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1.  AHHOTALMS JUCHUILIAHBI (MOIY.JIS)

B pe3ynbpTare ocBOGHUS AUCHUIUIMHBI (MOIYJIs) Y 0Oydaroumxcst (GOpMUPYIOTCS CIEAYIOIINe
KOMIIETEHIIMM W JIOJDKHBI OBITh JOCTUTHYTHI CIIEAYIOIIME pe3ylbTaThl OOy4eHHs Kak JTarl
(bopMHUPOBAHUS COOTBETCTBYIOIIUX KOMIIETECHIIHIA:

Kon Pe3ynpraTel 0CBOCHUS [lepeueHp IaHUPYEMBIX PE3YJIbTATOB O0YUEHHS 10
KOMIIETCHIINU o0pa3oBaTenbHON OUCLIMILINHE
IIPOTrpaMMBbI
OK-5 CHOCOOHOCTh K 3HATh:

KOMMYHUKAMHA B YCTHOW U
MMCbMEHHOU (popmax Ha
PYCCKOM M MHOCTPaHHBIX
SI3bIKaX JUISl pElIeHus 3aa4
MEXKJIUYHOCTHOTO U
MEXKYJIbTYPHOI'O
B3aNMOJICHCTBHSA

- OCHOBHBIE HOPMBI COBPEMEHHOTO PYCCKOTO SI3bIKA
(opdorpaduyueckue, myHKTyallMOHHEIE,
rpaMMaTH4eCcKHe, CTUIIMCTUYECKHUE,
opdosnuueckue) u cucteMmy ¢ yHKIIMOHATBHBIX
CTUJIEH PYCCKOIO SI3bIKa

yMeTh:

- II0JIb30BATHCS] OCHOBHOM CIIPaBOYHOM
JTUTEPATypPOid, TONTKOBBIMH U HOPMAaTUBHBIMU
CJIOBapsIMU PYCCKOTO SI3bIKA.

BJIA/IETh:

- BJIAJICTh: HABBIKAMH CO3/IaHUS HA PYCCKOM SI3bIKE
IPaMOTHBIX U JIOTHYECKHU HEMPOTUBOPEUNBBIX
MMUCbMEHHBIX M YCTHBIX TEKCTOB yU4eOHOU U

HAy4YHOM TeMaTHKHU pedepaTUBHOrO XapakTepa

Tpynoemkocts gucuumiaunsl (moayJas): 3 3.E.
dopmMa MPOMeKYTOUYHOI aTTecTamuu: 3a4eT (3 cemectp).
@opMbI TEKYIIET0 KOHTPOJISA YCIIEeBAEMOCTH:
- YCTHBIH ompoc (dpoHTanbHast Oecena, MHAUBUAYAIBHBIN OMPOC, TOKIa/bl);
- TIPOBEpPKA MUCHbMEHHBIX 3a7aHUM (HaIMCAaHUE ICCE, KOHCTIEKTUPOBAHUE HAYyYHBIX CTaTeH,
ohopMIIeHHE IETIOBOI MEPEUCKHU);
- TECTUPOBAHUE;
- pelIeHuE CUTYAllMOHHBIX 3a/a4.
Pazgennbl aucuumiInHbl (MOayJsi), BUAbI 3aHATHI U GopMuUpyeMble KOMIIETEHUUH IO
pasaesaM IUCHUIIMHBI (MOXYJISA):
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1 [Ipeamer, copeprkaHue U 3a1a9d JUCITUTITHHBI 2 4 6 OK-5
«JI0KyMEHTOOOOPOT M JEJIONPOU3BOJICTBO.
2 | Ucropusi BOSHUKHOBEHHUS U PA3BUTHS 2 | 4 6 OK-5
OTEYECTBEHHOT'O JIEJIONPOU3BOJICTBA.
3 OO01mre HoOpMBI ¥ TIpaBwIIa 0OPMITEHUS JOKYMEHTOB. | 2 4 6 OK-5
JlokymMeHTHpoBaHHast HHGOpMaIHsL.
4 | Opranu3alMoHHO-paCIOpsAUTENbHAS 2 | 4 6 OK-5
JOKYMEHTAITUS: TIOHSTHE, KITACCH(HUKAIIHS, COCTaB U
odopmiieHre peKBU3UTOB. bilaHKU TOKyMEHTOB.
5 | S3bIK ¥ cTHITE CITYKeOHOM JJOKYMEHTAITUH. 2 4 6 OK-5




TunuaHeie OMMOKH.

6 OdopmieHune npukazoB, OpraHU3aIMOHHO- 4 6 OK-5
MIPABOBBIX U JPYTUX PACTOPSTUTEIBHBIX
JIOKYMEHTOB.

7 OdopmieHne cyKeOHBIX MTHCEM U APYTOit 2 4 6 OK-5
MH(POPMAIIMOHHO-CITPABOYHON JTJOKYMECHTAITUH.

8 | JlokyMeHTHpOBaHUE KOMMEPYECKOU NEATSILHOCTH 4 6 OK-5
TPEIPUSTHSL.

9 MexnayHapoaHas nepenucka. JJokyMeHTHI 110 2 4 6 OK-5
BHEIITHEAKOHOMHYECKOW JICSATEIBHOCTH.

10 | Jemonpou3BOCTBO MO MUChbMEHHBIM M YCTHBIM 4 6 OK-5
00palIeHUsIM FPaK/IaH.

11 | lokyMeHTHPOBaHHUE TPYAOBBIX OTHOIIIECHUH. 2 4 6 OK-5

12 | Pabota ¢ KOH(pHIEHIIMATHHBIMH JOKYMEHTAMHU. 4 6 OK-5

13 | Ciyx6a IOY (moxkymMeHTaIlmOHHOE 00eCTICUCHHE 2 4 6 OK-5
VIIPaBIICHUS) B OpraHU3aIUsIX.

14 | Opranusanus JOKyMEHTO000pOTA. 4 6 OK-5

15 | Perucrpanust JOKyMEHTOB. 2 4 6 OK-5

16 | KoHTposb CPOKOB UCTIONHEHUS TOKYMEHTOB. 4 6 OK-5
CocraBieHre HOMEHKIIATYyp, TEKYIee U ONepaTUBHOE
XpaHEHHE JeTl.

17 | ApxuBHOE XpaHEHHUE TOKYMEHTOB. 2 4 6 OK-5

18 | TexHuveckue cpeacTBa, MPUMEHSIEMBIC B 3 5) OK-5
JICIIOTIPOU3BOJICTBE

Bcero yacos: 18 | 18 71 107

2.  HEJb U 3AJJIAYU OCBOEHUSA JUCHUIIJIMHBI (MOAY JISI)

Ienbto OCBOEHMSI JUCLHUIUIMHBL SABJsiETCs (POPMHUPOBAHUE Y O0YUAIOIIUXCs KOMIIETEHIIMNA B

cootBeTcTBUM ¢ TpeboBaHusIMU @I'OC BO u 00pa3oBaTenbHOI MpOrpamMmsl.

3aziayaMy OCBOCHMSI TUCLUIUIMHBI SIBJISIFOTCSL:

- npuoOpereHrne OOy4yarolUMMHUCS 3HaHWM, yMEHUH, HaBBIKOB M (WJIM) OIbITa
npopecCHOHATBHON  AEATENIbHOCTH,  XapaKTepU3YIOUIMX  J3Tanbl  (OPMHUPOBAHUS
KOMIIETEHIIMH B COOTBETCTBUU C YU€OHBIM IIJIAHOM M KaJeHJIapHBIM rpadukoM y4eOHOTo
nporecca;

- OILEHKa JIOCTH)KEHHUS O0yJarolMMHCS IUIAHUPYEMbIX PE3yJbTaTOB OOyUeHHs Kak dTara
(bopMHpOBaHHUS COOTBETCTBYIOLINX KOMITETEHIIUH.

3. MECTO JUCHHUILIUHBI (MOAY.JSA) B CTPYKTYPE OBPA3OBATEJIBHOM

MMPOI'PAMMBI

JucuuruinHa (MOJyJb) peanu3yercss B paMkax 0a3oBoil wactu brioka 1 «JlucuumauHsl
(MozymnH)» yuyeOHOro IUIaHa.

HucuuruinHa (Moaynb) OasupyeTcss Ha pe3yinbTraraX OOY4YeHHs MO  CJeXyIOLUM
JTUCITUTITHHAM (MOJIYJISIM), IpakTHKaM: «MeHeHKMEHT», «YueOHast mpakTHKa»  JIp.

PesynbpTaThl 00y4eHus, JOCTUTHYThIE IO UTOraM OCBOCHMS JAHHOM JUCLUIUIMHBI (MOIYJIS)
SABJIIFOTCA HeO6XO)II/IMI)IM YCIOBUEM JId YCIICITHOTI'O 06yquI/1$[ mo clIeAyrimuM JUCHUITIIMHAM
(Monmynsam), mpakTukam: «[IpakTHka 1O TMOJNydYeHHIO NPOPECCHOHATbHBIX YMEHMHA M OIbITa
poeCCUOHATHHON EATETLHOCTH.

4. TNJIAHUPYEMBIE PE3YJIbTATBI OBYYEHHUA 110 JUCHUIIJIMHE
MOAVYJIO), COOTHECEHHBIE C IIVTAHUPYEMBIMHU PE3YJIbTAMU
OCBOEHUS OBPA3OBATEJBHOMN ITPOT'PAMMBI



B pesyapTaTe OCBOCHHMS AMCHUIUIMHBI (MOIyNsi) y oOydarommxcs (GopMUpyrOTCs
CJICAYIOKUC KOMIICTCHIUN U JOJI?KHBL 6LITL JOCTUTHYTHI CICAYIOUINUEC PE3YJIbTAThI OGY‘-ICHI/ISI KakK
sTan (OPMHUPOBAHUS COOTBETCTBYIOLINX KOMITCTECHITHNA:

Kon Pe3ynbrarhl OCBOCHUS [TepeyeHs TUIAHUPYEMBIX PE3yIbTATOB O0YUCHHUS I10
KOMIICTCHIINN 06paSOBaTeJIBHOI>'I JUCHUITIINHEC
IIPOrPaMMBbI
OK-5 CHOCOOHOCTH K 3HATh:

KOMMYHHUKAIIUU B YCTHOH H
NUCbMEHHOMW (hopMax Ha
PYCCKOM U HHOCTPAaHHBIX
S3BIKAX JUIS PELICHUs 3a1a4
MEXJIMYHOCTHOTO U
MEKKYJIbTYPHOTO
B3aUMO/ICHCTBUS

- OCHOBHbBIEC HOPMbI COBPEMEHHOT'O PYCCKOTO SA3bIKa
(opdorpaduueckue, MyHKTYaIl[MOHHEIE,
rpaMMaTUYeCKue, CTHIMCTHYECKHE,
opdosnuueckre) u cucTeMy (yHKIIMOHATBHBIX
CTHJICH PYCCKOTO S3bIKa

yMeThb:

- I0JIb30BaThCsI OCHOBHOM CITPABOYHOM
HHTepaTypOﬁ, TOJIKOBBIMH 1 HOPMATHBHBIMU
CIIOBAPSIMU PYCCKOTO S3bIKA.

BJIA/IETh:

- BJIJICTh: HABBIKAMH CO3/IaHKsI HA PYCCKOM SI3BIKE
rpaMOTHBIX U JIOTUYCCKHU HCITPOTHBOPCUYNBBIX
MHCbMEHHBIX U YCTHBIX TEKCTOB YU€OHOM 1
HAYYHOH TeMaTHKH pedepaTHBHOIO XapaKkTepa

5.  CTPYKTYPA U COAEPKAHUE JUCIUIIJIMHBI (MOAYJISA)

5.1. O6beM AUCHHMILUINHBI (MOYJIS1) M BUABI Y4eOHOI padoThl.
OO6muit 00BEM (TPYAO0EMKOCTh) IUCHUIUIMHBI (MOAYJsI) cocTaBisieT 3 3aueTHble equHulls (3.E.).

TpynoeMKoCTb CemecTpsl
JUCITUTUIAHBI, (KOJI-BO HEJIEHh B CEMECTPE)
B yueGroit paGoTs: aKaJieM. 4acoB: Cemectp 3 (18
B toMm uncie B Camocro
Bcero | uHTEpakTHUBHO | Bcero Konraxrias ATeNbHAs
. pabora
it popme pabora

Yuebnasi pa6ora (0€3 KOHTPOJIsI), BCEro: 107 8 107 36 71
BIOM | Mexuun (JT) 17 4 17 17
qHCIe:

Ipaxrraeckue 3ausaTus (I13) 17 4 17 17

JlabopatopHsie paboTs! (JIP)

Kypcogoii mpoekt (KIT) -

Kypcogast pabora (KP) -

PacuerHo-Tpaduueckue paboTs

(PT'P) i

Pedepar i

KonrponbHas pabora -

[Jpyrue Buas! paboThl 73 73 73
KonTakTHas paéora 1 1 1
KonrakTHas pabora B cemecrpe (KC) 1 1 1
KonrakTHas paboTa B 3K3aMEHallMOHHYIO
ceccuio (KA)
KonTpoas, Beero:
B TOM OKx3aMeH
qHCIIe:




3auér

3a4éT Cc OLEHKOH

dopMa NpPOMe:KYTOUYHOI aTTecTAlHH 3au. 3au.
O01asi TPY10€MKOCTb, Y. 108 108
O01as TPY10eMKOCTh, 3.E. 3 3

5.2. Pa3nesibl QJMCHUILUIMHBI (MOXYJIs), BHAbI 3aHATHA U (opMHUpyeMble KOMIETEHIIMU IO
pa3aesaM IUCHUILIHHBI (MOTYJIfA).
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1 | Ilpenmer, conepkaHue U 3a7a4d AUCLUIIIMHBI 2 4 6 OK-5
«JloKyMeHTO000POT U JIEJIONPOU3BOJICTBOY.
2 | Ucropust BOSHUKHOBEHHUS M Pa3BUTHS 2 | 4 6 OK-5
OTEYECTBEHHOT'O JICJIONPON3BO/ICTBA.
3 OO01mue HopMBI U TIpaBwIia 0pOpMIIEHUST JOKYMEHTOB. | 2 4 6 OK-5
JlokyMeHTHpOBaHHasi HHPOPMAIHSL.
4 | Opranu3alMOHHO-pacOPsIAUTEIbHAS 2 | 4 6 OK-5
JOKYMEHTAIUS: TIOHATHE, KIIACCH(HUKAIIHS, COCTaB U
oopmiienne pekBU3NTOB. bi1aHKK JOKYMEHTOB.
5 | S3BIK U CTHITB CITYKeOHOM JOKYMEHTAIUH. 2 4 6 OK-5
TunuuHble OIMOKH.
6 Odopmienue npuka3oB, OpraHU3alMOHHO- 2 | 4 6 OK-5
NPABOBBIX U APYTUX PACHOPSTUTEIBHBIX
JTIOKYMEHTOB.
7 | OopmieHune ciykeOHBIX MUCEM U APYron 2 4 6 OK-5
MH(POPMAIMOHHO-CITPABOYHON JOKYMEHTAITUH.
8 | JlokymMeHTHpOBaHNE KOMMEPUYECKOH J1eATEIbHOCTH 2 | 4 6 OK-5
TPEIPUSTHSL.
9 | MexnyHapoaHas nepenucka. JlIOKyMeHTHI 110 2 4 6 OK-5
BHEITHEAKOHOMHYECKON IeATEIbHOCTH.
10 | denomnpou3BOACTBO MO MUCbMEHHBIM U YCTHBIM 2 | 4 6 OK-5
00OpaleHusIM TPaK/IaH.
11 | JlokymeHTHpOBaHHE TPYJOBBIX OTHOILIEHUI. 2 4 6 OK-5
12 | Paborta ¢ KoH(UIEHIIMAILHBIMH TOKYMEHTaAMHU. 2 4 6 OK-5
13 | Cayx6a IOV (mokyMeHTaIlmOHHOE O0ecTieueHUe 2 4 6 OK-5
yTpaBJIeHUs]) B OpraHU3alMsIX.
14 | Opranusanmst JOKYMEHTO000pOTA. 2 | 4 6 OK-5
15 | Perucrpanmsi TOKyMEHTOB. 2 4 6 OK-5
16 | KoHTposb CPOKOB UCTIOTHEHUS IOKYMEHTOB. 2 | 4 6 OK-5
CocraBneHre HOMEHKIIATYp, TeKYyILee U OTepaTuBHOE
XpaHEHHE JIeTl.
17 | ApxuBHOE XpaHEHHUE TOKYMEHTOB. 1 4 5 OK-5
18 | TexHuyeckue cpeacTBa, IPUMEHIEMBIE B 1] 3 4 OK-5
JIEJTOTIPOU3BOJICTBE
Bcero yacos: 17 17 | 73 | 107

5.3.

Coaep:xaHue THCUMILINHBI.




Tema 1. IIpenmer, cojepkaHHe W 3aJa4¥ JMCHUILIMHBI  «/lokymMeHTOOOOpOT H
AeJIONPOU3BOACTBO».

[ToHsATHE TEPMUHOB «IOKYMEHT», «IOKYMEHTOBEICHUEY, «TOKYMEHTAIIHOHHOE 00ecreueHne
YIPABICHUS», «1€ITOIPOU3BOACTBOY, KKOPPECIOHACHIU».

Jlenonpou3BOACTBO Kak OTpacib JesITeIbHOCTH B cdepe ympasieHus. CoBpeMeHHOE
COCTOSIHHE JIEJIONPOU3BOJICTBA.

Opranu3aniMOHHOE TOCTPOSHHE CIIY>KOBI JIIONpOM3BOJACTBA. Pacmpenenenue ¢GyHKUIUH
MEXIy NMOAPA3ACICHUSAMU AEIONPOU3BOACTBA U UCTIOJHUTEIISIMH.

HopmartuBHo-nipaBoBasi 6a3za opraHu3aniy JOKyMEHTAIIMOHHOTO O0eCrieuyeHHs YIpaBiICHUs
KaK OCHOBA TEXHOJIOTUH IIPOLIECCOB YIPABICHHUS.

3HaueHUe JOKYMEHTALHOHHOTO 00€CIICUEHHsI YIIPaBICHUSI.

Tema 2. UcTopusi BOBHUKHOBEHNSI M PA3BUTHS 0T€4e€CTBEHHOI0 J1eJIONPOU3BO/ACTBA.

Joxymentuposanue B | X-XV BB.

[Tpukasuoe nenonpouszBoactso (XVI-XVII BB.)

Cucrema xoiexckoro paenonpousBoacTsa (XVIIIBg.)

Munuctepckoe aenonpousBojicTBO XIX - Hauama XX BB.

DopMHUPOBAHUE CHCTEMBI COBETCKOTO Aenornpon3BoacTsa (1917-1940 rr.)

Hcropus ynpasnenus u genomnpou3oactsa B 1950-1990 rr.

CoBpeMeHHOE TOCYTapCTBEHHOE PErYIMPOBAHUE JIETIONPOU3BOJICTBA.

Tema 3. OO0mme HOPMBI M NpaBHIa O(POPMIIEHHS JOKYMEHTOB. J(OKyMEHTHPOBAaHHaA
uHdopmanus.

JoxymeHT, ero  ocHOBHble  (¢yHKIUU  (MHGOPMAIMOHHBIE, KOMMYHUKATHUBHEIE,
yIpaBJIE€HYECKHUE, IPABOBbIE, KYJIbTYpPHBIE, HCTOPUUYECKHUE).

Knaccudukanus mOKyMEHTOB (10 MECTy COCTaBIIEHHUS, [0 COJAEpKaHUI0, 1o ¢dopme, Mo
CpOKaM HCIIOJIHEHUS, TI0 MPOUCXOXKIACHHUIO, IO CPEACTBAM (UKCAINH, 10 IOPUANYECKON CuIe, 1o
ctanuam co3fanusi). 3akoHbl, [OCTsI u k1accuukaTopsl Ha TOKYMEHTHI.

Bunget pexBu3uTOB J0KyMeHTOB. IlpaBunma odopmileHHs OTIENbHBIX PEKBU3UTOB
nokyMeHToB. CocTaBieHHE JOKYMEHTOB.

Cucrtembl TOKyMeHTalMU. YHUQUKALUSA ¥ CTaHAApTU3alUsA. YHUDUIUPOBAHHbBIE CUCTEMBI
JOKYMEHTAI1H.

HNHdpopManinoHHO-TOKYMEHTAallMOHHOE 00ecrieyeHre paboThl amnmnapara yrpaBieHHs.

Tema 4. OpraHu3auMOHHO-pPACTIOPSANTEIbHASl TOKYMEHTALMSA: NOHATHE, KIaCCH(PUKAILUSA,
cocTaB U 0(popMiIeHHEe PEKBU3UTOB. B1aHKH JOKYMEHTOB.

Odopmrnenne  ympaBieHueckod  JokymeHTauuu.  [loHstme u  kiaccudukanus
OpPraHMU3alMOHHO-PACIOPSAUTEIBHBIX JOKYMEHTOB. COCTaB M CXEMBI PACIIONOKEHHS PEKBU3UTOB.

bnaHky JOKYMEHTOB U UX BUJBIL.

OdopmiieHne pPeKBU3UTOB OPraHU3ALMOHHO-PACIOPSAUTENBHBIX JIOKYMEHTOB. PeKBU3UTHI
3aroJIOBOYHOM 4YacTH JOKyMeHTa. PEKBH3WTBI COAEP)KATEIBHOM 4YacTH JOKYMEHTa. PEeKBU3HTHI
oopmisromieit yacTu JoKyMeHTa. TpeOoBaHUS K H3TOTOBIEHHUIO JOKYMEHTOB.

TpebGoBaHMsI K U3TOTOBJICHUIO, YUETY U XPAHEHHUIO repOOBBIX OJIAHKOB.

Hopmbl 1 TpeGoBaHus K pa3MELICHNIO PEKBU3UTOB JTOKYMEHTOB.

OpranuzalioHHbIE  JOKYMEHTHl.  PacmopsiautenbHble  JOKyMEHTHL.  [IpoTOKOIBI.
WHudopmanmoHHO-CIIpaBOYHbIE JOKYMEHTBI.

Tema 5. SI3bIk ¥ cTHIIB ClIyKeOHOI JokyMeHTAUMU. TunuyHbie OIIUOKH.

OO01m1ast XapakTepUCTHKA CTUIIS CITY>)KEOHOHM TOKyMEHTAIIUH.

HopMsl oduninanbHO-1€70BOIO CTHIIA.

PenaxTopckast mpaBka ciy>keOHBIX TOKYMEHTOB.

CTpyKTypHBIE OIIHOKH.

Cunrakcuueckue omuOku. OmuOKM, CBA3aHHBIE C HEMPABUIbHBIM IOPSIKOM CIOB B
npemioxkenuu. Hapymenue cnenuduku ynoTpedieHus aeenpuvacTHBIX 000poToB. Ommobkw,
BO3HUKAIOIIME B PE3YJIbTaTe HE3HAHMS CTPYKTYpPbl CIOKHOIO MNpemyiokeHus. HenpasuibHoe
UCIOJIb30BaHue Npeuioros. HenmpaBuiabHOE corjgacoBaHre B MaIexkKe.



Mopdodonoruueckue ommbku. CormacoBanue onpeaenaeHuid. OmMOKH MpH yNoOTpeOIeHUH
MOJIHOM M KpaTkoi ¢opM uUMeH mpuiaraTenbHbiX. OUMOKH B YyHOTPeOIEHUU KOJIWYECTBEHHBIX
HMMEH YHUCIUTENbHBIX.

Jlexcuueckue OMIMOKH.

Tema 6. OdopmieHne nNpHKa30B, OPraHM3allMiOHHO-TIPABOBBIX M JIPYIMX
pacnopsnTeNbHbIX JOKYMEHTOB.

OOmast XapakTepHCTUKAa OCHOBHBIX OTaloB TIOATOTOBKH TpukazoB. OdopmieHue u
OCHOBHBIE PpEKBU3UTHI Mpukaza. OdopmieHHe pacnopsHKEHHUs, yKa3aHUs, IOCTAHOBJICHHUS,
pelIeHus.

PaspaboTtka u yTBepKIeHHE KOMIUIEKCa OpPraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB
(YcraB, Ilonmoxxenue 00 oOpraHu3aniy, CTPYKTYPHBIX IOAPA3IACICHUNA, KOJJICTHAIBHBIX |
COBEIATENIbHBIX OpraHax; IITaTHOE pacmnucaHue; o(QOopMIICHHE MOJIOKEHUN, HHCTPYKIUH IO
OTIENbHBIM BHUJAaM JAEATEIbHOCTU; JOJKHOCTHBIE MHCTPYKLIMH).

Tema 7. Odopmienue ciay:KeOHbIX NHCeEM W JAPYrod HHGOPMALMOHHO-CIIPABOYHOM
AOKYMEHTAaIMH.

[Tonstue «ciyxeOHOe NHCbMOY». Pa3sHOBHIHOCTH CHY>KEOHBIX NHCEM. PeKBU3UTHI H
CTPYKTypa CIIy’)KEOHOTO THCBbMa. SI3BIK M CTWJIb CIY)KEOHOTO MHUChbMA. DTHKET B CIYXeOHOU
nepenucke. O6pasibl U mpuMepbl 0OPOPMIIEHUS CITYKEOHBIX TTHCEM.

Hasznauenne u kiaccudukanus AENOBBIX MUCEeM (TapaHTUMHOE MHUCHMO, 3aKas, 3arpoc,
3asiBKa, W3BElICHHEe, WH(OPMAIMOHHOE MHCbMO, HAMOMHHAHUE, OTKa3, OTKPBITOE MHUCHMO,
MIOATBEPKJICHUE, TIPEUIOKEHNE, MTPUTIIAllIeHne, IPoch0a, PEKOMEH1aTeIbHOE TUChMO, COTJIacHe,
COO0O0I1IIeHUE, COPOBOAUTEIHHOE TUCHEMO, TPEOOBaHHE, YBEIOMIICHHE).

JenoBas nepenucka. JlenoBble BCTPEUM M BU3UTHL. Y4YacTUE B BBICTaBKax M SpMapKax.
[IpencraBienne HHTEPECOB U MocpeHUYECTBO. KOHGMIMKTHBIC CUTYAIHH.

ITucemennas koppecnonaeHuus. Hocurenn nmucbMEHHOW KOppecHoHIEeHIMU. bymara s
MUCbMEHHOW KOPPECTIOHIEHIIMH. BUAbI TOUYTOBBIX OTIIPABICHUMN.

OcoOenHocTd OQOPMIICHUS THUCEM, IEpPeIaBaeMbIX AJIEKTPOHHOW MOYTOW M MO KaHaiam
ANEKTPOCBSI3H.

Odopmiienne akrta, IPOTOKOIA, JOKIaJHOU, CITyKeOHOW U 00BACHUTEIHHOHN 3aHCOK.

Tema 8. JlokyMeHTHpPOBaHHEe KOMMepPYeCKO# 1eATeJJbHOCTH NpeANpusTHs.

Kommepueckue mnucema. JoroBopbl (0TOBOp KYIUIM-TIPOJAXKH, JIOTOBOP IOCTAaBKH).
[IpoTokosibl pa3HOTIacHil K 10rOBOpaM MOCTABKHU.

Kommepueckne akThl.

[Iperen3noHHO-UCKOBass JAoKymeHTanus. VckoBble 3asBieHuda. IlpenbsBieHune wucka.
PexomeHnganmu no oGopMIEHHIO MCKOBOTO 3asBieHUs. JIOKYMEHTBI, MpUilaraeéMble K HCKOBOMY
3asiBiieHn10. OCTaBIeHUE UCKOBOTO 3asiBJICHUS 0€3 IBUKEHMUS.

[Tucemo-nipeTeH3us (pexinaMarius).

Kaccammonnas sxano6a (00xaoBaHue pemieHust Cya o UICKOBOMY 3asiBJICHUIO).

Tema 9. MexnayHapoaHasa mnepenucka. JIOKyMeHTBI 10 BHEIIHEIKOHOMHYECKOH
AesITeJIbHOCTH.

MexayHapoaHble  CTaHAapThl 1O  OQOPMIIEHHIO JOKyMeHTOB. opmarel Oymarw.
[IpoekTupoBanue 6aHKOB. PEKBU3UTHI MEKTyHapOIHOTO MUCHMA.

[ToaroToBka Aem0BOM KOPPECTOHACHIIMH [Tl 3apYOEKHBIX TAPTHEPOB.

Odopmnenne KOPpPECHOHJCHIIMM B aHIJIOSI3BIUHBIX cTpaHax. CTpykTypa Qopmymnspa H
COCTaB PEKBU3UTOB CiIykeOHOro mucbma. TpeOoBaHMs K 0POPMIICHHIO KOHBEPTOB.

COop wunHpopmamu o JenoBOM mapTHepe. Berpeun, oOmeH BusuTamu. BpicTaBouHas
nesrenbHoCcTh.  JloroBopsl. Kondumuktaele curyauuu. Koudmukrel.  HMHpopmannonHoe
obecneuenue. GunancoBsie Bonpockl. TpancnopT.

Knaccugukaiuss TOKyMEHTAllMM 110 BHEIIHEIKOHOMHUYECKOW JAeATeNbHOCTUH. Toprosas
peructpanusi U TOPTOBble KHHMIM BO BHENIHEOKOHOMHYECKOW JedaTelbHOCTH. TexHuueckas u
TOBapHas JOKyMEHTanus. Buasl KOHTpPakToB, OG(GOPMIISIONIMX BHEIIHEIKOHOMHUYECKYIO



nesTeNbHOCTh. DOPMBI MPUIIOKEHUN K KOHTpakTaM. OdopmiieHHe TOTOTHEHUH U crienupuKaIuii
K KoHTpakTaM. CTpyKTypa U coJepkKaHUe 10roBopa O KyIlIe-IIpoAaxKe.
Tema 10. /lesionpou3BoACTBO 10 MMCbMEHHBIM H YCTHBIM 00pallleHUSIM I'PaskKAaH.

CraHOBIEHHME U pa3BUTHE OTEUECTBEHHOIO JIEJIONPOM3BOJCTBA MO padoTe ¢ 0OpaleHUIMU
rpaxIaH. 3aKOHOJATEIbHOE PETYIUPOBAHKHE PAOOTHI ¢ OOpamieHUsSMHU TpaxaaH B Poccuiickoit
@enepanun. Knaccudukanus oOpamennit rpaxkaaH. IlucbMeHHble oOpalleHus TIpakIaH.
Konrpons wucnonHeHus mnuceM TpakaaH Jlemonpou3BOACTBO IO OOpamieHHs M TpaxkIaH.
Opranu3anus JU4HOro npuema rpaxiaad. Madopmuposanue rpaxnaaH. OOpaleHus ¥ 3arnpocsl
ocob6oro kKoHTpostst. Opranu3anus paboTsl ¢ OOpaCHUSIMH JICITyTATOB.

Tema 11. JlokymMeHTHPOBaHME TPYAOBBIX OTHOIIEHH.

Knaccugukarus 10KyMEHTOB 1O JTUYHOMY COCTaBY.

OdopmiieHne JOKYMEHTOB, UCHOJIBb3YEMBIX MPHU MpHEMe Ha paboTy (pe3toMe, 3asiBICHUE).
Odopmiienne nmpukasza (pacopspKeHHs) 0 mpueMe Ha padoTy. JIOKyMeHTHI, IPeAbsIBIsieMbIe TIPU
3aKJIIOYEHUH TpynoBoro porosopa. OdopmiieHue TpyaoBOro jaororopa. JluyHas KkapTouka
paboTHHKa. XapakTepucThka paboTHHKA. ABroOuorpadus paboTHuka. AHKeTa pabOTHHKA.
JInuHoe neno paboTHuKa. TpynoBast KHMXKKa: Bblaya, opopMIIeHHE, XpaHEHHUE.

Odopmnenne npukasa (pacnopsiKeHus) o mepeBojie padOTHUKA HA IPYTyIO padoTy.
JIOKyMEHTUpOBaHHE IpoLiecca YBOJIbHEHHs (PaCTOP>KEHUS TPYJOBOTO JIOTOBOPA).

Tema 12. PaboTa ¢ KoHpHAeHINATBHBIMHA JOKYMEHTAMH.

Opranuzanus paboThl ¢ KOH(QHIECHIMAIBHBIMU JOKYMEHTaMH. 3aKoH «O KoMMep4ecKoin
TaliHe». 3aluTa NEPCOHAIbHBIX JAHHBIX paboTHHKa. DenepanbHblii 3akOoH «O NEPCOHAIBHBIX
JAHHBIX».

CBenenus, oTHOCsIMECS K KOH(UIOCHIMANbHOW WHPOpManuu. 3amuTa JOKYMEHTOB,
CoJZiepKalIMX KOMMeEpUecKylo TaiiHy. Opranuszanus paOoTbl € JOKyMEHTaMHM, COAEp)KallUMU
KOH(UEHIMAIbHbIE CBEICHUS.

Texnonmorust 0o0pabOTKM  KOH(DUICHUMANBHBIX  JOKYMEHTOB. OTambl  MOATOTOBKU
JeJIONIPOU3BOANTENIEM  KOH(PUJEHIMAIbHBIX  JOKYMEHTOB.  OCHOBHBIE  ONEpAIl[MOHHBIE
TEXHOJIOTUYECKHE CXeMBbl 00pabOTKH KOH(HIECHIMAIBHBIX JOKYMEHTOB. YYeT MOATOTOBICHHBIX
KOH(HIEHIINATIBHBIX JJOKYMEHTOB.

Tema 13. Cay:xoa JOY (10KymMeHTallMOHHOe o0ecnieyeHHe YNPaBJIeHUs]) B OPraHU3alHuAX.

Cayx06a JIOY (noxyMmeHTaliOHHOE oOeclieueHUe YNpaBJIeHUs) B OpraHu3aluy. 3ajauu U
byakunn cnyx6s1 1I0Y. Tunossie opraHu3alMOHHBIE CTPYKTYpHI ciyk0b1 JIOY B opranuzarum.
@OyHKIUYN CTPYKTYpHBIX NozpazaeneHuit ciayxOsl JJOY. IIpaBa u oTBeTcTBEHHOCTH Ciy)0b1 IOY
B OpraHHu3aluy.

JIOJOKHOCTHOW M TEXHMYECKMH cocTaB pPaOOTHUKOB. (DYHKIMOHAIbHBIE OO0SI3aHHOCTH
cocraBa ciyx0bl JIOY. HopmaTuBHas periiaMeHTanusi W YCJIOBUS TpyAa paOOTHUKOB CIYXKObI
HOYV.

Tema 14. Opranuszauusi 10KyMeHT0000pOTA.

[Tpobnema coBepIIeHCTBOBAaHUS JOKYMEHT00O0poTa. IToHATHE «IOKYMEHTOOOOPOT», €ro
pa3BUTHE U HOPMATUBHO-METOIUYECKas perjlaMeHTalusl. XapakTepUCTUKH TOKyMEHTO000poTa.

OcHOBHBIE TpaBWJIa OPraHU3alUU JOKYMEHTOOO0OpOoTa B yupexJaeHuH. [Ipuem, nepBuuHas
o0paboTKa, pacnpe/ielieHle MOCTYIUBIINX JOKyMeHTOB. [lopsiiok HampaBiieHUs: Ha UCTIOJHEHHE U
paboThl UCHOTHUTENS ¢ JoKyMeHTaMu. [Topsgok 06paboTku UCXOAAIMIUX JOKYMEHTOB. OTnpaBka
JTIOKYMEHTOB.

Tema 15. Perucrpanus 10KyMeHTOB.

[TonsiTe cucTeMBl pETUCTpallMM JOKYMEHTOB. 3HAa4€HME U 3aJlaud  perucTparuu
JOKyMeHTOB. OOIue MpaBuja PEerucTpanu JIOKYMEHTOB. DOpPMBI U TOPSIOK PErucTpaluu
NoKyMeHTOB. MHekcalus JOKYMEHTOB.

Opranuzanus CrpaBOYHO-MH(POpPMAIIMOHHONW pabOThl. ABTOMAaTH3HPOBAHHBIE CHCTEMBI
perucTpanuu J0KyMeHTOB.

Tema 16. KoHTpoab CpoKoB HCHOJHEHMS J0KyMeHTOB. CocraBjieHHe HOMEHKJATYp,
TeKylllee U onepaTuBHOe XpPaAHEHHe JieJl.



[lenp u 3amaym KOHTPOJISI CPOKOB HCIOJTHEHHS JOKYMEHTOB. 3HAauYeHHE, BUABI U (HOPMBI
KOHTpOJISI CPOKOB HCIOJHEHUs JOKyMeHTOB. (CpokoBasg KapToTeka. ABTOMaTU3MPOBAHHBIC
CUCTEMBI KOHTPOJISI CPOKOB UCIIOJIHEHUS IOKYMEHTOB.

CocraBiieHne HOMEHKHaTyp Jen. OpraHu3anusi TEKYLIIEro XpaHEHUs JOKYMEHTOB.
DopMHUpPOBAaHUE U ONIEPATUBHOE XPaHEHUE JIEII.

Tema 17. ApxuBHOe XpaHeHHE TOKYMEHTOB.

[TonroroBka Aen K mnepepaye Ha apXUBHOE XpaHEHHUE. DKCIEPTU3a LIEHHOCTH JOKYMEHTOB B
Jenonpou3BoAcTBe. Buapl apxuBHbIX 10KyMeHTOB. Ogopmiienue aen. CocTaBieHue onucen aed.
OOecnieueHre COXPAHHOCTU JOKYMEHTOB. IlOpAIOK YHHUTOXEHHMS TOKYMEHTOB M Jiel C
HCTEKIINMH CPOKAMH XpaHeHus. Jleno3uTapHoe XpaHEeHHUE I0KYMEHTOB.

HopmaruBHo-1IpaBoBoe oOecriedeHne AesTeIbHOCTH apXxuBOB B Poccuiickoit deneparmu.
HopmartuBHas periaMmenTtanusi pabOThl apXMBOB OpraHu3anuil. XpaHEHHUE U Y4YeT apXUBHBIX
TOKyMeHTOB. KoMIIIeKTOBaHHE apXHMBOB apXMBHBIMH JOKyMEeHTamMHu. JlocTynm K apXUBHBIM
JIOKYMEHTaM U UX MCIOJIb30BAHUE.

MarepuanbHO-TEXHUUECKOE  oOecrieueHue  apxuBa. 1pe0oBaHUS K  MTOMEUICHHUIO
apxuBoxpanuiuiia. O6opynoBaHUE apXHBa.

Yyer u XpaHEHHE DJEKTPOHHBIX JTOKyMeHTOB. I[lopsimok mepenayum JOKYMEHTOB Ha
rocyJapCTBEHHOE XpaHEHUE.

Tema 18. Texuuueckue cpeacTBa, NpUMeHsieMble B 1eJIONPOU3BO/ICTBeE.

Ob1ee mpecTaBiIeHHE O TEXHUYECKUX CPEACTBAX B JAEIONPOU3BOACTBe. KommbroTepusanus
Jenonpoun3BoicTBa. OCHOBHBIE BO3MOKHOCTH KOMIBIOTEPHBIX TexHosorui B JJOY.

[lonsiTe »ANEKTPOHHOro JOKymMeHTa. llpenmymiectBa W HEOOCTATKUM  AJIEKTPOHHOIO
nokymenta. OdopmiieHHe JOKYMEHTOB B 3JIEKTpOHHOM  Buje. (OCHOBHBIE  METO]IbI
dbopmatupoBanusa tekcra. OgopmiieHne cMMBOJIOB TekcTa. Boijenenue ab3aies. Pacnonoxenue
TekcTa. PyOpuKu, BblIeJI€HHS B TEKCTE 3JIEKTPOHHOrO IoKyMeHTa. [Ipumeuanus, cHocku. Bepcrka
CTpaHUI[ MHOTOCTPAaHHUYHOTO TEKCTa. YTHOTpeOJIeHHe MPOMUCHBIX U CTPOYHBIX OYKB B TEKCTE
nokymenTta. Hambonee ymnorpebnsiembie cokpamienus cioB. OdopmieHue naT U 4YHCENl B
nokyMeHTax. [leqath 31eKTpOHHOr0 TOKyMEHTA.

[TonsiTe u cTpyKTypa TaOJHIBI B 3JIEKTPOHHOM JOKyMmMeHTe. OCHOBHBIE TpeOOBaHUS K
dopme wu moctpoeHuro Tabimi. OdQopMiIeHHEe HYMEPAMOHHOTO 3arojioBKa  TaOJIMIIBL.
OdopmreHue 3aroioBKOB U J1aT.

ABTomaTu3anusi paboThl € JIOKyMEHTaMH. ABTOMAaTH3MpOBaHHbIE pabdouue MecrTa.
DneKTpoHHbIE OUCHBIE CUCTEMBI.

Opranuzaiys JOKyMEHT0000pOoTa C UCTOIb30BaHUEM CPEJICTB TEIIEKOMMYHUKALIUU.

9.4. TemaTrnuyeckuii IVIaH NPAKTHYECKHUX (CEMHHAPCKHUX) 3aHATHI.

Dopmbl
Ne N TpynoeMKOCTb, TOKYIIETo
Ne | pasze TeMmbl mpakTU4eCKUX (CEMUHAPCKUX) 3aHATHH 4 KOHTPOJIA
na yCIIEBAEMOCT
u
1 5 Hcropust BOSHUKHOBEHHS U PA3BUTHSI OTEYECTBEHHOTO 2 YceTHBIM ompoc,
JIENIONPOU3BOICTBA. KOHCIIEKT
OpraHu3almoHHO-pacoPsINTENbHAS JOKYMEHTALUA: 2 Koncnexkr,
5 4 MIOHSTHE, KacCu(UKaIus, COCTaB U 0opMIICHHE pelieHne
PEKBU3UTOB. bl1aHKU JOKYMEHTOB. CUTYallMOHHBIX
3aJ1a4
Odopmienne NpuKa3oB, OpraHU3allMOHHO-TIPABOBBIX 2 TECT,
U ApYTUX PACHOPSAUTENBHBIX TOKYMEHTOB. odopmieHue
3 6 JIOKYMEHTOB,
pelieHue
CUTYallMOHHBIX
3aja4




JIOKyMEHTHPOBaHUE KOMMEPYECKOH  JIeSATEIhHOCTH 2 Odopmnenne
TPENPHUSITHS. JOKYMEHTOB,

4 8 perieHne
CUTYaIIMOHHBIX
3aj7a4

Jleonpon3BOJACTBO 1O MUCBMEHHBIM M YCTHBIM 2 Occe, penieHue

5 10 | oOpaieHusIM TpakIaH. CUTYaIUOHHBIX
3aja4

6 12 | Pabora ¢ koH(HICHIINATLHBIMY JJOKYMEHTAMH. 2 Y cTHBIR 0Ipoc

7 14 Opranusaius T0KyMEHTO000pOTa. 2 [Mucemennas
pabora

KoHTpoJib cpOKOB UCHOJTHEHUS JOKYMEHTOB. 2 Tect

8 16 | CocraBneHre HOMEHKIATYp, TEKYILEE U ONEPATHBHOE
XpaHEeHHUe eI

9 18 TexHuueckue CpeJCTBa, MpUMEHSIEMbIE B 1 YcTHBIN onpoc
JICIIOTIPOU3BO/ICTBE.

5.5. Temaruyeckuii njiaH JadopaTopHbIX padoT.
He npenycmoTpeHsl

6. MATEPHAJIbBI TEKYIIEIT'O KOHTPOJISA YCIHEBAEMOCTH no

JUCHUIIJIMHE (MOAYJIIO)

Tekymuii KOHTpPOJb ycleBaeMoOCTH OOeCeuMBaeT OLIEHMBAaHME XOJa OCBOEHUS
IUCUUIUIMHBL  (MOAYNSA) ¥ OpPraHM3yeTcs B COOTBETCTBHH C TIOPSIKOM, ONpEAEsieMbIM
JOKaJbHBIMU HoOpMaTuBHbIMH akTamMu MAJIW. Tlopsaok mnpoBeneHHss M cHCTeMa OLIEHOK
Pe3yIbTATOB TEKYILEro KOHTPOJISI YCIIEBAEMOCTH YCTAHOBIICHA JIOKAJHHBIM HOPMAaTHBHBIM aKTOM
MAJIN.

B kauectBe (opM TeKymiero KOHTPOJS YCHEBAEMOCTH [0 JAHUCIUILIUHE (MOJYJIIO)
UCHOJIb3YIOTCS:

- YCTHBIH ompoc (ppoHTanbHas 6ecena, MHAUBUAYaAIbHBIN OIPOC, T0KIa/lbl);

- IpOBepKa MUCbMEHHBIX 33aJaHUi (HamMcaHue 3cce, KOHCIIEKTUPOBAHUE HAyYHBIX CTaTel,
oopmMiIeHHE IETI0BO# MEPEITUCKN);

- TECTUPOBAHHUE;

- pelleHne CUTYallMOHHBIX 3a]1a4.

6.1. Marepuansl Uis NpOBEJIEHHs MPAKTUYECKUX paboT, COAEpHKaTcsi B METOAMYECKHX
MaTepuaigax MO JUCHUIUIMHE (MOIYJ0), BXOJAIIMX B COCTaB METOJAMYECKMX MaTepHUajoB
00pa3zoBaTeNbHON MPOTrPAMMBI.

7.  ®OHJ OLHEHOYHBIX CPEJICTB JJIsI MPOBEJIEHUS IMPOMEXYTOYHOM
ATTECTALUU OBYUYAIOLIIUXCSA ITO AUCIUIIJIMHE (MOY JIIO)

7.1. IlepeyeHb KOMIIETEeHUMH ¢ yKa3aHHeM 3TanoB UX (GOpMHPOBAHUA B Mpouecce
O0CBOEHUsI 00pa30BaTeJIbHON MPOrPpaMMBbI.

B PE3YIbTAaTC OCBOCHUA NUCIHTHUIIIMHBL (MOI[yJ'I}I) (I)OpMI/IpyIOTC}I CJICAYIOINEC KOMIICTCHIIUNA:

Kon

PeSYJ'IBTaTBI OCBOCHUA 06pa3OBaTCHBHOI>'I IporpaMMmbI
KOMIICTCHIINN

CIOCOOHOCTh K KOMMYHHUKALIMU B YCTHOM 1 IMCbMEHHOU (hopMax Ha PyCCKOM U
OK-5 MHOCTPAHHBIX SI3bIKAX YIS PEIIEHUs 3aa4 MEXJINYHOCTHOTO U
MEXKYJIBTYPHOI'O B3aMOJIEHCTBUS
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B mporecce ocBoeHusi 00pa3oBaTeNbHON MPOrpaMMbl IaHHBIE KOMIIETEHIIMH, B TOM YHUCIIe
UX OTJENbHbIE KOMIIOHEHTHI, (DOPMHUPYIOTCSI IOATAIIHO B XOJE OCBOEHHUS OOYyYaroIUMUCS
JUCUUIUIAH (MOJYJIeii), MPAKTUK B COOTBETCTBUU C YU€OHBIM IUIAHOM M KaJCHIApHBIM rpadukom
y4eOHOT0 MpolLecca B CIEAYIOLIEM HOPsIKe:

OK-5 - cnocoO0HOCTHIO K KOMMYHHMKAIIMM B YCTHOH M NHCbMEHHOH ¢opmMax Ha pPyccKOM H
HHOCTPAHHOM  fI3bIKAX [JIsl PelleHHusl 33/1a4 MEKJIUYHOCTHOI0O M  MEXKKYJbTYPHOIO
B3aUMO/eHCTBHUS

CEMECTPHBI ®opma
JAucuunianHbl (MOAYJIH), NPAKTHKH MPOMex.
1 2 3 4 5 6 7 8 | arrecranum

b1.5.03 UnocTpaHHBIii S3bIK + + 3anet,

IK3aMeH
b1.5.05 Kynbrypa oOuienus + 3auer
b1.5.06 JlokymeHTO000pOT U + 3auer
JIEJIONPOU3BOJICTBO
b1.b.24 Mapketusr + 3a4er

b3.5.01 3amura BbITyCKHOU
KBaJIM(PUKALIMOHHOW paboTHhI,
BKJIIOYasi OJIFOTOBKY K MPOIeaype
3aIUTHl U TIPOLETYPY 3AITUTHI
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7.2. Onucanue nokasarened 1 KpUTEPHEB OLICHUBAHUS KOMIIETEHIMH, POPMUPYEMBIX MO UTOraM
OCBOEHHUS AMCLUIUINHBI (MOAYJIS), ONMCAHUE 1IKAJ OLICHUBAHUS.

[Toka3zareneM OLIEHMBAHM KOMIETEHIMH Ha pa3iMyYHBIX dTanax HUX (HOpMUpPOBaHHS SBISETCA
JOCTHKEHUE 00yUYaroIUMUCS INIAHUPYEMBIX pe3yJIbTaTOB 00YUYEeHHUs IO AUCHUILUINHE (MOYJIIO).

OK-5 - cnnoco0HOCTh K KOMMYHMKAIIMU B YCTHOI U MUCbMeHHOH opMax Ha pycCKOM M HHOCTPAHHBIX SI3bIKAX
JJIS1 pelIeHUs] 32124 MeKJIMYHOCTHOT0 U MEKKYJIbTYPHOT0 B3aMMOeHCTBUS

Kpurtepuu oneHuBaHus

IHoka3zarennb > 3 4 5
3HATH: OO0yyvarommiics OO0yyvarormmiics OO0yyvarormmiics OOyuarommiics
- OCHOBHBIE HOPMBI JEMOHCTPHUPYET JIEMOHCTPHUPYET JEMOHCTPHUPYET JE€MOHCTPUPYET MOJIHOE
COBPEMEHHOTO MOJTHOE OTCYTCTBHE | HEMIOJTHOE YaCTUYHOE COOTBETCTBHE CIIETYIOIIN:
PYCCKOTO SI3bIKa WM HEJAOCTAaTOYHOE | COOTBETCTBUE COOTBETCTBUE 3HAHUN:O0CHOBHBIX HOPM
(opdorpaduueckue, | COOTBETCTBHUE CIICAYIOIIMX 3HAHUN: | CIEIYIOIIUX COBPEMEHHOT'O PYCCKOTO
MyHKTYallMOHHBIE, [ (S13%{011150:¢ OCHOBHBIX HOPM 3HAHUN: OCHOBHBIX | si3bIKa (Opdorpaduueckue
rpaMMaTu4ecKue, 3HaHUH OCHOBHBIX | COBPEMEHHOTO HOPM MyHKTYallMOHHbIE,
CTHJIUCTUYECKHE, HOpM PYCCKOTO sI3bIKa COBPEMEHHOTO rpaMMaTH4ecKue,
opdosrnuueckue) u COBPEMEHHOTO (opdorpadudeckne, | pyccKoro si3blka CTHJIMCTHYECKHUE,
CUCTEMY pPYyCCKOro SI3pIKA | MyHKTYAI[MOHHBIE, (opdorpaduueckue, | ophodnuvecKue) u
(GyHKIMOHATBHBIX (opdorpaduyeckue, | rpaMMaTHYECKHE, NYHKTYallMOHHBIE, | CHCTEMBI
CTHJIEH PYCCKOTO MyHKTYallMOHHbBIE, | CTUJIMCTHYECKUE, rpaMMaTH4ecKHe, (GYHKIIMOHATIBHBIX CTUJICH
SI3BIKA rpaMMaTu4ecKue, opdosnuueckue) u CTHIIUCTUYECKHE, PYCCKOTO s13bIKa, CBOOO/IH
CTHJINCTUYECKHE, CUCTEMBI opdosnuueckrue) 1 | Onepupyer
opdosnmueckne) ¥ | GyHKIIMOHATBHBIX CUCTEMBI PUOOPETEHHBIMU
CUCTEMBbI CTHJIEH PYCCKOTO (YHKIIMOHATIBHBIX | 3HAHUSIMHU.
(YHKIIMOHAIBHBIX | S3BIKA . CTUJIEN PYCCKOIO
cTwieid  pycckoro | [Jomyckatorcs SI3bIKA, HO
S3BIKA. 3HAYUTEIbHbIC JIOITyCKAIOTCS
OLINOKH, HE3HAYUTENbHbIC
MPOSIBIISIETCS OIHOKH,
HE/I0CTaTOYHOCTh HETOYHOCTH,
3HaHUH, TIO PSIILy 3aTpyaHEHUS TIPU
nokaszartesei, AQHATUTUYECKUX
oOyuarouiics orepanusx.
WCIIBITHIBAET
3HAYUTEIbHbIC
3aTpyaHEHUS TpU
OTIepUPOBAHUHT
3HAHUSAMH TIPH UX
nepeHoce Ha HOBBIE
CUTYaIUH.
yMeTh: OOGyuarommiics He | OOydJaroruiics OOGyuarommiics OO6yuarommiics
- TIOJIb30BaThCA yMeeT WU B JI€MOHCTPHUPYET JI€MOHCTPHUPYET J€MOHCTPHUPYET MOJIHOE
OCHOBHOM HEIOCTaTOYHOU HETIOJTHOE YaCTUIHOE COOTBETCTBHE CIICTYFOIIIN:
CIPaBOYHOU CTETIEHU yMeeT COOTBETCTBHE COOTBETCTBHE M0JIb30BaThCsl OCHOBHOM
JUTEPATypPOH, TIOJTb30BATHCS CITEAYIOINX CIICAYIOINX CTIPAaBOYHOH JINTEPATYPOH
TOJIKOBBIMU H OCHOBHOI YMEHHUUIIONH30BaThCS | YMEHUH: TOJIKOBBIMU U
HOPMAaTHUBHBIMH CTIPaBOYHOU OCHOBHOM MOJTb30BAThCS HOPMATHUBHBIMH CJIOBapSIM
CJIOBapsIMU PYCCKOTO | JTUTEPATypOH, CTIPaBOYHOU OCHOBHOM PYCCKOTO sI3bIKA.
SI3BIKA. TOJIKOBBIMU H JTUTEPaTypoii, CTIPaBOYHOU BJIAJIETh: HABBIKAMH
HOPMAaTHUBHBIMH TOJIKOBBIMH H JUTEpaTypOH, CO3JIaHMsI HA PYCCKOM
CIIOBapsIMU HOPMAaTHBHBIMHU TOJIKOBBIMH H SI3BIKE TPAMOTHBIX H
PYCCKOTO SI3bIKA. CJIOBapsIMH PYCCKOTO | HOPMATHUBHBIMU JIOTUYECKH
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SI3bIKA.
Jonyckarores
HayuTEIbHBIC
OIINOKH,
MIPOSIBISETCS
HEJ0CTaTOYHOCTh
YMEHUH, 110 pALY
nokasareliei,
oOyuatroruiics
HCIIBITHIBACT
3HAUYUTEIbHbIE
3aTpyaHEHUS TpU
OTEepPUPOBAHUU
YMEHUSIMH TIPH UX
MepeHoce Ha HOBbIE
CUTYaIUH.

CIIOBapsIMU
PYCCKOTO SI3BIKA.
BJIAJICTh: HABBIKAMHU
CO3JaHUS HA
PYCCKOM $I3bIKE
I'PaMOTHBIX U
JIOTHYECKHU
HETIPOTHBOPEUNBBIX
MUCHMEHHBIX U
YCTHBIX TEKCTOB
y4eOHOI 1 Hay4IHOM
TEeMaTHKH
pedepaTuBHOTO
Xapakrepa.

YMeHUs OCBOCHBI,
HO JIOTTYCKAIOTCSI
HE3HAYUTEIIbHBIC
OIIINOKH,
HETOYHOCTH,
3aTpyJHEHUS MIPH
AHATTUTHYECKUX
oIeparmsx,
IIEPEHOCE YMEHUU
Ha HOBBIE,
HECTaH/IapTHbIC
CHUTYaIUH.

HETIPOTHBOPEYUBBIX
MUCHMEHHBIX H YCTHBIX
TEKCTOB y4eOHOM 1
HAay4YHOU TEMATHKH
pedepaTuBHOTO XapakTep.
CBoOoHO oniepupyer
pUOOpPETEHHBIMU
YMEHUSIMU, IPUMECHSIET U
B CHTYaI[HSIX TIOBBIIICHHO
CIIO’KHOCTH.

BJIAJ€Th:
- BIIQJICTh: HABBIKAMU
CO31aHMs Ha
PYCCKOM $I3BIKE
IPaMOTHBIX H
JOTUYECKU
HETIPOTHBOPEUYUBBIX
NHCEMEHHBIX U
YCTHBIX TEKCTOB
y4eOHOI U Hay4HOM
TEeMaTHKH
pedepaTuBHOTO
Xapakrepa

OOyuaromuiics He
BJIQJICET WIH B
HEJ0CTATOYHOMN
CTETICHU BIIa/IeeT
HaBBIKaMU
CO3/1aHus Ha
PYCCKOM SI3BIKE
IPaMOTHBIX U
JIOTHYECKU
HEMPOTUBOPEUHBBIX
IINCBMCHHBIX U
YCTHBIX TEKCTOB
yueOHOW 1 Hay4HOU
TEMaTUKH
pedepaTtuBHOrO
Xapakrepa

OO6yuarommiics
BJIaJICET HaBBIKAMHU
CO3/JIaHUs Ha
PYCCKOM sI3BIKE
IPaMOTHBIX U
JIOTHYECKU
HETPOTHBOPEUUBBIX
MUCbMEHHBIX U
YCTHBIX TEKCTOB
y4eOHOI 1 Hay4dHOMH
TEeMaTHKH
pedepaTUBHOTO
Xapakrtepa..
OO6yyarommiics
UCTIBITHIBACT
3HAYUTEIbHBIC
3aTPyIHECHUS MIPH
PUMEHEHHU
HAaBBIKOB B HOBBIX
CHUTYaIHSIX.

OO6yuarommiics
YaCTUYHO BJIa/IeeT
HaBBIKAMHU
CO3J1aHUs Ha
PYCCKOM $I3BIKE
I'PaMOTHBIX U
JOTHYECKU
HETPOTUBOPEUHBBIX
MUCHMEHHBIX
YCTHBIX TEKCTOB
yueOHOW 1 HayqHOU
TEMaTHUKH
pedepaTuBHOTrO
Xapakrepa., HO
JIOTTyCKAIOTCS
HEe3HAuUTeIbHbIE
OIMOKH,
HETOYHOCTH,
3aTpyAHEHUS TIPU
aHAJTUTHYECKUX
oTepanusx,
IIEPEHOCE YMEHUU
Ha HOBBIE,
HEeCTaHJapTHbIE
CHUTYaIHH.

OOy4Jaromuiics B MOJIHOM
o0beEME BiageeT
HaBBIKAMU CO3JIaHHS HA
PYCCKOM $I3bIKE TPAMOTHb
U JIOTUYECKU
HEMPOTHBOPEUMBBIX
MUCHMEHHBIX M YCTHBIX
TEKCTOB y4eOHOM 1
Hay4YHOU TEMaTUKHU
pedepaTuBHOTO
Xapakrepa., CBOOOHO
MIPUMEHSET MOJTyYeHHbIE
HaBBIKH B CUTYaIHIX
MOBBIIIEHHON CIIOKHOCTH
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1.
2.
3.

©ooNo O

[IIxansl OLICHUBAHUS PE3YJILTATOB IIPOMEXYTOYHOM aTTECTALIMU U UX ONMCAHUE:
®opMa NPOMEKYTOUYHOM aTTeCTAlUU: 3a4eT.

[TpomexyrouHast arrectanus oOydaromuxcsi B Qopme 3au€ra TPOBOAMUTCA IO pPe3yabTaTam
BBITIOJTHEHUSI BCEX BHUIOB Y4eOHOHl paloThl, NPEIyCMOTPEHHBIX YYEOHBIM IUIAHOM IO JIaHHOM
JUCHUIUTMHE (MOAYNIO), PU ATOM YUYHUTHIBAIOTCS PE3YJbTAaThl TEKYIIEro KOHTPOJS YCIIEBAEMOCTH B
TedeHue cemectpa. OneHKa CTEeNeHH TOCTHXKEHHUS 00yUJaroUMMUCS MIIAaHUPYEMBIX PE3YJIbTaTOB 00yUYEHUS
10 AUCHUILUIMHE (MOAYJII0) MPOBOJUTCS MPENOoAaBaTesieM, BEYIIIUM 3aHATUS 110 JUCIUIUIMHE (MOIYJIIO)
METOJIOM S3KCHepTHOUM oueHku. [lo uroram mnpoMexyroyHod aTTecTalliu MO AUCHUIUIMHE (MOIYIIIO)
BBICTABJISIETCS OIIEHKA «3aUTEHO» WJIU «HE 3aYTCHO.

HMIxana
OLICHNBAHUSA

Onucanune

BeimonHensl Bce BuAbl Yy4eOHOH pabOThI, MPEAyCMOTPEHHBIX Y4EOHBIM
mw1aHoM. CTyIEHT JEMOHCTPUPYET COOTBETCTBHE 3HAHWUN, YMEHHI, HaBBIKOB
NPUBEJCHHBIM B TaONUIaX IMOKa3aTelei, omepupyer NpUOOPETCHHBIMH
3auTeHo 3HAHWUSAMH, YMECHUSAMH, HABbIKAMM, IPUMEHSET UX B CUTyallUsX MOBBIILIEHHON
cioxkHoctd. [Ipu 3TOM MOTrYT OBITH JONMYIIEHBl HE3HAYUTEIbHBIC OIIMOKH,
HETOYHOCTH, 3aTPyJHEHUS IIPU aHAJIMTUYECKUX ONEPALUsAX, IEPEHOCE 3HAHUN
Y YMEHUH Ha HOBBIE, HECTAHIAPTHBIE CUTYaLUH.

He Bbimonnen oxuH wnm Oosiee BUAOB y4eOHOW pabOTHI, IPEAYCMOTPEHHBIX
y4eOHbIM 1aHoM. CTYAEHT JeMOHCTPUPYET HETOJIHOE COOTBETCTBUE 3HAHUM,
YMEHUH, HABBIKOB IPHBEICHHBIM B TaOJMUIAX IOKAa3aTeJeH, IOIyCKaroTCs
3HAYUTENbHbIE OLIIMOKH, MPOSIBIIAETCS OTCYTCTBUE 3HAHUMN, YMEHUH, HAaBBIKOB
10 Ay MOKa3aresel, CTyIeHT UCIIBITBIBAECT 3HAUYNTEIIbHBIE 3aTPYIHEHUS IIPU
ONIEPUPOBAHUU 3HAHUAMU U YMEHUAMU IIPU UX IIEPEHOCE HA HOBBIC CUTYALIUH.

He 3auteno

7.3. TumoBble KOHTPOJIbHBbIC 3a[IaHUSI INPOMEKYTOYHON aTTeCTAUMH OOYYAKIIUXCH IO

AMCHUIIMHE (MOAYJIIO).

321,[[8.HI/I}I I TIPOBEPKU PE3YJIbTATOB O6y‘{eHI/I}I GHAECT».
OCHOBHBIC ITOHATUS U OIpEaciiCHUA B obnactu ACJIOIPOU3BOJACTBA.
3HadeHue AOKYMCHTAIIMOHHOT'O obecrieueHust YIpaBJICHUA.

HopmaruBHo-npaBoBasi 6a3za opraHu3aluy JOKYMEHTAIIMOHHOTO OOECHeueHHUsl YNpaBiIeHHUS Kak
OCHOBA TEXHOJIOTUU IIPOLIECCOB YIPABIICHHUS.

Hcropust BOSHUKHOBEHUS U PA3BUTHSI YIPABICHUYECKON TOKYMEHTAIINH.

CoBpeMEHHOE TOCYJapCTBEHHOE PErYJIMPOBAaHUE IE€TIONIPOU3BOICTBA.

JlokyMeHT, ero ocHoBHbIE QyHKIMH. Kitaccuukanys TOKyMEHTOB.

Bunps! pekBu3uTOB 10KyMeHTOB. [IpaBuiia ohopMiIeHNs OTAEIbHBIX PEKBU3UTOB JTOKYMEHTOB.
VYHudukauus v ctanaapTusanus. Y HUQpUIMPOBaHHBIE CUCTEMBI IOKYMEHTALIUH.
OpraHu3alMOHHO-paclopsAAUTeIbHAs JOKYMEHTAIMs: MOHATHE, KiIacCu(UKalusi, COCTaB

O(POPMIICHUEC PEKBU3UTOB.

10.
11.
12.
13.
14.
15.
16.

brnanku TOKYMEHTOB U UX BUBI.

OO61as xapakTepUCTHKA CTUJIS CITY>KEOHOW JJOKYMEHTAI|H.

Cayx0a JIOY (nokymMeHTalmoHHOE 00ecrieyeHne yIpaBieHHs) B OpraHU3aIHsIX.
Opranusanus J0KyMEHTO000poTa.

Perucrpanus 1OKyMEHTOB.

KOHTpOIb CPOKOB UCIIOJIHEHUS JOKYMEHTOB.

ApXHMBHOE XpaHEHHE TOKYMEHTOB.

Jl1s IpOBEPKHU PE3yJIbTATOB O0YUCHUSI «YMEET, «BIAJEET»:
YMeTh UCoIb30BaTh HHYOPMAITHOHHO-CIIPABOYHBIE TOKYMEHTHI.
YMeTh COCTaBIATh PEAAKTOPCKYIO MPABKY CIYKEOHBIX TOKYMEHTOB.

u
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3. OdopmisaTh paciopsHKeHUS, YKa3aHUs, TOCTAHOBJICHUS, PEILICHHS.

4.  PazpabarbiBaTh M YTBEp)KAaTh KOMIUIEKC OpPraHU3AIMOHHO-TIPABOBBIX JOKyMEeHTOB (YcTas,
[Tonoxenune 00 OpraHu3alyy, CTPYKTYPHBIX MNOJpPA3JEICHUM, KOJUIETHAIbHBIX U  COBEIIATENIBHBIX
OpraHax; INTaTHOE pachnucaHue; oQopMIIeHHE TONOXKEHUH, HWHCTPYKIMH 110 OTACIBHBIM BHIaM
NeSITeIbHOCTH; JOJDKHOCTHBIE HHCTPYKIIHH).

5. OdopmisaTh ciayxeOHbIE TUChMA U JPYTYI0 HHOPMAIIMOHHO-CIIPABOYHYIO JIOKYMEHTAIIHIO.

6. OdopmIIATh aKThI, TPOTOKOIIBI, TOKJIATHBIC, CITY’)KEOHBIC U O0BSICHUTEIILHBIC 3aITHCKH.

7. JIokyMEeHTHpPOBAaTh KOMMEPUECKYIO NESITEIHHOCTD MPEIITPUSITHSI.

8.  CocraBmsiTh NPETEH3UMOHHO-UCKOBYIO JOKyMeHTamwio. lckoBeie 3asBieHus. [lucbMo-mipeTeH3us
(pexmamartus).

9.  Bectu MeXAYyHapOIHYIO MEpEnucKy. JJOKYMEHTHI 110 BHEITHEAKOHOMHUYECKON AEATEIbHOCTH.

10. Bectu 1enonpon3BOACTBO O MUCBbMEHHBIM U YCTHBIM OOpaIlieHUsIM IPakJIaH.

11. JloKkyMEeHTHpOBaTh TPYIOBbIE OTHOLICHHUS.

12. Paborath ¢ KOH()HUICHIINATEHBIMU JOKYMEHTAMH.

13. CocraBnsTe HOMEHKIATYPY, TEKYIIEE 1 ONIEPaTUBHOE XpaHEHHE JIe]l.

14. W cnonp3oBaTh TEXHMYECKHE CPEJCTBA, INPUMEHsSEMble B JOKYMEHTAl[MOHHOM OOecreuyeHuH
YIPABIICHHUS.

7.4. Metoanueckue MaTepuajbl, ONpeaesiiOliie NPOUHEeIypPbl OLEHHBAHHUS Pe3yJIbTATOB
o0yuyeHus MO0 JTUCHHUILIMHE (MOAYJII0).

Kontposnp kadecTBa OCBOCHMSI JIUCHUMIUIMHBI (MOJIYJIA) BKJIIOYACT B CeO0S TEKYIIMH KOHTPOJb
yCIIEBAEMOCTH M MPOMEXKYTOUHYIO aTTecTaluio oOydarommxcs. Tekylmuil KOHTPOJIb YCHEBAEMOCTH
o0OecrieurBaeT OIEHWBAHWE XOJa OCBOCHUS JUCIUIUIMHBI (MOJYJIs), MPOMEXYTOYHAs AaTTeCTaIlus
oOyyarolmuxcsi — OLIEHUBaHHWE TPOMEXKYTOUHBIX M OKOHYATEIbHBIX pE3yJIbTaTOB OOyYeHHUs IO
JTUCHUTITHHE (MOYJIIIO).

[Ipouenypsl oOLlEHHBAHMS PE3YNbTATOB OOY4YEHHUS MO AUCHUIUIMHE (MOIYNI0), B TOM 4HCIE
MPOIEAYPHl TEKYIIET0 KOHTPOJS YCIEBAEMOCTH U MOPSIOK MPOBEACHUS MPOMEKYTOUHOW aTTECTALMH
o0y4aroIuxcsi yCTaHOBIICHBI JIOKAJIbHBIM HOPMAaTUBHBIM akToM MAJIN.

8. YYEBHO-METOJAWYECKOE W  HWH®OPMAILIMOHHOE  OBECHEYEHME,
HEOBXO/JUMOE JJIS1 OCBOEHUSI JMCUMILIUHBI (MOJIY.JIS)

8.1. [lepeyeHb OCHOBHOIi M TOMOJHUTEILHOM JUTEPATYPHI, B TOM YHCJIe:

a) OCHOBHAas

1. Kynses H.H., Hdémymkun A.C., Konapamosa T.B., ®abpuunoB A.I'. KondpuaenuuaiabHoe
JIeTIOTIPOU3BOJICTBO U 3AllUIIEHHBINA 3JIEKTPOHHBIA JTOKYMEHTOOOOPOT: YU4eOHHMK - [DIEKTPOHHBIH
pecypc] — M. : U1 Jloroc; 2017. — 500 c.

2. Ilanacenko lO.A. [lenonpou3BOJCTBO: JOKYMEHTAIMOHHOE OOecleueHHe YIpaBleHHs: YueOHoe
nocobue / [Tanacenko 10.A., - 3-e uzn. - M.:PUOP, UHOPA-M, 2016. - 112 c. - (BO: bakanaBpuar)
- Pexxum noctyma: http://znanium.com/catalog/product/542773

3. Kabamor C.IO. DnekTpoHHOE NPaBUTEIBCTBO. JIEKTPOHHBIH JOKYMEHT0000poT. TepMmuHBI H
onpenenenus : yued. nocodue / C.}O. Kabamos. — M. : UHOPA-M, 2017. — 320 c. — (Bsiciiee
obpasoBanue: bakamaBpuar). - Pexxum noctyna: http://znanium.com/catalog/product/809828

0) 10MOJTHUTEIbHAS

1. EBmoxumoBa JIL.M., Kopsbkua B.B., Ilemekun A.H., IlIBeukoBa O.I'..OnexTpoHHBIN
JOKYMEHTO000pOT U obecriedeHre 0€30MacHOCTH CTaHIaPTHBIMU cpeacTBaMu windows : yueOHOe
nocobue / JL.M. EBgokumona, B.B. Kopsaokun, A.H. Ileuekun, O.I'. [IBeukora.-M.: KYPC,
2017.-296¢.-Pexxum nmocryma: http://znanium.com/catalog/product/851088

2. beikoBa T.A., Ky3uenoBa T.B., Cankuna JI.B. [lokymeHTarmonHoe oOecriedeHne yIpaBICHUS
(menompousBoncTBO) : yueb. mocobue / T.A. beikoBa, T.B. Ky3unenona, JI.B. Cankuna. — 2-e
3., nepepad. u gon. — M. : UH®OPA-M, 2017. — 304 c. + [on. maTepuanbl [DAeKTPOHHBIN
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https://e.lanbook.com/book/126123
https://e.lanbook.com/book/126123
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http://znanium.com/catalog/product/851088

pecypce; Pexxum noctyna http://www.znanium.com]. — (Beiciiee obpa3oBanue: bakanaBpuar). -
Pexxum moctyna: http://znanium.com/catalog/product/762591

3. T'yryeBa T.A. KonduaeHuuanbHoe nenonpous3BoAcTBoO : yued. mocodue / T.A. I'yryeBa. — 2-¢
u3a., mepepad. m mon. — M. : UHOPA-M, 2017. — 199 c¢. — (Beicmiee oOpa3oBaHue:
bakanaspmuar). — www.dx.doi.org/10.12737/23514. - Pexum JOCTyTA:
http://znanium.com/catalog/product/766722

HopmaTuBHO-ipaBoBbIE JOKYMEHTBI

1. 3akon «O rocynapcrsenHom repoe Poccuiickoit deneparuny» 30.06.2003 Ne 1-OK3

2. 3akon «O0 mHpopmaruu, HHOOPMAITMOHHBIX TEXHOJIOTUSAX M O 3amuTte uHbopmanuu» 27. 07.
2006 r. Ne 149-@3.

3. 3akoH «O KOMMEpPUYECKOH TaliHEe»

4. 3akoH «O nopsiake paccMoTpeHus oopaienuit rpaxaan Poccuiickoit denepauun» 02.05. 2006 r.
Ne 59-@3.

5. 3akon «O0 anekTporHOU U poBoi moamucu»10.01.2002 Nel-D3

6. 3akoH «O TOBapHBIX 3HAKaX, 3HAKaX OOCIHY)XMBAHHS U HAUMEHOBAHMIX MECT MPOHCXOKICHUS
TOBapoB» (B pen.oT 24.12.2002 Nel76-D3)

7. 3akon «O s3bikax Hapos10B Poccuiickoit @eneparun» 01.06.2005 53-D3

8. 3akoH «O0 apxuBHOM Jnene B Poccuiickoit ®denepanuny» 01.10.2004 Nel25-D3

9. 3akon «O nepcoHanbHbIX AJaHHBIX» 27.07.2006 Nel152-D3.

10. TOCT P 51141-98. [enonpou3BoCTBO U apXuBHOE Aesio. TepMUHbl U ompeaeneHus. — M.:
I'occrangapt Poccun, 1998.

11. TOCT P 6.30-2003. YuuduuupoBaHHble CUCTEMBI JOKyMeHTauuu. Crucrema OpraHU3alMOHHO-
pacrnopsiAuTeIbHON TOKyMeHTauuu. TpeboBaHus k opopmiieHH0 AoKyMeHTOB. — M.: ['occtanaapt
Poccun, 2003.

12. IlepeyeHb TUMOBBIX JOKYMEHTOB, O0OPa3yIOMIUXCS B ACSITEIbHOCTH [ OCKOMUTETOB, MUHHUCTEPCTB,
BEJIOMCTB U JAPYTUX NPEANPUATUH, C YKa3aHUEM CPOKOB XxpaHeHus. M.: Pocapxus, 2000.

1. TumoBas UHCTPYKLHUS MO ASTONPOU3BOACTBY B (peliepalbHbIX OpraHax HCIOIHUTEIbHON BIACTH /

VY1B.prKazomMm MUHHCTEPCTBA KYIBTYPHI U MAacCOBBIX KoMMyHUKamuii PO ot 27.01.2005.

14. TumoBo# periaMeHT B3aUMOJEUCTBUS (eIepalbHbIX OPraHOB UCIOJHUTENbHON BiacTu / YTB.
nocranoBienueM IIpasurenscta PO ot 19.01.01 2005 r. Ne 30.

15. TunoBo# periaamMeHT BHYTPEHHEW opraHu3anuu (penepanbHbIX OpraHOB UCTIOJHUTENBHON BIIACTH
/ V1B. mocranosienueM [IpaBurenscrBa P® ot 28.07.2005 r. Ne 452.

16. [IpaBuia BeAeHUs U XPaHEHUS TPYAOBBIX KHUKEK, U3TOTOBIECHUS OJaHKOB TPYAOBBIX KHIKEK U
obecnieuenust umu padotoaareneit (yrB.Iloctanosnenuem [pasurensctea PO ot 16 anpens 2003 T.
Ne 223 «O TpyAOBBIX KHIXKKAX).

17. Tpynosoii konekc P® (B penakumu ot 30.06.2006 Ne90-D3)

18. Konctutynus PO (8 penakuuu ot 01.2009)

19. TOCT P 6.30-2003, yrB. IlocranoBnenmem I'occrammapra Poccum 03.03.2003 Ne65-cr.
«YHuuuupoBaHHble CHUCTEMbl JOKYMEHTAIMH. YHU(UIMPOBaHHAS CHUCTEMa OPTaHU3AIOHHO-
pacropsaIuTenbHON ToKyMeHTanuu. TpeboBaHus K 0pOPMIICHHIO JOKYMEHTOBY.

B) pecypcsbl cetu « MHTEpHET», IpOrpaMMHOe ol0ecnedyeHrne  MHPOPMALIMOHHO-CIIPABOYHbIE
CHCTEeMBbI:
1. http://www.vf.madi.ru/moodle - Dnekrponnas nHHOpMaIOHHO-00pa3oBaTenbHas cpeaa BD
MAIA

2. https://e.lanbook.com - DnexTporHO-0MOMMOTEUHAs crcTeMa «JaHb

3. https://znanium.com - DnexTpoHHO-OMOIMOTEYHAs CHCTEMa « Znanium.comy»

4. «Koncynwsrant [Timrocy http://www.consultant.ru

5. OBC «Kuura®oua» (OnexTpoHHas OoubnroTeKa) 000 «entp Hudposoit
Juctpudyrum»

6. «lapanT» http://www.garant.ru

7. XKypuan «/lenonpou3BOACTBO M JOKYMEHTOOOOpPOT Ha mpeanpustun» // Www.delopress.ru/
magazines/documents/
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https://e.lanbook.com/
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http://www.consultant.ru/

8. Xypnan «Cekperapckoe aeno» // www.sekretarskoe-delo.ru/

9. Xypnan «CnpaBouHHK KaapoBuka» // www.kadrovik.ru/

10. XKypnan «YmpaieHue nepconaiom» // www.top-personal.ru/

11. JIapun M.B. Opranuzamus 3¢ dekTuBHOM 10r0oBOpHON padboThl Ha 6aze cuctembl DIRECTUM //
www.directum.ru/1083429.shtmi

12. http://www.termika.ru/dou/ - UHGOPMAIIMOHHBIC PECYpCHI: «OHIUKIIONE NS
JeT0NpOou3BOACTBaY U «HOopMaTHBHBIC JOKYMEHTBHI 10 JCIONPOU3BOICTBY

13. http://www.i-u.ru/biblio/default.aspx - Pycckuii I'ymanuTapusiii UatepHer-

14. Yuausepcurer — bubnmoreka yaeOHON U HAYYHOU JIUTEPATYPHI

8.2. IlepeyeHb y4eOHO-METOAMYECKOT0 O0ecedeH s IJIs CAMOCTOATEILHONH PadoThl 00y4YaIOIIUXCS
10 JUCUMIIIMHE (MOXYJIIO).

B nepedenp y4eOHO-METOAMYECKOTO OOECIEUEHUs JUIsl CaMOCTOSATENLHOW PabOThl 00YyJaromuXcs
0 JUCIUIUTMHE (MOIYJII0) BXOJIST:
- KOHCITEKT JICKITUH 10 AUCHUILIMHE (MOJIYJIIIO);
- METOJIMYCCKUE MaTepHaIIbl IIPAKTHUECKUX (CEMUHAPCKUX ) 3aHATHH.

JlaHHBIE METOUYECKIE MAaTePUAITBI BXOSIT B COCTaB METOAMYSCKUX MAaTEPHAIOB 00pa30BaTEILHOM
IPOTrPaMMBI.

9. MATEPUAJBHO-TEXHUYECKOE OBECIIEYEHUME JUCHUIIJIMHBI (MOOYJIA)

Ne HaumeHnoBanue 000pya0BaHHbBIX yueOHBIX [lepeyenb 000pyIOBaHUS 1 TEXHUIECKHX
/11 kaOMHETOB, JabOpaTOpUid CpelCTB O0yueHus
1. | Aynutopus 305 — yueOHas aynuropus 1is VYyeOnas mebenb: cton — 11 mWr., cTyIbs-
MIPOBEICHUS 3aHATUH JIGKIIMOHHOTO THUIIA, 23 mt., cTOJ OAHOTYMOOBBIN — 1 1IT.,
3aHSATUNA CEMUHAPCKOI0 TUIA, TEKYILEro JI0CKa ayAUTOPHAs.
KOHTPOJISI U POMEXKYTOYHOM aTTecTalui, (22 mocamo4HbBIX MECTa).
2. | Aynutopus 208 — s caMocTosTeNnbHON | YueOHas mebenb: cToi — 21 mrT., cTynbs-
paboThI CTYIEHTOB. 21 wr., cryn opucHsd — 12 mrT.,

KOMIIBIOTEPHOE KPECIIO -6 LIT., CTOJI
OJIHOTYMOOBBIN — | MIT., CTON
KOMIIBIOTEPHBIH -5 IT., Kadeapa
HACTOJIbHAS -2 MIT., mkad -1 mrT., mocka
ayJUTOpHAas TpeXCTBOpYaTas; CTOWKa
HaKJIOHHAA - 4 IIT., CTEHT — 6 IIT.
HAcCTEeHHas KapTa -1 .

(38 mocaso4HbBIX MECT).

OO6opynoBaHue: KOMIBIOTEPHAsI TEXHUKA
C BO3MOKHOCTbBIO MOJKIIOYEHUS K CETU
"NHTepHer" 1 obecriedeHneM 10CTyrna B
AIIEKTPOHHYIO HH(OPMALIMOHHO-
oOpazoBatenbHyto cpeny BO MAIN:
KOMITBIOTEPHI — 13 MIT., 5KpaH HACTEHHBIN
Luma

10. METOAUMYECKHME VYKA3AHUA [OJIsd OBYYAKOHIUXCS IO OCBOEHUIO
JUCIHUITIIMHBI (MO YJIA)
Jlekuuu
['maBHOE B mepuoa MOATOTOBKM K  JIGKIMOHHBIM 3aHATHSIM — HAYYUTBCS  METOJaM
CaMOCTOSITENTFHOTO YMCTBEHHOTO TpyJa, CO3HATEIbHO pPAa3BUBAaTh CBOM TBOPYECKHE CIIOCOOHOCTH H
OBJIAJICBaTh HaBBIKAMH TBOPYECKON paboThI. /(s 3TOro HEOOXOIWMO CTPOTO COOMIOAATh AUCIUIUTHHY

17


http://www.directum.ru/1083429.shtml
http://www.termika.ru/dou/
http://www.i-u.ru/biblio/default.aspx

yueObl M TmoBeAeHUs. YeTkoe IUTAaHMPOBAaHHE CBOEr0 pabodyero BPEMEHM W OTIbIXa SIBIIAETCS
HEO0OXOIMMBIM YCIIOBHEM JIJISl YCIICIIHON CaMOCTOSITENIbHOM paboThI.

B OCHOBY ero HyXHO MOJOXHUTh pabodyMe NPOrpaMMbl H3Y4aeMBIX B CEMECTpPE TUCIMILIHH.
ExenneBHo# yueOHOUM pabOTe CTYAEHTY CIENYeT yIesATh He MeHee 9 JacoB CBOEro BPEMEHH, T.€. MPHU
[IECTH Yacax ayAUTOPHBIX 3aHATUN CAMOCTOSTEIHHON paboTe HEOOXOAMMO OTBOJUTH HE MEHEe 3 4acoB.

KaxxnoMmy cTyaeHTy ciefayeT COCTaBISITh €XEHeIeIbHbI U CEMECTPOBBIN MIaHbl PabOTHI, a TaKkKe
IUIaH Ha Kaxabli pabouunii nenb. C Beuepa Bceraa HaJo0 paclpeacisaTh padoTy Ha 3aBTpalIHUM eHb. B
KOHIIE KaX/I0T0 JAHs 11eJIecO00pa3HO MOJBOAUTH UTOT Pa0OThI: TIIATEIBHO IPOBEPUTD, BCE JIM BBITIOJIHEHO
10 HaMEUYEHHOMY IUIaHy, HEe ObUIO JIM KaKUX-JIMOO OTCTYIUICHHH, a eclii ObUIM, IO KaKOW HMPUYHMHE 3TO
npousonuio. HyXHO oOcCylIecTBISTh CaMOKOHTPOJIb, KOTOPBIM SIBISETCS HEOOXOIUMBIM YCIOBHEM
ycremHoi yueObl. Eciam 49To-TO 0CTajaoch HEBBIOJHEHHBIM, HEOOXOIMMO HW3BICKaTh BpeMsS s
3aBepUICHMs] 3TOM yacTH paboThl, HE YMEHbIIIasi 00beMa HEeIeTBbHOrO IJIaHa.

CamocrodrenbHas padoTa Ha JIEKLIUU

Caymanue W 3anuch JeKIUA — CIOXHBIA BUJ ayAUTOPHOW paboThl. BHHMaTenbHOE ciyliaHue u
KOHCIIEKTUPOBAHUE JICKUHUHI NPEAIoJaracT UHTCHCUBHYIO YMCTBEHHYIO JEATENBHOCTD cTyneHTa. Kparkue
3aMUCH JICKIMH, X KOHCIEKTHPOBAHWE IOMOTAaeT YCBOWTH y4eOHBIH Mmarepuan. KoHCIEKT sBisercs
II0JIE3HBIM TOI'/IA, KOTIA 3aIIMCaHO CaMO€ CYIIECTBEHHOE, OCHOBHOE U CEJIAHO 3TO CAMUM CTYJEHTOM.

He Hano ctpemutbes 3amucarh JTOCIOBHO BCHO JIEKIMIO. Takoe «KOHCHEKTUPOBAHUE» NPUHOCUT
Oosbllle Bpesa, YeM IOJIb3bl. 3alKCh JEKIMHA PEKOMEHJIYeTCsl BECTU IO BO3MOXHOCTH COOCTBEHHBIMU
¢bopmynupoBkamu. JKenaTrenbHO 3aMMCh OCYIIECTBIATH HA OJHON CTpaHUIIE, a CISAYIOIIYI0 OCTaBISAThH
11 IpOpabOTKU y4eOHOIr0 MaTepHuasa CaMOCTOATENbHO B IOMALTHUX YCIOBUSX.

KoHcmiekT sekuuu nydmie moapasfensaTh Ha IyHKTHI, maparpadsl, coOiromas KpacHYIO CTPOKY.
OrtoMy B OosblioN cTenmeHH OyAyT CcHocoOCTBOBaTh IIYHKTHl IUIAHA JICKIUH, HPEAJIOKEHHbIE
npenogasatensM. [IpuHIMNManeHpie MecTa, onpeeneHus, GOpMysbl U Ipyroe CielyeT CONpPOBOXKIAThH
3aMEYaHUSIMH «BaXHO», «OCO00 BAXKHOY», «XOPOIIO 3aIIOMHHUTH» U T.II. MOXKHO J1e/1aTh 3TO U C IIOMOUIbIO
Pa3HOLBETHBIX MapKepoB WU pydek. Jlydmie ecinn oHM OyIyT COOCTBEHHBIMHU, YTOOBI HE TMPUXOAMUIIOCH
IIPOCUTH UX Yy OHOKYPCHHUKOB U TEM CAMbBIM HE OTBJIEKaTh UX BO BpPEeMs JICKLIUU.

Lemnecoobpa3Ho pa3paboTaTh COOCTBEHHYIO «MapKorpaduio» (3HauKH, CHMBOJBI), COKPAILICHUS
cioB. He nmumHuM Oyner u u3ydeHue ocHOB creHorpaduu. PaboTas HaJl KOHCHEKTOM JIEKIHMH, Bcerjaa
HEO0OXOJIMMO HCIONb30BaTh HE TOJIBKO YYEOHHUK, HO U Ty JUTEPaTypy, KOTOPYIO JOMOJHUTEIBHO
pexoMeHa0Ban JiekTop. VIMeHHO Takas cepbe3Hasi, KpOHOT/IMBasg paboTa C JIEKLMOHHBIM MaTepHUaioM
MTO3BOJIUT TJTyOOKO OBJa/I€Th 3HAHUSIMHU.

bonee noapobHas nHpopmanus 1Mo JAaHHOMY BOIPOCY COAEPIKUTCS B METOJUYECKUX MaTepuanax
JIEKIIMOHHOTO Kypca Mo TUCHUILTAHE (MOIYITIO), BXOIAIIUX B COCTaB 00pa30BaTeIbHOM MPOrpaMMBbl.

IIpakTH4eckne (ceMMHAPCKHE) 3aHATHSA

[ToAroToBKYy K KaXJOMy NPAKTHUYECKOMY 3aHITHIO KaXIbli CTYJEHT JOJDKEH HayaTb C
03HAaKOMJICHUS C TUIAHOM 3aHATHs, KOTOPBIM OTpa)KaeT coAepkKaHKe MPEATIOKeHHON TeMbl. [IpakTnueckoe
3aJlaHue HEOOXOJMMO BBINOJIHUTH C YUYE€TOM HIPEJIOKEHHOW MpernojiaBaTeieM MHCTPYKUUU (YCTHO WM
MUCbMEHHO). Bce HOBBIE MOHATUS 1O U3yyaeMOM TeMe HEeOOXOIUMO BBIYYMTh HAW3YCThb M BHECTU B
rJIoccapuii, KOTOPBIH 11eJ1ecO00pa3HO BECTH C CaMOro Hayayla u3y4eHHus Kypca.

Pesynprar Takoil paGoThl JOJKEH NMPOSBUTHCS B CIOCOOHOCTH CTyJEHTa CBOOOJHO OTBETUTH HA
TEOPETUYECKHE BOMPOCHI MPAKTUYECKOTO 3aHATUS M YYaCTHUU B KOJUIEKTUBHOM OOCYXIAEHHMHM BOIPOCOB
M3Yy4aeMOH TEMBbI, IPaBUIbHOM BBINIOJHEHUH ITPAKTUYECKUX 3aJaHUI.

CtpyKTypa NpakKTUYECKOTO 3aHATHS

B 3aBucuMocTH OT coJepKaHUsl U KOJIMYECTBA OTBEACHHOIO BPEMEHM HA MU3YUEHUE KaXJI0H TEMBbI
MIPAKTUYECKOE 3aHATHE COCTOUT U3 TPEX YacTe:

1. ObcyxaeHne TeOpeTHIECKUX BOIPOCOB, ONPEIEICHHBIX TPOrPaMMOM TUCIIUILIMHEIL.

2. BrpinonHeHHe MPaKTUYECKOrO 3a/laHus C TMOCIEIYIOIUM pa30opoM MOJYyYEHHBIX Pe3yJbTaToB
WIH OOCY)XJEHHE NMPaKTHYECKOTO 3a/JaHusi, BBINOJHEHHOTO J0Ma, €CIU 3TO IMPeIyCMOTPEHO paboueii
MPOrpaMMO TUCHUTUIMHBI (MOIYIIS).

3. IlonBeneHne UTOrOB 3aHATHS.
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OOcyXleHne TEOpPEeTUYECKUX BOIMPOCOB TPOBOAMUTCA B BHUAE (POHTAIBHOW Oecelapl co Bcei
TPYIION U BKIFOYAET BHIOOPOYHYIO MTPOBEPKY MPEIOIaBaTeNIeM TEOPETHUECKIX 3HAHHUIA CTY/ICHTOB.

[IpenogaBaTenssMu OnpeneNsieTcs ero CoAepKaHNue MPAKTHIECKOTO 3a/IaHus U TAeTCsl BpeMsl Ha €ro
BBITIOJIHEHHE, a 3aTeM HJET 00CYXIEHHE pe3yabTaToB. Ecii mpakTudeckoe 3aJaHne JOMKHO ObLIIO OBITh
BBINOJIHEHO JI0MA, TO HA 3aHATHUHU MPENOoaBaTelb IPOBEPSET €ro BHIMOIHEHUE (YCTHO WIIM TUCHbMEHHO).

[lonBeneHneM WTOTOB 3aKaHYMBACTCS MpakTHUeckoe 3aHsTHe. CTyneHTaM JOJDKHBI OBITh
OOBSIBIICHBI OLIEHKH 32 pabOTy M JaHbI HX YETKHE 0OOCHOBAHMUSL.

Pabota ¢ nmurepaTypHBIMU HCTOYHHUKAMH

B mporecce moAroTOBKM K MPAKTUYECKUM 3aHATUSAM, CTYJIEHTaM HEOOXOIUMO OoOpaTuTh ocoboe
BHUMaHHE Ha CaMOCTOSITEIIbHOE U3yYeHHE PEKOMEHIOBAHHOW y4eOHO-METOIUYECKOH (a Takke HayqHOH
U TIONYJISIpHOM) uTepaTypbl. CamMocTosTenbHas paboTa ¢ yaeOHHUKaMH, Y9eOHBIMH [TOCOOUSIMU, HAYYHOH,
CIPAaBOYHOW W TOMYJSIPHOM JMTEpaTypod, MarepuaiaMy TEepPHOAMYECKUX H3AaHuii u HTepHera,
CTaTUCTHYECKUMHU JIAHHBIMH sIBJIsIeTCSl HanOosee 3()(heKTUBHBIM METOAOM MOJIYYCHHUsI 3HAHUI, TO3BOJISET
3HAYUTEIBHO AKTUBU3UPOBATh MpOIECC OBJIANCHHS HH(pOpManuei, crnocoOCTByeT Oosee TriryOoKoMy
YCBOCHHIO M3Y4aeMOro MaTepuaina, GOpMUpyeT y CTyJCHTOB CBOE OTHOLICHHUE K KOHKPETHOH mpoodiieme.

Boiee TyOOKOMY pACKpBITHIO BOIPOCOB CIIOCOOCTBYET 3HAKOMCTBO C JIOTIOJIHUTEIILHOU
JUTEPaTypoil, PEKOMEHJOBAaHHON NpenojaBaTeieM I0 KaXI0W TeMe NpPaKTUYECKOTO 3aHSATHSA, YTO
MO3BOJISICT CTYIEHTaM TNPOSIBUTh CBOIO HMHIWUBHIYaJIbHOCTh, BBISBUTH HIMPOKHH CIIEKTP MHEHHH I10
n3y4yaeMoil npoodieme.

Bosiee monpoOHas nHpopmalys 1Mo JaHHOMY BOIPOCY COACPIKUTCS B METOJUYECKUX MaTepHaniax
MPAKTUYECKHUX 3aHATHN TI0 IUCHUILTHHE (MOJYITIO), BXOISIINX B COCTaB 00pa30BaTEIbHOMN MPOrPaMMBbI.

IIpomeskyTouHas arrecTauus

Kaxxnp1it yueOHBIN ceMecTp 3aKaHUYMBAETCS cllayeii 3a4eTOB (M0 OKOHYAaHUHU CEMECTpa) U SK3aMEHOB
(B mepuon sK3aMeHalMOHHOU ceccuu). IloaroroBka K caaye 3a4eTOB M IK3aMEHOB SIBJISETCS TaKKe
CaMOCTOSITENIbHOM paboToil cTyneHTa. OCHOBHOE B MOATIOTOBKE K MPOMEKYTOUHOW aTTecTaluu IO
IUCHUIUIMHE (MOIYNI0) — TOBTOPEHHWE BCEro Y4eOHOro Marepuaina TUCHUIUIMHBI, 10 KOTOPOMY
HE00XO0MMO CAABATh 3a4ET HIIM SK3aMEH.

Tonpko TOT CTyIEHT ycleBaeT, KTO XOPOILIO YCBOWJ ydeOHbI Marepuan. Eciu cTymeHT 1ioxo
paboTan B cemecTpe, MPOIyCKal JEKIUHU (€CIH JIEKIUU MIPETYCMOTPEHbl YIEOHBIM IJIAHOM), CIyIIal UX
HEBHUMATEJIbHO, HE KOHCIEKTHPOBAJ, HE M3ydall PEKOMEHJOBAaHHYIO JIMTEPATypy, TO B IIpoLecce
IMOATOTOBKH K CECCHUU €MY NPUACTCA HE IMOBTOPATH YK€ 3HAKOMOC, 4@ 3aHOBO B KOpOTKI/Iﬁ CpOK HU3y4YaThb
Bech YueOHBIN MaTepuai. Bee 3To 3ayacTyro HEBO3MOKHO CAEIaTh N3-32 HEXBATKU BPEMEHH.

Jlig Takoro CTyAeHTa MOATrOTOBKAa K 3a4eTy WM SK3aMeHy OyAeT TpyAHbIM, a HWHOrAa u
HETNOCWIBHBIM JIEJIOM, & KOHEYHBIM pe3ysbTaT — aKaJeMUYecKas 3aJ0JDKEHHOCTb, U, KakK CIIEJICTBHE,
BO3MOKHOE OTUHCIICHUE.
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Pabouas mporpamMma TUCHMIUIMHBI (MOJIYJSI) COCTaBJI€Ha B COOTBETCTBUU C TpPEOOBaHHUSIMU
(henepalbHOTO TOCYJapPCTBEHHOTO 00pa30BaTeIbHOTO cTaHaapTa Beiciiero oopasoBanus (PI'OC BO).
Pabouas mporpamMma TUCHMIUIMHBI (MOAYJISI) paccMOTpeHa Ha 3aceiaHuu Kadeapsl («26»mapra
2020 r., mpoTtokoxn Ne 8).

Pa3zpaboruunku:
Ne ®.1.0. [Moanuce
/11
1. Janunosa Bepa ApedneBHa

7
G Lugry -

PaGouass mporpamma IHCHUIUIMHBI (MOZIYJS) pacCMOTpPEHA Ha 3aceJaHWH YYEHOTO COBETa
dakynbsTera («17» mapra 2020 r., mpoTokos Ne7).

—

[Ipencenarens Sl —
y4€HOro coBeTa (aKylIbTeTa DA IS /H.A. Anemes/
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