KEWC 5. OENTOBOW 3TUKET
KAK PECYPC PA3BUTUA OPFAHU3ALUNU

Iea» — chopmupoBaTh NMpeAcCTaBIeHUSI O KauyeCTBE OTHOLIEHW, MCUXOJOTMYECKOM

IIPUBJICKATCJIbHOCTU U KYJIbTYPE IIoaauyn JIEJIOBOM I/IH(I)OpMaL[I/II/I.

JleoBOl 3TUKET — 3TO HE TOJIbKO CJIel0OBaHWE CIMCKY TpaBWi OOIIEHUSI, HO U
MOHMMAHUE CKPBITHIX MNPUUYMH HApPYILIEHUS B3aUMMOJEHCTBUSI, a TaKXe CII0OCOOHOCTb
KaXJI0ro COTPYAHMKA OBITh MCUXOJOTUYECKH MPUBJIEKATEIbHBIM JJISI APYTUX.

MOXHO BBIACIUTH TPU COCTABJISIIOIINX AEJI0BOIO 3TUKETA:

1) ncuxojiornyeckasi IpUBJAEKaTeIbHOCTD JJIS1 C€0sI U IPYTHX;

2) Ka4yecTBO OTHOIleHUI, nanu Koaekc KoprnopaTuBHOM 3TUKU;

3) KyJIbTypa MACbMEHHOTO MPeACTaBIeHUS MH(GOpMaLUK (Ae0Bast NEpenucKa).
BakHbIM 3BeHOM KauecTBa OTHOLLIEHU SIBJISIETCS NCUX0102UMeCKas NPUBAEKAMENbHOCb.
[MepeyrcinM ocTaBasIIOIIME IICUXOJIOTMYECKOM MPUBIEKATEIbHOCTH

(J BeKTOp BHMMAaHMS (Ha ce0s1 WM Ha APYroro?);

O uMuIX-(haKT;

[ MasITHUK «CBOM—YYXKOIi»;

(J camoripe3eHTalus.
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YnpaxHeHue 1

Kro 97 Yro 9 mory 1 ymeto? Y1o 9 coboii npencraensio?

Hanbonee BbMrpbiLLHbIE GakTsl Moelt buorpadum

Yero oxuaatoT ot MeHst niopn? Kakum XoTaT meHs BupeTb?

B nposiBneHum kakmx ka4ecTB s roTOB COOTBETCTBOBATb

OXuaaHNam apyrux?

Mowu npeacTaBneHus 0 «CBOMX»:

KaKue OHW Ans MeHs?

Mow npepcrasnesns o CHYXXNX»:

KaKue OHW ans MeHs?

TekcT camonpeseHTauun ais «CBOUX»

TexcT camonpeseHTaumm LS «4yxmx»

KauecTBo oTHOIIEHMIT 3a0aeTCs OTpeeIeHHBIMU KaueCTBAMU, WIN UeHHOCMAMIU.

[ KakuMu LIECHHOCTSIMU OTIpeessieTCsl KaueCTBO OTHOIIEHUIA?

[ KakoBo copepkaHue 3TUX LIEHHOCTe?

[ Kak BecTH ce0s1 M0 OTHOIICHUIO K ce0e caMoMy, UTOOBI JaHHasI LIECHHOCTh paboTaja?

[ B kakoM NoBeJIcHUY TIPOSIBIISIETCS JaHHAS LIEHHOCTh 110 OTHOIIIEHUIO K IpyroMy?

[ KakoBbl MpPOTUBOMOKA3aHUS: YTO HU TPHM KaKMX YCJIOBUSIX HENb3sl MPOSIBIATH IO
OTHOILLIEHMUIO K cebe u 1pyromy?

[ KakoBbl CaHKILIMY 332 HapYyIIeHMSI TIpaBuia?
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LIEHHOCTb

Kak Mbl MOHMMaeM, 4T 3T0 3a LieHHOCTb? Kak Mbl ee s

cebs onpenensem?

Kak BecTu cebsi no OTHOLLEHMIO K cebe camoMy, 4TOObI

JaHHas LleHHOCTb paboTana? Kak passueath cebs?

B kakom noBeagHWM NPosIBNFETCS JaHHas LIEHHOCTb MO
OTHOLLEHMIo K aipyromy? Kak cnenyet cebs Bectu? Yto

Jenatb? Yero He penatb?

KakoBbl NPOTMBOMNOKA3aHUA: YTO HX NMPU KaknX YCNoBUAX

HeNb3si NPOSIBNATH MO OTHOLLEHWHO K cebe v apyromy?

KakoBbl CaHKLMW 33 HapyLUeHus npaBuna?
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Ilucomennas peuv ducyunaunupyem Hac. /lenogas nepenucka — maxice 8adCHuLil d1eMeHm
deno6oeo smukema.
[TvceMeHHbIE TOKYMEHTBI MPEACTABISIOT COO0M TEXHUYECKU OAHY U3 CaMbIX CIOXHBIX
¢opM KOMMYHUKaALUK. JIJ11 X coCTaBJIeHUsI TPEOYIOTCSI:
 cneunanbHbIE HABBIKM;
) 3HaHuMg;
(J TBOpUYECKMI1 ITOAXO]I.
ITucbMO CTAaHOBUTCSI HalIMM MOJYAIMBBIM MPEICTABUTENEM, a TakXKe SIBISEeTCS

00BEKTOM OLIEHKU HAC CO CTOPOHLI aapEcara.

Jl0CTOMHCTBA NUCbMEHHbIX AOKYMEHTOB HepoctaTku NMCbMEHHbIX JOKYMEHTOB
CoxpaHsiioT HGOPMALWIO B HEM3MEHHOM BUAE [ins cocTaeneHus TpebyloTCs CreLnasbHbIe HaBbIKM
lo3BONAIOT ONEpUpPoBaTh CIIOXHON MHGOpMaLen Pabota ¢ nucbMeHHbIMM AOKyMeHTaMu TpebyeT

[IONOJTHATENLHOTO BPEMEHH (Kak LNt NOAroTOBKY,

Tak U A4S NPOYTEHMS)

JlatoT BO3MOXHOCTb NPEACTaBAsATL OAMHAKOBYIO MHbOPMALIMIO He cyLuecTByeT cTaHaapTa AenoBoro niucbMa

MHOTMM aipecatam

OcHosHble mpe608aHUs K 0e1080MY NUCOMY:
[ KpaTKoCThb (ONTUMAaJIbHBIN 00beM — MOJIOBMHA JIMCTA);
[ nHdopMaLIMOHHAST EMKOCTb;
(J 4eTKOCTh U3JIOXKEHUS;

O GnaroxenarebLHBINA TOH.
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OcHoBHbIe 3aga4u AenoBoro nMcbma

UHdopmaumoHHblii 06MeH OucTaHUMOHHOE NCUXO0IOruYecKoe BO3AEHCTBUE Ha
ecara
C agpecaTtom anp
 JloCTynHO, SICHO, YETKO 1 apryMEHTUPOBAHO M3NOXUTb © CKPbITb CBOW UCTMHHBIE MbIC/IM HA GOHE YETKO NPOAYMAHHOM U
COOCTBEHHYIO NO3ULMIO; apryMeHTMpOBaHHOI NO3NULWK;
 NPEeJIOXUTL aapecary Nyt COBMECTHOTO PELLEHMS o chopmMMpOBaTH Y anpecara MOTUBALWMIO JaTb BaM OTBET;
npo6nembl;
© CMPOBOLMPOBATL Y afipecara XenaHue «noaennTbCs
© C03AaTh NPELENEHT KOPPEKTHBIX B3aMMOOTHOLLIEHUI nHbopMaLmeir»

@OyHKIMU JEJIOBOrO MUChbMa OOBEIMHSIIOTCS B KOMITO3UIIMOHHON (hopMmysie IeI0BOTo

nrcbMa:

Komnosuyuonnas gpopmyna denogoeo nucoma

1B — 10O — ]IB,

rac Z[B — JIMCTAaHLMOHHOE IICUXOJOTMYECKOE BO3ICMCTBUE HA aapecara,

MO — nHdopMaLlMOHHBIN OOMEH C aipecaToM.
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M3 xoMno3uumoHHOW (OpMyJIbl N1€JIOBOTO IMCbMa BBITEKAET CTPYKTypa J€I0BOTO

nucbMma.
CTpyKkTypa BenoBoro nucbma
Yactb | HassaHue CopepxaHue yactu, TpeboBaHUa K MHbOPMALUK O6bem ®yHkums
I Mpueetcteue | O6palleHmre, npucoeamHeHne k aapecary. Cebinka Ha npusiTHele | He Gonee B
WM 3HAYUMBIE NS aapecaTa CoObITus. KOMMIMMEHTLI.
An ap 2—3 npocTbix
lMonoxuTtensHas peakumst Ha MHPOPMALMIO U3 NPOLLNOrO NUCLMA. .
MPEeLIOXEHUI
WUHdopmaums fLonkHa pacnonaratb aapecara K YTEHMIO U He
BbI3bIBATh Y HEro BoapaxeHusi. Popmynbl «MpucoeanHeHns»
I U3noxerne Onucanve npobnemsl No dopmyne «Teanc — aprymeHT». He 6onee 10 npoctbix | MO
CylecTsa Anpecary SOmXHbI ObITb XOPOLLO MOHSTHBI BALLIA MO3ULIMA W MPEeLIOXEHUI
npo6nems aprymeHThl. OnucaHue npobaeMbl NPeanoYTUTENLHEE HAYMHATD C
yKa3aHusi MPUYMHLI 0OpaLLeHns K afpecaty (0C0OeHHO, eciu
Lienb NucbMa — obpalleHre 3a NOANEPXKONA MK PeLLEHNEM
BaXHOro BOMpOCa)
Il MpennoxeHus | YeTkoe onucaHme nyTeit COBMECTHOMO C afpecaToM pelLLeHus He bonee /(0]
npobnembl 110 opmyne «lpeanoxeHne — pecypcsbis.
p ¢opmyne «[Tpean pecyp 35 npocThix
Mpennoxenus (UM pekoMeHaaLmMmM) MOryT BbiTb o
pemn (v p fiaumm) moryt ApeAROXEHM
chopmynmpoBaHbl kak B 00LIEM, Tak 1 B Bonee
[ETaNM3MPOBaHHOM BUAE
v 3aBeplueHue MNpusTHBIE CNOBA, KOMMMMEHTBI, BLIPAXEHUE XenaHus He 6onee 2—3 npoctbix | 1B
[JlanbHeiiero cotTpyaHuyecTsa. UHdopmaums nomkHa NpeaJIoXeHNI
dopMMpoBaTh y aapecara YyBCTBO NEPCMEKTUBI
B3aMMOOTHOLLIEHWIA W XenaHue Hanucatb oTBeT. dopMybl
«[pucoeamnHeHns»

Baxno pasjandaTtb LCJIb ITMCbMa U €ro COACPKaHUC. Ue./lb nucema — smo mo, 4eco 6bl

xomume 00cmu4sb ¢ NOMOUbI0 OAHHO20 NUCbMA.
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YnpaxHeHue 2
1. YToOBI OTBETUTH HA BOIIPOC O TOM, KaKasl 1IeJIb JOJKHA OBITh JOCTUTHYTA C TIOMOIIIbIO
MKChMa, 3aBepIINTE MPUBEICHHOE HUKE MPEIIOXKEeHNE:
«f xouy, umobbl Moe nucbMo...»

YT1006bI 0061€r4YMTh MPOLIECC OTBETA, MOAOEPUTE IJ1aroi (MM TJ1arojibl) U3 NpUBEISHHBIX

HIXE:
PEKOMEH0BANO0 yTBEPXAANo 3anpaLumsano
YBEAOMANAN0 npuvrnaiwiano npepnarano
00bsBNANO noATBEPXAAN0 3anpawvsano
MPOSICHANO [0Ka3bIBao knaccuduumposano
CPaBHMBANO MAaHUPOBANO MHHOPMUPOBANO
06bsACHANO 0TBEYa10 orpaHu4nBano
BbISICHS/O CYMMUPOBAJIO pasaensano
onpenensno ONUCHIBANIO nepeHocuno
KOPPEKTUPOBaNO npeanonarano MOAYEPKMBANIO
NOBbILLANO0 04apoBbIBA/IO Ball BapuaHT
MPE3EHTOBANO MOTMBMPOBAJIO Balll BAPMAHT
COOTBETCTBOBAJI0 Ball BapuaHT Ball BapUaHT

2. Tenepn, noxajnyiicta, mopa3MbILLJISATEe HAl BOIIPOCOM: KaKUX JEHCTBUI Bbl XOTEJIU
ObI 1OOUTHCS OT cBoero aapecaTta? M 3akoHUYUTE clieaylollee MpeaioXkeHue:

«4 xouy, umobwsl moil adpecam...»

Y100l 00JeryuTh MpoliecC OTBeTa, IOJ0epuTe BapuMaHT ACWCTBUM aapecara W3

OPpUBEACHHDBIX HMKE!

onpegenun cdepy AesTensHOCTU

BbIMOSIHWUN 3aaHne

NpuULLIEN Ha BCTPEYY

PacCMOTPEN MOE NPEIOXEHMe

BbINOMHWN 0053aTeNbCTBA

YCTaHOBWJ1 CO MHOIO CBS13b

cpenan UHBeCTULMn

uccnenosan npobnemy

corniacuncs o MHom

CTaN KIMEHTOM (MOCTOSHHBIM K/IMEHTOM)

BbIOPAN 0AHY M3 BO3MOXHOCTEN

Ball BapuaHT

COBEpLUN NpaBuibHOE [eincTemne

Ball BapUaHT

U3MEHUN cTpaternio

Ball BapUaHT

yTBEpAMN GUHAHCUPOBaHKe

Ball BapuaHT

OTBETWI Ha BONPOCHI

Ball BapuaHT

3. ChopmynupyiiTe COOCTBEHHYIO 1IeJb C TOMOIIbIO YTBEPXKIECHMSI:

«A xouy, umobvL moe nucomo

IJTSI TOTO YTOOBI
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[Ipumep yTBepXKaeHU Lenu: «f xouy, 4TOObBI MOE€ MUCHMO YOEXKIaI0, Al TOrO YTOObI
aapecar yCTAaHOBMJL CO MHOM CBSI3b».

HMrak, kakoii u3 pakTopoB sIBISETCS s aapecaTta HauboJiee TpuBieKaTebHbIM? UTO
yoenut ero ObicTpee u TouHee Bcero? Iloxkainyiicta, BbIOEpUTE M3 CIIMCKA KJIFOYEBOM IS
azpecara yoexaarouii (hakTop, €CJiM TAKOTo B CITMCKE HET, 100aBbTE CBOM BapUaHT.

«4 dymaro, umo ayuue eceeo moeeo adpecama yoeoum »

BapuaHThI:
(3 TOYHOCTb WJIM HEOCTTOPUMOCTD JI0KA3aTEeIbCTB;
(J yiydieHue KayecTBa;
(J u3MeHeHMe CTpaTernu;
(J cokpalieHue 3aTpar;
[ yckopeHue BO3BpaTa MHBECTUIINIA;
(3 COBMECTUMOCTD C CYIIECTBYIOIIUMHU CUCTEMaMU WK MPOLIECCAMU;
(J HOBOBBEJIEHUE;
(3 pocT ypOBHSI YIOBJIETBOPEHHOCTH KJIMEHTOB;
(J noBblmeHne 3(pPEeKTUBHOCTH;
[J cBOEBpPEMEHHOCTb;
(J TOYHOCTD;
[ MOBTOPSIEMOCTD pe3yJIbTaTOB;
(3 yaydieHue 9KCITyaTallMOHHBIX KaYeCTB;
(3 omurylieHe HOBBIX MEePCHEKTUB 1 TOCTHXKEHUI;
[ u3MeHeHue COIMabHOTO CTaTyCa;
(3 9yBCTBO NMPUHAUICXKHOCTH K IMPECTYXKHOM TPYIIIIE;
0 ;
0

[TucbMO TOJIKHO comep:KaTh OCHOBHYIO MIEI0. DTO CaMblil TIaBHBII 3JEMEHT MUChMa.
Bech ocTanbHOI TEKCT MMCbMa WILTIOCTPUPYET €€ C pa3IMUHBIX CTOPOH.
OcHoséHas udes — 3mo NPocmMas MviCab, KOMOPYI0 8bl Xomume nepeoams aopecamy, 4moowl
coobuums emy o ceoeil ueau.
Tpebosanus Kk 0cHOBHOI Udee nucoma:
[ noJkHa BhIpaxkaTbesi B (hOpMe TTPOCTOTO MPEIIOXKEHUS;
[ noJKHa cofepKaTh €IMHCTBEHHYIO MBICTIb;
(J noJKHA COCTOSITh He OoJjiee yeM u3 15 ciioB;

[ noJokHa OBITH OPMEHTUPOBAaHA HA TTPAKTUYECKUE TIeMCTBUSL.
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11.
12.

13.

14.

15.

16.

17.

18.

19.

20.

PekomeHgauum gnsa cocrtaBneHUs AenoBbIX NUcem

. CpenHsist njiMHa peaJIoKeHUsT He ToJKHA npeBbiath 15—20 cioB.

. YnotpeOasiiTe TOAbKO T€ CJI0Ba, KOTOPble HaMOOJIee MOHATHBI aapecary.
. Ucnonb3yiiTe pOBHO CTOJIBKO CJI0B, CKOJIBKO BaM HEOOXOAUMO.

. Bribupaiite HauboJiee 3HaUMMBbIE, SICHbIE Y TOUHbIE TJIaroJbl.

. BolpaxaiiTe Mo3UTUBHYIO TOUKY 3PEHMUSI.

. M36eraiiTe CTEpEOTUITOB U CKYUHbIX KJIUIIIE.

. CoburogaiiTe nipaBuia opgorpaduu U NyHKTyalluM.

. N36eraiiTe BUTMEBAThIX HEYETKUX (POPMYIUPOBOK.

. JleMOHCTpUpYyTe MAKCUMYM YBEPEHHOCTH, U3J1aras OCHOBHYIO MbIC/Ib.

. IIpeacraBbTe, 4TO Bbl HE MUILIETE, a TOBOpUTE. Morjiu Obl Bbl CKa3aTb 00 3TOM

npoie?

He npsiubTe Balliv MbICIM 32 TYMAHHBIMU (bpa3aMu.

M36eraiiTe MoapOOHBIX M HYIHBIX OMUCAHUN CBOUX JEHCTBUIA, CBSI3AHHBIX C
COCTaBJICHUEM TTMChMA.

M36eraiite ciaoB, BbIpaXkalIIMX HEOMPEAeJIEeHHOE KOJMYECTBO (HECKOJbKO,
MHOXECTBO, HEMHOIO, MPUMEPHO, Ype3MepHO U mp.). Jlydle BKIOYaiiTe B
MUCbMO KOHKPETHBIE LIU(DPHI.

HaszpiBailiTe B TEKCTE KOHKPETHBIX JIOIEI, yKa3blBaliTe MMeHAa U CTEIeHb
OTBETCTBEHHOCTH.

Eciu HeoO6X0auMO, KOHKPETU3UPYUTE CBOIO MBIC/Ib, TIPUBOJIUTE IIPUMEDHI.
KpaiiHe ocTopoxXHO HpuUMeHsIiTe mpodeccroHalbHbIN XaproH. Mcrnonb3yiiTe
€ro TOJbKO B TOM CJy4yae, €CJIMd YBEPEHBI, YTO ajapecar JIydlle MOMMET Ballly
MBICJIb Yepe3 MpodecCUOHAIbHOE BbIpaXKEHUE.

CMeJio MUIIMTE O BalMX TPEIIOXEHUSIX, O OyAylIMX NEeUCTBUSIX, O TOM, Kak
MOXHO UCIPaBUTh CUTYAlIMIO, O TOM, Y€M Bbl 3aHSAThHI B HACTOSIIIIUIA MOMEHT.
JlaBaiiTe onpeaesieHHbIe O0eIaHuS.

Yb6exnass amgpecata B MOpaBOTe Ballleil OCHOBHOW  uiaeu, u30eraite
SMOLIMOHAJIbHBIX BOCKJIMIIAHUIA M HEKOPPEKTHBIX BbICKa3blBaHUU (OCOOEHHO
yIpo3).

Yb6enutecs B TOM, YTO IIPCIJIOKEHHNA UMCIOT ACHYIO CMBIC/IOBYIO B3aUMOCBA3b.
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