[loKyMeHT NoAnucaH NpocToit 3NeKTPOHHOM NOAMUCHI0
NHbopmaumsa o Bnagenbue:

®KO: KoctposeL, Jlapuca bopncosHa

[lomKHOCTb: AnpekTop

[ata nognucanus: 16.05.2026 10:25:32

YHUKanbHbI MPOrpaMMHbIN KIKOY:
6882606104c36dbde41c4ab93a65382136a292d6

[Tpunoxenue 4

K 00pa3oBaTebHON ITporpamMme

PABOYAA ITPOT'PAMMA JUCIIUITIMHBI

51.B.01.03 Oduc MeHEHKMEHT

(I/IHZ[GKC, HAaMMCHOBAHUEC NUCHUIIIIMHBI B COOTBCTCTBHUU C yqe6HBIM HJIaHOM)

38.03.02 MeHeKMEHT

(xozl, HANMEHOBAaHNE HAIPaBJIEHUS MO OTOBKH)

MeHeKMEHT HEITPOU3BOJICTBEHHOM ChEPBI

(HanMeHoBaHUE 00pa30BaTEIbHON IPOrPAMMBI)

04HO 3a04Hasg ¢hopma 00VUEeHUA

(popma 0OyueHus)

I'ox HaGopa — 2026

JloHenk



ABTop(bI)-cocTaButenb(u) PITI:

JlockyroBa BukTtopus BuktopoBHa, KaHA. roc. ymp., JOLEHT, TOLEHT Kadeapsl
MEHEIKMEHTa HETPOU3BOICTBEHHOM chephl

3aBeayromuii kageapoii:

TapacoBa Enena BimagumupoBHa, KaHA. 5KOH. HayK, JOLECHT, 3aBEAYIOIIUU
kadenpoit MeHeIKMEHTa HETPOU3BOICTBEHHOM cpephl

Pabouas nmporpamma aucuumanasl b1.B.01.03 Oduc-menemxment onoOpeHa Ha
3acellaHuy Kadeapbl MEHEHDKMEHTa HENpOM3BOJACTBEHHON cdepbl JloHenkoro

bummana PAHXul'C

npotokon Ne 11 ot «18» mapta 2026 r.



COJEPKAHUE

1. IlepeyeHp mIaHUPYEMBIX pPE3YJIbTAaTOB OOyYEHHS IO JUCHMIUIMHE, COOTHECEHHBIX C
IUTAHUPYEMBIMH PE3yJIbTaTaMH OCBOCHUSI ITPOTPAMMBI

2. O0beM 1 MeCTO AUCIUILIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM MTPOTrpaMMbl

3. CopepxaHue U CTPYKTypa AUCLUILIUHBI

4. Tunel OLIEHOYHBIX MaTEPUAIIOB, I0KA3aTEIU U KPUTEPUHU OLIEHUBAHUS

5. q)OpMBI arreCTalid W THUIIOBBIC OLCHOYHBIC MATCpuajibl JId TCKYLICTO KOHTPOJIA
YCIICBaA€MOCTHU 06yqa101uﬂxc;1, KPpUTCPUHN U IIKAJIbI OHCHHUBAHUA 10 KOHTPOJIIbHBIM TOYKaM

6. @opMBI MPOMEKYTOUHOM aTTeCTallMU, KPUTEPUH M IIKAJIA OLIEHUBAHUS, TUIIOBBIE OIICHOYHbIC
MaTepualIbl IO AUCIUIUINHE

7. Metoandeckue MaTepHabl 0 OCBOCHUIO TUCIIUTUINHBI

8. YueOHas nmurepatypa 1 pecypchl HHPOPMaHOHHO-TEICKOMMYHHUKAIMOHHOH ceTu «HTepHeT»
9. MatepuanpHO-TeXHUYECKas 0a3a, MHPOPMAIIMOHHBIE TEXHOJIOT UM, IPOTPAMMHOE 00ecIieYeHne
Y MTHPOPMAILMOHHBIE CIIPABOYHBIE CUCTEMBI



1.

Ilepedyens MUIAHMPYeMBbIX Pe3yJIbTATOB 00y4YeHHs MO0 IUCHUILINHE,
COOTHECEHHBIX C IVIAHMPYEMBbIMHU pe3yJIbTaTaMH 0CBOCHHS 00pa30BaTeIbHOM
NPOrpamMMmblI

Jucrummmaa b1.B.01.03 Oduc-menemkMenT obecrnieunBaeT GopMUpoBaHUE Y
00yJaronuxcs CISAYIOMMX MPOPEeCCHOHATEHBIX KOMITCTCHITHINA:
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[1K-1

Criocoben
MPUMCHSITh
TEXHOJOTHH
OTICPAIMOHHO
ro u
AHAITUTAYECKO
ro
oOecreUcHHS
eI TENbHOCTH
OpraHu3aIuu

[1IK-1.4

Nudopmupyer
PYKOBOJUTENS
0 pe3ynbTaTax
paccMOTpeHus
3aIpocoB

[IK-1.4. 3-3 3naem npunyunol u
Memoobl AOMUHUCTPUPOBAHUSL;
I[IK-1.4. V-3 Ymeem nepeoasams
ungopmayuio 6
CUCMeMAamU3UPOBAHHOM BUOE;
I[IK-1.4. V-1 Ymeem pabomamuo
C KOMIbLIOMEPOM, UCNOIL308AMb
oucHbvlll naxkem.




TIK-1.5 Opranusyer
peleHue
BOIIPOCOB, HE
TpeOyHOIUX
y4dacTus
PYKOBOIUTEIIS

[IK-1.5. 3-3 3naem npyHINIIBI 1
METO]Ibl A IMUHUCTPUPOBAHNUS;
I[IK-1.5. 3-5 3naem cTpykTypy
OpraHU3aIH U MOPSIOK
B3aUMOJCUCTBUS NTOAPA3ACICHUN
U CITYXKO;

[IK-1.5. 3-8 3naem nipaBuna
3alUThl KOH(GUICHIINATBEHOM
ciry>keOHO# nHpopMaIy;
I[IK-1.5. V-3 Ymeem nepenaBatp
MH(pOpPMAIIHIO B
CHUCTEeMaTU3UPOBAHHOM BH/IE,
I[IK-1.5. V-4 Ymeem
0OpabaThIBaTh U
CTPYKTYypHUpOBaTh HH()OPMALIUIO;
I[IK-1.5. V-6 Ymeem
oOecrieunBaTh
MH(OPMaLHOHHYIO
0€301acHOCTh OpPraHu3alnu;
I[IK-1.5. V-7 Ymeem pabotats ¢
KOMITBIOTEPOM, UCTIOTIB30BATh
0(UCHBIN MaKeT.

2. O0beM 1 MeCTO IMCUMILTHHBI (MOYJIf1) B CTPYKTYpe 00pa3oBaTe/IbHOM

NpoOrpaMMbl

OO0wumii 00bEM TUCIUTUIAHBL.
3,00 3.e., 108 ak.gyac

KonrtakTHast pabora oOyuarmmxcsi ¢ IpenojaBaTeieM IO BHUJIAM Y4eOHBIX

3aHATUN: 32 aK. yac Ha KOHTAKTHYIO paboTy ¢ mpemnojaBaresnemM, U3 Hux 16 ak.dac

Ha Jlekiuu 1 16 ak.4yac Ha MpakTUYeCKue 3aHATUs. 67 aKk. yac Ha CaMOCTOSATEIbHYIO

paboTy 00yUYarOIIXCS.

b1.B.01.03 Oduc-meHeKMEHT peaiu3yeTcst Ha 2-0M Kypce B 4-M ceMmecTpe

MOCJIC U3YYCHUS TUCIUILINH:
- OO MEHEKMEHT,
- CaMOMEHEDKMEHT.




3. Conepxxanne U CTPYKTYpPa AMCUHUILIMHBI (MOXYJIA)

3.1. CTpyKTypa AUCHUIUIMHBI (MOJTYJISI)
Ounas ¢hopma obyuenus

Ne i/m HaunmenoBa O0beM IMCHHMIIMHBI, AK.YAC ®opma
aueteMu | BCEI'O KonTakTHasi padora 00y4armmxcs CamocTrosiTesibHASE TeKyLIero
(nsin) ¢ mpenoaaBaTesieM 0 BUIaM Y4eOHbIX 3aHATHIl pabora KOHTPOJIA
pa3jeJioB Ilepuoa Teoperuvyeckoro o0y4eHust Ilepuon ycneBaeMoCTH,
NPOMEKYTOYHOU MPOMEKYTOYHOM
arTrecTaluu arrecTaluu
(ceccun)
3ansaTus 3ansTusn UK | KCP | KD Kar | K | CPxp | CP3k Cp
JIEKIIUOHHOT O CEMHHAPCKOro TK | 0
THIIA THIIA H
JI BJ JIP I3 T
p
0
J
b
PA3JIEJI 1. KOHIEIITYAJIbHBIE OCHOBBI YITPABJIEHMA O®MCOM
Tema 1.1 Oduc B Joknan,
COBPEMEHHOMN 12 2 0 0 2 0 0 0 0 0 0 8 TectupoBanue
cucreme
yIpaBJIeHUS
Tema 1.2. TectupoBanue,
KontponbHoe
Bunet opucos 3alaHue
U UX 12 2 0 0 2 0 0 0 0 0 0 8
o0opyoBaHue
Tema 1.3. | Dpronomuka 12 2 0 0 2 0 0 0 0 0 0 8 TectupoBanue,
oduca KonTposbHOE
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| 3aaHne

PA3JEJI 2. ”THOOPMAILIMOHHO-AOKYMEHTALIMOHHOE OBECIIEUEHUE YIIPABJIEHUA OOPUCOM

Tema 2.1. | Uupopmanmon TectupoBanue,
HOE U KonTposbHOE
OKYMCHTaIuo
MoKy 1 12 2 2 8 3aJaHue
HHOE
o0ecrieueHue
oduca
Tema 2.2. Ko . TectupoBanue,
MMYHHUKaIl1
Y H 11 2 2 7 KonTtponbHoe
u B orce
3a/laHue
Tema 2.3. | Opranusanus TectupoBanue,
pabouero KonrponbsHoe
Kak
7 0 0 7
WHCTPYMEHT
IIOBBIIIICHU
IMPOU3BOAUTCIT
BHOCTHU
Tema 2.4. B obuc TectupoBanue,
HYTpHU HCH
yIb 11 2 2 7 KontponbHoe
bIC OTHOILICHHUA
3aJlaHKe
Tema 2.5. 0t TectupoBanue,
uc
11 2 2 7 KonTpoasHoe
Oymyrmiero
3a/laHue
Tema 2.6. | Oducnas TectupoBanue,
0€e30I1aCHOCTb! KonTtponsHOE
pHCKaMu U 11 2 2 7
HCIIPCPBIBHOCT
b
ACATCIIbHOCTHU
IIpomexyrounas 9 0 0 0 3aueT ¢ OLEHKON
aTTecTanus
Wroro | 108 16 16 67




Hcnonvsyemvle cokpawenus:

JI — ek - 3aHATHSA, TPEAyCMaTPUBAIOIINE PEUMYIIIECCTBEHHYIO ITepenady yaeOHoH nHpopManuu 00yJaromuMcs meIarorndeCKuMA pabOTHUKAMU OpTaHU3aluy U (WIN) JTHIAMH,
MPUBJICKACMBIMH OpPTaHU3AIMEH K pean3allii 00pa30BaTeIbHBIX MPOrPaMM Ha UHBIX YCIOBHUSIX,).

BJI — Buneo nexuun.

JIP — naGopaTtopHbie pabOTHI.

[13 — npakTH4eckue 3aHATHS (32 UCKIIOYEHUEM J1ab0paTOPHBIX padoT).

UK — uHAMBHIYaTbHBIC KOHCYJIBTAIIHH.

KCP — xoHTpOJIE CAMOCTOSTENTFHOM paboTHI

KD — xoHCYnBTaINN TIEpE]T IK3aMEHOM

Karmax — koHTakTHas paboTa Ha aTTECTAIHIO B TIEPHO]] SK3aMEHAIIOHHBIX CECCHI

CPxp — camocTosiTenbHas paboTa Ha IOATOTOBKY KYpPCOBOM pabOTH/ KypCOBOTO MPOEKTA.

CP»ak — camocTosiTensHas paboTa Ha MOATOTOBKY K 9K3aMCEHY.

CP — camocrosTensHas paboTa B ceMecTpe Ha MOATOTOBKY K YICOHBIM 3aHATHSM.



3.2. CoaepxkaHue TUCIUILIUHBI
PA3JIEJI 1. KOHUHEINTYAJIBHBIE OCHOBBI YIIPABJIEHUSA
OPNCOM

Tema 1.1 Oduc B coBpeMeHHOH cucTeMe YNPaBJeHUs] OpraHu3aluei.
IIK-1.4, IIK-1.5

Ponb m wMectro o¢uca B CTpYKType yIOpPaBIECHUS OpraHu3aluen
HENPOU3BOACTBEHHOM cdepbl. OBomronus oduca: OT TPAJUIHUOHHOIO K
BUpTyadbHOMY. OCHOBHBIE (QYHKIMM oO¢uca Kak LEHTpa HH(POPMALMOHHOIO
B3aMMOJICHCTBUSL U TPHUHATHS pemieHuil. [IpuHIMIBl aAMUHUCTPUPOBAHUS B
NEeATeTPHOCTH  COBpeMeHHoro  odmuca.  BzammopeiictBue  oduca ¢
NOJpa3eeHusIMAU U ciyxk0amu opranu3auuud. CTpykTypa OpraHu3alld U
NOPSAZOK B3aUMOJCHCTBUS MeEXAy €€ ayeMeHTaMu. [IpuHIMIBI U METOJbI
aJIMUHUCTPUPOBAHUS, IPUMEHSAEMbIEC Ul PEUICHMs ONEpalMOHHbIX 3aaa4. Poisb
ouc-mMeHemxepa B  obOecrnedyeHMM HHMOPMALIMOHHOW  OE30MAaCHOCTH U
KOH(HICHIIMATLHOCTH CITyKeOHOU nHpopmaIuu.

Tema 1.2. Buabl opucos u nx odopyaosanue. I1K-1.4, ITK-1.5

Knaccudukanus oducoB no pa3iuyHbIM MpU3HAKAM: OTKPBITBIE U
3aKpbIThIE, CTAIMOHAPHBIE U MOOWJIbHBIE (KOBOPKUHIH, BUPTYyaJbHbIE O(UCHI).
TpeboBanust K MAaTEPHAIBHO-TEXHUYECKOMY OCHAILEHHUIO O(Hca B 3aBUCUMOCTH OT
ero tuma. CoBpeMeHHOe  oO¢uUCHOE  00OpyIOBaHHME:  KOMIIBIOTEPHI,
MHOTO(QYHKIMOHaIbHbIE ycTpoiicTBa (MDY, cpencTBa cBsi3U, NPE3EHTALMOHHOE
obopynoBanue. [lpuHiunsl paboTbl ¢ O(QUCHBIM MAKETOM MpOTrpamMMm s
oOecrieueHusi aestenbHOCTH O(uca. [IpaBuna skcruryaTanuu v 00CITy>KMBaHUS
odpucHoro obopynoBanusi. Opranuszanus UHPOPMAITMOHHOW OE30MACHOCTH TIPU
WCIIOJIb30BaHUN oducHoit TEXHUKH. [lepenaua uH(popMauu B
CUCTEMATU3UPOBAHHOM BHUJIE C UCMOJIb30BAHUEM TEXHUYECKHUX CPEJICTB.

Tema 1.3. Jpronomuxa oduca. I1K-1.5

[TonsiTe 3proHOMUKH 0(UCHOTO MpocTpaHcTBa. [IpUHIMIBI OpraHu3anuu
pabounx MECT ISl TMOBBIIIEHUSI MPOU3BOJUTEILHOCTH U COXPAHEHUS 3/10pOBbS
COTPYIHHUKOB. ODproHOMUYECKHEe TpeOOBaHHUA K  MeOenu, OCBEUICHUIO,
MUKpPOKJIMMATy W aKkycTtuke oduca. llcuxonmornyeckue acmnekThl OpraHu3alud
pabodero TMPOCTpaHCTBA (30HMPOBAHHUE, I[BETOBOE pellieHue). BrusiHue
HProHOMUKHU Ha 3PPEKTUBHOCTH 0OPAOOTKU U CTPYKTYPUPOBAHUS UHPOPMALIUU.
CaHUTapHO-TUTHEHUYECKWE HOPMbl M TpaBuUja BHYTPEHHETO PaclopsKa.
Oo6ecneuenre nHOOPMAITMOHHON 0E30MMACHOCTH C YUYE€TOM 3PTOHOMUKH Pabovero
MecTa.

PA3JAEJI 2. UHOPOPMAIINMOHHO-AOKYMEHTALUOHHOE
OBECIIEYEHMUME YITPABJEHHUA O®PUCOM



Tema 2.1 UndopManinoHHOe M TIOKYMEHTALIMOHHOE 00ecnieyeHue oduca.
IMK-14, IIK-1.5

Cucrema wHGOPMAIMOHHOTO O0ECIICUCHUS NeATeIbHOCTH oduca. Bumsl
MH(OPMAIMOHHBIX PECYPCOB U 0a3 JaHHBIX, UCIOJb3YyeMBIX B pabote. [IpaBuia
dbopmupoBaHUsl, BEJICHUS U UCTIOIb30BaHUs 0a3 JaHHBIX. COBPEMEHHbBIE METOIbI U
TEXHUYECKUE CpeAcTBa OOpabOTKH, COXpaHEHHs M Tepenadyud UHGOpMaIliu.
JoxymeHnTaimonHoe obecnieuenue ynpasienus (JJOY): nouarue, nenu u 3aadu.
Ku3HeHHbI UK JOKyMeHTa. OpraHuzamnus JTOKyMEHTOOOOpOTa: BXOJISLIME,
UCXOJIAIINE U BHYTPEHHUE JOKYMEHTBI. DJIEKTPOHHBIN JOKYMEHTOOOOPOT M €ro
npeumyinectsa. [Topsaok 3anmmTel KOHPUICHIMATBHON CITyKeOHOM nHpOpMaun
npu pabote ¢ gokymeHTaMu. OOpaboTKa W CTPYKTYypUpOBaHHE HH(POpPMAIIUH,
oOpa3ysi uH(popmanmoHHbie pecypcbl. HMHbopMmupoBaHue pyKOBOAMUTENS O
pe3yabpTaTax pacCMOTPEHHUSI 3aIIPOCOB HA OCHOBE JIOKYMEHTAIbHBIX JaHHBIX.

Tema 2.2 Kommynuxkanuu B oduce. [1K-1.4, [TK-1.5

[TonsTne w BUABI O(PUCHBIX KOMMYHHKAIIMH: BEPTUKAIbHBIC W
TOpU30OHTANbHBIE, (GopManbHble W  HepopmanbHble. Kanamel mepenayn
uHopMaruu B opraHm3anui. [IpUHIWIBI ¥ METOABl AAMUHUCTPHPOBAHUS B
yIOpaBJICHUH KOMMYHHKausMu. [IpaBuia BeleHUs TeIE(POHHBIX IMEPErOBOPOB,
JIEJIOBOM  TEpenucku (SJEKTPOHHAs ToYTa, MecceHpKephl). OpraHuzanus
COBENIAHMM W  BCTpEY: TOJrOTOBKA, TMPOBEACHHE, JOKYMEHTHPOBAHHUE
pesynabTaTtoB. Ponp  oduc-menemxepa B obecrneueHud 3P HEKTUBHOM
KOMMYHHKAIMH MEXIY MOApa3aeeHusaMu U ciayxo6amu. [lepenaua nndopmanmu
B CHCTeMaTU3UpoBaHHOM Buje. ObecreueHre UHGOPMAIMOHHON O€30MaCHOCTH
IIPU UCTIOJb30BaHUU KaHAJIOB CBSI3U. PelieHne BompocoB, He TPEOYIOMNX yIacTus
PYKOBOJUTEIS, B pAMKaX KOMMYHHUKAIIMOHHBIX MTPOIIECCOB.

Tema 2.3 Opranuszanusi padodyero NMpOCTPAHCTBA KAK HMHCTPYMEHT
noBbIlIeHUs1 npousBoauTeabHocTH. IK-1.5

CoBpeMeHHbIE KOHIICTIIMM OpraHu3anuu oducHoro mpoctpancta: Open
space, Activity Based Working (ABW), ruOpuansie ¢opmatsl. [IpuHuumb
30HUPOBAHUSl M YMPABICHHUS MOTOKAMH COTPYIHUKOB. Opranmzamusi padodero
MIPOCTPAHCTBA /ISl PEUICHUS PA3TUYHBIX THUIOB 3a/a4 (MHANBHIyaIbHAs padoTa,
KOMaHaHas paboTa, OTHbIX). BausHMe opraHW3any MPOCTPAHCTBA HA
MPOU3BOJAUTEIILHOCTh TPyJa W KauecTBO 00paboTku wuHbopmarmu. Metoap
aIMUHUCTPUPOBAHUSI, HATIPABIICHHBIE HA ONITUMHU3AIINIO UCTIOIh30BaHUS O(PUCHBIX
wiomazaeil u pecypcoB. CTpyKTypa OpraHU3alMA U TOPSIOK B3aUMOJCHCTBUS
NoJIpa3/ieiecHu B paMKax OpPraHU30BaHHOTO mpocTpaHcTBa. (ObecneueHue
nHPOpMaIIMOHHOW  0€30MacHOCTH B YCIOBHUSIX  OTKPBITOTO  O(HCHOTO

IIPOCTPAHCTBA.
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Tema 2.4 Buyrpuodgucubie otHomenus. I[1K-1.4, ITK-1.5

dopMHpOBaHUE  KOPIOPATUBHOM  KyJIbTypbl M €€ BIMAHHE Ha
BHyTpUOQHUCHBIE OTHOmEeHus. Ponb oduc-mMeHnemxepa B NOAICPKAHUH
ONaronpHUsATHOTO TICUXOJOTHYECKOTO KJMMaTa. YTpaBieHHE KOH(PIUKTaAMHU B
oduce: MeToAbl MPOPUIAKTUKH W pazpeiieHus. JlenoBas 3THKa U ITUKET B
npodecCHOHaNBbHOMN AeSITENbHOCTU. [IpUHITUIIBI U METO/IBI AIMUHUCTPUPOBAHUS B
yOpaBJICHUH  MepcoHasioM  oduca. MoTuBauuss U HEMaTepuaIbHOE
CTUMYJIUPOBAaHUE COTPYAHUKOB o¢uca. Opranuzanuss oOy4eHHS W Pa3BUTHUS
nepcoHana.  BsaumoaencTtsue ¢ PYKOBOAUTENEM M CTPYKTYPHBIMH
NoJIpa3fesieHusIMU 0 BOMpPOCaM KaJpoBOro aJAMHUHUCTpHpoBaHus. llepemaua
uHGOpPMAIINHU O BHYTPHO(DUCHBIX COOBITUSX U PEIICHUAX B CUCTEMATU3UPOBAHHOM
BUJIC.

Tema 2.5 Oduc oynymero. I1K-1.4, IIK-1.5

Tennenuuu  pa3BuTuss ~ OQUCHBIX  MPOCTPAHCTB:  IU(PpPOBU3ALMNA,
aBTOMaTu3auus, podoTusanus npoueccon. Konuenuus «ymHoro opuca» (Smart
Office): wuntepHer Bemeidt (IoT), ympaBiaeHHe KIMMATOM U OCBEIICHUEM,
MHTEIJICKTyallbHBIE CHCTEMbI OE30MacHOCTH. YJajeHHas paboTa W TUOpUIHBIC
¢dbopMaThl 3aHATOCTHU: BBI3OBHI M MEPCIEKTUBBI. BinsHNe HOBBIX TEXHOJOTHIA Ha
METOJIbl ¥ MPHUHLMIBI aAMUHUCTpUpOBaHus. COBpeMEHHbIE HayyHble METOAbI U
TEXHUYECKHEe cpeicTBa cOopa, oOpabOTKH W Tepenayud uHpopMamuu B «oduce
Oyayuiero». [Iporao3upoBaHie U3MEHEHUH B CTPYKTYpE OpraHu3aluy U HOPSIKe
B3aUMOJECHCTBUS 1oJIpa3esICHUH. ObecrnieueHue UH(OPMAaLIMOHHOU
0€30IacHOCTH B YCTIOBHIX BHEIPEHHSI HOBBIX TEXHOJIOTHH. OpraHu3aiius pemeHus
BOTIPOCOB, HE TPEOYIOIINX y9aCTUsI PyKOBOJIUTEIIS, B ABTOMATU3HUPOBAHHOMU Cpejie.

Tema 2.6 Od¢ucHas 0e30NMaCHOCTb: YyNpaBjieHHe PHCKAMH U
HenpepbIBHOCTH aesaTejbHocTH. [TK-1.4, ITK-1.5

[Tonsitue oducHON Oe30macHOCTH M €€ COCTaBJSIONIMe: (U3NIecKas,
uHPOpMAIlMOHHASA, TOXAapHas, OSKOHOMHYECKas. YTpaBlIeHHE pPHUCKaMH B
NesTeNIbHOCTH o(puca: uieHTU(UKALKA, OLICHKAa U MUHUMHU3alust puckoB. [IpaBuia
3alMThl KOH(PUACHIMAIBHON Cly>)keOHOM HMHpopMauuu (KoMMepuecKas TaiHa,
nepcoHanbHble JaHHble). ObecrnieueHne MHGOPMAIMOHHONW O€30MacHOCTU MpHU
paboTe ¢ KOMIBIOTEPOM, O(HUCHBIM MakeToM U ceTaMmu. [lmanupoBanme
HernpepblBHOCTH JiearenbHOocTH (BCP): neiicTBust B upe3BbIYAHHBIX CUTYalLMSIX
(moxap, TexHoreHHas Karactpoda, kubepartaka). MHCTpykTaxku u oOyueHuUe
nepcoHana OCHOBaM Oe3omacHOCTH. Ponb oduc-mMeHemkepa B 00eCTCUCHUH
KOMIUIEKCHON Oe3omacHocTu. Pemenne BonpocoB 0e30macHOCTH, HE TPeOyIOIINX
OlepaTHUBHOTO ydacTusi pykoBoautens. Ilepemaua wHpOpMamuMm O pHCKax u
WHITUICHTaX PYKOBOJUTEIO B CHCTEMATH3UPOBAHHOM BH/IC.
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4. Tunsl OLCHOYHBIX MAaTCPHAI0B, IIOKA3ATCIIN U KPUTCPUHU OLCHNBAHNA

4.1. Onenounsie Marepuanbl no gucuuuimae b1.B.01.03  Oduc-
MEHEIP)KMEHT BXOJST B COCTaB OILICHOYHBIX MaTepualioB MO 00pa3oBaTelbHOU
nporpamme. COBOKYMHOCTb OIEHOYHBIX MATE€pUAJIOB MO BCEM JUCHUUILIMHAM
(MoyJsiM) 00pa3oBaTeNIbHON TPOrpaMMbl COCTABJISIOT (DOH/] OLIEHOUYHBIX CPEJICTB
(manee — ®OC). ®OC wucnonp3yercs NpH MPOBEACHUH TEKYIIErOo KOHTPOJIS
YCIEBAEMOCTH U TMPOMEKYTOYHOW aTTecTaliMi OOyYaroImMXCS C  LEJbIo
OIICHUBAHUS JTOCTHKEHUS O0YyJAIOIIMMHUCS TUIAHUPYEMBIX PE3YyIbTATOB O0yUCHUS.

4.2. ®OC pa3zpaboTaH Kak KOMIUIEKC MPOBEPOYHBIX 33JIaHUI PA3IMYHOIO
TUTA U YPOBHSI CII0KHOCTH, BKJIIOYAET KPUTEPUHU U IIKAJIbl OLICHUBAHUS, & TAKKE
«KITI0YM» TpaBUiIbHBIX 0TBeTOB. DOC hopmupyercs Kak OTASIbHBIA JOKYMEHT U
XPAaHUTCS B 3IEKTPOHHOM BuAe, Aoctyn K @OC mpenocraBieH OrpaHUYECHHOMY
KpYTY JIHII.

4.3. Jlmg caMoCTOATENbHON paboThl OOy4YarOMIMXCA MPH TMOJATOTOBKE K
TEKYIIEeMYy KOHTPOJIIO YCIIEBAEMOCTU U MPOMEKYTOYHOM aTTECTallMU B pabOUunx
nporpaMmax JUCHMIUIMH Pa3MEIleHbl TUIIOBBIE TPOBEPOUHbIC 3a/IaHUs, KOTOPbHIC
MOXHO YCJIOBHO pa3lieIuTh Ha 3aJaHus 3aKpbITOro, KOMOMHUPOBAHHOTO U
OTKPBITOTO TUIOB.

3agaHusl 3aKpBITOTO TUIIA — 3TO TECTOBBIE 3aJaHUsA, B KOTOPBIX KaXKIbIU
BOIIPOC  COMPOBOXJAETCS TOTOBBIMU BapUaHTaMH OTBETOB, W3 KOTOPBIX
HE0O0XO0MMO BBIOPATh OJMH WJIK HECKOJIBKO MPaBUIIbHBIX.

3agaHuss KOMOMHUPOBAHHOTO THUMA — ATO TECTOBBIE 3aJlaHMs, B KOTOPBIX
Kbl BOTIPOC COMPOBOXIAETCS TOTOBBIMUA BapHaHTAMH OTBETOB, U3 KOTOPBIX
HEOOXOJIMMO BBIOpATh OJWH WJIM HECKOJIbKO MPaBWIHHBIX U OOOCHOBAaTH CBOM
BBIOOD.

3agaHusi OTKPBITOIO THIA — 3TO 3aJlaHHs], B KOTOPBIX HA KaXKJbIA BOMPOC
JOJDKEH OBITh TIPEIOKEH Pa3BEPHYThIN 000CHOBAHHBIN OTBET.

B 3aBucuMocTM OT THUMOa 3aJaHUsd PEKOMEHAOBAHbI OIpEAeICHHAs
MOCJIE0BATEILHOCTD BBITIOJTHEHUS U CUCTEMAa OLICHUBAHUSI BHITIOJIHEHUS 3a/TaHUM.
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4.4, Tumnbl BaﬂaHHﬁ, COCHAPHH BBIIIOJIHCHUA, KPUTCPHUHU OLCHUBAHUA

TUIT 3ATAHUA NMHCTPYKLIMA CHEHAPHU BBIIIOJIHEHUA KPUTEPMM OUEHMBAHUA
3azaHue 3aKpbhITOro IIpounTaiite TeKcr, 1. BHMMAaTeIpHO IPOYUTATH TEKCT 3aJaHKsI U TOHATD, OtBeT cunTaeTcst BEpHbIM, €CIH
TUIIA C BEIOOPOM BbIOEpUTE YTO B KQYECTBE OTBETA OKUJAETCS TOJIBKO OJIUH U3 MPaBUIBHO yKa3aHa [udpa wiu

OJTHOTO MPABUIBHOTO
OTBETa U3 HECKOJIbKHUX
BapHaHTOB
MPEAJIOKEHHBIX

HpaBI/IJ'IBHHﬁ OTBECT

MPeIJI0KEHHBIX BAPUAHTOB.

2. BHUMaTenbHO MPOYUTATh IPEJIOKEHHBIE
BapUaHTHI OTBETA.

3. BeiOpars OJJ1H BEPHBIil OTBET.

4. 3anucatb TOJIBKO HOMEp (Uu OYKBY) BHIOPAHHOTO
BapuaHTa OTBeTa (Hanpumep, 3 wiu B).

OykBa

3a,Z[aHI/Ie 3aKpPbITOI'O
THUIIa HA YCTAHOBJICHHC
COOTBCTCTBUA

IIpounTaiite TEKCT U
YCTaHOBUTE
COOTBETCTBHUE

1.BHUMaTenbHO NPOYUTATH TEKCT 3aJJaHUs U MTOHATb,
YTO B KQUECTBE OTBETA OXKHUIAIOTCS MaPhI DJIEMEHTOB.
2. BHuMaTenpHO mpouuTaTh 00a CIUCKa: CIUCOK 1 —
BOTIPOCHI, YTBEP)KACHHS, (DaKThI, TIOHSATHS U T.1.;
CIMCOK 2 — YTBEP)KJCHMS, CBOUCTBA OOBEKTOB U T.[.
3. ConocTaBUTh IEMEHTHI CIIUCKa | ¢ AeMeHTaMu
crnMcka 2, chopMHpPOBATh aphl IEMEHTOB.

4. 3anucarb nonapHo OykBbI U HUGDPHI (B
3aBHCUMOCTH OT 3a/laHHsI) BApUAaHTOB OTBETa
(manpumep, Al unu b4).

OTBeT cuuTaeTcs BEPHbIM, €CIIU
NPaBUIBHO YKa3aHbI UPPbI WIH
OYKBBI

3ajaHue 3aKpbITOro
THIIA C BBIOOPOM
HECKOJIbKHX
IMpaBUJIbHBIX OTBCTOB
13 HECKOJIBKUX
BapHaHTOB
MPEeAJIOKEHHBIX

[IpounTaiite TEKCT,
BbIOEpUTE
MPAaBUJILHBIE OTBETHI

1. BHMMaTenpHO MPOYUTATH TEKCT 3aJaHHsI U MTOHATD,
YTO B KaYECTBE OTBETA OKUAAECTCSA HECKOJIBKO
IIPaBWIBHBIX OTBETOB U3 MPEAJIOKEHHBIX BAPUAHTOB.
2. BHUMaTenpHO MPOYUTaTh NPEATIOKEHHBIE
BAapUaHT-ThI OTBETA.

3. BoiOpaTh HECKOJIBKO PABUIIbHBIX OTBETOB.

4. 3anucatb TOJIBKO HOMepa (WK OYKBBI)
BBIOpAHHOT'O BapuaHTa oTBeTa (Hampumep, 1 4 umu A
D).

OTBeT cunuTaeTcs BEPHBIM, €CITU
MPAaBUIBLHO YCTAHOBJICHBI BCE
COOTBETCTBUS (ITO3ULMU U3
OJIHOTO CTOJIOIA BEPHO
COIIOCTABJIEHBI C O3ULIUAMHU
JIPYTOTO)

3ajaHue 3aKphITOrO
TUIIA HA YCTAaHOBJICHUE

[IpounTaiite TeKCT U
YCTaHOBUTE

1. BHUMaTEnbHO MPOYUTATh TEKCT 3alaHUA U
MOHSTh, UTO B KAUECTBE OTBETA OXKUJIACTCS

OTBeT cunTaeTcs BCPHBIM, €CJIHU
IIpaBHUJIbHO YKa3aHa BCA
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IIOCICI0BATCIBHOCTHU

IIOCICI0BATCIIBHOCTD

II0CJIEZIOBATEIBHOCTD AJIEMEHTOB.

2. BHumarensHO MPOYUTATh NMPEATIOKEHHBIE
BapUaHTHI OTBETA.

3. [ocTpouts BEpHYIO MOCIEIOBATEILHOCTD U3
MIPEITIOKEHHBIX 3JIEMEHTOB.

4. 3anucatb OyKBBI/IIUQPHI (B 3aBUCUIMOCTH OT
3a/laHusl) BApUAHTOB OTBETA B HYKHOM
rocienoBareabHOCTH (Hanpumep, BBA nam 135).

MOCTIeI0BATEIBHOCTD LU(P

3anganue
KOMOMHHUPOBAaHHOTO
THUIIA C BBIOOPOM
OJTHOT'O TIPaBUIIBHOTO
OTBETa U3
MPEUIOKEHHBIX U
000CHOBaHHEM BEIOOpA

[IpounTaiite TEKCT,
BBIOEpHTE
MPaBUWIbHBIA OTBET U
3aMUIIUTe
apryMEHTHI,
00OCHOBBIBAIOIITNE
BBIOOp OTBETa

1.BHUMaTENbHO IPOYNTATH TEKCT 3a/IaHUSI U TIOHSATH,
YTO B KAYECTBE OTBETA OXKUAAETCS TOJIBKO OJIUH U3
MPEUIOKEHHBIX BAPHAHTOB.

2. BHUMaTenpHO MPOYUTATh MPEATIOKEHHBIE
BapHaHTHI OTBETA.

3. BeiOpaTh 0JIUH BEpHBIN OTBET.

4. 3anucatb TOJIbKO HOMEp (Ui OyKBY) BHIOPaHHOTO
BapHaHTa OTBETA.

5. 3anmcars apryMeHThl, 000CHOBBIBAIOIINE BBIOOD
oTBeTa (Hampumep, 4 TEKCT 000CHOBaHUS).

OTBeT cunTaeTcst BEpHbIM, €CIIH
IpaBWIbHO YKa3aHa ludpa niu
OyKBa U MPUBEIECHbI
KOPPEKTHbIE apTyMEHTHI,
UCIIOJIb3yEMbIE IIPU BBIOOpE
oTBETa

3a/ilaHue OTKPBHITOrO
THUIIA C Pa3BEPHYTHIM
OTBETOM

[IpounTaiite TeKCT U
3aUIINTe
pa3BEpHYTHIN
000CHOBaHHBII OTBET

1. BuumarennpHo MpoYnTaTh TCKCT 3alaHUA U ITOHATH
CYTh BOITpOCa.

2.Ilponymathb JIOTUKY U MOJHOTY OTBETA.

3.3anucaTh OTBET, UCIOJIb3YS YETKHE KOMIIAKTHBIE
(hOpMyIHPOBKH.

4.B ciydae pacueTHOM 3a7auu, 3aucaTh pelieHne U
OTBET

OTBeT cunTaCTCS BEPHBIM:
1. OtcyTcTBUE paKTHUECKUX
OIHOOK.

2. PackpriTe o6beMa
HCMOJIb3YEMBIX OHSATHI
(moxHOTa OTBETA).
3.0060CHOBaHHOCTb OTBETA
(Hanmu4Ke apryMeHTOB).

4. Jlornueckas
MOCIIeZIOBATEILHOCTD
M3JIaraeMoro Marepuara.

14



4.5,

O61ua;1 IKajla OLCHHUBAHUA PE3YJIbTATOB

YCIIEBAEMOCTH W MPOMEKYTOUHOM aTTECTAllUU OO0yYarolIuXcs
Honenkoro ¢punuana PAHXul'C.

TEKYIIEeTO

¢ npumenenuem bPC

KOHTPOJIA

Hrorosas ECTS
OaJIbHAA TpaauuuonHas cucrema brmapnas Hst Tpau- i
cmcTema | mommi | ool
OIICHKAa CHCTeMBbI
90-100 OTnu4YHO A P/ Passed
80-89 B P/ Passed
3a4TeHO
75-79 Xoporo C | P/Passed
70-74 Y 10BJIIETBOPUTEIIBHO B P/ Passed
60-69 A P E P/ Passed
0-59 HeynoBaeTBopuTEILHO He 3autenHo F F/Failed
CooTHolieHne  OayuIOB 32 TEKYIUMH  KOHTPOJb  YCIHEBAEMOCTH H

MPOMEKYTOUHYIO aTTECTAIMIO, a TAKYKE MMOBTOPHYIO MTPOMEKYTOUHYIO aTTECTAIUIO:

MaxkcumanbHas MaxkcumanbHas MaxkcumanbHas MaxkcumanbHas
cymMMa 0ajuioB 3a cymMMa 0ajijioB 3a UTOTOBAas cymMMa 0ajuioB 3a
TEKYIIUHA KOHTPOJIb MIPOMEKYTOUYHY IO OaJuIbHasA MMOBTOPHYIO
yCIEBAEMOCTH aTTECTaIHIO OIlCHKa MIPOMEKYTOUYHY IO
aTTeCTalNIO
100 6amnoB 100 6amnoB 100 6amnoB 100 6ann0B
5. @opMBbI ATTECTAIIMU, TUTIOBBIE OLIEHOYHbIE MATEPHUAJIbI I

TEKYIIECIro KOHTPOJIAl yCII€EBACMOCTH oﬁyqamumxca, KPHUTECPHUHU U IIKAJbI
OLICHUBAHMUA 110 KOHTPOJbHBIM TOYKaM

5.1. B xome peammzanuu aucturumiasl b1.B.01.03 Oduc-meHemKMeHT

HCIIOJIB3YIOTCA

ClenyIomue

(opMbI

TEKYIIero

KOHTPOJIS

yCIIEBAEMOCTH

oOyu4aromuxcs (B TOM YUCIIe, KOHTPOJIBHBIC 3aJIaHMsI TT0 pa3zeiiam):

AOKJIa1d, OIIPpOC, TCCTUPOBAHUC, KOHTPOJIbHOC 3a/1aHUC.

Pacrnipenenenne 6annoB mo Bugam yueOHoit nestenbHoct (BPC)

Paznen/Tembl @POpMBI TEKYIIETO KOHTPOJIS KT
YO T3 K3 i
P.1.T.1.1. 4 4 5
P.1.T.1.2. 3 4
P.1.T.1.3. 3 4 4




P.2. T.2.1.

P.2.T.2.2.

P.2.T.23.

P.2. T.2.4.

EE RS RN

P.2. T.25.

WWww|w
I R R R

P.2.T.2.6.

Hroro: 1000

21 28 28

oo
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YO — ycTHBIN 01Ipoc;

T3 — TecToBOE 3a1aHHUE;

K3 — koHTpOJIbHBIC 3a1aHUS;
13 — npakTHUecKkoe 3aHATHE;

J — noxnan;

KT — KOHTpOJIbHBIE 3aJaHUSI TIO PA3AEIY.
Cucrema olleHUBaHUs 3HaHUH 10 BUJIaM Y4EOHOH 1eATeIbHOCTH

Kputepuu onieHuBaHus onpoca:

Bannl

Onucanue KpuTepus

OOyuaroluiics MOJIHO U3JIaraeT MaTepuai (OTBeyaeT Ha BOINPOC), AAET
[PaBWJIBHOE  OIpENEJICHUE OCHOBHBIX IMOHATHUM; OOHapy>KHUBaeT
MOHMMAaHHUE MaTepHala, MO>KeT 000CHOBATh CBOU CY>KJIEHUS, TPUMEHUTH
3HAHUS Ha MPAKTHKE, IPUBECTH HEOOXOIUMBIC TIPUMEPHI HE TOJIBKO U3
yaeOHUKa, HO U CaMOCTOSITEIbHO COCTABIICHHBIC; M3JIaraeT MarepHall
[0CJIEZI0BATENbHO U MPABWIBHO C TOYKU 3PEHHUSI HOPM JINTEPATYPHOIO
S3BIKA.

OO0yyaromuiicst 1aeT OTBET, YJIOBJIECTBOPSIONINI TEM K€ TPEOOBaHUSM,
YTO U JIJISl OLICHKH «OTJIIMYHOY», HO JAOIYCKaeT 1—2 ommOKu, KOTOphIE caM
K€ MCTpaBIIAeT, M 1—2 HemouyeTa B MOCIEIOBATEILHOCTH U SI3BIKOBOM
0(hOpMIIEHUH H3JIaraeMoro.

OOyuaromuiics OOHapyKMBaeT 3HAHHE U TIOHMMaHHWE OCHOBHBIX
[MOJI0’KEHUHM TAHHOM TEMBI, HO U3JIaraeT MaTepHUall HEMOJIHO U JOMYCKAeT
HETOYHOCTH B ONpPEAEICHUN MOHATHH Wian (opMyIupoBKE MpPaBUI;, HE
yMEeT JOCTaTOYHO TJIyOOKO U JOKa3aTelibHO O0OOCHOBaTh CBOHU
Cy)KIEHUsI M TPUBECTH CBOM TPUMEPHI; H3JIaraeT MaTepuall
HEIOCJIEI0BaTENbHO U JIONYCKaeT OMMOKU B SI3BIKOBOM O(OPMIIEHUN
M3J1araeMoro.

OO0yJaromumiicss 0OHapy»KMBaeT HE3HAHHUE BOIPOCA, JOMYCKAEeT OMMOKHU
B (OPMYIHUPOBKE OMpENEICHUH M MPaBHII, UCKAKAIOUIUE WX CMBICT,

0ecropsI04YHO U HEYBEPEHHO M3JIaraeT MaTepuall.

KpI/ITepI/II/I OLICHUBAHHUS T€CTOBBIX 3aJaHHI:

Onucanue KpuTepus

bansr

4 Ceoiie  80%  mpaBunbHBIX(OOyUaOMUHACS JIEMOHCTPUPYET TIIyOOKOE
OTBETOB. MO3HAHHE B OCBOCHHOM MaTepHale.

3 Cebimie  70%  npaBunbHBIX(OOyUaromuMcs Marepuan OCBOEH
OTBETOB. MOJTHOCTHIO, O€3 CYIIECTBEHHBIX OLIHOOK.
Cebimie  50%  npaBunbHBIX(OOydalomUMCs ~ MaTepual  OCBOEH  HE

2 OTBETOB. MOJTHOCTBIO, UMEIoTCS 3HAYUTENbHbIE

mpoOesbl B 3HAHUSX.

0 Menee  50%  mpaBuiabHBIX{OOYUAIOIIMMCS MaTepHall HE OCBOCH, 3HAHUS

OTBETOB. oOyuaronierocss Huxe 6a30BOro YpoBHsI.
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Kpurepuu ornieHuBanust 1oKaja:

Kputepuu oneHku Jlnamna3on 6ajijioB Onucanue Kputepus
Coneprxanue u 1 JlerampHOE, TIOCJICAOBATEIbHOE OIIMCAHHE BCEX
PACKpBITHE TEMbI ATaNoOB C KOHKPETHBIMU IPUMEPAMHU
I'pamMmoTHOCTH 1 ColurofieHBI BCE MpaBWIIa rpaMMaTHKH, opdorpadun
M3JI0KCHHUS Y IyHKTYalluu
CriUmeTIKa 1 Enunblil cTIb M3710KEHUS, TOYHBIE (POPMYITHPOBKH,
YMECTHOE MCIO0JIb30BaHUE TEPMHUHOB, JAKOHUYHOCTh
Yértkas MOCJIENOBATENHHOCTh H3JI0KEHMS,
Jloruka m3ioxeHust 0,5 JIOTUYECKHE  CBA3M  MEXKIYy 4YacTAMH  TEKCTa,
apryMEHTBI MOJITBEPKAAIOT BHIBOIBI
YHUKQJIBHBIA TOAXO0J K TeMe, HeCTaHIapTHBIC
OpuruHaJIbHOCTh 0,5 pelieHusi, HWHHOBALIMOHHBIE UJEH, COOCTBEHHAs
MTO3HIIMS AaBTOPA
HToro MmakcmManbHO: 4

KpI/ITepI/II/I OLCHUBAHHA KOHTPOJIbHBIX 3aJJaHui:

banel Onucanue KpuTepust

4 OO0yyaronmmmMcst 3a/1aHMe BBIMIOJTHEHO 0€3 OMMOOK U B TIOJTHOM 00BEME.

3 OOyyarommmMcst B LEJIOM 33/JaHHUE BBIIIOJIHEHO, MUMEIOTCS OTIENbHbIE
HETOYHOCTH WJIM HEJJOCTATOYHO IOJIHBIE OTBETHI, HE COJEpKAIINE OINOOK.

2 OOyyarommmMcst JOMYIIEHbl OTJENbHbIE OIMUOKU TPU BBIOJIHEHUU
3a/laHus

0-1 Y oOyuaromierocss OTCYTCTBYIOT OTBEThl Ha OOJBUIMHCTBO BOIIPOCOB

3aJ1a4M, 3aJIaHUE HE BBIIOJHEHO WJIM BBIIIOJHEHO HE BEPHO.

5.2. TumoBble OIIEHOYHBIE MaTepUalbl ISl TEKYHIETO0 KOHTPOJS yCIEBAEMOCTH
oOy4Jaronmxcs (BHE KOHTPOJIS 3HAHUI 10 pa3zeiy):

Pa3znen 1.

Tema 1.1. Oduc B coBpeMeHHO0i#1 cucTeMe ynpasienus opranusanuei. ITK-

1.4, IIK-1.5
TecToBble 3a1aHMU:
Tect 1.

BaumarensHO Npo4YUuTaTh TCKCT 3adaHHA M IIOHATHb, YTO B KAa4YCCTBC OTBCTA

0KNAAaCTCA TOJBKO OJWH M3 NPCAJIOKCHHBIX BAPUAHTOB.

BaumatensHO MMpOYUTATh MPCAJIOKCHHBIC BApUAHTLI OTBCTA.

Bb1Opath 0H BEpHBIN OTBET.

3anucaTh TOJIbKO OYKBY BRIOpAHHOTO BapHaHTa OTBETA.

UTo 13 MepeyncIeHHOTO SIBISIETCS IEPBUYHOMN (yHKIIMEH odurca Kak

YIPaBIEHYECKON CTPYKTYpbI?
a) IPOU3BOJICTBO TOBAPHOM MPOAYKIIUY;

0) nHpOpPMAITMOHHOE 00eCTICUCHUE TPUHATHS PEIICHUI;
B) COBIT TOTOBOM MPOAYKIIUU Ha BHEITHUX PHIHKAX;

T') BeICHHE OyXTaJITepCKOro y4era.
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Tect 2.

BaumarensHO IMPOYUTATDb TCKCT 3alaHUA U IIOHATDH, YTO B KAUCCTBC OTBCTA
0K IACTCA HCCKOJIBKO IIPABUJIBHBIX OTBCTOB M3 IIPCIAJIOKCHHBIX BAPUAHTOB.

BHuMaTtenbsHO IpOYUTaTh IPEAJIOKEHHBIE BADUAHTBI OTBETA.
Bb10paTh HECKOJIBKO PABUIIBHBIX OTBETOB.
3amucath TOIBKO OYKBBI BRIOPDAHHBIX BAPUAHTOB OTBETA.

Kakue 3amaum pemaer opuc-MeHepKep B paMKax aAMUHUCTPUPOBAHNS?
a) OpraHmu3aIus J0KyMeHTO000poTa;

0) pa3paboTKa CTpaTeTruu Pa3BUTHUS MPEATPUATHS;

B) KOOpJWHAIMS PAOOTHI BCIIOMOTATEIBHBIX CITYXkO0;

T') OIpeIeNICHNe aCCOPTUMEHTHON TTOJIUTHUKH;

1) obecrnieueHre HHOOPMAIIMOHHON 0€30MMacHOCTH.

Kakue npuHIMUIBI OTHOCATCS K OCHOBaM 3(PPEKTUBHOTO aIMUHUCTPUPOBAHUS B
oduce?

a) LEHTpaJTIU3alus IPUHATHS BCEX PELICHU;

0) yeTKoe pacrpeaeaeHue PyHKIMOHAIbHBIX 00s3aHHOCTEH;

B) CTaHAApTU3ALU IPOLELYP U IPOLECCOB;

I') UTHOPUpPOBaHUE (POPMaJIbHBIX KOMMYHHKAIIH;

1) CUCTEMHBI KOHTPOJIb UCIIOJIHEHHSI IOPYYEHU.

Tect 3.

BaumatensHO IMPOYUTATb TCKCT 3aJaHus U MOHATH, YTO B KAYCCTBC OTBCTA
OXNAAacCTCA IOCICAOBATCIBHOCTD 2JICMCHTOB.

BHuMaTeNnbHO MPOYUTATh IPEAJIOKEHHBIE BADUAHTHI OTBETA.
[TocTpouTs BEpHYIO NIOCIEA0BATENBHOCTD U3 MPEII0KEHHBIX JJIEMEHTOB.
3anucaTh OyKBbI BAPUAHTOB OTBETOB B HY>KHOM MOCIIEIOBATEIBHOCTH.

OnpenenuTe MOCIEIOBATEIBHOCTD ATANIOB 00PAOOTKHM BXOAIIETO JOKYMEHTA B
oduce:

a) perucTpaius J0KyMEHTa B KypHaJe BXOAIIEH KOPPECIOHICHIINH;

0) mepenada JOKyMEHTa Ha UCTIOJTHEHUE OTBETCTBEHHOMY JIUILY;

B) IIPHEM U MPOBEPKA IIEJTOCTHOCTHU JTOKYMEHTA;

') PACCMOTPEHUE JOKYMEHTa PYKOBOAUTENIEM U HAJIOKEHUE PE3OTIOIINM;

1) KOHTPOJIh UCTIOJTHEHUS U TIOJIIITUBKA B JIEIIO.

YcraHoBUTE TIPABUIIBHYIO TIOCIIEA0OBATEIIBHOCTD ACHCTBUI TIPH OpTaHU3aAIuN
COBEIIAHUS:
a) COCTaBJICHUE MTOBECTKHU JTHS,
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0) OIOBEIIICHNE YUaCTHUKOB;

B) OIpe/IeTICHHE LIeTN U 3a/1a4 COBEIIaHWS,;

T') TOJATOTOBKA Pa3AaTOYHBIX MaTEPHAJIOB;

1) COCTaBJICHHE TIPOTOKOJIA 110 UTOTaM COBEIIIAHUS.

QOKHaQ!Z

[ToaroToBka noxnanoB «Odrc-MEHETKMEHTY.

[Ilectp TpyMIIOBBIX TOKIAAOB C OOCYXKICHHUEM CYIIHOCTH, IEJed W 3amad
aHanMM3a XO3SUCTBEHHOW JEATEIHLHOCTH, WH(GOPMAIIMOHHOTO OOCCIICUCHHS
aHATMTHYECKOW paboThl, a TaK)Ke COBPEMEHHBIX METOJOB cOopa W 00pabOTKH
uHbopmaruu 171 GopMUPOBAHUS TOCTOBEPHOU aHATTUTUICCKOM Oa3bl.

Temarnka 1OKIIa10B:

Meroanueckne peKOMEH/IAlUHU 10 TOJIFOTOBKE JIOKJIANA.

[logroToBka  JgoKjiaga  CIOCOOCTBYET  (POPMHUPOBAHUIO  HABBIKOB
HCCJIEIOBATENCKOW PabOThl, paclIMpseT MO3HABATEIbHBIE MHTEPECHI, MPUydYaeT
KPUTUYECKUA MBICIUTD. [Ipy Hanucanuu A0KJIaa Mo 3aJlaHHON TeMe COCTaBJISETCS
TJ1aH, MOJ0MPAIOTCSl OCHOBHBIE MCTOYHUKHU. B mpoiiecce paboThl ¢ MCTOYHUKAMH,
CHUCTEMATU3HUPYIOT TOJyICHHBIC CBEJICHHUS, JCIAI0T BBIBOIBI M 0000IIECHHS.

[TongroroBka  mokiama  TpedyeT  oT  oOydaromierocss — OOJIBIION
CaMOCTOSATEILHOCTH M CEPhE3HON WHTEIUICKTYaIbHON pabOThI, KOTOpasi MIPUHECET
HauOOJIBIIYIO MOJB3Y, €CJIM OYJIeT BKIIIOYATh C CEO0sl CIACAYIONIUE dTAMbl: U3YUYEHUE
HanOoJIee BaXKHBIX HAYYHBIX Pa0OT MO TaHHOW TeMe, IEpPEeUeHb KOTOPBIX JAaeT caM
MPEnoAaBaTelb; aHAJIN3 U3yUYeHHOTO MaTepuala, BhIIeIEHHE Hanubosee 3HAYUMBIX
JUTSL PACKPBITHS TeMBbI (paKTOB, MHCHHI Pa3HBIX YUCHBIX W HAYYHBIX IOJIOKCHUH;
000011IeHrEe U JIOTUYECKOe MOCTPOCHHE MaTepuala JoKjIaaa, HanpuMep, B Gopme
pa3BEpHYTOro IJIaHA; HAMKMCAHWE TEKCTa JOKJIala ¢ coOJo/ieHneM TpeOOoBaHUMN
HAyYHOTO CTHUJIS.

[TocTpoenue noknana BKIOYAET TP YaCTU: BCTYILJICHUE, OCHOBHYIO YacTh U
3aKiIroYeHrue. Bo BCTyIUIeHMHM yKas3bIBaeTCs TeMma JOKJIa/a, YCTaHABIMBACTCS
JIOTUYECKas CBA3b €€ C APYTUMHU TeMaMU WJIM MECTO paccMaTpUBaeMOM TPOOIeMbl
cpeau Apyrux mpoOJjieM, HaeTcss KpaTKuid 0030p HMCTOYHHMKOB, Ha MaTepuase
KOTOPBIX pacKpbiBaeTcs TeMa W T. m. OCHOBHAas 4YacTh JOJDKHA WMETh YETKOE
JOTHYECKOe TOCTPOEHUE, B HEW JOMKHA OBITh pacKphiTa Tema Jokiaga. B
3aKTIOYCHUH  OOBIYHO  TOABOMSTCS  WTOTH,  (OPMYJIUPYIOTCS  BBIBOJBI,
MIOTYEPKUBACTCS 3HAUCHUE PACCMOTPEHHOU MPOOJIEMBI | T. T1.

Tema 1.2. Buabi oducos u ux ovopynosanue. [1K-1.4, ITK-1.5

TecToBLIE 3a1aHUS:

Tect 1.

BaumarensHO IpO4YUTATh TCKCT 3alaHUs U IIOHATH, YTO B KAYCCTBC OTBCTA
0K IACTCA TOJIBKO OAWH M3 IMPCAIO0KCHHBIX BAPUAHTOB.

19



BHuMaTenpHO MpOYNTATh IPEAJIOKEHHBIE BAPUAHTHI OTBETA.
BriOpaTh o1MH BepHBIN OTBET.
3anucaTh TOJIbKO OYKBY BRIOpAaHHOTO BapHaHTa OTBETA.

UTto xapakTepHu3yeT KOHIICHIHNIO «OTKphITOro oduca» (Open space)?
a) HaJMYKe OTIACIIBHBIX KAOMHETOB ISl Ka)KI0TO COTPYIHHKA,;

0) ennHOE pabodee MPOCTPAHCTBO 0€3 KAMMTAIBHBIX ITEPEropOI0K;
B) IIOJIHAS yAaJICHHAs 3aHATOCTh BCEX COTPY/IHUKOB;

T') KCITOJIb30BaHNE UCKITIOYUTEIILHO OyMaKHOTO JIOKyMEHTO000pOTAa.

Kakoit Tum ouca npeamnonaracT BpeMEHHOE UCIIOIb30BaHNEe pabodero
MIPOCTPAHCTBA PA3HBIMU COTPYTHUKAMU ?

a) KOBOPKHUHT;

0) cTaunoHapHbINA OPuC;

B) O9K-oduc;

r) pponT-0duC.

Tect 2.

BHumarensHO IIpO4YUTATb TCKCT 3alaHUS U IIOHATH, YTO B KAUCCTBC OTBCTA

0K IACTCA HCCKOJIBKO IIPABUJIBHBIX OTBCTOB U3 IIPCATOKCHHBIX BAPUAHTOB.

BHuMAaTeIbHO IPOYNUTATh IPEAJIOKEHHBIE BADUAHTBI OTBETA.
BbIOpaTh HECKOJIBKO MPABUIIbHBIX OTBETOB.
3anucaTh TOJbKO OYKBbI BBIOpAHHBIX BAPUAHTOB OTBETA.

Kakoe 060opyaoBaHre OTHOCUTCS K OCHOBHBIM CPEACTBAM OPITEXHUKH B
COBpeMeHHOM oduce?

a) MHOTO(YHKIIMOHAJIbHOE yCTporcTBO (MDY);

0) MPOMBINIUICHHBIN CTAHOK;

B) IPOEKTOP AJI IPE3CHTALINIA;

') KOHBEIepHas JICHTa;

1) cepBep JUIsl XpaHEHUs JaHHBIX.

Kakue TpeOoBaHus NpeabsIBISIOTCS K OpraHu3aluy pabodyero Mecra ¢
KOMITbIOTEPOM?

a) ONTUMAaJIbHOE PACCTOSIHUE /10 SKpaHa MOHUTOPA;

0) HaNMUYMe 3aTEeMHEHHBIX OKOH;

B) peryiupyemasi o BbIcOTe padoyasi IOBEPXHOCTbD;

I') ©KeJacHasi CMEHa COTPYAHUKA,

1) paBUJIbHAS 11034 (YToJ HAKJIOHA CIUHBI, MOJ0KEHUE PYK).

Tect 3.
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BaumarensHO IMPOYUTATh TCKCT 3alaHN U IIOHATD, YTO B KAYCCTBC OTBCTA
OXKHNAACTCA ITOCICIOBATCIBHOCTD DJICMCHTOB.

BaumarensHO IMPOYUTATh HPCHAIIOKCHHBIC BAPHUAHTBI OTBCTA.
HOCTpOI/ITB BCPHYIO ITOCICAOBATCIILHOCTD U3 MPCAJIOKCHHBIX 3JICMCHTOB.
3anucaTth 6YKBI>I BapPHUAHTOB OTBCTOB B HY)KHOﬁ IIOCIACAOBATCIIbHOCTH.

OmnpenenuTe MOCICIOBATEIPHOCTD JIEHCTBHIA MTPU HACTPOHKE pabouero Mecra
HOBOTO COTPY/IHUKA:

a) BbIJIa4a KJIIOYEH U 3JIEKTPOHHOTO MPOITYCKa,;

0) mpoBepka padoTOCIOCOOHOCTH OPTTEXHUKH;

B) Ha3Ha4YE€HHE pad0Yero MecTa M 3aKperieHue 000py10BaHus;

T') YCTaHOBKA HEOOXOAUMOTO MPOTPAMMHOT0 00CCTIICUCHHST;

1) TOJAKITIOYEHHUE K KOPIIOPATUBHOM CETU U OOIIUM pecypcam.

KOHTpOJIBHLIe 3aJaHuA:

3amanue 1.

HGpC‘II/ICHI/ITC HC MCHCC ITATHU KPUTCPUCB IJIA BBI60pa THIIA O(I)I/ICHOI‘O IIOMCIICHUA

(cTalMoOHapHBIN, OTKPBITHIN, KOBOPKUHT) JUIsl KOMIIAHWU, padoTarolieil B cdepe
IT-pazpabotok. Kpatko 060CHYHTE KaXKIbIi KPUTEPUIA C TOUKH 3PEHUS
3¢h(HEKTUBHOCTH aAMUHUCTPUPOBAHUS.

3anganue 2.

CocTaBbTe ITepevueHb HEOOXOIUMOTO O(PUCHOTO 00OPYAOBAHUS M TIPOTPAMMHOTO
obOecrieueHust Jyisl BHOBb CO37[aBaeéMOro ouca KOMINaHWU Ha 15 4enoBex,
3aHMMAIOIIEHCS KOHCAITHHTOBBIMU yclyraMmu. PactipenennTe o00opyaoBaHKE 110
KaTeropusiM (CpeACTBa BEIYMCIUTEILHON TEXHUKH, CPEJICTBA TIEYATH H
KOITMPOBAHUS, CPEJICTBA CBSI3U W TIPE3CHTAIINN ).

Tema 1.3. Ipronomuxa opuca. I1K-1.5

TecToBBIE 3a1aHUS:

Tect 1.

BaumarensHO IIpO4YUTATb TCKCT 3a/laHUS U IIOHATH, YTO B KaYCCTBC OTBCTA
0K IACTCA TOJIBKO OAWH M3 IMPCATO0KCHHBIX BAPUAHTOB.

BHuMaTenpHO MpoYnTaTh NPEAJI0KEHHBIE BAPUAHTHI OTBETA.
Br16path oH BEpHBIN OTBET.

3anucaTh TOJIBKO OYKBY BRIOpAaHHOTO BapHaHTa OTBETA.
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Urto n3ydaer 3proHOMHUKa IPUMEHUTENBHO K 0PHUCHOH cpene?

a) OPUANYECKHUE aCTIEKThI TPYIOBBIX OTHOIICHUIA;,

0) ONTUMHU3AIMIO B3aUMOICHCTBHUS YEJIOBEKA M TEXHUKH JJIsI TOBBIIIICHISI
7 PEeKTUBHOCTH U OE30ITaCHOCTH;

B) OyXraiaTepckuil yueT OCHOBHBIX CPEICTB;

T') MAPKETHHTOBBIE CTPATETUHU TIPOBIKEHUS TOBAPOB.

Kakas 1iBeToBast raMMa HanOoJiee peAnoYTUTENbHA 111 CTEH B OPUCHOM
MOMEIIEHUH C TOYKH 3PEHUS SPrOHOMUKU?

a) SIPKO-KpacHasi U OpaH>KeBas;

0) yepHas U TEMHO-KOPUYHEBAS,

B) CBETJIbIC, MTACTEJIbHbIC, HEUTPAJIbHBIC TOHA;

') KUCJIOTHO-3€JICHBIN U HEOHOBBIM.

Tect 2.

BHumarensHO IIPpO4YUTATb TCKCT 3a/laHU U IIOHATH, YTO B KAYCCTBC OTBCTA
0K IACTCA HCCKOJIBKO IIPABUJIBHBIX OTBCTOB M3 IIPCAIOKCHHBIX BAPHUAHTOB.

BHumarensHO IIpO4YUTAaTh IIPCAJIOKCHHBIC BAPUAHTBI OTBCTA.
BBI6paTB HCCKOJIBKO IIPAaBUJIbHBIX OTBCTOB.
3amnucaTth TOJIBKO 6YKBBI BLI6paHHBIX BAapHAaHTOB OTBCTA.

Kakue mapameTpsl MUKpOKIUMaTa ouca peryaupyoTcsi CAHUTApPHBIMA HOpMaMHU
Y TIpaBUIaMu?

a) TemIiepaTypa Bo3ayxa;

0) OTHOCHUTENbHAS BJIAXKHOCTh BO3/1yXa;

B) KOJIMYECTBO KOMHATHBIX PACTEHHIA;

') YPOBEHb IIyMa;

1) KOJTMYECTBO COTPYAHUKOB B KOMHATE OT/IbIXA.

Kakue Mepbl OTHOCSTCS] K 9prOHOMUYECKOWM OpraHu3aIiii padodero Mecta
nosnb3oBatess [TK?

a) UCTIOJIb30BAHKE CTOJIA C PETYIMPYEMOI BHICOTOM;

0) ycTaHOBKa MOHUTOpA Ha YPOBHE TJia3;

B) PACIMOJIOKEHUE CUCTEMHOTO 0JIOKA Ha MOy MO/ CTOJIOM;

T') MCIIOJIH30BaHNE KOBPHUKA JIJISl MBIIIIU C 3aISICTHBIM BAJIUKOM;

1) eKeHEBHAs BIaXKHasl yOOpKa MOMEIICHUS.

KonTposbHbIe 3a1aHu:

3amanue 1.
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[Ipoananu3upyiTe TUMOBYIO TNIAHUPOBKY ouca u3 kabuHeToB (1o 2-3 yenoBeka)
U TIPEJIOKUTE HE MEHEe TPEX IPrOHOMHYECKUX YITYUIICHUH JIJIs1 TOBBILLICHUS
MPOU3BOAUTENILHOCTH TPyAa COTPYIHUKOB. OOOCHYIUTE KaK10€ MPEIJIOKEHHE.

3amanue 2.

CocTaBbTe MaMSTKY JIJIsl COTPYAHUKOB oduca «10 nmpaBuil 3proHOMUKH pabOvero
MeCTa 32 KOMIBIOTEPOM», BKIIFOUAIOIIYO TPEOOBAHUS K MOJIOKEHUIO TENa,
PacIoI0XKEHUIO 000PYIOBAaHUS M OpTraHU3allMU paboyero BpeMeHH.

Pa3nen 2.

Tema 2.1. UudopmaniuoHHoe U JOKyMeHTAIMOHHOEe o0ecnieuenue opuca. INK-
1.4, IIK-1.5

TecToBEIE 3a1aHUS:

Tect 1.

BHumarensHO IIpO4YUTATb TCKCT 3aldHUS U IIOHATH, YTO B KAUCCTBC OTBCTA
0K IACTCA TOJIBKO OAWH M3 IIPCATOKCHHBIX BAPUAHTOB.

BHuMaTenpHO MpoYnTaTh NPEAJI0KEHHBIE BAPUAHTHI OTBETA.
Br16path o71uH BEpHBINA OTBET.
3anucaTh TOJIBKO OYKBY BRIOpAaHHOTO BapHaHTa OTBETA.

UTo noHMMaeTcs 1Mo HOMEHKIaTypO# JeJ B OpraHu3aluuu?

a) MepevyeHb JOHKHOCTENH COTPYAHUKOB;

0) cucTeMaTU3UpPOBAHHBIN NIEPEUEHb 3ar0JI0BKOB JIeJl, 3aBOJJMMbIX B OpraHU3alUY;
B) CIIMCOK BHEILIHUX KOHTPAreHTOB;

I') KaJICHJ1aph COBEIIAHUI HA TO/I.

Kakoil 1oOKyMeHT perjaaMeHTUpyeT MOPsIIOK padoThl C KOHPUACHIIMATbHON
uH(popmalue B opraHu3aum?

a) IITATHOE PACIUCaHUE;

0) MoJIOKEHNE 0 KOMMEPUYECKOW TalHe;

B) KOJUIEKTUBHBIN JOTOBOD;

r) rpauK OTIYyCKOB.

Tect 2.

BaumarensHO [IpO4YUTATh TCKCT 3alaHUs U IIOHATH, YTO B KAYCCTBC OTBCTA
OKMIACTCA HCCKOJIBKO IIPABUJIBHBIX OTBCTOB M3 IIPCATOKCHHBIX BAPUAHTOB.

BaumartenbHO IMPpOYUTAThb MPCAJIOKCHHBIC BApUAHTLI OTBETA.
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BI)I6paTI> HECKOJIBKO IMTPaBUJIbHBIX OTBCTOB.
3amnucaTth TOJBKO 6YKBI>I BI)I6paHHI>IX BApHAHTOB OTBCTA.

Kakue 10KyMeHTbl OTHOCATCS K OPTaHU3AIMOHHO-PACTIOPSIUTEIbHBIM?
a) yCcTaB OpraHu3aliuu;

0) mpukas o mpueMe Ha paboTy;

B) MMUCHMO-TIPUTTIANIEHUE TAPTHEPA;

T') TOJDKHOCTHASI MHCTPYKITHS;

1) OTYET O KOMAaHJAUPOBKE.

Kaxkune criocoOs1 3ammThl KOH(UISHITNATFHON HH(POPMAIIUN UCTIONB3YIOTCS PU
OpraHU3ally AJIEKTPOHHOTO IOKYMEHTO000poTa?

a) pasrpaHUYCHHE MPaB JOCTYIIA;

0) myOmupoBaHHe BCEX JOKyMEHTOB Ha Oymare;

B) MU(POBAHKE JTAHHBIX;

T') UCIIOJIB30BAHUE AJIEKTPOHHOM MOJIIUCH;

1) pa3MeNIeHHE BCEX TOKYMEHTOB B OTKPBITOM JIOCTYTIE.

Tect 3.

BHumarensHO IIpO4YUTATb TCKCT 3aldaHUS U IIOHATH, YTO B KAUCCTBC OTBCTA
OXNAacCTCi IIOCIACAO0BATCIbHOCTD 3JICMCHTOB.

BHuMaTenbHO MPOYNTATh NPEAIOKEHHBIE BADUAHTHI OTBETA.
[TocTpouTs BEpHYIO NOCIEA0BATENBHOCTD U3 MPEII0KEHHBIX 2JIEMEHTOB.
3anucaTh OyKBbI BAPUAHTOB OTBETOB B HYKHOM MOCIIEIOBATENBHOCTH.

YcTaHOBUTE TIOCTENOBATENBHOCTD JKU3HEHHOTO IIMKJIa TJOKYMEHTa B ouce:
a) YHUUTOKEHUE WU TIepeiada B apXuB,

0) UCTIOJIHEHUE IOKYMEHTA U KOHTPOJIb;

B) CO3/IaHME WJIM TIOCTYTJIEHUE TOKYMEHTA;

') peruCTpanus JOKyMEHTa;

1) paCCMOTPEHHE JOKYMEHTa PYKOBOICTBOM.

KonTposbHbIE 3a0aHUS:
3amanue 1.

Ha ocHOBe npeyioKEHHOT0 NEPEeYHs BXOASIINX JOKYMEHTOB (ITMCHMO OT
HaJIOTOBOW MHCHIEKIIMHU, KOMMEPYECKOE MPEII0KEHUE OT MOCTaBLIMKA, 3asBICHUE
OT COTPYJHUKA, IPETEH3Us OT KIMEHTA, MPUTJIallIEHnEe Ha KOH(EPEHIUIO)
COCTaBbTE MapPIIPYThI UX JBUKEHUA (KTO MOJIy4aeT, KTO pacCMaTpUBAET, KOMY
nepe1aeT Ha UCTIOJIHEHHE, [/1€ XPAHUTCS).

3amanue 2.
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Pa3paboTaiite popMy peectpa A perucTpaluy UCXOIAIUX TOKYMEHTOB (HE
MeHee 7 rpad) ¥ 3aM0JIHUTE TPU MPUMEpa UCXOIALIUX MUCEM Ballle OpraHu3aiuu
KOHTpareHTam.

Tema 2.2. Kommynukanuu B opuce. I1K-1.4, IIK-1.5

TecToBBIC 3a0aHUS:

Tect 1.

BHumartensHO IPpOYUTATh TCKCT 3aldHUS U IIOHATH, YTO B KAUCCTBC OTBCTA
0KNAAaCTCA TOJIBKO OJMH M3 IPCAJIOKCHHBIX BAPUAHTOB.

BHUMaTENbHO MPOYUTAT IPEIIOKEHHBIE BADUAHTHI OTBETA.
Bb1Opath 01H BEpHBIN OTBET.
3anucaTh TOJIbKO OYKBY BRIOpAaHHOTO BapHaHTa OTBETA.

YTO OTHOCUTCA K BEPTUKAIBHBIM KOMMYHUKAILIUSIM B OPTaHU3AIINN ?
a) oOMeH uHbopMaIe MeX Ty COTpYIHUKaMU OJIHOTO OT/IENa;

0) B3auMOICHCTBUE MEXKITY PYKOBOJUTEIEM U MO JUMHECHHBIMU;

B) 0OIlIEHHE COTPYAHUKOB BO BpeMsi He(hOpPMaIbHBIX MEPOIPUSITHIH;
I') IepEenucKa ¢ BHEIIHUMHU IMapTHEPAMH.

Kaxoi1 xaHp A€JI0BOM NEPENNUCKU UCTIOIB3YETCs ISl IEPBOHAYAIBHOTO
oOpallleHus! K KOHTPAreHTy C MPeAIoKEHUEM O COTPYITHUYECTBE?

a) MMChMO-U3BCIIICHUE;

0) MUCbMO-TIOITBEPKIACHUE;

B) MUChMO-TIpeiokeHue (odepra);

I') IUCbMO-HAIOMUHAHUE.

Tect 2.

BaumatensHO IMPOYUTATb TCKCT 3aJaHus U MOHATH, YTO B KAYCCTBC OTBCTA
0KNAACTCA HCCKOJIBKO IIPABHUJIBHBIX OTBETOB U3 NMPCAJIOKCHHBIX BAPHUAHTOB.

BHuMaTenpHO MpoYnTaTh NPEAJI0KEHHBIE BAPUAHTHI OTBETA.
Br16paTh HECKOJIBKO MPABUIILHBIX OTBETOB.
3anucaTh TOJBKO OYKBBI BRIOPAHHBIX BAPUAHTOB OTBETA.

Kakwne npaBuna 3¢hekTruBHOr0 00IIeHHS 110 TeJIe(OoHY clIeayeT CoOI0aaTh O(uc-
MEHeKepy?

a) MPeICTaBIATHCS B HaUaje pa3roBopa;

0) UCIIOJIB30BATh TPOMKYIO CBSI3b 0€3 MpeaynpeKaeHus: COOeCeTHUKA;

B) YTOYHSTh, YJIOOHO JIK TOBOPUTH COOECETHUKY;
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I') 3aTATMBaTh pa3roBop Oosiee uem Ha 30 MUHYT Oe3 may3;
1) 3aMHUCHIBAThH KIIOYEBYIO HH(POPMAIIMIO BO BpEMS pa3roBopa.

Kakue s1eMeHTBI BKIIFOYAET IMOATOTOBKA K IMPOBEIACHUIO OIICPATHBHOTO
coBelanusa?

a) OIpe/IeNICHNE TIEIN B IIOBECTKH;

0) BeIOOp pecTopaHa I 00e/1a Imocjie COBEIIaHus;

B) IIOJIFOTOBKA CIIMCKA YYACTHHKOB U X OIOBEIICHHE;

I') 3aKa3 I[[BETOB JJIsI CEKpeTaps;

1) TOATOTOBKA MPE3ECHTAIIMOHHBIX MaTCPHAIOB.

Tecrt 3.

BHumartensHO IpOYUTATh TCKCT 3aJlaHU U IIOHATH, YTO B Ka4CCTBC OTBCTA
OXMNAAaCTCA IOCIACAOBATCIBbHOCTD 2JICMCHTOB.

BHumarensHO IIpO4YUTAaTh IIPCAJIOKCHHBIC BAPHUAHTBI OTBCTA.
HOCTpOI/ITB BCPHYIO ITOCICAOBATCILHOCTD U3 MPCAJIOKCHHBIX 3JICMCHTOB.
3anucaTth 6YKBI)I BapHUAaHTOB OTBCTOB B HYX(HOﬁ IIOCJIACAOBATCIIbHOCTH.

Onpenenure MOCIEIO0BATEIHHOCTD ATANIOB IPOBE/ICHUS COBEIIAHUS:
a) 00CyXICHHE BOIIPOCOB MTOBECTKH JHS;

0) BCTYIUTEIBHOE CIIOBO PYKOBOJAUTEIIS;

B) IIPUHATHE PEIICHUN U OPYUYCHUM;

T') IOJIBEJICHUE UTOTOB M 3aBEPIIICHUE COBCIIIAHMSI;

1) pETUCTPALIMS YHYACTHUKOB.

KonTposbHbIe 3a1aHu:
3amanue 1.

CocraBbTe MIaH-TpauK MOJATOTOBKU U MPOBEICHUS €KEHEISTLHOIO IJIAHOBOTO
coBelaHus otaena nmpojaax (12 uyenosek). YkaxuTe BpeMEHHbIE paMKU,
OTBETCTBEHHBIX 32 KXKJIbIN ATal U MepedeHb HEOOXOIMMbIX MaTepUaIoOB.

3amanue 2.

HanumuTe ciryxeOHyr0 3anucKy OT UMEHH O(uc-MeHeIKepa pyKOBOIUTEIO
OpraHu3aluy 0 HEOOXOIMMOCTH 3aMEHBI BBIIIEIIIETO U3 CTPOsI MPUHTEPA B
oyxranrepun. OOOCHYITE NPUUNHY U MTPEIIIOKUTE BAPUAHTHI PEIICHUS.

Tema 2.3 Opranusamnusi pado4ero NpocTPaHCTBA KAK HHCTPYMEHT
noBbIlIeHUus1 npousBoauTeabHocTH. IK-1.5

TecToBLIE 3a1aHUS:
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Tect 1.

BaumarensHO IMPOYUTATb TCKCT 3alaHUA U ITIOHATH, YTO B KAUCCTBC OTBCTA
0K IACTCA TOJIBKO OAWH M3 IMPCIAJTOKCHHBIX BAPUAHTOB.

BHuMaTenpHO MpOYNTATh IPEAJIOKEHHBIE BAPUAHTHI OTBETA.
BriOpaTh o1MH BepHBIN OTBET.

3anucaTh TOJIbKO OYKBY BRIOpDAaHHOIO BapHaHTa OTBETA.

Yro mpeamonaraeT KOHIEIIIMS OpraHu3aIiid padodero npocTpancTBa Activity

Based Working (ABW)?

a) 3aKPEIUICHUE 32 KaXKIbIM COTPYIHUKOM CTPOTO OIPEACICHHOTO pabodero
MECTA;

0) mpeaocTaBlICHHE COTPYAHUKAM BbIOOpA Pa3IMYHbIX 30H JIJIs BBITIOJTHEHUS
PAa3HBIX TUIIOB 3aJ1a4;

B) TIOJIHBIN OTKa3 OT O()MCHOTO MPOCTPAHCTBA B MOJIb3Y YIaJEHHON paObOTHhI;
F) pasMCIICHHUC BCCX COTPYAHHUKOB B OTACIBHBIX 3aKPBITBIX KaOuHeTax.

Kaxoii Tum 30HbI B 0duce peiHa3HauYeH JIJIs1 KpaTKOBPEMEHHOTO OT/IbIXa U
He(hOpMaNTBHOTO OOIICHMS?

a) MeperoBopHas KOMHATA;

0) 30Ha JaH4Y-pyM (KYXHs, CTOJIOBas);

B) CepBEpHas;

T') apXUB.

Tect 2.

BaumatensHO MMPOYUTATb TCKCT 3aJaHus U MOHATH, YTO B KAYCCTBC OTBCTA
0KNAACTCA HCCKOJIBKO IIPABHUJIBHBIX OTBETOB U3 IMPCAJIOKCHHBIX BAPHUAHTOB.

BHuMaTenpHO MPOYNTATh NPEAJIOKEHHBIE BADUAHTBI OTBETA.
Bb1OpaTh HECKOJIBKO MPABUIIbHBIX OTBETOB.
3anucath TOJIBKO OYKBBI BEIOpDAHHBIX BAPUAHTOB OTBETA.

Kakue npeumyiecTBa 1aeT BHEAPEHUE OTKPHITOTO O()MCHOTO MPOCTPAHCTBA
(Open space)?

a) yJIydllieHue KOMMYHUKALUN MEX]y COTPYAHUKAMHU;

0) PKOHOMHUS TUIOIIAIU U 3aTpaT Ha apeH.y;

B) a0COJIOTHASI KOH(PUACHITUATHHOCTD BCEX MEPETOBOPOB;

I') BO3MOKHOCTB OBICTPO pemiaTh padoure BOMPOCHI;

1) CO3[JaHNe UHINBUAYaTHbHOTO MUKPOKIMMATA JAJIs KKIOTO COTPYTHUKA.

Kakue Mepbl mOMOraroT CHU3UTh YPOBEHb LIIyMa B OTKPBITOM oduce?
a) UCIOJIb30BAHKE LITYMOIIOTJIONIAIOUIUX MMaHeNIel Ha CTeHaX;
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0) co3maHue TUXUX 30H JJISI KOHIIEHTPaIlUH;

B) yCTaHOBKA MEPEropo 0K Ha paboUyux CTOJIAX;

T') 3aIllpeT Ha MCIOJIb30BaHNE HAYIITHUKOB,;

1) IPOBEICHUE BCEX COBEIIAaHMI Ha paboueM MecTe.

KoHTpoJbHBIC 3a1aHus:
3amanue 1.

Hapucyiite cxemy (WU OMHUIIATE TEKCTOM) 30HUPOBaHMS O(rica /711 KpEaTUBHOTO
areHTcTBa Ha 20 denoBek. Beimenure He MeHee 5 PyHKIIMOHAIBHBIX 30H (padouas,
MIepEeTOBOPHAs, 30HA OTAbIXA U T.11.). OO0CHYITE HEOOXOIUMOCTh KaX 0 30HHI.

3amanue 2.

PaspaboraiiTe npaBuia UCIOIb30BaHUsA pabovero MPOCTPAHCTBA ISl COTPYAHUKOB
B ouce c konuenuueit ABW (Activity Based Working). Bkimtouute ve menee 5
MYHKTOB, KaCalOIIMXCsl BHIOOPA MECT, XpaHEHUs JTMYHBIX BEIIEH, MOAIepKaAHUS
YUCTOTHI.

Tema 2.4. Buyrpuoducnnie ornomenus. [1K-1.4, ITK-1.5

TecToBBIC 3a0aHUS:

Tect 1.

BHumarensHO IIpOYUTATb TCKCT 3alaHUS U IIOHATH, YTO B KAUCCTBC OTBCTA
0KNAAaCTCA TOJIBKO OJWMH M3 NPCAJIOKCHHBIX BApUAHTOB.

BHuMaTenbHO MPOUYUTATh NIPEAIOKEHHBIE BAPUAHTHI OTBETA.
Bb1Opath 0MH BEpHBIN OTBET.
3anucaTh TOJbKO OYKBY BRIOpDAaHHOTO BapHaHTa OTBETA.

Urto sBIISIETCS OCHOBOM KOPIOPATUBHOM KYJIBTYPhl OpraHU3aIun?
a) nu3aiiH oduca;

0) paznensieMble LIEHHOCTH, HOPMBI U MPaBUJia MOBEACHUS;

B) pa3Mep 3apabOTHOI TIATHI;

T') KOJIMYECTBO (PHIIUATIOB.

Kakoli cTiiib ynpaBieHus XapakTepru3yeTcsl MAaKCUMAaJIbHBIM JIeJIeTHPOBAaHUEM
MOJTHOMOYHM MOAYNHEHHBIM?

a) aBTOPUTAPHBIIA;

0) TeMOKpaTHICCKHH;

B) MOepanbHbIN;

) OIOpOKpaTUYECKHUH.
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Tect 2.

BHumarensHO IMPOYUTATb TCKCT 3alaHUs U ITIOHATH, YTO B KAUCCTBC OTBCTA
0K IACTCA HCCKOJIBKO IIPABUJIBHBIX OTBCTOB M3 IIPCIAJIOKCHHBIX BAPHUAHTOB.

BHuMarenpHO IpouYuTaTh NpeI0KEHHbIE BAPUAHTHI OTBETA.
Br10paTh HECKOJIBKO MPAaBUIIBHBIX OTBETOB.
3anucaTh TOJIbKO OYKBbI BBIOPAHHBIX BAPUAHTOB OTBETA.

Kaxkue criocoOsr HeMaTepraaIbHOW MOTHUBAIMK COTPYIHUKOB orca Hanboee
3¢ HEKTUBHBI?

a) MyOIMYHOE TIPHU3HAHKE 3aCIYT;

0) mpemocTaBieHrne THOKOTO Tpadrka padoTH;

B) YBEJIMUCHHUE 3apIUIaThI B JIBa pa3a;

') BO3MOYKHOCTh OOYYCHHS 32 CUET KOMIIAHUH;

1) BBIJIETICHUE CIIyKEOHOTO aBTOMOOMIISI C BOJIUTEIIEM.

Kakue MeTo/ibl OTHOCSTCS K KOHCTPYKTUBHOMY Pa3pelieHnio KOHGINKTA B
KOJIJIEKTUBE?

a) YKJIIOHEHUE OT MPOOJIEMBI;

0) meperoBopsl U MOMCK KOMIIPOMUCCA;

B) IPUHY>KJEHUE OJTHON U3 CTOPOH;

T') COTPYIHUYECTBO B YUET HHTEPECOB 00EUX CTOPOH;

1) ATHOPUPOBAHUE MHCHHUS OTITIOHECHTA.

KonTposbHbIe 3a1aHu:
3amanue 1.

OnuirTe BO3MOXKHbIE TPUUYUHBI BOSHUKHOBEHUSI KOH(MDIIMKTA MEXKTY
COTPYJHUKAMU OyXrajaTepuu U OT/eJa NpoAax (He MeHee 3 TIPUYIMH).
[Ipennoxure a1 KaXa0W MPUUKUHBI CITOCO0 MPO(UIAKTUKN UIH KOHCTPYKTUBHOTO
pa3pelIeHus.

3amanue 2.

CocraBbTe AHKCTY OJI1 IIPOBCACHUA OIIpOCa COTPYIHHUKOB ((Y,I[OBJ'IGTBOPGHHOCTI)
BHYTpHO(i)I/ICHBIMI/I OTHOIICHUAMH U IICUXOJIOTHYCCKHUM KIIMMATOM B KOJIJICKTHBC).
Amnkera AOJIDKHA COACPIKATh HC MCHCC 5 BOIIPOCOB C BapuaHTaMH OTBCTOB.

Tema 2.5. O¢uc 6yaymero. IK-1.4, [IK-1.5

TecToBLIE 3a1aHUS:

Tect 1.
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BaumarensHO IIPOYUTATh TCKCT 3aJlaHH U IIOHATh, YTO B KAYCCTBC OTBETA
0XKNAaCTCA TOJBKO OJWMH M3 IPCAJIOKCHHBIX BAPUAHTOB.

BHuMaTenpHO MpOYNTaTh NPEAJIOAKEHHBIE BADUAHTHI OTBETA.
BriOpaTh o1MH BepHBIN OTBET.
3anucaTh TOJIBKO OYKBY BRIOpDAHHOTO BapHaHTa OTBETA.

Yrto xapakTepu3yeT KOHIEHINIO «yMHOTO odrcay (Smart Office)?
a) MCII0JIb30BaHNE UCKIIIOUMTEIILHO PYYHOro TPYya;

0) aBTOMAaTHU3AIMsI PYTUHHBIX IIPOIECCOB ¢ MOMOIIBI0 [0T-yCTpOMCTB U TaTYMKOB,

B) MTOJTHOE OTCYTCTBUE TEXHUKH;
r) paboTa TOJIbKO B HOYHOE BPEMSI.

Kaxkoii (popMar 3aHATOCTH MpenonaraeT YaCTHYHOE MPUCYTCTBUE COTPYIHUKOB B

oduce 1 yacTUYHYIO pabOTy U3 ToMa’?
a) MoJjHas yjiajaeHHasi paboTa;

0) rubpuHBIN rpaduk;

B) BaxXTOBBIM METOI;

r) hpunanc.

Tect 2.

BHumarensHO IIPpO4YUTATb TCKCT 3a/laHUA U IIOHATH, YTO B KAYCCTBC OTBCTA
0KNAACTCA HCCKOJILKO IIPABHUJIBHBIX OTBETOB U3 IIPCAJIOKCHHBIX BAPUAHTOB.

BHuMAaTenpHO MPOYNTATh IPEMAJIOKEHHBIE BADUAHTBI OTBETA.
Bb1OpaTh HECKOJIBKO MPABUIIbHBIX OTBETOB.
3anucaTh TOJbKO OYKBbI BRIODAHHBIX BAPUAHTOB OTBETA.

Kakue TexHonmoruu sBisitOTCS ApaiiBepamu Tpanchopmaiuu opuca Oyayiiero?
a) ICKYCCTBEHHBIM MHTEIUICKT IS ITNIAHUPOBAHUS 3a]1a4;

0) memKepsl AJ1s1 SKCTPEHHOM CBSI3H,

B) 00JIaUHBIC CEPBUCHI JIJIs1 COBMECTHOM pabOTHI;

r) (hakcuMuIbHAS CBSI3b;

1) poboTtusarus pyTuHHBIX oniepanmii (RPA).

Kakue HOBBIE pOJI COTPYAHUKOB MOTYT TOSIBUTHCS B Orice Oy Iymiero?
a) CTICIMAIIACT 10 KHOEpOe30MacHOCTH;

0) MeHeKep 1Mo UGPOBOY TUTHEHE U YITPABICHUIO BHUMAHUEM;

B) Kyphep IO J0CTaBKE OYMaKHBIX MUCEM;

') aIMUHUCTpaTOp (pakc-1IeHTpa;

1) apXUTEKTOP THOPUIHBIX pabOUYMX MPOCTPAHCTB.

KonTposbHbIE 3a1aHU:
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3amanue 1.

[lepeuncnure HE MeHee 5 PyTUHHBIX O(DUCHBIX ONepaluii, KOTOPbIE MOTYT OBITh
aBTOMATU3UPOBAHBI WJIM POOOTU3MPOBaHBI B Orkaiiiue 5-10 nert. s kaxaon
oTepalyu MpeasioKUTe BO3MOXKHBIA TEXHOJIOTUYECKUM UHCTPYMEHT
aBTOMaTHU3alIUU.

3ananue 2.

Hammmmre 3cce Ha Temy «Maeansabii oduc yepe3 10 et rirazamu oduc-
MeHemkepa» (00beM 1-1,5 crpanuiibl). ONuUIIUTEe OPraHU3ALMIO IPOCTPAHCTBA,
TEXHUYECKOE OCHAIIIEHUE, PUHIIAITHI aJMUHUCTPUPOBAHUS U B3aUMOICUCTBUS
COTPYTHHUKOB.

Tema 2.6. OucHasi 6€301aCHOCTD: YIIpaBJieHHe PUCKAMH U HENMPEPLIBHOCTD
neareabHoctu. IIK-1.4, IIK-1.5

TecToBBIC 3aaHUS:

Tect 1.

BHumarensHO IIpO4YUTATb TCKCT 3aldHUS U IIOHATH, YTO B KAUCCTBC OTBCTA
0K IACTCA TOJIBKO OAWH M3 IPCATO0KCHHBIX BAPUAHTOB.

BHUMaTENbHO IPOYNTATE IPEIIIOKEHHBIE BAPUAHTHI OTBETA.
Br16path o/11H BEpHBINA OTBET.
3anucaTh TOJIbKO OYKBY BRIOpAaHHOIO BapHaHTa OTBETA.

Yro noHumaeTcs o1 MH(pOpMamoHHOW 6€30MacHOCThIO oduca?

a) 3amuTa 3AaHUs OT MPOHUKHOBEHUSI TIOCTOPOHHUX;

0) obecrnieueHre KOH(MUICHITUATBHOCTH, IIEJIOCTHOCTH U JIOCTYITHOCTH
uH(popmanuu;

B) peryJisipHasi yOopka noMenieHui;

I') CTpaxoBaHHe OPUCHOTO 00OPYAOBAHUS.

Kakoi1 1oOKyMeHT onpeaensier J1eUCTBUs COTPYAHUKOB ITPU BOZHUKHOBEHUH
noxapa?

a) UHCTPYKIIUA 110 OXpaHe TPyaa;

0) mIaH ’BaKyalldy Py MOXKape;

B) KOJUIEKTUBHBIN JOTOBOD;

T) MOJIOXKEeHUe 00 oruIaTe Tpy/a.

Tect 2.

BaumartenbHO IMPOYUTATb TCKCT 3aJaHus U MOHATL, YTO B KAYCCTBC OTBCTA
0KNAACTCA HCCKOJIBKO IIPAaBHUJIBHBIX OTBETOB U3 MMPCAJTOKCHHBIX BAPHUAHTOB.
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BaumarensHO I[MPpOYUTATh MPCAIIOKCHHBIC BApUAHTBI OTBETA.
BLI6paTB HCCKOJIBKO IIPAaBUJIbHBIX OTBCTOB.
3amnucaTth TOJIBKO 6YKBI>I BI)I6paHHI>IX BapHaHTOB OTBCTA.

Kakue mepsl OTHOCATCS K (hru3uueckoit 3ammre oduca?

a) YCTaHOBKA CUCTEMbI BUJICOHAOTIOICHUS;

0) “cnoJIb30BaHUE CIIOKHBIX maposei Ha [1K;

B) KOHTPOJIb JOCTYIIA IO 3JICKTPOHHBIM ITPOITYCKaM;

T) mudpoBaHUE MIEKTPOHHOHN TOYTHI,

1) HATAYUE OXPaHbl UM KHONKHA TPEBOKHOW CUTHATM3AIUH.

Kakue aeiicTBusl BXOAAT B IUIaH 00€CTIE€UEHUs HETPEPBIBHOCTHU ACSTENbHOCTH
(BCP) nipu OTKITIFOUEHHUH 3JIEKTPOIHEPTrUn?

a) UCIIOJIb30BAHNE aBTOHOMHBIX MCTOYHUKOB nuTanus (MbII, reneparopsl);
0) HEMEIJIEHHBIN POCIYCK BCEX COTPYIHUKOB IO JJOMaM;

B) Mepexo/] Ha OyMaXKHbIA JJOKYMEHTOOOOPOT;

I') UCIIOJIb30BaHUE OOJIAYHBIX CEPBUCOB JJISl JOCTYTA K JAHHBIM;

1) AITHOPUPOBAHUE CUTYAIUH.

Tect 3.

BHumarensHO IIpO4YUTATb TCKCT 3aldaHUS U IIOHATH, YTO B KAUCCTBC OTBCTA
OXHNAAacCTCiA IOCIACAOBATCIBbHOCTD 2JICMCHTOB.

BHuMaTenbHO MPOYUTATh MPEIOKEHHBIE BAPUAHTHI OTBETA.
[TocTpouTs BEpHYIO NOCIEA0BATENBHOCTD U3 MPEIJI0KEHHBIX JJIEMEHTOB.
3anucaTh OyKBbl BAPUAHTOB OTBETOB B HY>KHOM MOCIIEIOBATEIBHOCTH.

Y cTaHOBUTE TIOCTIEIOBATEIBHOCTD JEHCTBUN MTPU OOHAPYKEHUHU TTO03PUTEITHLHOTO
npenMmera B oduce:

a) 9BaKyaIisi COTPYTHUKOB U3 30HBI OOHAPYKEHUS;

0) BBI30B MMPABOOXPAHUTEIHHBIX OPTAHOB;

B) (bukcamus BpeMEHH M 00CTOSATEIILCTB OOHAPYKEHNS,

T') 3apeT Ha CAaMOCTOSITENIbHOE TIEPEMEIICHHIE UITH BCKPBITUE TIPEIMETA;

J1) OTIOBEIIICHUE PYKOBOIUTENS U CITY>KObI O€30ITaCHOCTH.

KonTposbHbIE 3a1aHus:
3amanue 1.

[IpoBenuTe aHaINU3 PUCKOB JIJIsl TUTIOBOTO O(rica (HE MEHee 5 pPUCKOB: MOXKap,
Kpaxa, yTeuka JaHHBIX, 00JIe3Hb COTPYIHUKOB U T.A.). [10o kaxmaoMy pucky
OLICHUTE BEPOSTHOCTh U MOTEHUUATBHBIN yiiepO (BbICOKUI/CpeIHUN/HUZKUI).
[IpensioxxuTe MEpbl MUHUMHU3ALMH JIJISI PUCKOB C BHICOKUM YPOBHEM.

32



3amanue 2.

Pa3paboTaiiTe kpaTKyto NaMATKy JJIsl COTPYIHUKOB ouca «JleiicTBus pu yrpose
kuOepaTaku ((PUIIMHTOBOE MUCHMO, TI0JI03pUTEIbHAS CChUIKA)». [lamsiTka 1omKHa
coJiepKaTh HE MEHEe 5 MyHKTOB-TIPaBUII.

5.3. OguH WM HECKOJIBKO TEMAaTUYECKUX OJIOKOB  JAMCLHUILIMHBI
3aBepHIaloTCsl KOHTpoJibHOW Toukod (maee — KT). Tekymmii KOHTPOJIb
yCIeBaeMOCTH MO AMCHUIUIMHE TpeaycmaTtpuBaeT Tpu KT B Teuenue mepuona
OCBOEHUS TUCUHUTUINHBI.

MakcumanbHOE KOJIMYECTBO OauioB 3a Jro0oi Tum pador B pamkax KT
coctasisieT 100 (cto) 6aios.

Pacnipenenenne BecoBbix KoapduimentoB no KT B pamkax Texymiero
KOHTPOJIS 110 TUCHUTUINHE:

HaumenoBanue MaxkcumaibHOe Koadduiuent Beca | PesynbpTat KOHTpOIbHOM
KOHTPOJIBHON TOYKH | KOJUYECTBO OAJUIOB | KOHTPOJHHOW TOYKH | TOYKH, YYACTBYIOIIUH B
3a paboTy B paMKax dhopMuUpOBaHUHT
KT, xoropoe moxer UTOTOBOW OaylIbHOM
HaOpaTh OIICHKH MO AUCLHUIIIINHE
oOyyJaronuics (oTpaxkaeTcs B xKypHaje
BPC B C/10)
KT 1 100 0,1 10
KT 2 100 0,1 10
KT 3 100 0,1 10
Hroro: X 0,3 30

5.4. ®opMbI TEKYIIETO KOHTPOJIS ycreBaeMocTu obyyvaromuxcs B pamkax KT

H TUIIOBBIC OICHOYHBIC MAaTCPHAJIbI:
KT -1.

Tema 1.
TemaTnka DOKJIAIOB:

1. Opomouusa oduca: or kanuensipun XIX Beka Kk HUGPOBOMY MPOCTPAHCTBY
XXI Beka.

2. CpaBHUTENBHBIA aHAINU3 CTPYKTYPhl OpraHU3aUH U MOPSIKa
B3aMMOJCHCTBUS MOAPaA3ICICHUM B TPAAULIMOHHOM U BUPTyaJIbHOM O(uce.

3. IlpuHUuMIBI U METOJBI AIMUHUCTPUPOBAHUS B CUCTEME COBPEMEHHOTO O(rcC-
MEHEI)KMEHTA.

4. Ponw oduc-menemkepa B hopmupoBanun 3HPEKTUBHON CUCTEMBI
MH(OPMAITMOHHOW O€30ITaCHOCTH.

5. Kpurepuu ouenku 3¢pheKTUBHOCTH pabOThl opuca Kak IeHTpa
UH(POPMAITMOHHOTO B3aMMOJICHCTBHS.

MeToandyecKne peKOMEH AU 110 TTOArOTOBKE AOKJIAJIA.

[TogroToBka  mgokjiaga  CHOCOOCTBYET — (POPMHUPOBAHUIO  HABBIKOB
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UCCIIEIOBATENLCKON pabOThI, paclIMpseT MO3HABATEIbHBIE MHTEPECHI, TpUydaeT
KPUTHUYECKH MBICTUTH. [Ipy HanmucaHnum AOKIaga Mo 3aJJaHHOW TeME COCTaBIISETCS
IUTaH, TTOIOMPAIOTCS OCHOBHBIE UCTOYHHUKHU. B mporiecce paboThl ¢ MCTOYHUKAMM,
CHUCTEMATU3HUPYIOT TOJIyICHHBIC CBEICHUS, JICIAIOT BEIBOIBI U 0000IIICHMUS.

[TogroToBka  gokmama  TpeOyer  or  oOydaromierocs — OOJBIION
CaMOCTOSATEILHOCTH M CEPhE3HON MHTEIUICKTYaIbHON paboThl, KOTOpasi MIPUHECET
HauOOJBIIYIO MOJIb3Y, €CIM OyAET BKIIOYATh ¢ ce0s CIeAYIOUINE ITAIlbl: U3yUYeHHE
Hanbosee BaXXKHBIX HAYYHBIX pabOT MO JaHHOHN TeMe, IepeueHb KOTOPHIX JAaeT caM
IPEoAaBaTelb; aHAJN3 U3yUYeHHOTO MaTepuala, BhIIeIeHHEe HanOosee 3HAUUNMBIX
JUTSL paCKpBITUS TeMbI ()aKTOB, MHEHUH Pa3HBIX YUCHBIX M HAYUYHBIX MOJIOKCHUH;
0000IIIeHre U JTIOTUYECKOE MOCTPOCHHE MaTepHalia JoKiIajaa, Hanpumep, B popme
pa3BepHYTOro IJIaHA; HANHMCAHHWE TEKCTa JOKIaAa ¢ coONIofeHHEeM TpeOOoBaHMIA
HAy9YHOTO CTHJIS.

[TocTpoenue nokiiaga BKIOYAET TPU YaCTH: BCTYINIEHHUE, OCHOBHYIO YacTh U
3aKiroueHue. Bo BCTyIUIGHMHM YKa3bIBAaeTCs TeMa JOKJIajaa, yCTaHaBIMBAETCS
JIOTUYECKas CBA3b €€ C APYTMMHU TEMaMU WJIM MECTO paccMaTpUBaeMOM MpoOIeMbl
Cpenu Jpyrux mpoOsieM, Jaercsd KpaTKud 0030p HMCTOYHMKOB, Ha Marepuaie
KOTOPBIX pacKpbiBaeTcs TeMa W T. n. OCHOBHas 4YacTh JIOJDKHA UMETh YETKOE
JOTHYECKOe IOCTPOCHUE, B HEW JO/DKHAa OBITh packpbiTa TeMa Jaokjiana. B
3aKIIOYCHUH  OOBIYHO  TMOABOASTCS  UTOTH,  (DOPMYIHUPYIOTCS  BBIBOIBI,
MOTYEPKUBACTCS 3HAYCHUE PACCMOTPEHHOU MPOOJIEMBI | T. TI.

KT - 2.

Tema 2-3.
Ompoc:

Bonpocs! miist onpoca:

Copep:xanue Bomnpoca

JlaiiTe onpezeieHne MOHATHIO «O(PUCY U MEPEUUCIUTE OCHOBHBIC
dbyHkuuu oduca B COBpeMEHHOW OpraHu3aIny.

Oxapaktepu3yiiTe OCHOBHBIE BU/IbI OPUCOB (CTAIlMOHAPHBIN, OTKPBITHIH,
KOBOPKHHT, BUPTYaJIbHBIN). B ueM ux npeumyniecTsa u HeJOCTATKH ?

Kaxkoe oducHoe 060opyoBaHue sIBIAsSETCS 00s3aTEIbHBIM IS
coBpeMeHHoro oduca? HazoBUTe ero OCHOBHBIE XapaKTEPUCTHKH.

Kaxue mporpammHbie IPOAYKTHI BXOJAT B 0a30BbIN OPUCHBIN makeT? J{is
pelIeHUs] KaKUX 3aJ1a4 OHU MUCIOJIb3YIOTCS?

Yro Takoe spronomuka oduca? Kakue s351ieMeHThI pabouero MecTa BIUSIOT
Ha MMPOU3BOJIMTEIBHOCTh U 3I0POBHE COTPYIHUKA?
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Kaxkue TpC6OBaHI/I$I MNPCABABIAIOTCA K OpraHu3ali OCBCIICHUA U

6. MHUKpOKJIMMaTa B 0OMCHOM MOMEIleHUU?

7 Kaxkue nsetra u Mmatepuasibl peKOMEHIyEeTCsl UCIIOJIb30BATh MIPU
' ohopMIIeHNH O(UCHBIX TOMEIIEHUH ¢ TOYKH 3pEHHS] SPrOHOMHUKHU ?

8 Kak opranuzoBats paboyee MeCTO COTpYIHUKA JJIsI MUHUMU3ALNT
' Harpy3K Ha ONOPHO-ABUraTEIbHbBIN anmnapar?

9 Kakne HopMaTHBHBIE JOKYMEHTHI PETJIAMEHTUPYIOT 3PTOHOMUYECKUE
' TpeOoBaHUs K O()MCHBIM MMOMEIICHHUSIM B PD?

10 Kax npaBuiibHO Opranu3oBaTh CUCTEMY XpPAHEHHS JIMYHBIX BEleH U

JOKYMEHTOB Ha paboueM Mecte?

Kputepuu oniennBanust onpoca:

Jnamna3zoH 6aioB

Onucanue Kputepus

85-100

OOyuyaromuiics NOJHO U3JaraeT Marepuan (OTBEYaeT Ha
BOIPOC), Ta€T NPABWIBHOE OINpPEAEICHUE OCHOBHBIX MOHSTHI;
0OHapy’>KMBAaeT IMOHMMAaHWE MaTepuaya, MOXET O00O0CHOBAThH
CBOM CYXKJICHUS, MPUMEHUTH 3HAHUS HA MPAKTHKE, MPUBECTH
HEOOXOAMMbIE TPUMEPHl HE TONBKO M3 Y4YeOHUKA, HO U
CaMOCTOSITEJIBHO ~ COCTAaBJIECHHBIE;  HW3JaraeT  MaTepuall
MOCJIEIOBATEIbHO M TMPABWIBHO C TOYKUA 3pEHHS HOPM
ITUTEPATYPHOTO SI3bIKA.

65-84

OOyuaromuiicss J1aeT OTBET, YJAOBIETBOPSIONIUN TEM XKe
TpeOOBAHUSIM, YTO U JIJISl OIIEHKU «OTJIMYHOY», HO JIOMyCKaeT 1—
2 ommOKH, KOTOphIE caM K€ MCIpaBiisieT, U 1-2 HejoueTa B
MOCJICIOBATEIHLHOCTH U SI3bIKOBOM O(DOPMIICHHH M3J1araeMoro.

55-64

OO0yuaromuiicst 0OHaApPYKUBAET 3HAHUE U TOHUMAHUE OCHOBHBIX|
MMOJIO)KEHU JAHHOW TEMbI, HO M3J1araeT MaTepHuayl HEMOJHO U
NOMyCKAaeT HETOYHOCTH B ONPEACICHUU TMOHATHH  WiIH
(bopMyJIMpOBKE MPaBWI; HE YyMEET JOCTAaTOYHO TIyOOKO H
TOKa3aTeIbHO 00OCHOBAaTh CBOU CYXKJEHHUSI M MPUBECTU CBOU
PUMEPBI, M3JIAraeT MaTepuand  HEMOCJIEI0BaTEIbHO U
TOMYCKAeT OITMOKH B SI3BIKOBOM O()OPMIICHUH U3JIaraeMoro.

0-54

OOyuaronuiicss 00OHaApYKUBAET HE3HAHHME BOIPOCA, JIOMYCKACT
omuOku B (HOpPMYIHUPOBKE OMNpEACICHUA ¢  MPaBHII,
MCKKAIOIINE WX CMBICH, OECHOpsSI0YHO U HEYBEPEHHO

M3J1aracT MaTcpuall.

KT - 3.

Tema 4-6.

TecToBBIE 3a1aHUS C MHCTPYKIHUEN IO BBITTOJIHEHUIO:

TECT 1. BeiOop HECKOTBKHX MPaBUIbHBIX OTBETOB
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3amanue 1.1.

BaumarensHO IMPOYUTATb TCKCT 3alaHUA U ITIOHATH, YTO B KAUCCTBC OTBCTA
0K IACTCA HCCKOJIBKO IIPABUJIBHBIX OTBCTOB M3 IIPCIAJIOKCHHBIX BAPHUAHTOB.

BHuMarenpHO IpoYuTaTh NpEI0KEHHbIE BAPUAHTHI OTBETA.
Br10paTh HECKOJIBKO MPAaBUIIBHBIX OTBETOB.
3anucaTh TOJIbKO OYKBbI BBIODAHHBIX BApUAHTOB OTBETA.

K 0CHOBHBIM BUJIaM TOKYMEHTOB B 0(h)HCE OTHOCATCS:
a) IpUKa3bl;

0) TexHUYeCcKask JOKyMEHTAaIUsl Ha 000pyA0BaHUE;

B) Oyxrasirepckas OTIYETHOCTb;

') peKJIaMHbIe OYKJIEThl KOHKYPEHTOB;

1) CITy>KE€OHBIE 3aMUCKH.

3anmanue 1.2.

K yHKkIusM cucreMsl 251eKTpoHHOTO ToKyMeHToo0opoTa (CDJ1) oTHOCATCS:
a) aBTOMaTU4YeCKasi perucTpaius J0KyMEHTOB;

0) KOHTPOJIb BEepCUI JOKYMEHTOB;

B) IIeYaTh JIOKYMEHTOB Ha I[BETHOM MPUHTEPE;

') MapUIPyTU3ALKS TOKYMEHTOB MEXIY UCIIOTHUTEIISIMH,

1) JAMUHUPOBAHUE BaXKHBIX OyMmar.

3amanne 1.3.

Kakue npaBuia cinemyeT cobmt01aTh MPU COCTABICHUH JISTIOBOTO MHCHhMAa T10
AIEKTPOHHOM IOYTE?

a) yKaszaTb COJIep)KaTeIbHYI0 TEMY MHCHhMA;

0) UCIIONB30BAThH TOJILKO 3arjlaBHbIE OYKBBI B TEKCTE;

B) MMPUBETCTBOBATH MOTyYaTess 0 UMEHH;

T') IPUKPEIUIATH (aiiibl 0e3 MOSCHEHUS UX COJIEPIKAHUS;

1) yKa3aTb CBOM KOHTAKTHbBIE JAHHBIE B MOAMKCH.

3anganue 1.4.

Kakue MeTo1pl MOBBIIIEHUS TPOU3BOUTENBHOCTH TPY/a B 0(price OTHOCSATCS K
OpraHU3aIMOHHBIM?

a) BHEJIPEHUE TallM-TPEKUHTa;

0) yBenuueHue padbodero JaHs 10 12 4acos;

B) UCIIOJIb30BAaHUE METOJIMK yIpaBieHus 3agadamu (Kanban, GTD);

I') OTMEHAa 00€JIEHHBIX NEPEPHIBOB;

1) ONITUMHU3AIUS MAPIIPYTOB IBUKEHUSI TOKYMEHTOB.
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3amanue 1.5.

Kaxkue Tumsl 30H 00513aT€BHO TOKHBI OBITH ITPEAYCMOTPEHBI B 0duce,
OpraHW30BaHHOM M0 TpuHIUy ABW?

a) 30Ha JIJIS1 THAUBUAYaIbHON COKYCUPOBAHHON PabOTHI;

0) 30Ha 11 KOMaHIHON PabOTHl U OPEHHIIITOPMOB;

B) 30HAa JJIs1 XpaHEeHMs apxuBoB Ha 10 seT;

T') 30Ha OT/bIXa U He(pOpMAaIILHOTO OOIIECHNS;

1) 30Ha JIsl IpUeMa THUIIH.

3amganue 1.6.

Kaxkue kputepun BaxXHBI TIPH BEIOOPE 0(PHCHON MeOETH C TOUKH 3PEHUS
SPrOHOMUKU ?

a) peryJupoBKa BBICOTHI CTOJIa U KpecIa;

0) ApKUii TU3aiiH, MPUBIEKAIONINI BHUMAHUE;

B) HAJIMYME MOJIOKOTHUKOB M MOSCHUYHOUN MOJJIEPKKH B KPECIIE;

') caMasi HU3Kasl [IeHa Ha PhIHKE;

1) 9KOJIOTUYHOCTh MaTEPHUAJIOB.

3anmanue 1.7.

Kakue nporpamMmbl BXOAST B CTaHIapTHBIN oducHbIN akeT Microsoft Office?
a) Microsoft Word;

0) Microsoft Excel;

B) Adobe Photoshop;

r) Microsoft PowerPoint;

(d) Microsoft Outlook.

3amanune 1.8.

Kakue cnocoOpl KOMMYHHKAIUU SIBIISIIOTCS Hanbosee GopMaibHBIMU B
opraHuzanuu?

a) MpUKa3 PyKOBOIUTEJIS;

0) oOcy>k/IeHre B 00IIIEM YaTe MECCEHKepa,;

B) CIy’)KeOHas 3ammcka;

I') pa3roBOp Ha KyXHE BO BpeMsi 00ea;

1) MPOTOKOJI COBEIIaHMUSI.

3amanune 1.9.

Yto HEOOX0AMMO clieNaTh JJIsi opranu3auu 3PGHEKTUBHOTO COBEIIAHNUS?
a) YETKO OTPEJICIUTD 11€JIb U TIOBECTKY;

0) MPUTJIACUTh BCEX COTPYAHUKOB OpraHU3alINH;

B) paszociaTh MaTepHalIbl ISl O3HAKOMJICHUS 3apaHee;

') HA4aTh COBEIIaHUE 0€3 OOBSIBICHUS TEMBI;

1) HA3HAYUTh OTBETCTBEHHOTO 32 BEJCHUE MTPOTOKOJIA.
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3anmanue 1.10.

Kakue »neMeHTbl BXOJIAT B MOHSATUE «KOPIOPATUBHAS KYJIbTypa»?
a) MHCCHS M [ICHHOCTU KOMITAaHUH;

0) nu3aiiH oduca U Ipecc-KoJI;

B) pa3Mep YCTaBHOI'O KaluTaa;

) TPAIULINKU U PUTYaJIbI (COBMECTHBIC MTPA3AHUKU, HATPAKICHUSA);
1) hopMa OTYETHOCTH B HAJIOTOBYIO.

TECT 2. YcraHoBieHe NOCJIEI0BATEIbHOCTH
3amanue 2.1.

BHumatensHO IpOYUTATh TCKCT 3aJldHUS U IIOHATH, YTO B KA4CCTBC OTBCTA
OXHNAacCTCA IMOCIACAOBATCIBbHOCTD DJICMCHTOB.

BaumartensHO IMpOYUTATh MPCAJIOKCHHBIC BApUAHTLI OTBCTA.
HOCTpOI/ITB BCPHYIO IIOCICAOBATCILHOCTD U3 MPCAJIOKCHHBIX 3JICMCHTOB.
3anucaTth 6YKBI)I BapHUAaHTOB OTBCTOB B HY)I(HOﬁ IIOCJIACA0BATCIIbHOCTH.

Onpenenute Nocie10BaTeENbHOCTh ATAIOB CO3/IaHMS UCXOISIIET0 JOKYMEHTA:
a) MOJIMUCaHue JOKYMEHTA PYKOBOJIUTEIIEM;

0) perucrpanus JOKyMeHTa B )KypHaJIe UCXOISIINX;

B) OTIpaBKa ajipecary (1mo4Ta, Kypbep, 3JIEKTPOHHO);

I') HOArOTOBKA MPOEKTa JOKYMEHTA UCTIOJHUTEIIEM;

1) COIJIACOBAHME MPOEKTA C 3aMHTEPECOBAHHBIMU JIMLIAMHU.

3amanune 2.2.

Y cTaHOBUTE TIOCTIEIOBATEIFHOCTD ATAIIOB OpraHU3aIMA KOMAHIUPOBKH
COTpYIHHKA!

a) MMOJATOTOBKA MPUKa3a O HAMPaBJIECHUN B KOMaHIUPOBKY;

0) nmpuoOpeTeHrne OUIETOB U OPOHUPOBAHUE TOCTUHUIIHI,

B) CiTy»keOHoe 3a1aHue (IJIaH KOMaHUPOBKH);

I') BbIJ]a4a aBaHca MoJ| OTYET;

1) opopMIICHHE KOMaHIUPOBOYHOTO yI0CTOBEPEHHUS.

3amanue 2.3.

Onpenenure NOCIE0BATENBHOCTD JEHCTBUN CEKpETaps IPH MPUEME MTOCETUTEIS
(6e3 mpenBapuTEIHHON 3aMHCH):

a) MPEeJUI0KUTH TIOJI0KAATh, €CITU PYKOBOIAUTEIb 3aHST;

0) BBISICHUTD LI€TIb BU3UTA;

B) Y3HATh y PyKOBOJMTEIS O BO3MOKHOCTHU MTPUEMA;



F) IOIMPOCHUTDL IMIOCECTUTECIIA MMPCACTABUTBCA,

1) IPUTJIACUTH MOCETUTENS IPOUTH K PYKOBOJUTEIIO (€CIH pa3pelieHo).

3aganue 2.4.

YcraHoBuTe IHOCJICOAOBAaTCIBHOCTD ﬂCﬁCTBHﬁ IIpu BHCAPCHUHU HOBOI'O

IPOrpaMMHOT0 o0ecIieueHus B oduce:
a) yctanoBka [10 Ha paGouune cTaHIINM;
0) oOyueHue coTpyaHUKOB padote ¢ I10;
B) aHanu3 notpedHocrei u Beioop 110;

I') TECTUPOBAHUE HA OIPAHUYECHHON IpyMIe MOJIb30BaTEIIECH;
1) IOJITHOMACIITAOHBIN 3aITyCK B AKCILTyaTaIUIo.

3amanue 2.5.

Onpenenute nociea0BaTeIbHOCTh ATAIOB 00pa0OTKH TeIePOHHOTO 3BOHKA OT

KITUCHTA:
a) MPUBETCTBHEC U MIPEICTABIICHHC;
0) 3aBepilieHre pa3roBopa u MpoIaHue;

B) BBISICHCHHUC HOTpe6HOCTI/I H 3aI1poCa KIIMCHTA,

F) OTBCT Ha BOIIPOC UJIK IICPCHAIIPABJICHHUC HA

HYKHOI'O CIICHUAJINCTA,

1) Gukcanus KiIr4eBoil nHpopManuu (Ipu HEOOXOIUMOCTH).

3amanne 2.6.

VY cTaHoBUTE NOCIEN0BATENBHOCTD 3TAlIOB OpraHU3aluy paboyero NpocTpaHCTBa B

HOBOM odruce:

a) TUTAHUPOBAHUE 30HUPOBAHUS U PACCTAHOBKHU MeOEIH;

0) 3aKynka Me0enu 1 000py10BaHHUS;

B) onpeJeeHne noTpedHocTel noapasieaeHui (KOJIM4ecTBO MECT, THIT 33/1a4);
T) IpUEeMKa M PacCCTaHOBKA MeOeI, TOJKIIOYCHHE TEXHHUKH;
1) KOHTPOJIb TOTOBHOCTU PAaO0YMX MECT K DKCIUTyaTalllu.

Kpurepuu oneHnBaHus TECTOBBIX 3aJaHUN:

JnanazoHn 6amioB Onucanue Kputepus
Ceoimie 80% mpaBuIbHBIXOOyUarOnUics JEMOHCTPHUPYET
85-100 OTBETOB. ryOOKOe II03HAaHUE B OCBOCHHOM|
MaTepuae.
Cebiie 70% npaBuibHBIXOOyUaromuMes  MaTeprall  OCBOEH
65-84 OTBETOB. MOJTHOCThIO,  0€3  CYIIECTBEHHBIX|
OLINOOK.
Cebimie 50% npaBuiibHBIXOOYYaOIKUMCS MaTepual OCBOCH HE
55-64 OTBETOB. MOJIHOCTBIO, MMEIOTCSI 3HAYUTENIbHbIC
poOeIIbl B 3HAHUSX.
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Menee 50% mnpaBubHBIX(OOYyUarOIIMMCS MaTepual HE OCBOEH,
0-54 OTBETOB. 3HaHMS 00yYarouierocs Huxe 0a30BOro
YPOBHSI.
KT - 4.
Tema 7-9.

KoHTpOJILHBIE 3aJaHUS:

3anava 1. AHanu3 BHyTpUO(DUCHBIX OTHOIIEHUN M KOH(DIUKTHBIX CUTYyallui

B otnene nmponaxx komnanuu (12 denoBek) B TeUEHUE MecCsIa HAOII01aeTCs pOCT
HarnpspbkeHHoCTH. [IpuunHa — pacrpeieneHne «TeIbIX» KIMEHTOB MEXTY
MeHekepaMu. Ctapiinii MEeHEIKep, MOJIb3YIOIIUNUCS aBTOPUTETOM Y
PYKOBOJICTBa, PETYJISIPHO 3a0MpacT ceOe caMbIX KPYMHBIX KIIMEHTOB, MOTHBUPYS
9TO TE€M, YTO OH «OO0JIbIIIEe BCeX MpoaaeT». HoBble COTPYIHUKN HEIOMOIYYatoT
KJIIMEHTCKYI0 0a3y, UX MOKa3aTely MaJIaloT, OHU BhIPAKAIOT HEJIOBOJILCTBO B
Kylyapax. PykoBoauTenb oTiena 3aHsT CTpaTerH4eCKUMU 3a/1adaMu U He
BMEIINBACTCS.

TpeOyercs:

1. Onpenenuth THI KOHPIUKTA (TI0 yYaCTHUKAM, 10 IPUYHUHAM
BO3HUKHOBEHUS).

2. Ilepeuncnuth HEe MeHee 3 HETaTUBHBIX MOCIEACTBUNA JaHHON CUTYalluu s
OTJIeJIa U KOMIIAaHUH B LIEJIOM.

3. Ilpemnoxuth 3 BO3MOXKHBIX c1oco0a pasperieHus: KoH(MIUKTa (C TO3UIUU
oduc-MeHeKepa WK PYKOBOJUTENS OTIETA).

4. Pa3paboTtarh NpOPUIAKTHYECKYIO MEPY, KOTOPas MO3BOJUT U30€kKaTh
NOJ00HBIX CUTYyalMi B OyAyleM (Hampumep, periameHT, nojoxenue, KPI).

3agaua 2. Pa3zpaboTka miana obecniedeHus HenpepbiBHOCTHU JearesibHocTh (BCP)

KoMmanus 3aHuMaeTcst OHIaiiH-Toprosieil u umeet opuc ¢ 30 coTpyAHUKAMHU
(otnmen 3akymnok, oTaen npoaax, IT-otaen, Oyxranrepus). [Ipousoino
Ype3BbIYatHOE COOBITUE — MPOPHIB TPYOBI C ropsue BOAOW B CEPBEPHOM KOMHATE
B BbIXO/IHOM J1eHb. CepBepHOE 000py10BaHUE BBILLIO U3 CTPOSI, YACTh JAHHBIX
yTepsiHa, o(huc HEAOCTYTIEH 1Jis pabOThl B TEUEHHUE MUHUMYM 3 JTHEH.

TpeOyercs:

1. OmpenenuTh KPUTUYECKH BaKHBIC (DYHKIIMH 1T KOMIIAHUHU, KOTOPBIC
JIOJKHBI OBITH BOCCTAHOBJICHBI B IEPBYIO ouepe/ib (He MeHee 3).

2. TlpennoxuTh BapuaHT OpraHU3aliy PaboThl COTPYIHUKOB HA MTEPUO/
BOCCTaHOBJICHUS oduca (yaanieHHas padoTa, pe3epBHOE TOMEIIEHUE U T.11.).
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3. Ilepeuncnutb Mepbl MO BOCCTAHOBJIEHUIO JaHHBIX U [T-uHPpacTpyKTYyphI.
4. CocTaBUTh YEK-JIHUCT JEUCTBUI O(rCc-MEHEKepa B MepBbIe 2 yaca moclie
OOHapy>KEeHUsI UHIIUJICHTA.

3agada 3. Opranu3zaius COBEIaHus U HHPOPMAIIMOHHOE COMTPOBOXKICHUE

PykoBoauTenb KOMIaHUHM MOPYUUIT OPUC-MEHEIKEPY OPraHU30BaTh PACIIUPEHHOE
COBEIIaHKE C YYaCTHEM PYKOBOJAUTEIEH Bcex oTAe0B (15 uenoBek) u
MPUTJIAIICHHBIX MIPEACTABUTENICH NapTHEPCKON koMmnaHuu (3 uenoBeka). Tema:

« Toru rosa v miaHel Ha cleayromuii roa». CoBelaHue Ha3HAYEHO Ha
nonenensHuk 10:00. Ceituac nstauna 15:00.

Tpebyercs:

1. CocraButh miaH-Tpaduk NOJArOTOBKU K COBEIIAHUIO (C YKa3aHUEM BPEMEHH
U OTBETCTBEHHBIX).

2. Ilepeuncnutbh HEOOXOUMBIE MaTepUaIIbl U 000PYIOBAHUE JJIS POBEACHUS
COBELIAHUS.

3. Hammcath TEKCT 2JIEKTPOHHOTO MUChMa-TIPUTIIAIIICHUS I BHYTPCHHUX
YYaCTHHUKOB.

4. TloaroTtoBUTH (popMy MPOTOKOJIA COBENIaHUA (1IA0JI0H C OCHOBHBIMU
pazzenamiu).

3agaua 4. OGecneuenrie MHGOPMALIMOHHON 0€30MacCHOCTH

B oduce koMmmaHuu coTpyIHUK OTJieNIa KaJpOB, YBOJIBHSSIChH, CKOITMPOBAJ Ha
(braemky 60a3y JaHHBIX C JIMUHBIMU JIAHHBIMHM BCEX COTPYIHUKOB (TIACIIOPTHBIC
nannaele, UHH, CHUJIC, agpeca) u nepcoHanbHbIC JaHHBIC KaHAuAaTOB. dIemka
ObLJ1a MOTEpsiHA IO IOPOTe IOMOIA.

Tpebyercs:

1. Omnpenenuthb, KAKME HOPMATHUBHBIE AKTHI (3aKOHBI) HAPYIIEHBI B JaHHOU
CUTYALIHUH.

2. Ilepeuncnutb Mepbl, KOTOPHIE JOJKEH OBUT MPEATNPUHSATE Odrc-
MEHeIKep/paboToAaTelNb JIJis MPeOTBpAICHUS TOJOOHOM YTEUKH.

3. OmucaTh anTOpUTM ACHCTBHUI MPU 00HApYKeHNUHU (aKTa yTeUKU
MEePCOHAIBHBIX JIaHHBIX (TIOIIAr0BO).

4. TlpennoxuTh 3 TEXHUYECKUX UM OPTaHU3ALMOHHBIX CII0CO0a 3alUThl OT
KOIIMPOBAaHUS JAHHBIX HA CbEMHbIE HOCUTEIIN.

Kputepnn onieHMBaHNS KOHTPOJIbHBIX 3aaHUM:

Jlnanazon 6ayoB Onucanue Kputepus

85-100 OOyuaromumMcst 3aaHNe BBIMOTHEHO 0€3 OMMUOOK ¥ B TIOJHOM
o0BeMme.
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OOyuaromuMcsi B IIEJIOM  3aJaHUEC BBIMIOJHEHO, HMEIOTCS
65-84 OTJIeIbHBIE HETOYHOCTH HJIM HEIOCTATOYHO IOJIHBIE OTBETHI, HE
coJiepKaliye ONTMOOK.

OOyuaromumMcsi  JOMYIICHB  OTACIbHBIC  OMMUOKH  TIPHU

55-64

BBITIOJIHCHUH 32JIaHUS

Y oOydaromerocsi OTCYTCTBYIOT OTBEThI Ha OOJIBIIMHCTBO
0-54 BOIIPOCOB 3aJlauH, 3aJJaHUE HE BBIIIOJIHEHO WJIM BBIIIOJIHEHO HE

BEPHO.

5.5. Omnucanue JAOMOJHUTENBHBIX MaTEepUaJOB U  000pY/IOBaHUA,
HEOOXOUMBIX JIJIS1 BBIIIOJIHEHHUS IPOBEPOUYHBIX 3aaHMi (npu Heobxooumocmu).

JUist  pemieHust KOHTPOJBHBIX 3aJlaHUM  OOydYaloleMycsi pa3peliaeTcs
HCITIOJIb30BAaHUE KATBKYJISTOPA.

6. q)Ole)I l'[pOMe)KyTO‘IHOﬁ aTTeCTallui, KPUTCPHUH M IIKAJIAa
OllCHUBAaHMH, THIIOBLIC OLICHOYHbLIC MaTEepPpHUAJIbI 110 IUCHUIIJINHE

6.1. IlpomexxyTouHas arrtecTanus (dK3aMeH) MPOBOJIUTCA B MHUCbMEHHOU
¢dopme. OOyuaromuiics NOdyyaeT dK3aMEHAIIMOHHBIM OWIET ¢ BapuaHTaMH 3aJad.
OOyyaromuiics MoJy4aeT YUCThle MAPKUPOBAHHBIE JIUCTHI OyMaru JUisl 3amucei
pelieHus 3ajad, 3aTeM MpUCTyNaeT K pemieHuto. HeoOxoaumo nath OTBET B
NUCbMEHHOM BHJE, MOAPOOHO H3JIOKUB XOJ pELICHUs, MpU HEOOXOAUMOCTH
3aBEpPILINTH PEIICHUE BBIBOJIAMHU.

Paszpen 1

Tema 1.1 O¢uc B coBpeMeHHOI1 cucTeMe ynpasjenusi opranuzanueii. ITK-
1.4, IIK-1.5

1. 3agaHus OTKPHITOIO THUIIA

1.1. Bopochbl OTKPBHITOI0 THIIA

Ne B
ompoc
n/n P
1 Ponw u mecTo oduca B cucteme yrpaBieHUs COBPEMEHHOM OpraHu3aluei
' HEMPOU3BOJCTBEHHON Cepsl
2. [TpuHIMIIBI ¥ METOABI AIMUHUCTPUPOBAHHUS B IEATEIHHOCTH O(HC-MEHEeIKepa

1.2. KoHTpO/IbHBIE 3aJaHNS € KJIWYAMU NPABUJIBHBIX 0TBETOB

3aganue 1.

B opranuzanuu Henmpou3BOACTBEHHOU cpepbl (KOHCATITUHIOBAsI KOMITAHWS)
HITaTHasi YUCIEHHOCTh cocTaBisgeT S0 uenoBek. B mraTHOM pacnivcanuu
peayCMOTPEHA TOJKHOCTh opuc-meHemkepa. Onpenenure He MEHee MATH
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OCHOBHBIX (YHKIMI ouc-MeHeKepa B JaHHON opranuzanuu. O6ocHyiiTe, Kakue
U3 3TUX (QYHKIUH OTHOCSTCS K UH(POPMALIMOHHOMY B3aUMOJAEHCTBHIO C
PYKOBOJUTEIIEM, a KaKue€ — K OpraHU3alluy PELICHUs BOIIPOCOB, HE TPEOYIOLINX
y4acTusi pyKOBOJUTES.

3aganue 2.

Omnpenenure, KaKUe U3 NEPEUNUCIECHHBIX 3a/1a4 OTHOCATCA K KOMIETEHIUU
ouc-mMenemxepa, a Kakue TpeOyIOT 0053aTeTbHOTO Y4aCTUsI PYKOBOAUTEIIS:
3aKyIlKa KaHIIEIIPCKUX TOBApOB, MOANMCAHKUE JJOTOBOpa apeH bl oduca,
yTBEpKAeHHE rpadrka OTIYCKOB COTPYAHUKOB 0duca, 3aKa3 BOABI B KyJIep,
IIPUEM U pacClpeAesIeHUE BXOASIIEH KOPPECTIOHICHIINN, YBOJIbHEHHE COTPYIHUKA
oduca.

2. 3axaHusi KOMOMHUPOBAHHOIO THIIA
2.1. TecroBble 3a1aHusi C 000CHOBAHHEM BbIOOpA

ApryMeHTBHl,
000CHOBBIBAIOIIME
BBIOOp OTBETA

No [IpaBunbHbII
Coneprxanue 3agaHust
/11 OTBET

YTo W3 MepeYrCICHHOTO SBIISETCS
MepBUYHON yHKIIMEH oduca KaK
YIPaBJIEHYECKOW CTPYKTYpbl? BapraHTbl
OTBETOB: &) MPOU3BOJICTBO TOBAPHOU

1. MPOIYKINH; 0) MHPOPMAITMOHHOE
o0ecrnieueHre IPUHATHS PELICHUI; B)
COBIT TOTOBOH MPOIYKIIMK Ha BHEITHUX
pBIHKAX; I') BeAEHUE OyXIraJTepCcKOro
ydera.

Kako# npuHIMN aIMMHUCTPUPOBAHUS
IIPEIoJIaraeT, 4YTo Kax/Iblil COTPYAHUK
JIOJDKEH NOJIy4aTh PACIIOPSIKEHUS
TOJIBKO OT OAHOT'O HEMOCPEACTBEHHOTO
2. pyxoBoauTensa? BapuaHTsl OTBETOB: a)
NPUHIUN eJMHOHAYaNInst; 0) MTPUHIMIT
paszaeseHus Tpya; B) NPUHIIMII
CKJIIPHOM LIETH; T) MPUHLIUI
JUCIUIIIAHBI.

3. 3agaHus 3aKpPbITOr0 THIA

3.1. TecToBbIe 3a1aHUs

Tecr 1.

BHUMaTEIBHO TIPOYUTATh TEKCT 3aJaHUS W TIOHATh, YTO B Ka4eCTBE OTBETA
OKHMJIA€TCSl TOJIBKO OJIMH W3 MPEJIOKCHHBIX BAPpUAHTOB. BHUMAaTEIBbHO MPOYUTATH
MpeJIOKEHHbIC BApUAHThI 0TBEeTa. BbIOpaTh 0/1MH BEpHBIN OTBET. 3aNUCaTh TOJILKO
OyKBY BBIOpaHHOTO BapHaHTa OTBETA.

YTo U3 mepedyrCIeHHOTO SBJISIETCS TIEpBUYHON (PyHKIIMEH oduca kak
YIPaBIEHYECKON CTPYKTYpbI?
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a) MMPOU3BOJICTBO TOBAPHOHN MPOAYKIIUM;

0) uadopmalmoHHOe 0OecTieYeHUE IPUHATHS PEIICHHU;
B) COBIT TOTOBO MPOIYKITUU HA BHEITHUX PHIHKAX;

T) BeJIeHHE OyXTaJlTepCKOro y4erTa.

Tect 2.

BHumartensHO IPpOYUTATh TCKCT 3aldHUS U IIOHATH, YTO B KAUCCTBC OTBCTA
O0KMIAaCTCA HCCKOJIBKO IIPABUJIBHBIX OTBCTOB U3 IIPCAIO0KCHHBIX BAPHUAHTOB.
BHumartensHO IpOYUTAaTh IIPCAJIOKCHHBIC BApUAHTBI OTBCTA. BBI6paTB HCECKOJIBKO
IMpaBUJIbHBIX OTBCTOB. 3anucaTth TOJIBKO 6YKBBI BBI6paHHBIX BapHUaHTOB OTBCTA.

Kakue 3amaum pemaer opuc-MeHepKep B paMKax aMUHUCTPUPOBAHNS?

a) opraHu3aIs JOKyMEHTO000pOTa;

0) pa3paboTKa CTpaTeruu pa3BUTHUS IPSANPUITHS;
B) KOOPJIMHAIIMS PaOOTHI BCIIOMOTATEIbHBIX CITYXkO;
I') OIpeieJICHUE aCCOPTUMEHTHOM TOJIUTUKH,

1) obecrieueHre HHOOPMAIIMOHHON 0€301MacHOCTH.

Tema 1.2. Buabi odpucoB u ux ooopynosanue. [1K-1.4, ITK-1.5
1. 3ajaHust OTKPBITOrO TUIIA
1.1. Bopochl OTKPBHITOI0 THIIA

No
h Bomnpoc

I1/T1 p

1 Knaccudukanus BugoB 0HUCOB: IPEUMYIIECTBA U HEIOCTATKH OTKPBITHIX M 3aKPBITHIX
' O(HCHBIX MPOCTPAHCTB

2. CoBpeMeHHOe oucHOe 000pyA0BaHUE U TPEOOBAHUS K €0 IKCILTyaTalluu

1.2. KoHTpOJIbHBIE 32/IaHNS C KJIKYAMHU IPABUILHBIX 0TBETOB

3ananue 1.

CpaBHute OTKpbITBIH oduc (Open space) M KaOMHETHYIO CHUCTEMY
OpraHu3anuyd 0PUCHOro MPOCTPAHCTBA. 3aMOJHUTE TAOIUILY, YKa3aB HE MEHEE TPEX
MPEUMYIIECTB U TPEX HEJOCTATKOB JIJIs KaXA0To TUMa oduca.

3ananme 2.

B oduce xommanuu Ha 20 YeNOBEK BBIIIET W3 CTPOSI CETEBOW MPUHTED.
Onpenenure MOCIEAOBATEILHOCTh JIEUCTBUM OQUC-MEHEIKepa T0 PEIICHUIO
naHHOM mpobseMbl. Kakue qoKyMeHThl He0O0X0AMMO OOPMHUTH ISl PEMOHTA HIIN
criucaHus 000py1oBaHus?

2. 3agannss KOMOMHMPOBAHHOIO THIIA

2.1. TecToBble 32/1aHUsA C 000CHOBaAHUEM BbIOOpA
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ApryMeHTHlI,
000CHOBBIBAIOIITNE
BBIOOp OTBETA

Ne IIpaBWIbHBIN
Conepxanue 3aJjaHus
/11 OTBET

Yro xapakTepusyeT KOHIICTIIUIO
«oTKpeITOTO Ohrca» (Open space)?
BapuaHThI OTBETOB: a) HaJTMUYHUE
OTJICTbHBIX KAOUHETOB ISt
Ka)XJIOTO COTPYAHUKA; 0) €IMHOE
1. pabodee mpocTpaHCcTBO Oe3
KaIlTUTAIbHBIX IIEPETOPOIOK; B)
TMOJIHAS yIaJICHHAsI 3aHATOCTh BCEX
COTPY/ZHUKOB; T) HCITOJIb30BaHHE
UCKJIIOUUTENIEHO OYMa)kKHOTO
JTOKYMEHTO000pOTA.

Kakoii Tunt ouca npenrosnaraet
BPEMEHHOE UCIIOJIb30BaHHE
pabouero nMpocTpaHcTBa pa3HbIMU
2. coTpyaHukamu? BapuaHTb
OTBETOB: a) KOBOPKHHT; 0)
CTallMOHAPHBIN 0QHC; B) O9K-0]HC;
r) ppoHT-0dHUC.

3. 3agaHus 3aKpPbHITOr0 THIIA
3.1. TecToBBIC 3a1aHUSA
Tecr 1.

BHuMaTebHO MPOYNTATh TEKCT 3a/1aHUS U MTOHATH, YTO B KAYECTBE OTBETA
O’KMJIAETCS TOJIBKO OJITMH M3 IIPEIJIOKEHHBIX BAPUAHTOB. BHUMATENBHO POYNTATH
MPEI0KEHHbIE BAPUAHTHI OTBETA. BHIOpaTh OAMH BEpHBIN OTBET. 3aNucaTh
TOJIbKO OYKBY BBIOPAHHOT'O BapUaHTa OTBETA.

Kakoii Tun ouca npeamnonaraetT BpeMEHHOE UCIIOJIb30BaHKE pabovyero
IIPOCTPAHCTBA Pa3HBIMU COTPYAHUKAMU ?

a) KOBOPKHHT;

0) cTaumoHapHbINA OuC;
B) O9K-0uc;

r) pponT-0duUC.

Tect 2.

BaumarensHO IIPpOYUTATh TCKCT 3aJldHUA U IIOHATH, YTO B KAUCCTBC OTBCTA
OKHMIACTCA HCCKOJIBKO IIPABUJIBHBIX OTBCTOB M3 IIPCAIOKCHHBIX BAPUAHTOB.
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BaumarensHO I[MPpOYUTATh MPCAIIOKCHHBIC BApUAHTBI OTBETA. BBI6paTB HCCKOJIBKO
MMPaBUJIBHBIX OTBCTOB. 3anucaTh TOJBKO 6YKBBI BBI6paHHI>IX BAapHaHTOB OTBCTA.

Kakoe o6opyaoBaHre OTHOCUTCSI K OCHOBHBIM CPEACTBAM OPITEXHUKH B
COBpeMeHHOM oduce?

a) MHOTO(DYHKITHOHATIbHOE YCTpOorcTBO (MDY);
0) IPOMBIIUICHHBIN CTAHOK;

B) MMPOCKTOP JJIS IPE3CHTALINI;

T') KOHBEIepHas JIeHTa;

1) CepBEp AJIsl XPAaHECHHUS TaHHBIX.

Tema 1.3. Ipronomuxa opuca. IIK-1.5
1. 3aaHus OTKPHITOTO TUIA
1.1. Bompochl OTKPBHITOr0 THIIA

Ne /it Bormpoc
1 [ToHsiTHE SPrOHOMHUKHU OUCHOTO MpocTpaHcTBa. OCHOBHBIC TPEOOBAHMUSI K
' opraHu3aiu padbodero Mecta
> Bnusinue spronomuueckux (pakTopoB Ha MPOU3BOAUTEIBLHOCT TPYAA U 3I0POBbE

COTPYJIHUKOB

1.2. KoHTpO/IbHBIEC 3aJaHNS ¢ KIYAMHU NPABUJIBLHBIX OTBETOB

3ananme 1.

[TpoBenuTe >proHOMUYECKHI aHAU3 TUIIOBOrO pabouero mecra OQpUCHOTO
COTPYJIHHMKA, YKa3aB HE MEHEe MSITH HapyUIeHUH 3proOHOMHYECKHX TpeOOBaHUM
(ocBelIeHME, MOJIOXKEHHUE TeJIa, pacooKeHue 000pyA0BaHUA U T.1.). s Kax10T0
HapyLIEHUs MPEAJIOKUTE CIOCO0 yCTpaHEHHUS.

3ananme 2.

CocTaBbTe peKOMEHIALlUH JIJ1s1 COTPYAHUKOB O(hrica o opranusaiui pabodyero
MecCTa 3a KOMIIBIOTEPOM (HE MeHee 7 MYHKTOB) C LEJIbI0 CHM)KEHHSI HAarpy3KU Ha
OMOPHO-JBUTaTEIbHBIN aIapaT U OPraHbl 3pEHU.

2. 3aganuss KOMOMHMPOBAHHOIO THIIA

2.1. TecToBble 32/1aHUsA C 000CHOBAHUEM BbIOOpa

AprymeHTsl,
000CHOBBIBAIOIINE
BBIOOp OTBeTa

Ne IIpaBunbHBIN
Conepsxkanue 3agaHus
/11 OTBET

Yo u3yyaer 3proHoMHKa
MIPUMEHUTEIBHO K OpUCHOM cpere?
1. BapuaHTbl OTBETOB: a) FOPUIUYECKHE
ACMEKThI TPYJOBBIX OTHOILIEHUH; 0)
ONTUMU3ALMIO B3aUMOJIEHCTBUS
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ApryMeHTHI,
000CHOBBIBAIOIITUE
BBIOOp OTBETA

No [IpaBunbHBIN
Coneprxanue 3agaHus
/11 OTBET

YeIIOBEKA M TEXHUKHU IS TOBBIIICHUS
3 pexTUBHOCTH U OE30TIACHOCTH; B)
OyXTaJITepCKUI Y4ET OCHOBHBIX
CpPE/ICTB; T') MApPKETUHTOBBIC CTPATETHH
MIPOJIBUKCHHS TOBAPOB.

Yro n3yyaer ’proHOMHUKa
MIPUMEHUTEIBHO K opuCHOM cpene?
BapuaHTbl OTBETOB: a) FOpUIUUECKHE
aCIeKThl TPYIOBBIX OTHOIICHHUI; O)
ONTUMU3ALNIO B3aUMOICUCTBUS
YeNI0BeKa M TEXHUKU IS TOBBIICHUS
3¢ (HEKTUBHOCTH 1 OE€30TTACHOCTH; B)
OyXrajaTepcKuii y4eT OCHOBHBIX
CPEJNICTB; T') MAPKETUHIOBBIE CTPATET U
MPOJBUKCHHS TOBAPOB.

3. 3agaHus 3aKpBITOr0 THIIA

3.1. TecToBBIC 3a1aHUSA

Tecr 1.

BHuMartenpHO MpoYnTaTh TEKCT 33JJaHUS U MIOHSTh, YTO B KAYECTBE OTBETA
0’KHMJIA€TCS TOJIBKO OJIMH M3 MPEVIOKEHHBIX BAPUAHTOB. BHUMATENBHO MPOYNTATH
MPEIJIOKEHHbIE BApUAHTHI OTBETA. BHIOpaTh 0MH BEpHBIN OTBET. 3anucarhb
TOJIbKO OYKBY BBIOPAHHOTO BapyUaHTa OTBETA.

UTto n3yuyaeT 3)proHOMUKa MPUMEHHUTENBHO K 0uCHOM cpene?

a) IOPUIMYECKHE ACTIEKThI TPYIOBBIX OTHOLLIECHUN;

0) ONTUMU3ALIMIO B3aUMOJICHCTBHSI YEJIOBEKA U TEXHUKU AJIS TOBBIIICHUS
3 PeKTUBHOCTU U OE30MTACHOCTH;

B) OyXTaJITEpCKUI yYET OCHOBHBIX CPEJICTB;

I') MAPKETHUHIOBbIE CTPATErUH MPOABUKEHHUS TOBAPOB.

Tect 2.

BHuMaTenbHO MpounTaTh TEKCT 3aJ]aHUsl ¥ TIOHATH, YTO B KAYECTBE OTBETA
O’KHMJIA€TCSl HECKOJIBKO TIPABUJILHBIX OTBETOB U3 MPEIJI0KECHHBIX BAPUAHTOB.
BHuMaTenbpHO IpoYnTaTh IPEIIOKEHHBIC BAPUAHTHI OTBETa. BHIOpAaTh HECKOIBKO
MIPaBHJIBHBIX OTBETOB. 3aIMCaTh TOJbKO OYKBBI BEIOPAHHBIX BAPUAHTOB OTBETA.

Kakue nmapameTpsl MUKpOKIMMaTa 0puca peryaupyroTcsi CAHUTApHBIMA HOpMaMu
Y TIPaBHJIAMU?
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a) TeMIeparypa Bo3/1yxa;

0) OTHOCHUTENbHAS BJIAXKHOCTh BO3/1yXa;

B) KOJIMYECTBO KOMHATHBIX PACTEHUN;

') YPOBEHb IIyMa;

1) KOJIMYECTBO COTPYIHUKOB B KOMHATE OT/IbIXA.

Paszneun 2

Tema 2.1. UndopMannoHHOe M JOKYMEHTALIHOHHOE o0ecnieyeHue oguca.
IIK-1.4, IIK-1.5

1. 3agaHusA OTKPBITOrO THIIA

1.1. Bonpochbl OTKPBHITOr0 THIIA

Ne i/m Bompoc

1. Cucrema AOKYMCHTAITUOHHOT'O obecnieyeHus yYHpaBJICHUA: IOHATHUC, LCIIHU, 3a1da49n

2. [TpaBuna opMUpOBaHUS U UCIIONIL30BAaHU 0a3 JaHHBIX B JESITENLHOCTH Oduca

1.2. KoHTpO/IbHBIEC 3a]aHHUS € KIIOYAMHU IPABUIBHBIX OTBETOB

3ananme 1.

Pa3paboraiiTe cxemy JBUKEHHS BXOASILET0 JOKyMEHTa (MIMCbMO OT
rOCy/IapCTBEHHOI'O OpraHa) B OpPraHU3alMy. Y KaXKUTe BCE 3TAIbl OT MOCTYIICHUS
110 repefadn B apxuB. OnpenenuTe OTBETCTBEHHBIX 3a Ka)K/IbIH 3Tall.

3ananme 2.

[lepeuncnure HEe MEHEE MATU BUA0B KOH(UICHIIMATBHON HH(OpMaLuy,
KOTOpasi MOXeT oOpamiatbest B opuce. [l Kaxx10ro BUAa MNpeaokKuTe crnocod
3aIIMUTHI OT HECAHKIIMOHUPOBAHHOIO JIOCTYIIA.

2. 3aganuss KOMOMHMPOBAHHOIO THIIA

2.1. TecToBbIE 32/1aHUSA C 000CHOBAHUEM BbIOOpA

AprymeHTsl,
000CHOBBIBAIOIINE
BBIOOD OTBETa

Ne IIpaBuibHBIN
Conaeprxanue 3agaHus
/11 OTBET

Uto nmoHnMaeTcs 1moj; HOMEHKJIATypOi
Jie B opranu3anun? BapranTsl OTBETOB:
a) mepeyeHb JOJDKHOCTEN COTPYIHHUKOB;
0) cucTeMaTU3UpPOBAHHBII MTEpeUeHb
3ar0JIOBKOB JI€JI, 3aBOJIUMBIX B
OpraHu3aliy; B) COIMCOK BHEIIHUX
KOHTPAreHTOB; T') KaJeHIapb COBEIaHUN
Ha TO/I.

Kaxkoit JOKyMEHT periaMeHTHUpyeT
2. MOPSIIOK pabOTHI ¢ KOH(PUIEHITUATBEHON
uH(popMaliel B opranuzamnun?
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ApryMeHTHlI,
00OCHOBBIBAIOIITHE
BBIOOp OTBETA

No [IpaBunbHBIN
Coneprxanue 3agaHus
/11 OTBET

BapuanTs! 0TBETOB: a) IITATHOE
pacniucanue; 0) MoJ0KEHHUE O
KOMMEpYECKOM TaliHe; B) KOJUIEKTUBHBIN
JIOTOBOD; T') TpaMK OTITYCKOB.

3. 3axaHusi 3aKpbITOr0 THIIA

3.1. TecToBbIE 3aaHUA

Tecr 1.

BHuMaTenbHO MPOYUTATh TEKCT 3a/1aHUS U MTOHATh, YTO B KAYECTBE OTBETA
OKHJIAETCS TOJIBKO OJMH M3 IPEIJI0KEHHBIX BAPUAHTOB. BHUMATEIbHO TPOYUTATH
MPEII0KEHHbIE BAPUAHTHI OTBETA. BHIOpAaTh OAMH BEpHBIN OTBET. 3aNucaTh
TOJIbKO OYKBY BBIOPAHHOT'O BapUaHTa OTBETA.

UTo noHMMaeTcs no; HOMEHKIATyPOU A€ B OpTraHU3aln?

a) MepevyeHb JOHKHOCTENH COTPYAHUKOB;

0) cucTeMaTU3MpOBaHHBIN IIEPEUECHB 3aT0JIOBKOB JI€JI, 3aBOANMBIX B OpraHU3alluu;
B) CIIMCOK BHEIIHUX KOHTPAreHTOB;

I') KaJIeHJ1aph COBEILLIAHUM Ha TOJ.

TecTt 2.

BHuMaTenpHO MPOYNTATh TEKCT 3aJaHUs U TIOHATH, YTO B KAUECTBE OTBETA
0’KMIAETCSl HECKOJIBKO MPABUJIBHBIX OTBETOB U3 MPE/JIOKEHHBIX BAPUAHTOB.
BHuMartenbHO MpounTaTh NPEAJIOAKEHHBIE BAPUAHTHI OTBETA. BhIOpaTh HECKOIBKO
MPaBUWIbHBIX OTBETOB. 3aMUCaTh TOJbKO OYKBBI BELIOPAHHBIX BAPUAHTOB OTBETA.

Kaxkue JAOKYMCHTBI OTHOCATCS K OpFaHI/ISaHI/IOHHO-paCHOpHI[I/ITCJ'IBHBIM?

a) ycTaB OpraHu3alluu;

0) mpukas o mpueMe Ha padoTy;

B) MUCHMO-TIPUTTIAIIICHUE TAPTHEPA;
I') TOJDKHOCTHAS! HHCTPYKIIMS,

J1) OTYET 0 KOMaHJIUPOBKE.
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Tema 2.2. Kommynukanuu B opuce. I1K-1.4, [1K-1.5
1. 3aganust OTKPBITOrO THUIIA
1.1. Borpochl OTKPHITOIO THIIA

Ne mi/m Bomnpoc

1. Buasl KOMMyHHKaUi B OpraHU3ally U UX POJb B YIIPABIECHYECKON AEATEIbHOCTH

2. [IpaBuiia BesieHUS 1€70BOM NEPENIUCKU U Tesle()OHHBIX IEPEroBOPOB

1.2. KoHTpoJibHbIE 3aJaHHs ¢ KJIIOYAMU NPABUJIBLHBIX 0TBETOB

3aganue 1.

Hanummre nenoBoe nucbMo-3arpoc NOTEHIMAIbHOMY OCTaBIIUKY
KaHUEISPCKUX TOBAPOB. Y KAXKUTE: PEKBU3UTHI OPTaHU3ALMU-OTIPABUTEIS, 3aIIPOC
Ha KOMMEpUYECKOe MPeI0KEHHE, MPOChOY yKa3aTh CPOKU MMOCTABKU U YCIOBUS
OTLIATHI.

3agaunmue 2.

CocraBbTe IJIaH-CIIEHAPUM MPOBEICHUS OTIEPATUBHOIO COBEIIAHUs OT/AeNa
(15 gyenoBek) MPOAOIKUTETLHOCTHIO 30 MUHYT. Y KaXXUTE BPEMEHHBIC PAMKH TSI
Ka)XJIOr0 3Tara, TeMY COBEIIaHus, IepeYeHb BOMPOCOB ISl OOCYKICHUS U
OKHMJIa€MbIE PE3yJIbTaThI.

2. 3ajaHns KOMOMHMPOBAHHOIO THIIA

2.1. TecroBble 3a1anHusi ¢ 000CHOBAHHEM BbIOOpA

AprymeHTsl,
00OCHOBBIBAIOLINE
BbIOOp OTBETa

Ne IIpaBunpHBIN
Coneprxkanue 3agaHus
/T OTBET

YTo OTHOCHUTCA K BEPTUKAIBHBIM
KOMMYHHMKAIUSIM B OpraHu3anuu’?
BapuanTs! 0TBETOB: a) 00MEH
uH(popMaLel MeXIy COTPYIHUKaMH
OJIHOTO OTJeNa; 0) B3auMo/ielicTBue
MEXly pyKOBOJIUTENEM U
MOJYMHEHHBIMHU; B) OOILEHHE
COTPYJIHUKOB BO BpeMs He(hOpMaIbHBIX
MEPONPUSTHH; T') IEpENHCKa C
BHEITHUMH MTapTHEPaAMHU.

Kaxoi1 )xaHp 1e10BOM EPENUCKH
MCIIOJIb3YETCS JIJIsl IEPBOHAYAIBLHOTO

) oOpallleHus: K KOHTPAareHTy ¢

' IPEJIOKEHUEM O COTPYAHUYECTBE?
BapuaHTbsl 0TBETOB: @) MHCHMO-
u3BelIeHne; 0) MIChMO-TIOATBEPKICHHE;
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ApryMeHTHlI,
00OCHOBBIBAIOIITHE
BBIOOp OTBETA

No [IpaBunbHBIN
Coneprxanue 3agaHus
/11 OTBET

B) MUCbMO-TIpeuiokeHue (odepra); r)
HHCHMO-HAIIOMUHAHHUE.

3. 3axaHus 3aKpbITOro THIIA

3.1. TecToBbIe 3a1aHUA

Tecr 1.

BHuMaTenbHO MPOYUTATh TEKCT 3a/1aHUS U MTOHATh, YTO B KAYECTBE OTBETA
OKHJIAETCS TOJIBKO OJMH M3 IPEIJI0KEHHBIX BAPUAHTOB. BHUMATEIbHO TPOYUTATh
IpeI0KEHHBIC BApUAHThI OTBETa. BrIOpaTh 01MH BepHBIN OTBET. 3anucaTh
TOJIbKO OYKBY BBIOPAHHOT'O BapUaHTa OTBETA.

Y10 OTHOCHUTCA K BCPTHKAJIbHBIM KOMMYHUKAIIUAM B OpFaHI/I3aI_[I/II/I?

a) oOMeH nHdopmalre Mexay COTPYITHUKAaMU OJTHOTO OT/AENA;

0) B3auMOICHCTBUE MEXKTY PYKOBOJIUTEIEM U MO TUYMHECHHBIMU;

B) OOIIIEHUE COTPYAHUKOB BO BpeMsi HE(hOPMAIbHBIX MEPOTPUSITHIA;
I') IepenucKa ¢ BHEIIHUMHU ITapTHEPAMH.

Tect 2.

BHuMaTenbHO NMPOYNTATH TEKCT 3aJaHUsI U TIOHATH, YTO B KAYECTBE OTBETA
0’KMIAETCSI HECKOJIBKO MPABUJIBHBIX OTBETOB U3 MPE/JIOKEHHBIX BAPUAHTOB.
BHuMartenbsHO pounTaTh NPEAJIOKEHHBIE BAPUAHTHI OTBETA. BhIOpAaTh HECKOIBKO
MPaBWIbHBIX OTBETOB. 3aMUCaTh TOJbLKO OYKBBI BRLIOPAHHBIX BAPUAHTOB OTBETA.

Kaxkue npaBuna 3¢ exkTuBHOr0 00I11IeHMS TI0 TeJIePOoHY clieayeT co0oaaTh ouc-
MEHEKEPY ?

a) MPeICTaBIATHCS B HaUaje pa3roBopa;

0) UCIIONIB30BATh TPOMKYIO CBSI3b 0€3 MpeaynpeKIeHusl COOeCeIHUKA;
B) YTOUHATb, YIOOHO JIU TOBOPUTH COOECETHUKY;

T) 3aTSTUBaTh pa3roBop Oosiee ueM Ha 30 MuHyT O€3 mays;

1) 3aMMCHIBATh KIIFOUEBYI0 HH(POPMAIIHIO BO BpEMs pa3roBopa.
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Tema 2.3. Ananu3 3atpar u cebecroumoctu npoaykuuu. IK-1.1, ITK-1.2

1. 3aaHus OTKPHITOrO TUIIA
1.1. Bonpochbl OTKPBHITOr0 THIIA

Ne
- Bomnpoc
n/m p
1 CoBpeMeHHbIe KOHIICTIIIMKA OpraHnu3anuu opucHoro npocrpancTBa: Open space, ABW,
' ruOpuHbIe POpMaTHI
2. [TpuHIHIB 30HUPOBAHUS O(HCa U YIIPABJICHUS TOTOKAMU COTPYTHUKOB

1.2. KoHTpo/ibHBIE 321aHNS ¢ KIIOYAMHU NPABUJIbLHbIX OTBETOB
3aganmue 1.

Pazpaboraiite cxemy 30HupoBanus oduca nis [T-komnanuu Ha 40 yenoBek.
Boinenure He MeHee 5 (PYHKIIMOHAIBHBIX 30H (pabouas, MEperoBOpHAas, 30HA
oTIbIXa, cepBepHas U T.A.). OOocHyHTe HEOOXOAMMOCTh KaXIIOH 30HBI H
MPEIOKUTE TPEOOBAHUS K €€ OCHAIIICHUIO.

3ananmue 2.

CocTaBbTe perjaMeHT MCIOJIb30BaHMs EPErOBOPHBIX KOMHAT B oduce (Ha 3
NEPErOBOPHBIE ~ KOMHAThl ~ pa3HOM  BMECTUMOCTH). Bkirounte  npaBuia
OpOHUPOBAHMS, MAaKCUMAJIbHYIO MPOJOJLKUTEILHOCTh HCIOJIB30BAHUS, MOPSAOK
paspenieHust KOH(DIMKTHBIX CUTYalui TP MepeceyeHun OpOHUPOBAHMIA.

2. 3agannss KOMOMHMPOBAHHOIO THIIA
2.1. TecroBble 3a1aHusi ¢ 000CHOBAaHUEM BbIOOpaA

ApPryMeHTHI,
000CHOBBIBAIOIINE
BbIOOp OTBETA

Ne IIpaBuibHBIN
Coneprxanue 3agaHus
/11 OTBET

UYto npeanosiaraet KOHUEIMS
OpraHu3anuu padbouero nNpocTpaHCTBa
Activity Based Working (ABW)?
BapuaHTel 0TBETOB: a) 3aKpeIUIeHUE 3a
KaXXJbIM COTPYAHUKOM CTPOIo

1. OIIpeJIeIeHHOr0 paboyero MecTa; 0)
MIpeI0CTaBIIEHNE COTPYIHIUKAaM BbIOOpa
Pa3IMYHBIX 30H JUIS BBITOJIHEHUS
Pa3HbIX TUIOB 3a/1a4; B) MMOJIHBII OTKa3
0T 0(hMCHOTO IPOCTPAHCTBA B MOJIb3Y
yIQJICHHOU paboThI; T) pa3MelieHne BCeX
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ApryMEHTHI,
000CHOBBIBAIOIIUE
BBIOOp OTBETA

No [IpaBunbHBIN
Coneprxanue 3agaHust
/11 OTBET

COTPYJIHUKOB B OTJICIBHBIX 3aKPBITHIX
KaOuHeTax.

Kakoii Tur 30HbI B 0duice peHa3HAYCH
JUTSE KPaTKOBPEMEHHOT'O OT/IbIXA U
HedopmansHOTO 00MIeHUs? BapruaHThl
OTBETOB: &) MEPErOBOpHasi KOMHATa; 0)
30HA JJaHY-pyM (KYXHsI, CTOJIOBasl); B)
CepBEpHasi; I') apXUB.

3. 3agaHus 3aKpPbHITOr0 THIIA

3.1. TecToBbIC 3aJaHUHA

Tecr 1.

BHuMaTenbHO IpouYMTaTh TEKCT 3aJaHUsI U MTOHSTh, YTO B KAUECTBE OTBETA
OKUJAETCs TOJIBKO OJIMH U3 NPEJIOKEHHBIX BApUaHTOB. BHUMaTeIbHO IpOYUTATH
IpeJI0KEHHbIE BApUAHThI OTBETa. BrIOpaTh 01MH BEpHBIN OTBET. 3anncaTh
TOJIbKO OYKBY BBIOpDAHHOT'O BapUaHTa OTBETA.

Uro npennonaraer KOHIENIHs OpraHu3aluy padoyero NpoCcTpaHCTBa
Activity Based Working (ABW)?

a) 3aKpervieHUEe 3a KaKJbIM COTPYIHUKOM CTPOTO OINPEAEIIEHHOI0 paboyero
MECTa;

0) mpeaocTaBiIeHUE COTPYAHUKAM BbIOOpA PA3IMYHbBIX 30H JIJIS1 BBITIOJHEHUS
pa3HbIX TUIIOB 3a/1ay;

B) MIOJIHBII OTKa3 OT O()MCHOTO MPOCTPAHCTBA B MOJIb3Y YIaJEHHOU padOThI;
I') pa3MeIlEHHUEe BCEX COTPYAHUKOB B OT/EIbHBIX 3aKPBIThIX KAOMHETAaX.

Tecr 2.

BHuMaTenpHO IpoUYMTaTh TEKCT 3aJaHUsI U MTOHSTh, YTO B KAUECTBE OTBETA
O’KUJAETCS HECKOJIBKO MPaBUIJIbHBIX OTBETOB U3 MPEAJIOKEHHBIX BAPUAHTOB.
BHuMarenbHO IpounuTaTh NpeIoKEHHbIE BApUAHThI OTBETa. BHIOpaTh HECKOIBKO
IPABUJIBHBIX OTBETOB. 3aIlMCaTh TOJIbKO OYKBbI BHIOPAHHBIX BAPHAHTOB OTBETA.

Kakue npeumyiecTsa 1aeT BHEAPEHUE OTKPHITOTO 0()UCHOTO MPOCTPAHCTBA
(Open space)?

a) ylIy4ylIeHue KOMMYHUKAUUA MEXIY COTPYJHUKAMH;

0) SKOHOMWUS TIJIOIIA/IA U 3aTpaT Ha apeHy;

B) a0COJIOTHASI KOH(PUACHIIMAIBHOCTh BCEX MEPETOBOPOB;

I') BO3MOKHOCTB OBICTPO pemiaTh paboure BOMPOCHI;

1) CO3/1aHM€ UHJMBUIYaIbHOTO MUKPOKJIMMATA JIJIsl KaXKJO0TO COTPY/IHUKA.
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Tema 2.4. Buyrpnoducuoie orHomenus. IIK-1.4, ITK-1.5
1. 3aganust OTKPBITOrO THUIIA
1.1. Borpochl OTKPHITOIO THIIA

No 11/t Bompoc
1. KopriopaTuBHas KynbTypa U ee BIUSHHE HAa BHYTPUO(DHUCHBIE OTHOIICHUS
2. Mertoab! ynpaieHus KOHPIUKTaMH B odrce

1.2. KoHTpOJIbHBIE 32/1aHNS C KJIIOYAMHU IPABUJILHBIX 0TBETOB
3ananue 1.

B kosnektuBe oTAena u3 12 yenoBek BOZHUK KOH(MDIUKT MEKIY IBYMS
COTPYIHHMKAaMU U3-3a pa3jielia KIMEHTCKOM 0a3bl. PykoBonuTens otaena
OTCYTCTBYET B KOMaHJIUpPOBKe. Baia pons — opuc-MeHeKep, K KOTOPOMY
oOpatuiuch COTpyAHUKHU. ONUIIUTE TMOMIArOBbINA aJTOPUTM BaIIUX JIEUCTBUMN MO
yperyJaupoBaHui0 KOH(JIMKTA (HE MEHEe 5 11aron).

3ananmue 2.

Pa3paboTaiiTe nepeueHb MEpPONPUATUI IO POPMUPOBAHUIO OJIATOIPUATHOTO
MICUXOJIOTUYECKOTO KIIMMATa B KOJJIEKTUBE o(rca (HE MEHee 5 MEpONPUITHIN).
JI1st KaXA0ro MEpONPUSITHS YKAXKHUTE LIE€Jb TPOBEACHUS U OKUAAEMBINA PE3yIbTarT.

2. 3ajaHnss KOMOMHMPOBAHHOIO THIIA
2.1. TecroBble 3a1aHusi ¢ 000CHOBAHUEM BbIOOpA

AprymeHTs!,
000CHOBBIBAIOIINE
BbIOOp OTBETa

Ne IIpaBuibHBIN
Coneprxanue 3agaHust
/11 OTBET

UYro sABIISIETCSI OCHOBOM KOPIIOPATUBHOM
KyJbTYpBl Opranuzanuu? Bapuantel
OTBETOB: a) u3aitH oduca; 0)

1. pazaenseMble LIEHHOCTH, HOPMBI U
MpaBujia IOBEACHUS; B) pa3Mep
3apa0OTHOM IIATHL; T') KOJIMYECTBO
¢bunmnanos.

Kaxkoit ctunb ynpasneHus
XapaKTepU3yeTCsl MaKCUMAJIbHBIM

> JIEJIETUPOBAHUEM MOJTHOMOYHUIA

' MIOYMHEHHBIM? BapuaHThI OTBETOB: a)
aBTOPUTAPHBIIL; 0) 1eMOKpaTUYECKU;
B) TUOEpanbHbIi; T) OIOPOKPATHUUECKHIA.

54



3. 3axaHus 3aKpbITOr0 THIIA

3.1. TecToBbIe 3a1aHUA

Tecr 1.

BHuMaTenpHO IpOYUTATh TEKCT 3aJaHUsI U TTOHSTH, YTO B KAYECTBE OTBETA

OKHJIA€TCS TOJIBKO OJMH U3 MPEII0KEHHBIX BApUAHTOB. BHUMATENBHO MTPOYNTATH
IpeI0KEHHBIC BApUAHThI OTBETa. BrIOpaTh 01MH BepHBIN OTBET. 3anucaTh
TOJIbKO OYKBY BBIOpDAHHOT'O BapUaHTA OTBETA.

Uto SBISETCSI OCHOBOW KOPIIOPATUBHOM KYJIBTYpPhl OpTaHU3aIiHN ?
a) nu3aiiH oduca;

0) pazmensieMble IEHHOCTH, HOPMBI U TIPAaBHJIA TIOBEICHUS;

B) pa3mep 3apaOOTHOM IIATHI;

I') KOJIMYEeCTBO (PUIIUATIOB.

Tect 2.
BHuMartenbHO MpounTaTh TEKCT 3aJ]aHUSI M MIOHSTh, YTO B KAYECTBE OTBETA

0KNAACTCA HCCKOJILKO IIPABHUJIBHBIX OTBECTOB U3 IIPCAJIOKCHHBIX BAPHUAHTOB.
BaumatensHO MpOYUTATh MPCAJIOKCHHBIC BAPUAHTBI OTBCTA. BBI6paTB HCCKOJIBKO
IIpaBUJIBHBIX OTBCTOB. 3anucaTh TOJBKO 6yKBBI BBI6paHHBIX BapHWaHTOB OTBCTA.

Kakwue crmocoObl HeMaTepHuaabHOW MOTHBAIIMK COTPYIHUKOB Oduca Hanboee
3¢bHEeKTUBHBI?

a) MyOJIMYHOE PU3HAHUE 3aCITYT;

0) mpenocrapiieHrne THOKoro rpaduka padoThl;

B) YBEJIMUEHHUE 3apILIaThI B JIBa pasa;

I') BO3MOKHOCTh OOYYEHHS 32 CYET KOMIIaHUU;

1) BBIJIETICHUE CITYKEOHOTO aBTOMOOWIISI C BOJTUTEIIEM.

Tema 2.5 Oduc oynymero. [1K-1.4, TIK-1.5
1. 3agaHus OTKPHITOIO THUIIA
1.1. Bonpochbl OTKPBHITOr0 THUIIA

No
- Bompoc
/1 p
1 TenneHMU pa3BUTUsL OQUCHBIX IPOCTPAHCTB: UGPOBU3AIUS, ABTOMATH3AIIHS,
' poboTH3arus
2. VY nanennas pabota u THOpUIHBIE POPMATHI 3aHATOCTH: BHI30BBI U MEPCIICKTUBBI

1.2. KoHTpOJIbHBIE 32/1aHNSI C KJIIOYAMHU IPABUJILHbIX 0TBETOB
3amanmue 1.
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[IepeuncinuTe HE MEHEE MSATU TEXHOJIOTUM, KOTOPBIE, MO BalllEeMy MHEHMUIO,
CTaHyT CTaHJapTOM i «oduca Oyayuiero» B onmkaitimme 5-10 sner. s kaxmon
TEXHOJIOTHHU OIHUIIKTE, KaKyl0 Mpo0aeMy TeKylIero orca oHa peliaer.

3amanue 2.

Pa3paboraiiTe moauTuky ruOpuaHOTO opmMaTa pabOTHI sl KOMIIAHUU
yuciaeHHocThi0 100 venoBek (2-3 aus B oduce, 2-3 aHs yaaieHHo). Bxitounre
npaBuJjia MIAHUPOBAHUS IPUCYTCTBUS, TPEOOBaHUS K paboyeMy MECTY Ha JOMY,
MOPSIIOK KOMMYHHUKAIIUU U KOHTPOJIS.

2. 3ajaHusi KOMOMHUPOBAHHOTO THIIA
2.1. TecroBble 3a1anusi ¢ 000CHOBAHHEM BbIOOpaA

AprymeHTsl,
000CHOBBIBAIOLINE
BbIOOp OTBETA

Ne [IpaBunbHBIN
Coneprxkanue 3a1aHus
/11 OTBET

Yto XapakTepu3yeT KOHUEIIUIO
«yMHoro ocuca» (Smart Office)?
BapuanTsl 0TBETOB: a) HCIOIB30BaHUE
HCKIIFOYHMTEIIBHO PYYHOTO TpyAa; 0)
aBTOMAaTHU3als PyTUHHBIX ITPOLIECCOB C
nomo1so [oT-ycTpoiicTB 1 1aTUUKOB;
B) MIOJIHO€ OTCYTCTBHE TEXHUKH; T)
paboTa TOJIBKO B HOUHOE BpPEeMS.

Kakoii popmar 3ansroctu
IPEeIoiIaraeT YaCTHYHOE IPUCYTCTBUE
COTPYAHUKOB B 0(hUCe U YaCTHUHYIO

2. paboty u3 noma? BapuaHTbl OTBETOB: a)
NOJIHAsl yiajieHHas paboTa; 0)
rUOpuAHBIN TpauK; B) BAXTOBBIH
MeTOoJ; T') hpHIIaHC.

3. 3agaHus 3aKpbITOr0 THIA

3.1. TectoBble 3agaHus

Tecr 1.

BHuMaTepHO IPOYUTATh TEKCT 3aJaHHsI U TTOHSTH, YTO B KAYECTBE OTBETA
OKUJaeTcs TOJILKO OJIMH U3 NPEIOKEHHBIX BApUaHTOB. BHUMaTeIbHO MPOYUTATH
npeyIoKEHHbIE BapUAaHThI OTBeTa. BrIOpaTh o1MH BepHBIN OTBET. 3anucaTh
TOJILKO OYKBY BBIOpDAaHHOTO BapHaHTa OTBETA.

Urto xapakTepu3yeT KOHIEHINI0 «yMHOT0o oduca» (Smart Office)?

a) UCIOJIb30BAHUE UCKIIFOUUTEIBHO PYYHOTO TPY/Ia;
0) aBTOMaTH3AaIMs PYTUHHBIX MPOIIECCOB ¢ MOMOIIBIO [0T-yCTpONCTB U 1aTUNKOB;
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B) TIOJTHOE OTCYTCTBUE TEXHUKHU;
r) paboTa TOJIbKO B HOYHOE BPEMSI.

TecTt 2.

BHuMaTtenbHO MpounTaTh TEKCT 3aJ]aHUsI M TIOHATh, YTO B KAYECTBE OTBETA
O’KHMJIA€TCSl HECKOJIBKO MPABUJILHBIX OTBETOB U3 MPEIJIOKEHHBIX BAPUAHTOB.
BHuMartenbHO npounTaTh NPEAJIOAKEHHBIC BAPUAHTHI OTBETA. BBIOpAaTh HECKOIBKO
MPaBUJILHBIX OTBETOB. 3aMUCATh TOJBKO OyKBBI BEHIOPAHHBIX BAPUAHTOB OTBETA.

Kakue TexHomoruu sBIsIOTCS ApaliBepaMu TpaHchopmanuu oduca Oyayriero?

a) ICKYCCTBEHHBIM MHTEIUICKT IS TNIAHUPOBAHUS 3a71a4;
0) melKephl 11 SKCTPEHHOM CBSI3H;

B) 00JIaYHbIE€ CEPBUCHI JJI1 COBMECTHOM pabOTHI;

) pakcUMUIIbHAS CBSI3b;

1) poboTtuzaius pyTuHHBIX oniepanuii (RPA).

Tema 2.6 OducHasi 6e30MaCHOCTD: yIIpaBJieHHe PUCKAMU U
HenpepbIBHOCTD AesiTejibHOCTH. TK-1.4, [TK-1.5

1. 3aaHust OTKPBITOrO THUIIA

1.1. Bonpochbl OTKPBITOr0 THUIA

No
Bompoc
/1
1 [onsarue opucHo# OezomacHoCTH: PU3NUEcKas, HHHOpMAIIOHHAS, TIOKapHasl,
' SKOHOMHUYECKAs COCTaBIISIOIINE
> [TnanupoBanue HenpepbIBHOCTH AesTenbHocTH (BCP) u neiicTBus B upe3BbIYaiiHBIX
' CUTYaIHSIX

1.2. KoHTpOJIbHBIE 32/IaHNS C KIKYAMHU MIPABUJIbHBIX 0TBETOB
3aganmue 1.

[TpoBenute ananu3 puckoB ais opuca komnanuu (30 cOTpyAHUKOB, TUTIOBOE
opucHoe 3aanue, 3 stax). WMaentudumupyiite He MeHee 5 pPHUCKOB (MOXKap,
3aTOIJIEHUE, yTeUKa JAHHBIX U T.1.). [0 KaX1oMy pUCKY OLIEHUTE BEPOSTHOCTh
(BBICOKast/CpenHsisi/Hu3Kas ) U MOTEHIUATbHBIN yiepO (BbICOKUNA/CPETHUIN/HUZKUI).
[Ipensioxxute Mepbl MUHUMHU3ALMH JIJIS1 PUCKOB C BBICOKMM YPOBHEM.

3aganmue 2.

PazpaboTaiiTe KpaTKyt0 HHCTPYKIIHIO JUTsl COTPYIHUKOB oduca «JlericTBus npu
noxxkape». WHCTpyKkuus AOKHA COAEp’KaTh: MOPAIOK OOHApY:KEHMs MoXkKapa,

57



npaBuia BbI30BA IOKAPHOM OXpaHbl, MapHIpyThl 3BaKyallMd, MecTa cOopa,
NEUCTBHUS MPYU HEBO3MOYKHOCTH 3BaKyaluu.

2. 3ajaHusi KOMOMHUPOBAHHOIO THIIA

2.1. TecroBble 3a1anusi ¢ 000CHOBAHHEM BbIOOpA

AprymeHTsl,
000CHOBBIBAIOIIINE
BBIOOp OTBETa

Ne IIpaBunbHBIN
Coneprxanue 3a1aHus
/1 OTBET

Yro noHuMaercs 1oz pesepBamu
MOBBIICHUS 2P (HEKTUBHOCTH
Ipou3BoJIcTBa? BapuaHThl OTBETOB: a)
3aIackel ChIpbs U MaTEpUasIOB Ha CKIAJE,
1. 0) HEeHCIOJIb30BaHHBIE BOZMOKHOCTH
pocTa MPOU3BOACTBA U YJIyULIEHHUS €ro
pe3yJIbTaToB, B) CBOOOAHBIE IEHEKHbBIE
CpeAcTBa NPEANPUATHS, T) pe3ePBHBIil
Kanurtaj NpeanpusTus

Kakue pe3epBbl OTHOCATCS K
MHTEHCUBHBIM? BapuaHThI OTBETOB: a)
yBeIM4YeHHE 00beMa MPOU3BOCTBA 32
CUET NPUBJICYECHUS JOMOTHUTEIBHBIX
pecypcoB, 0) MOBBILLIEHUE
IPOU3BOANUTEILHOCTH TPY/a, B) POCT
YHCJIEHHOCTH NIEPCOHAA, T)
npruoOpeTeHne HOBOTO 000PYIOBaHHUS

3. 3agaHus 3aKpbITOr0 THIA

3.1. TecToBBIE 3a1aHUSA

Tecr 1.

BHUMaTEIBHO TPOYNTATH TEKCT 3a/IaHUS U TTOHATh, YTO B KAY€CTBE OTBETA
O’KHJIAETCS TOJILKO OJMH M3 MPEIIOKEHHBIX BapUaHTOB. BHUMAaTEIHHO MTPOUNTATH
MIPEIIOKEHHBIE BApUAHTHI OTBETA. BHIOpaTh OMH BEpHBIN OTBET. 3anucarh
TOJIbKO OYKBY BHIOPAHHOTO BapyUaHTa OTBETA.

UYro nmoHumaeTcs o nHGpopMamoHHOM 0€301acHOCThIO oduca?

a) 3amMTa 3aHus OT IPOHUKHOBEHUS MTOCTOPOHHUX;

0) obecrieueHre KOHMDHUICHITUATLHOCTH, IIETOCTHOCTH M JIOCTYITHOCTH
uHpopmanuu;

B) peryJisipHas yoopka moMenieHuii;

') CTpaxoBaHUE OPUCHOTO 00OPYIOBAHUSI.

Tect 2.

58



BaumarensHO IMPOYUTATh TCKCT 3alaHH U IIOHATb, YTO B KAYCCTBC OTBETA

0XKNAaCTCA HCCKOJIBKO IIPAaBHUIJIBHBIX OTBETOB U3 IMPCAJIOKCHHBIX BAPHUAHTOB.
BaumarensHO IMPOYUTATh HPCHAIIOKCHHBIC BAPHUAHTBI OTBCTA. BI)I6paTI> HCCKOJIBKO
IMPAaBUJIBHBIX OTBCTOB. 3anucaTh TOJBKO 6YKBI>I BI)I6paHHI>IX BApHUAHTOB OTBCTA.

Kakue mepsl oTHOCSTCS K (hr3ndeckoit 3ammure opuca?

a) YCTaHOBKA CHCTEMbI BUICOHAOIIOICHHST,

0) “cHoJIb30BaHUE CIIOKHBIX maposei Ha [1K;

B) KOHTPOJIb JOCTYIIA IO SJICKTPOHHBIM ITPOITYCKaM;
) mudpoBaHUE MIEKTPOHHOUN MOYTHI,

I[) HaJIM4IKUC OXpPaHbl UJIM KHOIIKA TpCBO)KHOﬁ CHUIrHajIn3anuu.

Tect 3 (moc/1e10BaTEIBHOCTD).

BHumarensHO IIPpO4YUTATb TCKCT 3aldHUS U IIOHATH, YTO B KAYCCTBC OTBCTA

OXHNAacTCi IIOCIACAO0BATCIbHOCTD 3JICMCHTOB. BaumarensHO IIpO4YHUTATb

MMpCaJIOKCHHBIC BApHUAHTHI OTBCTA. HOCTpOI/ITB BCPHYIO IIOCICAOBATCIILHOCTD U3

MNPCAJIOKCHHBIX 3JICMCHTOB. 3anucaTth 6YKBBI BapnaHTOB OTBCTOB B HY)KHOﬁ

IIOCJICA0OBATCIILHOCTH.

YcraHoBuTe IIOCJICOAOBATCIBHOCTD I[GﬁCTBHﬁ Ipu O6H3pY)K€HI/II/I IMOJO3PUTCIIBHOT'O

npeaMera B opuce:

a) PBaKyalusi COTPYJIHUKOB U3 30HbI OOHAPYKEHUS;
0) BBI30B ITPABOOXPAHUTEIHHBIX OPTaHOB;
B) (pukcanus BpeMeHU U 00CTOSITEILCTB OOHAPYKEHUSI;

I') 3alpEeT Ha CAMOCTOSITENIbHOE NIEPEMEIICHUE UITM BCKPBITUE TIPEIMETA;

J) OTIOBEIICHUE PYKOBOIUTENS U CITY>KObI O€30MaCHOCTH.

6.3. Kputepuu u mkana onennBanusi Ha ocHoBe bPC.

KPUTEPUN OLIEHNUBAHM A

PE3VIJIBTAT B
BAJIJTIAX

JlaH TONHBIM, B JIOTMYECKOW ITOCIENOBATEIBHOCTH Pa3BEPHYTHIN
OTBET HA IMOCTABJIEHHBIA BOIPOC, TI€ OH MPOJEMOHCTPHUPOBAI
3HaHMUS TpeAMeTa B TIOTHOM O0ObeMe Y4YeOHOH MpOTrpamMMBbl,
JIOCTAaTOYHO TITYOOKO OCMBICTMBAET AUCIUIUIMHY, CAMOCTOSATEIBHO,
M UCYEpIBIBAIOIIE OTBEYAET Ha JIOMOJHHUTENIbHBIE BOIPOCHI,
MIPUBOJUT COOCTBEHHBIE MIPUMEPBI o npo0iieMaTuke
IOCTABJIIECHHOTO BOIIPOCA, PELIMI IPEIJIOKEHHBIE NTPAKTUYECKHE
3amaHus 0e3 omndoK

90-100

Jlan pa3BepHyTBIi OTBET Ha IIOCTABJIEHHBIM BOIpPOC, TJE
oOydaromuiics JEeMOHCTPUPYET 3HAHUS, NPUOOpPETeHHbIE Ha
JEKLIUOHHBIX M CEMUHApPCKUX 3aHATUAX, a TaKKe IOJIyYeHHbIE
MOCPEACTBOM HM3YYEHHs 00s3aTENbHBIX Yy4eOHBIX MaTepUaloB IO
KypCy, /1aeT apryMEHTHPOBAHHBIE OTBETHI, IPUBOJIUT IPHUMEpPHL, B

75-89
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OTBETE€ MPUCYTCTBYET CBOOOJHOE BIIAJEHUE MOHOJIOTHYECKON
peublo, JIOTUYHOCTh M TOCIIENOBAaTENbHOCTh OTBeTa. OpHakKo
JOTyCKaeTCsi HETOYHOCTh B OTBeTe. Pemml mpenioxeHHbIe
MIPaKTUYECKHE 3aJaHus C HEOOJIBIITMMU HETOUYHOCTSIMHU.

Jlan oTBeT, CBUACTEIBCTBYIONIUH B OCHOBHOM O 3HAHUH MPOIECCOB 60-74
M3y4aeMOM  JUCUHUIUIAHBIL, OTJIMYAIOIIMNACA  HEJOCTATOYHOM
IIyOMHOM W TIOJIHOTOW pACKpPBITHS TEMbl, 3HAHHEM OCHOBHBIX
BOIIPOCOB TEOPUH, CJ1ab0 CHOPMHUPOBAHHBIMU HABBIKAMU aHAIIN3a
SBJICHWM,  TPOIECCOB, HEAOCTATOYHHIM  YMEHHEM  J1aBaTh
apryMEHTUPOBAHHBIC OTBETHI M IPUBOIUTH IPUMEPHI, HETOCTATOYHO
CBOOOJIHBIM BJIQJICHUEM MOHOJIOTHUYECKOW PEYbi0, JIOTHYHOCTHIO H
MOCIIE0BATEIHPHOCTRIO OTBETA. J[omycKaeTcss HECKOIbKO OMIMOOK B
COJICpKAaHUHU OTBETA M PEIICHUU MPAKTUUYECKHUX 3aJIaHUM.

Jlan OTBET, KOTOPBIM COACPKUT PsJ CEPbE3HBIX HETOYHOCTEH, 1-59
0oOHapy’KUBAIOIIMKA HE3HAHHE MPOLIECCOB M3y4yaeMOH IpeaMeTHOH
001acTH, OTIMYAIOIIMICS HETIIyOOKHM  PAacKpBITUEM  TEMBI,
HE3HAaHMEM OCHOBHBIX BOIIPOCOB TEOPHUH, HEC(HOPMHUPOBAHHBIMU
HaBBIKAMM aHaJIW3a SBJICHUM, IIPOLIECCOB, HEYMEHUEM JaBaTh
apryMEHTHPOBAaHHBIE OTBETHI, C1a0bIM BJIaJ€HUEM MOHOJOTHYECKOM
peYbI0, OTCYTCTBUEM JIOTUMHOCTH M TIOCIEA0BATEIBbHOCTH. BBIBOIBI
IIOBEPXHOCTHBI. PellieHne NnpakTUYECKUX 3aJaHUl HE BBINOJIHEHO,
T.e. 00yvaromuiics He CIOCOOEH OTBETUTHh HAa BOIPOCHI JaXe IPU
JIOTIOJIHUTEIIBHBIX HABOJSIIMX BOIPOCAX MPENOAABATES.

6.4. Jlna pemieHUsT KOHTPOJIBHBIX 3aJlaHUN OOYyYaromeMycs pasperiacTcs
MCIIOJIb30BaHUE KATBKYJISATOPA.

1. MeTouuqecmle MaTepuaJabl 110 0OCBOCHUIO NTUCIIUIIJINHBI (MO)]yJIﬂ)

[ToaroToBKa K JICKLHSM.

['maBHOE B mepuoa NMOArOTOBKU K JIEKIMOHHBIM 3aHATHUSIM — HAyYUThCS
METOJIaM CaMOCTOSATEJIIBHOIO YMCTBEHHOI'O TpPYyJa, CO3HATEJIbHO pPa3BUBATh CBOU
TBOPUYECKHE CIIOCOOHOCTH M OBJIQJIeBaTh HAaBBIKAMHU TBOpUYECKOW paboThI. st aTOTO
HEOOXOJUMO CTpPOro coOJ0JaTh JUCHMIUIMHY YyueObl M moBeneHus. Yerkoe
IUIAHUPOBAHUE CBOETO pPab04Yero BpPEMEHHM M OTIbIXa SBISETCS HEOOXOIUMBIM
YCJIOBHEM JIJISl YCTICTITHOM CaMOCTOSATEILHON paboThl. B OCHOBY €ro HY>KHO TOJIOXKHTH
pabouue mporpaMmMbl U3y4aeMbIX B ceMecTpe nucuuruini. KaxmaoMmy obydaromeMycs
CJIETyEeT COCTABIISATh €KEHEACIbHBINA U CEMECTPOBBIH IJIaHbI pa0OTHI, a TAKXKE IJIaH HA
KaXbI pabounii neHb. C Beuepa Bceraa Ha/lo paclpeaensaTh padoTy Ha 3aBTPAILHAN
JeHb. B KOHIlEe KaXXJI0TO JIHS 1LEJIecCO00pa3HO MOABOJIUTH UTOT padOTHI: TIIATEIHHO
MIPOBEPUTH, BCE JIM BBINOIHEHO MO HAMEYEHHOMY IUIaHy, HE ObUIO JIU KaKUX-JIHOO
OTCTYIUICHHM, a eciau ObLIM, MO KakoW mpuuuHe 5TO mpou3onuio. HyxkHO
OCYUIECTBJISITh CAMOKOHTPOJIb, KOTOPBIM SBJISETCS HEOOXOAMMBIM  YCIIOBUEM
ycrnenrHon y4eObl. Eciii 4T0-TO 0CTaloCh HEBBITIOJHEHHBIM, HEOOXOIUMO W3BICKATh
BpEMs JIJIs 3aBEPIIICHUS ATOM YacTH paboThI, HE yMEHbIIasi 00beMa HEJEIHHOTO TTaHa.

CamocTosTenpHas padoTa Ha JICKITHH.
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Crymianue 1 3aluch JICKIIUNA — CJIIOKHBIN BUJT By30BCKOW ayAMTOPHON pabOTHI.
BuumarenbHoe cllylianie 1 KOHCIIEKTUPOBAHUE JIEKIUI MpeAnoaaraeT MHTEHCUBHYIO
YMCTBEHHYIO JI€ATEIbHOCTh oOOydaromierocsi. KpaTkue 3amucu  JeKUud, uXx
KOHCIIEKTUPOBAHHUE TOMOTaeT YCBOUTh yueOHbI Marepuan. KoHcmekT sBisercs
MOJIE3HBIM TOTJIA, KOTJa 3alMCaHO CaMO€ CYIIECTBEHHOE, OCHOBHOE U CJIIEJIaHO ATO
camuM oOyyarormMcs. He Hamo ctpeMuThCs 3anucarh JOCIOBHO BCIO Jekiuio. Takoe
«KOHCIIEKTUPOBAHHUE» TMPUHOCHUT OOJBIIE BpeAa, YeM IMOJdb3bl. 3aluch JEKIUH
PEKOMEHIyeTCsI BECTH IO BO3MOXXHOCTH COOCTBEHHBIMH  (POPMYJIUPOBKAMH.
JKenaTenbHO 3aITMCh OCYIIECTBIIATH HA OJTHOM CTPAHUIIE, a CIIETYIOUTYI0 OCTaBISATh IS
popabOTKHU y4eOHOro MaTepralia CaMOCTOSITEIBHO B IOMAIIIHUX YCJIOBUIX. KOHCTIEKT
JICKIIMY JIy4Ille TOpa3feNiaTh Ha MyHKTHI, maparpadsl, coOmonas KpacHyO CTPOKY.
OtomMy B OOJIBIION CTEMeHH OyayT CIMOCOOCTBOBATh ITYHKTHI IUTAHA JICKIIUH,
MpeIoKeHHbIE TTpenoiaBarelisiM. [IpuHuunuansaeie MecTa, onpenesacHus, GopmyJibl
U JIPYro€ CIIeyeT COMPOBOXKIATh 3aMEUaHHUSIMU «BaXHOY, «0CO00 BAXKHOY», «XOPOIIO
3alIOMHUTH» U T.NI. MOXHO JI€N1aTh 3TO U C TOMOUIBIO PA3HOLIBETHBIX MAPKEPOB WIIH
pyuek. Jlyumie ecinu oHM OyTyT COOCTBEHHBIMU, YTOOBI HE IPUXOAUIIOCH MPOCUTH UX
y OJIHOKYPCHUKOB M TEM CaMbIM HE OTBJIEKaTh UX BO Bpems jekuuu. LlenecooOpasno
pa3zpaborath COOCTBEHHYIO «MapKorpaduio» (3Ha4YKu, CUMBOJIbI), COKpPAIICHUS CIIOB.
He nummum Oyner U u3ydyeHHe OCHOB cTeHorpadguu. Paboras Hajg KOHCIEKTOM
JIEKLIM, Bceraa HEOOX0JUMMO HCIIOIb30BATh HE TOJIBKO YU€OHUK, HO U Ty JINTEPATYpYy,
KOTOPYIO JOMOJHUTENBHO pPEKOMEHJ0Ban JeKkTop. VMEHHO Takas cepbe3Has,
KpONOTIIMBas paboTa € JEKIMOHHBIM MaTepHaJOM IO3BOJUT TIIyOOKO OBIAIETh
3HAHUSIMH.

[ToaroroBka K MpakTUYECKUM 3aHSITHUSIM.

[ToAroTOBKY K KaKIOMY MPAKTHYECKOMY 3aHATUIO KaXKIIbIH OO0ydaroIuiics
JOJDKEH HayaTh C O3HAKOMJIEHUS C IUIAHOM MPAKTUYECKOrO 3aHSTHUS, KOTOPBIN
OTPaXXAaeT COJEpKaHHE MPEMJIOKEHHOW TeMbl. THiaTeabHOE MPOAYMBIBAHUE H
M3y4YEHUE BOIMPOCOB IUIaHA OCHOBBIBAETCSA Ha NPOPAOOTKE TEKYIEro Marepualia
JEKIMM, a 3aTeM W3y4YeHHUs] O00s3aTeTbHOM W JOMOJHHUTEIbHON JIUTEepaTyphl,
PEKOMEHJIOBAaHHYIO K JaHHOM Teme. Ha OCHOBe MHAMBHUAYAJIBHBIX MNPEANIOYTEHUN
oOyyaroliemMycsi HEOOX0IMMO CaMOCTOSITENILHO BBIOpATh TEMY JIOKJIaJla o MpodieMe
MPAKTUYECKOTO 3aHATHUS U IO BO3MOXKHOCTH MOJTOTOBUTH MO HEMY IMPE3EHTALUIO.
Ecnu mporpamMmoil JTUCHUIUIMHBI TPEAYCMOTPEHO BBIMOJHEHHE MPAKTUYECKOTO
3aJIaHusl, TO €r0 HEOOXOAMMO BBIMOJHUTH C YYETOM MPEMJIONKEHHONW HHCTPYKIUU
(ycrHo win 10 nmucekMeHHO). Bce HOBBIE MOHATHS 0 M3y4YaeMOM TeMe HEOOXO0IUMO
BBIYYUTh HAU3YCTh U BHECTH B IJI0CCAPUM, KOTOPBIN 11€71€CO00pa3HO BECTH C CAMOTO
Hauajga Wu3y4yeHusl Kypca. Pesynbrar Takoi paOOThl JOJDKEH TMPOSBUTHCA B
CIIOCOOHOCTH OOYy4Yaromierocsi CBOOOJHO OTBETUTh HA TEOPETUUYECKUE BOMPOCHI
MPAKTUYECKOTO 3aHATHS, €T0 BBICTYIUICHUU U YYaCTHH B KOJUIEKTHBHOM OOCY KJICHUU
BOIIPOCOB M3y4ae€MOM TEMBbI, MPABUJILHOM BBINOJHEHUM MPAKTUYECKUX 33JaHUNA U
KOHTPOJIbHBIX PaldoT.

CrpyKTypa NpakTHYECKOIO 3aHATHSL:
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B 3aBucMMOCTH OT coAep>KaHUs U KOJMYECTBA OTBEICHHOIO BPEMEHM Ha
W3YUYCHHE KaXXIOW TEMbI MOYKET MPAKTUYECKOE 3aHATHUE COCTOSATh U3 UYETBIPEX-TISATU
YacTeu:

1. OOcyxneHre TEOPETUYECKUX BOIMPOCOB, OMPENENECHHBIX MPOrpaMMOM
JVCHUTINHBIL.

2. Jloxnmam W/ WM BBICTYIUICHHE C TMPE3CHTAIUSIMUA TI0 MpobiieMe
MPAKTUYECKOTO 3aHSATHUS.

3. O6cyxneHre BbICTYIUICHUN IO TeME — TUCKYCCHSL.

4. BrobInomHeHWE MPaKTUYECKOTO 3aJaHUsl C MOCIEAYIOIUM paz0opom
MOJIyYEHHBIX PE3YyJIbTaTOB WM O0CYKIEHUE MPAKTUYECKOTO 3a/1aHHS, BHIITOJHEHHOTO
JI0Ma, €CII TO MPEAYCMOTPEHO MPOTrPaMMON.

5. IloaBeieHUE UTOTOB 3aHATHSL.

[lepBas yactb — 00CYX/I€HHE TEOPETUUECKUX BOIPOCOB - MIPOBOJIUTCS B BHUJIE
dbpoHTanpHON Oecelbl CO BCeW TPYMNION M BKIOYAET BBIOOPOYHYIO MPOBEPKY
npenoaaBaTeneM TEOPETUYECKUX 3HAHUU 00yJaronXxcs. [Ipumepnas
MPOJIOJKUTEIBLHOCTD — 0 15 MuHyT. BTOpas yacTh — BBICTyIUIEHHE O0YYArOIINXCS C
JIOKJIaJJaMH, KOTOPBIE JTIOJHKHBI COMMPOBOXKAATHCSA MPE3EHTAUUAMU C LIEJIbI0 YCUICHUS
HarJIsiAHOCTH BOCHPHSATHSA, O OAHOMY U3 BOIPOCOB MPAKTUYECKOTO 3aHSATHS.
OOs3aTenbHBI 3JEMEHT JOKJIaga — IMPEACTABICHHE W AHAIW3 CTaTUCTHYECKUX
JAHHBIX, 00OCHOBAHHME COLIMAJIBHBIX MOCIIEICTBUNA JIFOOOr0 3KOHOMHYECKOro (hakTa,
sBIIEHUST Wi Tporecca. [Ipumepnas npopomkutenpHocTh — 20-25 munyT. Ilocne
JOKJIA/I0B CIEAYEeT UX 00CyKJIeHUEe — AUCKycCcHusl. B Xo/ie 3Toro sramna npakTH4ecKoro
3aHSATUS MOTYT OBITh 3aJlaHbl YTOUHSIOIIME BOMPOCHI K JOKiIaauukam. [IpumepHas
MPOAOJKUTENBHOCTE — 10 15-20 munHyT. Ecnmm mporpamMmoit mpeayCMOTPEHO
BBITIOJTHEHHWE TMPAKTUYECKOrOo 3aJaHusi B paMKaX KOHKPETHOM TEMbl, TO
MPENOAABaTENIIMU  OIPENEIACTCS €ro COJAEpKaHWE M JIaeTcsi BpeMs Ha €ro
BBHITIOJIHEHUE, a 3aTeM UJET OOCYKJIeHHE pe3ysbTaToB. Eciu nmpakTuueckoe 3aianue
JOJDKHO OBLI0 OBITH BHITIOJIHEHO JIOMa, TO Ha MPAKTUUYECKOM 3aHATUU MPEoaaBaTeNb
MpOBEpsSeT  €ro  BBIMOJHEHWE  (YyCTHO  WiIM  mucbMeHHO).  [IpumephHas
MPOIOJDKUTENbHOCT — 15-20 MmunyT. [logBeneHueM MTOrOB 3aKaHUMBAETCS
npakTuyeckoe 3ansatre. OOyqaronmmcs JOJIKHBI ObITh OOBSBICHBI OIEHKH 32 PaboTy
U JJaHbI UX YeTkue 000cHOBaHus. [[puMepHast Ipo0KUTENHHOCTh — S MUHYT.

Pabota ¢ nuTepaTypHbIMU UCTOYHHUKAMU.

B mporecce MOArOTOBKM K TMPAKTUYECKUM 3aHATUAM, OOYyYarOIIUMCS
HEOOX0AMMO 00paTuTh 0co00€ BHHMAaHHME HAa CAMOCTOSITENBHOE HM3yYEHHE
PEKOMEHJOBAaHHON y4eOHO-METOIMUYECKON (a TakkKe HaydHOM U TOMYJISIPHOMN)
autepatypbl. CamocrtosTenbHass paboTra ¢ ydyeOHHMKaMU, Y4YE€OHBIMH IOCOOUSIMH,
HAay4YHOW, CIIPABOYHOM M MOMYJISIPHOM JIMTEPATypPOH, MaTepUAIAMU MEPUOIUIECKUX
m3nannii u VIHTEpHETa, CTaTUCTUYECKUMH JAHHBIMH SIBISIETCS  HauOoliee
5G()EKTUBHBIM  METOJOM  TOJY4YeHUs  3HAHWUW, TO3BOJSIET  3HAYUTEIHHO
aKTUBHU3WPOBATH MPOIIECC OBJIaACHUS MH(POpMaIuel, crmocoocTByeT Ooiee riy0oKoMy
YCBOCHUIO M3y4aeMOTo maTepuaina, GopMUPYET Y OOyHArOIINXCS CBOE OTHOIIECHUE K
KOHKpETHON mpoOieme. bornee TiyOOKOMY pacKpBITHIO BOIIPOCOB CIIOCOOCTBYET
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3HaKOMCTBO C JOTIOJIHUTEIBHON JMUTEPATYpPOid, PEKOMEHIOBAHHOW MpernoiaBaTesem,
YTO TMO3BOJISIET OOYYAIONMUMCSl TPOSBUTH CBOK HWHIAMBUAYATHHOCTH B paMKax
BBICTYIUICHUSI Ha 3aHATUSAX, BBIABHTH MIMPOKUAN CHEKTP MHEHHUN MO H3ydaeMou
npobiieme.

8. Y4eOHas quTepaTypa U pecypchl HH(POPMALMOHHO-
TeJIeKOMMYHHKAIMOHHOI ceT UHTepHeT

8.1. OcHoBHas UTEpaTypa

1.bacakoB, M. W. JlokyMeHTalMOHHOE oOecHeleHue ypaBieHus (C
OCHOBaMH apXuBOBeJieHHs) : yueOHoe mocobue / M. WM. bacakoB. — Mocksa :
KunoPyc, 2025.-376 c.— ISBN 978-5-406-12345-6. — TekcT : 31ekTpoHHbIH // JlaHb
: 3NIEKTPOHHO-OnOIMoTeunas cucrema. — URL: https://e.lanbook.com/book/506512

2 Kysnenona, T. B. Oduc-menemxment : yueOHuk s By3oB / T. B.
Ky3snenona, JI. B. Cankuna. — Mocksa : KOHUTU-JIAHA, 2024. — 415 c. — (Cepus
«Menemxment»). — ISBN 978-5-238-03456-7. — Tekct : snexrponHsiit // Jlanb :
3JIEKTPOHHO-OnOmoTeuHas cuctema. — URL: https://e.lanbook.com/book/380215

3.0pranuzanust pabotel oduca W ymnpaBleHHE MEPCOHAIOM : ydeOHOe
nocodwue / O. I1. CmuproBa, U. B. [lerposa, A. H. Bacunbes [u ap.] ; moa oO1. pe.
O. IT. CmupnoBo#. — OMmck : OMI'TY, 2024. — 178 c. — ISBN 978-5-8149-3812-1. —
Texkcr : oanekTpoHHbld // Jlamb : SJIEKTPOHHO-OMONMOTEYHAas CcHUCTEMA. —
URL.: https://e.lanbook.com/book/504268

8.2. JlomoytHUTEbHAS JTUTEPATYPA

1.AugpeeBa, B. W. Jlenonpou3BoJACTBO B OpraHM3alMu: OpraHu3auus u
yIpaBiieHHe : npaktudeckoe nmocoodue / B. M. AunpeeBa. — 15-e uzn., nepepab. u
nom. — Mocksa : UHDPA-M, 2025. — 528 c¢. — (CnpaBounsie uznanus). — ISBN 978-
5-16-012456-7.

2.Poroxwun, M. 1O. JlokyMmeHTallMOHHOE 00ECIICUCHHUE YITpaBIeHUS : Y4eOHUK
/ M. YO. Poroxwun. — Mocksa : [IpocniexT, 2024. — 384 ¢. — ISBN 978-5-392-39876-
4,

3.IllanomxukoBa, H. A. DproHoMuka o(pHCHOTO MPOCTPAaHCTBA : y4eOHOE
nocobue / H. A. Illanomuukosa, E. B. KpeuioBa. — ExatepunOypr : U3a-so Ypain.
yH-Ta, 2023. — 156 c¢. — ISBN 978-5-7996-3678-9.

4. Tumodee, M. B. MHuHdpopmauuonnas Oe3omacHoCTb B oduce
npaktudeckue pekomenaaruu / M. B. Tumodees. — Cankt-IlerepOypr : Ilutep,
2024. — 224 ¢. — ISBN 978-5-4461-1987-6.

8.3. HopMatuBHBIE TPaBOBBIC TOKYMEHTHI U MHAS MIpaBOBas WH(opMaIs

1. TpynoBoii konekc Poccuiickoit ®@enepauun : DenepanbHblil 3aKOH OT
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https://e.lanbook.com/book/506512
https://e.lanbook.com/book/380215
https://e.lanbook.com/book/504268

30.12.2001 Ne 197-®3 (pen. ot 06.04.2026). — JlocTyn u3 cHOpaB.-IIpaBOBOM
cuctembl «Koncynbrantlnrocy.

8.4. InTepHeT-pecypcChl

https://e.lanbook.com/
http://www.biblioclub.ru
http://pravo.gov.ru
http://www.consultant.ru
http://www.garant.ru/
http://www.sekretarskoe-delo.ru

5. MarepunainbHO-TeXHHYeCKas 0a3a, HH(POPMALMOHHbIE TEXHOJIOTHH,
nporpamMMHoe odecriedenne 1 HHPOPMANMOHHBbIE CIPABOYHbIE CHCTEMbI

TpeboBanus k ayAUTOpUU:

- JIekumoHHbIe

- CeMHHapcKue

- [ToMemenus 11t caMOCTOSATENBHOM padOThI

TpeboBanus k 0600y I0BaHUIO:

- Jlocka

- IPOEKTOP

- TIK (cTanumoHapHbIil) WM HOYTOYK: OINEpAlMOHHAs CUCTEMA: HE HUXKE
Windows 7 (unu aHanoru4Hast no (yHKIHSIM)

TpebGoBaHUs K IPOrpaMMHOMY 00€CIICUCHUIO:
- makeT Microsoft Office
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