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Pabouas nporpamma gUCLMNITMHBI COCTaBMeHa B COOTBETCTBMM C oefeparbHbIM rocy4apcTBEHHLIM 06pa3oBaTeNbHbIM
CTaH4apTOM BbicLLero o6pasoBaHus No HanpaeneHuto nogrotokn 38.03.02 MeHeKMEHT, YTBEPXKAEHHbLIM NPUKA30M
MuHo6pHaykn Poccum ot 12.08.2020 r. Ne 970

CocrtaButensb (1):
[oueHT Jlawkosa VipnHa AHTOHOBHA

Ot kadbeapbl cocTaBuTens: TutoBa MapwuHa HrukonaesHa
3aBepyowmn kageapon MEHEOXXMEHTa

OT BbINycKatoLen kagenpbi: TutoBa MapuHa HnkonaeBHa
3asegyowmn kagegpom

MeToguyecknin otaen:




1 BBEAEHUE K PABOYEW NPOrPAMME OUCLUMNIIUHBI

1.1 Uenb gucumnnuubl: ChopmmnpoBaTh Y 0GyYaloLLMXCs TEOPETUYECKME 3HAHNSA, YMEHUS U NPaKTUYECK1e HaBbIKK B
obrnacti oBnageHVUsi TEOPEeTUYECKUMM K MpUKNagHbIMU MPOdECCUOHANbHLIMU 3HAHUAMU B OENOBbIX KOMMYHMKaLUMSAX W
[OKYMEHTUPOBaHMN.

1.2 3apgauv AMcUUNNUHbI:

M3y4yeHne TeopeTnyecknx OCHOB, CTPYKTYPbl U CoaepaHus npolecca 4enoBor KOMMYHUKauuu;

O6yyeHne adhdeKTMBHBIM TEXHOMNOMMSIM B 06nacTu AernoBbiX KOMMYHWKaUW AnsS peanusauum Ux B npouecce
npodeccnoHanbHoOM AesATENbHOCTY;

Pa3BuTME HaBbLIKOB AEMOBON KOMMYHUKaLUUK (HanucaHue OenoBbIX MUCEM, NPOBEAEHWE COBELLaHWUi, npeseHTaumn,
BeZeHve OenoBoi 6ecebl, AeN0OBbLIX NePeroBopoB 1 T.4.);

dopMupoBaHMEe CaMOCTOATENbHOTO  3MEKTUBHOIO KOMMYHUKATUBHOIO CTWUMSA, CMNOCOGHOCTM UM HaBbIKOB
NPOOYKTUBHOIO AENoBOro NoBeAeHWsl, pearMpoBaHnsa U B3anMoaencTBuUS;

MN3yyeHne TepMUHOMOrMM, MpaBuil OGOPMIIEHUS [OOKYMEHTOB, CTPYKTYpbl AOKYMEHTOB, WCMOMb3yeMblX Ans
AOKYMEHTUPOBaHUS yNpaBrieHYeCKoN AesATeNIbHOCTH.

1.3 Tpe6oBaHus K NpeaBapUTeNbLHON NOArOTOBKE O6yy4aloLlerocs:

MpenBaputenbHaa NoAroToBKa npeanonaraeT co3faHne OCHOBbI AN DOPMUPOBAHUS KOMMETEHLMIA, YKa3aHHbIX B M.
2, NPV U3yYEHUN OUCLUNIIVH:

VIHOCTpaHHbIN A3bIK
Pyccknii s3bik 1 KynbTypa peun
lMNpaBoBeneHne

2 KOMMNETEHUWUN OBYYAIOLWLEIoCA, ®OPMUPYEMbBIE B PE3YJNIbTATE OCBOEHUA OUCLUMNNHDbI

OlK-2: Cnoco6eH ocyuecTBNATL cbop, 06paboTKy U aHanNU3 AaHHbIX, HEOOXOAUMbIX A4Sl peLleHUA NOCTaBeHHbIX
ynpaBneH4YecKkux 3agady, C UCMosib30BaHUEM COBPEMEHHOTO MHCTPYMEHTapUs U MHTeNmNeKTyanbHbIX
MH(OPMaLIMOHHO-aHaNUTUYECKNX CUCTEM;

3HaTb: HopmaTyBHO-MeTOANYECKYO Ba3y JOKYMEHTaLMOHHOro obecnevyeHns ynpaBneHYeCckon AeAaTenbLHOCTY;
YMeTb: CocTaBnsitb 1 0POPMISATb AOKYMEHTLI B COOTBETCTBMM C MpaBunamu, B 3aBUCMMOCTUN OT Ha3HayYeHUs, coaepaHus un
BMAA AOKYMEHTaLUWK,;

Bnapetb: HaBbikamu OdDOpMJ'IeHVIﬂ AOKYMEHTOB C MUCNOJib30BaHNEM TEXHUYECKUX CpencTB VIHCbOpMaLI,VIOHHO-aHaJ'IVITW—IeCKVIX
CUCTEM.

3 PE3YNIbTATbI OBYYEHUA NO ANCUUNNUHE
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Pasgen 1. TeopeTnyeckne acnekTbl 4eNOBOM
KOMMYHMKaLUm

Tema 1. [lenoBas kKOMMyHUKaUWs: ee
CYLLHOCTb, NPOLIECC, Liefb, COAEPKaHme.

Tewma 2. CpeacTtea 4enoBon KOMMYHUKaLUN.
BepbanbHble n HeBepbanbHble cpeacTBa 0]
Aenoeoro o6ueHus. Ponb pykoBoauTeENs B
opraHusaumm aenoBoro obLueHus 1

Tema 3. ®yHKUUKN 1 BUABLI 4ENOBbLIX
KOMMYHMKaUMA. Tunbl MEXITMYHOCTHbIX 1 10 nn
KOMMYHMKaLMWNA.

Utoro B cemecTpe (Ha kypce ansa 3A0) 4 32

KoHcynbTaumm 1 npoMexyToyHast aTTectTaums
- HeT

Pasgen 2. lNpaktnyeckne acnekTbl 4eNOBON
KOMMYHMKaLUn

Tema 4. YCTHble AenoBble KOMMYHUKaLMWK:
HaBbIKW CIyLLaHbs 1 peyun. bapbepbl
BocnpuaTus. Popmbl 4enoBbIX
KOMMYHUKaLWIA -TpaguLMOHHbIE U
WHHOBaUMOHHbLIE. [lenoBasa 6ecena kak 2 0]
dopma genoBbIX KOMMYHUKaUWKW, 4enoBoe
coBellaHue, neperoBopbl. TenedoHHbIe
KOMMYHMKaLUN.

Tema 5. TexHomnornm 1 NpPoLecc opraHnsaunm
COBELLIaHNst: NOCTPOEHNE MEHTamNbHbIX U 2 10 nn
MOAEpPAaLMOHHbIX KapT




Tema 6. lNoHaTne n meToabl hacunutaumm.
Buabl acunutaumm n geaTtenbHOCTb 2
dacunutatopa. KOMMyHUKaLMOHHLIE
Oapbepbl.

10

nn

Pasgen 3. [lokymeHTUpoOBaHUe - Kak
CpeacTBO KOMMYHMKaLUn

Tema 7. NMnucbMeHHbIE KOMMYHMKALIUN.
YnpaBneHne AOKYMEHTOOB0POTOM Ha
npeanpusaTun. Buael n HasHadeHne
[oKymeHToB. OCOBEHHOCTI OpraHM3auum 2
[OKyMeHTaLNoHHOro obecneveHms
ynpaeneHusa (JOY) B Manom, cpegHem u
KpynHom 6usHece

15

nn

Tema 8. CogepxxaHue n 3HavyeHne Tabens
POpPM AOKYMEHTOB, NMPUMEHSEMbIX B
opraHusaumu. HasHa4yeHve 1 Bugbl
opraH13auUnoHHO-pacnopsanTenLHON 2
OOKyMeHTaumn. Buabl opraHm3aumoHHo-
npaBoBbIxX AokymeHToB (Or1).
NHdopMaunoHHO-CNpaBoYHbIE JOKYMEHTHI.
[okyMeHTaums no TpyaoBbiM OTHOLLEHUSIM.

17

nn

Utoro B cemecTpe (Ha kypce ansa 3A0) 8

60

KoHcynbTaumm 1 npoMexyToyHast aTTectaumst

(3auer) 0.25

Bcero koHTakTHas paborta n CP no

12,25
OVUCLMMNMHE

92

4 KYPCOBOE NPOEKTUPOBAHUE
KypcoBoe npoekTupoBaHue y4e6GHbIM NiaHoM He NpeaycMoTpeHo

5. ®OHJ OLIEHOYHBLIX CPEACTB ANA NPOBEAEHUSA NMPOMEXYTOYHOW ATTECTALIUK
5.1 OnucaHue nokasatenen, KPUTepMeB U CUCTEMbI OLleHMBAHUA pe3yrnbTaToB 0byYeHus

5.1.1 NMokasaTtenu oueHMBaHUSA

Kon HanmeHoBaHue oueHOYHOro
lMokasaTenu oueHnBaHUA pe3ynbTaToB 0bydeHus
KOMMNeTeHUun cpeacTea
dopMynmnpyeT OCHOBHbIE NOHATUS, CYLLHOCTb, (OYHKLMM 1 BUAbI
[enoBbIX KOMMYHUKaLWNA.
. Bonpockl ycTHOro
PaspabaTbiBaeT cTpaternio n TakTuky npodeccrmoHansHon becenpl, cOBeceoBaHNS
OMK-2 npeseHTaunm, NeperoBopoB, NyOrMYHOro BbICTYMSIEHMSA Kak )

KOMMYHUKaTUBHOIO npouecca;

npaeuna oYopMIeHUst JOKYMEHTOB, OKYMEHTUPOBaHWe

,D,eMOHCTpVIpyeT BUAbI I'IpOdDeCCVIOHaJ'IbeIX N OenoBbIX NUCEM. 0bLLMe

ynpaBnqueCKoﬁl [eATEeNbHOCTH, npasuna Od)OpMJ'IeHVIFl AOKYMEHTOB

Tunosble NpaKkTuKo-
OpMeHTUpPOBaHHbIE 3aaHUA

5.1.2 Cuctema u KpuTepum oLeHMBaHUSA

Kputepum oueHnBaHns cchopMMPOBaAHHOCTM KOMMNETEHLIMI

LLikana oueHnBaHus
YcTHOe cobecenoBaHune

MucbMeHHas paboTa

OTBeET Ha TEOPETMYECKMIA BOMPOC MO
MaTtepuanam Nekuun nosHbINn, ¢
BO3MOXXHbIMW HECYLLECTBEHHbLIMM

3auTeHo oLumbkamm.
YuutbiBatoTcs 6annbl, HaKoMNMeHHbIE B
TeyeHne ceMecTpa.
OTBET Ha TEOPETUYECKUIN BOMNPOC HE
NOSHbIN, C CYLLECTBEHHLIMM OLUMOKaMM.
He 3auTteHo

He Yy4nTbIBaAlOTCA ©annbl, HAKOMNJEHHbIE B
Te4YeHne cemecTpa.

5.2 TunoBkle KOHTPOJIbHbIEe 3aA4aHUA UNU UHbIe MmaTepuanbl, HeobXxoAMMble ANA OLEeHKU 3HaHUN, ymel-mﬁ,

HaBbIKOB U (UNK) onbiTa AEATENbLHOCTU
5.2.1 NepeyeHb KOHTPOSbHbIX BONPOCOB




Ne n/n dopmynnpoBKu BONPOCOB

Kypc 2

1 PyHKUUN 1 TUNbI AEMNOBbIX KOMMYHUKaLMIA

2 MprHUMNbI M PYHKLMM 4eN0BOro 0O eHUs B ynpaBrieHMn nepcoHanom

3 CooTHoLLeHUe kaTeropun «obLueHne» n «aenosoe obLeHne»

4 OcobeHHOoCTN 0enoBoro obLLEeEHNS B KOMMEPYECKO OpraHu3auum

5 Ponb pykoBogmTens B opraHu3auum 4enoBoro ooLeHus

6 BepbanbHble cpeacTsa A4enoBOro 00LEeHNs.

7 HeBepbanbHas cuctema 4enoBoro o6LeHus.

8 OcCHOBHbIE BUAbI 4€NOBOro 0bLeHus

9 TpaguumoHHble hopmbl AENOBLIX KOMMYHUKaLWIA: AernoBble 6ecenpl, COBeLLaHMs, cCobpaHusi, NeperoBopsl,
KOHhbepeHumn

10 OcobeHHOCTK OenoBbIX NeperoBopoB

1 OcobeHHOCTU Aenosoi becebl

12 OpraHn3aumoHHbIE NPUEMbI MPOBEAEHNS COBELLAHUN

13 MHHOBaUMOHHbIE DOPMbI AEMNOBbLIX KOMMYHUKaLMA

14 OcHoBHble NpaBuna 4enoBoro obLLeHns

15 OcobeHHOCTY AenoBbIX NEPErOBOPOB M NX XapaKTep

16 OTuka genoBoro o6LLeHUs B opraHv3aumm

17 JInyHOCTHBIE OCOBEHHOCTU NepcoHarna B 4eNoBOM OOLLeHMK

18 BaszoBble TexHonorun ny6nn4Horo BuICTynneHnsa meHegxepa. Cneuunduka 0enoBov peyeBon KynbTypbl
COTPYOHMKOB OpraHusauunm

19 lMncbMeHHasa 1 ycTHas genosas pedb, HaBblki. bapbepbl BOCNpUATUS peun

20 KommyHMKkaTMBHBLIE Bapbepbl 4ENOBOro 06LLEHNS

21 lMoHATWNE, CYLHOCTb U OCHOBHbIE XapaKTEPUCTUKM OOKYMEHTa

22 Pa3HOBMOHOCTN JOKYMEHTOB 1 MX OCOOEHHOCTH

23 O6Lwme n yacTHble PYHKLMN JOKYMEHTa

24 HopmaTtuBHo-npaBoBas 6a3a, pernameHTupyioLwas paboTy ¢ JOKyMeHTamu

25 OpraHusaumnsa paboTbl cnyx6bl LOKyMeHTaUMoHHOro obecneyexus ynpasneHus (JOY).OcobeHHOCTU
opraHusauuun IOY B mManom cpegHem 1 KpynHom busHece

26 CogaepkaHue n 3HayeHne Tabens bopmM LOKYMEHTOB, NPUMEHSIEMbIX B OpraHm3auum

27 HasHaueHue 1 Buabl opraHn3aumoHHO-pacnopaanTenibHON AOKYMEHTaLMK

28 Buapbl opraHnsaumMoHHo-npaBoBbIX JokymeHToB (OlNA)

29 MHdopmMaLmnoHHO-CNpaBoYHblE AOKYMEHTbI

30 [okymeHTaumna no TpygoBbIM OTHOLLEHUSM

5.2.2 TunoBbIe TeCTOBbIe 3a4aHusA




1. KommyHuKaTBHasi CTOpoHa obLLeHns:

a) B3aMMOMOHUMaHWEe y4aCTHUKOB OOLLEHNS;

6) 06MeH MHpopMaLmen Mexy NoAbMU;

B) opraHm3auusi B3anmogencTBma Mexay nogbMu.

2. MNpwv aBTOPUTAPHOM CTUINE BEAEHUSI COBELLAHMUS PYKOBOANTEb:
a) JonyckaeT BO3PaXeHUs;

6) yBepeHHO AepXnT Bpa3abl NpaBneHns;

B) ULLET NOAAEPXKKY Cpeam Kommer.

3. Cbopy cBeaeHuit no npobneme neperoBopoB cnocobCcTBYHOT BOMPOCHI:
a) OHOMOIKOCHbIE;

6) nHdOopMaLUNOHHbIE;

B) 4S9 OpueHTauun.

4. Y10 03Ha4aeT cnoBo «[JOKyMeHT»?

a) B NepeBofe C NAaTUHCKOro - CBUAETENLCTBO;

6) cnocob gokasaTenbCcTBa B LUMPOKOM CMbICIE CIOBa;
B) NpuaaHne nHgpopmMaLum opuanYeckon cunbl.

5. Kakue 13 3TMx 4OKYMEHTOB M34al0TCs €4MHOMNYHO PYKOBOAMUTENEM OpraHM3aLmu:
a) NOCTaHOBMEHWE;

0) npukas;

B) peLLeHue;

r) pacnopspkeHue?

6. [leaTenbHOCTb MO CO30aHUI0 AOKYMEHTOB Ha3biBaeTcs ...
a) - 4enonpon3BoacTBo

6) - OKyMeHTOOOOopOoT

B) OOKYMEHTMpPOBaHWE

r) - cuctema AoKyMeHTauum

7. [OKyMEHTbI MO JINYHOMY COCTaBYy OTHOCSTCS K rpynne ...
a) - opraHv3aLUMoHHO-PacnopsSANTENbHBIX JOKYMEHTOB;

6) - pacnopsiaMTeNbHbIX JOKYMEHTOB;

B) - CNPaBOYHO-UHDOPMAaLMOHHbBIX JOKYMEHTOB;

r) - (PUHAHCOBO-PACYETHbLIX JOKYMEHTOB.

5.2.3 TunoBble NPaKTUKO-OPUEHTUPOBaHHbIE 3a4aHNA (3a4ayu, KEUChbl)

TunoBble NPaKTMKO-OPUEHTMPOBAHHbIE 3aaHuns (3agaym, Kencol) HaxoadaTca B MpunoxeHun k gaHHon P14
5.3 MeToau4yeckue matepuanbl, onpegensirowme npoueaypbl OLeHUBaHUA 3HaHUI, YMEHUN, BNageHUn (HaBbIKOB
1 (MNK) NpPaKTU4YEeCKOro onbiTa J4eATeNIbHOCTH)
5.3.1 YcnoBusi gonycka o6y4aroLierocsi K NpoMeXyTo4yHou aTrectaumMm U NOpAAOK NMKBUAALMU aKageMU4YeCcKomn
3a40/MKEHHOCTU

lMpoBeaeHVe NPOMEXYTOYHOM aTTecTaumMmn pernameHTMpOBaHO NoKanbHbIM HOPMaTUBHbLIM aktom CI6IYMTA
«[lMonoxeHne 0 NpoBeAeHNM TEKYLLEro KOHTPOMS yCNeBaeMOCTU 1 NPOMEXYTOYHOW aTTecTauumn oby4datoLLmMxcsa»

5.3.2 ®opma npoBeaeHUsi NPOMEXYTOYHOM aTTecTauMu nNo AucumnsiMHe

YcTHas + lMNucbmeHHas KomnbloTepHOE TECTMPOBaHME NHas

5.3.3 OcobeHHOCTH NpOBeAEeHUs NPOMEXYTOYHOW aTTecTauum nNo ANCLUUNIINHe

B TeueHne cemMecCTpa BbINOJIHAETCA KOHTPOJIbHasA pa60Ta.
BpeMﬂ Ha NoAroToBKYy 0.5 vaca; B ato BpemMA BXOOUT NOAroToBKa OTBeTa Ha TeOpeTVI‘-IeCKVIVI BOMNpoC.

6. YYHEBHO-METOANYECKOE N UH®OPMALIMOHHOE OBECNEYEHWE OUCLUUNIUHDbI
6.1 YuebHasa nutepartypa

ABTOp | 3arnasue | WN3patenscteo | log nspaHua | Ccbinka

6.1.1 OcHoBHas yyebOHas nutepartypa

KopoTtkuin, C. B. [enoBble KOMMYHUKaLMK CapartoB: By3osckoe 2019 http://www.iprbooksh
obpasoBaHue op.ru/80614.htmi

KysHeuosa, U. B., [okymeHTUpoBaHue . . http://www.iprbooksh

XavatpsH, . A. ynpaBneH4ecKom MOCKlB_Ia' ,gau;;l(oa K, An 2021 op.ru/99364.html

nedatenbHOCTH v op Vieana

AcTawmHa, O. B. [enoBble KOMMYHUKaLMK CapartoB: By3osckoe 2021 https://www.iprbooks

obpasoBaHue hop.ru/117617.html




6.1.2 [lononHuTenbHaa y4yebHas nutepaTypa

3axaposa, W. B. [enoBble KOMMYHUKaLMK Capartos: Ain Mu Ap 2019 http://www.iprbooksh
Megna op.ru/86469.html
Bnagumupoea, H. B., OcHOBbI AeNOBbIX Omck: OMcKui http://www.iprbooksh
ConomuHa, H. B. KOMMYHMKaLn rocyqapCTBEeHHbIN 2019 op.ru/115436.htmi
TEXHUYECKNN
yHVUBEpcuTeT

6.2 NepeyveHb NpocdheccrmoHanbHbIX 6a3 AaHHbIX U MH(POPMaLIMOHHO-CNPaBOYHbIX CUCTEM

MHdopmaumnoHHas cuctema «EanHoe okHO gocTyna k obpasoBaTenbHbiM pecypcaM. Pasgen. MHdopmaTrka un
MHOPMaLUMOHHbIE TEXHONOrMNY [AnekTpoHHbI pecypc]. URL: http://window.edu.ru/catalog/?p_rubr=2.2.75.6

depepanbHbii 06pasoBaTenbHbIN noptan «dkoHoMmuka Coumonorna MeHeppKMEHT» [QNEKTPOHHLIN pecypc].
URL: http://ecsocman.hse.ru

OnekTpoHHO-6mbnuoTedHas cuctema IPRbooks [OnektpoHHbin pecypc]. URL: http://www.iprbookshop.ru/

CnpaBoyHasg npaBoBas cuctema «KoHcynbTaHTInoc» [OnekTpoHHbIn pecypc]. URL: http://www.consultant.ru/

6.3 NepeyeHb NULEH3UOHHOIO U CBOBOAHO pacnpocTpaHAeMOoro NnporpaMMHoOro o6ecneyeHus
MicrosoftOfficeProfessional
Microsoft Windows
CrIMC KoHcynbTaHtlntoc

6.4 OnucaHme maTepmanbHO-TEXHMYECKOMN 6a3bl, HeO6X0AMMOM ANA OCYLIEeCTBNEeHUA obpa3oBaTenbLHOro
npouecca no gucumnsimHe

AyauTtopus OcHalleHne

MynbTumeaunHoe obopynoBaHue, KOMMNbIOTEPHAS TEXHMKA C BO3MOXHOCTbBIO NOAKITIOYEHNS K
KomnbloTepHbIn knacc | cetn «IHTepHeT» 1 obecneveHnemM 4OCTyna B 3NEKTPOHHYI0 MH(POPMaLIMOHHO-
obpasoBaTenbHyto cpeay

MynbTMeguiiHoe obopyaoBaHue, crneumannanposaHHas Mebenb, ocka
JlekumoHHas y A PYA 4 P A

ayauTopust




MpunoxeHune

paboyelt nporpamMmmbl AUCUMNNUHBLI ___ [lenoBble KOMMYHMKALUUN U JOKYMEHTUPOBaHWE
no HanpasneHuto noarotoskn 38.03.02 MeHeKMEHT
5.2.3 TunoBble NPaKTUKO-OPUEHTUPOBaAHHLbIE 3aaHus (3apayu, Kenchbl)

3apaHve 1. AHanm3 OCHOBHbIX onpeaeneHun.

3anonHute Tabnuuy Anst OCMbICNEHNS KIMHOYEBbIX CMOB ANCLMNMHLIL. [pUBETCTBYETCA NOCTPOEHME AEHOTaTHbIX rpadoB.

HeHoTaTHbIV rpad — (oT nat. Denoto — o6o3Hayvato u rpey. Grapho — nuuy) — cnocob BbIHMEHEHNS U3 TEKCTa CyLLECTBEHHbIX
NPU3HaKOB KIMOYEBOTO NOHATUS. ... TOYHbIN BbIGOP rnarosa, CBA3bIBAOLLETO KIMHOYEBOE NOHATUE U €r0 CYLLECTBEHHbIN NPU3HaK (rnarosbl,
obo3HavaroLwume Lenb, - HanpaensTe, NpeanonaraTe, NPUBOANTL, AaBaTb U T.4.)

Tabnuua 1 - AHanM3 OCHOBHbIX ONpeaeneHun

MoHaTtre Onpegenexve CX0[CTBO NOHATUN Pasnununsa nonatun
Yenoseyeckoe o6LLIeHNe
KommyHukaumm
[enoBble KOMMYHMKaLNK

3agaHuve 2. AHanms TUNOB MEXITMYHOCTHBLIX KOMMYHUKaLMA.

MpoBeaute aHanu3 TMNOB MEXMTUYHOCTHLIX KOMMYHUKALIMIA C MpUMepaMu U3 GU3HEC-NPaKTUKN.
Tabnuvua 2 - Tunbl MEXITUYHOCTHBIX KOMMYHUKaLIMNA
Tunbl MEXMMYHOCTHbBIX OcobeHHOCTK, NpUMepsbl YcnoBus npuMeHeHus

KOMMYHUKaLMn

VmnepaTus

Manunynaums

Ownanor

B3apaHue 3. [lenosas urpa «CoBellaHuey.

MoaroToBbTe CLEHapuin MPOBeAEHUsI COBELLAHMS.

Bam npeagnaraetcs cbirpate ponb hacunuratopa, KOTOPOMY NOPYYEHO OpraHM3oBaTh NpoBeAeHUe coBellaHus. PacunutaTop
(aHrn. facilitator, ot nart. Facilis «Nérkui, yaobHblit») — 3T0 Yenosek, obecrneymBaloLLmMiA YCreLwHyo rpynnoByo KoMmyHukauuio. [Llenb
COBeLLaHNs — NPUHATME 060CHOBaHHbLIX peLleHni no n3bpaHHow npobneme. [ina obeyxaeHnsa npeanaranTcs cnepyowye npobnemsi:

- npo6nema hopMMPOBaHNSA 3KOMOTMYECKON KOHLIeNLun Npon3BOACTBa;

- npobnema pasBuTUSA ABYXCTOPOHHEN CBA3N MeEXAy OpraHv3auusmy npousBOAALMMMK LYObl M3 HATypanbHOro Mexa u
06LLEeCTBOM 3aLLNTbI XKUBOTHbIX;

- npobnema hopMMpOBaHKs coumanbHOM NOMUTUKM NPEANPUSTUS;

- Apyroe (Ha BbIGop).

MPUMEYAHWE: PaboTa npoBoautcsi B KOMaHae 13 3-4 4YernoBek.

Mo pesynbTaTtam ocopmMnseTcs npeseHTaums, kotopasi o6CyaaeTcs Co BCew rpynnow ANs BblAeneHns NpenMyLLecTs u
He[oCTaTKoB NPOBEAEHHOW rpynnow paboTsl. MNMpeseHTauma 4omkHa cogepxaTb MOAepaUMOHHbIE N MEHTaMbHbIE KapThbl U PackpbiBaTb
copepkaHue 3TanoB COBELLAHNA ero Lenen 1 060CHOBAHHOCTN MPUMEHEHWS cneunanbHbIX MHCTPYMEHTOB.

PaccmoTtpure:

1) aTanbl NpoBeAeHNS COBELLAHUs, ero Lenu u 3agayu;

2) NOCTPOEHNE MOAEPALMOHHBIX KapT;

3) NPYMEeHeHNe MeHTanbHbIX KapT;

4) NpYMeHeHne MeTofa pPaHXNPOBaHWS C MOMOLLBIO METOK;
5) Op. MeToaoB.

3agaHnsa No OKYMEHTMPOBAHMIO, KaK OQHOMY M3 BapuaHTOB OENOBbIX KOMMYHVKaLUi: HEOOXOAMMO HalTW B NpUBEOEHHbIX
FOCTax cogepxaHuve, aty BBefeHus, obnacts npumeHeHus FTOCToB 1 T.4. Ha kaxgoe npakTuyeckoe 3aHsaThe Heobxoaumo ohopMuTb
TUTYNbHBIA MNCT.

1 N3enedeHune n3 FOCT P 7.0.8 - 2013 CUBWL. [lenonpon3BOACTBO U apXMBHOE Aero. TepMUHbI U onpeaeneHust.

CogaepxaHue

[arta BBeaeHusi

O6nacTb NpUMeHeHus

CocTaBuTb rnoccapun N3 0OCHOBHbIX MepMuHo8 no pasgenam «O6wme noHaTUA» 1 «[JoKkymMeHTUpoBaHne»

2 Usenevenne mn3 NOCT P 7.0.97-2016. HaumoHanbHbii ctaHgapT Poccuickon ®epepauun. Cuctema crtaHgapToB MNo
MHdopmauun, 6GubnmotedyHomy u wmsgatensckomy geny. OpraHu3auMoOHHO-pacrnopsiauTenbHas [OKyMeHTauusi. TpeGoBaHus K
0hOPMITEHMIO AOKYMEHTOB.

CopepxaHue.

[aTta BBegeHus.

O6nacTb NpUMEHeHMs.

MpuBecTn cocTas u onpeaeneHne pekBU3NTOB JOKYMeHTa B COOTBETCTBMU ¢ TpebosaHusamu TOCT P 7.0.97-2016.

M3yunTb pacnonoxeHne OCHOBHbIX PEKBU3NTOB BXOASALLEro JOKYMEHTa U cocTaBuTb hopmynsip obpasel. O3HaKOMUTLCH CO
ctaTben aBTopoB A.lO. YykoBeHkoBa, B.®. AHkoBas «Buapl criyxebHbIx nucem.

M3yunTb TpeboBaHMs K OPOPMIEHNIO PEKBU3NTOB B COOTBETCTBMM € Tpeboannsmm TOCT P 7.0.97-2016.


https://ru.wikipedia.org/wiki/%D0%90%D0%BD%D0%B3%D0%BB%D0%B8%D0%B9%D1%81%D0%BA%D0%B8%D0%B9_%D1%8F%D0%B7%D1%8B%D0%BA
https://ru.wikipedia.org/wiki/%D0%9B%D0%B0%D1%82%D0%B8%D0%BD%D1%81%D0%BA%D0%B8%D0%B9_%D1%8F%D0%B7%D1%8B%D0%BA
https://ru.wikipedia.org/wiki/%D0%A7%D0%B5%D0%BB%D0%BE%D0%B2%D0%B5%D0%BA
https://ru.wikipedia.org/w/index.php?title=%D0%93%D1%80%D1%83%D0%BF%D0%BF%D0%BE%D0%B2%D0%B0%D1%8F_%D0%BA%D0%BE%D0%BC%D0%BC%D1%83%D0%BD%D0%B8%D0%BA%D0%B0%D1%86%D0%B8%D1%8F&action=edit&redlink=1
https://ru.wikipedia.org/wiki/%D0%A4%D0%B0%D1%81%D0%B8%D0%BB%D0%B8%D1%82%D0%B0%D1%82%D0%BE%D1%80#cite_note-1

	рабочей программы дисциплины __ Деловые коммуникации и документирование
	Задание 3. Деловая игра «Совещание».
	Подготовьте сценарий  проведения совещания.
	Вам предлагается сыграть роль фасилитатора, которому поручено организовать проведение совещания. Фасилита́тор (англ. facilitator, от лат. Facilis «лёгкий, удобный») — это человек, обеспечивающий успешную групповую коммуникацию. [Цель совещания – приня...
	2 Извлечение из ГОСТ Р 7.0.97-2016. Национальный стандарт Российской Федерации. Система стандартов по информации, библиотечному и издательскому делу. Организационно-распорядительная документация. Требования к оформлению документов.

		2026-09-22T16:05:30+0300
	Рудин Александр Евгеньевич




