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Jluer corsacoBanui

Pabouas mporpamma nucuuiinHbl «HOCTpaHHBIN SI3BIK» MO HAMPABICHUIO MOATOTOBKH
38.03.04 TocynmapcTBeHHOE U MYHUIMIIAJILHOE YIpaBlEHHE, HANPABICHHOCTh (IPOQHIIb):
l'ocynapcTBeHHOE M MYHHIMIIAIBHOE YIpaBlieHHE, pa3paborana Ha ocHoBanuu denepaabHOroO
rOCYJapCTBEHHOTO 00pa30BaTEeNbHOTO CTaHAapTa BBICHIETO OOpa30BaHUS IO HAIPABJICHUIO
noaroroBku  38.03.04 T'ocymapCTBEHHO€ W MYHMIMIIAIBHOE YIOPaBICHHUE, YTBEPKIACHHOIO
IpuKazoM MuHucTEpCcTBa HAyKH U BbIcuiero oopazoBanusi Poccuiickoit denepannn ot 13 aBrycra
2020 Ne 1016, Ilpodeccumonanbroro cranmapra «Crnenuanuct B chepe yrnpaBieHUS MPOEKTaAMH
roCy/1lapCTBEHHO-YaCTHOTO MAapTHEPCTBa», YTBEP)KIEHHOI'O INpuKa3oM MuHucTepcTBa Tpylna u
conurabHOU 3ammThl Poccuiickoit ®denepanun ot 20 umrons 2020 r. Ne 431H (3aperucTpupoBaH
MunucrepctBoM toctuuiuu Poccuiickoir @enepanuu 17 aBrycra 2020 r. perucTpanvOHHbIN
No 59295); CrnpaBounnka KBadu(UKAIIMOHHBIX TPEOOBAHMI K CHEIUAIBHOCTSIM, HAIPaBICHHUSIM
IIOATOTOBKM, 3HAHUSAM M YMEHHUSAM, KOTOpblE HEOOXOOMMBI JJIsi 3aMEIIEHUs JOJKHOCTEH
rOCy/IapCTBEHHOM TIpakJaHCKOM CiyxkObl ¢ ydyeTroM ob0nactd U Buia MpodeccuoHaNbHOM
CITy’K€OHOM 1eATeIbHOCTH TOCYAAPCTBEHHBIX I'PaKIAHCKUX CiyXammx (yTB. Muntpyznom Poccun),
COrJacoBaHa U PEKOMEHI0BAaHA K YTBEPKICHUIO:

JlekaH DKOHOMHUYECKOro (akyiabTera AM. CnuHKOB
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1. AHHOTAIUSA K TUCHUILJINHE

Pabouas mporpamma nucrumiuHbl «MHOCTpaHHBIA SI3BIK» COCTaBJI€HA B COOTBETCTBUU C
tpeboBanusiMu  PI'OC BO mno HampaBiaenuto mnoaroroBku 38.03.04 T'ocymapcTBeHHOE U
MYHMIMIIAJIBHOE yIIpaBieHHe (ypoBEeHb OakajaBpHara), yTBEPKIACHHOIO Ipuka3oM MuHucTepcTBa
HayKu W Bbiciiero oopaszoBanus Poccutickoit @enepanmu ot 13.08.2020 1. Ne 1016.

Pabouas mporpamma colepXuUT oOs3aTenbHble I W3Y4YEHHUsS TEMbl 110 JAMCLUIIIMHE
«MHOCTpaHHbI  sA3bIK».  JlUcUMIUIMHA  HOCUT  KOMMYHHMKAaTMBHO  HAIlpaBICHHBIM U
po¢eCCHOHATLHO-OPUEHTUPOBAHHBIN XapaKkTep, a €ro 3ajlauyd OIpPEIeNIOTCs MOTPEOHOCTAMU
CHEIHATMCTOB COOTBETCTBYIOIIETO MPOQHIIS B UHOS3BIYHON MPOPeCcCUOHATBHON AEITEIbHOCTH.

MecTo0 AMCUMIUIMHBI B CTPYKTYpe OCHOBHOH TmpodeccHOHAIbHONH 00pa3oBaTebLHOIM
NPOrpamMMbl

Hacrosimas nucuuiuimHa BKITIOYEeHa B 00s3arenbHyto 4acTh binokal Jucrumiuasl (Momgymnn)
y4eOHBIX IUIaHOB HampaBieHus mnoarotoBku 38.03.04 T'ocymapcTBeHHOE W MYHHUIIMITAIIBHOE
yIpaBJIeHUE, YPOBEHb OaKaiaBpHara.

Jucnurnnuna u3ydaercs Ha 1 kypce, B 1 U 2 cemectpax, Ha 2 Kypce B 3 cemecTpe s
OYHOM, OYHO-3a0YHON M 3a04HON (opM 00yueHus. PopMbl KOHTPOJIA: 3a4eT — B 1 u 2 cemecTpax,
9K3aMEeH — B 3 ceMecTpe.

Lesab ocBoeHus TUCHMIIMHBI «IHOCTpaHHBIN S3BIK» — (POPMUPOBAHUE S3BIKOBOW KOMIIETECHIIMU
y oOyuaromuxcst Juisi oOecrieyeHMsl YpOBHsSI 3HAHUN M yMEHHH, NO3BOJSIOIIMX I0JIb30BaThCA
MHOCTPAHHBIM SI3BIKOM B PA3JIMYHBIX OONACTAX MPO(ECCHOHATBLHOW AEATEIBHOCTH, HAYYHOW W
IIPAaKTUYeCKON paboTe, B OOLIEHUM C 3apyOeXHBIMH MapTHEpPAMH, A CaMO0Opa3oBaTEIbHBIX U
JIPYIUX LIEJIEH.

OcHoBHbIE 32241 AUCHHUIIIHHBI

1. AxTyanuzanus TEOPETUICCKHX OCHOB y4eOHOU JMCIUTIINHBIL.

2. ®opMupOBaHHWE YCTOWYMBBIX YMEHHH MPOJYKTHMBHOIO TIUIaHa (TOBOpPEHHE, TMHCHMO) U
pELENITUBHOTO IUTaHA (YTCHHE, AayAWpPOBaHUE) [UIA OCYIIECTBICHUS TNPO(ECCHOHATBHOMI
KOMMYHHKAIUH.

3. OOy4eHHe CO3HATEIHLHOMY OTOOPY S3BIKOBBIX CPEICTB JUIS BBIPAKECHHUS CBOUX MBICICH B
Pa3IMYHBIX CUTYAIUSAX PEYEBOr0 OOIIEHHUS B paMKaX U3yU4E€HHBIX TPO(ECCHOHATBHBIX TEM.

4. ®opMupoBaHHe JIEKCHKO-TPAaMMaTHIECKHUX YMEHUH nepesosia uHpOpMaIuu
mpoeccHOHABHOTO XapakTepa ¢ WHOCTPAHHOTO SI3bIKAa Ha PYCCKUH M C PYCCKOTO SI3bIKa Ha
MHOCTPAaHHBIN.

5. CoBeplileHCTBOBAaHHE ITUYHOCTHBIX KadecTB OOYYArOMIMXCS, CBSA3aHHBIX C (OpPMHUpPOBAHUEM
HaBBIKOB CaMOOOpa30BaHMs, PACHIMPEHUE CTPAHOBEIYECKOTO M OOMIEKYJIBTYPHOTO KPYyro3opa,
pOCTOM IpodecCuOHATbHON KOMIIETEHIIUH.

KomMmnerennun Oﬁy‘lalOHIeFOCﬂ, (])opMupyeMble B pe3yJjibTaTe 0OCBOCHUA NTUCHUIIJIHHDBI:

YK-4.1 — BeiOupaeT KOMMYHUKAaTUBHO IIPUEMIIEMbIE CTUJIb U CPEACTBA B3aUMOJCHCTBUS B
OOIIEHWN Ha TOCYAApCTBEHHOM si3bike P® W WHOCTpaHHOM(-BIX) SI3BIKaX, B TOM YHCJIE C
HCIOJIb30BAaHUEM CPEJICTB MH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TexHoJorui (MKT).

YK-4.2 — Benet e70BYI0 IEpENICKY Ha rOCy1apcTBEHHOM si3bIke PD 1 nHOCTpaHHOM(-BIX)
A3BIKAX.

YK-4.4 — CnocobeH OoCylecTBISTh AETOBYI0 KOMMYHHMKAIMIO B YCTHOM M MHCbMEHHOMN
¢dopmax Ha rocygapcTBEHHOM si3bike Poccuiickoit @enepanuu 1 ”HOCTPaHHOM(BIX).

2. IlepeyeHb NJIAHUPYEMBIX Pe3yJbTATOB O0y4YeHHsl, COOTHECEHHbIX C IUIAHUPYEMbIMH
pe3yJIbTaTaMH OCBOCHHMS OCHOBHOMH NpogecCHOHATBHON 00pa30BaTe/bHON MPOrpaMMbl



[lporiecc wM3y4YeHWsT IUCHMIUIMHBI HAmNpaBieH Ha (OPMHPOBAHWE KOMIIETCHITUH,
npenycmorpeHHbix @I'OC BO no nHanpasnenuto noarotoBku 38.03.04 I'ocynapcTBeHHOE H
MYHUIIMIIAJIbHOE ~ ympaBjieHue  (ypoBeHb  OakamaBpmara) Ha  ocHoBe  CrnpaBOYHHKA
KBAJTM(HUKAIMOHHBIX TPeOOBaHUN K CIELUAIBHOCTSAM, HANpaBJICHUSM MOJATOTOBKH, 3HAHUAM U
YMEHHUSM, KOTOPbIE HEOOXOAWUMBI JUIS 3aMEIICHHS JOJDKHOCTEH TOCyNapCTBEHHOW TIpa)KIaHCKOW
cIykObl ¢ ydeToM oOnacth W BuAa NPO(ECCHOHATBLHOW  CIYKEOHOU NeATeThbHOCTH
TOCYJapCTBEHHBIX TpakJaHCKux ciyxamux (yrB. Muntpymom Poccum), IlpodeccronansHoro
crangapta 08.041 «Crnemmanuct B cdepe ympaBieHHS MNPOEKTAaMH TOCYIapCTBEHHO-4aCTHOTO

MAapTHEPCTBA», YTBEPKACHHBIM TpUKa3oM MMUHUCTEpPCTBA Tpyda M COLMAIBHOM  3allUThI
Poccuiickoit ®eneparuu ot 20.07.2020 1. Ne 4311.
Kon Pesynbratel ocBoenus OOII Kon 1 naumenosanue Dopmbl
KOMIIETEHIINH | (CoAepiKaHue KOMITETCHIINH ) WHAMKATOpa JocTmkeHus YK 00pa3oBaTenbHOM
JIeSATEIIbHOCTH,
CIOCOOCTBYIOIIIHE
(hopMUPOBaHUIO U
Pa3BUTHIO KOMIIETCHIIUU
YK-4 Crocoben  ocymectBisaTh | YK-4.1. Brioupaer | KorraktHas paboTa:
JENOBYI0 KOMMYHHKAIIMIO B | KOMMYHHKATHBHO TpHemiieMble | JIekmmm.
YCTHOM ¥ IIMCBMEHHOW | CTHIIb u cpencrea | [IpakTudeckue 3aHATHS.
hopmax Ha | B3auMoJIeHcTBHsI B oOmeHnn Ha | CaMOCTOSTeIbHAS
TOCyIapCTBEHHOM  S3bIKE | TOCYAapCTBEHHOM si3bike P®D wu | pabora
Poccuiickoit ®exepanuu ¥ | MHOCTpAaHHOM(-bIX) S3bIKaX, B
WHOCTPAaHHOM(BIX ) TOM YHCJIE C HCIONb30BAHUEM
SI3BIKE(aX) CPEeICTB MH(POPMAIFIOHHO-
KOMMYHHKAIIMOHHBIX
texHonorui (MKT).
YK-4.2. Bener JIEIIOBYTO

MEPENUCKy Ha roCydapCTBEHHOM
s3pike PO 1 mHOCTpaHHOM(-BIX)

SI3BIKAX.

YK-4.4. CriocobeH
OCYILECTBIIATh JIEJIOBYIO
KOMMYHUKAIIUKO B YCTHOM U
MACBEMEHHON dopmax Ha
roCy1apCTBEHHOM SI3BIKE
Poccuiickoii ~ ®epepaunu U

WHOCTpaHHOM(BIX) s3bIKe(ax)

3. O0beM AUCHMILUIMHBI B 32a4Ye€THBIX €IHHUIAX € YKA3aHHEM KOJINYEeCTBA aKaJAeMHYECKHX
4acoB, BbIIEJEHHbIX HA KOHTAKTHYI0 padoTy o0yuyalommxcsi ¢ nmpenojgasartesieM (1o BHIAM
3aHATHH) U HA CAMOCTOSITEIbHYIO PA00Ty 00y4arommxcst

O6ma;1 TPYAOCMKOCTH JUCHHUIIIMHBI COCTABJIACT 9 3aueTHBIX CAWMHUNIBI.

3.1 O0béM QuCHUNIMHBI 10 BUIAM Y4eOHBIX 3aHATHH (B yacax)

Bcero yacos
ouHas (opma OYHO-320YHasi | 3a04Has popma
O0BEéM TUCHUIITIHHBI 00y4eHus popma 00y4eHus
o0OydeHus
OO0mast Tpy10eMKOCTb AUCLUIIIITHHBI 324




KonrtakTHas pabora 00yJaronumxcsi ¢ 198 68 30

nperno/aBareneM (BCero)

AynuropHas pabora (Bcero): 128 68

B TOM YHCJIE:

Jlexunu

CEMHHAPBI, TPAKTHUECKHE 3aHATHS 126 66 28

nmabopaTopHbIe padOTHI - - -

Koncynpranus 2 2 2

Bueayaurophnas pabora (Bcero): 160 220 277

B TOM YHCIIE:

CamocTosiTenbHas pabota o0yuaronuxcs (BCero) 160 220 277

KouTposns 36 36 17
3ager — 1, 2 3ager — 1, 2 3aver — 1, 2

Bun MIPOMEKYTOUHOM aTTeCTalluu | CeMecTp; CEeMecTp; ceMecTp;

o0ydaromerocs 9K3aMeH — 3 JK3aMeH — 3 9K3aMeH — 3
cemecTp ceMecTp ceMecTp

4. Conep:xkaHue IUCHUILUIMHBI, CTPYKTYPHPOBaHHOEe MO TeMaM (pa3jejaM) C yKa3aHHeM
OTBeIECHHOI0 HA HUX KOJIMYeCTBA aKA/IeMUYEeCKUX YACOB U BUAOB YUeOHbIX 3aHATHIH

4.1 Paznennbl JMCUUILIMHBI U TPY10€MKOCTD 110 BUIaM Y4eOHbIX 3aHATHI
(B akaJileMHUYECKHX YaCaX)

AJis1 04HO# (popMBbI 00yUeHH s

Neni/m Pa3nenanl 1 TeMBI Buabl yueOHo# padoThl, BKIKOYAs Buja oneHo4yHoro
JUCHHMNJIMHBI CaMOCTOSITEIbHYI0 Pa00Ty CTYJIEHTOB U cpeacTBa
TPYA0EMKOCTb (B Yacax) TeKyLlero
Bcero N3 Hux KOHTPOJIs
ayJIUTOPHbIE yCIeBaeMoCTH,
3aHATHS NMPOMEKYTOYHOM
aTTecTaluu
@ (no cemecmpam)
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Pasnen 1. Education policy in Russia and abroad
1 Higher education in 1 10 5 5 Ormpoc, goknan ¢
Russia npe3eHTanuei
My university: entrance
2 requirements, faculty 1 10 5 5 Ompoc, moKiaan ¢
members, leisure time npe3eHTanuei
activities
3 System of education in Ompoc, mToKIan ¢
. 1 10 5 5 0
Great Britain and the HpEe3CHTAIINCH.




USA Jlexcuueckuii
JUKTAHT
Paznen 2 How management developed
What is management? OmPoc. TOKIAL ¢
4 The history of 1 10 5 5 poc, o
Mpe3CHTANNEN
management
5 Modern management 1 10 5 5 Ompoc, 1oknaj ¢
theories Ipe3eHTanmeit
Globalization and ITepesos TexcTa
6 Competition Trends in 1 10 5 5 TexenecKkuii
Human Resource
JUKTAHT
Management
7 Management features in 1 12 6 6 I'pynmoBas
different countries nmuckyccus. Tect
3auer 1 + CobecenoBanue 1Mo
BOITPOCAaM K 3a4CTy
BCEI'O, 1 cemectp: 72 - - 36 | 36 3auer
Pazgen 3. Business correspondence
Business letters: types of Omboc. TOKIAL ¢
8 | letters. Peculiarities of 2 16 5 11 boe, AoKIal
. IMPpE3CHTAlCH
business correspondence
Ormpoc, noxian ¢
. MpE3EHTALUEH.
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My university: entrance
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Pasgen 1. Education policy in Russia and abroad
1 Higher education in 1 3 1 7 Ormpoc, poknan ¢
Russia npe3eHTalneH
My university: entrance
2 requirements, faculty 1 10 1 9 Omnpoc, A0k ¢
members, leisure time npe3eHTaIneH
activities
.. Ompoc, goKiIaz ¢
System of education in . pewia Heg
3 Great Britain and the 1 10 1 9 P Her.
Jlekcnueckuit
USA
JTIUKTaHT
Pasgen 2 How management developed

What is management?

4 | The history of 1| 10 1 |9 Onpoc, rotuaf ¢
IIpEe3CHTAllCH
management
5 Modern management Ormpoc, JoKnaz ¢
- 1 10 1 9 M
theories npe3eHTaluei
Globalization and Tepesojt TexcTa
6 Competition Trends in 1 10 1 9 TTexenaecKuil
Human Resource
JUKTAHT
Management
7 Management features in I'pynmoBas
. ) 1 10 2 8
different countries nmuckycens. Tect
3auer 1 4 4 CobecenoBanue 1o
BOIIpOCaM K 3a4€Ty
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Pasnen 3. Business correspondence
8 Business letters: types of 5 15 1 14 Ormpoc, goknan ¢

letters. Peculiarities of

Mpe3eHTalnen
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business correspondence

Ormpoc, nokmnan ¢

. Mpe3eHTalueH.
9 Telephonlng. CVs and 2 14 1 13 [lepeBon Tekcra.
interviews =
Jlexcuueckuii
JUKTAHT.
Paznmen 4. Management styles
Four main roles of a Onpoc, JOKIaNt ©
manager. The functions HPEICHTAIMCH.
10 of managers at different 2 15 2 13 Hepesox Tekcra.
I'pynnosas
levels of management
JHUCKYCCHUS
The types of business Omnpoc, ToKIaza ¢
11 | communications inside 2 15 1 14 npe3eHTanuei.
the organization IlepeBon TekcTa
Ormpoc, moKIan ¢
Time management: time npe3eHTanuei.
12 | management skills, tips 2 15 1 14 IlepeBos TekcTa.
for effective use of time Jlexcudeckuit
JOUKTAHT
A modern manager:
personal characteristics, Omnpoc, A0k ¢
skills and abilities Mpe3eHTaIHeH.
13 | required for effective 2 15 1 14 [epeBon Tekcra.
management. I'pynnoas
The portrait of a Russian JICKYCCHSL.
manager
Team building: the Onpoc. [Tepeox
14 different roles of team 9 15 1 14 TeKcTa.
members, team Jlexcnueckuit
performance JUKTaHT. TecT.
3auer 5 4 4 CobecenoBanue 1o
BOIIPOCAM K 3a4€eTy
BCEI'O, 2 cemecTp: 108 — — 12 96
Paznen 5. The Effectiveness of Recruiting
Personnel management: [epeBon Tekcra.
15 | Employee Selection. Job | 3 19 2 17 Onpoc, 10Kz ¢
description Hpe3eHTaIneH
. IlepeBon Tekcra.
16 Staf.f tra_lnmg. Employee 3 19 2 17 Jlexcuueckuit
motivation
JUKTAHT
Planning as one of the OlPoc. HOKNAL ¢
major responsibilities of pos, A o
management. The types HPEICHTAIMCH.
17 of plans ' 3 20 2 18 [TepeBox Tekcra.
Recommendations for rﬁzgné’:;:
effective planning JHCEY
Paszen 6. Discriminatory Employment Practices
18 Employee Safety and _ 3 18 1 17 Omnpoc, JloKIaj ¢
Health. Insurance Benefits npe3eHTaluel
Problem solving:
individual and group
roblem solving IIepeBon Tekcra.
19 | Prode 3 19 2 17 I'pynnosas
techniques, stages of
JAUCKYCCUMA

consideration and
resolution of the problem
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Paznen 7. The company’s competitiveness

International
management: managing
20 | large English Russian 3 18 1 17
and international
companies

Ompoc, nokmnan ¢
Mpe3eHTauuen

Approaches to
managing the company
in a changing external

21 | environment. The ways 3 20 2 18 Tepesox rekcra.

to improve the Tecr
company's
competitiveness
KoncyabTamus 3 2 2
OTBeTH Ha
JK3aMeH 3 9 9 BOTIPOCHI OMjIeTa K
9K3aMEHY
BCEI'O, 3 cemectp: 144 23 | 121
HUTOI'O 324 47 | 277

4.2 ConepxaHue JMCUMILIHMHBI, CTPYKTYPHPOBaHHOE 110 pa3aejiaM

Paznen 1. Education policy in Russia and abroad.
Tema 1. Higher education in Russia

Word-building (prefixes, suffixes, conversion). Word-building (prefixes, suffixes,
conversion). The simple sentence. Statements, questions, imperatives, exclamations.

IlepeBox cioB W ciioBocoueTaHuii (MHOTO3HAYHBIC CJIOBAa W OMOHHMBI, CHHOHHMBI H
AHTOHUMBI, (1)pa3€OJ'IOFI/13MI>I; 3aMMCTBOBAHUI UM HEOJOTHU3MBbI, JIOXKHBIC APY3bid nepeBoz[qHKa;
YCTOWYMBBIC CIIOBOCOYETAHMS) C YIETOM KYJIBTYPHBIX U SI3BIKOBBIX PEaITHil.

Tema 2. My university: entrance requirements, faculty members, leisure time activities.

The verb phrase. Verb tenses and aspects. Be, have, do. The active voice.

HepeBozL MMPpOCTOro MPEAJIOKCHUS C TBEPABIM IMOPAIKOM CIIOB, (I)OpMaJ'IBHOFO nmoaJjiekauiero
«it» N HCOIIPCACICHHO-JIMYHOI'O MECTOMMCHHUS U CII0BA-3aMCCTUTCIIA «one» Ha pyCCKI/Iﬁ SA3BIK.

HepeBoz[ riaaroima. OcoOeHHOCTH NnepeBoJia pPYCCKUX TJIaroJioB B H3BABHUTCIBHOM
HAKJIOHCHUU.

Tema 3. System of education in Great Britain and the USA
The simple tense forms. Simple Present. Simple Past. Simple Future.
Pasznen 2. How management developed.
Tema 4. What is management? The history of management.

Singular or plural, countable and uncountable nouns. Much-many, little-few, a little- a few.
Possessive case. Indefinite pronouns.

IlepeBon yacrel peun.

[lepeBon MMeHM CylIeCTBUTENBHOrO: 0e3 ydera cdepbl MPUMEHEHHUS; C y4eTOM cdepbl
NPUMEHEHHUsT TPaMMAaTHYeCKUX KaTeropuil (maaex, poj, YMCIO), CPelCTBA, KOMIIEHCHUPYIOIINE
OTCYTCTBHE (WJIM OIrpaHMYEHHOE HalM4yHhe IpH IepeBojae) TOW WIM HMHOM TpamMMaTH4ecKoil
KaTeropuu.

[IepeBoa MMEHN YUCIUTEIBLHOTO U IEPEBOT MECTOMMEHHH.

Tema 5. Modern management theories.
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The Article (the indefinite/definite), The use of articles with Common Nouns. The Zero-
article. IlepeBox apTHKJIA Kak OMNpEAETHUTENS CYIIECTBUTEIBHOTO; YCTOWYMBBIC COUYETAHUS C
HEOIpPEJICTICHHBIM apTUKIIEM; YCTOMYMBBIE COUYETAHHS C OMNMPEACICHHBIM apTUKJIEM; YCTONYUBBIC
COYETaHUs C HYJIEBBIM apTHKIIEM; CIIOKHBIE CITy4ad YIOTPEOICHHUS apTUKIIS.

Tema 6. Globalization and Competition Trends in Human Resource Management.

Adjectives and adverbs. Degrees of comparison. Prepositions. Phrasal verbs and patterns
with prepositions. IlepeBoa WMeHU TMPHIATATEIBHOTO: CTCIEHH CPAaBHEHHS IPUIAraTe/IbHbIX;
O0COOCHHOCTH MEPEBOJIA CIIOKHBIX MPUITAraTeNIbHBIX.

IlepeBon Hapeuumsi. TpyaHOCTH TMepeBOJa PYCCKUX HApEeUUil Ha aHIVIMHUCKUN A3BIK,
00pa3yrIINUX CTETICHN CPABHEHUS ITYTEM 3aMEHBI KOPHS CJIOBA.

Tema 7. Management features in different countries.

The Continuous Tense forms: Present Continuous, Past Continuous, Future Continuous.
Ways of expressing a future action.

Pa3znen 3. Business correspondence.
Tema 8. Business letters: types of letters. Peculiarities of business correspondence.

Reported speech. Reported statements, questions, commands.

[MepeBox mpemioxkenuit co cTpykrypoit «Sequence of Tenses» Ha pyCCKHid A3bIK.

HepeBozl HpHMOfI U KOCBEHHOM peuu (HOBGCTBOBaTeJIBHBIe MMPpCIJIOKCHHA, BOIIPOCUTCIILHBLIC
MMpCaAJIOXKCHUA, CIICIINaJIbHBIC BOIIPOCHI, PasACINTCIbHBIC BOIIPOCHI, IIOBCJIINTCIIbHBIC
MIPEAJIOKCHUS ).

Tema 9. Telephoning. CVs and interviews.
The Perfect Tense forms: Present Perfect, Past Perfect, Future Perfect.
Pa3znen 4. Management styles.
Tema 10. Business letters: types of letters. Peculiarities of business correspondence.

Four main roles of a manager. The functions of managers at different levels of management.
The Perfect Continuous Tense forms: Present Perfect Continuous, Past Perfect Continuous,
Future Perfect Continuous.

Tema 11. The types of business communications inside the organization.
Tense forms in the Passive Voice. [lepeBo macCUBHBIX KOHCTPYKIIHIA HA PYCCKUH SI3BIK.
Tema 12. Time management: time management skills, tips for effective use of time.

Modals. May and can for permission in the present or future. May, might, can/could for
possibility. Could or was/were allowed to — for permission in the past. Requests. Can and be able to
for ability. Ought, should, must, have to, need for obligation.

Tema 13. A modern manager: personal characteristics, skills and abilities required for
effective management. The portrait of a Russian manager.

Must, have to, cannot, will, should for deduction and assumption.

[Iepenavya MOJaNBHOCTH MO-aHTJIMMCKU B YCTHOW U MUCbMEHHOM peyH.

BLIpa)KCHI/IC MOOAaJIBHOCTHU HWHTOHAIIMOHHBIMHU, JCKCUYCCKHUMU, T'paMMaTHYCCKUMU
CpENCTBAMMU sI3bIKA.

Tema 14. Team building: the different roles of team members, team performance.
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The wuse of Subjunctive Mood. TlepeBom cocrmararelbHOTO  HAKJIOHCHHS B
CJIOKHONMOAYMHCHHBIX TMPCIJIOKCHUAX C MNPUAATOYHBIMU YCJIIOBHBIMU Ha pYCCKI/Iﬁ SA3BIK.

Conditionals (Types 0, 1, 2, 3). Making a wish.
Paznen 5. The Effectiveness of Recruiting
Tema 15. Personnel management: Employee Selection. Job description.

The Verbals: Forms, Tense/Voice distinctions. The use of the Gerund. IlepeBon
réepyaanaibHbIX KOHCprKI_[I/If/'I B KayeCTBE noajaexxauero, JOIIOJIHECHU A, OIIPECACIICHUA,
00CTOSITENTLCTBA HA PYCCKHIA S3BIK.

Tema 16. Staff training. Employee motivation.

The Infinitive: Forms, Tense/Voice distinctions. The functions of the Infinitive in the
sentence. Participle. Forms and functions of the participle in the sentence.

[lepeBon WHOUHUTHUBHBIX KOHCTPYKIMH B (DYHKIMAX TOMJIEKAIIETO, CKa3yeMoro,
JOIOJHCHHUS, OIPEACIICHHS, eI, HHOHHUTUBHBIX KoMIutekcoB: «Complex Subjecty, «Complex
Object», «For-Phrase» na pycckuii si3bik. [lepeBon mpuuacTHBIX OOOPOTOB Ha PYCCKUM SI3BIK.
CriocoOBbI 1epeBoia NpUYacTUs ¥ JSCPUYACTHS HA aHTJIMHCKUH SI3BIK.

Tema 17. Planning as one of the major responsibilities of management. The types of
plans. Recommendations for effective planning.

Planning as one of the major responsibilities of management. The types of plans.
Recommendations for effective planning. The Compound Sentence, clauses connected by means of
coordinating conjunctions: and, or, else, but and connective adverbs: otherwise, nevertheless, yet,
still, therefore.

Paznen 6. Discriminatory Employment Practices
Tema 18. Employee Safety and Health. Insurance Benefits.

Employee Safety and Health. Insurance Benefits. IlepeBox NpOCTBIX MNPEIIOKEHHH.
OcoOeHHOCTH TepeBO/ia HA AHTJIMICKUHN S3BIK MPOCTBIX MPEIIONKEHHUH C MPSIMBIM U OOpaTHBIM
MOPAAKOM CJIOB; C IPUYACTHBIMHA U AJCCIPUIACTHBIMUA 060pOTaMI/I.

Tema 19. Problem solving: individual and group problem solving techniques, stages of
consideration and resolution of the problem.

Problem solving: individual and group problem solving techniques, stages of consideration
and resolution of the problem. The Complex sentence: Subject Clauses, Predicative Clauses,
Attributive Clauses, Object Clauses, Adverbial Clauses, Relative Clauses.

Pa3nen 7. The company’s competitiveness

Tema 20. International management: managing large English Russian and international
companies.

International management: managing large English Russian and international companies.
[epeson crnoxxHomomurHEHHBIX mpetoskenuit: Subject Clause, Predicative Clause, Object Clause,
Attribute Clause, Adverbial Clauses of Time, Condition, Cause Ha pycckuii s3bik. [lepeBoa
MPEAJIOTOB, COIO30B, YACTHUI[ HA AHTIUUCKHUM s3bIK. OCOOCHHOCTH TIEPEeBOJIa COUYMHHUTEIBHBIX U
IIOAYNHUTCIIBbHBIX COIO30B Ha aHTJIUNCKUN A3BIK. HepeBoz[ CJIIOKHBIX Hpe,I[J'IO)KCHI/Iﬁ
(CJ'IO)KHOCO'—II/IH@HHI)IX " CIIOKHOIIOJYMHEHHBIX, CMEIIIaHHBIX TI/IHOB) Ha aHIVIMHACKUH S3BIK.

Tema 21. Approaches to managing the company in a changing external environment.
The ways to improve the company's competitiveness.

Approaches to managing the company in a changing external environment. The ways of
improving the company's competitiveness. The emphatic Do, Cleft sentences. Double negation: the
participle Not before a negative adjective/adverb. IlepeBox mnpemioxeHuid ¢ pacwiCHEHHON
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ctpykrypoir (Cleft Sentences) Ha pycckuil s3bIK. Pasnuuus B TyHKTyallud B aHTJIMUCKOM H
PYCCKOM sI3bIKaxX JUIsl MUCBMEHHOTO MEpeBoja: 3amsaTas (comma); Touka ¢ 3amsaTod (semi-colon);
nsoetoune (colon); Tupe (dash); neduc (hyphen). Ellipsis.

5. IlepeuyeHb Y4eOHO-METOAHYECKOr0 oO0ecmedyeHHs] [JIA CAMOCTOATEJbHOH PadoOTHI
o0yyaromuxcs Mo JUCHUIJIMHE

CamocrosTenbHas pabora 00y4aromMXcs NpU H3y4eHHU Kypca «HOCTpaHHBIN S3BIK»
npearnosiaraeT, B IEpPBYIO oOuepelb, paboOTy C OCHOBHOW W JOMOJHUTEJIBHOW JMTEpaTypoOu.
PesynpraTamMu 3T0# pabOTHI CTAHOBSTCS BBICTYIUICHHSI HA NMPAKTHYECKUX 3aHATHAX, y4acTHE B
00CYXICHUH.

MeTtoanka caMOCTOATENbHON paboThl MPEIBAPUTENBHO PA3bSICHICTCS MpPEnoaBaTeieM U B
MOCTIEYIOEM MOXET YTOUHATHCS C Y4eTOM HHAMBUAYAJIbHBIX OCOOEHHOCTEH OO0yJaromuxcs.
Bpems 1 MmecTo caMoCTOSTENbHON PabOThI BEIOMPAIOTCS 00YYAIOIIUMHECS [0 CBOEMY YCMOTPEHHUIO €
YUETOM PEKOMEHJIALNi MperoiaBaTes.

CamocrosTenbHyl0 paboTy HaJ AMCUUIUIMHOW CIIeAyeT HAuuHATh C M3y4eHHUs paboueit
IpOrpaMMbl JUCHUIUIMHBI «MHOCTpaHHBIM S3bIK», KOTOpas COAEP’KUT OCHOBHBbIE TpPeOOBaHUA K
3HAaHUSM, YMEHHUSM W HaBbIKaM 00y4aeMbix. OO0s3aTeNbHO CIIEAYET BCIIOMHUTH PEKOMEHIAINU
IpernojiaBaTesisi, JaHHblE B XOJ€ YCTAHOBOYHBIX 3aHATHH. 3aTeM — MPUCTYNaTh K H3yYEHHUIO
OTJENbHBIX PA3/IEJIOB U TEM B MOPSAJKE, IPETYCMOTPEHHOM POTrPaMMOH.

[TonyuyuB npencraBieHre 00 OCHOBHOM COJEP’KAaHUM Pa3jiena, TeMbl, HEOOXOAUMO U3YyUUTh
MaTepuaj ¢ MOMOIIbI0 yYeOHMKOB, YKa3aHHBIX B pazjene 7 pabouedl mporpaMMbl JUCHUIUIMHBIL.
IlesnecooOpa3HO COCTaBUTh KpPAaTKUM KOHCHEKT WM CXEMY, OTOOPaKaloLIyld CMBICI U CBS3U
OCHOBHBIX IOHSTHM JTaHHOTO pa3jieja M BKIIOYEHHBIX B HEro TeM. 3aTeM, KaK IMOKa3bIBAET OIIBIT,
[IOJIE3HO M3Y4YUTh BBIJCPKKUH W3 IEPBOMCTOUYHUKOB. PeKOMEHIyeTcsi COCTaBUTh WX KpaTKHH
KoHcneKkT. OO0s3arenbHO CleAyeT 3alKchbiBaTh BO3HUKILIKE BOIIPOCHI, HAa KOTOpBIE HE YJAIOCh
OTBETUTh CAMOCTOSATENIBHO.

CryneHTaM npeaiaraloTcs cieayromue GopMbl CaMOCTOSITEILHON paboTHI:

*  CaMOCTOsATENIbHAs JOMalIHss padoTa;

*  BHEAyAUTOPHOE YTEHUE;

*  camocTosTelbHas paboTa (MHAMBUAYaJIbHAS) C UCIIOJIb30BaHHEM IHTepHET-TeXHOIOTuil;

*  MHJIUBUJyaJbHas U rPyHIoBas TBOpUEcKas padboTa;

*  BBIMOJIHEHHE 3aJlaHUil 10 TPOUJEHHBIM TIpaMMAaTUYECKMM TeMaM C HCIOJIb30BaHUEM
CIIPaBOYHOM JIMTEPATYPHI;

*  NHUCBMEHHBIH MepeBo] nHPopMalKu MPo(ecCHOHATBHOTO XapaKkTepa ¢ aHIIMHCKOTO s3bIKa Ha
pyccKui

CoOcTBEHHO caMOCTOsITeNIbHAs paboTa CTYIEHTOB BBHINOJHSIETCS B yIOOHBIE Ui CTYJEHTa
yachl M TPEICTaBIAETCA IMpernojaBaTeNio JUlsl HpoBepku. JlaHHbIM (opmar npeaycmaTpuBaet
OO0JIBIITYIO0 CAMOCTOSITENIbHOCT CTY/I€HTOB, OOJIBIITYIO0 MHANBUIYAIN3ALUIO 3aJaHUH.

Jlis caMoCTOSITENbHOM pabOThl C TEKCTOM M MaTepualaMy IO KaXJ0i H3yyaeMol Teme
IPENoaratoTcs Cleayole NpUMepHbIe BUIbI 3a1aHUI:

1. O3HakOoMbTECh € MaTepuajJlaMd 10 TeMe (HalpuMmep, MarepuajJoM ydyeOHHKa WU
JOMOJTHUTEIBHBIM MaTE€PHUAIOM); BBIITUILUTE JIEKCUKY IO CIIEUATIBHOCTH (MJIH 110 TEME); COCTaBbTE
IUIaH CO/IEPIKAHMSL.

2. BeimonHuTe 3a7aHUS B IMpolLleCCe YTEHHUS PEKOMEHAYeMOro Marepuana WiId
MPOCITYIIMBAHUS YCTHOTO COOOIIEHHUS:

- OTBETHTE HA 3apaHEE ITOCTABJIECHHBIE BOIIPOCHI 110 COAEPIKAHUIO;

- HaliIuTe OTBETHI Ha MPOOJIEMHBIE BOIPOCHL;

- BbIOepUTe MPaBUWIIbHBIN OTBET U3 psiJia JaHHBIX;

- HCIIPaBbTE HEBEPHOE YTBEPKICHHE.

3. Ilpu paboTe Hag TeMOM BBIOJHUTE CIEAYIOUINE 3aJaHHs:

- MPOYTHUTE TEKCT C KOMMYHHKATUBHOM LEIBIO (7151 COOOIIEHMS, paccKas3a, JUCKYCCHH);
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- HaliiuTe B TeKCTe MH(OPMAIUIO MO YKa3aHHBIM BOIIPOCAM.

HaumenoBanue |Bomnpochl, BbIHECEHHbIE Dopmbl YuebHo- ®DopMa KOHTPOJIA
TeMbI HA CAMOCTOSITEJIbHOE | CAaMOCTOSITEJIbHOWH | MeToam4ecKoe
u3yueHue padoThI obecneyeHnmne
Higher education | IloBropenue Pab6ora B Jluteparypak | Ompoc, g0oKIaza ¢
in Russia rpammaruku: Word- oubmnoreke, Teme, paboTa ¢ | mpe3eHTanuen
building (prefixes, Britouast ObC ¢ WHTEPHET-
suffixes, conversion). 0a30BBIM HCTOYHHUKAMUA
The simple sentence. y4eOHUKOM U
Statements, questions, | cioBapem.
imperatives, BueaynutopHoe
exclamations. YTEHHUE U TIEPEBO.
IloaroroBka
JIOKJIaza ¢
Mpe3eHTalren
My university: [ToBTopeHue Pa6ora B Jlurepatypax | Ompoc, noknan ¢
entrance rpamMatukn: Verb oubauoreke, TeMe, paboTa ¢ | Mpe3eHTAIHECH.
requirements, tenses and aspects. srrodas JbC ¢ HHTEpHET-
faculty members, | Iloaroroska 0a30BBIM HCTOYHHUKAMU
leisure time COO6FH?HH’I 110 TEME. yUeOHUKOM U
activities. Receiving foreign CJIOBapeM.
visitors. [ToArOTOBKA
BueayauTopHoe uTeHue NOKITAZa ¢
1 HIEpCBOA Mpe3eHTalUEN.
BueaynutopHoe
YTEHUE U TIEPEBOJ]
System of [ToBTOpenue PaGora B Jlurepatypax | Ompoc, qoknan ¢
education in Great | rpammaruku: The o6ubnmorexe, TeMe, paboTa ¢ | Tpe3eHTaIUEH.
Britain and the simple tense forms. Biroyas ObC ¢ HUHTEpHET- Jlekcuueckuit
USA Simple Present, Simple | gazopbim UCTOYHUKAMU JIUKTAHT.
Past, Simple Future. YUeGHHKOM
CJIOBapeEM.
IToaroroBka
JIOKJIazia ¢
Mpe3eHTalueH.
BueaynutopHoe
YTEHHE U TIEPEBO/I.
IToaroroBka k
JICKCHUYECKOMY
JIUKTAHTY.
What is [ToBTopenue Pabora B Jlurepatypax | Ompoc, qoknan c
management? The | rpammaruxu: Singular | 6u6mmorexe, TeMe, paboTa ¢ | mpeseHTaIMeil.
history of or plural, countable and | pxsrouas 3BC ¢ WHTEpHET-
management uncountable nouns. 0a30BbIM UCTOYHHUKAMHU
Much-many, little-few, YUeGHHKOM
a little- a few. CIOBapeM.
Possessive case. BHeayITOpHOE
Indefinite pronouns. JTCHHE  IEPEBOL,
IToaroroska
JOKJIaja ¢
Mpe3eHTalueH.
Modern IToBTOpEHME Pabota B Jlutepartypa k Ompoc, noxirana ¢
management rpaMMaTHKU: The | oubamorexe, Teme, paboTa ¢ | Ipe3eHTalUeH.
theories Article (the | Brimrouas OBC ¢ HWHTEpHET-
indefinite/definite), The | 6a3oBbiM HUCTOYHHKAMH
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use of articles with

y4eOHUKOM H

Common Nouns. The | cmoBapem.
Zero-article. [Tonroroska
JOKJIaja ¢
MpE3EHTALUEH.
Globalization and | IToBropenue PaGora B Jluteparypax | Ompoc.
Competition rpaMMaTHKH. OoubmoTeKe, Teme, paboTta ¢ | BueaymuropHoe
Trends in Human | Adjectives and adverbs. | pxmrouas 9BC ¢ WHTEpHET- YTEHHUE U TIEPEBO]I.
Resource Degrees of comparison. | Gasossim ucrounnkamu | JIeKcHueckuit
Management. Prepositions. Phrasal_ y4eOHUKOM 1 TTUKTAHT.
verbs a_n_d patterns with CIIOBApeM.
prepositions. BHeayHTOPHOE
YTEHHE U TIEPEBO/I.
IToaroroBka k
JICKCUYECKOMY
JTUKTAHTY.
Management [ToBTOpCHME Pabota B Jlutepatypa Kk BreaynuropHoe
features in IrpaMMAaTHKH: The | 6udamnoTeke, TeMe, paboTa ¢ | YTEHHE H IIEPEBO]I.
different countries | Continuous Tense | Bxmouast OBC. HHTEpHET- VYuacTue B
forms: Present | I[Toaroroska HUCTOYHUKAMU TpYIIIOBOMI
Continuous, Past | noxnana c JICKYCCHH.
Continuous, and Future | mpe3eHTanuei. TectupoBanue.
Continuous. Ways of | BueayauropHoe 3ayer.
expressing a future | ureHue u mepeBo.
action [ToaroToBka K
IPyIIIOBOU
JICKYCCHH.
[ToaroroBka k
TECTy.
IToaroroBka k
3a4ery.
Business letters: IToBTOpEHHE Pa6ora B Jluteparypa k| Ompoc, gokiaaa ¢
types of letters. rpammaruki.  Reported | 6ubaroreke, TeMe, paboTa ¢ | Tpe3eHTaIUEH.
Peculiarities of speech. Reported | sxmouas DBC ¢ UHTEPHET-
business statements, questions, | 6a30BEIM HCTOYHHUKAMU
correspondence commands. y4eOHUKOM U
CIIOBapeM.
IToaroroBka
JOKJIaja C
IPE3CHTALUEH.
Telephoning. CVs | TTosTopenue Pabora B Jlutrepatypa k Omnpoc, 1okiiana ¢
and interviews rpaMMaTHKH: The | 6ubamoreke, TeMe, paboTa ¢ | Mpe3eHTAIIUCH.
Perfect Tense forms: | Bkirouas OBC ¢ HAHTEPHET- BreaynuropHoe
Present Perfect, Past | 6a3oBbM ACTOYHUKAMU YTEHUE U EPEBOI.
Perfect, Future Perfect. | yueGHuMKOM 1 Jlexcuueckuit
CIIOBapeM. JIMKTaHT.
BueaynutopHoe
YTEHHE U TIEPEBO/I.
IToaroroska
JOKJIaja ¢
MIPE3CHTaLUEH.
IToaroroska x
JEKCUYECKOMY
JIMKTAHTY.
Four main roles of | TToeropenwue Pabora B Jlutepatypa Kk Omnpoc. Ompoc,
a manager. The rpaMMaTHUKU: The | bubnauoTeke, Teme, paboTa ¢ | TOKIAL C
functions of Perfect Continuous | Bxmovas 9BC ¢ HWHTEpHET- Ipe3eHTanuei.
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managers at Tense forms: Present | 6a3oBbIM HACTOYHHKAMHU BreaymuropHoe
different levels of | Perfect Continuous, | yueOHUKOM 1 YTEHHUE U TIEPEBO.
management Past Perfect | cmoBapem. Yuactue B
Continuous, Future | BaeayauropHoe IpYIIITOBOI
Perfect Continuous. YTEHHE U MIEPEBO/I. JUCKYCCHH.
IloaroroBka
JIOKJIaza C
MIPE3CHTaLUEH.
IToaroroBka k
TPYIIIOBOI
JICKYCCHH.
The types of [ToBTOpenue Pab6ota B Jlurepatypax | Ompoc, qoknan ¢
business rpaMMAaTHKH: Tense | bubmmoTeke, Teme, paboTa ¢ | Ipe3eHTalUeH.
communications forms in the Passive | Bxmouas OBC ¢ HHTEPHET- BueaymutopHoe
inside the Voice. 0a30BbIM UCTOYHUKAMU YTCHHE U TIEPEBO/I.
organization Y4eOHUKOM U [lepeBon
CIIOBapeM. MTACCUBHBIX
Breaynuropnoe KOHCTPYKUMH Ha
YTEHHE U MIEPEBO/I. PYCCKHI SI3BIK.
IlepeBon
HaCCHUBHBIX
KOHCTPYKIMI HA
PYCCKUH SI3BIK.
ITonroroska
JOKJIaza C
IPE3CHTALUEH.
Time [ToBTOpEeHME Pabora B Jlutrepatypa k Omnpoc, ToKIaz ¢
management: time | rpammatuku:  Modals. | 6uGnnoTeke, TeMe, paboTa ¢ | MpEe3eHTAIIUCH.
management May and can for | Bxmouas OBC ¢ HHTEPHET- BreayauropHoe
skills, tips for permission  in  the | 6a3oBbIM HCTOYHUKAMH YTEHUE U TIEPEBO/.
effective use of present or future. May, | yueOHHKOM U VuacTre B
time might, can/could for | cioBapem. JIEKCUYECKOM
possibility. Could or | BueayautopHoe JTUKTAHTE.
was/were allowed to — | yrenue u epeBo.
for permission in the | IToxroroska
past. Requests. Can and | nekcuyeckomy
be able to for ability. | nukranTy.
Ought, should, must, | IToagroroska
have to, need for | mokmanac
obligation. Hpe3eHTaIneH.
A modern [ToBTOpEeHue Pa6ota B Jlutepatypa K Omnpoc, 1oknaf ¢
manager: personal | rpaMMaTHKH: Must, | oubnmoTeke, TeMe, paboTa ¢ | Mpe3eHTaIHEeH.
characteristics, have to, cannot, will, | Bkmrouas D5C ¢ UHTEPHET- BreayauropHoe
skills and abilities | should for deduction | 6a3oBbIM UCTOYHUKAMH | YTCHHUE U TEPEBO/I.
required for and assumption. YUEOHUKOM U VYuacTue B
effective [Tepenaua MOAJILHOCTH | CIIOBAapeM. IpYIIOBOI
management. The | mo-anrnuiicku B ycTHOM | BHeayauTopHOoe JHCKYCCUHU.
portrait of a Y IMCBMEHHOW peuH. YTEHHE U TIEPEBO/I.
Russian manager | Breipaxxenue Ilonroroska
MOJIaJIbHOCTH COO0IIIEeHuS IO
WHTOHAIIMOHHBIMH, teme. [logroroska
JIEKCUYECKUMH, K TPYIIIOBOM
rpaMMaTHYeCKUMHU JTIUCKYCCHH.
CpEeICTBAMH SI3bIKA.
Team building: [ToBTOpeHMe Pabora B Jlutepatypa k Omnpoc.
the different roles | rpammaruku: The use | Oubamoreke, Teme, pabota ¢ | BHeaynuTopHOe
of team members, | of Subjunctive Mood. Bkirouas OBC ¢ HHTEPHET- YTEHHUE U TIEPEBOI.
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team performance | IlepeBon 0a30BEIM HUCTOYHHUKAMU VYuyacrtue B
coclaraTeIbHOTO y4eOHHKOM U JEKCUYECKOM
HaKJIOHCHHUS B | CIIOBapeM. JMKTaHTE.
CJI0’KHOTIOTYMHEHHBIX BueayauropHoe TectupoBaHue.
NPeTIOKEHHSAX C | UTEHHE U TIEPEBO/I. 3ayer.
NPUIATOYHBIMH [ToaroToBka k
YCIIOBHBIMHU Ha PYCCKHH | JTEKCHYECKOMY
SI3BIK. JMKTaHTY.
Conditionals (Types 0, | IToaroroska k
1, 2, 3). Making a wish. | tecrty. ITonroroBka
K 3a9eTy.
Personnel [ToBTOpCHME Pabota B Jlutepatypa Ompoc, DoKIIaz ¢
management: rpaMMatuku: The oubnuorexe, Teme, paboTa ¢ | Ipe3eHTalUeH.
Employee Verbals: Forms, Bkirouas ObC ¢ HHTEPHET- BueaymutopHoe
Selection. Job Tense/Voice 6a30BBIM HCTOYHUKAMHU YTEHHUE U TIEPEBO]I.
description distinctions. The use of | yueOHUKOM 1
the Gerund. CIIOBapeM.
Breaynuropnoe
YTEHHE U TIEPEBO/I.
IToaroroBka
JIOKJIaza C
MPE3CHTalUEH.
Staff training. [ToBTOpeHME Pabora B Jlutrepatypa k Omnpoc.
Employee rpaMMaTHKH: The | oubamoreke, Teme, pabota ¢ | BHeaynuTopHoe
motivation Infinitive: Forms, | Bkmouas DBC ¢ HHTEpHET- YTEHHE U TIEPEBO/I.
Tense/Voice 6a30BBIM HUCTOYHHUKAMM VYuacTre B
distinctions. The | yueGHHMKOM 1 JICKCUYECKOM
functions of the | cioBapem. JIMKTaHTE.
Infinitive in the | BueayautopHoe
sentence. Participle. | urenue u nepeBo.
Forms and functions of | I[Toxroroeka k
the participle in the | mexcuueckomy
sentence. JIUKTAHTY.
Planning as one of | TTosropenwue Pabora B Jlutrepatypa k Omnpoc, ToKIaz ¢
the major rpaMMaTHUKU: The | 6ubamoreke, TeMe, paboTa ¢ | Mpe3eHTaIHEeH.
responsibilities of | Compound  Sentence, | Bkirouas OBC ¢ WUHTEpHET- BueaynuropHoe
management. The | clauses connected by | 6a3oBbiM HUCTOYHHUKAMM YTEHHUE U TIEPEBO/I.
types of plans. means of coordinating | yaeGHuKOM 1 VuacTre B
Recommendations | conjunctions: and, or, | cioBapem. IPYIIIOBOM
for effective else, but and connective | BueayauropHoe JIUCKYCCHH.
planning. adverbs: otherwise, | ureHue u EpPeBO/I.
nevertheless, yet, still, | TIoaroroska
therefore. JIOKJIana ¢
MIPE3CHTALUEH.
IToaroroBka x
rpyIIOBOM
JIMCKYCCHH.
Employee Safety | IToBropenue Pabora B Jluteparypak | Ompoc, gokiajia ¢
and Health. rpaMMaTUKU: TepeBoj | OubianoTeke, Teme, paboTa ¢ | Ipe3eHTalUeH.
Insurance Benefits | na anrmiickuit  s3pik | BKimovas ObC ¢ AHTEPHET-
MIPOCTHIX TPEIJIOKEHUN | 0a30BBIM UCTOYHUKAMH
C TMPSIMBIM U OOpaTHBIM | Y4EOHUKOM H
MOPSJKOM  CIIOB;  C | CIIOBapeM.
MIPUYACTHBIMU u | BueayguropHoe
ACCIIPpUIaCTHBIMU YTCHUEC U IIEPEBO.
obopoTamu. [Moxrororka
JIOKJIaJIa ¢
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Mpe3eHTalue.

Problem solving: | IToBropenwue Pab6ora B JIurepatypax | Ompoc.
individual and rpaMMaTUKU: The | 6ubanoTeke, Teme, paboTta ¢ | BreayauropHoe
group problem Complex sentence: | Bxmrouas OBC ¢ HHTEPHET- YTEHHUE U TIEPEBOI.
solving Subject Clauses, | 6a30BBIM HCTOYHUKAMHU VuacTue B
techniques, stages | Predicative Clauses, | yueOHHKOM 1 rpyMIToBOi
of consideration Attributive Clauses, | cnmoBapem. JICKYCCHH.
and resolution of | Object Clauses, | Bueayautopuoe
the problem Adverbial Clauses, | uTeHue u nepeBo.
Relative Clauses [MoaroroBska k
TPYIIIOBOI
JTIUCKYCCHH.
International [ToBTOpeHHe Pabora B Jlutrepatypa k Omnpoc, mokiana ¢
management: rpammaruku: IlepeBon | 6ubamnoTeke, Teme, paboTa ¢ | Ipe3eHTalUeH.
managing large CIIOKHOITOQUHHEHHBIX | BKIrouas DBC ¢ HHTEPHET-
English Russian npeaioxeHuit:  Subject | 6a30BbIM HUCTOYHUKAMHU
and international | Clause, Predicative | yueOHMKOM 1
companies Clause, Object Clause, | cmoBapem.
Attribute Clause, | BueayautopHoe
Adverbial Clauses of | utenue u epeBo.
Time, Condition, Cause | IToaroroBka
Ha PYCCKHH SI3bIK JIOKJIaja ¢
[IPE3CHTALUEH.
Approaches to [ToBTOpeHME Pabora B Jlutepatypa k Omnpoc.
managing the rpammatuku. Emphasis. | 6ubmuotexke, Teme, paboTta ¢ | BueaymuropHoe
company in a The emphatic Do, Cleft | Bxmrogas OBC ¢ HHTEpHET- YTEHHE U TIEPEBO/I.
changing external | sentences. Double | 6a30BbIM ucrouynnkamu | TecTupoBanue.
environment. The | negation: the participle | yueOuukom u DK3aMeH.
ways of Not before a negative | cioBapem.
improving the adjective/adverb. BueaynuropHoe
company's YTEHHUE U TIEPEBO/I.

competitiveness

[ToaroroBka k
tecty. [logroroBka
K 9K3aMEHY.

6. OneHouHble MaTepuaJbl 1Jisd MPOBCACHUSA HpOMe)KyTO‘lHOﬁ arrecranuun Oﬁy‘laIOIIII/[XCH mno

AUCHHUIIJIMHE

6.1. Onucanue nmoxka3zarejeu u KPpUTEPUEB ONCHUBAHUA KOMHeTeHHHﬁ, OITHMCAHHUuE€ HIKAJI

OIICHUBAHUA

/o

HaumenoBanue
DIIEHOYHOI'0 CPeICTBE

Kpatkas
XapaKkTepHCTUKA
OIICHOYHOI'0 CPEACTBa

IxaJjia 1 KPUTEPHUHU OLEHKH,

0ana

Kputepun
OLIeHUBAHMA
KOMIeTeHINH
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Ompoc

Co6op mepBUUHOI
MHQOPMAIIH 1O
BBISICHEHHIO YPOBHS
YCBOCHHUS TPOUIEHHOTO
Marepuaia

«3auTeHo», €CIIU CTYAECHT
JEMOHCTPUPYET 3HAHHE
MaTepraia o paszeiny,
OCHOBaHHBIC HAa 3HAKOMCTBE C
00s13aTeTbHON TUTEPaTypO U
COBPEMEHHBIMU

Ty OJTMKAIUSIMIE; TAeT
JIOTUYHBIE,
apryMEHTUPOBAaHHBIE OTBETHI
Ha TIOCTaBJIICHHBIE BOIIPOCHI.
Honyckarorcst
HE3HAaYUTEIbHbIE HETOUHOCTH
B OTBETAX, KOTOPBIE CTYACHT
HCIIPABIISIET yTEM
HaBOJSIIUX BOIIPOCOB CO
CTOPOHBI NpenoaBaTes.

«He 3auTeHOY, €ClIH UMEIOTCS
CYIIIECTBEHHBIC MPOOECIIHI B
3HAHUHA OCHOBHOT'O
MaTepuaa mo paszeiam
y4eOHOW JUCLUIUIHHEIL, a
TaKXe JOMYIICHBI
MPHHIUITHATEHBIC OIIAOKH
MIPH U3JI0KEHUM MaTepuaa.

VK-4.1;
VK-4.2;
VK-4.4

Hoxnan /
cooOmienne

[Ty6manoe, pa3sépHyToOe,
cooOienue (Wiu
JOKYMEHT) T10
OIIpEeAECNIEHHOMY BOIIPOCY,
OCHOBaHHOE Ha
IIPUBJICYCHNU
JOKyMEHTAJIbHBIX
JAHHBIX, COJIEpKaHUE
KOTOPOI'0 OTPaXaeT CyTh
BOIIpOCA.

«5» — Jloknazx cOOTBETCTBYET
3asBJICHHON TEME, BBITIOJHECH
C IPUBJICYECHUEM
JOCTaTOYHOT'O KOJIMYECTBA
HaY4YHBIX U NPAKTUYCCKUX
HNCTOYHHKOB I10 TCME,
CTYJCHT B TIOTHOM 00BeMe
OTBEYAET Ha BOMPOCHI TEMeE
JOKJIana;

«4y» — Jlokyas B 11eJI0M
COOTBETCTBYET 3as1BJICHHOU
TEME, BBIIIOJHEH C
IMPUBJICYCHHUEM HECKOJIbKUX
Hay4YHBIX U IIPAKTUYCCKUX
HCTOYHHUKOB IO TEME,
CTYJICHT B COCTOSIHUU
OTBETUTH HAa 4aCTb BOIIPOCOB
10 TEME IO0KJIaJa;

«3» — Jloknaa He COBCEM
COOTBETCTBYET 3asBJICHHOM
TeMe, BBITIOJTHEH C
HCIIOJIb30BaHUEM TOJBKO 1
1501050 2 HNCTOYHUKOB, CTYACHT
JIOITYCKAET OIINOKHU TpH
M3JI0’KEHUHU MaTepuaa, He B
COCTOAHUHN OTBETUTH HA
BOIIPOCHI IO TEME JIOKJIANA;

«2» — JOKJIaTYUK HE PACKPHIIT
TEMy.

VK-4.1;
VK-4.2;
VK-4.4

[Ipe3enranus

[TyGnu4HOE BHICTYIUIEHUE
C IPECTABICHUEM

«5» — IlpencraBnsiemas
nHpopMaLus

VK-4.1;
VK-4.2,
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HOJIyYEHHBIX PE3YJIbTaTOB
B mporpamme Microsoft
PowerPoint

CHUCTEMAaTH3UPOBAHA,
MOCJIe/I0BaTEIbHA U
JIOTUYECKH CBSA3aHA.
IIpobnema packpbiTa
noJaHocThi0. [IInpoko
HCTIOJIb30BaHbI BO3MOXKHOCTH
texnoxoruu Power Point;

«4» — [Ipencrapisgemast
nHpOpPMAITHS B TIEJIOM
CHCTEMaTHU3UPOBaHa,
nocjenoBaTeNbHa U
JIOTHYECKH CBSI3aHA
(BO3MOKHBI HEOOJIBIIINE
otkionenus). [Ipobnema
packpsita. Bo3aMoKHBI
HE3HAYUTEThHBIC OIUOKH
npu opopmienun B Power
Point (ue Oonee AByX);

«3» — IIpencraBnsiemast
nH(popMaIus He
CHCTEMATHU3UPOBAHA W/VITU HE
COBCEM II0CJIEIOBATENRHA.
[Ipobnema packpeiTa He
THOIHOCTEIO. BEIBOARI HE
CJeJIaHbl WA He
o6ocHoBauLI. Bo3MmoxHocTH
texnosoruu Power Point
HCIOJIBb30BaHbI JIUIIb
YaCTHUYHO,

«2» — IlpencraBnsiemast
uHQOpMAaIHs He
CHCTEMaTHU3UPOBaHA.
B03MOXHOCTH TEXHOJIOTHH
Power Point ucrionp30BaHbI
JMIIb YaCTUYHO.
MHoro4nciIeHHb! OIINOKH
npy 0(OPMIICHHH.

YK-4.4

TectupoBanue

TecTupoBaHue MOXKHO
MPOBOJHTE B opMe:

®  KOMIIBIOTEPHOTO
TECTHPOBAHHUS, T.C.
KOMITBIOTEP TIPOU3BOJIEHO
BBIOMPAET BOMPOCHI U3
0a3bl JaHHBIX 10 CTEIIEHU
CIIOYKHOCTH;

®  HCHMEHHBIX
OTBETOB, T.€.
Nperno/aBarenb 3a1aeT
BOIIPOC U JaeT HECKOJIBKO
BapUaHTOB OTBETA, a
CTY/ICHT Ha OT/EJIbHOM
JICTE 3aIHChIBACT
HOMepa BOIIPOCOB U
HOMeEpa
COOTBETCTBYIOIINX
OTBETOB

«OTIIMYHOY» — JOJIS
MIPaBUIBHBIX OTBETOB §0-

100 %;

«XOPOIIOY» — JI0JIS
MIPaBUIIbHBIX 0TBETOB 60-
79 %,
«yJOBJIETBOPUTEIBHOY» —
JI0JIs1 TIPABWIJIBHBIX OTBETOB
40-59%);
«HEYJIOBJIETBOPHUTEIHHOY —
JIOJIsI TPABUIIBHBIX OTBETOB
meHee 40%.

VK-4.1;
VK-4.2;
VK-4.4
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JemoHcTpanus
MPAKTUYECKUX
YMEHUH

OCBOCHHEIH CYOBEKTOM
C1oco0 BBITIOJTHCHUS
JICHCTBUS,
obecreunBaeMbIii
COBOKYITHOCTBIO
NpUOOPETEHHBIX 3HAHUH 1
HaBBIKOB

«5» CTyIeHT TTOKa3hIBaeT
XOpoIIre 3HaHUS y1eOHOTO
Marepuasa 1o TeMe, 3HaeT
aJITOPUTM NPAKTHYECKOTO
yMeHus (MaHMITYJISIIHN),
MOCJIeIOBATEILHO
JIEMOHCTPHPYET
npakTuieckue ymenus. [laer
yIIOBIETBOPUTENBHBIC OTBETHI
Ha JIONOJTHUTEIIbHBIE
BOIIPOCHI.

«4» — CTtyneHr Bianeet
YIOBJICTBOPUTEIIBHBIMHU
3HAHUSMU TI0 TIPAKTHYECKUM
YMEHUSIM, JIEMOHCTPUPYET
MPAKTUIECKUE YMEHUS C
OIIMOKAMHU, HYKIACTCS B
MOJICKa3Kax MperoaaBaTes,
JTaeT HETIOJIHEIE OTBETELI Ha
MOCTaBJICHHBIC BOIIPOCHI.

«3» — CtyzaeHT BnajeeT
OTPBIBOYHBIMU 3HAHUSMH T10
MPaKTUYECKUM YMEHUSIM,
3aTpyaHSAETCS B YMEHUU UX
OCYIIECTBUTS, TACT
HEIIOJHBIE OTBETHI Ha
[TOCTaBIICHHBIE BOIIPOCHL.

«2» — CTyIeHT HE 3HaeT
ITOPUTM MPAKTHIECKOTO
yMeHUs (MaHMITYJISIIUN )
W/WITA HE MOKET
MIPOAEMOHCTPUPOBATD
MIPAKTUYECKOE YMEHHE
(MaHMITYIIALHIO).
3aTpyAHseTCs C OTBETaMH Ha
[IOCTaBJICHHBIE BOIPOCHI.

VK-4.1;
VK-4.2;
VK-4.4

Keic-3amaun

OOyuatomuii MaTepual,
WCTIONB3YIOIINN OTMCaHUE
peasbHBIX
IKOHOMHYECKHX,
CoIMaJbHBIX U OU3HEC-
CUTYyallUii, OCHOBaHHBIX
Ha peaTbHOM
(hakTHUECKOM MaTepurae
WM e TIPUOTMKEHBI K
peanbHOM CUTYALMH.
OOGyuatomuecs JOIKHBI
WCCIIeIOBATh CUTYAIHIO,
pazo0patbes B CYyTH
po0JIeM, MPEIIOKUTH
BO3MOKHBIE PEIICHUS U
BBIOPATH Jydlllee U3 HUX.

«3auTeHOY, €CIIH OTBET Ha
BOTIPOC 33/1a4M JaH
npaBwibHBIA. OObsICHEHHE
XO0JIa ee peleHust NoApoOHoe,
MOCTIeIOBATEIILHOE,
rpaMOTHOE, C
TEOPETHUCCKUMHU
000CHOBaHUSAMH (B T.4. U3
JIEKIIMOHHOTO Kypca), C
HEOOXOIUMBIMHU
MOSICHEHUSAMH U
JIEMOHCTPALUSIMHE; OTBETHI HA
JIOTIOJTHUTENTLHBIE BOMIPOCHI
BEPHBIE, YETKHE.
HomyckaroTcst
HE3HAYUTETbHBIC HETOUHOCTH
U 3aTPYAHCHU.

«He 3aurenoy», OtrBeT Ha
BOIIPOC 33JIa4M HE JIaH WK
JIaH HE BITOJIHE MPaBUIBHEBIM.

YK-4.1;
YK-4.2;
YK-4.4
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OO0bscHEHHUE X0/1a e¢
PENICHUS HEIOCTATOYHO
ITOJIHOE,
HEIOCIeI0BATEIILHOE, C
OIMOKaMH, CIIa0BIM
TEOPETHUCCKUM
obocHOBaHUEM (B T.4.
JICKITUOHHBIM MaTEPUAaIoM),
JIOTIOJTHUTETBHBIC BOIPOCHI
HEJ0CTAaTOYHO YETKHUE, C
OIINOKAMH B JICTAIAX HIH
BBI3BIBAIOT 3aTPyTHEHUS.

KonTponbHas
pabota

Co6op uHpOpPMAITIHT TI0
BBISICHEHHIO YPOBHS
YCBOEHUS IPOHIEHHOTO
Marepuaia

«5» — comepxaHue
COOTBETCTBYIOT
MIOCTABJIEHHBIM IIETH U
3a7a4aM, N3JI0KCHNE
Marepuana OTINYaeTCs
JIOTUYHOCTBIO ¥ CMBICTIOBOM
3aBEPIICHHOCTHIO, CTYICHT
MoKa3aj BiIajeHue
MaTepuaIoM, YMCHUE YETKO,
apryMEHTHPOBAHO H
KOPPEKTHO OTBEYaTh Ha
IMOCTAaBJICHHBLIC BOIIPOCHI,
OTCTauBaTh COOCTBEHHYIO
TOYKY 3pCHUS,

«» — conepxanne
HEAO0CTaTOYHO MOJTHO
COOTBETCTBYET
IIOCTAaBJICHHBIM LICJIN U
3aJa4aM HCCIICI0BaHM,
paboTa BBINOJIHEHA HA
HEJ0CTaTOYHO IIMPOKOM
HCTOYHUKOBOH 0aze U He
YUUTHIBaeT HOBEHIINE
JOCTHUXKCHHA HAYKH,
H3JI0KEHUE MaTepraia HOCUT
MIPEUMYIIECTBEHHO
OnucaTeNbHbINA XapakTep,
CTY/ICHT MTOKa3aJl IOCTATOYHO
YBEPEHHOE BIaJlcHHE
MaTepHaIoM, OJTHAKO
HEJIOCTaTOYHOE YMEHHE
YETKO, apr'yMEHTHPOBAHO U
KOPPEKTHO OTBEYaTh Ha
IMOCTAaBJICHHBLIC BOIIPOCHI 1
OTCTauBaTh COOCTBEHHYIO
TOYKY 3PEHUS;

«3» — coziepykaHue He
oTpakaeT 0COOEHHOCTH
MPOOJIEMAaTUKH TEMBI;
cojiep>kaHue paboThl He
MIOJTHOCTBIO COOTBETCTBYET
IIOCTAaBJICHHBIM 3aJ1a4aM,
HWCTOYHHUKOBAS Oa3a
(parMeHTapHa U He

VK-4.1;
VK-4.2;
VK-4.4
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MT03BOJISIET KAYECTBEHHO
PEIIUTH BCE MIOCTABJICHHBIC B
pabore 3amaun, pabora He
YYUTHIBAET HOBEUIIINE
JOOCTIDKEHHSI UICTOpUOTpagun
TEMBI, CTYACHT IMOKa3a
HEyBEepeHHOE BJIaJICHNE
MaTepHuajioM, HeyMeHHe
OTCTauBaTh COOCTBEHHYIO
TTO3UIINIO ¥ OTBEYaTh Ha
BOTIPOCHI;

«2» — paboTa HE IMeeT
JIOTHYHOH CTPYKTYPHL,
coJiep>kaHue paboThI B
OCHOBHOM HE COOTBETCTBYET
TeMe, ICTOYHUKOBas 0a3a
HEJOCTAaTOYHA JJISl peIlICHHS
MOCTaBJICHHBIX 33/1a4,
CTYJICHT TTOKa3ajl
HEYBEpEHHOE BIIaJICHUE
MaTepHuaoM, HeyMeHHe
(hopmynupoBaTh
COOCTBEHHYIO MTO3UIIHIO.

8. I'pymmoBast OrneHOYHOE CPENCTRBO, «324TEHOY» — O0yUaIOIIHIACS YK-4.1;
JUCKyCCHsI MO3BOJISIONIEE BKIFOYNTh | IEMOHCTPUPYET 3HAHUE YK-4.2;
o0yJaronmxcs B Ipoliece | Marepuala 1o TeMe pasjedna, YK-4.4
o0cy)aeHus OCHOBaHHBIE Ha 3HAKOMCTBE C
MPEACTABICHHON TEMBI, 00s13aTeIpHON TUTEPATypOr U
MPOOJIEMBI U OLICHUTh UX | COBPEMECHHBIMHU
YMCHHE apryMEHTUPOBATh | MyOJIMKAIMSIMU; AKTUBHO
COOCTBEHHYIO TOUKY Y4acTBYeT B AUCKYCCHUH; AeT
3pEHMUSL. JIOTUYHEIE,
apryMEHTUPOBAHHBIC OTBETHI
Ha TIOCTaBJICHHBIE BOIIPOCHI.
«HE 3aYTEHO)» — OTCYTCTBHE
3HaHUM 110 U3y4aeMOMY
pasneny; Hu3Kas akTHBHOCTh
B JIMCKYCCHH.
9 Jlekcuueckuil CpencTBo IpoBEpKU «OTIIUYHO» — JIOJISt YK-4.1;
' JIUKTAHT 3HAHHUS JIEKCUKO- MpaBUIHHBIX 0TBETOB 80- VK-4.2;
rpaMMaTHYEeCKOTO 100%; YK-4.4
MUHUMYMa 110 U3y4aeMOH | «XOPOIII0» —I0JIS
TeMe B 00beMeE, MIPABUJIBLHBIX OTBETOB 65-
HEe00XOIUMOM JUIA 79,9%;
paboThI C HHOS3BIYHBIMH «YIOBJIETBOPHUTEIHHOY —
TEKCTaMU B MPOIIECCe JIOJIsl TIPABUJILHBIX OTBETOB
poheCCHOHATBHOMN 50-64,9%;
JIeSITeIbHOCTH. «HEYIIOBJIETBOPUTEIBHOY —
JIOJIs1 TIPaBUJILHBIX OTBETOB
menee 50%.

10. [TepeBon TekcTa CpencTBo NpoBepKU OrnieHuBaeTCs TOYHOCTD U VK-4.1;
COOJIIOAEHHS MOJIHOTA NIepelayu Kak VK-4.2;
rpaMMaTHUYECKHUX, OCHOBHOM, TaK 1 VK-4.4
CUHTAKCHUYECKHUX, BTOPOCTEIICHHOM
opdorpapuueckux nHpopmanun. [lepeBog

IpaBuJI, CO6J'IIO,I[€HI/I$I

ouennsaercs B 100 0awios.

26




SI3BIKOBOI HOPMBI U CTHIIS
IIpH NIEPEBOJIE C
WHOCTPAHHOTO SI3bIKA Ha
POIHOM, aIeKBaTHOCTh
nepeBoja TeKcTa-
OpUrHHaNa Ha POJTHOMN
SI3BIK.

IIpu 5TOM 32 paBUIILHBIN
MEPEeBOI;

1) TeKCHYECKHUX ¢IMHMIT
nmaetcs ot 0 o 40 6amnoB
(BepHBI# BEIOOD
9KBUBAJICHTOB CJIOB;
MepeBeICHBI BCE CII0BA, KaK
HEUTpaIbHOMU, TaK U
TEPMHUHOIOTUIECKOM
JICKCHKH; TIEpE/IaHbl BCE
peanuu U uMeHa
COOCTBEHHBIE; MPABUILHO
TIepeBeICHBI BCE CBOOOIHBIC
U YCJIOBHBIC
CIIOBOCOYETaHU);

2) rpaMMaTHYECKUX CTUHUIL U
koHcTpyKiui ot 0 7o 40
0aJuTOB (BEpHBIH TIEPEBOT
BUJOBPEMEHHBIX (HOpM
rJIaroyia, 3ajiora u
HAKJIOHCHUS TJ1aroa,
MOJJANIEHBIX TJIaroJioB,
HEJMYHBIX (OpM ritarona u
KOHCTPYKUUH C HUMU;
NPaBUIIBHO TIEPEAaHO YHUCIIO U
nasiex CyIeCTBUTEIbHBIX;
YUTCHBI ITPH TIEPEBO/IC
CTETICHN CPABHEHHUS
NpUIIaraTesIbHBIX U HAPSUHid);
3) cHHTaKCHUYeCKHX
koHcTpyKIiui ot 0 70 10
0ay10B (BEpHO BBIOPAHO
3HA4YEHHUE CIIOB-
3aMECTUTEIIEH; TepeaaHbl
ampaTUIECKHe
KOHCTPYKIIMH);

4) CTUIUCTUYCCKU
IIPaBUIILHBIN (aIeKBATHBI)
nepesoj oT 0 1o 10 6ayios.
[ITkana cooTBETCTBUS
KOJINYECTBA HAOPAHHBIX
0aJUIOB OIIEHKE IO
NHCEMEHHOMY TIePEBOY:
100-86 0an10B — «OTIIMYHOY,
85-76 6aIoB — «XOPOIIOY,
75-55 Gannos —
«yIIOBIIETBOPUTEIHLHOY,

54 6amra u menee —
«HEYJIOBJIETBOPUTEIIHHOY.
ITokaszaTenu nepepauu
OCHOBHOTO COJepKaHUs
OIIEHMBAIOTCA 10 4-0abHON
IKarne:

5 6ayioB (OTIMYHO),

4 6amnna (xoporio),

3 Gamna
(YZOBIIETBOPHUTEIBHO),
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2 Oamna
(HEyIOBIETBOPUTENHHO).
Bbamiel cymmupytrores, u
BBIBOJUTCS CPETHUN OaI.

6.2. MeToanyeckue MaTepHaJIbl, ONPeesiiolue NpoueIypbl OlleHHBAHUS 3HAHUIA, yMEHMUI,

HABBIKOB M (MJIM) ONBITA JeSITeJILHOCTH, XaPAKTEPU3YIOIIUX 3Tanbl GopMupoBaHUS
KOMIIeTeHIIMi B Ipoiecce 0CBOCHUsI OCHOBHOI nmpodeccuoHaJIbHOH 00pa3oBaTeIbLHOM

NPOrpaMmal
No ®opma kouTpoJs/ | Ilpouexypa oneHuBaHUs IIxasa 1 KPUTEPHUHU OLEHKH, OAJLT
KOJbI
OLIeHHBaeMbIX
KOMIIeTeH M i

3auver / [IpaBunbHOCTH OTBeTOB Ha | OLEHKA «3a4TE€HO» BBICTABISIETCS B TpeX

YK-4.1, BCE  BOMPOCH  (BEpHOE, | CIydasx:

VK-4.2; YeTKOe M JOCTAaTO4HO | 1. MpaBHIBHOCTB MCIOJIb30BAHUS S3BIKOBOIO

YK-4.4 rIIyOOKOE M3TIOKEHHE UEH, Marepuana (T.e. COOTBETCTBHE
TIOHATHH, PAKTOB U T.1I.); rpaMMaTHYECKUM, JIEKCHYECKUM U
CouetaHue HOJHOTHI H (oHETHMYECKMM HOPMaM HHOCTPAHHOTO
JIAKOHUYHOCTH OTBETA,; A3BIKA).
Hamuune MPAKTHYCCKUX 2. IIOJIHOTa W aACKBATHOCTL IIOHUMAHUA
YMCHI/Iﬁ 10 JUCHUIIIIMHE COACpIKaHUuA YCIIBIIIAHHOTO u
(BBITIONTHEHHE MIPOYUTAHHOTO.
NPaKTUYEeCKOTO  3aJaHusl, | 3. KOPPEKTHOCTh U CIOKHOCTh MUCHbMEHHOTO
COOTBETCTBYIOIIETO JFO00M BBICKa3bIBaHHUS C  TOYKH  3pCHHSA
TeMe u3ydaemMou COIEpXaHUSI U YPOBHS  SI3BIKOBOM
JIMCLUTLIMHBI); TPYZHOCTH, COOTBETCTBUE CTUIIIO U KaHPY
OpI/IeHTI/IpOBaHI/IC B IMMUCBbMEHHOI'O BBICKA3bIBaAHUS.
y4eOHOH, Hay4HOH U | «3a4TE€HO» BBICTABISIETCS, KAK MUHUMYM, IIPU
CIELMAIBHON INTepaType; | YCBOCHUH o0yJaromumcest OCHOBHOTO
Jloruka U | MaTepuana, B  H3JIOKEHUH  KOTOPOTO
APpryMCHTHPOBAHHOCTDH JOIMyCKarTCA OTACJIBHBIC HCTOYHOCTH,
U3JI0KEHUS; HapyleHne MIOCJIEI0BATEILHOCTH,
FpaMOTHOG OTCYTCTBUC HEKOTOPLBIX CYIIECTBEHHBIX
KOMMECHTHPOBAHHE, ):[eTaJ'Ieﬁ, HUMCIOTCA 3aTpyaAHCHUSA B
NpUBEICHUE MPUMEPOB, | BBIIOIHEHUUIIPAKTHYECKUX 3aJaHUH.
aHAJIOTHI;

Kynbrypa orBera.

OHeHKa «HE 3a4YTCHO» BBICTABIISICTCA B TOM
cllyyae, KOrja OOydYarolMics He Biajeer
3HAYUTEILHON YacThbIO Marepuana,
J0IyCKAacT MPUHOHUIIHNAJIIBHBIC OIHI/I6KI/I, C
6OJ'H)HII/IMI/I 3aTPpYAHCHUAMU BBIIIOJIHACT
MpaKTUYeCKue  paboThl,  €CIH  OTBET
CBUJICTENILCTBYET 00 OTCYTCTBHM 3HAHUU IO
npeaMeTy,  TEOPETHUECKOe  COJepIKaHue
y4eOHOW  JWCIUIUIMHBI ~ HE  OCBOCHO,
HEOOXO0TUMBIC MPaKTUUECKUE YMEHUS
pabotrel He cdopmupoBaHsl, 50 u Oonee
MPOLIEHTOB y9IeOHBIX 3a/1aHuM,
MPEIYCMOTPEHHBIX MpPOrpaMMol 0OOydeHwus,
HE BBITIOJIHEHBI, COJIEPKAT TrpyOble OLTHOKH,
JIOTIONTHUTENIbHASL CaMOCTOSATENbHAs paboTa
Haj MaTepHaIoM JMCLUTUTAHBI HE
MpoBeieHa, JHO0 KayecTBO BBIIOJHEHUS
HU3Koe, Oompinoe uyncno 3aaatuid (50 % wu
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Oomee) mpomymieHO 0€3  YBaXUTEIBHOU
pUYHHBL ¥ 03 nocieayomeil oTpaboTKH.

2. IK3aMeH /
VK-4.1;
YK-4.2;
VK-4.4

DK3aMeH COCTOUT U3 ABYX
yacTtel: mepBag  4acTb
MpEANnojaraeT  UTOTOBYIO
MHUCbMEHHYIO KOHTPOJIBHYIO

paboty 1o JIEKCUKO-
rpaMMaTHIecKOMy
MaTepuany Kypca
HHOCTPAHHOIO  sI3BIKA M
npeBapseT yCTHYIO YacThb.
1. Urenue,
MHUCbMEHHBIA TIEPEBOJ CO
cJ0BapeM
npogecCHOHANTBEHO -
OPUEHTUPOBAHHOTO TEKCTa
00BeEMOM 1500-2000
MEeYaTHBIX 3HAKOB,
o0cyxIeHrEe ero
COJICPXKAHUS Ha
AHTJIMICKOM SI3BIKE.

2. O3HaKOMHUTEIBHOE
YTCHUC u
KOMMEHTHPOBaHUE
JIETIOBOTO nUcbMa  Ha
AHTJIMMCKOM SI3BIKE.

3. VYcTHOE UBIIOXKEHHE

ONHOM W3 U3YYCHHBIX B
TE€YEeHHE Kypca TEeM.
OuenuBaroTcs:

— CTEIEeHb PacKpBITHSL
COJZIEp’KaHUs MaTepHuana;

— W3JIO0XEHHEe MaTepuaia
(rpaMOTHOCTB peun,
TOYHOCTh  HCIIOJIb30BAHUS
TEPMHHOJIOTHH u
CUMBOJIUKH,  JIOTHYECKas
MOCIIE0BATENBHOCTD
U3II0’KEHUS MaTepHaa,

— 3HaHHE TEOpUHU
W3YyYEHHBIX BOIIPOCOB,
c¢(hOpMUPOBAHHOCTh u
YCTOMYUBOCTD
UCIONIB3YEMBIX NPU OTBETE
YMEHUI U HaBBIKOB,

— aJIeKBaTHOCTb
nepeBoJa.

OneHka «OTIMYHO» — O3HAKOMHUTEIBHOE
YTEHUE CO CKOPOCThI0 150 cioB B MHHYTY
(anramifckuit SI3BIK). Konnuectso
HE3HAKOMBIX JJIsi OOydalomierocst cjioB He
npeBbImaet 2-3 % 1Mo OTHOLICHUIO K 001eMy
KOJIMYECTBY CJOB. [IpaBUIbHBIN NMHCHMEHHBIN
nepeBo. ¢pparmeHTa Tekcta oobemom 400-500
Ied. 3H. CO CJIOBapeM IpH Moucke (parmeHra
nx obmero oovema TekctoB 3000-9000 meu.
3H. (Bpems 45 wmwmHyT). becema ¢
Iperno/aBareieM Mo TeMe CreqUaaIbHOCTH 0e3
rpaMMaTHIECKUX OITHOOK.

OneHka «XOpomo» — O3HAKOMHTEIbHOE
YTeHHe €O CKopocThio 130 cloB B MUHYTY
(aarmmifckmii  s361K), 100 c10B B MUHYTY
(bpaniry3ckuit W HEMEIKHH  S3BIKH).
KonnvecTBo HEe3HAKOMBIX ISl 00Y4aIOMIErOCs
CJIOB HE HpeBbIaeT 5 % MO OTHOUICHUIO K
o0mmeMy KOJIM4ecTBy cloB. IluchmeHHBIH
NepeBosi C HEKOTOPHIMH  HETOYHOCTSIMH
Tekcta o0beMoMm 400 med. 3H. CO CloBapeM
Ipu TIoncke ¢parMenTa ux odmero odrema
tekctoB 8000 meu. 3H. (Bpemss 45 MUHYT).
becena ¢ mpemopmaBareneM 1Mo TeMme
CHELUATBHOCTH c HEKOTOPBIMHU
rpaMMaTH4YECKUMH OIINOKaMHU.

Onenka «YZOBJICTBOPUTEIIHHOY —
03HAKOMHTEIHFHOE YTEHHE CO CKOpocThio 100
CJIOB B MUHYTY (aHTJIMHACKHH s3bIK), 80 CIIOB B
MUHYTY (QpaHIy3CKUIl M HEMEUKHH SI3BIKH).
KonnvecTBO HE3HAKOMBIX JJIs1 00y4aromierocs
cioB He mpesbimaer 10 % Mo OTHOWIEHUIO K
o0meMy KoiauyecTBy cJoB. llMChMEHHBIN
MEPEeBO/l C HAJTMYHEM HETOYHOCTEH U OMIMOOK
Tekcta o0beMoM 400 med. 3H. cO CloBapeMm
Mpu TIoWCKe (parMeHTa MX 00Iero oobeMa
tekctoB 8000 meu. 3H. (Bpems 60 MUHYT).
becena ¢ mpemomaBareneM 1O TeMme
CHENHANTbHOCTH co MHOTHMH
rpaMMAaTHYECKUMH OLTHOKAMH.

Ornenka «HEYJIOBJIETBOPUTEIHHO -
03HAKOMHTEJIBHOE UYTEHHE €O CKOpocThio 80
CJIOB B MUHYTY (aHIJIMHACKUH s3bIK), MeHee 50
CIOB B MUHYTY ((paHIly3cKuid M HEMEUKHUH
si3pIKK).  KONMM4ecTBO  HE3HAKOMBIX ISt
oOyuaromerocst cinos mnpessimaer 20 % mo
OTHOIIEHHIO K O0OIIeMy KOJHYECTBY CIIOB.
IIncbMeHHBINH MEpeBO, ¢ MHOIOYHCIEHHBIMU
omnOKaMH W He 3aBepuieH 3a 60 MHUHYT.
becena ¢ nmpemomaBareneM 1O TeMe
CIEIUATEHOCTH HE COCTOUTCS.

6.3. TunoBble KOHTPOJIbHbIE 32/1aHUA HJIN HHbIEe MaTepHuaJibl, He00X0AUMBIe /ISl IPOLeYPbI
OLICHUBAHMS 3HAHMI, YMEHHUH, HABBIKOB U (MJIM) ONbITA AeATEIbHOCTH, XapAKTEPHU3YIOIIHX
Jransl (POPMUPOBAHUA KOMIIETCHIMI B Ipouecce 0CBOCHUsI OCHOBHOM NPO(hecCHOHATLHOMN
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00pa3oBaTeJILHON MPOrPaAMMBbI

6.3.1. TunoBble 3a1aHUA /151 IPOBEAEHUS TEKYIIET0 KOHTPOJS 00y4aIOIIUX CSI
6.3.1.1. TunoBbie BApUAHTHI TECTOBBIX 3aJaHU I

1. good friends.

a) Annaand I am
b) Annaand I are
c) Annaand I

d) Annaand I be

2. Those people American.

a) isn't
b) don't
c) not

d) aren't

3. « ?» «No, she's out. »

a) Is at home your mother

b) Does your mother at home
c) Is your mother at home

d) Are your mother at home

4. «What colour ?» «Red.”

a) your caris
b) your car

c) isyour car
d) has your car

5. Look, there is Sarah. a brown coat.

a) She wearing

b) She is wearing
c) She has wearing
d) She's wear

6. You can turn off the television. it.

a) I'm not watch
b) 1don't watching
c) | not watching
d) I'm not watching

7. « today?» «No, he's at home.»

a) Is Ben working
b) Is work Ben
c) Isworking Ben
d) Is Ben work

8. We away at weekends.

a) go often
b) often go
c) often going
d) are often go



10.

11.

12.

13.

14.

15.

16.

17.

« play the guitar?» «Yes, but I'm not very good at it.»
a) Do you

b) Are you

c) Does you

d) You

I don't understand this sentence. What ?

a) mean this word
b) means this word
c) does mean this word
d) does this word mean

Please, be quiet.

a) | working.
b) 1 work.

c) I'm working.
d) I'mwork.

Tom a shower every morning.

a) has

b) having
c) is having
d) have

What at weekends?

a) are you usually doing
b) do you usually

c) are you usually do

d) do you usually do

The weather last week.

a) isgood

b) was good
c) were good
d) had good

Caroline to the cinema three times last week.

a) go

b) went
C) goes
d) was

I TV yesterday.

a) didn't watch

b) didn't watched

c) wasn't watch

d) didn't watching

What at 11.30 yeasterday?
a) was you doing

b) were you doing

c) you were doing
d) were you do
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18

19.

20.

21.

22,

23.

24,

25.

26.

. Jack was reading a book when his phone
a) ringing
b) ring
c) rang
d) was ringing

«Where is Rebecca?» « to bed.»

a) She is gone

b) She has gone
c) She goes

d) She have gone

«Are Laura and Paul here?» « No, they »

a) don'tarrive yet

b) have already arrived
c) haven't already arrived
d) haven't arrived yet

«How long married?» «Since 2007.»

a) you are

b) you have been
c) has you been
d) have you been

Andrew tennis tomorrow.
a) is playing
b) play

c) plays
d) isplay

«What time is the concert tonight?» «lt at 7.30.»

a) is start

b) is starting

c) isgoing to start
d) starts

| think Kelly the exam.

a) passes

b) will pass

c) will be pass

d) is going to pass

It's a nice day. for a walk?

a) Do we go
b) Shall we go
c) Arewe go
d) Gowe

I'm having a party next week, but Paul and Rachel

a) can't come

b) can't to come
c) can't coming
d) couldn't come
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27.

\‘

28.

29.

30.

31.

32.

33.

34.

35.

It's a good film. You go and see it.

a) should to
b) need

c) oughtto
d) should

Excuse me, a hotel near here?

a) has there

b) is there

c) thereis

d) isit

a lot of accidents on this road. It's very dangerous.

a) Ithas

b) There have
c) Thereis
d) There are

I don't want this book. You can have

a) it

b) them

c) her

d) him

Sue and Kevin are going to the cinema. Do you want to go with

a) her
b) they
c) them
d) him

Have you seen ?

a) the car of my parents
b) my parent's car
C) my parents' car
d) my parents car

I'm going to buy

a) hat and umbrella

b) ahat and a umbrella
c) ahatand an umbrella
d) an hat and an umbrella

Where can | get about hotels here?

a) some information
b) some informations
¢) aninformation

We enjoyed our holiday. hotel was nice.

a) Hotel
b) A hotel
c) An hotel
d) The hotel
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6.3.1.2. IlpumepHbIe TEMBbI IOKJIA/I0B U COOOIIEHU A
Paznen 1. Education policy in Russia and abroad

The Education System in the USA.
The System of Education in Great Britain and Russia: comparative analysis.
3. My university: entrance requirements, faculty members, leisure time activities.

N =

Paznen 2. How management developed

=

What is management? The history of management.
Modern management theories.
3. Globalization and Competition Trends in Human Resource Management.

no

Paznen 3. Business correspondence

=

Business letters: types of letters.
2. Peculiarities of business correspondence.

Paznean 4. Management styles

Four main roles of a manager.

The functions of managers at different levels of management.
Time management: time management skills

Tips for effective use of time.

Awnh R

Pa3nea 5. The Effectiveness of Recruiting

Personnel management: Employee Selection.

Personnel management: Job description.

Planning as one of the major responsibilities of management. The types of plans.
Recommendations for effective planning.

el NS

Pasnen 6. Discriminatory Employment Practices

Employee Safety and Health.
Insurance Benefits.

™=

Pa3nen 7. The company’s competitiveness

1. International management: managing large English, Russian and international companies.
2. Managing the company in a changing external environment.
3. The ways to improve the company's competitiveness.

6.3.1.3. [IpuMepHbIe TEKCTHI JIA NMepeBoaa
Tema 2.3 Globalization and Competition Trends in Human Resource Managemen
Current Trends in Human Resource Management

! The world of work is rapidly changing. As a part of organization,
Human Resource Management (HRM) must be prepared to deal with
effects of changing world of work. For the HR people it means
understanding the implications of globalization, work-force diversity,

changing skill requirements, corporate downsizing, continuous
' improvement initiatives, re-engineering, the contingent work force,
decentralized work sites and employee involvement. Let us consider
each of them one by one.

1. Globalization and its implications

Business today doesn’t have national boundaries — it reaches around the world. The rise of
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multinational corporations places new requirements on human resource managers. The HR
department needs to ensure that the appropriate mix of employees in terms of knowledge, skills and
cultural adaptability is available to handle global assignments. In order to meet this goal, the
organizations must train individuals to meet the challenges of globalization. The employees must
have working knowledge of the language and culture (in terms of values, morals, customs and laws)
of the host country.

Human Resource Management (HRM) must also develop mechanisms that will help
multicultural individuals work together. As background, language, custom or age differences
become more prevalent, there are indications that employee conflict will increase. HRM would be
required to train management to be more flexible in its practices. Because tomorrow’s workers will
come in different colors, nationalities and so on, managers will be required to change their ways.
This will necessitate managers being trained to recognize differences in workers and to appreciate
and even celebrate these differences.

2. Work-force Diversity

In the past HRM was considerably simpler because our work force was strikingly
homogeneous. Today’s work force comprises of people of different gender, age, social class sexual
orientation, values, personality characteristics, ethnicity, religion, education, language, physical
appearance, martial status, lifestyle, beliefs, ideologies and background characteristics such as
geographic origin, tenure with the organization, and economic status and the list could go on.
Diversity is critically linked to the organization’s strategic direction. Where diversity flourishes, the
potential benefits from better creativity and decision making and greater innovation can be accrued
to help increase organization’s competitiveness. One means of achieving that is through the
organization’s benefits package. This includes HRM offerings that fall under the heading of the
family friendly organization. A family friendly organization is one that has flexible work schedules
and provides such employee benefits such as child care. In addition to the diversity brought by
gender and nationality, HRM must be aware of the age differences that exist in today’s work force.
HRM must train people of different age groups to effectively mange and to deal with each other and
to respect the diversity of views that each offers. In situations like these a participative approach
seems to work better.

3. Changing skill requirements

Recruiting and developing skilled labor is important for any company concerned about
competitiveness, productivity, quality and managing a diverse work force effectively. Skill
deficiencies translate into significant losses for the organization in terms of poor-quality work and
lower productivity, increase in employee accidents and customer complaints. Since a growing
number of jobs will require more education and higher levels of language than current ones , HRM
practitioners and specialists will have to communicate this to educators and community leaders etc.
Strategic human resource planning will have to carefully weigh the skill deficiencies and shortages.
HRM department will have to devise suitable training and short term programmes to bridge the skill
gaps & deficiencies.

4. Corporate downsizing

Whenever an organization attempts to delayer, it is attempting to create greater efficiency.
The premise of downsizing is to reduce the number of workers employed by the organization. HRM
department has a very important role to play in downsizing. HRM people must ensure that proper
communication must take place during this time. They must minimize the negative effects of
rumors and ensure that individuals are kept informed with factual data. HRM must also deal with
actual layoff. HRM dept is key to the downsizing discussions that have to take place.

5. Continuous improvement programs

Continuous improvement programs focus on the long term well being of the organization. It
is a process whereby an organization focuses on quality and builds a better foundation to serve its
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customers. This often involves a company wide initiative to improve quality and productivity. The
company changes its operations to focus on the customer and to involve workers in matters
affecting them. Companies strive to improve everything that they do, from hiring quality people, to
administrative paper processing, to meeting customer needs.

Unfortunately, such initiatives are not something that can be easily implemented, nor
dictated down through the many levels in an organization. Rather, they are like an organization
wide development process and the process must be accepted and supported by top management and
driven by collaborative efforts, throughout each segment in the organization. HRM plays an
important role in the implementation of continuous improvement programs. Whenever an
organization embarks on any improvement effort, it is introducing change into the organization. At
this point organization development initiatives dominate. Specifically, HRM must prepare
individuals for the change. This requires clear and extensive communications of why the change
will occur, what is to be expected and what effect it will have on employees.

6. Re-engineering work processes for improved productivity

Although continuous improvement initiatives are positive starts in many of our
organizations, they typically focus on ongoing incremental change. Such action is intuitively
appealing — the constant and permanent search to make things better. Yet many companies function
in an environment that is dynamic- facing rapid and constant change. As a result continuous
improvement programs may not be in the best interest of the organization. The problem with them
is that they may provide a false sense of security. Ongoing incremental change avoids facing up to
the possibility that what the organization may really need is radical or quantum change. Such drastic
change results in the re-engineering of the organization.

Re-engineering occurs when more than 70% of the work processes in an organization are
evaluated and altered. It requires organizational members to rethink what work should be done, how
it is to be done and how to best implement these decisions. Re-engineering changes how
organizations do their business and directly affects the employees. Re-engineering may leave
certain employees frustrated and angry and unsure of what to expect. Accordingly HRM must have
mechanisms in place for employees to get appropriate direction of what to do and what to expect as
well as assistance in dealing with the conflict that may permeate the organization. For re-
engineering to generate its benefits HRM needs to offer skill training to its employees. Whether it’s
a new process, a technology enhancement, working in teams, having more decision making
authority, or the like, employees would need new skills as a result of the re-engineering process.

7. Contingent workforce

A very substantial part of the modern day workforce are the contingent workers. Contingent
workers are individuals who are typically hired for shorter periods of time. They perform specific
tasks that often require special job skills and are employed when an organization is experiencing
significant deviations in its workflow. When an organization makes its strategic decision to employ
a sizable portion of its workforce from the contingency ranks, several HRM issues come to the
forefront. These include being able to have these virtual employees available when needed,
providing scheduling options that meet their needs and making decisions about whether or not
benefits will be offered to the contingent work force.

No organization can make the transition to a contingent workforce without sufficient
planning. As such, when these strategic decisions are being made, HRM must be an active partner
in these discussions. After all its HRM department’s responsibility to locate and bring into the
organization these temporary workers. As temporary workers are brought in, HRM will also have
the responsibility of quickly adapting them to the organization. HRM will also have to give some
thought to how it will attract quality temporaries.

8. Decentralized work sites
Work sites are getting more and more decentralized. Telecommuting capabilities that exist
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today have made it possible for the employees to be located anywhere on the globe. With this
potential, the employers no longer have to consider locating a business near its work force.
Telecommuting also offers an opportunity for a business tin a high cost area to have its work done
in an area where lower wages prevail.

Decentralized work sites also offer opportunities that may meet the needs of the diversified
workforce. Those who have family responsibilities like child care, or those who have disabilities
may prefer to work in their homes rather than travel to the organization’s facility. For HRM,
decentralized work sites present a challenge. Much of that challenge revolves around training
managers in how to establish and ensure appropriate work quality and on-time completion. Work at
home may also require HRM to rethink its compensation policy. Will it pay by the hour, on a salary
basis, or by the job performed. Also, because employees in decentralized work sites are full time
employees of the organization as opposed to contingent workers, it will be organization’s
responsibility to ensure health and safety of the decentralized work force.

9. Employee involvement

For today’s organization’s to be successful there are a number of employee involvement
concepts that appear to be accepted. These are delegation, participative management, work teams,
goal setting, employee training and empowering of employees. HRM has a significant role to play
in employee involvement. What is needed is demonstrated leadership as well as supportive
management. Employees need to be trained and that’s where human resource management has a
significant role to play. Employees expected to delegate, to have decisions participatively handled,
to work in teams, or to set goals cannot do so unless they know and understand what it is that they
are to do. Empowering employees requires extensive training in all aspects of the job. Workers may
need to understand how new job design processes. They may need training in interpersonal skills to
make participative and work teams function properly.

Tema 3.2. Telephoning. CVs and interviews
Demonstrate you meet the criteria

Before you start writing any application or preparing for an interview, it is important to be
clear about what the employer is looking for and how you meet their selection ‘criteria’. Spending a
little time on this makes it easier to write a strong application and deal with interview questions,
meaning you are more likely to be successful.

Identify the criteria

Throughout the selection process you are looking to provide evidence of the skills and
experience the employer is looking for. You will usually find these in the job description, but you
may also have gathered additional information about what is important to the employer by attending
careers events or through your own research or contacts.

If you are making speculative applications to ask about possible jobs, or if the vacancy
doesn’t provide you with much detail, you can identify the likely criteria by reading relevant job
profiles on careers websites, and/or looking at adverts for similar jobs. Researching the job and
industry in this way helps make your application more convincing.

Select your examples

Once you know the employer's requirements, think about examples that demonstrate these
skills or experience. These examples can come from your academic work (dissertation, fieldwork
and team projects), work experience, voluntary work, student societies, positions of responsibility,
sport and music, or anything else!

«  Try to think of examples from a range of activities, from different parts of your life. Where
possible, draw on recent examples

»  Specific examples should include specific detail as this makes them more memorable and
persuasive.
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«  Focus on how and why you were successful in the activity involved.
*  Where relevant, see if you can include a measure of your success e.g., how much money
you raised/managed, how many people you led/presented to.

Presenting your examples

Picking examples which best match the criteria means you can tailor your CV, application,
cover letter or interview answers to the specific job you are applying to. In written applications
presenting your examples using action verbs can convey impact and make your application stand
out. Here are some examples:

« Adapted

«  Communicated
e Established

* Managed

»  Negotiated
In cover letters, application forms and interviews, using the STAR approach (Situation,
Task, Action, Result) can help give a clear structure for your examples:
«  Situation you were in
* Task you had to do
» Actions you took, explained clearly and specifically
* Result — positive outcome and/or what you learned
The actions should be the bulk of your answer (say, 70%) and the rest 10% each, but it will
depend a little on your own example. The amount you write will vary according to any word limit
and the format of the application (e.g. a paragraph in a covering letter versus a concise bullet point
in your CV), but it's a good idea to build up a range of examples of your achievements which you
can then modify for different applications. This process saves you time in the long run, and helps
develop your confidence too!

Have a go

Here we have a sample job description. We have added a typical question you might get
asked on an application form or at interview, and then provided an answer using STAR.

Tema 4.2 The types of business communication inside the organization
Kinds (Types) of Communication employed by Business Organisations

In a business context, all communication can be divided into two categories namely,
External Communication and Internal Communication.

External Communication

An organization, when it communicates with Governmental agencies, oth organizations,
customers, clients and Public it is called external communication The media employed may be
written media like letters, reports, proposals or visual media like posters, advertisements video tapes
or electronic media like faxes, telegrams, e-mails, telexes. The communication might also be
through teleconferences, face-to-face meetings, panel discussions or presentations, exhibitions and
such events.

Advantages of External Communication

External communication helps an organization to keep its outsourcing agencies like
distributors, wholesalers, retailers and clientele well informed about the company’s products,
services, progress and goals. The information gets continuously updated and accurate. All
organizations have to maintain cordial relationships with government agencies, licensing
authorities, suppliers of raw materials, ancillary industries and financial institutions. Continual and
updated information without any communication gap is essential for business houses.

Internal Communication
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Every organization has the necessity to maintain appropriate communication with its
branches, staff and employees. This is generally called internal communication. Internal
communication is an essential feature of an organization’s administrative structure. In modern
times, the Human Resource Department plays an important role in maintaining internal
communication.

In the new millennium, particularly in the context of globalization, business has become
highly competitive. Business houses have the need to maintain good channels of internal
communication. The central organization or corporate office should keep its branches well informed
of new policies and policy changes. The growth in business, the future projections for business,
increased specializations make a great demand on the central office to maintain an uninterrupted
flow of internal communication. Employees need to be motivated and exposed to the business
objectives and ethical ideas of a company so that they get an involvement in the work they do.
Employees on production line should be aware of the targets so that they overcome obstacles. Even
the shifting of the canteen and a re-adjustment of the lunch-breaks and tea-breaks have to be
informed well in advance to the employees. In turn, employees should be able to tell people at
higher levels their grievances, expectations and difficulties. Effective internal communication
forges a strong bond between the employees and management, promotes co-operation among
different sections in an establishment. It remove’s misunderstanding and aids the growth of the
organization at a desirable and optimum level. Internal communication in short, ensures
involvement of all the people without alienating any section.

Directions of Communication

In olden days communication was unidirectional. The boss gave the order and the
employees executed it. In fact, uni-directional communication has its origin in the feudal system.
The lord directed the vassal (a slave or bondman) to carry out a job. Business and industry
continued the age old tradition of the feudal system even after the industrial revolution. But soon
areas of conflict got promoted by sectarian interests (of homogenous groups) within an
organization. The barrier between the management and employees became an iron curtain. It has
been discovered that a multidirectional communication system demolishes the barriers and removes
friction. Business depends on such anew communication paradigm (pattern or model) to ensure the
success of business and the realization of even difficult objectives.

Downward Communication

Downward communication means the flow of communication from the top echelon (level or
rank) of an organisation to the lower levels of employees. Downward communication not only
recognizes and accepts a hierarchical structure but also is based on the assumption that people at the
higher level have the ability and authority to direct the employees on all do’s and dont’s. Downward
communication has its own shortcomings, if it is not complemented by other directional
communications. The shortcomings will be pronounced if an organization adopts only
unidirectional communication namely downward communication. Downward communication, if
practised without complementing it with upward communication, will fail because it accepts the
premise ~” The boss is always right”. Moreover, it may get delayed or distorted as it goes down
through the various levels of the hierarchical set up as all decisions are taken without any proper
feedback. But it helps in creating an awareness among employees of the objectives, targets and
goals. It also helps in establishing a certain authority in the organization and discipline. In the armed
forces and police department, mostly, only downward communication exists.

Upward Communication

Communication maintained from lower level of employees to higher-ups is called upward
communication. Upward communication gives scope for the employees to offer their suggestions,
opinions, make complaints and seek redressal of their grievances. Upward communication helps an
organization to receive and reset its objectives at realistic levels. Upward communication may cause
ego problems to persons in higher hierarchial positions. It may also lead to meaningless criticisms
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of the policies by disgruntled employees. But on the whole, modern management recognises the
need for healthy upward communication to make the organization responsive to suggestions and
ideas. Some organizations invite the opinions of personnel at the lower level. Jhs personnel
department, the HRD section and the Swedish type of ‘Ombudsman Office’ (Official appointed by
a government to investigate and report on complaints made by citizens on Public authorities) take
steps to see that a healthy and acceptable upward communication system is adopted by
organizations.

Horizontal / Lateral Communication

The interaction among peer groups is called horizontal communication. Inter departmental
communication is also horizontal communication. Sales department, production department, quality
control department and the stores department have to constantly interact and coordinate among
themselves. Horizontal communication leads to a better understanding among individuals and
departments, cooperation and coordination.

Diagonal or multi-directional Communication

Diagonal communication means the wuse of upward, downward and horizontal
communication. It is a healthy practice not to depend on any one mode. Diagonal communication
leads to better feedback at all levels. It promotes understanding, motivates employees and gives a
sense of belonging and involvement to all people at all levels. But such communication should not
be allowed to degenerate to a meaningless criss-cross communication which will lead to chaos and
confusion. All modes have to be maintained at the appropriate and optimum level.

Formal and Informal Channels of Communication

Every business organization adopts some formal channels of communication which may be
upward, downward, or horizontal or all the three. They are usually in the form of notices,
announcements, reports, official or demi-official letters, advertisements, etc. Formal channels are
officially recognised and organised. They make the working of the organisation transparent. They
motivate the employees. They provide the necessary feedback. But formal channels operate with
some limitations. A continuous maintenance of a formal channel is time and resource consuming.
At ordinary times, they exist for their own sake without any objective, as a formality and routine.
Sometimes, free flow of information gets affected by personal factors.

Grapevine

Large organizations, where there are a large number of people working closely, generate
certain informal or unofficial channels of communication. These channels exist with or without
official patronage. Even if they are officially and secretly patronised, they are not authentic. This
type of communication is generally called “Grapevine” communication. Grapevine communication
is an informal, unofficial, horizontal channel of communication because generally peer groups
participate in it.

Types of Grapevine Communication

Types of Grapevine communication

|
| ! ! !

Single Strand Chain Gossip Chain Probability Chain Cluster Chain

Grapevine communication is of four different types. It can seep from individual to
individual in a strictly linear fashion. Information takes time to spread in this fashion. It is called
Single Strand Chain.

In some situations, an individual goes around communicating the message / information he

thinks he has obtained. This is called Gossip Chain. The listeners are a chosen few only. In some
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other situation, an individual passes an information without any restriction to all those with whom
he comes into contact. This is called Probability Chain and the information / message passed on
may be interesting but not important.

In yet another situation, one person communicates to a few chosen associates who in turn
communicate the same to yet another group. This is called Cluster Chain.

Advantages of Grapevine Communication

Grapevine communication brings about a strong bond among peer groups. It develops
because of the involvement of the persons connected with an organization. It gives mental
satisfaction to the participants and gradually reduces emotional outbursts and reactions. It keeps the
employees anticipating and acts as a buffer against Shockwaves. It is fast and can supplement
formal channels. It provides informal feedback on the changes contemplated by the Management.

Disadvantages of Grapevine Communication

Grapevine is definitely dangerous to the health of an organization if allowed to grow without
monitoring. Grapevine channel distorts or exaggerates the content of a message. It has the potential
to spread unnecessary gossip. It may result in character assassination and personal vilification of
individuals. It may provoke sudden unwanted and unexpected reactions from emotionally unstable
people.

Grapevine channels can be moderated but not eliminated. A transparent administration
policy, employee-friendly attitude, fruitful peer group meetings, inter-action sessions, parties and
outings where all those connected with the organisation participate are some of the strategies to
monitor grapevine and use it to the advantage of the organization. Business houses and industries
adopt one or several of these strategies to keep grapevine under reasonable control so that it does
not degenerate into a rumour mill and promote unwanted gossip sessions among the employees.

Tema 5.1 Personnel management: Employee Selection. Job description
Why Is the Human Resource Selection Process Important?
by Neil Kokemuller

The human resources, or HR, selection process is important
because of the production and performance value companies get

ag a oo by mal_<ing good hi_res and the high costs of. replacing employees
qﬁ‘}! L following bad hires. These considerations are especially
‘E : # - (‘(% heightened for small businesses. HR has taken on a more
Bl v ae Y. . strategic role in many early 21st century companies, with hiring

and selection integral to that role.

Basics

The HR selection process is the strategically planned procedural approach developed by
human resources professionals and implemented by organizations when recruiting, evaluating and
hiring new employees. The process typically begins when jobs are posted internally and externally.
Sometimes recruiting tools are used to draw top-qualified candidates for certain jobs. HR and hiring
managers developed screening tools, such as applications, interviews, tests, background checks and
reference checks and begin accepting applications.

Selection Criteria

One area of the selection process that is significant and sometimes under-valued is the
development of screening tools. The ultimate goal of selection is to hire the candidate who is the
best possible match for the job duties and the culture of the company. This makes using the right
selection tools and developing them effectively vital. Careful job analysis helps HR professionals
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better align selection tools with the job. Only tools, criteria and interview questions that help yield
the best hire should make it into the selection process.

Costs

Along with finding the best hire, cost efficiency and legal concerns are two main reasons
why the HR selection process is so important. When companies make a bad hire, they pay to train
and orient a person who ultimately may cause more harm than good if he performs poorly and
negatively affects the workplace. The costs to replace a bad hire are astronomical in many
industries. A Society Human Resource Management study showed that even an $8 an hour retail
employee can cost up to $3,500 to replace because of the hiring, administrative and training costs
involved.

Legal Concerns

The U.S. has become known as a litigious society, making protection against discrimination
lawsuits for hiring processes critical. This is another reason to closely align selection tools and
criteria with job expectations. Any misalignment between the job and selection criteria could open
the door for a candidate to claim discrimination. Laws such as Title VII and the Americans with
Disabilities Act mandate equal opportunities for employees regardless of such traits as race,
national origin, age, religion, sexual orientation and disability.

Evaluation Steps for Recruitment & Selection

by KJ Henderson

Recruitment and selection is the human resources function of
identifying, attracting, screening and hiring the most qualified
candidate for a job opening. For small businesses in particular,
this process is critical. The ability to effectively assemble the
best team members available can make the difference between
a company’s success and failure. When initiating the
recruitment and selection process, an entrepreneur must
consider many things.

Job Description

The most important step for a small business to take when performing the recruitment and
selection process is a clear understanding of the job for which they are hiring. It is not uncommon
for organizations to actively recruit candidates before properly identifying their hiring needs. This
can lead to inefficient time management, as the job description will most likely change during the
process. This will result in the hiring manager interviewing unqualified candidates. Before meeting
with job applicant, the hiring manager must decide upon the responsibilities of the position. He
must also be clear about the educational background, professional experience and qualitative
manners he seeks in the ideal candidate. In addition he must identify a salary that is in line with the
organization’s budget. That number must also realistically align with the compensation realities of
the market. For example, if a small business needs to hire an experience attorney but budgetary
constraints only allows a salary of $30,000; it is unrealistic to think that a suitable candidate will be
found.

Recruitment

Once the responsibilities, requirements and the salary range of a job is determined, a small
business can begin the task of recruiting qualified talent. This step can be carried out in a variety of
ways. A hiring manager may network with those in his industries in hopes that a successful
candidate will be found through word of mouth. Alternatively, she may post want ads on online job
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search sites, such as Monster.com and CareerBuilder.com or in traditional publications, such as the
Houston Chronicle or the Houston Business Journal. She may also utilize the services of a staffing
agency that maintains a pool of qualified, pre-screened candidates.

Screening And Selection

When resumes begin to pour in, a hiring manager must meticulously screen each one. His
goal is to weed out those lacking the proper educational or professional background. Once he has
identified the most appropriate resumes, he interviews those applicants. Interviews may take place
over the telephone or in person. During the interview, the hiring manager asks the candidate
questions specific to their background and how it relates to the job at hand. When an ideal candidate
has been identified, the hiring manager extends a formal offer of employment.

Tema 5.2 Staff training. Employee motivation.
Motivational Games That Will Leave Employees Feeling Inspired

When you offer someone motivation, you give them an uplifting nudge in the right
direction. They feel more confident, self-assured, and become productive. A stifling work
environment will only bring out the worst in people, where motivational games help a ton.

Employees aren't programmed robots who will do your bidding from sunup, to sundown.
They require trust and patience from those around them, where the honest group must be
encouraged, while the dishonest slackers should be allowed to reevaluate their goals and purpose.
Everyone involved - be it a solo or team project - should collectively be given pep talks, team-
building workshops, motivational activities to participate in, and above all, a reward for their hard
work.

When you acknowledge hard work, a person is propelled to be better, efficient, and focused.
These motivational games should help an organization boost their employees' overall performance
and mindset about the company.

Motivational Games for Workplaces
Presentation Skills
Presentation

Nobody is born with exceptional oratory skills. A presentation can only garner attention and
respect if the speaker knows how to handle their audience. In a boardroom, we're all familiar with
the drone of the speaker's voice, as we stifle yawns and repeatedly check our wrist watches. In this
activity, make employees group into teams of five or more, depending on the strength of the
workforce as a whole, and instruct each group to come up with a compelling presentation.

The topics you put forward can be anything from how to make work-life interesting or
convince a new client with a groundbreaking pitch. Have the boardroom members or management
of the company witness each presentation, marking off teams' overall performance based on skill,
precision, tactic, confidence, body language, and choice of words. The team that pulls off a great
presentation gets to experience a fancy dinner with the boss (or some other kind of reward that
you'd like to put forward).

Conclusion:

Do this sort of activity every 2 - 3 months, to give employees an opportunity to work on
their presentation skills. It will help them improve in many areas, especially when it comes to
successfully delivering a good presentation without messing up.

The Bigger the Brains, the Better
Scrabble

Crossword puzzles are fun to solve, but sometimes they can be a tad overwhelming for
someone who isn't really a hardcore fan. Design a special crossword puzzle that purely deals with
the ins and outs of a company, human nature in general, and the attributes of an ideal
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leader/employee. Have everyone solve an individual crossword puzzle, or in groups of two. The
team/employee that solves the crossword puzzle first, can be given the liberty to take the day off the
following morning.

Conclusion:

Come up with interesting ways to make motivational games not just fun, but an exhilarating
experience for employees. This will encourage teams to work together as a single entity in solving
something as simple as a crossword puzzle, where communication is essential even in a two-way
scenario.

Employee of the Month
Employee certificate

While this isn't a motivational game per se, it is nonetheless a great way to boost employee
performance. The insouciance of some companies in not giving employees their due recognition is
not an uncommon feature; this is where you get to turn things around. Every month, have the
management vote for employees based on varied criteria, by keeping track of those who have
performance levels that equal stellar and consistent.

Conclusion:

It will encourage those who weren't nominated to work harder, so that their names are
possibly cast in the voting process the following month. Employees can be given an 'Employee of
the Month' plaque, paired with a gift voucher. Employees have more than just a plaque with their
name on it, to look forward to.

How Long Can You Go On?
Office game

This may sound silly, but trust me, it is an exciting motivational game to try with employees.
Make two employees come forward to compete with one another, on who can hold a pencil the
longest without dropping it, as it balances between their nostrils and upper lip. Have them wedge
the pencil between this space in a 'smooch' position, while tilting their heads back.

Others can throw taunts, jokes, sarcasm, and the like, to see who breaks focus first. You
could ask the two participating employees to walk through a series of barricades and such, to see
who can still manage to keep the pencil in its place. The one who drops the pencil first, indicates a
lack of focus in a stressful situation.

Conclusion:

It will teach employees on how to remain centered no matter what sort of situation flings
itself at them. Such a composed demeanor is of utmost need in a workplace that has its share of bad
days.

Good Old-Fashioned Scrabble
scrabble

Scrabble occupied a major part of the growing-up years, for those who had an obsession for
word games. More than a motivational game, this will give employees some time to cool off, and
take a break from their desks doing something besides snoozing, or getting involved in mindless
gossip. Have everyone compete in the game as the winners advance, to ultimately play against the
last person standing amongst the rest.

Conclusion:

It will give employees a chance to acquaint themselves with not just coworkers they're
familiar with, but with others they hardly ever speak to. Newcomers will enjoy this activity too.
Come up with other games that give employees a chance to mingle; Pictionary, Taboo, and Dumb
Charades are great options to teach teams about teamwork.

These motivational games aren't the sort that will have employees yawning, or wishing they
weren't born. Make it synergistic, fun, not too childish, and more importantly, a learning experience
for everyone.
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Read more at Buzzle: https://www.buzzle.com/articles/motivational-games.html

Tema 6.2 Problem solving: individual and group problem solving techniques, stages of
consideration and resolution of the problem

How To Solve Problems - Techniques of Problem Solving

As the owner of your own business you deal with problems on an almost daily basis. Being
familiar with effective Problem Solving Techniques can dramatically affect the growth of your
business.

Although you find solutions to your problems, many businessmen and women are not really
skilled in the methods of problem solving, and when solutions fail, they fault themselves for
misjudgment. The problem is typically not misjudgment but rather a lack of skill.

This guide instructs you in some problem solving techniques. Crucial to the success of a
business faced with problems is your understanding of just what the problems are, defining them,
finding solutions, and selecting the best solutions for the situations. This guide explains the
following.

How to identify a problem. How to respond to it. The different techniques and methods
used in problem-solving. How to find alternative solutions. How to select the best
solution for the situation. Designing a Plan of Action. How to implement the Plan of
Action. How to assess the success of the solution and the Plan of Action.

Introduction to Problem Solving Techniques

What is a problem? A problem is a situation that presents difficulty or perplexity. Problems
come in many shapes and sizes. For example, it can be:

Something did not work as it should and you don't know how or why. Something you
need is unavailable, and something must be found to take its place. Employees are
undermining a new program. The market is not buying. What do you do to survive?
Customers are complaining. How do you handle their complaints?

Where do problems come from? Problems arise from every facet of human and mechanical
functions as well as from nature. Some problems we cause ourselves (e.g., a hasty choice was made
and the wrong person was selected for the job); other problems are caused by forces beyond our
control (e.g., a warehouse is struck by lightning and burns down).

Problems are a natural, everyday occurrence of life, and in order to suffer less from the
tensions and frustrations they cause, we must learn how to deal with them in a rational, logical
fashion.

If we accept the fact that problems will arise on a regular basis, for a variety of reasons, and
from a variety of sources, we can:

learn to approach problems from an objective point of view; learn how to anticipate some of
them; and prevent some of them from becoming larger problems.

To accomplish this, you need to learn the process of problem solving.

Here, we will instruct you in the basic methods of problem-solving. It is a step by step guide
which you can easily follow and practice. As you follow this guide, you will eventually develop
some strategies of your own that work in concert with the problem-solving process described in this
guide.

Keep in mind, though, as you read that this is not a comprehensive analysis of the art of
problem-solving but rather a practical, systematic, and simplified, yet effective, way to approach
problems considering the limited time and information most business owners and managers have. In
addition, some problems are so complex that they require the additional help of experts in the field,
so be prepared to accept the fact that some problems are beyond one person's ability, skill, and
desire to succeed.

1. Identifying the Problem
Before a problem can be solved, you must first recognize that a problem exists. Here is
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where your approach to problem-solving is crucial. You should not allow the problem to intimidate
you. You should approach it rationally and remind yourself that every problem is solvable if it is
tackled appropriately.

Fear can block your ability to think clearly, but if you:

1. Follow a workable procedure for finding solutions;

2. Accept the fact that you can't foresee everything;

3. Assume that the solution you select is your best option at the time; and

4. Accept the possibility that things may change and your solution fail;

You will then enter the problem-solving process rationally, You should try to view it as an
intellectual exercise. Once you recognize that a problem exists, your next step is to identify the
problem. First, you need to discover how the problem occurred. Ask yourself the following
questions:

1. Did something go wrong?

2. Did something breakdown?

3. Were there unexpected results or outcome?

4. Is something that once worked no longer working?

Second, you need to know the nature of the problem:

1. Is it people, operational, technical, etc.?

2. Is it with a particular department, product or service, etc.?

3. Is it something tangible or intangible?

4. Is it an external or internal problem?

Third, you need to decide how significant the problem is. Based on the level of significance,
you may choose to deal with the problem or not to deal with it. Sometimes what you think is a small
problem, when analyzed, proves to be a major problem. The reverse is also true. To determine this,
you should ask yourself the following types of questions:

1. Is it disrupting operations?

. Is it hampering sales?

. Is it causing conflict among people?

. Is it an everyday occurrence or is it infrequent?
. Is it affecting personnel and their productivity?
. Is it common or unusual?

. Is it affecting goals, and if yes, which ones?

8. Is it affecting customers, vendors, and any other external people?
Fourth, you should narrow down the type of problem:

1. Is it basically a problem which occurred in the past and the main concern is to make

certain that it doesn't occur again?

2. Is it a problem which currently exists and the main concern is to clear up the situation?

3. Is it a problem which might occur in the future and the basic concern is planning and

taking action before the problem arises?

The answer to all of the above questions will help you focus on the true problem. You
cannot effectively research the causes of a problem until you have a clear understanding of what the
problem is. Sometimes, people spend many hours on what they perceive as a problem only to find

: out, after seeking the causes, that something else was really
the problem.

In order to appropriately identify the problem and its
' causes, you must do some research. To do this, simply list all
the previous questions in checklist form, and keeping the
checklist handy, go about gathering as much information as
you possibly can. Keep in mind the relative importance and
urgency of the problem, as well as your own time limitations.
Then interview the people involved with the problem, asking
them the questions on your checklist
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After you've gathered the information and reviewed it, you will have a pretty clear understanding of
the problem and what the major causes of the problem are. At this point, you can research the
causes further through observation and additional interviewing. Now, you should summarize the
problem as briefly as possible, list all the causes you have identified, and list all the areas the
problem seems to be affecting.

Before proceeding to finding solutions, there is some additional research that could be done.
If possible and if warranted, you might wish to find out:
1. What has previously been done in regards to this problem?
2. What have other companies done?
3. What formal knowledge might you need to acquire.
4. What has been learned from past experience.
5. What do experts say about the problem?

2. Roadblocks to Problem Solving

Many of us serve as our own roadblocks in solving problems. There are a variety of
roadblocks to watch for in order to effectively use the technique of problem solving:
. Watch out for old habits.

. Check your perceptions.

. Overcome your fears.

. Be careful of assumptions.

. Don't be tied to a problem; try to look at it with detachment.

. Don't let yourself procrastinate.

. Control your inclination for reactive solutions.

. Control your inclination for rash solutions.

. Avoid emotional responses and always attempt to be rational.
10. Be aware that the nature of a problem can change.

11. Do not skip steps in the problem solving process.

At this point, you are ready to check your understanding of the problem. You've already
identified the problem, broken it all down into all its facets, narrowed it down, done research on it,
and you are avoiding typical roadblocks. On a large pad, write down the problem, including all of
the factors, the areas it affects, and what the effects are. For a better visual understanding, you may
also wish to diagram the problem showing cause and effect.

Study what you have written down and/or diagrammed. Call in your employees and discuss
your analysis with them. Based on their feedback, you may decide to revise. Once you think you
fully understand the causes and effects of the problem, summarize the problem as succinctly and as
simply as possible.
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3. How to Find Solutions

There are a number of methods for finding solutions. We will describe five thinking
methods below, but we recommend that you use a number of them in finding solutions. The first
four methods described are unconventional and more innovative. They allow you the possibility of
arriving at a novel solution. The fifth method is a more typical and straightforward method.

1. Association: There are three types of associative thinking. This type of thinking is
basically a linking process either through similarity, difference, or contiguity. For example,
contiguity finds solutions from things that are connected through proximity, sequence, and cause
and effect. The process works as follows: List as many parts of the problem you can think of. Then
giving yourself a short time limit, list as many words or ideas that have either proximity, sequence,
or related cause and effect to the ones you have listed. For example, a contiguous association might
be «misplaced work — cluttered desk» (proximity); «misplaced work — rushing» (sequence);
«misplaced work — irate customer» (cause and effect).

Associative thinking taps the resources of the mind. It brings into focus options you might
not have considered if you stuck to ideas only directly related to the problem. As a result of
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associative thinking, you might find other relationships embedded in the problem that will lead to a
better solution.

2. Analogy: This thinking method is a way of finding solutions through comparisons. The
process is based on comparing the different facets of the problem with other problems that may or
may not have similar facets. An analogy might go like this: «<Employees have been coming in late
to work quite often; how can | get them to be at work on time? This to me is like soldiers being late
for a battle. Would soldiers come late to a battle? Why not?» By, comparing the situation of
workers to the situation of soldiers, you may find a solution for a way to motivate employees to
come to work on time.

3. Brainstorming: This thinking method is based on a free, non-threatening, anything goes
atmosphere. You can brainstorm alone or with a group of people. Most often a group of people
from diverse backgrounds is preferable. The process works like this: The problem is explained to
the group and each member is encouraged to throw out as many ideas for solutions as he or she can
think of no matter how ridiculous or far-fetched they may sound. All the ideas are discussed among
the group, revised, tossed out, expanded, etc. based on the group's analysis of them. Based on the
group's grasp of the effectiveness of each idea, the best ones are selected for closer review. For
example, the group of people might throw out for consideration any thoughts they might have on
how to increase sales or improve profits.

4. Intuition: This mode of thinking is based on hunches. It is not, as some think, irrational.
Intuition or hunches are built on a strong foundation of facts and experiences that are buried
somewhere in the subconscious. All the things you know and have experienced can lead you to
believe that something might be true although you've never actually experienced that reality. Use
your intuition as much as possible but check it against the reality of the situation.

5. Analytical Thinking: This thinking method is based on analysis. It is the most
conventional and logical of all the methods and follows a step by step pattern.

a. Examine each cause of the problem. Then for each cause, based on your direct knowledge and
experience, list the solutions that logically would seem to solve the problem.

b. Check the possible solutions you arrive at with the research you have compiled on how the
problem was solved by others.

Using each thinking technique, search for solutions. Keep a running list of all of them, even
the ones that seem far out, too simple, or even impossible. The effect of this is to give you a rich
pool of ideas that will lead you to the best solution.

4. Sorting Out the Best Solution

Go through your long list of solutions and cross-out those that obviously won't work. Those
ideas are not wasted for they impact on those ideas that remain. In other words, the best ideas you
select may be revised based on the ideas that wouldn't work. With the remaining solutions, use what
is called the "Force Field Analysis Technique.” This is basically an analysis technique which breaks
the solution down into its positive effects and negative effects. To do this, write each solution you
are considering on a separate piece of paper. Below the solution, draw a line vertically down the
center of the paper. Label one column advantages and one column disadvantages.

Now, some more analytical thinking comes into play. Analyzing each facet of the solution
and its effect on the problem, listing each of the advantages and disadvantages you can think of.

One way to help you think of the advantages and disadvantages is to role-play each solution.
Call in a few of your employees and play out each solution. Ask them for their reactions. Based on
what you observe and on their feedback, you will have a better idea of the advantages and
disadvantages of each solution you are considering.

After you complete this process for each solution, select those solutions which have the most
advantages. At this point, you should be considering only two or three. In order to select the most
appropriate solution, you should check each solution against the following criteria:

Cost effectiveness;

Time constraints;
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Availability of manpower, material, etc.;
Your own intuition.
Before you actually implement the solution, you should evaluate it. Ask yourself these questions:
1. Are the objectives of the solution sound and clear and not complex?
2. Will the solution achieve the objectives?
3. What are the possibilities it will fail and in what way?

5. The Plan of Action

Finding the solution does not mean the problem is solved. Now, you need to design a plan of
action so that the solution gets carried out properly. Designing and carrying out the plan of action is
equally as important as the solution. The best solution can fail because it is not implemented
correctly. When designing the plan of action, consider the following:

Who will be involved in the solution;

Who will be affected by the solution;

What course of action will be taken;

How should the course of action be presented to company employees, customers, vendors,

etc.;

When will it happen - the time frame;

Where will it happen; How will it happen;

What is needed to make it happen.

Design a plan of action chart including all the details you need to consider to carry it out and
when each phase should happen. Keep in mind, though, that the best plans have setbacks for any
number of reasons - from a key person being out for illness to a supplier shipping material late. So
remember that your dates are only target dates. Solutions and plans of action must be flexible.
Expect some things to be revised.

6. Evaluating the Plan of Action

Before you implement the plan of action, you should analyze it to see if you've considered as
many of the variables as possible. Some questions you might ask yourself are:
1. Is there adequate staff to carry it out?
2. Is the plan detailed yet simple enough for those affected to know what to expect and how
to carry it out?
. Will it embarrass anyone - manager, employee, customer, vendor, etc.?
. Is the time frame realistic and feasible?
. Are there special conditions which may have been overlooked?
. Who should be informed?
. Who should be involved?
. Who should be responsible for each aspect and/or phase?
. Is the plan of action cost effective?
10. Does the plan have a public relations component?
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7. Obstacles You May Encounter

There are a number of obstacles you may encounter when you implement your plan of
action. It is, therefore, advisable that you devise ways to overcome them. Try not to allow obstacles
to prevent you from reaching your goals. Some obstacles to watch for are:

1. Not receiving material and/or equipment on time;

2. Other situations which might arise and deflect your attention from this problem;

3. Procrastination;

4. A power struggle among managers and/or employees;

5. Resistance to change - a natural human condition.

Resistance to change and company-wide acceptance is typically the biggest obstacle. The
best way to overcome them is to build a public relations component into your plan of action. The

key question to ask yourself is, «<How will 1 get my people to support the solution and make it
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work?» Some effective methods for accomplishing this are:

1. Have as many managers and employees involved in the problem solving process as
possible.

2. Advertise the problem and solution to your employees through memos, newsletters, and
posters, showing the advantages and disadvantages of the solution but proving it is better
than the conditions which currently exist.

3. Establish a schedule of meetings where different groups of employees can be exposed to
the solution and ask them for their feedback.

4. If necessary, develop a training program so that managers and employees feel competent
in carrying out the solution.

5. Involve key leaders who wield impact and influence others.

The key to a successful PR campaign is involving, as much as possible, the people who are
affected by the problem. The benefits of doing so is that they will understand the problem better and
why the solution is an effective one. The result will be that they will be more likely to not only
support your solution but also make sure that it works. Many times the solutions we select for
problems don't work because employees sabotage them, not because they are not inherently good
solutions. Employees may resist change, especially if they feel threatened. Involving employees
will assuage their fears.

8. Simulating the Solution / Plan of Action

Before you implement the plan of action on a full scale, you should select a small group of
managers and employees and role play the solution in the work setting. Observe the group as they
carry out the solution and take note of:

1. How they carry out the solution;

2. Their reactions to the solution;

3. Their understanding of the solution;

4. The effectiveness of the tools they are using in carrying out the solution;

5. Their resistance to change and reverting back to the previous behaviors.

Based on what you observe, you may need to revise some of your plans.

9. Successful Implementation

To assure the successful implementation successful implementation of your solution and
plan of action, remember the following:

1. Prepare your staff well in advance;

2. Train your staff well in advance;

3. Order equipment, material, etc., well in advance;

4. If necessary, hire new staff and do so well in advance;

5. Use PR at every meeting and in memos as much as possible;

6. Evaluate the effects of each phase as it is implemented and make the necessary

adjustments;
7. Attempt to remain flexible and open-minded.

Evaluating the Success of Your Solution

As each phase of your plan of action is implemented, you should ask yourself whether your
goals were achieved, how well they were achieved, and did it work smoothly. To check your own
perceptions of the results, get as much feedback as possible from your managers and from your
employees. What you may think is working may not be working well in the eyes of your people.
Always remember that they are one of your most valuable tools in successfully carrying out your
solution.

Tema 7.2 Approaches to managing the company in a changing external environment. The
ways to improve the company's competitiveness.

How to Improve Your Company’s Competitiveness in a Global, Internet Economy
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Now that you understand that your business competes not just domestically, but
internationally, virtually, and environmentally, how can you use it to your advantage? You can take
this knowledge to make decisions and take action to make your business more competitive in the
global, Internet economy.

We have laid out a few strategies you can easily take action on to become more competitive.
These strategies are fairly easy to initiate, and they can help you to reduce costs, innovate, become
environmentally sustainable, empower your company and yourself, and build your network.

Reduce Costs:

This is something every business constantly tries to achieve. But are you focused on
reducing the right costs? You might want to think about looking into your supply chain
management options. You could work on collaborating with your suppliers to consolidate goods
into fewer shipments, reduce packaging costs, and work on simplifying your process, among other
strategies.

You could also cut costs by looking at the technology you use every day. Are there any
programs with monthly subscription fees that you don’t really use? Are there other programs that
you use, and you know there are less expensive versions available? Do you have the right
collaboration tools for your workforce?

Innovate:

In stiff competition, the companies that can innovate and adapt to the ever changing business
environment are the ones that succeed. One way that companies innovate is through research and
development. This could be as simple as surveying your customers to understand what your
company could be doing better. You may spend a bit more money in the short term, but the results
will pay off well into the long-term. If you focus on improving your products and services to a point
where you are better than your competitors, customers will notice.

Become Environmentally Sustainable:

Environmental sustainability is not just another buzzword. In fact, the idea will grow in
importance as we realize that the world’s non-renewable resources are becoming scarce.
Improvements that you can undertake in your own business include starting a recycling program,
and building improvements that help to cut down on your use of electricity. You can also reduce
your travel by taking advantage of Internet and Communication Technology to collaborate with
employees and clients.

Empower Your Company and Yourself:

Gathering market intelligence on domestic, international, virtual, and environmental markets
is one of the most important things you can do to empower your business. If you know what is
going on in all of the various markets you compete in, and the ones you do not compete in, you can
clearly define your challenges, and devise strategies to overcome those challenges.

Additionally, you can take the time to improve yourself. No one is perfect. Attend a seminar,
join a professional organization, or even take some time to read case studies pertaining to your
industry. Whether you are in management, sales, or HR, there are always chances to develop
professionally.

Network:

How many times have you heard that «It’s not what you know, it’s who you know?» Well,
that model of thinking is somewhat true, especially now. Your company does not need to own
manufacturing plants or distribution centers to get products to customers. You can develop a global
and virtual business network to orchestrate a network of suppliers, manufacturers, and buyers. On a
smaller scale, who do you know, and how can they help you to make your network more powerful?

You can even use social media like Twitter, blogs, and LinkedIn to expand your virtual
network, and make your company active in the global, internet economy. Sign up for an account,
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build your profile, and watch how your network grows.
6.3.1.3. [IpuMepHbIe TeMbI TPYNIOBBIX ANUCKYCCHIA
Tema 2.4 Management features in different countrie
Cultural Influences on Management Style

Tema 4.1 Four main roles of a manager. The functions of managers at different levels of
management.

1. Levels of management.
2. The functions of managers at different levels of management.

Tema 4.4 A modern manager: personal characteristics, skills and abilities required for
effective management.

1. Modern management concepts and skills
2. Skills and personal characteristics needed by manager.
3. The portrait of a Russian manager.

Tema 5.3. Planning as one of the major responsibilities of management. The types of plans.
Recommendations for effective planning.

1. The basic steps in the management planning.
2. Strategic planning process
3. Recommendations for effective planning

Tema 6.2 Problem solving: individual and group problem solving techniques, stages of
consideration and resolution of the problem.

1. Decision making process in management - Problem solving
2. Individual problem solving techniques.
3. Group problem solving techniques.

6.3.1.4. IpuMepHbIii NepevyeHb JeKCHYeCKUX eIMHHUIL /Il TeKCUYeCKOro TUKTaHTa
Tema 2.3 Globalization and Competition Trends in Human Resource Management.
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Tema 3.2. Telephoning. CVs and interviews
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Tema 4.5 Team building: the different roles of team members, team performance

o XPaHUTH (JIep:KaTh) BHYTPH KOMAH/IbI

o cOOII0aTh OKOHYATEIbHBIE CPOKHU

nopydJars paboTy

KOMaHHas paboTa

UMETh BO3MOYKHOCTh

JTOCTHKUMBIC TIeTTH

9acThIe CIIOPHI MEX/TY WICHAMHU KOMaH/IbI
CIIEZIOBATEIILHO

cwia (CUJIbHasi CTOPOHA)

JEJIUTHCA C

HEe3JI0pOBasi KOHKYpPEHIUs

pelaronmn

BBITIONHSATH 33JaHMsI, TOpyYEHHBIE (IpeIHA3HaYCHHbIE) KOMY-TO
(dbopMupOBaTh U COXPAHATH A3 (HEKTUBHYIO KOMAHIY
HE UMETh ycrexa

obecrieunBaTth (TapaHTUPOBATH)

JeTTUTh OTBETCTBEHHOCTD

ONBITHBIN

ciaboe 3BEHO

MPEBHIIIATh YCTAHOBIICHHBIN IMMHUT BPEMEHHU
BHOCHTb J1€30pTraHu3alnio (0IpbIBaTh AUCIUILIUHY)
OpaTbcs 3a yperyaupoBaHHUe JITUTEIbHBIX Pa3HOIIacui
HOOUIPSITh TUCKYCCHH (CHIOPBI)

Tema 5.2 Staff training. Employee motivation.
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npeycMaTpUBaTh
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N3HAYAJIBHO



peaTn30BBIBATh, OCYIECTBIISATH, BHEAPATH
JTOCTHTaTh
MIPOTHO3UPOBATH
HaboOp mepcoHana
oOyueHue

pa3BuTHE

OILICHKH MPOU3BOJIUTEITHHOCTH
KacaThCsl, OTHOCUTBCS
o TOpT

. pabouas cua

o 3apruiaTa

o CIIUSTHUE
npuodpeTeHne
MIPEEeMCTBEHHOCTh
BKIJIFOUEHUE
CTapTOBBIN
MTOCBSIIATh
JI0Ka3aTeIbCTB
TEeKYy4eCTh

KaJpoB

HaHUMAaTh
CTPEMUTBCS
YMEHBIIIATh

6.3.2. TunoBble 3a1aHNUSA 1JIs1 IPOBEAeHUS MIPOMEKYTOYHON aTTECTAIIUM 00yYAOIIUXCS

[Ipomexxyrounas arrectanus 1o AUCHUIUIMHE «HOCTpaHHBIN SA3BIK» NMPOBOAMTCS Ha | Kypce B
¢dopme 3auera B 1 u 2 cemecTpax M 5K3aMeHa B 3 ceMecTpe.

6.3.2.1. TunnoBbIe TECTOBLIE 3aJAHUA
1. «Are Laura and Paul here?» «No, they » (17)

a) don't arrive yet

b) have already arrived
c) haven't arrived yet

d) haven't already arrived

2. We a holiday last year. (21)

a) don't have
b) haven't had
c) hasn't had
d) didn't have

3. «Where on Sunday afternoon? | couldn't find you.» (21)

a) you were
b) were you
C) you have been
d) have you been

4. «Where born?» «In Cairo.» (22)

a) were you
b) you are
C) are you
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d) was you
5. My car is at the garage. It . (23)

a) is being repaired

b) is repairing

c) have been repaired

d) repairs

6. I can't find my keys. I think . (23)
a) they are stolen

b) they've been stolen

c) they've stolen
d)they're being stolen

7. I go yet. | can stay a little longer. (32)

a) must

b) mustn't

c) don't need

d) don't need to

8. What time go to the dentist tomorrow? (34)

a) you must

b) you have to

c) do you have to
d) have you to

9. Tracey and Jack . (78, 79)

a) have no children

b) don't have no children

c) doesn't have any children
d) have any children

10. «How much money do you have?» « » (78)

a) No

b) No-one
c) Any

d) None

11. children like playing. (82)

a) Most

b) The most

c) Most of

d) The most of

12. I like those pictures. (83)

a) both

b) both of
c) either

d) either of

13. I haven't read these books. (83)

a) neither
b) neither of
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c) either
d) either of

14. Have you got

a) lot of
b) much
) many
d) a lot

15.  We like films so we go to the cinema

a) a lot of

b) much

C) many

d) alot

16.  There were

a) a little
b) few

c) little

d) a few of

17. «Where is Emma?» «She

friends? (84)

. (84)

people in the theatre. It was nearly empty. (85)

» (96)

a) isn't here yet
b) isn't here already
c) isn't here still

18. I locked the door and | gave

a) Sarah the keys
b) to Sarah the keys
c) the keys Sarah

19. I can't talk to you. I'll talk to you later when

a) I'll have

b) I had

c) | have

d) I'm going to have

.(97)

more time. (99)

20. late this evening, don't wait for me. (99)

a) If I'm

b) If I'll be

c) When I am
d) When I'll be

21. I don't know the answer. If |

a) know
b) would know
¢) have known
d) knew

22.  Andrew I like this jacket.

the answer, I'd tell you. (100)

a) | buy
b) I'd buy
c) I'll buy

if it wasn't so expensive. (100)
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d) I'd bought

23.

Emma lives in a house

a) who
b) which

c) it

d) what

24,

Did you find the book

is 400 years old. (101)

? (102)

a) who you wanted
b) that you wanted

c) what you wanted
d) you wanted it

25.

I met can speak six languages. (102)

a) a woman who
b) a woman which
c) awoman

d) a woman she

6.3.2.2. TunoBbie BONPOCHI K 3a4eTy

6.3.2.3. TunoBsble BONPOCHI K IK3aMeHY

©CoNo~WNE

Higher education in Russia

My university: entrance requirements, faculty members, leisure time activities.

System of education in Great Britain and the USA

What is management?
The history of management.
Modern management theories.

Globalization and Competition Trends in Human

Resource Management

Business letters: types of letters. Peculiarities of business correspondence.

Telephoning.
CVs and interviews
Four main roles of a manager.

The functions of managers at different levels of management.
A modern manager: personal characteristics, skills and abilities required for effective

management.

Management styles.

Management features in different countries.

The portrait of a Russian manager.
Team building: the different roles of team members, team performance.
Time management: time management skills, tips for effective use of time.

The Effectiveness of Recruiting

Personnel management: Employee Selection.

Job description.

The types of business communications inside the organization

Staff training
Employee motivation.

Planning as one of the major responsibilities of management.
The types of plans. Recommendations for effective planning.

Discriminatory Employment Practices.

Employee Safety and Health.

57



16. Problem solving: individual and group problem solving techniques, stages of consideration
and resolution of the problem.

17. Insurance Benefis.

18. International management: managing large English Russian and international companies.

19. Approaches to managing the company in a changing external environment

20. The ways to improve the company's competitiveness.

6.3.2.4. IlpumepHbIe TEKCTHI JJIsI IEPeBOIa U NMepecKasa
Benefits of Workplace Mediation for Your Business

Although they might not be fully aware of what a typical session might involve or what the
role of a mediator specifically means, the majority of people are aware of the goals of mediation: to
enhance relationships and to conduct dialogue in an open yet civil manner. In this term then the
principle of mediation is to allow for ideas to be exchangedand compromises reached without
needing to resort to arguing.

However, as this is one of the only widely known facts about mediation, it is often assumed
that the format and the benefits can only be received for personal relationships.

Many people remain unaware that commercial mediation or employment mediation, for
example, exists

What is Commercial Mediation?

The aim of commercial mediation is to resolve disagreements between parties who have a
commercial relationship. This relationship could be between work colleagues, employer and
employee or business and client. There are various disputes which could exist within these
relationships and commercial mediation seeks to resolve them in a manner which is mutually
beneficial and agreeable.

Once an agreement has been reached within commercial mediation then this agreement is
final. It will be used to pave the way forward and to improve the situation. However, for the process
of mediation to be successful then both parties must be amenable to the process and agreeable to
working within the parameters of mediation.

The Benefits

Whether the mediation in question is commercial, workplace or employment mediation,
recent figures show that the process is becoming more popular. The reason for this, according to
experts, is because of the many benefits which mediation can offer to businesses.

Of course, the specific benefits will depend on the business, the relationship and the dispute
which is to be settled during the course of mediation. However, there are many general benefits
which can also be noted and are a huge attraction to the many business owners who choose
mediation as a way of settling their affairs.

For many businesses, it is the financial advantage of using workplace mediation which
persuades them to follow the course of action. The alternatives to mediation, such as legal
intervention or paying settlements may be much higher than the cost of mediation and as a result of
using workplace mediation there may be no further costs to either party.

In addition, the focus of many mediators is to salvage relationships and for both parties to
have their say. In the case of a legal intervention this focus is lost and as a result, it may be the case
that the relationship between the two parties is lost forever as the result of taking a more aggressive
approach.

The third and most appealing benefit for many people is the speed with which a mediation
process may be completed. Legal matters tend to drag on, as neither party is willing to submit or
compromise but within mediation, a fast and beneficial solution may be made quickly allowing both
parties to move on quickly with their business with nobody left feeling victimised.

Before During and After Meetings
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by Sunanda K. Chavan

A meeting is a gathering of two or more people that has been convened for the purpose of
achieving a common goal through verbal interaction, such as sharing information or reaching
agreement. Meetings may occur face to face or virtually, as mediated by communications
technology, such as a telephone conference call, a skyped conference call or a
videoconference.Making the meetings effective and getting the desired output is the main objective
for conducting a meeting.

What things have to be done before the meetings?

First of all fix a purpose of the meeting

Fix an agenda for the meeting.

The agenda that is decided should be circulated prior to members so even they feel involved
and updated.

Fix the time of the meeting and adhere to it and respect and value time of members of the
meetings.

The arrangement should be such that members in the meeting are able to see each other face
hence it can be semi circle or circular arrangement.

What at the time of meeting?

Welcome members to the meeting You can also serve refreshments as well which act as
icebreakers.

Start on time. End on time.

Stick to the agenda.

You can ignite GD to get views and ideas. Hence improving the quality of decisions as well
as members get a feeling that attending the meeting is worth.

Keep conversation focused on the topic. Feel free to ask for only constructive and non-
repetitive comments. Keep minutes of the meeting for future reference in case a question or
problem arises.

What to do after the meeting?

Write up and distribute minutes within 3 or
4 days.

Discuss problems during the meeting with
officers & come up with ways improvements

Conduct a periodic evaluation of the
meetings. Note any areas that can be analyzed and
improved for more productive meetings.

Meetings can either be very productive or a
complete waste of time...depending on how you
choose to run your meeting.

You don't need a large number of people,
just invite the people who will add value and who
really need to be there

5 Questions to Ask When Hiring an Ecommerce Web Developer
By James Woodgate

Choosing a professional, creative and reliable ecommerce web developer is one of the most
important business decisions you’ll make. While small businesses with straighforward needs can
often get by with an out-of-the-box ecommerce solution, businesses with more complicated needs
may need to turn to a professional ecommerce web developer. As a business owner, you need to be
absolutely confident that your money is well-invested, and that your ecommerce project fulfills all
of your ideas and requirements. However, with such a large number of web development companies
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running in the industry today, your search may turn into a daunting task. Here are the top 5 essential
questions to ask before hiring an ecommerce web developer.

1. What Is Your Experience Developing Ecommerce Websites?

When hiring an ecommerce web developer, it is of the utmost importance that you check the
company’s professional history and breadth of experience. You can hardly expect top-notch quality
and complete satisfaction with your ecommerce website if you hire a novice, or even an individual
with just 1-2 years of experience in the field. Instead, opt for established developers with a high
level of expertise, who have sufficient experience building online stores of all sizes. Don’t hesitate
to ask for their project portfolio, which is a perfect representation of how professional, experienced
and creative they are. When looking through their previous projects, pay attention to various
aspects, such as the storefront design, site navigation, overall functionality and dynamic features.
This will help you understand what to expect with your future online store.

2. What Ecommerce Software Do You Use to Create Online Stores?

Developers often use ecommerce software, also known as an online shopping cart, to build
an online store and let it perform its primary function of exposing and selling goods online. There
are plenty of ecommerce software solutions available on the web market today, all varying in terms
of functionality, technologies used, flexibility level provided, usability and pricing. Obviously, not
every solution can perfectly fit your future project. You should be aware that the type of ecommerce
platform used will certainly have a significant impact on your overall online business efficiency and
success.

Therefore, when asking your ecommerce developer this question, you should take the time
to do comprehensive research to make sure that this particular ecommerce software is advanced and
powerful, while still user-friendly. Make sure it’s flexible enough that it will allow you to
effectively manage your store and handle all essential ecommerce tasks and processes on a daily
basis, even without technical knowledge. Note: the use of open-source solutions and technologies
typically points to a reasonable cost of web development services.

3. Do You Provide Custom Development Services?

With the internet market getting more and more competitive, you will surely need to make
use of every possible opportunity to make your online store stand out from the crowd. If you have
any exclusive ecommerce project in mind, then you should definitely make sure that your
ecommerce developer is ready to provide custom services. For instance, you may want to have your
storefront designed with elegant layouts, or you might want to enrich your store with additional
innovative options like customer-friendly categorization, smart product search, multi-language and -
currency support, virtual fitting and sizing and social shopping options. While working with custom
ecommerce developers, you can enjoy total peace of mind knowing that your brilliant and exclusive
ideas will be turned into a beautiful, custom ecommerce website.

4. Do You Implement SEO Capabilities?

No doubt your ranking in Google and other popular search engines will greatly influence
your overall online success. It is more than crucial that your ecommerce developer implements
highly effective SEO techniques and add-ons while creating your online store, like those that
generate static URLSs, edit page meta data, create custom meta and title tags, and provide table-less
layouts. These functions can make a significant contribution to your SEO efforts and help you to
achieve stable indexing and top results in various search engines, ultimately driving more potential
buyers to your online marketplace.

5. Are You Ready to Make My Online Store Mobile-Friendly?

In our era of mobile technology advancements, consumers are becoming more and more
addicted to their smartphones and tablet PCs, often using them for on-the-go shopping. For this
reason, it is crucial that you have a mobile-friendly online store to let your customers easily reach
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you and enjoy the shopping experience from their favorite mobile devices. Make sure that your
developer has experience in creating functional, fully optimized mobile ecommerce websites. For
the best functionality, have your ecommerce provider integrate specific mobile applications,
allowing you to manage and control your store and online sales from any mobile gadget on the go.

Indeed, choosing the right professional with great skills and sufficient experience can make
a dramatic difference for any job. Hopefully, this list of questions will help you in your selection
process, ensuring you find an ideal ecommerce developer for your online venture.

Factors Considered in Assessing Credit Default Risk

The most obvious way to protect against credit risk is to analyze the creditworthiness of the
borrower. In performing such an analysis, credit analysts evaluate the factors that affect the business
risk of a borrower. These factors can be classified into four general categories — the quality of the
borrower; the ability of the borrower to satisfy the debt obligation; the level of seniority and the
collateral available in a bankruptcy proceeding; and restrictions imposed on the borrower.

In the case of a corporation, the quality of the borrower involves assessing the firm’s
business strategies and management policies. More specifically, a credit analyst will study the
corporation’s strategic plan, accounting control systems, and financial philosophy regarding the use
of debt. In assigning a credit rating, Moody’s states:

«Although difficult to quantify, management quality is one of the most important factors
supporting an issuer’s credit strength. When the unexpected occurs, it is a management’s ability to
react appropriately that will sustain the company’s performance».

The ability of the borrower to meet its obligations begins with the analysis of the borrower’s
financial statements. Commonly used measures of liquidity and debt coverage combined with
estimates of future cash flows are calculated and investigated if there are concerns. In addition, the
analysis considers industry trends, the borrower’s basic operating and competitive position, sources
of liquidity (backup lines of credit), and, if applicable, the regulatory environment. An investigation
of industry trends aids a credit analyst in assessing the vulnerability of the firm to economic cycles,
the barriers to entry, and the exposure of the company to technological changes. An investigation of
the borrower’s various lines of business aids the credit analyst in assessing the firm’s basic
operating position.

A credit analyst will look at the position as a creditor in the case of a bankruptcy. The US
Bankruptcy Act comprises 15 chapters, each covering a particular type of bankruptcy. Of particular
interest here are Chapter 7, which deals with the liquidation of a company, and Chapter 11, which
deals with the reorganization of a company. When a company is liquidated, creditors receive
distributions based on the absolute priority rule to the extent that assets are available. The absolute
priority rule is the principle that senior creditors are paid in full before junior creditors are paid
anything. For secured creditors and unsecured creditors, the absolute priority rule guarantees their
seniority to equity holders. However, in the case of a reorganization, the absolute priority rule rarely
holds because in practice unsecured creditors do in fact typically receive distributions for the entire
amount of their claim and common stockholders may receive something, whilesecured creditors
may receive only a portion of their claim. The reason is that a reorganization requires the approval
of all the parties. Consequently, secured creditors are willing to negotiate with both unsecured
creditors and stockholders in order to obtain approval of the plan of reorganization.

The restrictions imposed on the borrower (management) that are part of the terms and
conditions of the lending or bond agreement are called covenants. Covenants deal with limitations
and restrictions on the borrower’s activities. Affirmative covenants call on the debtor to make
promises to do certain things. Negative covenants are those that require the borrower not to take
certain actions. A violation of any covenant may provide a meaningful early warning alarm,
enabling lenders to take positive and corrective action before the situation deteriorates further.
Covenants play an important part in minimizing risk to creditors.

Securitization
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Securitization involves the pooling of loans and/or receivables and selling that pool of assets
to a third-party, a special purpose vehicle (SPV). By doing so, the risks associated with that pool of
assets, such as credit risk, are transferred to the SPV. In turn, the SPV obtains the funds to acquire
the pool of assets by selling securities. When the pool of assets consists of consumer receivables or
mortgage loans, the securities issued are referred to as asset-backed securities. When the asset pool
consists of corporate loans, the securities issued are called collateralized loan obligations.

A major reason why a financial or nonfinancial corporation uses securitization as a fund-
raising vehicle is that it may allow a lower funding cost than issuingsecured debt. However, another
important reason is that securitization is a risk management tool. Although the entity employing
securitization retains some of the credit risk associated with the pool of loans (referred to as retained
interest), the majority of the credit risk is transferred to the holders of the securities issued by the
SPV.

Credit Derivatives

A financial derivative is a contract designed to transfer some form of risk between two or
more parties efficiently. When a financial derivative allows the transfer ofcredit exposure of an
underlying asset or assets between two parties, it is referred to as a credit derivative. More
specifically, credit derivatives allow investors either to acquire or to reduce credit risk exposure.
Many institutional investors have portfolios that are highly sensitive to changes in the credit
spreadbetween a default-free asset and a credit-risky asset, and credit derivatives are an efficient
way to manage this exposure. Conversely, other institutional investorsmay use credit derivatives to
target specific credit exposures as a way to enhance portfolio returns. Consequently, the ability to
transfer credit risk and return provides a tool for institutional-investors; the potential to improve
performance. Moreover, corporate treasurers can use credit derivatives to transfer the risk
associated with an increase in credit spreads (i.e., credit spread risk).

Credit derivatives include credit default swaps, asset swaps, total return swaps, credit linked
notes, credit spread options, and credit spread forwards. In addition, there are index-type or basket
credit products that are sponsored by banks that link the payoff to the investor to a portfolio of
credits. Credit derivatives are over-the-counter instruments and are therefore not traded on an
organized exchange. Hence, credit derivatives expose an investor to counterparty risk, and this has
been the major concern in recent years in view of the credit problems of large banks and dealer
firms who are the counterparties.

Credit derivatives also permit banks to transfer credit risk without the need to transfer assets
physically. For example, in a collateral loan obligation, a bank can sell a pool of corporate loans to
a special purpose vehicle (SPV) in order to reduce its exposure to the corporate borrowers.
Alternatively, it can transfer thecredit risk exposure by buying credit protection for the same pool of
corporate loans. In this case, the transaction is referred to as a synthetic collateralized loan
obligation.

An understanding of credit derivatives is critical even for those who do not want to use
them. As Alan Greenspan, then the Chairman of the Federal Reserve Board, in a speech on
September 25, 2002, stated:

«The growing prominence of the market for credit derivatives is attributable not only to its
ability to disperse risk but also to the information it contributes to enhanced risk management by
banks and other financial intermediaries. Credit default swaps, for example, are priced to reflect the
probability of net loss from the default of an ever broadening array of borrowers, both financial and
non-financial.»

FINANCE EXPERT SOUNDS ALARM ON 8 WAYS A NEW GLOBAL CRISIS WILL HIT
BY 2015

World Competitiveness Center Director says global economy faces its greatest challenges
since 2008.
Arturo Bris, Professor of Finance at the top-ranked IMD business school and Director of the
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World Competitiveness Center, recently predicted that a crisis for the global economy is likely and
that not enough action is being taken to avoid it. He said that based on statistics, the world could
expect a financial crisis as soon as April 2015, ending in March 2016. Bris said the cause of crisis
will come from eight possible scenarios:

1. A stock market bubble

In the last year, stock markets have performed unrealistically well and at some point the
situation will explode. In 2014, analysts were disappointed in the first quarter because earnings
were not in line with market expectations. This means that if markets were to revert to a reasonable
level with regards to earnings, there will be a stock market drop of between 30-35%.

2. Banking in China

A severe crisis could be driven by growing Chinese shadow banking, a system which
consists of loans mainly to government institutions whose performance is not well monitored and
not open to competition. If this system collapses, it will negatively affect the global economy.

3. Energy crisis

The United States, as the world’s largest producer of gas, could cause an energy crisis. If the
US begins exporting to the rest of the world, Russia might feel threatened, causing a geopolitical
storm. The US would have control over energy prices and would exert influence over countries like
the UK, India and Japan.

4. Another real estate bubble

There is a risk of a property bubble forming in countries like Brazil, China, Canada or
Germany. Prices are going up because availability of credit is huge and buyers are pushing prices
up without realizing that they do not correspond to fundamental values.

5. Ratings & bankruptcy corporate crisis: ‘BBB as the new AA’

Companies currently have too much debt and the new norm is to have a BBB rating. In the
US there are only three companies left with an AAA rating: ExxonMobil, Microsoft and Johnson &
Johnson. If ratings are an indicator of bankruptcy, there will be bankruptcies across the board. If
interest rates increased by 2%, half of the corporate sector would be wiped out.

6. War & conflict

Almost everywhere, except in parts of Europe and the US, there is increasing geopolitical
tension, said Bris. Events like the current crisis in Crimea, could trigger a market crash, even if
there is no war.

7. Increasing poverty

Overall world poverty has increased and whenever the poor become poorer, we can expect a
social conflict. The crusade against income inequality could also further hinder innovation and
growth by reducing the benefits of innovation, threatening the economy.

8. Cash and hyperinflation

The surplus of cash that central banks and corporations are holding could end up damaging
the economy. The ECB is lending money to financial institutions that put it back into the ECB,
which is a vicious circle and today Google could afford to buy a majority stake in Ireland and
Microsoft could buy more than 50% of Singapore, which is immoral.

«While many economies seem to be finally rebounding since the 2008 crisis, we shouldn’t
be complacent,» Bris said. «Too often we do not learn from history and do not act when faced with
a crisis we know is imminent.»

Arturo Bris is Professor of Finance at IMD and directs the IMD World Competitiveness
Center. He was a keynote speaker at IMD’s Orchestrating Winning Performance program where he
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unveiled his predictions for the future.

FS ORGANISATIONS NEED TO FOCUS ON THE CUSTOMER TO SECURE THEIR
SHARE OF THE RECOVERY

By Richard Goold, Executive Director at Moorhouse

As the economy passes the pre-recession peak, the impact on the financial services (FS)
sector is clear. Whereas previously traditional FS organisations were king in the marketplace, the
move by regulators to open the market to new entrants is creating new competition within the
industry. Tesco’s recent decision to launch a current account is a prime example of the way in
which the retail banking sector is changing. Tesco might be the first supermarket to launch a current
account, but it is by no means going to be the only one to make this move. Established banks cannot
rely on existing customers staying with them just because they have been customers for life or even
generations. The competitive landscape, ease of being able to switch and increasing expectations of
customers are redefining the market. Growth, and in some cases survival, will be dependent on
their relationship with the customer and the experience that customers ultimately have with their
organisation.

After the government opened up the banking market more widely, there has been an influx
of challenger organisations delivering banking services effectively and at competitive rates, leading
to disruption of the traditional model. Furthermore, the quality of service that customers now expect
has changed significantly in the past ten years. Customers expect organisations supplying services
to be more customer focused than in the past which is posing some particular challenges for FS
organisations. It is no surprise that retailers seek to enter this sphere as their ‘customer is always
right’ attitude is more closely aligned with these new expectations.

Retail banking is a transactional experience which aligns to the strengths of the retail
industry. Supermarkets are well poised to disrupt this market as they are adept at focusing on
customer experience and can apply this to creating desirable banking services. For example,
supermarket retailers can integrate banking services in to existing supermarket space creating more
of a one-stop shop for customers. Alongside ample and free parking as well as extended opening
hours, customers have far better access to banking services when they want them. Furthermore,
supermarkets already possess sizeable customer bases, huge store networks and an excellent
knowledge of their customers’ preferences as they are able to access data collected through loyalty
schemes. In fact, with the vast amount of data that has been collected through loyalty schemes the
opportunity for supermarkets to be both proactive and innovative in offering suitable add on FS
products and driving customer loyalty is not insignificant.

Traditional banks must compete with supermarkets and challenger banks to offer a more
flexible service that will appeal to customers. This is typified by the seven day service now offered
by banks that allows customers to switch their current accounts from one provider to another more
quickly and easily. The government is even considering mandating that banks must allow their
customers to be able to switch their current accounts immediately. As the emphasis on choice has
risen, the power in the relationship has shifted from banks to their customers.

An unexpected consequence of the financial crisis is the rise of shadow banking. As
financial institutions have withdrawn from offering certain services, shadow banks have multiplied
offering an alternative to traditional banks. Shadow banking, as it stands, ranges from the extremes
of unregulated lending services that charge high interest rates, to other sources of funding. In the
absence of banks providing necessary services to SMEs, many turned to crowdsourcing and peer to
peer (P2P) services as a means of obtaining loans. As other sources rush to meet the need of
customers that are unable to obtain loans from traditional organisations, it is these established firms
that are losing out. Although the market share of P2P lending accounts is still very small, they are
on the rise and collectively can still disrupt the market.

The rise of shadow banking and challenger firms should be a wake up call for the traditional
financial institutions. In the wake of the global financial crisis, trust in the banking industry is low
and banks must work hard to win the confidence of customers. Traditional FS firms need to change
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their mindset, otherwise they risk failing to make the investment and changes necessary to stay
ahead of the competition.

In the aftermath of the recession, organisations were focused on cost reduction,
consolidation and protecting core services. However, it is detrimental to remain in this mindset as
the economy recovers and returns to robust growth. Our 2014 Barometer on Change, a survey
among 200 of the most senior FTSE, multinational and public sector leaders in the UK, found that
only half of businesses are «extremely clear» about their strategy. Around a quarter (22%) of the
UK’s biggest organisations say their strategy is only «quite clear», while only just over half (52%)
of business leaders say that their strategy is «extremely clear», up from 44% in 2013. If FS
organisations are to remain competitive, they need to develop a strategy focused on developing a
long-term relationship with their customers.

Customer experience cannot be underestimated. If an organisation truly succeeds at putting
customers at the heart of what they do, they are likely to reap big rewards. Whilst many
organisations have a customer engagement strategy in place, this must be assessed and revisited
every six months at least. Customer engagement is not a box to be ticked each year, it should be a
core and strategic focus for all organisations. Developing this strategic focus allows organisations to
adopt a big picture view enabling them to see the benefits of each action.

While strategic focus is important, some quick wins early on in a programme can be a good
way to motivate staff and create ¢ buy in’. This will help ensure support for these projects and help
organisations resist the urge to re-allocate resource to short-term non-strategic initiatives. Without a
clear strategy, it is much harder to prioritise and compare actions. FS organisations should create a
single view of investments across the business and review them as a whole regularly to make sure
they are achieving their objectives.

To take advantage of growth, organisations have to do new things. Unless they can turn
strategy into action extremely quickly, they won’t be able to take advantage of the better economic
outlook or stay ahead of the competition. However, securing the resources needed to deliver actions
is crucial. Building partnerships both internally and externally will help to ensure the right skilled
resource, at the right time, at the greatest value. It is up to project managers to demonstrate greater
flexibility and be multi-disciplined — they are at their most effective when they can apply business
analysis skills and subject matter expertise. There is a greater need for agility, responsiveness and
engagement within the industry and it is up to the people within an organisation to ensure that the
company has the necessary strategic focus and the means to put this in practice.

Challenger banks are currently the furthest ahead in the sector as they embrace innovation
and build a strategy around their customers’ needs. Challenger banks have an advantage as they
build their companies from new without being constrained by legacy or technology infrastructure.
Unless traditional FS organisations seek to make the necessary changes to their strategy, they may
find themselves lagging even further behind. Innovation and transformation in their businesses is
going to be crucial to remaining competitive and to ensure that they take advantage of growth.

6.4. MeToanueckue MaTepuaJibl, ONpe/e/siiolue Mpoue1ypbl OeHUBAHUS 3HAHMI, YMEHUI,
HABBIKOB U (MJIM) ONBITA AESATEJbHOCTH, XaPAKTEPU3YIOLIMX dTanbl GopMUPOBaAHMS
KOMIIeTeHIIMH

C 1uenplo ompeAeNeHUuss YpOBHS OBJAJACHHUS KOMIIETCHIMSIMH, 3aKpEIUICHHBIMH 3a
JUCLUIIIMHONM, B 3aJlaHHbIC IPENOAABATEIIEM CPOKHM IIPOBOJAUTCSA TEKYIIUH MU IPOMEXYTOYHBIN
KOHTpPOJIb 3HAHWN, YMEHUH M HaBBIKOB Ka)KJO0ro oOywaromierocs. Bece BUIbI TEKylIero KOHTPOJISA
OCYLIECTBJISIOTCS HA NMPAKTHUYECKUX 3aHATUAX. [Ipy OolleHMBaHMM KOMIIETCHIUN IPUHUMACTCS BO
BHUMaHue (opMHUpOBaHHE MPO(PECCHOHAIBHOIO MHUPOBO33PEHUS, OINPEAEICHHOTO  YPOBHS
BKJIFOYEHHOCTH B 3aHATHSA, pe(IeKCUBHbIE HABBIKH, BIaJICHHE N3y4aeMbIM MaTE€PHUAIOM.

IIponenypa orieHMBaHUS KOMIIETEHIIMN 00YJarOIUXCs OCHOBAHA Ha CIEIYIOIUX CTaHJapTax:

1. IlepoAMYHOCTH MPOBEJCHUS OLIEHKU.
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2. MHOTOCTYNIEHYAaTOCTh: OICHKA (KaK MperojaBareyieM, TaK U OOYJaroIUMHUCS TPYMIbI) H
caMOOLleHKa oOydaromierocs, OOCYXICHHE pe3yJbTaTOB M KOMIUIEKC Mep IO YCTPaHEHMIO
HEJ0CTaTKOB.

3. ENWHCTBO HCIONIb3yeMOW TEXHOJOTHH JUISI BCEX OOYYaIOIIMXCs, BHITIOJHEHHE YCIOBUI
COIOCTaBUMOCTH PE3YyJIbTaTOB OILICHUBAHMSI.

4. CobnroieHre OCIe10BaTENbHOCTH IPOBEACHUS OLICHKHU.

Texymas arrecranusi od0yqyaomuxces. Texyias aTTectauns 00y4armUXcs M0 JUCIUILTAHE
«VHOCTpaHHBIN S3BIK» TPOBOJAMUTCS B COOTBETCTBUU C JIOKATHHBIMU HOpMaTHBHBIMU akTaMu OAHO
BO MIICY wu siBiisieTcst 00s3aTeIbHOM.

Texymas aTrecranus 1Mo y4eOHON AUCIUILTNHE MPOBOIUTCS B (hOpME OMPOca U KOHTPOIBHBIX
MEPOIPUATHA MO OLEHUBAHMIO (DAKTHUECKUX pE3ylbTaTOB 0O0ydeHHus oOydarolmuxcs u
OCYIIECTBISIETCS MPEI01aBaTeNIeM IUCIUILTIHBI.

OObexkTamMH OIICHUBAHUS BBICTYIIAIOT:

1. yqe6Ha;1 JUCHUITIINHA (aKTI/IBHOCTB Ha 3aHATHAX, CBOCBPCMCHHOCTL BBIIIOJHCHUA
Pa3IMYHBIX BUJIOB 33/IaHUH, IOCEIIAEMOCTh BCEX BUIOB 3aHITHUI MO aTTECTYEeMO¥ UCIUILUINHE);

2. CTENECHb YCBOCHUSI TEOPETHUCCKUX 3HAHUI B KQUECTBE «KIIIOUCH aHAIH3ay;

3. YPOBCHb OBJAJCHHS MPAKTHYCCKUMU YMEHHSIMH M HaBBIKAMH [0 BCEM BHIaM
yueOHOI paboThI;

4. PE3yIbTaThl CAMOCTOSITEIBHON PabOTHI.

AKTHBHOCTh OOYYaIOILIETrocsl Ha 3aHATUSAX OLIEHUBAETCSl HA OCHOBE BBINOJIHEHHBIX UM PadoT U
3aJJaHUi, IPEIyCMOTPEHHBIX JaHHOM padoueil mporpaMMoi IUCIUILIUHBIL.

Kpome TOro, omnenmBanume o0Oyd4aromerocs IPOBOAUTCS Ha TEKYIIEM KOHTPOJIE IO
aucuuiuinHe. OneHuBaHue o0ydaronierocs Ha KOHTPOJIbHOM HeJlelle IPOBOAUTCS MPeroaaBaTesieM
HE3aBHCHUMO OT HAJIMYUS WIK OTCYTCTBHS 00y4arouierocs (1o yBaKUTEIbHON WIN HEYyBa)KUTEIbHON
IIPUYUHE) HA 3aHATUH.

OneHuBaHue 00y4arolerocss HOCUT KOMIUIEKCHBIM XapakTep U YUUTHIBAET JOCTUKCHUS
oOyyJaromerocsi 1o OCHOBHBIM KOMIIOHEHTaM Y4eOHOro mpolecca 3a TEeKyLUil mepuoa ¢
BBICTABJIEHUEM OLIEHOK B BEZJIOMOCTH.

IIpoMesxkyTouHasi arTectanms odyyawmmxcs. [Ipomexxyrounas arrecranus o0ydaromuxcs
1Mo y4eOHOW TUCIMIUIMHE MPOBOJUTCS B COOTBETCTBHM C JIOKAJLHBIMH HOPMATHBHBIMH aKTaMU
OAHO BO MIICY u sBnsiercst 06s13aTe€IbHOM.

[IpomexyrouHas arrecTanusi MO y4yeOHOM IUCIUIUIMHE IPOBOIUTCS B COOTBETCTBUU C
yueOHbIM T1aHoM Ha 1 kypce B 1 u 2 cemectpax B ¢popme 3auera u B 3 cemecTpe B hopMe 3K3aMeHa
JUI. OYHOM, OYHO-3a0YHOW M 3a04HOW (opM OOy4YeHHS B IEPHO] 3a4E€THO-dK3aMEHAI[MOHHOM
CECCUU B COOTBETCTBUHU C Ipa)KOM MPOBEICHHUS.

OOyuaromuecs JOMYCKAalOTCS K 3a4eTy M JK3aMEHYy 10 JUCLUUIUIMHE TpU YCIOBUU
BBINOJIHEHUS] UM Y4e€OHOrO IJIaHa MO JAWUCLUIUIMHE: BBIMOJHEHUS BCEX 3aJaHUi M MEpONpUATHH,
MIPEyCMOTPEHHBIX TPOTrPaMMOI TUCHUTIIHHBI.

OneHka 3HaHMHA OOydYaroLIerocs Ha 3adeTe M SK3aMEHE OMpeesieTcss ero ydeOHbIMU
JOCTUKEHUSIMM B CEMECTPOBBIM NEpUOJ U pe3ylbTaTaMH TEKYLIEro KOHTPOJIS 3HAHUU H
BBITIIOJTHEHUEM UM 33JJaHUM.

3HaHMS yYMEHHS, HAaBBIKM OOYYalolErocsi Ha 3ayeTe OLICHMBAIOTCS KaK: «3aYTeHO», «HE
3aYTEHOY.

3HaHMSI YMEHMsI, HaBBIKM OOYYaroIIerocssi Ha 3K3aMEHE OLIEHHWBAIOTCS MO MATHOAITIbHON
IIKaJIe: «OTIMYHO» — 5; «XOpOILIO» — 4; «yJIOBIETBOPUTEIBHO» — 3; «HEYIOBIETBOPUTEIBHO» — 2.

OcHOBOH 117151 OIpeielIeHHs] OIIEHKH CITY>KUT YPOBEHb YCBOEHHUsSI 00y4aloUIMMUCs MaTepHara,
IPEeyCMOTPEHHOT0 JaHHOH paboueil mporpaMMoHn.

CryneHTy, MOIy4YHMBIIEMY OLEHKY «HEYIOBJIETBOPUTEIHHOY» MPEAOCTABISETCS BO3MOKHOCTD
JUKBUJIMPOBATh 3aJ0JDKEHHOCTh 10 H3y4aeMOMYy Kypcy B JHM [Epeciauyd WiIH 10
UHAUBUAYAIbHOMY I'paduKy, YTBEpKACHHOMY JeKaHOM (paKyabTeTa.

7. IlepeyeHb OCHOBHON U J/ONOJHHUTEIbHOH Y4eOHOHl JuTepaTypbl, He0OXOAMMON A
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OCBOCHHUSA NUCIHHUIIINHBI

a) ocCHOBHas yueOHasl JuTeparypa:

1. Kocrepuna IO.E. JlenmoBoii anrmuiickumii s3plk = Business English : yue6HOe mocoOue /
Kocrepuna 1O.E., Jlacuna M.B., Bsasuruna C.}O.. — Owmck : OMckuii rocyqapCTBEHHBIN
Texuudyeckuit yHuBepcuter, 2020. — 96 c. — ISBN 978-5-8149-2981-5. — Texkct :
anextpoHHbii / IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/115417.html . —
Pexxum noctymna: 1uist aBTOpU3Up. MOJIb30BaTENEH.

2.  KapakumeBa B.JI. Illar k ycnexy B OusHece. KopnoparuBHas kyabTypa. Stepping-stone to
Success in Business. Corporate Culture : yuebnoe mocobme / KapakumeBa B.JI.. —
HoBocubupck : HoBocuOupckuii rocynapcTBeHHbIN TeXHUYecKuid yHuBepcuter, 2019. — 74
c. — ISBN 978-5-7782-3751-3. — Tekcr : anekrponnsiii / [IPR SMART : [caiit]. — URL.:
https://www.iprbookshop.ru/99244.html . — Pexxum goctyna: st aBTOPU3HP. TOJIb30BATEIICH.

3. Ansxkuaa H.B. AHMHMIACKUE S3BIK - 1711 MEXKYJIBTYPHOTO OOIIEHUS: OCOOCHHOCTH S3BIKOBOM
KyJbTYpBI i HAIIMOHAILHOTO CBOE0Opa3usi aHrorosopsiux crpad = English - for intercultural
communication: features of language culture and national identity of English-speaking
countries : yuyebHoe mocooue (A1-A2) / Anskuna H.B., Mapyksa X.A., ComoBa N.IO.. —
MockBa : VYHUBEpCUTET MHUPOBBIX IuBWiIM3anuid uMmeHu B.B.)Kupunosckoro, 2022. —
146 c. — ISBN 978-5-907445-94-9. — Tekcr : anmekrponnsiii // [IPR SMART : [caiit]. —
URL: https://www.iprbookshop.ru/126931.html . — Pexum noctyma: s aBTOPU3MD.
IIOJIB30BATEIICH.

0) JomoIHUTeIbHAs YueOHas IuTeparypa:

1.  AndepoBa T.A. CaMOCTOSTEHHO TOTOBUMCS K TECTY IO I'paMMAaTHUKE aHTIMHUCKOTO SI3bIKA !
yuebnoe mocobue / AncdepoBa T.A.. — HoBocubupck : Cubupckuii rocyaapcTBEHHBIN
YHHUBEPCUTET TeJeKOMMYyHUKamuii 1 uapopmatuku, 2018. — 181 ¢. — TekcT : 27eKTpOHHBII
// TPR SMART : [caiitr]. — URL: https://www.iprbookshop.ru/84085.html . — Pexum
JOCTYyTA: JJI aBTOPU3UP. [10JIb30BaTEIEH.

2. WsmaitnoBa M.A. JlenoBoe oOmienue : yyeOHoe mocobue / M3maitmoBa M.A.. — Mocksa :
Hamxos u K, 2021. — 252 c. — ISBN 978-5-394-04151-8. — Texkct : anextponnsiii // IPR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/107778.html . — Pexxum nocryna: mis
ABTOPU3HP. MTOJIB30BATEIICH.

3. VHocTpaHHBIH S3BIK MPO(PECCHOHANBHOTO OOIIEHHs (aHITUICKHUIA S3BIK) : yuyeOHoe mocobue /
N.b. KomesapoBa [u np.].. — Boponex : BopoHexckuil rocyapcTBEHHbIM YHUBEPCUTET
MH)XeHepHbIX TexHosorui, 2018. — 140 c. — ISBN 978-5-00032-323-6. — Tekcr :
anextponHbIi // IPR SMART : [caiit]. — URL.: https://www.iprbookshop.ru/76428.html . —
PexxuM moctyma: st aBTOPU3UP. MOJIb30BaTENIEH.

4.  KupumioBa W.K. I'pammatuka anriumiickoro ssbpika. COOpHUK yIpakHEHUH : ydeOHO-
npaktuyeckoe nocobue / Kupunnosa UK., becconosa E.B., [IpocsHoBckas O.A.. — MockBa
: MoOCKOBCKHH TOCYJapCTBEHHBIN CTpOMTENbHBIN yHUBepcuteT, Al Ilu Op Meamna, 9bC
ACB, 2016. — 147 c. — ISBN 978-5-7264-1295-5. — Tekcr : anektponHsiii // IPR SMART

. [caiit]. — URL: https://www.iprbookshop.ru/48039.html . — Pexum npocryma: mist
aABTOPH3HP. MOJIb30BATEICH.
5.  Jloktrommua E.A. Introduction into Business / Jloktiommua E.A.. — Caparos : By3oBckoe

obpaszoBanue, 2016. — 166 c. — Texkcrt : snextponHsiii / [PR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/38927.html (mata o6pamenns: 18.07.2023). — Pexum gocryna:
JUIsL aBTOPU3HP. MTOJIb30BATEICH.

6. MepkynoBa H.B. Anrmmiickuii s3eik B cdepe ympasnenust / English for Management :
yueOHoe mocobue / MepkynoBa H.B.. — Boponex : Boponexckuii rocynapcTBEHHbIH
apXHUTEKTYpPHO-CTpOUTENbHbI yHHBepcuteT, DbC ACB, 2016. — 124 c. — ISBN 978-5-
89040-582-1. — Tekcr : onektponusii // IPR  SMART : [caiit]. — URL:
https://www.iprbookshop.ru/59141.html . — Pesxum noctyma: uist aBTOPH3HP. TOJI30BATEICH.
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7.  MycaeB P.A. JlenoBoii aHTTTUHCKHINA SI3BIK TOCYIAPCTBEHHOTO M MYHUIIMITAILHOTO CITYKAIIETo :
yuebHoe nocobue / MycaeB P.A., Myprasuna O.M.. — Kazanp : KazaHnckuii HalmoHATBHBIN
HCCTIEI0OBATEILCKUA TeXHONIOTHUeckuii yauBepeuret, 2016. — 207 ¢. — ISBN 978-5-7882-
1921-9. — Tekcr : onekrtponnsnii // IPR  SMART : [caiir]. — URL:
https://www.iprbookshop.ru/61841.html . — Pexkum goctyna: it aBTOPU3HP. MOJIB30BATEIICH.

8. MeToanuyecKue YKa3aHus AJsd oﬁyqammnxcﬂ 0 OCBOCHHIO JTUCHHUIIJIHHBI

Bua nesaTeIbHOCTH

MeToan4yecKue yKa3aHusl M0 OPraHu3auM 1esiTeIbHOCTH CTYIeHTa

HpaKTI/I‘IeCKI/IC 3aHATUA

[IpopaboTka paboucii mporpaMMmbl, yaelss 0CO00€ BHHMAaHUE LEISIM U
3aayaM, CTPYKType U COAEPKAHUIO AUCHUIUIMHBL [Ipu moAroToBKE K
paboTe ¢ TEKCTOM MPOYHUTATh TEKCT BCIyX W IIEPEBECTH, IOJIB3YICh
cioBapeM; OBITh TOTOBBIM IIOHUMATh OOJIBIIIUE CIIOKHBIC B SI3BIKOBOM
OTHOIIICHWU  XYJOXECTBCHHbIC, TNPOPECCUOHAILHO OPUCHTUPOBAHHBIC
TEKCTBI, CTaTbl W COOOIICHWS TI0 COBPEMEHHOH MpoOieMaTHKe MpH
HEOOXOJMMOCTH TIOJIB3YSCh CIIOBapeM. bBITh TOTOBBIM ITOHMMATH
pa3BepHYThIC COOOIIECHUS NPENOIaBaTENIs, CBA3aHHBIC C OBITOBOM, yUeOHOM,
a TaKkke MPOoQeCCHOHATHFHO-OPHCHTHPOBAHHON TeMaTHKOM. Ecin 3amannem
OBlIa MOATOTOBKA JOKIAMa, JUAIOra, AUCKYCCHH, HEOOXOAMMO 3alIOMHHTH
TCKCT CBOCTO BLICTYIUICHHUA, C TCM 1ITO6I:.I HC 4MUTATh €ro, a paCCKa3bIBATh.

NunuBuayanbHbie
3aTaHns

3HaKOMCTBO C OCHOBHOW U JOTOJIHUTENBHOH JHUTEpaTypoi, BKIIOUas
CIIPaBOYHBIE W3/IaHUs, 3apyOeXHbIE HCTOYHHKH, KOHCIIEKT OCHOBHBIX
MOJIO’KEHUH, TEPMHHOB, CBEJCHUH, TPEOYIOIIUXCA IS 3allOMHHAHHUA W
SIBIISIOIIMXCSI OCHOBOIIOJIAraloluMu B 3ToM Teme. CocTaBaeHUe aHHOTAIUI
K IPOYUTAHHBIM JINTEPATYPHBIM HCTOYHUKAM U JIP.

IlepeBon TekcTa

Ilpu mepeBome peKOMEHAYETCS CleayIoLlas MOCIEeAOBAaTEIbHOCTh PabOThI
HaJl TEKCTOM:

1. O6patute ocob0e BHMMaHHE Ha 3arojioBOK Tekcra. lIpounrtaiiTe Bech
TEKCT 10 KOHLIA M IOCTapalTech MOHATH €ro 00IIee CoaepKaHue.

2. Ilpuctynure x mepeBony mnpemnoxeHuil. [IpounTaiiTe npemioxeHue u
OTIpeieNIuTe, MPOCTOe OHO WIIM CIIOXKHOE. Eciu mpemioskeHHne CI0XKHOE,
pasbepure ero Ha OTHENbHbIC MPEUIOKEHHUS (CIOKHOMOAYMHEHHOE — Ha
IJIABHOE W IPHUIATOYHOE, CIIOKHOCOYMHEHHOE — Ha mpocTele). Haiinure
000pOTHI C HETMYHBIMH (POPMAMH TIIaroia.

3. B mpoctoM mpennoxeHWH HaWIuTe CHadana ckazyemoe (Tpymnimy
CKazyeMmoro) mo Ju4HOH (opMme Tjarojia, MO CKa3yeMOMY OIpeleNnTe
nojyiexariee (Tpymniy MoIexkKaIero) u JOMoTHeHHE (TPYIITy TOTIOTHEHNS).
4. Onupadch Ha 3HAKOMBIE CJIOBAa, NPUCTYIUTE K MEPEBOAY B TaKOM
NOPsIZIKE: TPYIIA MOJI- JIEKAILEro, IPyIiNa cKa3yeMoro, rpyIina JIoNoJHEeHNUs,
00CTOSTENLCTBA.

5. BelenuTe He3HAKOMBIE CIIOBa W ONpEAETHTE, KAKOM YacThl0 peud OHH
apisitoTes. OOpamiaiite BHUMaHue Ha Cy()(UKCHI W MPEePUKCH 3THX CIIOB.
[ ompeneneHus WX 3HAYEHHWS MPUMEHSHTE S3BIKOBYIO JIOTaiKy, HO
npoBepsiiite cebs ¢ momompio cioBaps. [IpounTaiite Bce 3Ha4eHHS CIIOBa,
NpUBEICHHBIE B CIOBApHOM cTaThe, M BBIOEpUTE HamOOJee MOAXOAsIICe.
IIpu pabote co cioBapeM UCIOJIB3YHTE UMEIOIIMECS B HEM NPUIOKEHUS. 0.
Beinummre He3HAKOMBIE CJIOBA, IIEPEBEIUTE UX HAYEPHO (JOCIOBHO).

7. Ilpuctynure K nepeBoay TEKCTA.

8. IIpoBepbTe COOTBETCTBUE KaxKA0H (hpas3bl mepeBoia OpUrHHATY.

9. Ortpenaktupyiite nepeBoa. OcBoOomuTe TEKCT TiepeBoAa  OT
HECBONCTBEHHBIX PYCCKOMY SI3bIKY BBIPaXKCHUH H 000POTOB.

10. IlepenumTe TOTOBBINA MTEPEBOI.

Jlekcndecknii MUKTaHT

[Ipy moAroTOBKE K HAMHMCAHUIO JUKTAHTA MOBTOPUTH JIEKCUUYECKHUH U
rpaMMaTHYeCKUi MaTepHal, IMpaBuja CIOBOOOpPA30BaHUSA, CTPYKTYpPY
MIpeITIOKEHUSI.

I'pynnoBas auckyccus

prrIHOBaH JAUCKYCCHUA ITO3BOJISACT OIPCACIINTH YPOBCHb
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c(hOpMUPOBAHHOCTH TMPO(PECCHOHANBHBIX KOMIETCHIIUNA B YCIOBHSIX
MaKCUMaJIbHO MPUOIMKEHHBIX K MPOPECCHOHAITBHOU Cpejie.

Jlyist mpoBeieHus TPYMIIOBOM AUCKYCCUU TPENOAaBaTelb, Mpeiaract
HanOoyiee  aKTyaJlbHYl0 TEeMy W3  pEalbHOW  OOIIECTBEHHO-
MOJIMTUYECKOM  OOCTAaHOBKM, M  CTaBAT TMepe]  ayAuTopuei
po0OJIeMHbIE aCIIEKThI, HA KOTOpble 00y4aroImuics A0KEeH 00paTuTh
ocoboe BHHMMaHHe, C(HOPMHPOBATH CBOIO JUYHOCTHYIO IO3UIIHIO,
000CHOBATh €€ U MOJArOTOBUTCS K Y4acTHIO B AUCKyccuu. [IpoBenenue
TPYNIOBON JUCKYCCUU TMPEAINOIaraeT yBUIETh CHOPMHUPOBAHHOCTh Y
00yyJaromerocs COOTBETCTBYIOIIMX KOMIIETCHIIMM, B TOM YHCIIE
YMEHHE CTaBUTh MpPoOJieMy, OOOCHOBBIBATH IMYTH €€ BO3MOXHOIO
paspelieHusi, yMEHHE BECTH IMBUIM30BAHHBIA IHAIIOT, OTCTaWBAaTh
CBOIO TOYKY 3pEHHs, apryMEHTUPOBAaHO OTBeYaThb Ha IPaBOBbBIC
MO3UIIUH WHBIX YYaCTHUKOB IPYIIIOBOM TUCKYCCHHU.

CamocrosTenpHast
pabota

CamocTtosiTenpHass paboTa TPOBOAWTCS C METbI0: CHCTEMATH3AMA W
3aKpeIIeHNs] OTYYEeHHBIX TEOPETUIECKUX 3HAHUIN U MPAKTUYECKUX YMEHUHI
oOyJarommxcs; yriayOlleHusT ¥ PacCHIMpPeHHs] TEOPEeTHYECKHX 3HAHHH
CTYIEHTOB;  (OPMHUpPOBaHHWS YMEHHH  HCIONB30BaTh  yUEOHYI0 W
CHENMANBHYI0 JIUTEPaTypy; Pa3BUTHs MO3HABATENBHBIX CIHOCOOHOCTEH U
AKTUBHOCTH OOYYAIOMIMXCSA: TBOPYECKON MHUIIMATUBBI, CAMOCTOSTEILHOCTH,
OTBETCTBEHHOCTH, OPTaHM30BaHHOCTH; (POPMHUPOBAHHE CAMOCTOSATEIHHOCTH
MBILIUICHHS, CHOCOOHOCTEH K CaMOpa3BUTHIO, COBEPUICHCTBOBAHUIO U
camoopranuszanuy;, (GopMUpoBaHUSA TPOPECCHOHAIBLHBIX KOMIICTEHITHIA;
Pa3BUTHUIO UCCIIEAOBATEIIECKUX YMEHUHN 00yJarOInXCA.

®opMBI W BHIBI CaMOCTOSITENLHOW pabOTHI: YTEHHWE OCHOBHOW W
JIOTIOJTHUTENBHOW JIMTEPAaTyphl — CAMOCTOSITENbHOE M3Y4YeHHe MaTepHraia o
PEKOMEHIyeMBbIM JIMTePaTypPHbIM HCTOYHHMKAM; paboTa ¢ OUOIUOTECYHBIM
KaTajoroM, caMOCTOSITENIFHBIA MOA00p HEOOXOAUMOU JHTEpaTyphl; paboTa
CO CIIOBapeM, CIPaBOYHHMKOM; MOHMCK HeoOXoanMoW HH(pOpMAaluu B CETH
WHTepHeT; KOHCIEKTHPOBAaHHE HMCTOYHHKOB; TIOATOTOBKA K Pa3IHYHBIM
(hopMaM TeKyIei u MPOMeXyTOUHOU aTTeCTalluH (K TECTUPOBAHUIO, 3a4ETY,
9K3aMEHY); BBHIITOIHEHHE TOMAITHUX KOHTPOJIBHBIX paboT; CaMOCTOSATENBHOE
BBIMIOJIHEHWE  MPAKTUYEeCKUX  3aJaHUil  PENpOIyKTHBHOIO  THIA
(BHEayTMTOpHOE  YTCHHWE,  MUCBMEHHBIH  MepeBoj  MH(pOpPMAIMH
Mpo(heCCHOHANBHOTO XapaKkTepa ¢ MHOCTPAHHOTO SI3bIKA HAa PYCCKHIA, OTBETHI
Ha BOIIPOCHI, BBIIIOJHEHUE 33/JIaHU 10 TPOWJCHHBIM TPaMMaTHYECKUM
TEMaM C HCIIOJIb30BaHUEM CIIPABOYHON JMTEPATYpPhl, TECTHI; BHITIOJHEHHE
WHINBHIyaJIbHBIX W TPYNIIOBBIX TBOPUYECKHUX 3a/IaHUN).

TexHOJIOTHS OpraHM3alMKd  CaMOCTOSATEIBHOW pabOoThl  O0YyYarOIIUXCS
BKITIOYAET HCIOJIb30BaHNe MH()OPMAIIMOHHBIX H MaTepPHATbHO-TEXHUUECKUX
pecypcoB 00pa30oBaTENbHOTO YUPEXKJCHHs: OWOIMOTEKY C YHTAIBHBIM
3aJI0M, YKOMILUIEKTOBAHHYIO B COOTBETCTBHHU C CYIIECTBYIOIIMMH HOPMaMU;
yueOHO-METOANYECKYI0 0a3y y4eOHbIX KaOWHETOB, JIa0OpaTopHii M 3aia
KOAM(HUKAINK, KOMITBIOTEPHBIE KIIACCHI C BO3MOXXHOCTBIO pabOTBHI B CETH
WnTepuer; ayauropun (KIAcchl) Uil KOHCYJIBTAIIMOHHOW JEATEIHHOCTH,
yueOHYI0 U Y4eOHO-METOIUYECKYIO TUTEPATYPY, Pa3paboTaHHYIO C yUETOM
VBEITUYEHHSI JIOJIM  CaMOCTOSATENILHOW pabOThl CTYIEHTOB, W HHBIC
MeToandeckue Marepuansl. llepex  BbImonHeHHEM — OOYYarOUIMMUCS
BHEAYJIUTOPHON CaMOCTOSITENIbHONH paboThl  MpenojiaBaTesib  MPOBOIUT
KOHCYJIbTUPOBAaHUE 10 BBIMOJHEHUIO 3aJIaHKS, KOTOPOE BKJIFOYAET IElb
3aJaHusA, €0 COJAEPXKaHMs, CPOKU BBIIOJHEHHS, OPUEHTUPOBOYHBIH 00beM
paboTbl, OCHOBHBIE TpeOOBaHMS K pe3ylbTaraM paldOThl, KPUTEPHH
olleHUBaHUs. Bo Bpems BBINMOTHEHUS OOYYAIOIMMUCS BHEAYJAUTOPHOM
CaMOCTOSITENTbHON pabOTHl M TIPH HEOOXOAMMOCTH TIPETOAaBaTEb MOXKET
MIPOBOJUTD WHIWBUYyaJIbHbIE u IpYIIOBEIE KOHCYJIbTAlLlNH.
CamocTosiTenpHas paboTa MOMKET OCYIIECTBISTHCS WHAMBHIYATBHO WIH
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rpynmaMyd OOy4aromuXcsi B 3aBHUCHUMOCTH OT LIENH, 00BheMa, KOHKPETHOM
TEMAaTHKH CaMOCTOSITEIILHOW Pa0OThI, YPOBHS CIIOXKHOCTH, YPOBHS YMEHHIA
0o0yJaronmxcsi.
KoHTpons caMocToATeTsHOM paboThI IPEyCMaTPHUBACT:

— COOTHECEHHE COJICPIKaHUS KOHTPOJIS C IEIIMU 00yUeHUS,

— OOBEKTHBHOCTH KOHTPOJIS,

—  BJIUAHOCTh KOHTPOJIsSI (COOTBETCTBUE MPEABSBIAEMBIX 3aJlaHUN TOMY,

YTO TPEANOIaracTcs MPOBEPHTH);

— nuddepeHIMANNI0 KOHTPOILHO-U3MEPUTEIBHBIX MATEPUATIOB,
®DopMBI KOHTPOJIS CAMOCTOSATEIILHOM pabOTHI:

— TMPOCMOTP © TIPOBEpKA BBIIOJHEHUS CAMOCTOSTETHFHOW paboTHI

MperogaBaresem;

— OpraHusaius caMONpOBEPKU,

— B3aMMOIIPOBEPKA BHIMOJHEHHOTO 3aaHUs B TPYIIIIE;

— 00CYXJIEHUE Pe3yJIbTaTOB BHIMIOJIHEHHON pab0Thl HAa 3aHATUY;

— TIPOBEJICHHE MUCEMEHHOTO OIPOCa;

— TPOBEIEHUE YCTHOTO ONIPOCa;

— OpraHu3aiys 1 MpoBeCHUE WHIUBHYaTLHOTO COOSCEeI0BAHUS;

— OpraHu3alys U MpoBeAeHUe coOeceJ0BaHsI C TPYIIIIO;

— 3alMTa OTYETOB O MPOJICNIaHHOM padoTe.

Ormpoc

Omnpoc — cpeacTBO KOHTPOJIsS, OPraHM30BaHHOE KaK CIeluajibHas Oecena
npenojaBareis ¢ OOydYaroIMMHCS Ha TEMBI, CBS3aHHBIE C H3ydacMOM
JNMCHUIUIMHON, W pAacCYMTaHHOC Ha BbIABJICHHE OObeMa 3HAHHUH 110
oIpeIeJIeHHOMY pasJiely, TeMe, pooiemMe U T.11.

[IpoGnematrka, BBIHOCHMAs Ha OINpPOC, OMNpeIeieHa B 3adaHUsIX JUis
CaMOCTOATEIbHONU PabOThl O0YYAIOIIMUXCS, @ TAKIKE MOXKET OIPEACIAThCS
npernoaBaresieM, BeIyIIUM CeMUHAPCKHE 3aHATHs. Bo BpeMs mMpoBeaeHuUs
ompoca OOYyYaroINUHCSA JODKEH YMeTh OOCYyIUTh C IIperojaBareiieM
COOTBETCTBYIOIYIO MPOOJIEMATHKY Ha YPOBHE JIMAJIOTA.

TectupoBanue

KoHTponb B BUIC TECTOB MOXKET HCIIOJIB30BATHLCS MOCIE M3YUCHHS KaXKI0H
TeMbI Kypca. IToroBoe TeCTUpOBaHHUE MOKHO MTPOBOJIUTH B (hopMme:

— KOMIIBIOTEPHOTO  TECTHPOBaHMs, T.€. KOMIIBIOTED IPOHM3BOJIBHO
BBIOMpAET BOMPOCH! U3 0a3bl JAHHBIX MO CTETICHH CI0KHOCTH;

— TMHUCHMEHHBIX OTBETOB, T.. NPENOJAaBaTENIb 3a7acT BONPOC M JIAeT
HECKOJIbKO BapHaHTOB OTBETA, a OOYYAIONIMICS HA OTIACILHOM JIUCTE
3aMMCHIBAET HOMEPA BOITPOCOB ¥ HOMEPA COOTBETCTBYIOIIUX OTBETOB.

Jus nmoctixeHuss OONbIIEH JOCTOBEPHOCTH PE3YJILTATOB TECTUPOBAHHMS
CJIEIyeT CTPOUTh TEKCT TaK, 4TOOBI y oOyuaronuxcs 0110 He 6oee 40 — 50
CEKYHJ JUIs OTBETa Ha OJMH BOINPOC. VITOroBbId TECT HOJKEH BKJIIOUYATh HE
MeHee 60 BOMPOCOB O BCEMY KYpCY, PACCUHUTAHHBIX 10 BPEMEHU Ha IIe7I0¢
3aHsiTHe. OlleHKa Pe3yNbTaTOB TECTUPOBAHUS MOXET MPOBOIMUTHCS JBYMSI
criocobamu:

1) mo 5-6amibHOW cHCTEMe, KOrja OTBEThl CTYJCHTOB OILICHHBAIOTCS
CIIEIYFOIIUM 00pa3oM:

- «oTIIMYHO» — Oosiee 80% OTBETOB MPaBUIIbHEIC,

- «xopoIo» — 6osee 65% O0TBETOB NPABUIILHBIC;

- «yJOBJIETBOPUTEIBHO» — Oosee 50% OTBETOB NPaBUIIBHBIE.

OOyuaromiuecsi, KOTOpble TMpPaBHJIBHO OTBETHIM MeHee uem Ha 70%
BOMPOCOB, JIOJDKHBI B TIOCJIEAYyIOIIEM Iepecaars TecT. llpm 3ToM
HEO0XOIMMO MPOKOHTPOIUPOBATh, YTOOBI BAPHAHT TeCTa OBbLT APYTOH;

2) mo cucTeMe 3a4eT-He3aueT, KOTjAa Ui 3adeTa MO JaHHOW JUCIIHILINHE
JTOCTaTOYHO MPABHIILHO OTBETUTH Oosiee ueM Ha 70% BOIIPOCOB.

TToxaroroBka x
ATOTOBOM aTTeCTaIlNH
o yaeOHOH
JUCITUTLTHHE (PK3aMeHy

IIpy TOATOTOBKE K HWTOrOBOW AaTTECTAlMK MO Yy4eOHOW JUCIUITIIHHE
(9x3ameHy / 3a4eTy / 3a4eTy C OLECHKOW) HEOOXOAMMO OPHEHTHUPOBATHCS Ha
KOHCIICKTbI, pPEKOMCHAYEMYIO JIMTCPATYypPy U JP. OCHOBHOC B IMOAT'OTOBKE K
WUTOTOBOW aTTECTAIMHU MO Y4eOHOH MUCIHUIUIMHE — 3TO MOBTOPEHHE BCEro
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/ 3a4eTy / 3a4eTy ¢ Marepuaya TUCIUIUIMHBL [Ipy MOAroTOBKE K HMTOTOBOM AaTTECTAIldH II0
OIICHKOM) y4eOHOW JUCIUIUIMHE OOydYaromuiicss Bechb O00beM pabOThl JOJDKEH
pacrpenensiTe pPaBHOMEPHO TIO MHSM, OTBEICHHBIM JUIsI IOATOTOBKH,
KOHTPOJIMPOBATh KAKIBI JICHh BBIITOJIHCHWE HAMEUECHHOW pabOTEHL.
IMoxroroBka K UTOrOBOM aTTeCTallMU MO YYCOHOW MUCIMILIMHE BKJIFOYACT B
ce0st TpH dTana;

— ayAWTOpHAs M CAaMOCTOSTENIbHAS padoTa B TEUECHHE CEMECTPA;

— HEMOCPEICTBeHHAsI MOATOTOBKA B JHH, MPEAMIECTBYIOIINE aTTECTAIHH

0 TeMaM y4eOHOW JUCIIUITINHEI,

— TMOATOTOBKAa II0 BOIPOCAM K MTOTOBOM arTecTalud N0 y4eOHOH

IHCLHUILINHE.

Jnst  ycmemHOM TOATOTOBKM K MTOTOBOM aTTeCTallMd 10  y4eOHOH
JTUCIUILTHHE 00yJaromuecs TOJKHBI IPUHUMATh BO BHIMAHUE, YTO:

e BCE OCHOBHBIE BOTPOCH], VyKa3aHHBIe B pabouell mporpamme
JTUCIUIUTAHBI, HYXHO 3HaTh, NIOHUMAaTh WX CMBICT M yMETh €ro
Pa3bICHUTE;

e yKa3zaHHBIE B paboueil mporpamMmMe (opMUpyeMble KOMIIETEHIIMH B
pe3ynpTaTe OCBOCHHUS Yy4eOHOH IUCIUIUTUHBI JOJDKHBI  OBITh
MPOJAEMOHCTPUPOBAHBI CTYICHTOM;

® CEMUHApPCKUE 3aHATUS CIIOCOOCTBYIOT MOJYUYCHHIO 00JI€€ BBICOKOIO
YpOBHS 3HaHWH U, KakK CIIEACTBUE, 0ojee BHICOKOMY Oaluly NpHU
WUTOTOBOM aTTECTAIMH M0 Y4eOHO! AUCIUIUINHE;

e HAYMHATH TIOATOTOBKY K WTOTOBOM aTTecTallid 10 y4eOHOU
JUCITUTLTHHE HeOOXO0IUMO C TIEPBOTO ayIUTOPHOTO 3aHSATHS.

9. OnucaHue MaTepHAJbLHO-TeXHHMYECKOH 0a3bl, HeOOXOAUMOH ISl OCyIIeCTBJIEHUS
00pa30BaTeIbHOIO MpoLecca Mo JMCHUIINHE

Jlnst ocymiecTBIeHUsT 00pa30BaTENbHOTO Mpolecca Mo y4eOHOH IUCHUIUIMHE HEO0O0XOAUMO
UCIIOJIb30BaHUE CIICIYIOIINX TOMEIICHUH U MaTEPUAITbHO-TEXHUYECKOTO 00ECIICUCHUSI:
- ayJIUTOPHS JJIsi IPOBEICHUS YUCOHBIX 3aHSATHUN, OCHAIEHHAs Y4eOHOW MeOeNblo: MapThl, U
CTYJbA U151 00yJaromuxcs, yueOHas T0cKa; CTOJ U CTYJ MPETo1aBaTels;
—  TCXHUYECKHE CpeICcTBa OOydYeHMs: TEPCOHAJIbHBIA  KOMIBIOTEP; MYJIBTUMEIUHHOE
o0opymoBanue (IPOEKTOP, IKPAH WK HHTEPAKTHBHAS TOCKA WJIH [Ta3MEHHAs MTaHelb);
— MMOMENICHUE ISl CAMOCTOSITEIbHOM paOOThl OOyUYaIOIMIMUXCS: CHEUaTN3UupoBaHHas MeOenb U
KOMIIBIOTCPHAA TCXHHWKA C BO3MOXHOCTBIO IMOAKIIIOYCHUSA K CETH ((I/IHTepHeT» h ol0ecrieyeHUEM
JIOCTYTIA B AIEKTPOHHYIO0 HH(POPMAIIMOHHO-00pa30BaTENbHYIO Cpely Y HUBEPCHUTETA.

10. TIlepeuyenb WHGOPMANMOHHBIX TEXHOJOTHii, MCHOJIbL3YyeMbIX NPH OCYIIECTBJIECHUH
o0pa3oBaTeIbHOrO MpoHecca MO0 AWUCHHMILVIMHE, B TOM YHCJIEe KOMILUIEKT JIMIEH3HMOHHOIO
NPOrpaMMHOro0  olecrevyeHusi, IJIEKTPOHHO-OUO/JMOTeYHbIE CHCTEMbI, COBpPEMEHHbIE
npogeccnonanbHbIe 0a3bl JAHHBIX M HHPOPMALMOHHBIEC CIIPABOYHBIC CHCTEMbI

OO6yuatomuecss 006ecTeueHbl TOCTYIIOM K 3JIEKTPOHHON MH(OpMaAIMOHHO-00pa30BaTeIbHON cpejie
YHuBepcutrera u3 mMO00OW TOUKH, B KOTOpPOM HuMeeTcs nocTyn K cetu «MHTepHeT», Kak Ha
TEPPUTOPUHN OPTAHU3AIINH, TaK U BHE €.

10.1 JInueH3HMOHHOE POrPaMMHOe ol0ecneyeHme:

1. Onepanvonnas cucrema Microsoft Windows 7 Professional — OEM-nunensun
(TIOCTaBISIIOTCS B COCTaBE TOTOBOT'O KOMITBIOTEPA);
2. Onepanuonnas cucrema Microsoft Windows 10 — OEM-nunien3un (IIOCTaBJISIOTCS B COCTaBE

TOTOBOT'O KOMIbIOTEpa) 1 10 oroBopy Ne 2/11/2016-1546 ot 02.11.2016r.
3. IIporpammusriii maker Microsoft Office 2016 Professional Plus — mo gorosopy Ne 2/11/2016-
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1546 ot 02.11.2016r.
KommnekcHast cucrema antuBupycHoit 3amutsl ESET NOD32 Antivirus Business Edition —
nunens3us Ne 3AU-69X-ABK, netictByer m0 13.10.2023r.

10.2. D1eKTPOHHO-0MOINOTEYHbIE CUCTEMbI

DnexkrponHo-6ubaMoTeunas cucrema IPR BOOKS  (www.iprbookshop.ru).  Torosop
Ne 9599/22 11 Ha mpemocTaBlieHHWE JOCTyMa K JJIEKTPOHHO-OmOmMoredHoi cucreme IPR
BOOKS ot 10.10.2022r.

Hayunast snektponnass Oubmuoreka eLIBRARY.RU (www: http//elibrary.ru). Pecypc
JOCTYIICH BCEM II0JIh30BATENIEM IOCiIe perucrpanun. JInneH3uonusiid goropop Ne 350-12/21
or 16.12.21 .

ABTomaTtu3upoBaHHas HH(popmanuroHHas Oubmmoreynas cucrema «Merallpo» [orosop
Ne9/10-2012r.

Komnekmus «Jlerenmapusie kauru» ObC HOpaiit (https://biblioonline.ru/catalog/legendary u
https://urait.ru/catalog/legendary) Pecypc noctymen Bcem 6e3 peructpaiuu. Jorosop ¢ OO0
«QnekTpoHHOe u3narenbcTBo HOpaliT» Ha 0e3BO3ME3THOE HCIOIb30BaHHE MPOU3BEICHUI
paznen «Jlerengapusie Kuurun» ot 31.01.2020r.

OOpasoBarenbHas 1wiaThpopma «IJIEKTPOHHOE uU3IaTeabcTBO FOpait» https://urait.ru
JoroBop Ne 4996 na okazaHue yCiayr Mo MPEAOCTaBICHUIO JOCTyHa K 00pa3oBaTEIbHOM
wiardopme « InekTpoHHOoe uznatenbetBo FOpaiir» ot 11.01.2022r.

[Tnarpopma BKP-BY3-pazmerienne, XpaHeHHE MaTEpPHAIOB W TOWCK 3aMMCTBOBaHUS
(http://vkr-vuz.ru ). Jlunensuonusiii Jloroop Ne 8966/22 Ha mpemocTaBieHHs JOCTYyMA K
mwiargopme BKP-BY3 ot 01.02.2022r.

10.3. CoBpemenHbIe IpodeccHOHATbHBIE 023 TaHHBIX:

IMopran  «MHPOPMAMOHHO-KOMMYHHKAIMOHHBIE ~ TEXHOJOTHH B 0Opa30BaHHN»:
http://www.ict.edu.ru

Hayunas snexrponnas oubdaunoreka: http://www.elibrary.ru/

HarnuonansHas saekTponHas oubiunoreka http://www.nns.ru/

DNEeKTPOHHBIE pecypchl Poccuiickoit rOCyIapCTBEHHOU OMOIMOTEKH
http://www.rsl.ru/ru/root3489/all

Web of Science Core Collection — monutemaruyeckas pedeparuBHo-OubIMOrpaduyeckas u
HaykoMmTpuueckas (Obnbnnomerpuyeckas) 6a3a nannsix: http://webofscience.com
[ToTHOTEKCTOBBIN apXUB BEAYIIMX 3allaHBIX HAYYHBIX )KypHAJIOB Ha pOCCHUIICKOM miuatgopme
HatmonanbHoro anekTpoHHo-uH(GopmaronHoro koucopuunyma (HOUMKOH): http://neicon.ru
basb1 manHbIX n3gatenscTBa Springer: https://link.springer.com

Caiit 6puranckoro Tenekanana: http://www.bbc.co.uk/

OnekrponHas suImkIoneaus: http://en.wikipedia.org/wiki/

CaiiT aMepHUKaHCKOM TICUXOJIOTMYECKO# accommaruu: https://www.apa.org/

Omnaitn pecypcesl o nicuxosoruu: https://www.psychology.org

O6pasoBarenbHbIi cailT o ncuxosorun: https://simplypsychology.org/

DNeKTpOHHBINA HayuHbIH x)ypHaI: https://www.psychologytoday.com
https://www.verywellmind.com/

DJeKTPOHHBIN cloBapb MynbTHTpan: WWwW.multitran.ru

10.4. UndgopMmaniuoHHbIe CTIPABOYHbIE CHCTEMBbI:

Wudopmarmonno-npasosas cuctema «Koncynbrant+y»: https://cons-plus.ru

[Topran dexnepaibHBIX TOCYIAPCTBEHHBIX 00pa30BATENBHBIX CTAHAAPTOB BBICIIETO
obpaszoanwusi: http://fgosvo.ru

NubopmarmonHo-1npaBoBas cucrema ['apant: Www.garant.ru
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11. OcobennocTn peaindanu JUCHUILVIMHBI JJA HMHBAJIUI0B H JHI ¢ OrpaHUYC¢HHBIMH
BO3MOKHOCTSAIMM 310POBbSA

Jlns obecrieueHuss 00Opa3oBaHMs JIMI[ C OTPAHMYCHHBIMH BO3MOXKHOCTSIMH 3[0POBBS IO
JUYHOMY 3asBJICHUIO OOydYaromierocsi paspabaTbIBacTCsl aJanTUpOBaHHas o0Opa3oBaTeibHas
nporpamMma, WHAMBUAYaJIbHBIH yJ4eOHBIH IUIAH C Y4eTOM OCOOCHHOCTEH HX MCHXO(PHU3HMYECKOTO
pa3BUTUSI W COCTOSHHSL 3]I0pOBbsi. [IpUMEHSIETCSs WHAWBUAYAIBbHBIA IOIXOJ K OCBOCHHIO
JMCIUIUIMHBI, HHAWBUIYaTIbHbIC 3a1aHus: pedeparsl, THCbMEHHbBIE PabOThl JIMOO TONBKO YCTHBIC
OTBETHl M JTUAJIOTH, WHIUBHUIyalbHbIC KOHCYJIbTAIlMH. BO3MOXXHO HCIIOJIb30BaHHE IUKTOPOHA H
APYTHX 3alUCHIBAIOIIUX YCTPOWCTB JUIS BOCIPOU3BEACHHS JICKIIMOHHOTO M CEMHHApPCKOTO
Marepuaa.

B memsix obecrieueHusi 00Yy4YaIOIIUXCS JIMI[ C OPAHUYCHHBIMH BO3MOXKHOCTSIMU 3710POBbSI
Oubnmoreka KOMIUIEKTyeT (OHI OCHOBHOW y4eOHOH JuTepaTypod, aJanTUPOBAaHHON K
OIPaHUYCHUIO WX 3[0POBbS, MPEAOCTABISACT BO3MOXKHOCTh YIAJICHHOTO HCIOJIb30BAHUS
ANEKTPOHHBIX 00pa30BaTEIbHBIX PECYPCOB, 1OCTYI K KOTOpbIM opranu3oBad B OAHO BO MIICY.
B Oubnuorexke TPOBOMATCS HHAWBUAYaJIbHbIC KOHCYJIbTALMK [UIS JaHHOW KaTErOpHUH
M0JIb30BaTENICH, OKa3bIBACTCSl MOMOIL B PETHCTPALMH U HCIIOJIB30BAaHUU CETEBBIX M JIOKAJIBHBIX
ANIEKTPOHHBIX 00Pa30BaTEIbHBIX PECYPCOB, TPEIOCTABIAIOTCS MeCTa B YHTAILHOM  3alie,
00OpyIOBaHHBIC TMPOrpaMMaMH  HEBU3yaJIbHOTO JOCTyNa K HWHPOpPMAIMH, JKPAaHHBIMU
YBEIMYUTEIIAIMH W TEXHHMYECKUMH  CPEJACTBAMH  YCHJIGHHS ~ OCTATOYHOTO  3PEHUSL:
Microsoft Windows 7, LenTp CHEIHATbHBIX BO3MOYKHOCTEH, DKkpaHHas TyTia;
Microsoft Windows 7,  IleuTp  chmenmuanbHBIX  BO3MOMKHOCTEH,  DKpPaHHBI  JAHMKTOD;
Microsoft Windows 7, IlenTp crnenuaibHbIX BO3MOXKHOCTEH, DKpaHHas KjaBHaTypa; SKpaHHas
aymna One Loupe; peueBoii cunte3arop «I omocy.
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12.JIucT perucTpanuu u3MeHeHuit

Pabouas nporpamMa y4eOHOW AWCHUIUIMHBI OOCYKIEHAa M YTBEp)KIEHa Ha 3aceJaHuu
VYuenoro coBeta oT «30» situBaps 2023 r. npoTokoa Ne 5

No Conep:xaHne N3MEHEHUS PexBu3uTh HOKyMeHTa 00 Hata
/o YTBEP>KACHUU U3MEHEHUS BBE/ICHUS
HW3MEHEHUs
VT1BepKAeHa pelieHneM  Y4YeHOro coBeTa  Ha
OCHOBaHUU denepanbHOTO rOCYJapCTBEHHOTO
00pa30oBaTEeIbHOTO CTAaHIApTa BBICIIEr0 OOpa30BaHUS [IpoTokon 3acenanus
1. | mo HaIIpaBJICHUIO ITOJATOTOBKH 38.03.04 YdeHoro copeta 01.09.2023
l'ocymapcTBeHHOE ¥ MYHHUIMIIAIBHOE VIIpPaBICHHE, ot «30» staBaps 2023 T. R
YTBEP)KIACHHOTO MpUKa3oM MHHHUCTEPCTBA HAayKH W npotokoin Ne 5
BEICIIIETO 00pazoBanms Poccuiickoit @enepanmm ot 13
asrycra 2020 Ne 1016
2.
3.
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