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Pa3padoruukmu:
JIokTOp 3KOHOMUYECKHUX HayK Boikonasosa E. B.

Pabouas mporpamMma ITUCHMILIMHBEI (MOIYJsI) COCTaBI€Ha B COOTBETCTBUH C TpeboBaHusmu OI'OC
BO mo nampamnenuto moaroroBku 38.03.05 busnec-undopmarrka, yTBEP)KIESHHOTO IPUKA30M
Munob6puaaykn ot 29.07.2020 Ne 838, ¢ yderoM TpymoBbIX (yHKOHH mpodhecCHOHATBHBIX

CTaH/IapTOB:

Poccun ot 13.07.2023 Ne 586H.

CornacoBanue U yTBepkKaACHHUE

"Cnenuanuct mo WHGOPMAIMOHHBIM cHUCTeMaM'', YTBEPXKACH IMpuKazoM MUHTpya

[Tonpaznenenue
No W § OTBETCTBEHHOE OUO Busa JlaTa, mpoTOKOJI
KOJIJIETHAJIbHBIN JIUTI0 (TIpu HATMYWN)
opras
1 Nuctutyt 3aBeyIOIIHi Tpomuna E. TI. Paccmotpeno |27.05.2026, Ne 7
MEHEKMEHTA kadenpoii,
PYKOBOAUTEH
noapa3eseHus,
peanu3yomero
OIl
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1. Heab 1 3a1a4um 0CBOEHMSI TUCUMUIIIMHBI (MOLYJIs1)

Llenb ocBOEHUS TUCHMIUIMHBI - (POPMHUPOBAHHE PE3YJIBTaTOB OOY4YEHHUs, 00ECIIeUnBAIOIINX
JOCTH)KEHUE ITAHUPYEMBIX PE3yJIbTaTOB OCBOEHHS 00pa30BaTeIbHON PO PAMMBI

Banatm HU3YUCHUA NUCHUIIIINHBIL
- Pa3zBuTHE KOMMYHHUKATUBHBIX HABBIKOB;
- OBJIaI[eHI/Ie TCXHUKaMHU BCACHUA IICPCTOBOPOB;
- 3ydeHnne 0CHOB JIelI0BOM ATUKH U JOKYyMEHTO000pOTA.

2. [Inanupyempblie pe3yJbTaThl 00y4YeHHs 10 TUCUUILIMHE (MO1YJ/II0), COOTHECEHHbIE C
IVIAHMPYEeMbIMHU pPe3y/1bTaTaMHU 0CBOEHHs 00pa30BaTe/IbHON NPOrpaMMblI

Komnemenyuu, unouxamopul u pe3yniomamul 00y4eHus

YK-4 CriocobeH oCymecTBISITh JIEJIOBYI0 KOMMYHHMKAIIMIO B YCTHOM W MHChbMEHHON (opmax Ha
rocyaapcTBeHHOM si3bike Poccutickoit deneparuu u mHOCTpaHHOM(BIX) S3bIKE(aX)

VYK-4.1 OcymiecTBisieT Je0ByI0 KOMMYHHUKAIIUIO ¢ COOIOIEHUEM HOPM JIUTEPATypHOTO SI3bIKA
U ’KaHPOB YCTHOM Y MMCbMEHHOM PEeYH B 3aBUCUMOCTH OT LIEJIEH U YCIOBUN B3aUMOJEHCTBUS
3nams:
VYK-4.1/311 3Hath TeopeTHUYECKUE OCHOBBI OYLIECTBICHHS JENOBOH KOMMYHHKALIUU C
COOJIOIEHUEM HOPM JIUTEPaTypHOTO SI3bIKa W JKaHPOB YCTHOW M NMHUCHMEHHOH peuu B
3aBUCHMOCTH OT LICJIEH U YCIIOBUM B3aUMOACUCTBUSA
Ymems:
VYK-4.1/¥YM] YMeTh OCYyIIECTBIATH ACNOBYI0 KOMMYHHKAIMIO C COONIOAEHHUEM HOPM
JIUTEPATYPHOIO SA3bIKA U KAHPOB YCTHOW U MMCBMEHHOM pe4M B 3aBUCHUMOCTH OT LieJeH
Y yCJIOBUI B3aUMOJCHCTBUS
Bnaoemw:
VK-4.1/HBl Bnagerp HaBbIKAMH OCYIIECTBJICHHUS JIEJIOBOM KOMMYHHKALlUM C
COOJIIOIEHUEM HOPM JIUTEPaTypHOTO SI3bIKa W JKaHPOB YCTHOW M NMHUCHBMEHHOH peuu B
3aBUCUMOCTH OT LEJIEH U YCIOBUM B3aUMOIEUCTBUS

VYK-4.2 OcymecTisier 0OMeH nenoBoi MHGOpMAIME B YCTHOW M MHUCbMEHHOUW (opMax Ha
rocynapcTBeHHOM si3bike Poccutickoit denepariny u mnHOCTpaHHOM(BIX) SI3BIKE(AX).

3name:

VYK-4.2/311 3Harh TeOpeTHUYECKHE OCHOBBI OOMEHA JIeI0BOM MHGOpMAIMEH B YCTHOH H
MUCbMEHHOW (OopMax Ha TOCyIapcTBEHHOM s3bike Poccmiickoit denmepanuu
WHOCTpaHHOM(BIX) S3BIKE(ax)

Ymemes:

VK-4.2/¥Ym1l VYmeTh ocymecTBISITH OOMEH JeloBoM wWHpOpManued B YCTHOW H
MUCbMEHHOW (OopMax Ha TOCYyIapcTBEHHOM s3bike Poccmiickoit denmepanuu
WHOCTPAaHHOM(BIX) sSI3bIKe(ax).

Braoems:

VK-4.2/HBl Bnagetr HaBbikamMu oOOMEHa JelIOBOM wWHGOpManue B YCTHOM U
NMUCbMEHHOW (OopMax Ha TOCYyIapcTBEHHOM s3bike Poccmiickoit denmepanuu
WHOCTpaHHOM(BIX) S3BIKE(ax)

3. MecTo aucuMiuinHbl B cTpykrype OIl

JucrummHa (Moayis) «JlemoBbie KOMMYHUKAIIMM U JOKYMEHTOOOOPOT» OTHOCHUTCS K 00sI3aTeIbHOM
4acTH 00pa30BaTeIbHON MTPOrpaMMBbI B M3ydaeTcs B cemecTpe(ax): 4.
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B npounecce wu3yyeHMs OUCHMIUIMHBL CTYAEHT TOTOBUTCA K PpEUIEHMIO THUIIOB  3ajad
npodeCcCHOHAIBHOW  AeaTenbHOCTH, mnpenycMmorpeHHbix @OI'OC BO wu  obpazoBarenbHON
IIPOrpaMMON.

KOMHeTeHIII/Iﬂ Hpe[[HIeCTBleIIII/Ie AUCHHUIIJINHBI | HOCJIe]IyIOHIHe JAUCHHUIIJIMHBI

YK-4 - CriocobeH 0oCyIIeCTBIATh JSIOBYI0 KOMMYHHKAIIMIO B YCTHON M MUCBMEHHOM hopMax HA
rocyIapcTBeHHOM si3bike Poccniickoit demepariny M1 HHOCTPaHHOM(BIX) SI3bIKE(ax)

YK-4.1 OcymecTBiusier
JIEJIOBYIO0 KOMMYHHKAIHIO C
co0moeHneM HOpM
JUTEPATYPHOTO S3bIKA U
YKaHPOB YCTHOW M MMCbMEHHOU
peuu B 3aBUCUMOCTH OT LiENeH
U yCIIOBUU B3aUMOJICHCTBUSA

WHocTpanHslii A3b1K, PuTOprka u
CTHJINCTHKA MUCBMEHHON peuH,
Pycckuit 1361k 1 KynbTypa peud,
Pycckuii s13pIk Kak MTHOCTpaHHBIH,
VYueOHast IpakTHKa:
O3HaKOMHTEbHAs MPaKTHKa

1C-HokymenToobopoTt, [TogrotoBka x
MPOLEAYPE 3alNUTHI U 3aIUTa
BBIITYCKHON KBAJIN(UKAIIMOHHOM
paboTel, YueOHas mpakTHKa:
O3HAKOMUTEJIbHAS PAKTHKA,
VYueOHast IpakTHKa:
TEXHOJOTHYeCcKas
(IPOEKTHO-TEXHOJIOTHIECKas )
MpaKTUKa

YK-4.2 Ocymectiser 0OMeH
JeNI0BOH nH(pOpMaluei B
YCTHOW M MUCBMEHHON (hopMax
Ha rOCyIapCTBEHHOM SI3BIKE
Poccutickoit deneparuu u
MHOCTpaHHOM(BIX ) sI3bIKe(ax).

WHocTpanHslii A3b1K, PuTOprka u
CTHJINCTHKA MUCBMEHHOW peuH,
Pycckuit 1361k 1 KynbTypa peud,
Pycckuii s13pIk Kak MTHOCTpaHHBIH,
VYueOHast IpakTHKa:
O3HaKOMUTEIbHAs MPaKTHKa

1C-HokymenToobopoTt, [TogrotoBka x
MPOLEAYPE 3ALIUTHI U 3alUTa
BBIITYCKHON KBAJIN(UKAIIMOHHOM
pabotsr, [IponsBoacTBeHHas
MPaKTUKA: TEXHOJIOTHYECKas
(IPOEKTHO-TEXHOJIOTHIECKas )
MpaKkTuKa, YueOHas MpakTHKa:
03HAKOMUTEJIbHAS PAKTHKA

4. O6beM aMCUMIIMHBI (MOYJIs1) M BUABI Y4eOHOI padoThI
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5. Copep:xanue TUCUMILIMHBI (MOLYJIs1)

5.1. Pa3aenbl, TeMbl AUCHUILINHBI H BUAbI 3aHATHH

("9achl TPOMEKYTOUHOM aTTECTAINH HE YKa3bIBAIOTCS)

HaumenoBanue pazaena, TeMbl

JlexuMoHHEBIE 3aHATHSA

Bcero

[IpakTnyeckue 3aHATHUS
CamocrosTenpHas paboTa
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Pasnen 1. TeopeTtuueckue
OCHOBBI /1€JIOBBIX
KOMMYHHMKALUN H
AOKYMEHT0000poTa

39,85

23,85

Tema 1.1. OcHOBHbBIE TOHATUS
JICTTOBBIX KOMMYHHUKAITHH.
[udposas sxocucTeMa AETOBBIX
KOMMYHUKAIM 1 Ou3Hec.

9,85

5,85

Tema 1.2. KoMmMyHUKalIMOHHbIN
npouecc. Bunbl AenoBeIx
KOMMYHHUKALAN

10

Tema 1.3. Moneau
KOMMYyHUKalui. @opMupoBaHue
KOMMYHHUKAIIHOHHBIX ceTei

10

Tema 1.4. IokyMeHTOOOODOT,
MeTonbl HYOPMUPOBAHUS U
0€301acHOro XpaHeHHUs

10

Paznen 2. [liianupoBanue,
OpraHu3anms v peajgu3anus
AeJIOBBIX KOMMYHHUKAIUA U
JOKYMEHT0000poTa

50

10

10

30

Tema 2.1. Db dexT KoMMyHUKAITHI

10

Tema 2.2. JInuHOCTHBIE U
MEXJIMYHOCTHBIE KOMMYHUKAIIIH,
UG poBbIe WIATHOPMBI UX
OCYILECTBICHUS

10

Tewma 2.3. TIpaBuina 3¢phekTHBHBIX
KOMMYHHUKALAN

10

Tema 2.4. ®opMbI 1€10BBIX
KOMMYHHUKAIIMI B OpraHu3aluy U
METOABI UX peaIU3alun

10

Tema 2.5. MeTtozs! yrpaBiieHUs
OpraHU3alOHHBIMH
KOH(JIMKTaMU

10

5.2. KoHTpo/IbHBIC MEPONIPUATHS MO0 TUCHUIINHE

Bun xonTposs

®dopma KoHTpos1/OIIEHOYHOE CPEACTBO

Texymmii koHTpoNb  |3amaun

JIETIOBBIX KOMMYHHUKAIIMKA U TOKyMEHTO000pOTa

TECTUPOBAHUE
IIpomexyTounas 3ager
arTecTanus
Bua koHTpOJISI/ HCOIB3yeMble
Ne
HauMeHoBaHHE paseia OlleHOYHbIE MaTepPUAaJIbI
n/n . TpomexyT.
Texymmi
aTTrecTanus
1 |Teopetndeckue OCHOBBI JETOBbIX KOMMYHHUKAIIMN U |TE€CTUPOBAHUE 3auer
JIOKyMEHTO000pOTa
2 |IlmanupoBaHue, OpraHU3aLMs U peaanu3alus 3agaun 3auer
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6. OueHOYHbIE MATEPHAJIbI TEKYILIIEr0 KOHTPOJIS

1. Teopemuueckue 0CHOBbI 0€106bIX KOMMYHUKAYUL U OOKYMEHMO0O0pOma mecmuposanue

Ne
n/m

Coneprxanue Borpoca

[IpaBuUBHEIN OTBET (KITIOY OTBETA)

Komneren
s

1

Bri6epute KoppekTHYIO (popMy IPUBETCTBUS B JIEIOBOM NHChMeE, Korna (haMuiIus afpecara H3BECTHa
(manpumep, MBanos 11.11.).1.

A. 3npascTByii, IBan

b. YBaxxaemslit rocionun MBanos!
B. Ilpuser, komrera!

I To6poro BpemeHH CyTOK!

OTtBeT: b

YK-4

B kaxoli cuTyary yMeCTHO HCIOIB30BaTh OOpalieHIe Ha «ThI» B IJIOBOHU cpene?

A. Ilpu o01eHny ¢ reHepatbHBIM AUPEKTOPOM KOMIaHUH

b. Ipu obmieHun ¢ kimentoM crapire 60 jer

B. IIpn obmennu ¢ xoiieroi, ¢ KoTopsiM Bl 1aBHO paboTaeTe M KOTOPBIH NPEATIOKII HEPEHTH Ha «ThD»
I"Ilpu BBICTYIUICHNY Ha KOH(EpeHIH

OrtBer: B

YK-4

Kakas ¢pasa HeymecTHa B HavaJie JA€JIOBOTO Teae(h)OHHOTO pa3roBopa?
A. NoOpsrit nens, Menst 30ByT Ban [1eTpoB, s 13 KoMIaHu# «AJib(hay
b. Anno, 310 KTO?

B. Mory nu st moroBoputs ¢ rocnoqHoM CuiopoBeiM?

'Y Bac ecTb mapa MUHYT [UI pazroBopa’?

OTtBeT: b

YK-4

Kaxkoe 3aBepmiaroriee BEIpakeHHEe HanOoJIee YMECTHO B O(UIIHAIEHOM JEJIOBOM IMHUCEME HapTHEpam?
A. Bcero xopouero

b.C yBaxenuem

B. Iloka

I. OcraBaiitech Ha cBA3U

OrtBer: b

YK-4

YcraHOBHTE COOTBETCTBHE MEXKAY CHTyalnel 0OLIeHHsI 1 YMECTHOH pedeBoil popmoit
Cutyauus oOumeHus

1. OTka3 B mpockOe Kosiere

2. Ilepecnipoc B yCIOBHUSX IUIOXOW CBSI3H

3. Hauano mpe3eHTanuu ajst pyKOBOACTBA

4. 3aBeplIeHUE YCTICIIHBIX IEPETOBOPOB

PeueBas popmyna

A. I3BuHUTE, S HE COBCEM IOHSJ, IOBTOPUTE, MOXKATYHCTa
b.K coxanenmuto, s He cMory Bam moMmous B 3T0M Bompoce
B.bnaronapro 3a coTpytHu4€cTBO

I"loGpoe yTpo, yBaxkaemble koyuteru! Paspemire Hauats

OrtBer: 1-b
2-A
3-r
4-B

YK-4

‘YcTaHOBUTE COOTBETCTBUE MEXKIY HEYIAuHBIM BhIpaskeHHEeM (1—4) n ero KOppeKTHBIM JeJIOBBIM BApHAHTOM
(A=]D).

Heynaunoe BbipaxkeHue

1. IlpuminTe MHE JOKYMEHTHI Ha TIOUTY

2. Bel He npaBhl, BcE HE Tak

3. 51 He BUHOBAT, 3TO HE MOsI IpoliiemMa

4. Ham HyXHO, 4TOOBI BBI COITIACUIINCH)

KoppexTtHslii BapranT

A. TIpocum Bac paccmoTpeTh Halle npeyioxKeHne

b. Cnacu6o, 51 ycnbliiai Bairy MO3ULIUIO

B. IIpoury HanpaBUTh JOKyMEHTHI Ha YIEKTPOHHYIO MTOYTY
I'. I1o3BonbTE BBIPA3UTH HHYIO TOUKY 3PEHUS

OTtBeT: 1-B
2-T
3-b
4-A

VK-4
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‘YcTaHOBUTE COOTBETCTBUE MEXY 1ieibto ucbMa (1—4) u ero Ha3BanueM (A—/).
Lenp nmucema

1. OTnpaBuTh KOMMEPUYECKOE MPEUI0KEHNE MOTEHIINAIBHOMY KIHEHTY
2. CooOmuTh 00 YBOJIBHEHHH COTPYIHHKA

3. 3anpocuTh HHPOPMALIHIO O TOBape

4. BexnBo OTKIOHUTH 0epTy

Buna nucema

A. TTucpmo-0TKa3

b. ITucsmo-3anpoc

B. Kommepueckoe npenyoxeHue

I'. IluceMo-yBenomiieHue

OrtBer: 1B,
2r
3B,
4A

YK-4

Pacnonoxwure neiicTBUS pyKOBOAUTENS NIPH NPOBEACHUH ONIEPAaTUBHOTO COBELIAHUS B IPABMIIBHON
MOCTIE0BATENbHOCTH (OT HayaJla K KOHILY).

A. Pacnpenenenue 3a1a4 1 CPOKOB

b. IlpuBeTcTBUE YUaCTHUKOB

B. O0bsBnenue moBecTky (IU1aH BCTPEUH)

I'. OGcy>xaenne KaXa0ro MyHKTa 10 04epen

J1. TlonBeneHne UTOroB U 3aBEPILICHUE COBEILAHUS

Orger: b—-B—-I—-A->]

VK-4

Pacnionoxure aeficTBHs COTpyAHHUKA MIPU TOIYUYEHHUH JETOBOIO MUChMa B MIPABUIIBHON MOCIIEI0BATENBHOCTH.
1.A. CocTaBieHHe OTBETa HA MUCEMO

2 b. BHuMarenbHOE IPOYTEHHUE CONEPIKAHUS

3.B. OrnpaBka oTBeTa agpecary

4.T. IlpoBepka UIMEHH OTIIPABUTENS U TEMBI IUCbMA

5.4. OueHka CpoyHOCTH U IOCTAaHOBKA B ouepeb (IIpyU HEOOXOAUMOCTH)

6.E.Coxpanenue xonuu oTBeTa (B nanky «OTIpaBIeHHBIE))

Otser: |4—>2—>5—>1—>3—>6

YK-4

10

Hanummre onHo npemnoxenue (He 6onee 12 cioB)
310 MpemokKeHne MOYKHO HCIIO0Ib30BaTh B ISIOBOM MHChME, YTOOBI BEXKIIMBO MOIIPOCUTH KOJUIETY MPHUCIIATh
OTYET K MATHHUIIE.

OrtBer: |HpOI]_Iy HarpaBUTb OTYET A0 KOHLIA pa6o‘{er0 JHA I THULBI, HO)KaHyfICTa

YK-4

11

Hanumre oxHy (pasy, ¢ IOMOLIBI0 KOTOPOH MOKHO BEXIIMBO OTKA3aTh KIMEHTY B CKHIKE
B at0ii Ppaze 0ObsACHEHHE JODKHO COIAEPKATh AKLEHT HA IOIUTHUKY KOMIAHHH.

OtBer: |K COXAJICHUIO, PEOCTABIEHUE CKMIOK HE ITPELyCMOTPEHO HAllleH LIECHOBOW MOJIUTUKOM

VK-4

2. Ilnanuposanue, opeanuzayusi u peaiuzayusi O€LO6bIX KOMMYHUKAYUL U OOKYMEeHmoobopoma
3aoauu

Ne
n/m

ConeprxaHue Borpoca

| [IpaBuBHEIN OTBET (KITIOY OTBETA)

Komneren
s

CocraBbre OOHO CIIOBOCOYCTAHUC (FJIaTOJI + CyHIeCTBI/ITCJILHOC), OITUCBhIBAKOIICC HpO(l)eCCI/IOHaIIBHOC
JOCTHUIKECHUE, KOTOPOC MOKHO YKa3aTb B pE3IOME
HalpuMmep, «yBECJININUII IPOJAAKN. Bam BapUaHT HE JOJDKEH NOBTOPATH IIPUMED.

OtBer: |0HTI/IMPI3I/IpOBaJ'I OromKeT

YK-4

CKOJIBKO HPUITIAIICHHUH OBUIO COCTABICHO HAa aHNIMHCKOM SI3bIKe?
Memnemxkep ornpasun 120 npuriamennii Ha koHdepernuro. Ha pycckom si3pike — 40% Bcex IpHIIameHui,
OCTaJbHble — Ha aHNIUICKOM

Otser: |72

YK-4

CKOJIBKO IHCEM OBIIO OTHpaBJIEHO MapTHEpam?
13 250 ucxopsmux nuceM otaena 40% ObUTH HanpaBIeHB! KIIMEHTaM, a OCTaJIbHEIC - TApTHEPaM

OrtBer: |150

YK-4

Hanummre kopoTkoe MMChMO-HAIOMUHAHKE, HE MPOSBIISIS Pa3ApakeHne
BbI oTnipaBUIH 31EKTPOHHOE MHCHMO, HO Yepe3 TPH JHS HE MOITyYHIH OTBET.

OtBer: Jlo6prrit nens! HanomuHatio o cBoéM nucbMe ot 10 MapTa ¢ npeuioxeHueM o BcTpede. byner

11 BaM ynoOHO Ha 3Toii Henene? XKny oTBeTa

YK-4

Hanummre ogny ¢pasy, B KOTOpOit Bl yTOUHHTE 3alaHUE (YTO UMEHHO CHENaTh U K KAKOMY CPOKY).
PykoBoauTe b B yCTHOM pasroBOpe ail pacIuibiByaToe 3aaanue: «Pa3depurech ¢ 0T4ETOMY.

OtBer: YTouHMTE, OXKATYHCTA: KAKOW UIMEHHO pa3zien OT4ETa HYXKHO JI0AEIaTh U K KAKOMY YHCITy?

YK-4

Hammmmre kopoTkoe u3BHHEHNUE , Oe3 onpaBranuii. HazoBure HOByIO nary.
Be! nponycTunu aeanaiH ¥ NOABENU KOJUIETY.

«Ms xomiern», U3BUHUTE, 5 He ycreld. Buna mos. ['oToBslil oTyér npunumto 3aBrpa k 10 yTpa.
Bonb1e Takoe He HOBTOPUTCS

OrtBer:

VK-4

Hamummre onny peruky (1 mpemmoxkenne), KOTopast MSTKo, HO HACTOHYMBO YCTAHOBUT KOHKPETHBIH CPOK.
Br1 3BOHUTE KIIHEHTY, KOTOPHII He orutatiil cueT. OH roBoput: «S1 Bc€ omiady, Koraa y MeHs OyJeT BpeMsi».
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OTtBeT:

51 Bac moHMMalo, faBaiite Toraa 3aQUKCUpPyeM KOHKPETHYIO ATy - K IPUMEpY, T0CIe3aBTpa 10
16:00, 4TOOBI 51 MOT 3aKPBITH OTYETHOCTD.

7. OueHOYHBbIC MATEPHAJIBI IPOMEKYTOYHOM aTTeCTALMHA

3auem yemeepmulti cemecmp

No
/o

Coneprxanue Bompoca

[IpaBuibHBI OTBET (KIIIOY OTBETA)

Kommneren
s

Oxapaxrepusyiite myOIM4HbIC BBICTYIUICHHUS KaK pOpMYy Je10BOro 00IIeHUS

OrtBer:

[Ty6nuanble BRICTYIUICHHS KaK (opMa JIeTOBOTO OOIIECHHS IIPE/ICTaBIIIOT CO00I
LIeJICHANIPaBICHHOE MOHOJIOTHYECKOE BO3EHCTBUE OpaTopa Ha ayIUTOPHIO C LIENbI0 IIepeadn
nHpopManny, yOSKIeHHs HIH TOOYKICHUS K AHCTBHIO, KOTOPOE CTPOUTCS 110 3aKOHAM
PHUTOPUKH U TpeOyeT YeTKOH CTPYKTYpHO-TOTHUECKO OpraHu3anny (BCTYIUICHHE, OCHOBHAS
4acTh, 3aKiII0ueHNe). [T1aBHOE OTIMYMe My OIMYHOTO BEICTYILICHHS OT APYTUX (OopM IeI0BOro
OOIIEHNS 3aKITI0YaeTCsl B €r0 O(UINAIBHOM XapaKTepe, BEICOKOH CTeneHu (hopMali3ain
sI3bIKa, 00s13aTeNbHOI 00paTHOI CBSI3M ¢ aynuToprei (BepOaabHOM 1 HeBepOaIbHON) U
HEOOXOMMOCTH aJlaNTalliH COAEPKaHUs O]l YPOBEHb IIOATOTOBKH M OKUIAHUS CITyIIaTeneit
JUTSL TOCTHIKEHHSI KOHKPETHOTO MParMaTH4ecKoro pe3yibTara.

VK-4

HazoBute ocHO

BHBIC 3TAallbl IIOATOTOBKU U IIPOBECACHUSA JIeTI0BOM 6CCCZ[BI

OTtBeT:

Jlenoas Gecena BKJIOYAET NOATOTOBUTENBHBIH 3Tall (OnpeaeneHue ueiu, coop nHpopManun),
OCHOBHOI1 3Tan (00CyXIeHre BOIPOCca, apryMEHTAIsI U KOHTPAPTyMEHTALHS) 1
3aKJIIOYUTEIIBHBIH 3Tall (IIPUHATHE PELIEHUS U BBIXOJ] U3 KOHTAKTa).

D¢ dexTuBHOCT Oece/ibl HAPAMYIO 3aBUCHT OT KOPPEKTHOTO COOMIONECHHS STHUECKUX HOPM U
UCIOJIb30BAHUS TEXHUK aKTUBHOTO CITyLIAHHUS.

YK-4

B uewm pasnuna

MEX/y OTKPBITBIMHU U 3aKPBITBIMU BOIIPOCcaMH B JieroBoM obuiennn? Ipuseante npumepsl

OrtBer:

OTKpBITEIE BOIIPOCH! MIPEAOJIAraioT pa3BepHYTHIH OTBET U CTUMYIHPYIOT COOECENHIKa K
paccyxaenuio (Hanpumep, «Kakue y Bac npeanokeHus 110 peleHHIo SToro Bompoca?y), a
3aKpBITHIC BOIIPOCHI TPEOYIOT OTHO3HAYHOTO KPATKOTO OTBETA («Ia» WIN «HET») U
HCTIONB3YIOTCS JUIS TIOJyYeHHsT KOHKPETHON HH(OpMAIIHH.

VYMenoe yepe1oBaHUE THIIOB BOIIPOCOB MO3BOJSET Y3 (HEKTUBHO yIPaBISATh JUAJIOTOM Kak Ha
PYCCKOM, TaKk U Ha HHOCTPAHHOM SI3BIKE.

VK-4

Kakue npuemst
BBICTYILICHUM?

YCTaHOBJICHHUSA U IIOAJACPKAHUSA KOHTAKTa C ay,HI/ITOPI/Ieﬁ CyHICCTBYIOT IIpU Hy6III/I‘1HOM

OrtBer:

K OCHOBHBIM IIpHieMaM OTHOCSITCS: YCTAHOBIICHHE 3PUTEIBHOIO0 KOHTAKTA, HCIOJIb30BAaHUE
OTKPBITBIX JKECTOB U 1103, 0OpalIeHNe K ayANTOPUH C PUTOPHYCCKHUMH BOIIPOCAMH, a TAKKE
BapbUPOBAHKUE IPOMKOCTH M TEMIIA PEUH.

ApanTanuys 3TUX PUEMOB K KyJIBTYPHBIM 0COOCHHOCTSIM ayJIUTOPHH BaXkKHA KaK IPU
BBICTYIUICHHH II€pe]] PyCCKOS3BIYHBIMHU, TAK U IIEPe]] HHOCTPAHHBIMHU CIYIIATEIISAMH.

3T0 MO3BOJISET IPEOOJIETh KOMMYHHUKATUBHBIC OAapbhepbl M JOHECTH KITIOYEBBIC MBICIIH JI0
000 ayauTOpuH

YK-4

Onumure CTPYKTypy TUIIMYHOTO AEIOBOTO COBEIAHUS.

OrtBer:

JlenoBoe coBemanue 00BIYHO HAYWHACTCS C BCTYHMHUTEIBHON YacTH ((hopMynmupoBKka LeiH 1
perIaMenTa), 3aTeM ClIeyeT OCHOBHAs 9acThb (00CYKICHNE OBECTKH JHS M BHICTYIUICHUS
YYaCTHHKOB) M 3aBEepIIaeTCs 3aKJIIOYUTEIBHON YacThIO (IIOBE/ICHUE UTOTOB U IPUHSTHE
pelIeHuit).

Pounb npepcenarenst 3akimodaeTcs B yIPaBIeHUHN JUCKYCCHeH, obecTiedeHIH COOTIoneH s
perTaMeHTa ¥ pe3lOMHPOBAHUN BEICKa3aHHBIX NTPEIOKEHHH.

YMeHHe 4eTKO U JIAKOHMYHO ()OPMYIHPOBATH CBOM MBICIIH BO BPEMsI COBEIIIAHUH
JIEMOHCTPHPYET BBICOKYIO KYJIBTYpY JEJIOBOH pedn.

YK-4

Yro TaKoe «KOMMYHHKaTHBHbIEC Oapbepbl», HA30BUTE OCHOBHBIE CIIOCOOBI UX NPEONOICHUS?

OrtBer:

KomMyHHKaTHBHEIE Oaphepbl — TO OMEXH, BO3HHUKAIOIIHE B Ipoliecce OOMeHns 1
HCKa)KaIOII[FIe CMBICII COOOIICHNS (JIOTHYECKHUE, IMHI BUCTUUECKHE, IICUXOJIOTHIECKHE,
KyJBTypHBIE).

Crioco0bI IPeoI0IeHH)s BKITFOYAIOT: aJalTAIlII0 PEUH 0] YPOBEHb COOECENHIKA, IPOSCHEHNE
cMbIciIa uepe3 00paTHyIo cBs3b («[IpaBUIIBHO 1 S HOHSIL...») M AEMOHCTPALUIO YBAXKEHUS K
COOCCETHHUKY.

Oco0y1o Ba)XHOCTB TIPEoHoJIeHHe 0aphepoB IPHOOpeTaeT Npy OOIIEHNH Ha THOCTPAHHOM
SI3BIKE, TI€ JIMHTBUCTUUECKHE CIIOXKHOCTH JOTIOIHSIIOTCS KyIBTYPHBIMH Pa3INIUsIMU.

YK-4

HazoBute ocHo

BHBIE PEKBU3HTHI JIEIOBOTO MHChbMA U TPeOOBAHHA K UX O)OPMIICHHUIO.

OrtBer:

K 0CHOBHBIM peKBHU3UTaM OTHOCATCS: afpecar, apecaHT, 1aTa, peruCTpalluOHHBII HOMED,
3aroJIOBOK K TEKCTY, TEKCT IUCbMa, OTMETKA O HAJIMYUM IPUIIOKECHUS U IOAIUCH.
Pacnionoxenne pexkBu3utoB crporo pertamentupyercs I OCTom u obecniedrBaer
IOPUIUUYECKYIO CUILY JOKYMEHTA.

IMpu opopmireHNN nCEMa Ha HHOCTPAHHOM SI3BIKE HEOOXOIMMO YUHUTHIBATH CIICHUPHUKY
PacnoaoKeH!s PEKBU3UTOB, IPUHATYIO B CTPaHE-KOPPECIIOHCHTE

YK-4

B uem 3akirouaeTcst 0COOEHHOCTh OQ)HHHaHLHO-I[CIIOBOI‘O CTHJIA pE€UU IIPpU COCTABJICHUUN I[OKyMeHTOB?
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OTtBeT:

OduranbHO-AeI0BOM CTUIIb XapaKTEPHU3yeTCsl BHICOKON CTENEHBIO PEIIaMEHTUPOBAHHOCTH,
HCTIONB30BaHUEM CTAHIAPTHBIX KIIUIIE U TEPMUHOB, a TAKXKE TOYHOCTBIO, HE JIOMYCKAIOIIEH
JIBOSIKOTO TOJIKOBAHHS.

TekcT 10KyMEHTa HOIKEH OBITh OCTPOEH JIOTHYHO M U3JIaraThCs OT TPETHETO JIHLA.

ITpu nepeBozie TOKyMEHTOB HA HHOCTPAHHBIN SI3BIK BaKHO NEPEaTh HE TOIBKO CMBICI, HO U
(dopMabHO-1EN0BON PETUCTP, UCIIONb3YsI COOTBETCTBYIOIHE SI3BIKOBBIE CPEJICTBA.

HazoBute ocHO

BHbIE [TPaBMJIa JEJIOBOTO STHKETA NPHU OOLIEHUH N0 TeaehoHy

YK-4

OrtBer:

TenedoHHBIIT pa3roBop JIOJDKEH HAYMHATHCS C IPEACTABICHHS COOCCEAHUKOB U BBISICHEHHS,
yAOGHO JIH TTapTHEPY TOBOPHTH, & TAKKE HMETh YCTKYIO LieIb 1 BPEMEHHBIC PaMKU (0OBIYHO HE
Gornee 3-5 MUHYT).

B KoHIIe pa3roBopa HEOOXOJUMO MOBECTH UTOT U JOTOBOPUTHCS O JabHEHIINX NeHCTBHSX.
ITpu 0O1IeHNN HAa HHOCTPAHHOM SI3bIKE Ba)KHO BJIAJICTh CTAHAAPTHBIMH (hOpMyJIaMu
[PUBETCTBUS, POIIAHHS M BEXKIUBOTO PEPHIBAHHS COOCCEIHHUKA.

10

KakoBbr ocHOBHBIE IpaBuIa BEACHUSA JIeTI0BOM 3IIeKTp0HHOI71 NEPEUCKU (CCTI/IKCT)?

YK-4

OTtBeT:

JlenoBast aeKTpOHHAas Mepenucka TpedyeT yKa3aHus YeTKOHM TeMbI [THChMa, HCIIOIb30BaHHs
0(UIMATBHOTO PUBETCTBHUS U OOPAICHNS, @ TAKKE JJAKOHUYHOTO M CTPYKTYPHPOBAHHOTO
H3JI0XKEHHS CYyTH BOIIPOCA.

OTBeT IOJDKEH IaBaThCsI [0 CYLIECTBY, C KOPPEKTHBIM [IUTHPOBAHUEM MPEABIIYILETO
COOOIIEHUS.

I'pamoTtHOE OOpMITEHHE AEKTPOHHBIX MMUCEM HA PYCCKOM M HHOCTPAaHHOM SI3bIKaX
bopmupyet nmpodeccroHanbHBIN UMUK U YCKOPSIET AET0BOE B3aUMO/ICHCTBHE.

11

IIepeuucnure B

Wbl ACJIOBBIX ITUCEM 10 UX q)yHKHI/IOHaJH)HOMy Ha3HA4YCHUIO

YK-4

OTtBeT:

Beiiensior nHGOpMaloHHbIE TMChMa (M3BELIEHHE, TOATBEPKACHNE, HATOMUHAHUE),
HWHHLHUATUBHBIE (TMCHMO-NIPOCH0a, NPEUIOKEHHUE, 3aMPOC) U OTBETHBIE (IIMChMO-0TKA3,
rapaHTHITHOE ITUChbMO, MMUCbMO-U3BUHEHHE).

Br100op Tuna nuchMa onpenenser ero KOMIO3ULHIO 1 HA0Op pedeBbIX KIUIIE.

3HaHHe TUIIOJIOTUH TTUCEM HEOOXOAUMO IS TPaMOTHOTO JIOKYMEHTO000pOTa, B TOM YHCIIe
NPH BEACHUU NEPEIICKH C HHOCTPAHHBIMU KOHTPAreHTaMu.

12

Yo Takoe «aie

KTPOHHBIN TOKyMEHTOOOOPOT» U KaKoBa €T0 POJIb B YIPABICHHH OpraHu3arueii?

YK-4

OrtBer:

DeKTpOHHBIH JoKyMeHT0000poT (J10) — 3TO0 crcTeMa co3nanusl, epeaadn, 00paboTKU U
XpaHEeHUs JOKYMEHTOB B JJIEKTPOHHOM BHUJIE C HCIOJIB30BAHUEM CHEUATBHOTO IPOTPAMMHOTO
obecriedeHusl.

310 no3BomseT yCKOpUTH 00MEH HHpOpMaIel MeXXTy HOoIpa3ieNICHUsIMU ¥ KOHTpareHTaMH,
MIOBBICHTH IIPO3PaYHOCTD YIPABICHUIECKUX PEIICHNI U COKPATHTH 3aTPaThl Ha Oymary u
MIOYTOBBIE YCITYTH.

Branenne coBpeMeHHBIMH KOMMYHUKaIMOHHBIMH TEXHOJIOTHAMH, BKItodast COJI, mo3Borster
s¢dexTrBHO B3auMoOIEHCTBOBATH B IN(POBOH cpeze.

13

B yem nposBnsAOTCS HallMOHAIBHBIE 0COOCHHOCTH JIEIOBOTO OOIEHHUS (Ha IPUMEpPEe OHON aHITIOSI3BIYHON

cTpaHsl)?

YK-4

OTtBeT:

B nenosoii kynerype CLLA BBICOKO IEHUTCS NPSAMOI U SHEPTUYHBIA CTUIb OOIIEHHS, aKIIEHT
Ha IyHKTYaJIbHOCTb M YETKOE CIIC/IOBAHHE MOBECTKE 1H:; B BenmkoOpurannu, Hao0opoT,
Ba)KHBI CIEPKAHHOCTB, COOMOAeHNE (POpMaTbHOCTEH 1 yMEHHE BECTU CBETCKYIO Oeceny
(small talk) mepex HauamOM MEPEroBOPOB.

3HaHHUe U y4eT 3THUX 0COOEHHOCTEH M03BOJIseT N30eKaTh HEJOIOHUMAHUS U CTPOUTD
JIONTOCPOYHBIE MTAPTHEPCKHE OTHOIICHHUSI.

Jlns ycnenrHoit MeXTyHapOIHON KOMMYHHUKAIMHY HEOOXOAUMO alalTHPOBATh HE TOIBKO S3BIK,
HO 1 HeBepOanbHOE MOBECHUE U CTUIIb BEACHUS NIEPETOBOPOB.

14

THITBI TOBENICHHS JINYHOCTH B MIPOIIECCE JICIIOBOTO OOIICHHS

YK-4

OTtBeT:

B nenoBoM 00LIeHNH BBIIENISAIOT TPU OCHOBHBIX THIIA TIOBEICHUSA: KOHCTPYKTUBHBIN
(OpHEHTHPOBaH Ha MOUCK B3aMMOBBITOAHOTO PEIECHHS ¥ COTPYAHUYECTBO), KOH(PIMKTHBIN
(IposABNAETCS B )KECTKOM OTCTaWBaHUU CBOEH MO3UIMH, MAHUITYJISILUSAX M HTHOPUPOBAHHU
HMHTEPECOB MapTHepa) U NaCCUBHBIH (XapaKTepH3yeTCsl YXOAOM OT MPHHATHS PELICHUH,
COMIAIIATEILCTBOM U HU3KON MHULIMATHUBOM ).

D¢ heKTHBHBII KOMMYHHKATOP JOJDKEH YMETh PACIIO3HABATH ITH THIIBI 10 BepOaIbHBIM U
HeBepOaJIbHBIM CUTHAJIAM, aJalTHPYS CBOIO PEUEBYIO CTPATETUIO KaK HA PYCCKOM, TaK U Ha
MHOCTPAaHHOM $I3bIKE AJIS CIVIQXKUBAHUS HAIIPSHKCHHOCTH WK, HA00OPOT, CTUMYJINPOBAHUS
AKTHBHOCTH.

Oco3HaHHOE ynpaBieHue cOOCTBEHHBIM THUIIOM MOBEICHHS U THOKasi KOPPEKTUPOBKA TAKTUKHU
OOILEHHUSI TO3BOJISIOT MUHUMHU3HPOBATh KOH(IUKTBI M JOCTUraTh Liejell KOMMYHHUKALUH B
mo60ii nenoBoi cpene

15

Texuuka IIPOBCACHUS UTOI'OB JICJIOBBIX IIEPETOBOPOB
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Ortsert: TexHMKa MMOABEICHUS] HTOTOB BKIIOYAET 0053aTEIbHOE PE3IOMUPOBAHNE JJOCTUTHYTHIX
JIOTOBOPEHHOCTEH ¢ YyeTKo! (uKcareld KaXka0ro MyHKTa (KT0, 4TO, K KAKOMY CPOKY
BBIIOJIHSAET), a Takxke o0cyxaeHne popmara AaJIbHEHIIEro B3auMoaeicTBUs (KOHTPOJIbHbIE
TOYKH, CIIOCOO CBSI3M).

Ba)kHBIM 37IEMEHTOM SIBIISIETCS 3Tall «3aKPBITHS O3, KOTJ]a CTOPOHBI €1lle pa3
MIPOrOBAPUBAIOT OKOHYATENbHBIE YCIOBHS, YTOOBI HCKIIOUUTH JABYCMBICTIEHHOCTb, a TAKKe
JIal0T 00paTHYIO CBsI3b IO MPOLEAYPE EPErOBOPOB.

I'pamoTHas uKcalys MTOTOB B TUCbMEHHOM BUJIE (TIPOTOKOJI MIIM AOTIOJIHUTENIBHOE
COIIAIIEHUE) HA TOCYAaPCTBEHHOM S3bIKE U, ITPU HEOOXOIMMOCTH, 3aBEPEHHBIN MEPEBO]] HA
HWHOCTPAHHBIN SI3bIK 00€CTIEYHBAET IOPUANIECKYIO IPO3PAYHOCTD U JIOBEPHE MEKIY
MapTHEPAMH.

7.1. YpoBHHU OBJIa/IeHUsI
8. MarepuajJibHO-TEXHHYECKOE H Y1eOHO-MeTOAnYeCKoe ofecrevyeHue TUCIHIINHBI

8.1. [lepeyeHb OCHOBHOI U JOMOJHUTEILHON Y4eOHOM JTUTEPATYPbI

OcHognas tumepamypa

1. CnuBak, B. A. JlenoBrle koMMyHHUKaIuu. Teopust U MpakTUKa: Y4eOHUK sl By30B / B. A.
CmuBak. - Mocksa: FOpaiit, 2026. - 372 ¢ - 978-5-534-21681-3. - Tekct: snexrponnsiii // KO
IOpaiir: [caiit]. - URL: https://urait.ru/bcode/583188 (mara oOpamenus: 21.05.2026). - Pexum
J0CTyTa: 1O MOAMKICKE

Jlononnumenvuas numepamypa

1. XXepnakoBa, M. b. JlemoBblec KOMMyHUKAIMH: y4eOHWK M TPAKTHKyM s By30B / M. b.
Kepnakosa; M. b. XKepnakoBa, UN. A. PymsHniesBa.. - 2-e uza. - Mocksa: FOpaiit, 2026. - 319 ¢ -
978-5-534-16604-0. - Tekctr: onexkrtponnsii // HWKO  IOpait: [caiit]. - URL:
https://urait.ru/bcode/582883 (mara obpamenus: 21.05.2026). - Pexxum gocTyma: 1mo moamucke

8.2. IIpodeccuonasibHbie 0a3bl JaHHBIX U pecypcbl «AHTepHET», K KOTOPBIM 00ecne4nBaeTcst
AOCTYI 00y4aKOIIUXCS

Ipogpeccuonanvuvie 6azvl OaHHbIX

1. https://www.minfin.ru/ru/ - Tlpodeccuonanbnas 6a3a maHHBIX «DUHAHCOBO-YKOHOMUYECKUE
nokasarenu Poccuiickoit @enepannny (Odpununansubiil calt Munucrepcersa ¢punancos PO

2. http://pravo.gov.ru/ - TocymapcTBeHHast cuctema mpaBoBoi uHpopMaruu «OQHUIHanbHBIM
MHTEPHET-TIOPTAJI PABOBOI MH(OPMAIIANY

Pecypcor « Unmeprnem»
1. https://rosstat.gov.ru/ - @enepanbHas ciayx0a rocynapcTBeHHoOU cTraructuku (Poccrar)

8.3. IIporpamMHoe oGecnieueHre U MH(POPMALIMOHHO-CIIPABOYHBIE CHCTEMbI, HCIIOJIb3yeMble
MPH OCYLIEeCTBJIECHHH 00pPa30BaTeIbHOIO NMpoLecca Mo JUCHUIIINHE

Ilepeuens npoepammHozo obecneyeHus
(0bHOBNIeHUe NPOU3BOOUMCS NO Mepe NOSABNIeHUs HOBbIX 8EPCULL NPOSPAMMbL)

1. Microsoft PowerPoint;
2. Microsoft Office 2016 ;
3. "Astra Linux Special Edition" PYCb.10015-01;

Iepeuenb uHGOPMAYUOHHO-CRPABOUHBIX CUCTEM
(0OHOGIEHUE BBINOTHAEHCS eXHCEHEOCTbHO)

1. KoncynsranTtllntoc;
2. CnpaBouHo-1ipaBoBast cucreMa "['apanT-Makcumym";
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8.4. CnenuajbHbIE NOMELIEHUS, 1A00PATOPHH U J1a00paTOpHOe 000py10BaHUe

YueOHbBIC ayTUTOPUHN JUTSI IIPOBEACHUS 3aHATHN KomriekTs! yueHU4ecKoi Mebenn
JIEKLIMOHHOT'O THUIA MynbsTUMeTMAHBINA TIPOEKTOP

Jocka

OkpaH
YueOHbBIC ayTUTOPUHN JUTSI IIPOBEACHMS KoMmriiekTsl yueHHYeCKOi Mebenn
MPAKTUYIECKUX 3aHATHH (3aHATHH CEMUHAPCKOTO | MyJIBTUMEIUITHBIA POEKTOP
THITA) Hocka

OKkpan

Kommwroreps ¢ BerxomoM B ceTh «MHTEpHET» M1 DUOC CI
Yy4eOHbIe ayTUTOPHUH T TPYTIIIOBBIX 1 KomMrutekTsl yueHndeckoi medenn
WHIUBUYIbHBIX KOHCYJIbTALUMN MynbTUMEIUITHBIN TPOEKTOP

Jocka

OKkpan

Kommwroreps ¢ BerxomoM B ceTh «MHTEpHET» M1 DUOC CI

YdeOHbIe ayITUTOPUU JJIsl TEKYIIET0 KOHTpoliss B | KOMITIeKThI yueHHnYecKoi Mebemu

MPOMEXKYTOYHOM aTTeCcTalun MynbTUMETUITHBIN TPOEKTOP

Jocka

OKkpan

Kommwroreps ¢ BerxomoM B ceTh «MHTEpHET» M1 DUOC CI

[TomereHus J1s1 CaMOCTOSTENEHON pabOThI KoMmriiekTsl yueHHYeCKOi Mebenn

MynbTUMEIUITHBIN TPOEKTOP

Jocka

OKkpan

Kommwroreps ¢ BerxomoM B ceTh «MHTEpHETY M1 DUOC CI

[MomernieHust 1Tt XpaHESHUS ¥ IPOPHUIAKTHIESCKOTO
00CITy)KUBaHUST 000PYTOBAHUS KommekTs! cienuanu3npoBaHHON MeOenn sl XpaHeHHS

TTonrorosneno B cucteme 1C:Yuusepcurer (000001054) Crpanuria 11 u3 11



