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1. OHCHO‘IHLIC cpeacrsa, COOTHECEHHBIE C IVIAHUPYEMBbIMHA
pe3yjdbTarTaMun Oﬁy‘IEHI/Iﬂ o IMCIMIIJINHE

Kon u HanMeHOBaHMe Kon n Pesynbrarel 00ydeHus mo Bun arrecrauuu u
o0rmrenpo(hecCHOHANBHOM | HaUMEHOBAaHHE | JUCHUIUIMHAM (MOJIYIISIM) OLICHOYHBIX CPENICTB
KOMIIETEHIIUU HUHMKAaTopa U IIPAKTUKaM
JOCTHKEHUS
obmenpodeccuo
HAJIbHOM
KOMIIETEHIIUU
VYK-4. Cniocoben YK-4. 1.-1. VK-4. U.-1. 3-1. 3naer Texymuii KOHTPOJIb:
MPUMEHSTh COBPEMEHHBIE | YUUTHIBAET CYThb COJIEpKaHUs YCTHBIH OIPOC, TECT
KOMMYHHKaTHBHbIE oOuue u HOHSITUS [TpomexyTouHas
TEXHOJIOTHH, B TOM 4Hciie |cnenupuieckue |«uHPOpMaUOHHO- aTTecTalys: KOHTPOJIbHOE
Ha UHOCTPaHHOM(BIX) XapaKTEePUCTUKU | KOMMYHUKAIIMOHHbBIE 3aaHue
s3bIKe(ax), A AKaJEMUYECKOM U | TEXHOJIOTHUNY,
aKaJIeMHYeCcKoro U poQeccHoHaNbH | <KKOMMYHUKaTUBHbBIE
poQeccuoHaNbHOTO oit TEXHOJIOTHSI»
B3AHMOACHCTEHA KOMMYHHKALHHM |\ yie_4 11 .-1. 3-2.3Haer Texymuii KOHTPOJIb:
Ha pycCKOM 1 CYTb ITOHSTHH «KaHP YCTHBIH OIPOC, TECT
MHOCTPaHHOM MACbMEHHOU ITpomexxyTouHas
A3BIKAX TIPH npodeccruoHaIbHON 1 aTTecTalus: KOHTPOJIbHOE
YCTHOM H aKaJIeMUYECKOU 3a7laHue
TTHCBMCHHOM KOMMYHHKAIH
B3aUMO/JICHCTBUH
VK-4. U.-1. V-1. Texymuuii KOHTPOJIb:
YMeeT ucnonb30BaTh YCTHBIM OIpOC, TecTa
MYJIBTUMEIUITHBIE [TpomexxyTouHas
CpeICTBa MpU aTTecTalus: KOHTPOJIIbLHOE
MPEICTaBICHUN 3aJaHue
pe3yNbTaToB
aKaJeMUYECKON U
npodeccroHanbHOI
JeSITeIbHOCTU Ha
pa3IMYHbIX HAyYHBIX
MEPOTPHUITHSIX,
YK-4. N.-1. V-2 Texkymuii KOHTPOJIb:
YMeeT ucnonbp30BaTh YCTHBIHN OIPOC, TECT
uH(GOPMAIMOHHO- [TpomexyTouHas
KOMMYHHKATHBHbIE aTTecTalus: KOHTPOJIbHOE
TEXHOJIOTMH B IIPOLIECCE  |3aJaHue
cbopa, cucTeMaTHU3aIluH,
UHTEpIpeTanuu u
OLICHUBAHHUS
OTEYECTBECHHOU U
3apyOekHON
aKaJeMHUYECKOM,
npodeccuoHabHON U
HCCIIEI0BATENbCKOU
UHpOpMaLIUU
Kon u HanMeHOBaHMe Kon n Pesynbrarel 00y4eHus mo Bun arrecrauuu n




oOmienpohecCHOHaNbHON | HAaUMEHOBAaHHE | JUCHUIUIMHAM (MOJIYIISIM) OLICHOYHBIX CPENICTB
KOMITETEHIIUU HUHIMKaTopa U IIPAKTUKaM
JOCTHKEHUS
obmenpodeccuo
HaJIbHOM

KOMIIETEHIIUU
OIIK-8. Cnnocoben OIIK-8.11-1. OIIK-8.11-1. 3-1. 3naer | Tekyumuii KOHTPOJIb:
OpraHu30BbIBAThH Opranusyer TEXHOJIOTMM TIOCTPOEHMUS | YCTHBIM OIpocC, TeCT
BHYTPEHHUE U BHYTpEHHHUE BHYTPEHHUX [TpomexyTouHas
MEXBEJOMCTBEHHbIE ME)XBEIOMCTBEHH | MEKBEJIOMCTBEHHBIX aTTecTalys: KOHTPOJIbHOE
KOMMYHHKAaIIUH, bI€ JICJIOBBIE KOMMYHMKAIIUH B OpraHax |3aJaHue

B3aMMOJICVICTBUE OPraHOB
TrOCYIapCTBEHHOMW BJIACTH
1 MECTHOTO
CaMOYITPaBJICHUS C
rpaXxaaHaMu,
KOMMEpUYECKUMHU
OpraHu3aIusIMu,
WHCTUTYTaMH
Ipa)XJaHCKOTO 00IeCTBa,
CpencTBaMHU MacCOBOM
uHpopManuu

KOMMYHHUKAITIH B
opraHax BJIacTU

rOCyIapCTBEHHOW BIACTH
Y MECTHOTO

CaMOYIIPaBJICHUS
OIIK-8.11-1.Y-1. Ymeer |Tekyuuii KOHTPOJIb:
OpraHu30BBIBATH YCTHBIN OTPOC, TECT
IPOIIECCHl BHYTPEHHHUX [TpomesxyTounas
MEKBEIOMCTBEHHBIX aTTecTaIys: KOHTPOJIbHOE

KOMMYHUKAIIMI B OpraHax
rOCyIapCTBEHHOW BIaCTH
Y MECTHOTO
CaMOyITpaBJIeHUs

3a7aHue

OIIK-8.11-1.B-1. Bnaneer
HaBBIKAMH pa3pabOTKH
MPEAJIOKEHUN 110
COBEPLICHCTBOBAHHUIO
CUCTEMBI
JIOKYMEHTHUPOBAHHOM
nHpopmarumy,
o0ecreunBaroIen
POLECChl BHYTPEHHUX
MEKBEIOMCTBEHHBIX
KOMMYHHKAIIMI B OpraHax
rOCyIapCTBEHHOM BIACTH
U MECTHOTO
CaMOYIpaBJICHUS

Texymuii KOHTPOJIb:
YCTHBIM OMPOC, TECT
[TpomexxyTouHas
aTTecTalus: KOHTPOJIbHOE
3aJaHue

2. OueHoYHBIE CPECTBA ISl TEKYHIEr0 KOHTPOJIS

2.1. BapuaHTbl KOHTPOJBHBIX PadoT /Il CTYIEHTOB 3204HOI GopMbI 00yUeHUs1

1. VK-4. U.-1. 3-1. AkryanbHble po6iaemMbl 00ecTiedeHusI COXPaHHOCTH JOKYMEHTOB B
ANEKTPOHHOM (hopMme.
2. YK-4. U.-1. 3-2.AkryanbHble poOIeMbl ONPEETICHUS [IEHHOCTU JOKYMEHTOB U JIOKyMEHTHOM

uHpOpMalnH.

3. OIIK-8.U-1. 3-1. AkryanbHble po6aeMbl pa3pabOTKU HOMEHKJIATYpHI JIe71 B COBPEMEHHON

OopraHu3aln

4. OIIK-8.1-1. 3-1. AkTyanbHble poOIeMBbl CHCTEMaTU3aluU TOKYMEHTOB ISl UX ONEPATUBHOTO
HCII0JIb30BAHUS U TIOCIIEAYIOIIEr0 XPAHEHNUS.

o

VK-4. 1.-1. 3-1. Bujpl 10KyMEHTOB, IpUMEHsIEMbIe B TPO(PECCUOHATBHOMN e TETbHOCTH

6. YK-4. U.-1. 3-2.Bunsl cucteM 31€KTPOHHOTO TIOKYMEHTOO00pOTa B OpraHax rocy1apcTBEHHOM

BJIaCTH.




10.
11.

12.

13.

14.

15.
16.

17.
18.

19.

OIIK-8.1-1. 3-1. UncTpyMeHTapuii 371€KTPOHHOTO JOKYMEHTOO00POTa B OpraHax myOoJIn4HON
BJIACTH.

YK-4. N.-1. ¥-1. UadopmManiioHHOE U JOKYMEHTAIIHOHHOE 00CCIICYCHHS CHCTEMBI
pacripeneneHus (pyHKIHIA, TOJTHOMOYUN U OTBETCTBEHHOCTH B OpraHax MyOJMYHOM BIacTH.
YK-4. U.-1. V-1. Unpopmannonnoe obecneyernre 3PGeKTUBHOTO (PyHKIMOHUPOBAHUS
OpraHM3alMOHHON CTPYKTYphl OpraHa ImyOJu4HOMN BJIaCTH.

YK-4. U.-1. Y-2.MapopMaiiOHHBIE CUCTEMBI B OpraHax myOIMYHOM BIAaCTH.

VYK-4. N.-1. Y-1.HopmaTuBHO-TIPaBOBOE PEryJIUPOBAHUE OTHOILLIEHUH, CBSI3aHHbBIX C
nHpOpMaLKei ¢ OrpaHUIEHHBIM J0CTYIIOM.

OIIK-8.11-1.Y-1. OcobGeHHOCTH OCYIIECTBIICHHUS YIIPABICHUYECKUX OINEpalUil B 3JIEKTPOHHBIX
CUCTEMaX JIOKYMEHTO000pOTa Ha YPOBHE IOJIb30BATENIS TP BBIIIOJIHEHUU padOT 1O
IJIAHUPOBAHUIO, OPraHU3alMU JESITEIbHOCTH OpraHa BJIaCTH

OIIK-8.11-1. 3-1. IlopsaoK UCIIOJIb30BAHUS JOKYMEHTOB, XPAHAILUXCS B ApXUBE

OIIK-8.11-1. 3-1. IIpouenypsl coctaBieHue U 0POpMIIEHHE JOKYMEHTALIMH, TPUMEHIEMOH B
npodeccroHaIbHOM J1eATENbHOCTH, B COOTBETCTBUU C JIEUCTBYIONIEH HOPMAaTUBHOM 0a30it
VYK-4. N.-1. V-1.Cucrema 3amuthl IEHHON HHPOpMaLUU U KOHGUACHIINAIbHBIX T0KYMEHTOB.
YK-4. N.-1. Y-2.CucteMsbl 3IeKTPOHHOTO JOKYMEHTO000POTa KaK TEXHOJIOTHN TUIAHUPOBAHUS
1 OpraHu3aliy JesTEIbHOCTH OpraHa BIacTH.

OIIK-8.11-1. 3-1. TexHoJyioruu IIaHUPOBAHUS U OPTaHU3AIMU JESTEIbHOCTH OpraHa BJIaCTH
OIIK-8.U-1. 3-1. YnpaBneH4yeckue onepary B CUCTEMaXx dJIEKTPOHHOTO JOKYMEHTO000pOoTa
MIPH BBITIOJIHEHUU palOT MO IIaHUPOBAHUIO, OPraHU3ALINU AESITEIbHOCTH OpraHa BJIACTH.
OIIK-8.1-1.B-1. DxcrnepTHas KOMUCCHS JIJISl OIICHKH JOKYMEHTOB: 3aJ]a4H, COCTaB, OCHOBHBIC

byHKIIAN

Kpurepun oueHKH KOHTPOJIbHOMH padoThI

DJIeMEHTBhI M 3Talbl
MaxkcumaJjibHbIe
BbIIIOJIHCHUS IHoka3zaTenn
. 0aJIBI
KOHTPOJILHO padoThl
OTBeTHI HA 32JaHUS CooTBeTcTBHE TPEOOBAHUSM METOAMUECKHUX 70
KOHTPOJILHO# padoThl | pPEKOMEHJAIMHI K COAECPHKAHUIO KOHTPOIbHOU
(o BapuaHTam) paboTHI.
[IpaBUIBHOCTH U MOJIHOTA MPOBEACHUS aHAIHU3a/
OIIEHKH/ pelIeHUsI.
OTtpakeHue BHIBOJIOB IO 33/IaHUIO U UX
000CHOBAHHOCTb.
Cmucok ucrounnkoB | CobmiogeHne TpeOOBaHUN METOTUUYECKUX 5
pEKOMEHIalU IO KOJIMYECTBY U KaYeCTBY
VCTOYHHKOB.
Od¢opmitenne CootBetcTBHE pa3pabOTaHHBIM TPEOOBAHUSAM 15
ohopMIICHHS.
CobmroiIeHre HOPM JIUTEPATYPHOTO SI3bIKA.
OtcyrcTBre opdorpaduyeckux U MyHKTYallMOHHBIX
OIIMOOK, MOTPEITHOCTEH CTUIIS
Cpoxu Beinoinenusi | CoOmosieHne rpaduka BoIIOJHEHUS KOHTPOIbHON 10
paboTHI
100

KonTponsHast pabota onenuBaercs o 100 OGamipHON mikane, Oayibl MEPEeBOIITCS B OICHKU

yCIIEBAEMOCTH CIIEYIOITUM 00pa3oMm:
* 51-100 0amIoB — «3a4TCHOY;
» MmeHee 50 0aIoB — «HE 3a4TEHOY.

2.2. TecTbl 1JI1s1 TEKYLIEr0 KOHTPOJIS




1. VK-4. 1.-1. 3-1. Cucrema TOKyMEHTAIlMU OTIPECISIETCS KaK ...

a) COBOKYIHOCTb JOKYMEHTOB, OTpPa)KalOUIMX OPraHU3ALMOHHYI0 M PacHoOpsAIUTENIbHYIO
JESITEILHOCTD

0) COBOKYMHOCTh JOKYMEHTOB, B3aUMOCBSI3aHHBIX 10 MPHU3HAKAM IPOUCXOKICHUS,
Ha3HAYEHUS, BUJA, CEPhI AeITEILHOCTH, €ANHBIX TPEOOBAHUN K MX 0(DOPMIICHHIO

B) NHUCHMEHHBIC JIOKYMCHTBI, B KOTOPBIX (DHKCHPYIOTCS  pEIICHHUS
aJIMUHUCTPATUBHBIX M OPTraHU3AIIMOHHBIX BOIIPOCOB, a TAK)KE BOIIPOCOB YIPABICHHS
2. YK-4. N.-1. 3-1. OpuuunanbHelid JOKYyMEHT - 3TO ...

a) ro0as uHOopMaIus, BHeCEHHas B 0a3y JaHHBIX

0) wuHbopmarus, 3ahUKCHPOBAHHAS HA KAKOM-JIMOO HOCHUTEIE, MPUTOTHOM JUIS
JOCTATOYHO JI0JIFOBPEMEHHOTO XpaHEHUs

B) uH(popmanus, 3apUKCUpOBaHHAs Ha KaKOM-JIMOO HOCHTENE, MPUTOJAHOM st
JIOCTaTOYHO  JIOJITOBPEMEHHOTO  XpaHeHus, M odopmiieHHas 1O JeHCTBYIOUIUM
3aKOHOJATEIbHBIM MTpaBUIaM

r) 1000 OyMaXHbIN JOKYMEHT
3. YK-4. .-1. 3-2.K o0mmM GyHKITUSAM TOKyMEHTOB OTHOCSTCA ...

a) TMpaBoOBas U OpraHU3AINMOHHAS

0) MemopuanbHas U oOydaroras

B) YyIpaBJeHuYecKas U MpaBoBast

r) uHbOpPMaLUOHHAS U KOMMYHUKATHBHAS
4. OIIK-8.U-1. 3-1. JlokymMeHTO000POT - 3TO ...

a) JBWKECHHE JOKYMEHTOB B OPTaHU3AIIUH OT PYKOBOJHUTENS K HCIIOTHUTEIISIM

0) TEXHOJIOTMYECKUI MPOIIECC apXUBHOIO XpaHEHUS TIOKYMEHTOB

B) CIIOXHBIM TEXHOJOTHYECKUU TPOIECC, KOTOPHIA BKIIOUYAET BCE OMEPAIMH IO
npueMy, TIepefaye, COCTaBJIEHHUIO, COIVIACOBAHHUIO, O(OPMIICHHIO, YIOCTOBEPEHHUIO U
OTIpPaBKE JOKYMEHTOB

I) MpoLecC MOAIMUCAHUS U Mepelau JOKYMEHTa B OpraHu3aliu
5. OIIK-8.1-1. 3-1. Ilo OTHOWICHHUIO K yIPaBIECHYECKOMY OOBEKTY BBIACISIOT ... TOKYMEHTOTIOTOKH.

a) BXOJSIIUHN, BEIXOIAIINHN, BHYyTPEHHUN

0) BXOMSIINI, HCXOSIIHIA, BHYTPCHHHUI

B) BOCXOJSIIMHA, HUCXOISIIHNHA, BHYTPCHHUI

T') BHEIIHUH, HUCXOAIINN, BHYyTPEHHU
6. YK-4. N.-1. 3-2.00beM JOKYMEHTOOOOPOTA BBIPAKALCTCH ...

a) oOUmMM KOJIMYECTBOM JOKYMEHTOB, TIIOCTYNMBIIMX B OpraHu3alyio 3a
OTIpeJIeNICHHBIN MepHo]] BpeMEH!

0) oOmMM  KOJIMYECTBOM  JOKYMEHTOB, [OCTYNUBLIMX WJIM  CO3JaHHBIX
OpraHu3aIueil 3a OnpeeIeHHbII epuol BpeMEHH

B) OOIIMM KOJMYECTBOM JIOKYMEHTOB, CO3JaHHBIX B OpraHu3aluu 3a
OTIpeJIeNICHHBIN MepHo]] BpeMEH!
7. OIIK-8.1-1.VY-1. I'naBHOE MpaBUIIO OpraHU3aH JOKyMEHTOO00pOTa - 3TO ...

a) OIepaTUBHOE MPOXOXKJCHHE TOKYMEHTA M0 Hanboliee KOPOTKOMY U MPSMOMY MapuIpyTy C
HAaUMEHBIIMMHU 3aTpaTaMH BpeMeHU

0) CcTaOWIBHBIA MapHIPYT ABUKEHHS, KOTOPBIM 3aBUCUT OT COCTaBa U COJEP KAHUS
JOKYMEHTOB M OT MPUHSATON B OpraHU3aI[Ui TEXHOJIOTUHU paboT C TOKYyMEHTaMU

B) CTEpEOTHIHBIE MapIIPyThl JBMKCHUS CBOWCTBEHHBIC BXOMAIIUM JTOKYMEHTaM C
HAaUMEHBIINMHU 3aTpaTaMHi BpeMeHU
8. YK-4. U.-1. 3-1. JIoKyMEHTOMOTOK - 3TO ...

a) JBWXKEHHE JOKYMEHTOB B Pa3HBIX HAMpPaBIEHUSIX, KOTOPOE MOCTOSIHHO MEHSETCS

0) croxwuBIIeeCcs B Tpenenax HWH(OOPMAIMOHHOW CHUCTEMBbl JBIKEHUE IaHHBIX B
OTIpeJIeIEHHOM HaIlpaBJICHUN

B) OpraHW30BaHHOE [IBIKEHHE JOKYMEHTOB W3 OpraHu3alid B  PasHBIX
HaIPaBIICHUSIX

T') CIOXUBIIEECS WIM OPraHW30BaHHOE B mpejenax WHPOPMAIMOHHONW CHCTEMBI



JBMDKEHUE TAaHHBIX B OTIPE/ICIICHHOM HANPaBJICHUH, TIPH YCIOBUH, YTO Y 3TUX JAHHBIX OOIIHIA
MCTOYHHUK U OOIIUI MPUEMHUK
9. VK-4. .-1. 3-2.BHyTpeHHUIl TOKYyMEHTONOTOK COCTABIISIOT TOKYMEHTHI ...

a) Cco3JaBacMbl€ B JAHHOM OpPraHU3alluu U OTIIPABIIIEMBIE 32 €€ MIPEIEIIb

0) BBIIIECTOSIIINX OPraHU3ALUMI, TOKYMEHTHI OT MOJBEIOMCTBEHHBIX OpraHU3aIIHi,
JTOKYMEHTBI OT HECOTIOTYMHEHHBIX OpraHu3aluii, 00paleHus rpaxk1aH

B) CO3/J]aBacMbl€ U HCIIOJIb3YyEMbIE B CAaMOM allapare yIpaBJIEHUs, HE BBIXOAIINE
3a €ro mpeJesbl
10. OIIK-8.1-1.B-1. CyObekTh, obecrnieunBaronue pabOTy Bcel OpraHu3aluud ¢
JOKyMEHTaMU Ha BCEX 3Talax JOKyMEHTO000poTa - 310 ...

a) CEKpeTapu U JeIOMPOU3BOIUTEIN

0) pPYKOBOAMTEIHU

B) HCIHOJIHUTENHN

I) KOHTpOJepbl
11. YK-4. 1.-1. 3-1. Perucrpanus - 3710 ...

a) 3aluCh YYETHBIX JaHHBIX O JIOKYMEHTE 0 YCTaHOBJIEHHOHM (opMme, puxcupyromei (paxt
€ro CO3/1aHusl, OTIIPABJICHUS WIH MOJIy4YEHUs

0) y4yeT NOKyMEHTOB, KOHTPOJIb 32 MX HCIOJHEHMEM M CIpaBOYHas paboTa Mo
JOKyMEHTaM

B) CHATUE C JOKYMEHTa IOKa3arejell (pPEeKBH3UTOB) M 3aHECEHHWE HMX B OIPEACTICHHYIO
perucTpanroHuyo Gopmy

r) MpHeM U NepBUYHas 00paboTKa JOKYMEHTOB
12. OIIK-8.U-1. 3-1. OcHOBHBIMH BHJJAMH CPOKOBOTO KOHTPOJISI SIBIISTFOTCS ...

a) KOHTpOJb M0 CYIIECTBY PELIEHUs BOIpoca

0) eXeHEeICIbHBIN, XKEMECIUHBIN U €)KEKBaPTATbHBIN

B) TEKYIIUH, MPEAYNPEAUTEIbHBIA U UTOTOBBIN

I) pY4YHOH U aBTOMATU3UPOBAHHBIA KOHTPOJIb
13. YK-4. 1.-1. 3-1. Homenknatypa ziem - 310 ...

a) OCHOBHBIE ITpaBUJIa pabOTHI BEIOMCTBEHHBIX aPXHBOB

0) COBOKYIMHOCTb JJOKYMEHTOB HJIM JIOKyMEHT, OTHOCSILUXCS K OJHOMY BOIPOCY WU
y4YacTKy A€ATEIIbHOCTH, IIOMEIEHHBIX B OTJIEJIbHYIO 00JI0KKY

B) CHCTEMaTU3UpPOBAHHBIM  IepeyeHb HAUMEHOBAaHMH 1€, 3aBOJUMBIX B
OpraHu3aluy, C yKa3aHUEeM CPOKOB MX XpaHEHHsI, 0pOPMJIICHHBII B yCTAHOBICHHOM IMOPSIKE

I') TOCYAAapCTBEHHAs cHUCTeMa JOKYMEHTALMOHHOTO 00eCIIeUeH s yIIpaBJIeHUs

IllkaJjia 1 KpUTEPHH OLEHKHU TEKYIIEro TeCTUPOBAHUSA

Uncs10 npaBUIbHBIX OTBETOB Onenka
90-100% mpaBHIBHBIX OTBETOB OlLlEHKa «OTIIUIHOY
70-89% mpaBHILHBIX OTBETOB OueHka «Xopouio»
51-69% npaBUIBHBIX OTBETOB OLeHKa «y0BJIETBOPUTEIBHOY
Menee 50% mpaBHIbHBIX OTBETOB OneHKa «HEYAO0BIETBOPUTEIBLHO

2.1. Bonpocsl 11 MOATOTOBKH K CEMUHAPCKUM/IIPAKTHYECKUM 3aHATHAM

Tema 1. YK-4. .-1. 3-2. MHpOpManMOHHBIE CHCTEMBbI B OPraHax nmy0JIM4HOM BJIACTH.
Bomnpoce! 1 ycTHOTO 0o1poca

1. Mecro uHpopMaMOHHON CUCTEMBI B OPraHU3AIIMOHHOM CTPYKTYpe OpraHa myOoJIudHOTO
yIIpaBJICHUS

2. WudopmairoHHoe U JOKYMEHTAI[HOHHOE 00eCTIeYeHUsI CUCTEMBI pacnpeaeneHust (pyHKIuM,
MOJIHOMOYMH U OTBETCTBEHHOCTH B OpraHax IMyOJIUYHOM BIacTu.




3. CymHOCTb U 3HaUYEHHUE JOKYMEHTUPOBAHHON MH(OPMALIK B TUTAHUPOBAHUH U OpraHU3aIin
npoheccHoOHaNbHON AEATEIIFHOCTH B OpraHax rocyIapcTBEHHOM BJIaCTH U MECTHOTO
CaMOYIIpaBJICHHUS.

Tema 2. VK-4. 1.-1. V-1.
Opranm3anuss padorsl ¢ AOKYMEHTAMH B OpPraHax rocyJapCTBEHHOI0 M MYHHIMNAJILHOIO
ynpaBJieHUS
Bomnpocs! 1yt ycTHOTO 01poca

1. Tlonstus: nHGOPMAIUI KOTKPHITAS» U «C OrPAHHYCHHBIM JTOCTYIIOM).

2. HopmaTuBHO-TIpaBOBOE pETyIHMpPOBAaHIE OTHOIICHHIA, CBI3aHHBIX C HH(pOpMAIue ¢
OTpaHUYEHHBIM JIOCTYIIOM.
[TonsiTre 1 BUIBI KOH(UICHIIMATLHOW HH(DOPMAIINH.
4. TocynapcTBeHHas TaiiHa Kak 3all[UIIIa€MbIe TOCY/IapCTBEHHBIE CBEJICHHS, OTHOCSALIUECS K
BA)KHBIM BHJIaM JESTEIbHOCTH, pa3rialleHne KOTOPbIX MOXKET ObITh OTIACHO JJISl TOCYAapCTBa.
WcTounrku 1 KaHasbl pasriameHns KoH(QUIeHIMATbHOW HHOpMAaLIHH.
Cucrema 3aiuThl IEHHON HHPOPMAIUKU U KOH(UIEHIIMATBHBIX JOKYMEHTOB.
7. Jlenonpou3BOACTBEHHBIE 0COOCHHOCTH TEXHOJIOTHH 00pabOTKH, yueTa, mopsiaKa padoThI
IepcoHaia, XpaHEHUs ; CIIOCOObI 3allIUThI PU POBEACHNUN IIEPETOBOPOB.
HopmaTtuBHO-MeTo1MuecKkoe 0OecTieueHne 3aiThl JOKYMEHTHPOBAHHON HH(OpMAITHH.
Kputepuu o1ieHKH COCTOSIHUSI I€IONPON3BOCTBA JUIs 11eeil 2P PEeKTUBHOrO MIIaHUPOBAHUS U
OpraHMu3aIiy JIeATEeIbHOCTH OpTraHa TOCYJapCTBEHHOM BJIACTH U MECTHOTO CaMOYIPaBICHUS

w

o o

© o

Tema 3. VK-4. N.-1. 3-2. CuCTEMBI JOKYMEHTO000POTA B OPraHax rocyAapcTBeHHOMN BJIAaCTH:
CTPYKTYpa, yHKIUM, OCHOBHBbIE TPeOOBAHMS

Bomnpocs! 1151 yctHOTO OMpoca
1. Bupael cucteM JOKYMEHTOOOOpOTa B OpraHax roCyJapCTBEHHOM BJIACTH.
2. Hudopmannonnoe odecnedeHue 3pheKTUBHOTO (GYHKITMOHUPOBAHUS OPraHU3aIlMOHHON

CTPYKTYpBI OpraHa myOJIMYHOM BIACTH.

TpebGoBaHMs K cHCTEMaM TIOKYMEHTOO0O0POTa.

4. Pacnpenenenue GyHKIUN Mex Ty ucnonnutesiMu. Maentudukanus nonb3oBateneil cucreM

JOKYMEHTO000poTa.

[Tokazarenu 3pPeKTUBHOCTH CUCTEM IOKYMEHTOOOOpOTA B OpraHax BJIAacTH.

6. OieHKa COOTBETCTBHS CUCTEM JOKYMEHTOOO0OPOTa CTpaTeruu, 1eiM U 3a7jauaM, BHyTPEHHUM
Y BHEIIHUM YCIIOBUSIM J€SITEIbHOCTU OpraHa MyOJIMYHO BIIaCTH.

7. Meroauka 1 anropUTMbI pa3pabOTKU MPEII0KEHHI 110 COBEPILICHCTBOBAHUIO CUCTEMBbI
JOKYMEHTHUPOBAHHOM MH(OPMAIINHU T10 MIIAHUPOBAHUIO U OPraHU3alliu AeATeIbHOCTH OpraHa
roCy/IapCTBEHHOW BIACTH U MECTHOTO CaMOYIIPaBIICHUS

w

o

Tema 4. YK-4. .-1. V-2. Cucremarusanus u odecrnieyeHue COXPAaHHOCTH IOKYMEHTHOM
uHPpopManun

Bomnpocs! 115 yeTHOTO OMpoca
1. 3nadeHue cucCTeMAaTH3allMM JOKYMEHTOB s UX ONEPAaTUBHOTO HCIOJB30BAHUS U
MOCIIEAYIOLIEr0 XPAHEHUS.
Omnpenenenre NEHHOCTH JOKYMEHTOB U JJOKYMEHTHOU WH(pOpPMAIUH.
OkcneptHas komuccus (OK): 3amaun, coctaB, OCHOBHbBIE (DYHKIIUU.
Howmenknarypa gein.
dopMupoBaHUE JEII.
OcCHOBHbIE TPUHIUIIBI CUCTEMATU3ALMU JOKYMEHTOB BHYTPH Jea.
XpaHeHue JOKYMEHTOB B ONIEPATUBHOM AECATEIBHOCTU U TEKYILEE XPAHEHUE JEJI: OCHOBHBIE
IpaBuia.
ApXHMBHOE XpaHEHHUE JIEl.
9. 3aBepmaromuii yTam paboThl C JOKYMEHTaMU.

NOURWN

©



10. Ynopsimouenne apXuBHBIX JOKYMEHTOB.

11. Odopmienue 1 onucaHue 3aKOHUYECHHBIX JE71.

12. Odopmnenue nen BpemeHHoro (cBbime 10 JIeT) U MOCTOSHHOTO XpaHEHHS.
13. Onucs nen.

14. Tlopsinok nepenauu el B apXUB.

15. Ob6ecneuenne cOXpaHHOCTH JOKYMEHTOB B AJIEKTPOHHOH (opme.

16. [TopsnoK UCTIONB30BAHUS TOKYMEHTOB, XPAHSIINXCS B apXUBE

HpaKanecmle 3aJJaHuA

=

CocTaBUTh OJOK-CXEMY THIIOBBIX 3JIEMEHTOB CUCTEMBI SJIEKTPOHHOTO JOKYMEHTO000pOTa

2. CocraButh  OJOK-CXeMYy  BHJOB  OOECIIEYEHHS  TUIOBBIX  CHUCTEM  3JIEKTPOHHOTO
JTOKYMEHTO00O0pOTa

3. CocrtaBuUTh  TEpeYeHb  WACHTH(PHKATOPOB  TOJH30BATENEHd  CHCTEM  DJIEKTPOHHOTO

JOKYMEHTO000pOTA.

O¢opMHUTb OTMETKY O PETUCTPALIMU BXOSALIETO TOKYMEHTA

O¢opMHUTH OTMETKY O PETUCTPALIMU UCXOSIIEr0 JOKYMEHTa

OdopMUTh TPOEKT KypHaJa y4eTa BHYTPEHHUX JOKYMEHTOB

CocTaBuUTh aKT YHUUTOXKEHHS JOKyMEHTa

OdopMUTb OTKA3 B PACCMOTPEHUU BXOJISIIETO JOKYMEHTa

CocTaBuTh nepevyeHb JOKYMEHTOB, KOTOPbIE MOTYT COJIEPKaTh PEKBU3UT «TepO»

10 [lepeuncnuth cocTaB peKBU3UTOB JIEJIOBOTO MHChMa

11. CoctaBUTh aNroOpuTM pabOoThI C BXOAALUIUM MHUCHbMOM-Kall0001

12. CocTaBHUTh aITOPUTM PaOOTHI ¢ TOKJIATHOW 3aTHCKOM

©ooN Ok

Kpurepun oueHku padoTbl Ha NIPAKTHYECKOM 3aHATHH

MakcuMaJbHOE KOJNYECTBO

Kpurepun
p p 0aJ1710B 32 3aHATHE

Y CTHBIN 0NIPOC, KOJVIOKBUYM

OcHOBHBIE TEOPETUYECKUE TIOJIOKEHHUS IO BOIIPOCY PACKPHITHI. 10 6amnos
Nmerorcs aeMeHnThl 000CHOBaHUS BHIBOJIOB.

Nmerotcs arieMeHThl cucTeMaTu3auuu nHGopMauu, GpakTbl
MIpUMEHEHHUs TPO(PeCcCHOHATBHON TEPMUHOIOTUU.
OueBHIHO HCIOIB30BaHNE HCTOYHUKHA PEKOMEHIOBAaHHON
JUTEPATyPhl UCIIOJIb30BAHbI

[IponemoHCcTpUpOBaHa KYJIbTYpa PEUH.

Pemenne 3a1a4, KeiicoB, 3aJaHNIi, BHITIOJITHEHHE J1A00PATOPHBIX padoT

BepHo BhITIOJIHEHHOE MTpakTHUecKoe (1abopaTopHOE) 3a/1aHKE | 5 GamioB

3. OLEHOYHBIE CPEJCTBA JJIS1 HPOMEXYTOUYHOM ATTECTALIMM
3.1. BaHk KOHTPOJIBHBIX 32/IaHUH (€ yKa3aHHeM KOMIIeTeHIINH)

1. YK-4.1-1. IIpounTaiiTe TEKCT U yCTAHOBUTE COOTBETCTBHE

VYCcTaHOBUTE COOTBETCTBHE MEXAY THIIOM JI€JIOBOH KOMMYHUKAIIMOHHOW KYJIbTYpPhl U OCOOCHHOCTSAMU
opranu3zanuu pabouero mnporecca

1. CTpCMJ'IeHI/IC K YCTA@HOBJICHHIO MCIKIIMYHOCTHBIX B3aUMOOTHOIIICHUN B | A. MOHOAKTHBHBIM THII
nmponecce BBIIIOJIHEHUA  3a14ad4, peajmmsanus CEMENCTBEHHOCTHU U | AeI0BOM KYJIBbTYPBIL
He(bOpMaJ]LHLIX CBsA3eil. YMeHue y'6C)KIlaTB, OMOIIMOHAJIBbHOCTE BO
B3aHMOJICMCTBUM C JIOABMH. | OTOBHOCTH pacinpuTb U O6IJ_I€HI/IG,
KOHTAaKThI




b. IlonuakTuBHBIN TUO
JIEIIOBOM KYJIBTYPBI

2. B mporecce BBIMONHEHHSI PabOT BBICTPAUBAIOT CTPOTYIO HEPAPXUIO
OTHOILICHUH, B 3HAYNUTEJILHOM CTEICHN HATOMUHAIOIIYIO CTPYKTYPY CEMBH.
JIeMOHCTPHPYIOT ~CKPOMHOCTb, HECMOTPSI Ha BBICOKUHA YpPOBEHBb
npodeccuoHaiM3Ma U KOMIETEHTHOCTH. OTJIMYAIOTCS CBOMM YMEHUEM
CO3/aBaTh FapMOHUYHYIO aTMOochepy st paboThl B KOMaH/IE.

3. OpueHTarys Ha BBITIOJIHEHHUE KOHKPETHOW MPOM3BOJICTBEHHOM 3amaun. | B.  PeaktuBHBIN
Yerkoe ciieloBaHNE HAMEUYECHHOTO IJIaHa/TpaduKka/cXxeMbl [[esTeIbHOCTE B | IETOBOU KYJIbTYPHI
COOTBETCTBUU C HHCTPYKIHSIMHU.

THII

2. YK-4U-1. IlpouuTtaiiTe TEKCT,
000CHOBBIBAIONIHE BEIOOP OTBETA.

BbIOEPUTE MPABWIbHBII OTBET U 3alUILIUTE AapryMEHTHI,

[Ipouwnraiite quanor.

PykoBoautens nenapramenta Kopuuios: Ckaxure, JOroBOp Ha 3aKyNKH CEroJiHs OyAeT rotoB?
PykoBoautens Ynopasnenuss Hypymnun: botock, uro Her. FOpuct Hamiero ympapiieHus elie He Bce
JOKYMEHTBI ITIOrOTOBUIIL.

I'-u KopauiioB: OH He 0OU€HBb-TO yCEepAEH, HE TaK JIn?

I'-u Hypynnun: BooOie-to oH oueHb xopouinii paboTHUK. Sl yXe mbITacs BBISICHUTH, YTO C HUM
CILy4HJIOCH.

I'-u Kopuawiios: Hy, u uto oH cka3an?

Ompenenure XapaKTEPUCTUKY JIETTOBOM KYJIbTYPHI, KOTOPasi MPOJAEMOHCTPUPOBAaHA B JIHAJIOTE.
A. Jluctan1iys BIacTu

b. OTHOMIEHHE K HEONPEAECTICHHOCTH

B. OTHOMIEHHE K KOHTEKCTY

I'. Bocnipusitue BpemMeHn

3. YK-4.U-1. TIpounTaiiTe TEKCT U YCTAHOBUTE COOTBETCTBUE
YcTaHOBHUTE COOTBETCTBHE MEX/Iy THIIAMH HAIIMOHAIBHBIX KOPIOPATUBHBIX KYJIBTYP, MPEATIOKEHHBIX

T.Jun u A. KenHenu, W uX XapaKTepUCTHKaMU MO ABYM MapaMeTpaMm: «rOTOBHOCTb K PHUCKY MpHU
MPUHATHH PEIICHUHN U CKOPOCTh 0OpaTHOM CBS3U

1. Tough guy culture (kyapTypa «OKECTKHX
TapHen»).

A. Puck — am3kuii. CKOpoCTh 0OpaTHOM CBSI3H -
BBICOKAsI

2. Work hard, play hard culture (kto xoporo | b. Puck — Beicokuii. CkopocTh OOpaTHO# CBSI3H -

paboTaeT, TOT XOPOIIO OTABIXAET). BBICOKAs
3. Bet - your- company culture (mocraBp Ha | Puck — Hu3kuit. CKOpocTh OOpaTHOW CBS3M -
KapTy CBOIO KOMIIAHUIO). 3aMe/JICHHAs

4. Process culture (kynbTypa-mpoiecc).

I'. Puck — Bbicokmii. CkopocTh oOpaTHOW CBSI3U -
3aMeJIJICHHAs

4. YK-4.M-1. [IpounTaiite TEKCT U 3aNMIINTE Pa3BEPHYTHI 0OOCHOBAHHBIN OTBET

O3HaKOMbTECh CHTy&I.IHCfI JIeI0BOM KOMMYHUKAIlUKM W  OIPCACIUTE,

0COOEHHOCTH JEJIOBOH

KOMMYHUKAIIMOHHOW KYJIbTYPbl KaXJOTO UX YYaCTHUKOB CUTYallMU MO CIEAYIOIIUM KpuTepusm 1.
OTtHomieHue K KoHTeKeTy. 2. Jucrannus Bnactu. 3. OTHOIIEHUE KO BPEMEHHU.

TlosgcuuTe CBOIO MO3UIIUIO.

AJekcanp, MpeycreBarouni OM3HecMeH, NMprexall Ha 3apaHee 3allJIaHUPOBAHHYIO JIEJOBYIO BCTpeUuy
CO CBOMM IIKOJBHBIM ApyromM BrnagumupoMm Ha 10 MUHYT paHblile BpEMEHU.
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B npuemnoii (Bmagumup BO3riaBisul  A€NapTaMEHT B OpraHax MECTHOIO CaMOYIpaBJICHMS)
Anekcanypa BcTpeTuia obasiTenbHas cekperapb. "Bramumup MBaHOBUY KIET Bac, — cKa3aia OHA. —
Ho B Hacrosimuii MOMEHT OH TOBOpPHUT Mo Tenedony. Iloka nuHUSA Ha celekTope HE moracia, s
MPEUIOKY BaM 4ail niam kKoge. Bbl MoKeTe pacroyioKUTHCS B 3TOM Kpeciie W MOJIHUCTaTh T'a3eThl U
KypHaJIbI'".

Tenedonnsiii pasroBop 3arsHyics. Korma depes monmdaca Bnaaumup Beimien w3 KaOWHETa, dTO
IIPUBETCTBOBATH Jpyra, AJIEKCAHpP BBIIJISLIEN OOMKEHHBIM U HE CTApaJICs 3TOrO CKPBIBATh.
OO6paiasch K X0351HY, OH cka3al: «BoBa! Yk ecnu Tbl He MOT 3aKOHUYUTH Pa3roBOp, KOT/AA s MPHUILIET,
TO XOTsI OBl IPUrIacuil MeHs B KaOUHET. J{py3bsiM "KpyTOCTh" HE IOKa3bIBAKOT.

5. YK-4.U-1. [IpounraiiTe TEKCT U YCTAaHOBUTE COOTBETCTBUE
VYCcTaHOBUTE COOTBETCTBUE MEXKIY XapaKTEPUCTHUKON KOMMYHHUKATHBHOW KYJIbTYphl «OTHOILEHHUE K

neonpeaenennoctn» (I'. Xodcerene), u crpanamu Uit KOTOPBIX XapaKTEepPeH BBHICOKUM WM HU3KHI
YpOBEHb N30€raHus HEOTNpeAEICHHOCTHU MPY IPUHATUHN YIIPABICHYECKUX PEIIeHUuN

1. Poccus, lIsenus, CIIIA A. Beicokuii ypoBeHb N30€raHusi HEONpPe1eICHHOCTH
2. I'epmanus, Anonns, @pannus b. Huzkuil ypoBeHb n30eranust HeonpeaelIeHHOCTH
3. ABctpanus AHrus B. Cpennuii ypoBeHb n30eranusi HEOMPEIeICHHOCTH

6. YK-4.1-1. IIpounTaiiTe TEKCT U YCTAHOBHTE COOTBETCTBHE.

YcTaHOBHUTE COOTBETCTBHE MEX/y THIIOM JIEJIOBOM KOMMYHHKAI[MOHHOW KYJIbTYpPBl U 0COOEHHOCTAMU
opraHu3aiuy paboyero mnpoiecca

1. CtpemiieHHE K YCTAaHOBJICHHUIO MEXKJIMYHOCTHBIX B3aMMOOTHOIICHUN B | A. MOHOAKTUBHBIA THIT
MpoLiecce  BBIMOJHEHUS  3a7ay, pealu3alus CEeMEHCTBEHHOCTH W | IeJOBOU KYJIbTYpHI
HeOpMaNbHBIX CBs3e. YMeHue yOexIaTb, 3MOLMOHAIBLHOCTH BO
B3aUMOJICHICTBUM C JIOJbMHU. [OTOBHOCTH paclIUpUTh U OOLICHHE,
KOHTAKTBI

2. B mporecce BbIMONHEHUST pabOT BBICTPAUBAIOT CTpOryr wuepapxuito | b. ITlomuakTuBHBIA THI
OTHOIIICHUM, B 3HAYUTEIIbHOW CTEIICHN HAIIOMUHAIOIIYIO CTPYKTYPY CEMBH. | ACIIOBON KYJIbTYPHI
JIEMOHCTPHUPYIOT ~CKPOMHOCTb, HECMOTpPsI Ha BBICOKUHA ypPOBEHB
npodeccuoHanu3Ma ¥ KOMIIETEHTHOCTH. OTJIMYAIOTCS CBOMM YMEHHEM
CO3/aBaTh rapMOHUYHYIO aTMochepy asst paboThl B KOMaHIE.

3. OpI/IeHTaI_[I/IH Ha BBIINIOJIHCHUC KOHerTHOﬁ HpOHSBOﬂCTBeHHOﬁ 3agauu. | B. PeakTuBHBIN THIIL
YeTkoe clieJ0BaHNE HAMEUYECHHOI'O nnaHa/rpa(l)I/IKa/ CXCMBI HCHTCHLHOCTB B HCHOBOﬁ KYJIbTYPhI
COOTBCTCTBUU C NHCTPYKIUSAMMU.

7. OIK-8.U- 1. IIpounTaiite TeKcT, BBIOEPUTE MNPABUIbHBIM OTBET M 3alUILIUTE apryMEHTHI,
000CHOBBIBAIOIIME BEIOOP OTBETA

CornacHo mozenu komMaHAHbIX KomneTeHIuM [Iurepa XoknHCAa K KOMMYHUKAaTUBHOM KOMIIETEHIIMH
OTHOCHUTCS KOMITETCHIIUS

A. loBepue

b. [lonumanue npegHazHaueHUS

B. B3zaumoneicTBue

I'. Ilognepkka KOMaHIHON UAEHTUYHOCTH

/1. BeicTpariBaHH€E OTHOLIEHHUM C IPYTMMU KOMaHIaMU
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8. OIIK-8.U- 1. IIpounTaiiTe TEKCT M 3aIHUIINTE Pa3BEPHYTHIN 000CHOBAHHBIN OTBET

O3HaKOMBTECH C CKPHUIITOM JIEJIOBOTO TeNE(POHHOTO pa3roBOpa U yCTAHOBUTE HE MeHee 4-X OO0k,
KOTOpbIE JOIYCTUJI HHUIIUATOP 3BOHKA.

Wuunnmarop 3BoHKa: «JloOpbiif aens, Bam 3BoHHUT npeacTaBuTens yueOHOTO HeHTpa «PPEeKTUBHBIN
pykoBoauTENbY. Y Bac ecth Bpems 1S pasroBopa?

AboneHnt: «IIpuemnas pykoBoautens aenaprameHTa. [IpencraBbrech, moxaiyiicra, kTo Bel u mo
KakoMy Borpocy Brl 3BoHHTE?).

WNuunmatop 3BoHKA: «S MeHemkep mo mpojaaxam ydeOHoro meHtpa TpodumoB Unps. Xouy
pacckazate BaM 0 Hammx mporpammax 1o MOBBIIICHHUIO KBATM(UKAIIMHA TOCYIPCTBEHHBIX CITyXKAIUX.
V¥ Hac ectb oOyd4aroliye nporpaMMbl, KOTOpbIE, i yBepeH, Bac 3auHTepecyror. Mbl cyiecTByeM Ha
peiake ¢ 2000 roga. Y Hac conuaHas KIMEHTCKas 0asza. Mbl Bbiciaanu Ha Bamny 37eKTpOHHYIO TTOYTY
HAaIIM POTpaMMBbl, a TAKKe KOIHIO I0TOBOPA U MPEUCKypaHT 1ieH Ha Hamu ycayru. Koraa Bel roToBsl
OyzeTe 3aKJIIOUYUTh C HaMU JOTOBOP?»

AOGoHEHT: Sl He yIIOJIHOMOYEH peliaTh Takue BONpOoChl. J{Jis 0TBeTa Ha Balll BONPOC, YKaXKUTE CHavasa
PEKBHU3UTHI cxoAsauero nuceMa, Kotopeiii Bel npucianu.

Wuunmatop 3BoHKa: [lonoxnaure, st yrounto. Ceituac... A... Hamen. Homep 342 ot 23.04.2024
AOGoHeHT: Baiie nucbMo mosiyueHO M HaXxoAUThcsl B pabote. OTBET HAa HEro OyAeT MOJATrOTOBJIEH U
oTnpasiieH Bam Ha nouty. McnomHuTenb: Ha4alIbHUK OTeNa pa3BuTus rnepconana [lerposa Ounbra.
WNuunmatop 3BoHka: [lonarno. U Bce xe. S xoTen Obl YCKOpPUTH pEILIEHHE U JHYHO BCTPETUTHCS C
Bamum pykoBoauTeneM, 4ToObl pacckazaTh O HAIIUX MPEUIOKEHUSX U 3aKIIOYUTh JOTOBOP, KOrja s
CMOTY MOIbEXaTh?

AGoHeHT: Y pyKkoBOAMTENS Halled KOMIAHUM HE OTBEACHO BpeMs s JUYHBIX BCTPEY C
KOMMEPYECKHUMH TPEACTaBUTENSIMU KOMIIAHWM, KOTOpble pEeKJIaMUpYyI0 CBOM YCIyru, 0e3
IIPEJBAPUTENILHOTO 3aKIIOYeHHs 00 MX 11eJeco00pa3HOCTH, KOTOPbIE TOTOBST KOMIIETEHTHBIE
cnernuanucTel. Becero nooporo, XKnute otBera Ha Bare npemioxenue.

3.2. K104y K KOHTPOJIbHBIM 3aIaHUSIM
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Ne
BOIIpOCa

OtBeT

1.

1B2B3A

2

B

3/1ech WILTIOCTPUPYETCs OTHOIICHUE K KOHTEKCTY. JIJis TipeicTaBuTeieil BRBICOKOKOHTEKCTHBIX KYJIBTYP HE
«BBUICHUTB, YTO CIYYHJIOCh C KEM-TO» O3HAYAET «IOIMBITATHCS OCTOPOXKHO MOTOBOPUTH C ONU3KUMHU U
KOJUIEraMH 3TOr0 4eJIOBEKa», «IPOBEPUTh, HE ObUI JIU OH OOJEH 3a MMOCIeIHEEe BPEMsD», «y3HATh, HE
CIyYMJIOCH JIM 4YTO-HHOYAb C €ro pOAHbIMEHY». [l IpeacTaBuTeNell HU3KOKOHTEKCTHBIX KYIBTYP
XapaKkTepHa MPSIMOJIHHEHHOCTh — TOTOBHOCTH MPSIMO CIPOCHTH 3TOTO YEIOBEKA O TOM, YTO MEIIAET eMy
paboTarts.

w

162A3T'4B

Oco0eHHOCTH AETI0BOI KOMMYHUKAaTUBHOM KYJIBTYpBI AJIeKCaHApa

1. BricokokoHTekcTHOCTD. [Ipuaaer 6onblioe 3HaYEHHE SMOIIMOHAIBHBIM CBSI3SM,
paccMaTpuBaeT IPYKECKHE OTHOLIEHHUS KaK YCIOBHE JIOJTOCPOUYHBIX JEIOBBIX CBSI3EH.
[Ipunaer GonblIoe 3HaUEHUE KOHTEKCTY — 00CTAHOBKE, B KOTOPOU MPOUCXOJUT /1€TI0Bas
KOMMYHHKaIus. [0ToB mpoBecTu BpeMst 0e3 akTUBHBIX KOMMYHUKAILIUN, HO B KAOUHETE
CBOETO JIpyra-napTHepa.

2. Bricokas nucranius Bnactu. [lpugaer Gosnbliioe 3HaueHUE CBOEMY CTaTyCy U
crarycy naptHepa. OckopOieH, YTo € ero CTaTyCOM He MOCYUTAIINCH U 3aCTaBUIIM KIATh
B IPUEMHOM, a He MPUITIACHIIM B KAOMHET, HECMOTPS Ha TO, YTO MapTHEP B 3TO BpeMs
BEJI IPYTOM pasroBop

3. MoHoxpoHHOCTE. JIMHETHOE BocpusTHE BpeMeHU. [[yHKTYyaIbHOCTD.
AnexcaHJip pUIIeN Ha BCTpedy BoBpeMs. Bo3MyliieH Tem, YTO BBIHYXAEH KIaTh
ayaueHuny. BocrpuHuMaeT BpeMs 0KUIaHus KaK HalpacHO MPOBEIEHHOE, ITyCTOE,
BpeMsi , B TEYEHHE KOTOPOTO HE MPOUCXOAUT HUKAKOTO COOBITHS

Oco0eHHOCTH JIeJI0BOM KYIBTYphl Biagumupa

1. HuzkokoHTekcTHOCTD. HU3Kast aMoI1MOHaNbHASI HACKIILIEHHOCTh KOMMYHHUKAIUH.
[Ipunaet Gonplroe 3HaUYEHHUE HE IMOIIMOHATIBHBIM CBSI35IM, a 00BEKTUBHON WH(OpPMAITHH.
He npunaet 0onbIioro 3Ha4eHHs KOHTEKCTY, B KOTOPOM MapTHEPY NPUXOAUTCS OKUIATh
BCTPEUH, OrpaHUIUBACTCS (OpMaATIBLHOM, 1eKYypHOH 00CTaHOBKOH (Yaid, Kode, )KypHAaIIbI)
2. Bricokas nucranuus Biactu. [lpugaer Gomnplnoe 3Ha4eHHE CBOEMY CTaTycCy.

«JlepxuT» mapTHepa B IPUEMHOM, MMO3BOJISIET HAPYIIATh YCJIOBUS JOTOBOPEHHOCTH.
3. Honmxponnocts. Hemynkryanen. [To3Bomnsier Hapymiate BpeMs BeTpedd, He cuutaer 310 HapyleHHEM
JIETIOBOT0 3THKETA.

162A3B

[ep}

162B3A

A
Ot ypoBHS HoBepust 3aBUCUT d(P(HEKTHBHOCTH KOMMYHHUKALMA. [Ipy mocTaTouHOM JOBEPHH UIICHBI
KOMaH/Ibl HE TPATST CHJIbI M 3HEPTHUIO HA 3aIUTY, IOTOMY YTO OLIYIIAIOT O€30IIaCHOCTh KOMMYHHKAIHH

Owmn6xu 1. Hapymena nocneaoBaTeabHOCTh B CLIEHAPUH TeNe()OHHOTO pa3roBopa.
[Ipexne yeM crnpaiiuBaTh, €CTh JM y aDOHEHTa BpeMsl Ha TeJe(OHHbIE Pa3roBop,
HE00X0IMMO U3JIOKUTh CYTh 3BOHKA, 110 KAKOMY ITOBOJY COBEpIIAETCs 3BOHOK. DTHUM
camMbIM a0OHEHTY MPEJICTaBIIAETCS BO3MOXKHOCTh BBIOOpA: FOTOB JIM OH Ha 3Ty TEMY B
HACTOSIIIUIT MOMEHT pa3roBapyBaTh WM HET.

1. He nmonmydyena nadopmarust o Tom, KTO OTBETHI WHUIMATOPY 3BOHKa. Hackonbko
YeJIOBEK YIIOJIHOMOYEH PEIIATh BONPOC, [0 KOTOPOMY COBEPLIAETCS] 3BOHOK

2. He ompenenen 3apaHee pe3yabTaT AeIOBOM KOMMYHMKAllUM, KOTOPBIH — Obl
YAOBJIETBOPWII MHULMATOpa. YTO XOTEN MOJIydUTh HMHHULIMATOP IO MTOTaM pas3roBopa?
Cornacue Ha 3aKiodeHue Jorosopa? JlOroBOpEHHOCTH O Jare BCTPEYH C
PYKOBOJIUTENIEM KOMITAHUU?

3. He monrorosneHa 3apaHee Bcs HeoOxoaumas MH(OpMAIMs JUIsl OTIEPaTUBHOIO

OTBCTA HA BOSHUKAIOIIUC BOIIPOCHI (pCKBI/BI/ITLI HCXOAIICTO HI/ICLMa)

4. HexoppekTHasi 1Ie7b 3BOHKa — TIOJyd€HHE IIPEABAPHUTENIFHOTO COTJIACHS Ha 3aKIIIOUEHHE J0TOBOpA.
TenedoHnHbIe 3BOHKM Kak BUJ AETOBOM KOMMYHHKAIIMH MUMEIOT OTPAaHWYCHHYIO Cepy B3aUMOJICHCTBHS.
CroxHBIE BONPOCHI, TPEOYIOIIME JETalbHONH NMPOPAaOOTKH, IOIDKHBI pPEIaThCsl B JPYrHX Qopmarax —
JIETIOBBIX IEPETOBOPOB.




13

Ixana n KPUTEPUHU OCHKHU TEKYIIECT0 TECTUPOBAHUSN

Yucsi0 NnpaBUJIbHBIX 0TBETOB Ounenka
90-100% mpaBUIBHBIX OTBETOB OreHKa «OTIIMYHOY
70-89% mpaBHIBHBIX OTBETOB OneHka «XopoIo»
50-69% npaBUIBHBIX OTBETOB OneHka «ya0BIETBOPUTEIHHO
Menee 50% npaBUIIbHBIX OTBETOB OrneHka «HEey/10BIETBOPUTEIHHO»
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