYHHKAIIHH

1. MckyccTBO OOIIEHUS: TIOATOTOBKA U IPOBEICHUE JICTOBBIX OeceI.

2. CymHocTh ¥ BUIbI Oecel: 1e0Bast, KapoBas, JUCIHUILTHHAPHAS,
OpraHM3allOHHbIE Oecelbl, Oeceibl C TOCETUTEISIMHU.

3. MeTosl BeieHUS IEPEroBOpoOB, 6a30BbIE IIEMEHThI, 00BEKTUBHBIE
KpUTEPUHU OLIEHKH MPOBEICHUS [IEPETOBOPOB U BOZMOXKHbBIE
B3aMMOBBITOJIHBIC BAPUAHTHI.

4. Ananus 1enoBoit peun (codecenoBaHue, pe3roMe, 1eI0BbIe IEPETOBOPHI) C
TOYKH 3PEHUS PUTYAIbHBIX MEXaHU3MOB PEUH.

5. AHanu3 nenoBoii peun (cobeceoBaHUE, pe3IOME, JEOBBIE IEPETOBOPHI) C
TOYKH 3pPEHHUS TPOBOKALMOHHBIX MEXaHU3MOB PEUH.

6. IIpaBuia nmpoBeieHHs 1EJI0BOIO Pa3roBopa Mo TenedoHy.

7. OmuOKH B TeIePOHHBIX EPErOBOPAX.

8. DTHueckne 0COOEHHOCTH MPOBEICHH TeIe()OHHBIX IIEPErOBOPOB.

9. lenoBoe nuchbMo Kak 3(eKTUBHbBII MHCTPYMEHT OpraHU3alui U
MOJEP/KAHUS 1ETTOBBIX KOHTAKTOB.

10. Meroanueckne peKOMEHJAIUH 110 0(POPMIIEHUIO JEI0BOrO MHUChMa B
COOTBETCTBUH C HOPMATUBHO-METOAMUYECKON 06a30i 1€10NPOU3BOJICTBA.
11. ®yHKIMHK ¥ POJIb KIIFOUEBBIX CJIOB B MHCHME. SI3BIKOBBIC N3IIMIIECTBA.
12.TpeGoBaHus K S3BIKY U CTUIIIO JI€JIOBOTO MUCHMA.

13.DTUKeT neI0BOro NUChMa.

14. TIpaBuna yoexaenusi. OcoOOEHHOCTH IPUMEHEHUS

15. Ily6nuunas peus. [IpaBuia nocTpoeHust U IPUMEHEHUS

16. CpencrBa BO3/I€UCTBUS HA ayIUTOPHUIO.

17. YBepeHHOCTh B cebe mpu MyOoJInYHOM BRICTYIIEHUH. [Icuxomornueckue
MIPUEMBI PETYIISIIIMKA AYMOIMOHAIBHOTO COCTOSIHUS IPU MYOJIMYHBIX
BBICTYIUICHUSIX.

18. KoH(}IMKTHI B 1€7OBBIX OTHOIICHUSX, UX IPUYHUHBI U Pa3HOBHIHOCTH.
19. OcHoBHble Moenu KOHGIUKTOB. CriocoObl pa3peinieHns KOH(QIUKTOB.
JluHamuKa KOH(IIUKTA.

20. O6bekTHBHAs U CYyOBEKTUBHAS COCTABIISAIONINE KOH(PIUKTOB.
21.Cnenuduxa GopMupoBaHust UMUIKA PUPMBIL.

22.0OcHOBHBIE CITOCOOBI (POPMHUPOBAHUS UMHUKA (DUPMBI (OPTaHU3ALINN).
23. OCHOBHBbIE ClTaraeMble UMUK JIETIOBOTO YeJIOBEKa.

24 . Jletin Kapneru. [1s9Th OCHOBHBIX MPUHIIUIIOB OOPAIEHHUS C JTFOIbMH.
25.KopnopaTuBHbIe Pa3THUKH — KaK (hopMa €MHEHUS COTPYIHUKOB.
26.CyIIHOCTh U CoJIepKaHUuE ITUKU JIETIOBOTO OOIICHHS

27. TIpUHLIHMIIBI STUYECKON apryMeHTalluu B OM3Hece

28. DtukeTHbIe GOPMYITBI TPUBETCTBHS, OOPAIICHUSI B IIOBOM OOIICHUHU



https://lms2.sseu.ru/course/index.php?categoryid=968

29. MckycCcTBO KOMIUIMMEHTA B JICIOBOM OOIEHUH: OCOOCHHOCTH, IPUMEPHI
30. ®opMyIibl pEYEBOr0 ITUKETA B PA3JIMUHBIX KYJIbTypax.

Pazgen 2.
JIOKyMeHTOOOOPOT.

1.

o

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

Llenu u3ydeHus U 3a/1a44 Kypca JIeJI0IpOU3BOJICTBA, ONPEIeTIeHUE
JIeNIONPOU3BOCTBA. POJIb TOKYMEHTALlMOHHOTO 00ECIIeUeHUs B
yIpaBJICHUH.

Kparkas xapakTepucTiKa NpHUKa3HOro, KOJUIEXKCKOro U
MCIIOJIHUTENILHOTO JIEJ0Npon3BoIcTBa B Poccun.
HopmatuBHo-11paBoBoe o0ecrieueHue AeATeIbHOCTU CIIyKO
JIEJIONPOU3BOJICTBA, CTPYKTYpPA U COJIEPKaHNE UHCTPYKIUH 110
JIeJIONPOU3BOICTBY Ha MPEANPUATHH.

[TonsTHEe «1OKyMEHT», ero (pynkius. Knaccudukanus 10KyMEeHTOB 1O
OCHOBHBIM IIPU3HAKaM

[Tonsitue «pexBu3uT». [locTOSIHHBIE U TIEpEMEHHBIE PEKBU3HTHI.
XapakTepuCcTUKa PEKBU3UTOB 3ar0JIOBOYHOM YaCTH JOKYMEHTA, UX
nepeveHs ¥ TpeOoBaHus K 0pOPMIICHHIO.

XapaKkTepuCTUKA PEKBU3UTOB COAEPIKATEIILHON YacTH TIOKYMEHTa, UX
nepeveHs U TpeboBanus K opopmieHno. 8. XapaKTepucTHKa
PEKBU3UTOB O(POPMIISIOIIEH YaCTH JOKYMEHTA, UX IepeueHb U
TpeOOBaHUS K 0OPMIICHHUIO.

bnank nokymeHTa, BUibl 0J1aHKOB OpraHU3allMOHHO-PACTIOPSIUTENbHBIX
JOKyMeHTOB. TpeOoBaHus k Oi1aHkam, pa3Mepsl MoJeil OJaHKOB.
OpraHu3alnvoHHbIE JOKYMEHTBI, UX Ha3HaueHue U posib. OCHOBHBIE
BUJIBI U OOMIHE MTPaBUIIa OPOPMIICHHS.

OO01as xapakTepuCTHKa T0JKHOCTHOM nHCTpykimu. Onpenesnenue,
CTPYKTYpa COJepKaHUsA, TIOPSIOK O(hOPMIICHHUSI 1 OCHOBHBIE PEKBU3HTHI
JIOKYMEHTA.

[lIratHoe pacnucanue. OO1Ias xapakTepuCTUKa TOKyMeHTa; hopma
UCITIOJIHEHUS, CTPYKTYpa COJIEpKaHUs, TOPsII0K OGOPMIIEHUS U
PEKBU3UTHI JIOKYMEHTA.

PacniopsiiuTenbHble TOKYMEHTHI, UX Ha3HAYEHHUE U POJIb B YIIPABJICHUU.
OCHOBHBIE BUJIBI PaCTIOPSTUTENBHBIX JOKYMEHTOB M OOIIIHE TIpaBuIIa
odopmIIeHHS

[Tpuka3 mo ocHOBHOII AesTenbHOCTH. CTPYKTypa TEKCTa MpUKasa,
HOPSIOK €ro pa3paboTKU U MpaBuiia 0(OpMIIEHUS] pEKBU3HUTOB.
Brinucka u3 npukasa.

Pacnopspkenue. CTpykTypa TeKcTa, mpaBuia 0popMIIEHHUS PEKBU3UTOB.
Vkazanue. O01as xapakTepUCTHKA TOKYMEHTa, CTPYKTypa €ro TeKcTa,
HOPSI0K U OCOOCHHOCTH 0(hOPMIICHHUSI, PEKBU3HUTHI YKa3aHHUS.
WHpopManmoHHO-CITPaBOYHbIE JOKYMEHTHI, UX Ha3HAUCHHE U POJIb B
ynpasieHun. [lepedeHb OCHOBHBIX BUI0B HH(POPMALIMOHHO-CIIPABOYHBIX
JnokyMeHTOB. O0mire TpeboBaHus K 0POPMIICHHUIO.

Axt. OO11as xapakTepucTUKa JJOKYMEHTa, CTPYKTypa TEeKCTa, MOPSAI0K
pa3paboTKu ¥ 0pOPMIICHHS PEKBU3UTOB aKTa

[Tpotokomn. Obmas xapakTepucTHKa MPOTOKOJIA, CTPYKTypa TEKCTa,
MOPSI0K pa3paboTKH U 0pOpPMIIEHHS PEKBU3UTOB MPOTOKOJIA.
Hoxnannas, o0bsicHUTeNbHAs 3anucka. OOmas XxapakTepucTuKa
JIOKYMEHTOB, MOPSA0K 0(OPMIICHHS PEKBU3UTOB CITY>KEOHBIX 3aITUCOK.
Crnpaska. Bunel cripaBok OO1miast XapakTepucTUKa JOKYMEHTa,
PEKBU3UTHI CIIPABOK, 0COOEHHOCTH 0(hOPMIICHUSI.

CnyxebHoe ucbMo. Bugel miucem. CTpykTypa, mopsaok ohopMIIeHUS,
TpeOOBaHUS K MUCbMY, PEKBHU3UTHI ITHCHMA.

Tenerpamma u tenedonorpamma. O01Iast XxapakKTepUCTHKA TOKYMEHTOB,
HopsI0K 0(hopMIICHUST PEKBU3UTOB

JIOKyMEHTBI 110 TMYHOMY cocTaBy. [lepedeHb JOKyMEHTOB.
OCO0EHHOCTH 3THUX TOKYMEHTOB

OdopmiieHne KaJIpoBbIX IPUKA30B, BHIMUCKA U3 IPUKaA3a




25. Oc¢opmiienue 3asBieHuUs, aBTOOHOrpaduu, XapaKTEPUCTHKH, PE3IOMeE.

26. Tpynoas kHmkKa. [IpaBuna ohopmiieHUs TPYAOBBIX KHIKEK.

27. HomeHnknarypa aen Ha NpeAnpusTHU, GOPMHUPOBAHUE U OPOpPMIICHHE
Jen

28. TloaroToBka JOKYMEHTOB Ha apXUBHOE XpaHEHUE.

29. OpraHuzanus 1 0COOCHHOCTH ITpUEMa IMOCETUTENICH PYKOBOIUTEIIEM.

30. TMopsaok paboThl ¢ MUCEMEHHBIMHU OOpAIEHUSIMH TPaXKIaH.

31. IToaroToBka n 0OCITy)KMBAaHHUE COBEIIAHHH.

32. JlokymeHTo000poT. OCHOBHBIE ATl IOKYMEHTO00OpoTa. TexHomorus
paboThI ¢ BXOASIIUMH JOKYMEHTAMH.

33. TexHomorust 06pabOTKH BHYTPEHHUX M UCXOASAIINX JOKYMEHTOB.

34. Perucrpanusi JOKYMEHTOB U KOHTPOJIb CTIOJHEHUS! JOKYMEHTOB

Bonpoce! 1u1st yeTHOro/m

HCbMEHHOI'0 OIIpocCa

Pa3naesa nucuunaInHbI

Bonpocsl

Pazpgen 1. JlenoBeie
KOMMYHUKAIIU

1. UckyccTBO 0OIIeHMS: TOArOTOBKA U MMPOBEICHUE IETIOBBIX Oeces.

2. CymHocTh ¥ BUJIbI Oece: enoBasi, KaapoBasi, JUCIUTITHHAPHAS,
OpraHu3alloHHbIe Oecelbl, Oeceibl C MOCETUTEISIMHU.

3. MeTosl BeieHUS TIEPEroBOpOB, 0a30BbIE JIEMEHTHI, 00 BEKTHBHEIC
KpUTEPHUHU OIICHKH MPOBEICHUS [IEPETOBOPOB M BO3MOXKHbBIE
B3alMOBBITOIHbIE BAPUAHTHI.

4. AHanu3 aenoBoi peun (cobecenoBaHue, pe3roMe, Ae0BbIe IEPETOBOPHI) C
TOYKH 3PEHUS PUTYAJIbHBIX MEXaHU3MOB PEUH.

5. Ananu3 nienoBoit peun (coOeceoBaHuE, pe3lOMe, IEI0BbIE IEPErOBOPHI) C
TOYKH 3PEHUS IPOBOKALMOHHBIX MEXaHU3MOB PEUH.

6. IIpaBuia npoBeieHUs J1EJI0BOr0 Pa3roBopa Mo Tesedony.

7. OmuOKH B TeJIePOHHBIX EPETOBOPAX.

8. DTHueckne 0COOEHHOCTH MPOBEIEHH TeIe()OHHBIX IIEPErOBOPOB.

9. lenoBoe nuchbMo Kak 3(GeKTUBHbBII MHCTPYMEHT OpraHU3alui U
MOAJEPIKAHUS NETIOBBIX KOHTAKTOB.

10. MeToanueckue peKoMeHIauu Mo 0hOPMIICHUIO AEIOBOTO MHMChMa B
COOTBETCTBUH C HOPMATUBHO-METOAMUYECKON 06a30i 1€10NPOU3BOJICTRA.

11. ®yHKINHK U POJIb KITFOUEBBIX CJIOB B MHCHME. SI3BIKOBBIE U3IIMIIECTBA.
12.TpeGoBaHus K A3bIKY U CTUIIIO JIEJIOBOTO MUCHMA.

13.9TUKeT 1e10BOro NuchMa.

14. TlpaBuna yoexaenusi. OcCOOEHHOCTH MPUMEHEHUS

15. Ily6nuunas peus. [IpaBuia nocTpoeHust U IPUMEHEHUS

16. CpencrBa BO3/I€UCTBUS HA ayIUTOPHUIO.

17. YBepeHHOCTh B cebe mpu MyOoJInYHOM BRICTYIIEHUH. [Icuxomornueckue
MIPUEMBI PETYIISIIIUYA AIMOIIMOHAIBHOTO COCTOSIHUS TIPU MYOJIUYHBIX
BBICTYIUICHUSIX.

18. KoH(}IMKTHI B 1€70BBIX OTHOLICHUSX, UX IPUYUHBI U Pa3HOBUIHOCTH.
19. OcHoBHble Moenu KOHGIUKTOB. CriocoObl pa3peinieHns KOH(QIUKTOB.
JluHamuKa KOH(IIUKTA.

20. O6bekTHBHAs U CYyOBEKTUBHAS COCTABIIAIONINE KOH(PIUKTOB.
21.Cnenuduxa GpopMupoBaHust UMUIKA PUPMBIL.

22.0OcHOBHBIE CITOCOOBI (OPMHUPOBAHMS UMUKA (PUPMBI (OpraHU3AIINHN).
23. OCHOBHBIE cl1araeMble UIMHJIKa JIEJI0BOTO YEJI0OBEKA.

24 Jletin Kapneru. [1s9Th OCHOBHBIX MPUHIIUIIOB OOPAIEHUS C JTFOIbMH.
25.KopnopaTuBHbIEe Pa3THUKH — KaK (popMa €MHEHUS COTPYIHUKOB.
26.CyIIHOCTh U CoJiepKaHuE ITUKU JIETIOBOTO OOIICHUS

27. IIpUHLIHMIIBI STUYECKON apryMeHTalluu B OM3Hece

28. DTtukeTHbIE (GOPMYITBI TPUBETCTBHS, OOPAIICHUS B IETIOBOM OOIICHUHN
29. MckycCcTBO KOMIUITMMEHTA B JISIOBOM OOIIEHUH: OCOOCHHOCTH, PUMEPHI
30. ®opMyIibl pEYEBOr0 ATUKETA B PA3JIUYHBIX KYJIbTypax.




Paznen 2.
JloKkyMeHTOOOO0pOT.

35.

36.

37.

38.

39.
40.

41.

42.

43.

44,

45.

46.

47.

48.

49.

50.

51.
52.
53.
54.
55.
56.
S7.
58.

59.
60.

Llenu u3ydeHus U 3a/1a44 Kypca JeJI0IpOU3BOJICTBA, ONIPEIeIeHUE
JIeNIONPOU3BOCTBA. POJIb TOKYMEHTAIMOHHOTO 00ECIIEUeHHUsI B
yIpaBJICHUM.

Kparkas xapakTepucTika NprUKa3HOro, KOJUIEXKCKOro U
UCTIOJIHUTENILHOTO JAETONpOn3BoAcTBa B Poccuu.
HopmatuBHo-11paBoBoe o0ecrieyeHue AeATeIbHOCTU CIIyKO
JIeTIOTIPOU3BOICTBA, CTPYKTYpA U COJICPKAHUE HHCTPYKIIUH 110
JIeJIONIPOU3BOICTBY Ha MPEANPHUATHH.

[TonsTHE «10KyMEHT», ero (pyHkius. Knaccupukanus 10KyMeHTOB 1O
OCHOBHBIM NPU3HAKAM

[Tonstue «pexBu3nT». [locTosIHHBIE U IEpEMEHHBIE PEKBU3HTHI.
XapaKkTepuCTUKA PEKBU3UTOB 3ar0JIOBOYHOM YaCTH JOKYMEHTA, UX
MepeveHb U TpeOOBaHUS K 0()OPMIICHHIO.

XapaKkTepuCTUKA PEKBU3UTOB COIEPIKATEILHON YaCTH TIOKYMEHTa, UX
nepedeHb ¥ TpedoBaHus K opopmieHuo. 8. XapakTepucTuka
PEKBU3UTOB O(POPMIISIONICH YaCTH JOKYMEHTa, UX IIepeueHb U
TpeOoBaHUs K 0(OPMIICHHUIO.

bnank mokymeHTa, BUBI OJIaHKOB OpPraHU3aIlMOHHO-PACTIOPSTUTEIbHBIX
JOKYMEHTOB. TpeboBaHus K 6JaHKaM, pa3Mepsl Nojiel OJ1aHKOB.
Opranu3anroHHbIE JOKYMEHTHI, UX Ha3HaueHUe U posib. OCHOBHBIE
BUJIbI M OOLIME ITPaBUIIa OPOPMIICHHSL.

OO011as xapakTepUCTHKA TOJDKHOCTHON MHCTpYKIMU. Onpenenenue,
CTPYKTYpa COJepkKaHUs, IOPSIOK O(hOPMIIEHUS] U1 OCHOBHBIE PEKBU3UTHI
JIOKYMEHTA.

ITatHoe pacniucanue. OO1Ias XxapaKTepUCTUKA JOKYMEHTa; hopma
UCTIOTHEHUS, CTPYKTYpa COJIEPIKAHUS, TIOPSIIOK OGOPMIICHUS U
PEKBU3UTHI JIOKYMEHTA.

PacniopsinuTensHbIe TOKYMEHTHI, IX Ha3HAYSHHUE U POJIb B YIIPABJICHUH.
OcCHOBHBIE BU/IbI pacTIOpSIUTENbHBIX JOKYMEHTOB U 00IIME paBuiIa
odopmIteHUs

[Tpukas no ocHOBHOM AedrenbHOCTH. CTPYKTypa TEKCTa MpUKasa,
MOPSIJIOK €T0 pa3padOTKHU | MpaBwiia 0(OPMIICHUS PEKBU3HUTOB.
Beinucka u3 npukasa.

Pacniopsixenue. CTpykTypa TeKcTa, paBuiia opopMIIeHUs PEKBU3UTOB.
VYkazanue. O01as XxapakTepuCcTHKa TOKyMEHTa, CTPYKTYpa ero TeKcTa,
MOPSIOK M OCOOCHHOCTH O(hOPMIICHHUSI, PEKBU3HUTHI YKa3aHHUS.
WHdopManinoHHO-CIIPaBOYHbIE JOKYMEHTHI, UX Ha3HAUEHHE U POJIb B
ynpasieHun. [lepedeHb OCHOBHBIX BHI0B HH(POPMAIIMOHHO-CIIPABOYHBIX
JNOKyMeHTOB. O01mue TpeboBaHus K 0POPMIICHHIO.

Axt. OOm1as XapakTepuCTHKa JOKYMEHTa, CTPYKTypa TEKCTa, MOPSI0K
pa3paboTKu ¥ 0OPMIICHHS PEKBU3UTOB aKTa

[Tpotokomn. Obmas xapakTepucTHKa MPOTOKOJIA, CTPYKTypa TEKCTa,
MOPSI0K pa3paboTKH U 0pOpPMIIEHHS PEKBU3UTOB MPOTOKOJIA.
Hoxnannas, o0bsicHUTENbHAs 3anucka. OOmas XxapakTepucTuka
JIOKYMEHTOB, MOPSAZ0K 0(POPMIICHHS PEKBU3UTOB CITY>KEOHBIX 3aITUCOK.
Crnpaska. Bunsl cripaBok OO1mast XapakTepucTUKa JOKYMEHTa,
PEKBU3UTHI CIIPABOK, 0COOEHHOCTH O(hOPMIICHUSI.

CnyxebHoe nucbMo. Buael nucem. CTpykTypa, nopsiiok opopMiIeHHs,
TpeOOBaHUS K MUCbMY, PEKBH3UTHI MHCHMa.

Tenerpamma u tenedonorpamma. O01Iast XapakKTepPUCTHKA TOKYMEHTOB,
HopsI0K 0(pOpMIICHUST PEKBU3UTOB

JIOKyMEHTBI 10 TMYHOMY cocTaBy. [lepedeHb JOKyMEHTOB.
OCO0EHHOCTH 3THUX TOKYMEHTOB

OdopmiieHne KaJpoBbIX PUKA30B, BBHIMHUCKA U3 IIPUKa3a

Odopmitenue 3asBieHus, aBTOOHOrpaduu, XapaKTePUCTUKH, PE3IOME.
Tpynosast kuukka. [IpaBuiia opopMiIeHUs! TPYJOBBIX KHUXKEK.




61. Homenknarypa aen Ha npeAnpusTHU, GOPpMHUPOBAHUE U OPOPMIICHHE
nen

62. IloaroroBka JOKYMEHTOB Ha apXHUBHOE XpaHEHHUE.

63. Opranuszanus 1 0cOOCHHOCTH NMPpHEMA MTOCETUTEINICH PYKOBOAUTEIIEM.

64. Topsaok paboThI ¢ MUCbEMEHHBIMHU OOpAIEHUSIMH TPaXKIaH.

65. I[ToaroToBka n 0OCITy)KMBaHHUE COBEIIAaHUH.

66. okymMeHT0000pOoT. OCHOBHBIE ATAIBI JOKYMEHTOO00pOTa. TeXHOIOT S
paboTHI C BXOAALIMMU TOKYMEHTaMHU.

67. TexHomorus 006pabOTKH BHYTPEHHUX M UCXOASAIINX JOKYMEHTOB.

68. Perucrpanus JOKyMEHTOB U KOHTPOJIb UCTIOJHEHUS TOKYMEHTOB

3agaHus 1J19 TECTHPOBAHHUS MO TUCHMILIHHE JUIS1 OlleHKH ¢(hOPMHPOBAHHOCTH KOMIeTeHuii (Min
20, max 50 + cepuiky Ha IUOC ¢ Tectamu)
1. ®yHKIW, TOApPa3yMeBaroIas BO30YyXKICHHE B TAPTHEPE HYKHBIX 3MOIIMOHATBHBIX MTePeKHUBAHUT
(“oOMeH sMoIMAMHU ™), @ TAKKE U3MEHEHHUE C UX MOMOIIBIO COOCTBEHHBIX MEPSKUBAHUN M COCTOSHUM,
Ha3bIBACTCS:
- MOOYANTETHHON
+ aMOTHMBHOM
- pyHkuMel oka3aHusI BIUSHYSI
- HepLENTUBHON

2. Kakast pyHKIHS TO3BOJISIET OPraHU30BBIBATH COBMECTHBIC JICHCTBHSL, TNIAHUPOBATH, COTJIACOBBIBATH,
KOOPAVNHHUPOBATH U ONTUMH3HPOBATH B3aMMOACHCTBHUE!

- OYHKIHMS COLMAIBHOTO KOHTPOJIS

- OyHKUIHMS COLMANTU3ALINU

- [loOynurenpHast GpyHKINS

+ PerynsatuBHas

3. 3auem 106aBIATH MosIyaca K kode-mnayse?

- YTOOBI JJa’Ke caMble MEUIUTEIbHBIE JIIO/IN YCIIETIH MEPEKYCUTh

- YTOOBI MO’KHO OBLIO B3JPEMHYTh

+ 4TOOBI YeNIOBEK MOCIe MepeKyca CMOTI HACTPOUTHCS Ha «pabounid gan»
- YTOOBI YCIIETh CAMOMY CBapuTh Kode.

4. He3nanue u npeHeOpekeHne 3THIECKUMHI HOPMaMHy B3aMMOOTHOIICHHH € KOJUIETaMU MOYKHO, CKOpEee BCETO,
OTHECTHU K KauecTBaM:

+ «TpynHOro» pykoBoaurens;

- D¢ dexTrBHOrO PyKOBOAUTES;

- HeompiTHOTO pyKOBOAMTETIS;

- CHIIBHOTO PYKOBOJIUTEIIS

- «TBepOro» pyKOBOJUTEIS

5. K kakoMy THITy COOOIIEHNsI OTHOCHUTCS IaHHbBIH npuMep « K pykoBoauTento BOeraer pa3bsipeHHbIH YeI0BEK.
Kamyercst Ha HenmpaBUIHLHO HAYUCICHHYIO 3apa0O0THYIO TIIATY.)

- [IpobnemsI 1 Boripockl

- IIpeaioskeHus o yaydllleHUIO

- OT4eTsl 0 pe3ynbTarax AesiTeNbHOCTH

+ XKanoOs! 1 criopsl

- ®unHaHcoBas 1 Oyxranrepckas uHpopMauus

6. K xakoMy THITy COOOIIEHNS] OTHOCUTCS JaHHBIN npuMep « K pyKoBoANTENIO 3aX0IUT MacTep U Mpejiaract
OpPraHU30BaTh KOHKYPC Ha JIyYILIero ciecapst Lexa

- [IpoGiteMBI ¥ BOTIPOCHI

+ IlpeoskeHns 1o yaydIIeHHIO

- OT4eTHI 0 pe3ynbpTaTax AeaTeIbHOCTH

- ’KanoOs1 u criopst

- @unancoBas u OyxranTepckas HHPOpMaIus

7. K kakoMy THITy COOOIIIEHUS] OTHOCUTCS JIAHHBINA MpUMeEp « MeHepkepa BhI3bIBaeT Ha KOoBep [ eHaupekTop ¢
ENBI0 BBICIYIIATH OTYET O MPOJEIAHHON padoTe»




- [IpoGiteMB! ¥ BOTIPOCHI

- [IpeutoxkeHus O yIAyYIICHUIO

+ OTYeTHI 0 pe3yNbTaTax AeSITeIbHOCTH

- XKayro0s1 1 criopbl

- ®unaHcoBas u Oyxranrepckas nHQOpMaIUs

8. Kakue tunbl cooOuieHnid BRIACTAIOT U GOopMe KOMMYHHUKAIMK ""CHU3Y BBEpX'"?
+ [IpoGireMbI ¥ BOTIPOCHI

+ [IpennoxeHus 1o yIydLIeHUIO

- Koopmunanus pabot

- 3anpoc Ha KOMMYHHUKAITHAIO

+ @uHaHCcOBas U OyxranTepckas HHPOpMAITHsL

+ OTu€THI 0 pe3ynbTaTax ACATEILHOCTH

9. K nenu BeneHus N€peroBOpoB OTHOCAT:

- YIIaJIUTh BO3HUKIINE Pa3HOIJIACHS

- OIIPE/CIIUTD IIEPBOIIPUYMHY PA3HOIIIACUU

- 0003HAYUTh NPETEH3UU U NPUTSI3aHUS CTOPOH
+ BCE BapUaHTbl OTBETOB BEPHBI.

10. ITo3unnoHHas cTpaTerus NeperoBopoB TaK)Ke HA3bIBACTCS:
+ KPUTMYECKUMU IIEPETOBOPaAMHU

- MATKUMU [IEPErOBOpaMu

- PUCKOBaHHBIMM IIEPETOBOPAMHU

- BCE BapUAHTBI OTBETOB HEBEPHHI.

11. K ¢pyHK1MsM 1€70BOTO OOILIECHHS OTHOCSIT:
- KOMMYHHUKATUBHYIO (DYHKITHIO

- UHTEPAKTUBHYIO (DYHKIIHIO

- IEPLENTUBHYIO (YHKLIHIO

+ BCe BapHaHThl OTBETOB BEPHBI.

12. TlpoBeneHue coBeIaHmsI, ONTHMAIBHAS MPOAOJKUTEIEHOCTE COBMECTHON YMCTBEHHOH JIESITETLHOCTH
Oonporo yucna jmoaei: (YKaxnuTe BEpHbIH BapuaHT)

+ 40-45 MuHyT

- 10-30 munyT

- Ot 60 MuHYT

- 25 MUHYT

13. 3anmaua coBemanus: (YKaXUTe BEPHBIN BapHUaHT)
- HaiiTi BUHOBHOTO

- Kputnka no3unum yuacTHuka

+ Penrenue npo6ieMsl

- YCTaHOBIICHHE 3a1a4H.

14. Kakue pa3sl oJIe3HO HCIIONIE30BaTh Ha COBEIAHUH, ITPH Pa3roBope:
+ 4 coBetyto, s mpoly, 1 peKOMEHAYIO

- 5l Tpebyro

- Ecnm Ol 51, eciii ObI MHE,

- OHH JTOJDKHBI OBLITH, W S TIOJDKCH

15. Kakue ¢pa3sl HeIb3sI HCIIOIH30BaTh HA COBEIIAHUM:
+ 51 TpeOyro, s MpPUKa3bIBAO

- C 3TOrO0 MOMEHTA

+ Hy»xH0 OBUTO MIIH HAJ0 OBLIO

- i cnenaro

16. Kak ¢pasbl CTOMT UCIIOIB30BATh [Tl YOS IUTEIbHOCTH
+ «I1» BMECTO «HO»

- «ITpoTHBY» BMECTO «IJIsI»

- Hactoe «HET»



- «H Bce ke» BMECTO «H»

17. Knaccudukarys 1eI0BbIX COBEIIAHHHN 110 KOJMYECTBY YYaCTHUKOB: (Y KaKUTe HEBEPHBII BapUaHT)
-V cocraB (70 MATH YEIIOBEK)

- Pactmmpennsie (10 1BaaIiaTH 4eI0BEK)

+ [IepBuuHBIf cocTaB (10 TPEX YETOBEK)

- [IpencraBuTenpHBIE (CBBIIIE ABA/IIATH YESIOBEK)

18. I'opuzoHTaIbHAS KOMMYHHUKAITUS CITIOCOOCTBYET:
- pemeHuto mpooaemM

- PELIeHUIO KOH(IUKTOB

- pa3zeneHuto nHhpopMaluu

- KOOpJIMHAIIMH paboT

+ Bce BapHaHTHI OTBETOB BEPHBI.

19. Ilpu KOMMYHUKaIIUU «CHU3Y BBEPX» OBIBAIOT CIEAYIOLINE TUIIBI COOOIICHUN:

- %aJI00bI U CIIOPBL, IPOOIEMbI U BOIIPOCHI

+ OTU€THI O pe3ynbTaTax JIeATENbHOCTH, KaI00bl U CIIOPHI, IPOOJIEMBI U BOIPOCHI, MIPEJIOKEHUS 110
yIy4llleHuo, puHaHcoBas U Oyxraiarepckas HH(OpMaIHs.

- OTUE€THI O pe3yNbTaTax JAeATEIbHOCTU

- IPEUIOXKEHUS 110 YJIYULIEHHUI0, TPOOIEeMbl U BOIIPOCHI

20. Tumbl coBeUIaHM M0 KOIUYECTBY YYACTHHUKOB
+ Vkuii cocTaB

+ IIpencraBuTenbHbBIC

- [lepnoanueckuii

- KomObuaupoBanHnas

21. Ilpukas - :

- KOHTPOJIb UCTIOJIHEHUS PEILIECHUS

- IPUHATHUS COBMECTHOT'O PELICHUSI Pa3InYHBIMU CyOBEKTaMU OOIEHUS

- IOJIy4€HHUs J01. HHpopMauu 00 3J1eMeHTaX OlepaTUBHOW 00CTaHOBKU
+ OBEIEHUs PELIEHUS 10 UCTIOTHUTENS

22. Kakye OCHOBHBIE OIIepallii COBEPIIAIOT C BHYTPEHHUMH JOKYMEHTaMU?

-IToaroroBka MpoeKTa, coriacoBaHue, MOANUCAHNE, PETUCTPALM, OTIPaBKa U HaIlpaBJIeHUE B JIEJI0
+IloaroToBka mpoekTa, CorjaacoBaHue, MOANMCAHNE, PETUCTPAIH, OTIIPaBKa, IPUEM, IEPBHYHOE PACCMOTPEHHE,
paccMOTpeHre U BBIHECEHHE PE30IIOINH 1 UCTIOHEHNE, U HAIPaBJIeHHE B JEJI0

-IIpuem, nepBUYHOE pacCCMOTPEHNE, PETUCTPALINSA, PACCMOTPEHHUE U BBIHECEHHE PE30JIOLNH, UCIIOTHEHUE U
HaIpaBJIEHUE B JIEJI0

23. BeiOepute npaBuibHbIe BapuanTsl, cornacHo ['OCT P 7.0.97-2016:

- NpH TOANUCAHUU JIOKYMEHTa HECKOJBKMMHU MJOJDKHOCTHBIMU JIMIAMH HX TIOANUCH pAaclojiaraloTcsl B
NPOU3BOJIBHOM TMOPSIJIKE

+ [pU MOANMCAHUM JOKYMEHTa HECKOJBKUMH JODKHOCTHBIMM JIMLAMHM HX TIONNHCH PAcHojaraioT OIHY MOJ
JPYyTroii B MOCIIE0BATEIBHOCTH, COOTBETCTBYIOIIEH 3aHUMAEeMOM JOKHOCTH

+ [IpH MOJIUCAaHNH JJOKYMEHTa HECKOJIBbKUMH JIMIIAMH PABHBIX JIOJDKHOCTEH MX TIOANUCH PACIIONATraloT Ha OJTHOM
ypOBHE

24. Beibepute npaBuibHbIe yTBepxkIeHus, cornacao [OCT P 7.0.97-2016:

+ TEKCT MJOKyMEHTa HE MOXET COJAEp)KaTh OJHY 3aKIIOYUTENbHYI0 4YacTh (HampuMep, MpHKa3bl —
pacmopsAUTENIbHYIO YacTh 0€3 KOHCTaTUPYIOLIEH; MICbMA, 3asBJICHUS — MPOCHOY 0e3 MOSICHEHM)

- TEKCTHI IOKYMEHTOB O(OPMIIIOT B BHJE AHKETHI, TAOIHUIIBI, CBSI3HOI'O TEKCTa WIIM B BHJE COCAMHEHHS 3THX
CTPYKTYP

+ CBSI3HBIM TEKCT JOKYMEHTa, KaK MpPaBUJIO, COCTOUT M3 JBYX yacTel. B mepBoil yacTu yKas3blBalOT MPUYUHBI,
OCHOBaHUSI, LIEHM COCTaBJICHHSA IOKYMEHTa, BO BTOPOH (3aKIIOUUTEIBHOM) — pELIeHHMs, BBIBOJIBI, HPOCHOBI,
MIPEIOKEHNS, PEKOMEHTAITNU

+ rpadpl M CTpOKM TaONMIBI B TEKCTE JOKYMEHTa JOJDKHBI UMETh 3aroJIOBKH, BBIPAXKCHHBIC HMEHEM
CYLIECTBUTEIbHBIM B MMEHHUTENbHOM manexe. [lon3aroysioBku rpad U CTPOK HOJDKHBI OBITH COTJIACOBAaHBI C
3aroJ0BKaMu



25. Cornacao I'OCT P 7.0.97-2016 npu aapecoBaHUU JOKYMEHTA A0DKHOCTHOMY JIMILY HMHHUIHAJIBI YKA3bIBAIOT:
- mocye pamMuuu
+ nepen hamunen

26. JIna Kakux JOHKHOCTEH B KOMMEPUYECKUX OPTaHU3aIUsAX MPETyCMOTPEHBI
MHCTPYKLUU?

- Jna pykoBouTenei noapas3aeieHui

- 15 aAMUHUCTpATHUBHO-YIIPaBIECHYECKOTO IIEpCOHAIa

- JIi1a TeXHM4YecKoro nepcoHaia

+ Jlnst Bcex

27. KakuM JOKYMEHTOM periiaMeHTHPYIOT OpraHM3allOHHBbIC, HAyYHO-TEXHUYECKHe, (DUHAHCOBBIC U
VHBIE CIIELIUATIBHBIE CTOPOHBI JEATEIIBHOCTH OPraHU3alliu:

+ Uucrpykums

- [Ipuka3s

- IIpoTokon

- CnpaBka

28. Kakoe MakcuMalnbHOE KOJTUYECTBO JINCTOB JIOMYCTUMO MPU (POPMUPOBAHUU €T ?
- He menee 300 nucToB

+ He 6oiee 250 nucTos

- He menee 400 nucToB

- B 3aBucuMocTH 0T 00bE€Ma Manku

29. Ob6s13aH 1 PaOOTHUK MPH TpHEMe Ha paboTy B KOMMEPUYECKYIO OPTaHHU3AINIO TT0 TPEOOBAaHUIO PabOTOAATEINS
HpEeIBSIBUTh PEKOMEHIATEIbHBIE MTCbMa OT OBIBIIEro padoTonaTess?

- 1a, ecu paOOTHUK PUHUMAETCS B MOPSIIKE MEPeBOa OT APYroro padboroparesns

- HEeT, 110 3aKOHY 3TO He 00s13aTeJIbHO

+ n1a, pabOTHUK 0053aH MPEABSIBUTH PEKOMEHAATeIbHBIC IMChMA 110 TPEOOBaHHIO paboToxaTENs

30. K kakoMy MOHATHIO OTHOCUTCS onpezeneHne: " -
CUCTEMATHU3UPOBAHHBIN MEPeUeHb MIIM CTUCOK HAUMEHOBAHUI J1e]1, 3aBOJJUMBIX B
JIeTIOTIPOU3BOJICTBE YUPEKICHUS" .

+ Homenkmarypa nen

- Cniucox

- Otuér

- Jloknan

31. PaboTHrK mocTynaer Ha paboTy BrepBble. KTo omkeH mokynarh OJaHK TPYIOBOH KHMKKH: caM paOOTHHK
i paboToaarens?

- pabOTHHK JIOJDKEH MPUHECTH paboToAaTel o OJaHK HOBOH TPYIOBOI KHIKKH B TIEPBBIN JIeHb BBIX0Ja Ha padoTy
BMECTE C OCTAJIFHBIMHU TOKyMEHTaMHU

+ paboTojarens caM TOKyNaeT U opopMIsieT TPYJAOBYIO KHWKKY Ha paOOTHHKA, BIIEPBBIC NPUHHUMAEMOro Ha
paboty

+ ¢ 2021 roga ans BepBble MOCTYNAOIINX PAOOTHUKOB OyMa)KHBIH BapHaHT TPYAOBON KHMKKH HE 3aBOAMTCS,
BEJIETCS TOJBKO JIEKTPOHHBIN BapHUaHT.

32. TpynoBoii JOrOBOP M JAOTOTHUTEILHOE COTTIAICHHE K HEMY, TPEYCMATPHUBAIOIICE BHIMOJHEHUE CITYKEOHBIX
005I3aHHOCTEH TUCTAHIIMOHHO, MOYKHO 3aKJIFOYaTh:

+ myTéM 0OMEHa COTPYIHHKOM U paboTOAaTeNIeM SJIeKTPOHHBIME JOKYMEHTaMHU

+ JMOKYMEHTBI B 3TOH MpOIeaype MODKHBI OBITh 3aBEPEHBI YCHICHHBIMH KBATH(GHUIIMPOBAHHBIMY ITOTHCIMU
paboTonaress U pabOTHHKA.

- JIOKyMEHTBI B 3TOM MPOIEAype MODKHBI OBbITh 3aBEPEHBI TOJIBKO YCUJICHHOW KBAIH(HIUPOBAHHONW MOAMHCHIO
paboTomatens, Tak Kak s pabOTHHKA eI TMPeIyCMOTPSH BapHaHT HEKBaNU(DUIIMPOBAHHON 3ICKTPOHHON
TIO/TTIHCH.

33. PaboTHUK OTKa3aJICs TIOIYYHTh HA PYKH CBOKO TPY/IOBYIO KHIDKKY IPHU YBOJILHEHUH. B TeueHHe Kakoro cpoka
paboToaTelNb JODKEH BBIIATh TPYAOBYIO KHMKKY PaOOTHHUKY TOCIE €ro oOpamicHus?
- He MOo3IHee AT pabodmx AHEH co AHS oOpaiieHus paboTHUKA



- HE TTO3THEE CIICIYIONIETO THS IMOCie 00panieHus paboTHIKA
- HE TI03THeE CEMU pabovMX JTHEH cO THS 0OpamieHus paboTHIKA
+ He mo3AHee Tpex pabouux IHEH co AHA oOparieHus paboTHUKA

34. Kakyro uHGOpMAIINIO COACPKUT PEKBU3UT '"'CIIPaBOYHBIC JaHHBIE 00 opraHu3aruu'?

- [TouroBsrlit anpec u e-mail

- FOpunuueckuii angpec u HoMepa TeaeoHOB

+ I[TouToBBIii aapec, HOMepa TeneOHOB U IPYTrUe CBEIECHUS, KOTOPhIC OpTraHU3allis CUUTACT HYKHBIM
yKa3aTrh

- E-mail, Homepa tenedonoB u dakca

35. JlaToli JOKHOCTHONW MHCTPYKIUU SIBIISIETCS:
- [lata noanucanus

- Jlata 03HaKOMJIEHUS C JOKYMEHTOM paOOTHUKA
+ Jlarta yTBepxkaeHUA

- JlaTa coctaBiieHus

36. B xakux MOKYMEHTaX HCITONIB3YEeTCsI CIIOBECHBIH CITOCOO HANWCAHUS AThl «ISATHAAIATOE Mas JIBE THICSYU
TPUHAILATOTO ToAa»)?

+ (prHAHCOBBIE TOKYMEHTHI

+ TOKYMEHTHI, TPeOYIOIIre HOTAPHAILHOTO YIOCTOBEPEHHUS

- TOKYMEHTBI, M3/IaHHBIC B YPE3BBIYAMHON 00CTaHOBKE

+ TIOKyMEHTBI BOCHHBIX YUPEKICHUM

37. Cornacao 'OCT P 7.0.97-2016 , xakoil JomKHAa OBITH MOANHUCH HAa JOKYMEHTE, €CIIM OH COCTaBJIICH Ha
(hupMeHHOM OJIaHKE OpraHu3aIn?

- 'enepanbublil nupekrop  pocnuce  HBanos K.U.

+ I'enepanbHelil qupexktop 3A0 "Mup OTKpBITOK" PpOChuch JI.W. NBaHoB

- sanos A.K. PpOocnucs

38. Kak mpaBHIbHO HamKcaTh ATy, HATMCAHHYIO YMCIOBBIM crtiocoboM (Hampumep, 01.08.2021)?
+01.08.2021

-01.08.2021 r.

-01.08.2021 rox

39. Cnioco6om (-amu) yHU(DHUKAIIMK YIIPABICHYECKUX JOKYMEHTOB SIBJISFOTCS:
+ MCIOJIb30BaHNE KOJIOB OOMIEPOCCHICKHX KIaCCH(DHUKATOPOB

+ TIpecTaBIeHHe TEKCTa B TaOJIMIHON hopme

- UCNOIL306AHUE INEKMPOHHOU POPMbI OOKYMEHTOB

- UCTIOJIb30BaHKE KOMHUPOBATBHO-MHOKUTEIBHON TEXHUKH

40. PaboTHuka mepeBeny Ha APYTYI0 pabOTy Ha BpeMs HCTIOTHEHUS 00s13aHHOCTEH OTCYTCTBYIOIIETO paOOTHHKA.
Korna o Takom mepeBojie BHOCUTH 3aMKCh B TPYAOBYIO KHIDKKY?

- 10 OKOHYaHUH CPOKa BPEMEHHOI'0 IIEPEeBOAa

+ B TEUEHME HEJENU CO JHS MepeBoia

- 3aIUCh O MIEPEBOJIEC HE BHOCUTCS

IpakTuueckue 3apaun (Min 20, max 50 + ccpaky Ha DUOC ¢ 1eKTPOHHBIM M3IaHUEM, €CJIH

HMeeTCs)

Paznen pucuuninabl  [3agavu
Pazpgen 1. JlenoBeie 3apanue 1. Onpenenure BU KOMMYHHKALINAH:
KOMMYHHUKAITHH [To mpuMeHsieMBbIM CpelicTBaM OOIICHHUS: ...

ITo mpenmery: ....

[To crenenu xenaTenbHOCTH JOCTUTAaeMOro dpdeKra: ......
[To HaNMM4HIO ONIOCPEIOBAHHOCTH: ........ ,

[To ¢pyHKIIMOHAIEHOMY HAa3HAYEHHUIO: .....

[To HanpaBiIEHHOCTH: .....

I1o B3aMMHOMY CTaTyCy Y4aCTHHUKOB: ....




[lomallHee 3afaHue: onpeaenuTe BUA KOMMYHUKaLUK

Obwenayunoe, ynpasnenueckoe, nedazocuyeckoe, NpPoOPYeccuoHambhoe, 0en0soe,
€80600HOe, USPOBOE, DPUMYATbHOE, HCENAMENbHOE, HeNCeNAMeNbHOe, HelmpaIbHoe,
Hepeyegoe, peuegoe, HeOOXOOUMOe, ONOCPedO8AHHOE TMEXHUYECKUMU CPeoCmeamu,
JUYHOCIHO-OPUEHIMUPOBANHOe,  COYUATLHO-OPUEHMUPOBAHHOe,  KOMOUHUPOBAHHOE,
Heobxo0umoe, cogewane, COOMHECEHHbLIL, GUPMYATbHOe, He NPEensmcmeyen, Ho U He
cnocobcmeyem peuieHuio 3a0au.

3apanue 2. ConocraBbTe JaHHBIC 0 KOMMYHHKAIIMH  «CBEPXY BHH3)
1)Buenpenne neneit 1 | A) MoTuBHpOoBaTh paOOTHUKOB Ha MPHHSATHE

cTpaTeruit MHUCCUU KOMIIaHUH, €€ KyJIbTYPHBIX
LIEHHOCTEM, YYaCTHE B CIEIIUATbHBIX
LIEPEMOHUSAX

2)[1omKHOCTHBIE b) OnuceiBaercs moJuTUKA, IpaBUia,

WHCTPYKIIUU U HOPMBI U CTPYKTYpa OpraHu3aIliuu

TIPUKA3EI.

3)IIpouenypst u B) Ob6ecnieunBaeT pabOTHUKOB

pa3InyYHbIe paBuiIa nHpopManrei 0 KOHKPETHBIX 3a7adax u

0’KHMJIa€MOM OT HHUX MTOBEJICHUU.
4)O0patHast CBSI3b MO I')_AupeKxTuBbl, OMUCHIBAIOIITNE BHITIOJHEHNE

pe3yapTaTam OTIpeJIeIeHHON paboThI U €€ CBA3b C

JACATCIIBHOCTHN OCTaJIbHBIMHU BUAAMU OCATCIBbHOCTHU
OpraHu3alu

5)Buymienue uzeit ) Undopmanust 0 TOM, HACKOJIBKO XOPOLIO

WJIN TUJIOXO OTACIIbHBIC COTPYAHUKH U
OTACIBI BRINMOJTHAIOT pa6orme 3aaHusd

OtBerT: 1B 2I" 36 4/1 5A

3aganne 3. O0bsacHUTE BUJ OOLIEHNS, COCTABbTE JUAJIOT:
[To npumeHsieMbIM cpesicTBaM OOLICHHUS: ...
ITo mpenmery: ....
[To cTrenenu xenareabHOCTH JO0CcTUTAEMOTO P deKTa: ......
[To HamMuKIO ONOCPENOBAHHOCTH: ........ ,
[To pyHKIIMOHANTBHOMY Ha3HAYEHHIO: .....
I1o HanpaBIEHHOCTH: .....
[1o B3aMHOMY CTaTyCy Y4aCTHHUKOB: ....




3ananue 4. Kakoit Bua qpecc-Ko/ia OMUCAH B TEKCTE: «ITO THII JIETOBOTO APECC-
KOJ1a, KOTOPBIH periaMeHTHPOBaH He MeHee cTporo, uem Black tie. On HasHavaeTcs
JUTSL BOKHBIX pab04YnX BCTPEY, JICIOBBIX MIPE3CHTAIU, KOH(DEPESHIIHIA, IEPErOBOPOB.
Jis Myk4uH 00s3aTeNbHBI KJIACCUYECKHUN JIEJIOBOM KOCTIOM B TEMHBIX TOHaXx,
TaJICTYK, HAarpyIHBIN TUTATOK; Oemas pyOarika ¢ 3alloHKaMH; 00yBb YepHOTO I[BETA.
Juis >keHIMH 00s3aTeNbHBI: CephIi/CHHII/YepHBIN/0exKeBbId OPIOTHBIHN

WK 1000YHBIA KOCTIOM, CBETJIas OJiy3a; 4YepHBIC HJIM IIBeTa KOCTIOMa Tydiu
(xabmyx 3-5 caHTHMETPOB)»?

- White tie;

- Black tie;

+ Business best;

- Business traditional.

3anaunme 5. Keiic. Onucanue cumyayuu.:

«Bbl mpuHATM Ha PpaboOTy MOJIOJOTO CHOCOOHOTO CHEIHANUCTA, TOJBKO
OKOHYHBIIIETO MPECTKHBIN HHCTUTYT. OH OTIIMYHO CTIpaBIIseTCs ¢ paboToit. Yixe
3aKOHYMJI HECKOJIBKO MPOEKTOB, M KITMEHTHI UM OY€Hb JIOBOJIBHBI.

Bwmecre ¢ TeM OH Pe30K U 3aHOCUYHUB B OOIIEHUH C JPYTUMU PaOOTHUKAMH, OCOOCHHO
¢ 00CTy»KHBAIOIIMM TIEPCOHATIOM.

BBl KaxkAplil JeHb TOJNydYaeTe Takoro poJia CHUTHAJIBI, a CErOJHs MOCTYITUIIO
MUCbMEHHOE 3asBIICHHE TI0 TIOBOJIY €0 TpyOOCTH».

A. Kakue npunyunvl 6blCKA3LIGAHUS KPUMUYECKUX 3AMEYAHUll HeobXo0umo
yuecmy?

B. Ilpuseoume npumep xpumuuecxkozo 3amedanust paboOmHuxy?

C. Kaxue mepbl He0OX00UMO NPeonpuHams 0l NPEOYNPeNCOeHUs. B03HUKHOBEHUSL
NOOOOHBIX cCUmMyayuti ¢ NOOYUHEHHbIMU !

D. Kak neobxooumo secmu cebs 6 no0o6HoU cumyayuu?

3ananme 6. Keiic. Onucanue cumyayuu.:

B mapte 2020 roga ka3aiock, 9TO CKOPO BCE CTAHET KaK paHbIe, 1 HUKTO HE CTall
Cpa3y nepecMaTpUBaTh YTBEPKICHHBIC IIAHBI M OFO/KETHI.

Ho npexHue ycrnemiHble CTpaTerdd mepecTaid padoTaTh, B pe3ysibTaTe JaKe
BBICOKOKJIACCHBIC COTPYAHHMKH COaBHIM OOOPOTHI, a HEKOTOPBIC ITOKA3bIBAIOT
OTKPOBEHHO NPOBAILHBIEC PE3YIbTATHI.

Y MHOTHX BBICOKOKIJIACCHBIX COTPYIHUKOB HE MOJYYHIIOCh COXPAHHUTH TEMIT U
KaueCTBO, BMECTO HUX IPHUIILIHA BBITOPAHHUE U TPOBAJIBI.

OmHAaKo 3TO HE 3HAYUT, YTO 3BE3/[bl BUESPAITHETO JHS, Y KOTOPHIX MMPOIIaj HHTEPEC
K paboTe, OE3HACKHBI U TENePh OCCIIOIC3HBI JIJIsl KOMITAaHUU. MIX MOXKHO ¥ HYKHO
peadMIUTHPOBATE.

Kax smo coerams?

3ananme 7. Kuaccupuyupyime npugedéumvie HEA3bIKOGbIE CUSHANLL  NO
CREOYIOWUM KAMe20pUusM — No3d, MUMUKA, JCECMUKYAYUs, OUCTAHYUPOBAHUEe U
UHMOHAYUSL.

A. OH BOCKIIMKHYI: «XOTel OBl s XOTh pa3 yOSAWTHCSA, YTO Thl BBHITIOJHUIIb
ropydeHHoe Tede aemo!».

B. OHna orcTynuia Ha mmar Hazaq: «4To 3To Tl 0 cebe BooOpasmiI?y




C. OH crosu1, IPUCIOHUBILUCH K Oy(eTy, CKpECTUB HOTH.

D. Yersipéxnernssi Bans yBepsima cBOIO MaMy, YTO MOJKET 3aCTETHYTH IajbTO
camocrosTenbHo. Mama ckazana: «KoHe4HO, Thl CMOXEIIb 3TO CHENaTh, MOE
COKpOBHUIIIE!» U TYT K€ cama 3aCTErHyJa MaJbTO MAJIBIIIKE.

E. B To Bpems kak Jluma yBepsi1, YTO UIIET KOHTAKTOB C MOJIOBIM ITIOKOJIEHHUEM, OH
HEOIHOKPATHO BBICTABISLI PYKH BIEPEN, CIOBHO 3allHWINAsch, OyATO XOTed
OTOABHUHYTHCS OT CIIyLIaTemei.

F. Bor xnére, mepeMuHasCh C HOTM Ha HOTY, IOKa TIOMOIIHHIIA 3allOJHSET
hopmymsip.

G. OH ua€T K OKHY U 3aKpbIBAET €ro.

H. Ona 0Ge3MoNBHO Ha HEro B3MJIsIHYJA, HO KPBUIbS €€ HOoca JpOKald OT elBa
CAEP)KIUBAEMOTO BO30OYKICHHS.

I. Kode 0BT CTONB TOPAYMM, YTO OH HHCTUHKTUBHO €T0 BBITITIOHYII.

J. OH uponunuHo ckazan: «KopoOka nepeaay mpocTo CYACTINBA, YTO BBl TAK CHIBHO
JKMETE Ha IEAAIbY.

3aganue 8. Oznaxomvmecs ¢ npuseOeHHbIMU HUJICE 8bICKAZbIBAHUSMU.

1. CnpaBeATMBOCTb MIPU HAJCICHUH COTPYIHUKOB HEOOXOJUMBIMH PECYPCAMU IS
WX CIOy)XEOHOH JAeATeNbHOCTH Heo0XoAWMa IJIMIIb B TOM CJydYae, eciH
PYKOBOIUTEIb OTHOCUTCS K HUM C PaBHBIM YyBCTBOM CHMIIATHU.

2. DTHyeckoe HapylleHHe 00s3aTeNbHO IODKHO OBITh MYOIMYHO OCYKIEHO M
HCTPaBJICHO HE3ABHCHUMO OT TOTO, KOTJa U KEM OHO OBLIO TOMYIICHO.

3. CnyxeOHOE TOBE/ICHHE U ICHCTBUSI COTPYJHUKOB MPU3HAIOTCS STUYHBIMHU, €CIH
OHH CIIOCOOCTBYIOT MAKCHUMH3ALMU IPUOBUTH KOMIIAHUH.

4. lleiicTBUS COTPYJHHUKOB MpHU3HAIOTCH () ()EKTHBHBIMH, €CIM OHH XOTS ObI He
HapYyIIAIOT STHYECKUX HOPM.

5. HeatnuHelM sBIsIETCS TEpHIUMMOE OTHOIIEHHE COTPYAHUKOB OPTaHU3alUU K
MOpPAJIbHBIM YCTOSIM U TPaJULMAM APYTHX OpraHU3aLid, pErnOHaX, CTPaHax.

6. Ilpu pa3paboTKe W MPHHSATHU PEIICHHH B JICJOBBIX OTHOLICHHSIX MPOSBICHHE
WH/IMBUAYATFHOTO Havyaja MPU3HAETCS HEOTUUHBIM.

7. He cnenyer O0sSITbCS «HACTOSITH HA CBOEM» NPH PELICHUU JIOOBIX CIYKEOHBIX
BOIPOCOB (HOHKOH(OPMHU3M).

8. Ecniu opranmuzanusi HaXOIUTCS Ha CTaJIMU KPH3HCA, TO MPUMEHEHHUE HEKOTOPBIX
¢dbopM Hacwius, «HRKMMa» Ha TOAYMHEHHBIX MOXKHO TPHU3HATH STHYHBIM H
HEeOOXOINMBIM.

9. DTHYecKHe CTaHAAPTHI MOTYT OBITh YCIIEIIHO BHEIPEHBI B )KU3Hb OPTaHU3AIINH C
MTOMOILBIO €TUHOBPEMEHHBIX YCHIIMHI CO CTOPOHBI PYKOBOJCTBA M COTPYAHUKOB.
10. EnWHCTBEHHBIM KpHUTEPHEM BEIUYHMHBI BO3JEHCTBUS Ha KOTO-THOO
(mogunHeHHoro, moTpedbuTenss W T.I.)  SABISETCS  CHJA  BO3MOXKHOTO
MIPOTUBOJICHCTBHS.

A. Ilpogedume anmanuz u Hauoume owubKU 8 NPUBCOCHHBIX NPUHYUNAX 00801
KOMMYHUKAYUU.

B. IIpeonooicume cobcmeentvlili KOppeKmHblil 8APUAHM BbICKA3LIBAHUA (€CiU IMO
HEobX00UuMo).

3amanme 9. Beren 3a KpaTKMM BBITOBOPOM BbI CKa3aJid PaOOTHUKY HECKOJIBKO
NpUATHBIX ci1oB. Habmroxas 3a mapTHEpOM, BbI 3aMETHIIH, YTO €T0 JIMLO, IOHAYAITY
HECKOJIBKO HaIpPsKEHHOE, OBICTPO TIOBECEETIO.

K Tomy ke OH Ha’aj Kak Bcerja LIyTHTh M OajarypuTh, pacckasaj mapy CBEXHX
AHEKIOTOB U UCTOPHIO, KOTOPask CErOAHS NPOM30IILIa y HETO B JIOME.

B koHile pasroBopa BBl TIOHSUIM, YTO KPUTHKA, KOTOPOI BBl Ha4Yalll pasroBOp, HE
TOJIbKO He OblIa BOCIIPUHSATA, HO M Kak Obl 3a0bITa. BEpOsSTHO, OH yCIIbIIIA TOIBKO
MPUATHYIO YacTh pa3roBopa. Uto Bl mpeanpumere?

A. Kaxue npunyunsl 6b1cKa3bl8aHUs KPUMUYECKUX 3AMEUAHUL He0OX00UMO Yiecmyb?
B. IIpuseoume npumep Kkpumuueckoeo 3amedanuss pabomHuxy?

C. B uem 3axniouaemcsi cneyu@ura KOMIIUMEHMA NOOYUHEHHOMY COMPYOHUKY?
Ymo neobxooumo yuecms?

D. Kaxum obpazom neobxooumo 3akonyums becedy c compyonuxom?

3ananue 10. IloguuHeHHBI# BaM pPaOOTHUK, TAJAHTIMBBIA  CIIEI[HATHCT
TBOPYECKOTO THIA, B BO3pacTe, o00JaJaeT CTaTycoM W JHWIHOCTHBIMH




JNOCTIDKCHHUSMH, TIOJb3yeTcsl OOJNBINON MOMYJSPHOCTBIO Y JIEJIOBBIX IapTHEPOB,
pemraeT mro0ble MPOOIEMBI U BETMKOJICTTHO B3aNMOIeiicTByeT. Bmecte ¢ Tem, y Bac
HE CJIOXWJIMCh OTHOIIEHHS C 3THM paboTHHKOM. OH He BOCIHPUHHMAET Bac Kak
pPYKOBOIMTENsI, BeAET ceOsl ITOCTAaTOYHO CaMOYBEPEHHO M amMOuIuo3Ho. B ero
paboTe BBl HAIIUIM HEKOTOPHIE HEJOYETHl U PEUIMIN BBICKAa3aTh €My KPHTHUECKHE
3aMeYaHus, OHAKO Ball MPEAbIIYIINIl ONBIT CBUICTEIBCTBYET O €r0 HEeraTHBHOM
peaxkuy Ha KPUTUKY: OH CTAHOBUTCS pa3ApaKUTEIbHBIM U HACTOPO)KEHHBIM.

A. Kakue npUHIUIBI BBICKa3bIBAHUS KPUTHUECKUX 3aMEYaHUH HEO0OXOIMMO
y4ecTs?

B. [IpuBeauTe npuMep KPUTHIECKOTO 3aMedaHmsi paOOTHHKY?

C. Kakue mMepbl HEOOXOJMMO NPEANPUHSATD IS MIPEeAYNPEeKICHHS BOZHUKHOBEHHS
momoOHBIX cutyanmii ¢ momumHeHHbIMH? D. Kak HeoOxommmo Bectm cebs B
oT00HOH cutyanuu?

3ananmue 11. Oyenume npuemsl 8edenusi becedvbl ¢ MOYKU 3PEHUSL MO20, HACKOILKO
OHU CROCOOCMBYIOM NOHUMAHUIO napmHepa. Pacnpedenume smu npuemvl no mpem
paszoenam.

- cnocobcmsylouue NOHUMAHUIO napmuepa,

-He cnocobcmeyuue NOHUMAHUIO napmuepa,

- HelimpanvHbie.

1. B Oecene MBI COMpPOBOXJaeM BBICKA3bIBAHHMS MapTHEpa PEILIMKAMU BPOJC:
«I'mymocTu T TOBOPUIIIEY, «TBI, S BHKY, B 3TOM BOIPOCE HUYETO HE TOHNMAEIIIbY,
«51 OBI MOT BaM TO OOBSICHUTDH, HO OOKOCH, BBl HE ITOMMETEY», «A Ha BallleM MECTE s
BOOOIIIEe TOMOJTYAIT OBI» U T.II.

2. M&I conpoBOXKIaeM peyb MapTHEPA BbICKA3bIBAHUAMU TUMA: «a-na», «Yry...»,
«UTto BBI rOBOpUTE?Y, «Heyxenu...».

3. M&bI AOCTIOBHO MOBTOPSIEM BBICKAa3bIBaHUS NapTHEPaA. [Ipu 5TOM MOXKHO Ha4aTh C
BBOAHON (paszbl: «Kak s moHsut Bac..», «[lo Bamemy MHEHHUI0...», «TbI
CUMTaelb...», «Eciau s Bac MpaBHIBHO IOHSU, TO Balled OCHOBHOHM MBICIBIO
SIBJISIETCS...» U T. 1.

4. B xome Oecempl MBI BCTaBjsieM BBICKa3biBaHusa Tumna: «llopa mpuctymuTs K
MpeIMeTy pasroBopa...», «MBbI HECKOJBKO OTBJIEKJIHUCh OT TEMEL...», «JlaBaiiTe
BepHEMCsI K IIeJIM HaIlleTo pa3roBopa...» H IIp.

5. MBI BOCTIDOM3BOJIUM BBICKA3bIBaHUS MapTHEPa B 0OOOIIEHHOM, COKpalleHHOM
BHJIE, KPaTKO (hOPMYIUPYEM CaMoe CYIIIECTBEHHOE B €ro clioBax. HauaTh MOXKHO ¢
BBOAHOW (ppasbl: «JlpyruMu cioBamu, BBl CUHTAaeTe, UYTO...», «TakuMm o0Opaszom,
BaIllTUMU OCHOBHBIMU UICSIMU SBISIOTCA...» U T. II.

6. MBI IbITaEMCS BRIBECTH JIOTUYECKOE CIIEACTBUE M3 BBICKA3BIBAHUS TTAPTHEPA MU
BBIBUHYTH TIPEATIONOKEHNS OTHOCHTEIHHO NPUWYHMH BBICKa3bIBaHHS. BBOIHOM
(dpa3oii MoxeT ObITh: «ECIM MCXOIUTh M3 TOTO, YTO Bbl CKa3aJd, TO BBIXOIUT,
9TO...» WU «BBI Tak cuuTaeTe, BUAUMO, IOTOMY, UTO...»

7. MBI ipITagMCs HAlTH y TapTHEpa TOHUMAaHUE TeX MPOo0JieM, KOTOPhIE BOJHYIOT
Hac caMux.

8. MBI 3aaeM mapTHEPY BOMIPOC 3a BOMPOCOM, SIBHO CTapasch pa3y3HaTh 4TO- TO,
HO HE O0BSICHSIEM CBOUX IICTICH.

9. MBI He IPUHUMaeM BO BHUMaHHUE TO, YTO TOBOPHUT MapTHED, IPeHeOperaeM ero
BBICKA3bIBAaHUSIMU.

Saganmne 12. Onucanue cumyayuu

«M1.. HBaHOB — MHOroOOCIAIONIMA  MOJOAONW  MEHEIXKEep, OBICTPO
MpOoJBHUTAIOIMUNCA 0 ciayk0e. Korma oH TONBKO HAaYWHAI CBOIO Kapbepy, €ro
HavanbHUKOM ObuT [L.IL. IleTpoB — 3aB3STBHIA «TPYAOTONMK», Yl ONBIT M 3HAHUS
oueHb oMoriiu VIBaHOBY B TO BpeMsl.

JBa ronma cnycts cutyauusi u3MeHuiach U MBaHOB cTan HauyaibHUKOM IleTpoBa,
kapbepa [leTpoBa mocie 3Toro 3acTornopuiIach.

B nocnennee Bpems MBanos u [leTpoB paboTaroT B 3TOH ke OpraHu3aliy U BUAATCS
HE YacTo.

HenasHo IleTpoBy nocoBeToBany BBIIBUHYTH CBOIO KAaHAWIATYPY Ha BCTYIUICHHE B
YICHHl Kiy0a Mpo(eCCHOHANBHBIX YIIPABIICHIEB, YTOOBI IMMO3HAKOMHUTHCS TaMm C
JIFOJTbMU, KOTOPBIE MOTJIN OBl KIIOATONIKHYTHY €T0 Kaphepy B HYKHOM HAIIPABIICHUM.
Kiry6 Ob1T co3maH mj1sl MpOABIKECHIS UIEH BHICOKOTO YPOBHS IpodeccroHaIn3Ma
B MHUpe Ou3Heca.




Ho Ilerpos 3naet, uto MBaHOB — WieH 3TOro Kiyda u mpeaceaaresib 0TOOpouHOR
komuccrun. CobeceoBaHue MPOBOAUTCSA B IMOMEIICHUH KiryOa. J[s aToro cimydas
[letpoB oxencs Haubosee TIIATENBHO, XOTS €ro rapAepod He OTIarYaics OOIbIINM
BBEIOOPOM.

Korna on x Ha3HaYeHHOMY BpPEMEHH MpHEXall B KIy0, €ro IONpOCHIN IOA0KIATh B
3ane 1y npuriameHHsx. Oxkuganue 3aaswio 15 muayT. Korma cekpetaps HaKOHEI]
BBeln IleTpoBa B pocKOIIHO 0OCTaBIEHHBIHN 3a1 3aceJaHui, TOT OKa3aJcCsl JINIOM K
JUIY C WIeHaMu 0TOOPOYHON KOMHCCHH M3 8 4eloBeK Bo TiaBe ¢ MiBanoBsIM. Bee
OHU OBLIN OZIEeTHI B JOPOTrHe O(QUIMATbHBIE KOCTIOMBI.

[lerpoBa mocaauiy B TopLEe JJIMHHOTO CTOJIA, 32 KOTOPBIM PaCTIOIOKHUIIUCH YJIEHbI
komuccuu. Takum oOpazom, KoMuccus ¢ FIBaHOBBIM BO TiiaBe Kak Obl 0OpazoBaia
IPyIIy «CBOMX» HanpoTuB [leTpoBa, eTMHCTBEHHOTO CPEO HUX «Iy)KaKay.

Bo Bpemst mocnenyromero cobecenoBanusi VIBaHOB HM pa3y HE Jal MOHSTH, YTO
3HakoM ¢ IleTpoBbIM, W He TBITaJCS OOPaTUTh BHUMAaHHE KOMHCCHUHM Ha
MOTEHIIMATBbHYIO LIEHHOCTD 3TOr0 YeJoBeKa Al Kiiyoa.

Uepes HeCKONBKO MAHEH mocle cobecemoBanus [leTpoB cirydailHO BCTPETHUT
WBanoBa Ha pabote. EMy ObL10 HENTOBKO 3a1aBaTh MIBaHOBY Kakue-miOO BOMPOCHI
Mo TOBOJY pe3ylbTaToB cobecenoBanusi, a VBaHoB mepBbIM 00 3TOM He
3aroBapuBaL.»

ChopmynupyliTe apryMeHTHPOBAHHBIC OTBETHI Ha CJICITYIOIINAE BOIPOCHI:

1. Kak BBl gymaere, moueMy lBaHOB pemmn opraHn3oBath coOeceqoBaHUCE
MOT00HBIM 00pazom?

2. Kakue neiictBus Mor O ipeqnpuHATEH [1eTpoB, 9TOOBI XOTh B KAKOK-TO CTEIIEHU
MOBIHUATH Ha X0 coOeceJOBaHMs?

3. Kak Bl mymaere, lleTpoBa nmpuHsIH B WieHHI Kiryba?

3apganme 13. Ha cerogusimauii geHs Bce Ooubliee 3HaUCHHWE AJISI OpPraHH3allUuH
npuoOperaeT ero conuajgbHas OTBETCTBEHHOCTh Iepe] OOIECTBOM, €ro
KOHKpPETHbIE NeficTBUS, OOECHEeUUBAOIE PELIeHnE NpPOoOJIeM, CTOALIMX Iepen
CTpaHOM.

Te, KTO cuMTaeT, 4TO COLHUAIbHBIE MPOOIEMBbI JOIDKHO pelIaTh rocynapcTBO, a
Ou3HeC TOJBKO "nmenaHue JeHer'", apryMEeHTHUPYET CBOIO IO3ULHIO TEM, YTO
JNEeUCTBUSI B COLMAIBHOW 00JAacTH BEAyT K CHIDKCHHIO NPHOBLICH KOMIAHUH,
YXYALUIEHUIO B 3TOW CBSI3M €€ KOHKYPEHTHBIX MO3UIUH, POCTY U3AEPKEK, KOTOPHIE
B MOCJIEAYIOMIEM BEeIYT K IMOBBILICHHUIO LIEH, YTO HAHOCUT ylIepO MOTPeOUTEIsIM U
BBI3BIBAET JPYTUe OTPULATEIbHBIC TOCTIEICTBHS.

CTOpOHHHKH COIMAJIbHOM OTBETCTBEHHOCTH OM3HECa Mepe1 0OIIeCTBOM CUHMTAIOT,
YTO OM3HECMEHBI UMEIOT Nepe]] HUM MOpaJIbHBIE 0053aTeNLCTBA, YTO COLUAIBHBIC
JNEMCTBUSL MOTYT OKa3aTb OOJIBIIYIO TOJIb3Y NPEIIPUHUMATENSM, yIydIIaloT UX
UMUK B OOIIECTBE, SBISIFOTCS HEIUIOXOH peKIaMoi.

ChopmynupyiiTe apryMeHTHPOBAHHBIE OTBETHI HA CJICYIOIINE BOTIPOCHI:

1. Ypro MO3UIHMIO BBI pa3eisieTe U moyemy?

2. JlomxkeH Jy, IO BallleMy MHEHUIO, MIPEeIIIPUHUMATENb B COBpEMEHHOM Poccuu
BBITIOJHATH COIMANIbHBIE 0053aTENbCTBA NIEPE] CTPAHOI U B Kakux ¢opmax?

3. Byzer 11 eMy B KOHEYHOM HTOT€ 3TO BBITOJHO, B TOM YHCJIE B (PHHAHCOBOM
otHouieHuu? Ecnu aa, To nouemy?

4. B xakux ¢opmax pOCCHHCKHI OWU3HEC MOXKET OCYIIECTBISTH COIHATBHYIO
MTOIIEPHKKY:

a) B MacuTadax GUpMBbI;

0) B Macimrtabax peruoHa, CTpaHsbl.

Paznen 2.
JIoKyMeHT0060pOT

3ananue 14. IlaBmoBa Jlapuca AmnekceeBHa mpuHATa Ha padory B 00O
«JlexabpucT» Ha TOMKHOCTH ouc-MeHepkepa 16 mapra 2004 .

11 HOs16pst 2006 T. OHA TIEpeBe/IcHA Ha JIOJDKHOCTh MEHE[KEpa 110 TIPOCKTY.

31 mas 2010 r. ee HarpaaWwjgd TOYETHOW TPAMOTOH B CBS3H C IOJIYICHHEM
KOMITaHUEN roCcy1apCTBEHHOTO 3aKa3a.

Ona yunuta B eXKErofHblid omiauuBaeMblii otmyck 07 oxtsiOpsa 2011 r. Ha 28
KaJeHAapHBIX JHEH.

15 mast 2013 1. oHa yImIa B OTIIYCK IO YXOIy 3a PEOCHKOM 10 TOCTIKCHUS UM 1,5
net. (neHp poxxaeHus pedenka — 02 mapra 2013 r.)




5 nexabps 2015 r. ona yBommiack 1o c1.77 .1 TK P®. Ilocuwuraiite, 3a kakoe
KOJINYECTBO JAHEH HEUCIIOJIb30BAHHOTO OTIIYCKa € MOJI0)KEeHa KOMIICHCALIUS.

3amonHuTe Tabens ee pabouero BpeMeHu 3a utoHb 2015 r. mpu ycnosuu, uro 08-09
HIOHS OHa paboTana CBepXypo4HO, a ¢ 26 HIOHA yexajla B KOMaHAUPOBKY Ha 4 JHS.

3apanue 15. Odhopmute Bhimucky u3 nmpukaza Ne 12 ot 08.09.2020 06 m3meneHUn
rpaguka pabOTHl B CBSI3U C MPOU3BOJACTBEHHOH HEOOXOAMMOCTBIO, B KOTOpPOH
HavYaJIbHUKY TEXHUYECKOTO OT/eNa MPUKA3aHO OPTaHU30BaTh paboTy B CyOOOTHHE
man B mepuon ¢ 10.10.2020 mo 13.11.2020. 3aBepsier BBIINCKY CEKpeTaph-

pedepeHr.

3aganue 16. ®upma «JIuHOKO» MO3APABIAET CBOETO TABHETO MapTHepa — hupmy
«®Dnoit» ¢ 25-netuem ee ocHoBaHusl. [lepBOHAYANBHBIN TEKCT MUCHMAa-
mo3paBieHus OblT 3a0paKoBaH, TaK Kak H300MI0BaJI MHOTOUUCIICHHBIMU
CTHJIEBBIMH MTOTpenrHOCTAMU. OTpeakTUPYHTe MPEeNIOKEHHBIN TEKCT,
MIPUIEP’KUBASCH O(PHUIINATBHO-IETIOBOTO CTHJISL.
I'-ny Konnunzy
Jupexmopy ¢upmor « Dnoiy

Hawa ¢pupma «Jlunoxo» om eceti Oywiu nozopasisem upmy « oty u Bac
JIUYHO NO NOBOOY HEDOMBLULO20, HO 3HAUUMO20 Tobunes — 25-n1emus co Ous
ocnosanus. 11o3eoneme vipazums HAULYYULUE NOHCENAHUS 8 CEA3U C IMUM.

A maxkoce Mol xomenu 66l 60CNONIL308AMbCA NPEOCMABNIEHHOU MAK TH00E3HO
30eCb 803MONCHOCBIO U NOOIA200apUMb OM 8Ce20 cepoya 8ac auyHo u Bauy
@upmy 3a npekpacrHoe compyoOHU4ecmeo ¢ HAMU 8 medeHue IMUX O0JUX Jem.

Hupexmop ¢upmot «Jlunoxo» J[. Xawncen.

3aganme 17. B cooTBETCTBUM ¢ TPEOOBAHUSMHE K COCTABICHHIO U O(OPMIICHHIO
JOKYMEHTOB COCTaBHUTh Ha 00IIEM OJIaHKE MPEIpPUSITHS aKT
— O IPUCYTCTBHM Ha pabOTe KAKUX-IHOO JIUI B HETPE3BOM COCTOSIHUH, TI0
BUHE KOTOPBIX IMPOHM30IILIA T0pYa UMYIECTBA paboTOaaTeNs
— 0 HEBBIXOJIE Ha PabOTy WM MPOTyIIE.

3apanue 18. Mcrone3ys pekoMeHIauu U CTaHAapTHBIE TPeOOBaHMS K
0 OPMIICHUIO CIPABOYHO-UH(OPMAITHOHHBIX JIOKYMEHTOB, COCTaBbTE YEThIPE
TIOKYMEHTa, OTHOCUTEIILHO JIeJT, TPOUCXOIAIMX B Barei oprannzammm (B
YHUBEPCUTETE, B TPYIIIE):

— JlokiagHyro 3alHCKyK

—  CIyKeOHYIO 3aIuCKy

—  OOBSCHUTEIBHYIO 3aITUCKY

3aganme 19. B kauectBe pyxoBoautens ¢pupmel DJIKOM Bbl nopyumiu cBoeMy
pedepeHTy MOArOTOBUTH mHHCbMO  pykoBoautemo ¢upmel  OTUC 06
aHHYJIMPOBAHUU celaHHoro Bamu panee 3akaza. Bel 00bsicHHIN pedepeHTy, 4To
pacTopikeHue aoropopa odyciasiuBaercs TeM, 4yTo Gupma OTHUC He BbInonmHMIA
ycnoBuil moctaBku Aetaned. HeoOxomumbix s cobupaembix Barmelt dupmoit
KOMIbIOTEepoB. B pesynbrare Bama ¢upma monecna yObITkH, U Bl TpeOyere
BO3MECTHTHh HEOMpaBAAaHHBIE pPAacXoAsl. PedepeHT MOATOTOBHI  MHCHMO
CIIETYIOILETO COACPHKAHUS:
A.U. Usanogy
I'enepanvromy oupexmopy gupmor OTHC

Jonocnwt npoungopmuposams 8ac o mom. Umo omrasvieaemcsi nPUHsMb
saxazanuvle Hamu panee oemanu TMII-212 coenacno 0oeosopa Ne 253/3 om
02.08.2020.

Buvi ne ynoorcunuce 6 dononnumenvhvie CpoKu NOCMABKU, YKA3AHHbIE @ 8aAuLeM
nucome om 14.09.2020.

H3-3a 9m02o mbl ObLIU 8LIHYIHCOEHBI 0OPAMUMBCSL K OpYeUM NOCIMABUIUKAM,
umMoObL NOKPLIMb HAULY HYHCOY 8 OAHHOU NPOOYKYULU.

B cuny nazeannvix npuuun mvl aHHYIUPYeM HAW 3AKA3.

B. Ilempos.




TI'en oupexmop upmor DJIKOM.

[oanumure 11 Bei Takoe nuceMo? Ecnu HeT, Hanumute Bamn Bapuant
MHUCLEMA.

3ananue 20. Bol — MeHEKEp OT/AEIa PeKIaMbl KOMMepueckoro banka. CocTaBuB
OCHOBY JICIOBOTO THUChbMa, BBl MOpYyYMIIM CEKpeTapi oTnedataTh TekcT. K
COXAJICHHIO, OHAa OKa3allach HE OYCHb KBATM(MHUIIMPOBAHHON W JOMYCTHIIA P
omuOOK U ornevaTok. McnpaBbTe HX:

Ecnu 6v1 nocnedosanu npumepy 60IbUUHCMEA HAWUX KIUEHMOS, eClU 6bl,
8030epIiCanUCy Om 3aUMCMBOBAHUS CPeOCm8 6 npouteduem 200y, Koeoa
npoyeHmuble CMAasKu OOCMUSTU CB0E20 NOMOIKA, NOHUMASL, YMO 3d B837emoM
0053amebHO NOCaAedyem cnao.

Bui mooiceme no npagy eopoumucsi cobotl, umo vl He Opanu 3aem, CyaAuul
sam auwib Oonvuiue Ooneu. B macmoswee epems, Ko20a CMABKU CHUNCEHbL 00
PA3YMHO20  YPOGHS,  6bl  MOJCeme  U361eYb  NOAb3Y, B0CHOJb30BABUULUCY,
€0UHOBPEMEHHOUL GLINAAMOT 30 MeCaY, BMeCHo Mo20, YModbl pACCHLIAMb CYema Ha
HebOobULUe CYMMBL KAXHCOOMY KPeOUmopy, mpedyrouemy blniamul, OmoeIbHo.

Mbl xomenu 6bl umMemv GO3MONICHOCHbL 00CYOUMb € 8aMU  MeKyuue
@uHancosvie nPoOAEMBL C KOMOPLIMU 8bl  BO3MOICHO CATKUgaemecs. A maxaice
NpeonoACUMb 8AM COOeliCmBUe 8 YCMPAHeHUU USTUULHUX XIAONOM.

Hoorcanyiicma, cesiscumecs ¢ Hamu ce2o0Hs no meaegony 12 13 12, eciu 6vt
xomume u306a8UMbCsi OM 2pPyObl HEONIAUEHHBIX CHemMO08, KYRUMb MAUUHY WU XY,
U noexams ¢ cemvell 8 0a6HO 00euaHHbILL OMNYCK.

C nemepneHnuem dcoem 8auie2o 360HKA.

3aganue 21.

EBnokumoBa Haranes BrnamumuposHa npunsta Ha padoty B OO0 «banikupckue
BEIOMOCTH) Ha JIOJKHOCTB IMIaBHOTO penakTopa 11 anpens 2007 r.

31 mas 2009 r. el MpPUCBOMJIM TOYETHOE 3BaHHE «3aCITyXEHHBIH >KypHAJIHCT
Bbamkoprocranay.

24 aprycra 2012 r. oHa ynuia B €XEroAHbld oOIUIauMBacMblii oTmyck Ha 14
KaJeHJapHbIX 1THS M eme Ha 10 1OHeld HEeMcroib30BaHHOIO MPOILIOTOIHETO
OTITyCKa.

23 aprycra 2013 . OHa ynuIa B OTIYCK 10 YXOJy 32 peOSHKOM JI0 JOCTIDKEHUS UM
1,5 nmet. (nenp poxneHus pedenka — 12 uronst 2013 1.)

Ona yBonunachk 12 Hos6ps 2015 r. o ¢1.77 1.6 TK P®. [locuuTaiite, 3a kakoe
KOJMYECTBO JHEH HEUCTIOIb30BAHHOTO OTITYCKa € IMOJI0)KeHa KOMIIEHCAIIHSI.
3anonHuTe Tabens ee padbouero BpeMeHu 3a okTa0ps 2015 1. pu ycinoBum, uto 2-6
OKTS0psi OHa OblJIa B KOMaHAUPOBKE, a ¢ 25 OKTAOps ynuia Ha OONBHUYHBINA HA 3
JTTHSL.

3aganue 22.

CapannieBa Bepa HuxomaeBHa Obuta TpHWHSTa Ha JOKHOCTH AMaibepa B 3A0
«Ogenup» 03 derpans 2000 r.

09 cents0pst 2005 rona oHa ObLIa epeBeieHa HA TOJDKHOCTD TIIaBHOTO JU3aiiHepa
Ha [TIOCTOSIHHOM OCHOBE.

20 oxTsi0pst 2007 . oHA yIIIa B €XKETOAHBIA OCHOBHOW OIIAYMBAEMBIi OTITYCK Ha
18 nHel m ente 4 THA B3s1J1a 32 CBOM CYET.

31 okTs6ps 2011 r. oHa ynuia B OTIyCK 1O YXOIy 33 peOCHKOM 10 JOCTHKEHUS UM
3 met. (meHb poxacHus pedenka — 22 asrycra 2011 1.)

02 ampenst 2015 1. TpynoBoii ZOroBOp ¢ Hel ObLT pacToprHyT 1o 1.6a cT.81 TK PO.
[locunTaiiTe, 3a Kakoe KOJHMYECTBO JHEH HEHCIOIb30BAaHHOTO OTIyCKa el
IIOJIOXKEHA KOMIICHCAIIHSL.

3amonHuTE Tabens ee pabodero Bpemeru 3a pepans 2015 r. npu yemosuu, uto 10-
14 deBpains oHa ObUIa B KOMaHIUPOBKE, a ¢25 ¢eBpans yuura Ha OONbHUYHBIN Ha 4
THSL.

3aganue 23.

6 mapta 2006 r. Capkucsa TarteBuk ['ypreHoBHa Obuta mpuHsATa Ha paboTy B
t¢unancoBerit otaen 3A0 «/loBepre» Ha AOMHKHOCTH YKOHOMHCTA Ha HETOJTHYIO
pabouyio Heemo (BTOPHUK, cpela, YeTBEpr).




20 nekabpsi Toro ke roja oHa Obuia HarpaxiaeHa DVD-mmeepom mo uroram
(uHaHCOBOTO TOAA.

17 uronst 2007 1. oHa OblIa epeBeieHa Ha JOKHOCTD CTapIIero SKOHOMHCTA.

26 ampens 2008 r. oHa ynuia B oToyck Ha 10 KaleHIapHBIX AHEH, OCTaBIIUXCS OT
IIPOIJIOIOAHETO €KETOJHOI0 OIUIaYMBAEMOro OTIycKa, U emie 10 nHel B3sna ot
OTIIyCKa 3TOro rofa.

21 ampens 2012 r. oHa ynuia B OTITYCK MO YXOAY 32 peOSHKOM J0 TOCTHKEHHS UM 3
neT. (meHb poxkaeHus pedenka — 05 despanst 2012 r.)

10 mexabpst 2015 r. ona 6pm1a yBoJieHa 1o cT..81 1.1 TK P®. ITocunraiite, 3a kakoe
KOJHMUYECTBO JHEW HEMCIONBb30BAHHOTO OTITYCKa €1 M0JI0’KEeHA KOMIIEHCAIUs
3amonHuTe Tabenb ee paboyero BpeMeHu 3a HOsIOps 2015 1. mpu ycnosum, uto 10-
18 HOs0pst oHA ObLTa B KOMaHAUPOBKE, a 30 HOsIOps1 paboTaiia MEeHbIIE Ha 2 Jaca.

3ananue 24.

Kupunmuna Tancus IlerpoBHa 3akmrounia TpynoBoii moroBop 13 mapta 2004 1. ¢
3A0 «HOBenupy, yCTpOUBIINCH HA JODKHOCTD OyXranrepa.

17 cents10pst 2005 r. oHa OblIa MepeBeicHa Ha JOJKHOCTD TTIABHOTO OyXranTepa.
15 suBaps 2007 1. OoHa ymnula B €XEroJHBIM OIUIAYMBAEMbIM OTHYyCK Ha 28
KaJIeHAapHBIX [JHEM M ele Ha 5 KaJleHAApHBIX [JHEH JOMOJHUTEIBHOTO
OIJIAYMBAaEMOT0 OTIYCKa 32 HCHOPMHUPOBAHHBIN pabounii 1eHb.

15 ¢epans 2012 r. oHa yiuia B OTIYCK MO YXOJY 38 peOSHKOM JI0 JOCTHXKECHUS UM
1,5 nmet. (nenp poxnenus pederka — 02 mexadps 2011 r.)

Ona yBommiack 19 ampens 2016 1. B ¢Bs3H C Tiepee3ioM IO MECTY CIIYKObI MyXKa.
ITocuuraiite, 3a Kakoe KOJMYECTBO JHEH HEUCIOIb30BAHHOIO OTIIyCKa €M
MIOJIOKEHA KOMITCHCALTHSL.

3anoxauTe Tabenb ee pabouero BpemeHu 3a (eBpanb 2016 r. pu yciaoBuu, 9To 12-
18 ¢deBpans ona Obiia Ha OOMBHUYHOM, a 24-25 Opana OTITyCK 0e3 COXpaHEHUs
3apa0OTHOM TUIATHI.

3aganue 25.

8 nexabpst 2006 r. Caduna Pay3a MuHraimeBHa 3aKjitounia TPy I0BOH JIOTOBOP C
MYHULMIANBHBIM ~OpeanpuatueM «l'opoackoe X034HCTBO» Ha  JOIKHOCTD
03€JICHUTEIS.

30 mast 2007 roma oHa OblJia IepeBe/ieHa Ha JIOJDKHOCTL OpUraupa o3eleHUTeNeH.
02 HOs6ps 2007 T. OHa ynmuia B €XETOAHBIN OIUIAYMBaeMbIii OTHyck Ha 20
KaJIeHOApHBIX JHEH.

15 depans 2008 T. eii ucromamnock 30 JeT U ee MOOIIPHIIN EHHBIM MOJapKOM
nraxmaramH.

08 cenTs0pst 2010 1. OHA yIIIIa B OTITYCK IO YXO/Ty 332 peOSHKOM JI0 TOCTHIKEHUS HM
1,5 ner. (nenp poxxaenus pedbenka — 29 utons 2010 r.)

Omna yBosmmack 1o cT.83 1.3 29 mas 2016 r. [locunraiite, 3a Kakoe KOJIHYECTBO
JHEW HeHCIOJIb30BAHHOTO OTITYCKA €i MOJI0KEeHa KOMITCHCAITHSL.

3anonuute Tabenp ee paboyero Bpemenu 3a MaptT 2016 r. ipu yciosuu, uro 15-18
MapTa oHa Obl1a Ha O0BbHIYHOM, a 30 1 31 MapTa paboTaja cBepXypodHO 1o 2 Jaca
B JICHb.

3ananue 26.

KamanueBa Anna BacmibeBra Obuta pusasaT B OO0 «Cranmapt» 15 oktsaops 2007
I. Ha JOJDKHOCTH MPONHUTYHKA KapaHAAIIHbIX JOIIEeUeK.

01 cents6ps 2008 . oHa ObLIA IEepeBeeHa Ha TOHDKHOCTE Opuragupa nporuTINKOB
IITIOHA.

23 oxTs0ps 2009 r. el 00BABMIIM OJIATOAAPHOCTH 32 TOOPOCOBECTHBIN TPYIL.

1 wrons 2010 r. oHa ymia B €KETOJHBI OCHOBHOM OIUTaYMBAaEeMBIN OTITyCK Ha 14
JTHEMH.

18 nexabps 2012 1. oHa yIUIa B OTIIYCK IO YXOAY 32 PEOCHKOM 10 JOCTHKEHHUS UM
1,5 nmet. (neHp poxaeHus pedenka — 29 centsops 2012 r.)

09 centsa6ps 2015 r. oma yBommack 1o cT.81 1.5. Ilocuwmraiite, 3a Kakoe
KOJINYECTBO HEW HEHCIOJIb30BAaHHOTO OTIIyCKa €l 0JI0XKEeHa KOMIICHCALIHSL.
3amonHuTe Tabens ee pabodero BpeMenu 3a Maii 2015 r. npu yciaoBuu, 4to ¢ 25 1o
31 mas paboTana CBEpXypodHO MO 2 yaca B JCHb.

Saganmne 27.




SAxumenko Mpuna AnexceeBHa Obita npuHsaT B OO0 «CapartoBanepro» 17 mapra
2002 r. ma TOLI-15 Ha TODKHOCTE SJIEKTPOMOHTEpa-peIcHIMKa.

29 urons 2005 r. ona OblIa epeBeAeHa Ha JOJDKHOCTD CTapILIero JIEKTPOMOHTEpa
B CBSI3U C PACHIMPEHUEM JESITEIBHOCTH.

11 Hos16pst 2006 roma e OOBIBHIN OJIAr0IAPHOCTD 32 TOOPOCOBECTHOE
OTHOUICHUE K TPYAY.

10 deBpans 2008 r. oHa yIIUIa B ©KETOAHBII OCHOBHOM OIUTAYMBACMbIH OTIYCK Ha
14 nueit u emie 4 qHs B3sJa 3a CBOM CUeT.

03 mrons 2013 r. oHa yIIIa B OTIIYCK IO YXOy 32 pEOCHKOM 0 TOCTIDKEHUS UM
1,5 nmet. (neHp poxaeHus pedenka — 27 mapta 2013 1.)

30 utonsa 2015 r. ona yBosiena 1o m.6a ct.81 TK P®. [Tocuuraiite, 3a kakoe
KOJINYECTBO AHEH HEUCIIOJIb30BAHHOTO OTIIYCKA €My IOJIO’KeHA KOMIIEHCALU.
3amonHuTe Tabemb ee pabouero BpeMeHH 3a anpenb 2015 T. mpu yclioBHH, YTO C
03-10 anpens ona 6onena, 25 u 31 mMas nporynsia.

3aganmne 28.

Muxaiinosa Spocnasa CepreeBHa npuHsTa B 1adopatoputo Ne 3 3A0 «Daken» Ha
JIOJDKHOCTB JlabopanTa 7 anpens 2006 r.

14 nexabps Toro e roaa oHa Oblla epeBesieH Ha TOJHKHOCTh CTapLIero
nabopaHTa B CBS3H C MOBBIIICHUEM KBATH(DUKAIIH.

23 mas 2008 rox oHa ynuia B OTIYCK, B35B HEHCIIOIb30BaHHBIN €KETOIHBIA OTITyCK
3a MPOMUTBINA ToA (28 KaneHnapHbIX JHEH) U emle 15 KaneHaapHbIX JHEeH OTITyCKa 3a
TEKYLIUH roa.

11 mapra 2013 1. oHa ynuia B OTHYCK IO YXOAY 32 peOCHKOM 0 JOCTHKEHHS MM
1,5 net. (nenp poxnenus pedenka — 07 saBaps 2013 1.)

30 mas 2016 r. ee yBonwiIM 3a HapylwieHUE oxpanbl Tpyna. Ilocuuraiite, 3a Kakoe
KOJIMYECTBO JHEH HEUCIIOIL30BAHHOTO OTITYCKa € MOJI0KeHa KOMIICHCAIHS.
3amonHuTe Tabens ee pabodero BpeMeHu 3a Maid 2016 r. ipu ycnoBud, 4to ¢ 17 u
21 mas oHa yxojuiia ¢ paboTsl Ha 3 Jaca paHbIIIe.

3ananue 29.

KunsitkoBa Anactacus BuktopoBHa noctynun Ha padoty 17 mas 2007 r. B 3A0
«KHura» Ha TOMHKHOCTD HAYYHOTO PEAAKTOPA.

12 ampens 2008 r. oHa ObUIa TEepeBelieHa HA JOJDKHOCTH PENAKTOpa B CBS3U C
COKpaIllEHHEM IITAaTa.

C 13 urons 2008 r. oHa HAXOAUIIACH B €KETOJJHOM OIIaYMBAEMOM OTITyCKE: KpOME
MOJIOXKEHHBIX 28 KaJeHAapHBIX JHEH, oHa B3sy1a 10 KaleHIapHBIX THEH OTITyCKa He
HCIIOJIb30BAaHHOTO B IMPOIIJIOM IOy U €Ile 3 JHSA €XKEroJHOr0 JOTOIHUTEIBHOTO
OIIJIAYMBAEMOT0 OTITYCKa.

20 uronst 2012 1. oHa ynuia B OTIYCK O YXOJy 32 PeOSHKOM JIO IOCTHXKEHUS UM 3
JeT. (meHb poxaeHus pedernka — 08 anpens 2012 r.)

28 mas 2016 r.oma Obula yBOJNEHA 3a pa3MalleHHE KOMMEpPYECKOW TailHBI.
[locumnTaiiTe, 3a Kakoe KOJMYECTBO JAHEH HEWCIIOIB30BAaHHOIO OTITyCKa €My
TTOJIO’KE€HA KOMITEHCAITHS

3anoxanTe Tabens ee pabodero BpeMeHu 3a saBaps 2016 r. npu ycnoBuu, uto ¢ 17
u 21 mas oHa yxoauia ¢ paboThl Ha 3 yaca Imo3xe.

3ananue 30.

CocraBpTe Bce HEOOXOIUMBIE JOKYMEHTBHI, CONPOBOXKIAIOIIUE TPYAOBYIO
JesITeNbHOCTh pa0OTHUKA B COOTBETCTBHU C MpEATIOKeHHOH cuTyanued. [laBnoBa
Jlapuca AnekceeBHa npunsrta Ha paboty B OO0 «/lekabpucT» Ha JOHKHOCTH OuC-
MeHemkepa 16 mapra 2004 r.

11 HOs16pst 2006 T. OHA TIEpeBe/IcHA Ha JIOJDKHOCTh MEHE[KEpa 110 TIPOCKTY.

31 mas 2010 1. ee Harpagwyid TOYETHOH TI'PaMOTON B CBSI3U C IOIYICHHEM
KOMIIaHUEHN

roCyJapCTBEHHOIO 3aKa3a.

Ona ymuia B €KErOAHBIA oIutaunBaeMblii oTmyck 07 oktsiops 2011 r. mHa 28
KaJeHAapHBIX JHEH.

15 mas 2013 . oHa ymia B OTIYCK 10 YXOAY 32 peOEHKOM JI0 JOCTIKEHHS UM 1,5
net. (neHp poxxaeHus pedenka — 02 mapra 2013 1.)

5 nexabps 2015 r. ona yBoymmacek no c1.77 m.1 TK P®. [locuwuraiite, 3a kKakoe
KOJIMYECTBO JHEH HEHCIIOJIIL30BAHHOTO OTIYCKA €l MOJI0KeHa KOMIICHCAIHS.




3anonHuTe Tabens ee pabodero BpeMenu 3a utoHb 2015 r. mpu ycnosuu, uro 08-09
HIOHS OHA paboTana CBepXypOUHO, a ¢ 26 WIOHS yexayila B KOMaHIUPOBKY Ha 4 THS.

6.5. OIIeHO‘lHLIe MaTepuaJbl 1Jid l'lpOMe)KyTO‘lHOﬁ aTTeCTallun

DoHp BOIIPOCOB JIJIAA IIPOBCACHUA IPOMEKYTOYHOI'O KOHTPOJISA B (])opMe 3avgyeTa

Paznen nucnuniaunbl  |Bonpocskl

Paznen 1. JlenoBeie 1. Bwuasl 1e10BBIX KOMMYHUKAIUH

KOMMYHHKaLUU 2. BaemHue u BHyTpeHHHE KOMMYHHUKALIUU

3. Bnusnue BHemHel cpenbl HA KOMMYHHUKALMOHHBIE IPOIIECCHI B
OpraHu3aluu

Oranbl KOMMYHUKAllMOHHOTO IIpoLiecca

OeMeHThl KOMMYHHKAIIMOHHOI'O Ipolecca

dopmanbHbIe KOMMYHUKAIMH B OM3HEC-Cpee
HedopmanbHble KOMMYHHUKALMU B OpraHU3aLuu

Crioco0b1 HeBepOaTbHBIX KOMMYHHKAITHNA
KomMMyHHMKalIMOHHbBIE CTHIIN

0. IlpaBmna >pPeKTHBHBIX KOMMYHHKAIIUN

1. PoneBoil acekT B KOMMYHUKAIUIX

12. Ponb nH(OpMaK B KOMMYHHKAIITHOHHOM TIPOIIECCe

13. KoMMyHMKalMy 1 SMOLIMOHATIbHBIN HHTEIIEKT

14. TleperoBopsl Kak (hopma JIEIOBBIX KOMMYHUKAITUI

15. Ocobennoctu TeneOHHBIX IEPETOBOPOB

16. Bwuas! Bonipocos. [IpaBuna a3 dexTuBHOI paboTHI C BOpOCcCaMu
17. KopnopaTuBHBbIH CTHIIb

18. TloaroTroBka K BHICTYIJICHHUIO

19. Dransl BEICTYIUIEHUS

20. Buapl u mpaBuiia 0OpaTHOW CBSI3U B JICJIOBOH KOMMYHUKAITHH
21. TloxroroBka M MpoOBEIEHUE MTPE3CHTALIUH

22. BeprukanbHbIe, TOPU30OHTABHBIC, THATOHATEHBIE KOMMYHUKAIIUU
23. KommyHuKanmoHHast pyHKIUS caiiTa KOMOAHUN

24. CuryallmoHHOE NTPUMEHEHHE KOMMYHHKAIIMOHHBIX CTHIICH
25. DneMeHThl KOHCTPYKTUBHOM KOMMYHUKAIUH

26. TexHWKa aKTHBHOTO CITyIIaHHS

27. Vcnonp3oBaHue ayAHalbHBIX U BU3yalbHbBIX A3(PEKTOB B PE3EHTAIUN
28. Buasl kaHAIOB MPSIMON M 0OPATHOM CBS3H

29. JluneliHbIe U HENWHEHHBIC MOJIETTH KOMMYHUKAIIHH.

30. TToaroroBka JEIOBBIX MIEPETOBOPOB

31. IlonBeneHne UTOTOB JIEIOBBIX MIEPETOBOPOB

32. Knaccudukanus 3ppexToB KOMMYHHKAITHA

33. Metoas! GOopMHPOBaHUS KOMMYHHUKAIIMOHHBIX CeTei

34. XapakTepuCTHKU KOMMYHUKAIIMOHHBIX ceTei

35. MexXKynbTypHBIE 1€J10Bble KOMMYHHUKAIMH

36. YnpasieHne KOHQIUKTOM

37. Dtamnbl pa3BUTUS KOH(IUKTA

38. JIMYHOCTHBIE ACTIEKTHI JETOBBIX KOMMYHHUKAITHHA

39. MeXIMYHOCTHBIE J1€I0Bble KOMMYHHUKAIIUN

40. CTpyKTypHbIE METO/BI YIPABICHUS KOHPINKTOM

RR©O©®o~N O~

DJEeKTPOHHBIN JOKYMEHTOOOOPOT: CYIIHOCTh, MPOOIEMBI

MesxayHapoHbIii JoOKyMeHT0000poT. [IpobiemMbl MpaBoBOTO peryIupoBaHus
CucTeMBI MJIEKTPOHHOTO TOKYMEHTOO00pOTa

DJEeKTPOHHBIN TOKYMEHT0000pOT: IPOOIEMBl BHEIPEHHS

3akoH «O0 >NeKTpoHHON TU(POBOH MOAIHCHY

HITtatHoe pacnucanue, CTpyKTypa U IITaTHAS YUCIEHHOCTD, IIOPSAIOK
pa3paboTku. MeTonuKu onpeAeIeHus IITAaTHOW YUCIIEHHOCTU KaIpOBBIX
ciryx0.

Paznen 2. JlokymerT0000
poT
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39.

Kak nomken ObITh OpraHu30BaH BOWHCKHH y4eT B OpraHu3alusax?

[Mopsimok opranuzauu padoThl ¢ KOH(GUICHINAIBHON (CEKPETHOM )
JOKyMEHTaluel. XpaHeHue, nepeaada, yHHIToKeHHE JOKYMEHTOB
BsaumoneiicTBue ciyx0bl KaAPOB CO CTPYKTYPHBIMH MOAPA3ICTICHUIMHI
OpraHu3alun

PernamenTupytomye ¥ cCOnpoBOKAAOINE JOKYMEHTHI B KaJPOBOH ciIyx0e€.
JlokyMeHTHI, IpeabsIBIsieMble TPpU puéMe Ha padoTy. JJokymeHTHpoBaHue
MIPOXO’KACHUS UCIIBITATEIBHOTO CPOKA.

[lonsTHE, TOPSOOK U BHUIBI IEPEBOJOB HA APYTYIO AOJIKHOCTb.
[locnenoBaTensHOCTh JOKYMEHTOB, 0(hOpMIIsiEeMBbIX TIPpH yBoJbHEeHUH. [Topsimok
BEJICHUS 3alMCell B TPYIOBOM KHIKKE MPH ABMKEHUU KaJPOB.
JucuunnnHapHble IPOCTYIKH, OPAIOK (PUKCUPOBaHUs, 0(hOpMIEHUS
B3bICKaHMs. [TopsI0K JOKyMEHTHPOBAHHS

[MoaroTtoBka aen kK apxMBHOMY XpaHeHH0.OpraHu3anus nepejadd T0KyMEHTOB
Ul XpaHeHus B apxuB. OpraHusanusi ONEpaTHUBHOTO XPaHEHHUs NOKYMEHTOB
KaJIpOBO¥ CITy>KOBI.

BI/IILBI pa60T 1 UX periiaMCHTalud B CUCTEMC NOKYMCHTAIITUOHHOI'O
oOecrieyeHus! IesTeIbHOCTH KaIpOBOH CITYKOBI

OpraHu3aOHHO-TIPABOBBIE TOKYMEHTbI OpPraHU3all1, PeriaMeHTHPYIOIINe
JeSITETbHOCTD KaJIPOBOH CITYKOBI

KoMruiekc 1oKkyMeHTOB 110 0(hOPMIICHHIO TIEpeBOia Ha IPYTyro padoTy.
Kommiekc 1okyMeHTOB 110 0(hOpMIIEHHIO YBOJIbHEHHUS.

Kommnekc 1okyMeHTOB 110 0(pOpPMIIEHUIO OTITYCKOB.

Kommnekc 1okyMeHTOoB 1Mo 0popMIIeHUI0 KOMaHIUPOBOK.

Kommnekc 1okyMeHTOB 110 0(pOpPMIIEHUIO aTTECTALIH.

Komrutekc moxkyMeHTOB 110 0()OpMIICHHUIO TTOOMIPEHUH U B3BICKAHUI

Pabora ¢ mepcoHaNbHBIMU JaHHBIMU PaOOTHUKOB. OCHOBHBIC TTOHATHSL.
HopmatuBHBIE aKkThI, periaMeHTHpYIOLIHe PadoTy C MEPCOHANBHBIMU
JaHHBIMU.

[opsimok cornacoBanusi qokyMeHToB. OdopMiieHre BHEIIHETO W BHYTPEHHETO
COTJIACOBaHMUSI

TexHuueckoe  JAOKYMEHTHpPOBaHME. Buapl  KOMIUIEKCOB — TEXHHYECKOM
JOKYMEHTAIHH.

Qanbcudukanysi JOKYMEHTOB: BUABI (hanbCUPUKAINU, UCTOPUS TOMAJIEIOK.
CocraBnenue u opopMIICHHE ONTUCEH JIe.

JloKyMEeHTHpOBaHUE CO3/IaHHS, PEOPTAHU3ALNN U JUKBUIALNN KOMMEPUYECKOM
OpraHu3aIuu

OcoGeHHocTH XpaHeHUs HEBOCTPEOOBAHHBIX MOJUTMHHUKOB
noKyMeHTOB.OcoOeHHOCTH XpaHeHus poTorpaduid.

KanpoBseie cripaBouHO-MH(DOPMAIIMOHHBIE KAPTOTEKH U padOoTa 1O HUM.
Hcnonb3oBaHue JTOKYMEHTOB apXuBa KaJpOBOH CITy)KOBI: TOPSJIOK BBIIAYH
ApXMBHBIX CIIPABOK, APXUBHBIX KOIHA, aDXUBHBIX BHINUCOK;

Onenka (hakTUUECKOTO COCTOSHUS KaJpPOBOHW JOKYMEHTAMU U NPaBHIBLHOCTH
BEICHUS KaJapOBOTO JICJONMPOM3BOACTBA (BHYTPEHHUU KaJpPOBBIN ayawWT).
TuroBo# MmiaH ayauTa KaJpoBOro JeJI0NpOU3BOJICTBRA.

DJEeKTPOHHBIE apXHUBbI M IOKYMEHTHI. [IpUHIIMIBI U KPUTEPUH BPEMEHH, MECTa
obpazoBanus u 0TOOpa MoKymMeHToB mpu DL/I.

BI/I]II)I JOT0BOPOB, 3aKIIH0YaCMbIX IMIPHU BHEAPCHUHU U pCaIn3allii 3JICKTPOHHOI'O
JOKYMEHT0000poTa.

Omnpenenenne CpOKOB XpaHEHHS M OpraHU3alusi TEKYLIero XpaHEHHs
JIOKYMEHTOB IIEPETOBOPOB, COBELIAHUN U 3aCEJaHUMN.

Hcnonb3oBaHne TEXHUMYECKHX CPEACTB B  IIEPErOBOPHOM  MpoIecce:
ayJIHOJA0KyMEHTHPOBAHHE, BUJICOIOKYMEHTHPOBAHHE,
(dhoTomoxkymenTupoBanue. [I[paBoBOif acIexT.

OcOo0EeHHOCTH MPOTOKOJBHBIX MEPONPUATHHA NPHU MPOBEIEHUH IIEPErOBOPOB.
OTHUKET AETOBBIX MEPETOBOPOB.

CokpaleHue mraTa KOMIAHUM KakK BHJ IIPOEKTHOM AEATENBbHOCTH. DTallbl U
JIOKyMEHTAITHOHHOE o0ecIiedeHue padoT.

CocTaB NOKYMEHTAallMM Ha JTale BBHIMOJHEHHS MPOEKTA: OpraHu3alioHHO-
MpaBoBasi JOKyMEHTauus; (PUHAHCOBas JOKYMEHTAIMs; Hay4YHO-TEXHHUYCCKas
JOKYMEHTAIIMsl; OPTIPOEKTHAs! JOKYMEHTAIHS.




40.

41.

42.

43.

44,

45.

JIOKyMEeHTBI, OTpaXkaromue X0 paboThl MO MPOEKTY: MPOTOKOJBl U PEIICHHS
MIPOU3BOJICTBEHHBIX COBEIIAHHIA, IIPOMEKYTOUHBIC HHPOPMAIIMOHHBIE OTYETHI O
XO0/I€ BBITIOJTHEHUSI IPOCKTA, TIePEICKa.

OGecnieuenne Ge3onmacHocTH | 3amuTa gokymenToB Microsoft Office Word.
Cucrema 3amuThl HHPOPMAITAH

Hnudopmarmonnbie pucku (0MacHOCTh BOSHUKHOBEHUS YOBITKOB WM yIiepOa B
pe3yJsibTaTe MpUMEHEeHUs] HHPOPMAIMOHHBIX TexHonoruid, UT-pucku).
[MousaTHsT «uHPOPMAIHS», «ABTOMATU3UPOBAHHBIC APXUBHBIC TEXHOJIOTHI,
«aBTOMATH3alMs W MEXaHW3alusg apxXUBHOTO JieNlay; «WH(pOpMATU3AIMS
apXHUBHOTO JeJIay.

3HavueHue WHPOpPMATH3ALKUK apXUBHOTO Jielia Ha COBpeMeHHOM odtarme. Llenu,
HaTpaBJICHUS U TPUHIUTIBI HHOOPMATH3AIUH.

OCHOBHBIE ~ pPa3HOBHJHOCTH CHUCTEMHBIX M  NPHUKIAJHBIX  HPOrpaMM,
MPUMEHSICMBIX B apXUBHOM JIeJIe.

6.6. Ikaabl 1 KPUTEPHUH OLEHUBAHHUS MO (popMaM TeKYLIEro KOHTPOJISA U POMEKYTOYHOMH

arrecTanuu
Hlkana u KpuTepun OLEHNBAHUS
Ouenka Kpurtepun oueHnBanus 1J1s1 MEPONPUATHH KOHTPOJIS €
NpUMeHeHHeM 2-X 0aJIbHOM CHCTEMBI
«324TEHO» YK-4

«HE€ 3a4YTECHO»

Pesynbrarel 00ydeHus He chOpMHUPOBAHBI HA IOPOTOBOM YPOBHE




