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1.  AHHOTALMS JUCHUILIAHBI (MOIY.JIS)

B pesynbrare OCBOGHUS AWCHMIUIMHBI (MOIyJsl) y oOOydaromuxcs (QOPMUPYIOTCS —CIEIYIOIIHE
KOMITETEHIIMM U JIOJDKHBI OBITH JOCTUTHYTHI CIEAYIOLIUE pe3yjbTaThl OOyueHHUs Kak 3Tan (pOpMUPOBAHUA
COOTBETCTBYIOIIMX KOMIIETEHLIHN:

Kon Pe3synbrarsl ocBOCHMS [lepevenp IAHUPYEMBIX PE3YJIBTATOB O0YUEHHSI 10
KOMIIETCHIINU o0Opa3oBaTenbHON JUCLUIUINHE
IIPOrpaMMBbl
OK-5 CHOCOOHOCTh K 3HATh:

KOMMYHUKAMHA B YCTHOW U
MMCbMEHHOU (popmax Ha
PYCCKOM M MUHOCTPaHHBIX
SI3bIKaX JUISL pelIeHus 3a1a4
MEXKJIUYHOCTHOTO U
MEXKYJIbTYPHOI'O
B3aNMOJICHCTBHSA

- OCHOBHBIE HOPMBI COBPEMEHHOTO PYCCKOTO SI3bIKa
(opdorpaduyueckue, myHKTyallMOHHEIE,
rpaMMaTU4ecKHe, CTUIIMCTUIECKHUE,
opdosnuueckue) u cucteMy ¢ yHKIIMOHATBHBIX
CTUJIEH PYCCKOIO SI3bIKa

yMeTh:

- II0JIb30BATHCS] OCHOBHOM CIIPaBOYHOM
JTUTEPATypPOid, TOTKOBBIMH U HOPMAaTUBHBIMU
CJIOBApSIMU PYCCKOTO SI3bIKA.

BJIA/I€Th:

- BJIaJICTh: HABBIKAMH CO3/IaHUS HA PYCCKOM SI3bIKE
IPaMOTHBIX U JIOTHYECKHU HEMPOTUBOPEUNBBIX
MMUCbMEHHBIX M YCTHBIX TEKCTOB yUeOHOU U
HAy4YHOM TeMaTHKU pedepaTUBHOTO XapakTepa

TpynoemkocTs (ucuumiIuHbl (MoayJsi): 3 3.E.
®dopma mpoMeKyTOYHOI aTTecTanmu: 3a4et (4 Kypc).
@®opMBbI TeKyIIEro KOHTPOJISA YCIIeBAEMOCTH:
- YCTHBIH onpoc (ppoHTanbHas 6ecena, MHAUBUAYAIbHBIN OIPOC, T0KIa/Ibl);

- HPOBEpKa NHCbMCEHHBIX 3aJlaHHM (HaHI/IcaHI/Ie 9CCC,

ohopMmIIeHHE JICITOBOI MTEPETICKN);
- TECTUPOBAHMUE;
- PCHICHUEC CUTYAaUNMOHHBIX 3a1a4.

Pazngennl DTUCHMIIMHBI (MO)IyJIﬂ), BH/BI 3aHATHH H (bopanyeMble KOMIICTEHIMHA 10 pasjiejiaM

AUCHMILINHBI (MOYJIs1):
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1 | [Ipeamer, copepkaHue U 3a7aul TUCIUILIIMHBI 1 5 6 OK-5
«JloKyMeHTO000POT U JIIONPOU3BOJCTBOY.
2 | Ucropust BOSHUKHOBEHHUS U pa3BUTHS 5 5 OK-5
OTEYECTBEHHOTO JIJIONPON3BO/ICTBA.
3 | OGmue HOpMBI U TIpaBuiIa 0POpPMIICHHUS JOKYMEHTOB. 5 5 OK-5
JlokymMeHTHpOBaHHAast HHPOPMAIIHS.
4 | Opranu3aluoHHO-PACIOPSAUTENbHAS 1 5 6 OK-5
JOKYMEHTAITUS: TIOHSTHE, KIIACCH(UKAIIHS, COCTaB U
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KOHCIICKTUPOBAHUEC HAYYHBIX CTaTeﬁ,




o opMIICHHE PEKBU3UTOB. bIIaHKN TOKYMEHTOB.

5 SI3BIK U CTUJIb CITYKEOHOM TOKYMEHTAITUH. 1 5 6 OK-5
TunuaHeie OMMOKH.

6 OdopmieHue npuka3oB, OpraHU3aIMOHHO- 5 5 OK-5
MIPABOBBIX U JPYTUX PACTOPSTUTEIIBHBIX
JIOKYMEHTOB.

7 OdopmieHne cyKeOHBIX MTHCEM U APYTOM 5} ) OK-5
UH(POPMAIIMOHHO-CITPABOYHON JJOKYMECHTAITUH.

8 | JlokyMeHTHpOBaHUE KOMMEPYECKOU NEATSILHOCTH 1 5} 6 OK-5
TPEIPUSITHSL.

9 | MexnayHapoHas nepenucka. JJokyMeHTBI 1o 1 5} 6 OK-5
BHEIITHEAKOHOMHYECKON JICATEIbHOCTH.

10 | denomnpou3BOACTBO MO MMCbMEHHBIM U YCTHBIM 1 ) 6 OK-5
00palieHusIM TPaKIaH.

11 | lokyMeHTHPOBaHHUE TPYAOBBIX OTHOIIIECHUH. 5 5 OK-5

12 | PaboTa ¢ KOH(UIEHIINATHLHBIMI JOKYMEHTAMHU. 3) 5 OK-5

13 | Cayxo6a IOV (mokyMeHTalmoOHHOE o0ecreueHue 1 5 6 OK-5
VIIPaBIICHNUS) B OpraHU3aIUsIX.

14 | Opranusanus JOKyMEHTO000pOTA. 1 5 6 OK-5

15 | Perucrpanuusi TOKyMEHTOB. 3) 5) OK-5

16 | KoHTpoIIb CPOKOB UCTIOTHEHUS TOKYMEHTOB. 5 5 OK-5
CocraBiieHHe HOMECHKJIATYp, TEKYIIEe U ONEPATHUBHOE
XpaHEHHE JICTI.

17 | ApxuBHOE XpaHEHHUE TOKYMEHTOB. 7 7 OK-5

18 | TexHuveckue cpeacTBa, MPUMEHSIEMBIC B 6 6 OK-5
JICIIOTIPOU3BOJICTBE

Bcero gacos: 4 4 95 | 103

2.  HEJb U 3AJJAYU OCBOEHUSA JUCHUITJIMHBI (MOAY JISI)
Ilenbto OCBOEHUS JMCLUUIUIMHBL sBIsETCS (QOPMHUpPOBaHUE Yy OOYydYalOUIMXCS KOMIIETEHIMHA B
cooTtBeTcTBUM ¢ TpeboBaHusMu @I'OC BO u oOpa3oBaTenbHOM nporpamMmsl.
3azayaMy OCBOCHMSI TUCLUIUIMHBI SIBIISIFOTCSL:
- npuoOpeTeHrne OO0y4aroUIMMHCS 3HAHWUW, YMEHHM, HaBBIKOB M (WJIM) ONbITa MPOoeCCHOHAIBHON
NeSITeIbHOCTH, XapaKTEePU3YIOIUX 3Tanbl (POPMUPOBAHMS KOMIIETEHIIUH B COOTBETCTBUU C y4EOHBIM
TJIAHOM M KaJICHJIapHBIM rpadukoM y4eOHOTo MpoIiecca;
- OIIEHKa JOCTIXKEHHMs OOydarolUMMHUCA IUIAHUPYEMBIX pe3yJlbTaToB OOyueHHMs Kak JTamna
(GbopMHUPOBaHUS COOTBETCTBYIOIINUX KOMIETEHIIUH.

3. MECTO JUCHMILIMHBI (MOAYJSI) B CTPYKTYPE OBPA3OBATEJBHOM

IMPOI'PAMMBbI

JuctunnuHa (MOIyNb) peanu3yeTrcss B pamkax 0Oa3oBoil yactu broka 1 «/lucuumiusbel (MOIysH)»
y4eOHOro IJjaHa.

Juctunnuaa (Monynb) Oasupyercs Ha pesyiabTaTax OOYYEeHHs] 1O CIHEAYIOIIMM JAUCIUIUTHHAM
(Momymsim), IpakTUKaM: « MEeHEHKMEHT» U JIp.

Pe3ynbrarthl 00y4eHHUs, TOCTUTHYTHIC TI0O UTOT'AaM OCBOCHUS JAHHOW JUCITUTUTHHBI (MOJYJIS) SBIISIOTCS
HEOOXOIUMBIM YCIIOBHEM JJIsl YCHEIIHOTO O0YYEHUS MO CIEAYIONUM AUCHUIUTHHAM (MOIYJSM), IPAKTUKAM:
«YmpasieHue nepcoHanom», «OCHOBBI HAYYHBIX UCCIIEI0OBAaHUI».

4. TNJIAHUPYEMBIE PE3VJIIBTATbBI OBYYEHHUA 110 AUCHUIVIMHE MOAYJIO),
COOTHECEHHBIE C INVIAHUPYEMbIMH PE3YJIbTAMHU OCBOEHMUA
OBPA3OBATEJIbHOM ITPOT'PAMMBbBI



B pE3YIBbTATC OCBOCHUA JUCHUIIIMHBI

COOTBETCTBYIOIINX KOMITCTCHITH:

(Momyns) y oOywaromuxcs (GOPMHUPYIOTCS —CIEAYIOITNE
KOMIIETEHIIMM U JOJDKHBI OBITH JTOCTUTHYTBHI CIIEAYIOIIME PE3yJibTaThl OOyueHHs Kak 3Tan (OPMHPOBAHHUS

Kon Pesynbrarsl ocBOCHMS [lepeuenp IAHUPYEMBIX PE3YJIBTATOB O0YUEHHS 10
KOMIIETCHIINU o0Opa3oBaTenbHON JUCLUIUINHE
IIPOrpaMMBbl
OK-5 CHOCOOHOCTH K 3HATh:

KOMMYHUKAlMHA B YCTHOW U
MMCbMEHHOM popMax Ha
PYCCKOM M MUHOCTPaHHBIX
SI3bIKaX JUJISl pelIeHus 3aa4
MEXKJIUYHOCTHOTO U
MEXKKYJIbTYPHOTO
B3aNMOICUCTBHSA

- OCHOBHBIEC HOPMBI COBPEMEHHOTO PYCCKOTO SI3bIKa
(opdorpaduueckue, MyHKTyallMOHHEIE,
rpaMMaTU4ecKue, CTUIIMCTUIECKHUE,
opdosnuueckue) u cucreMy ¢ yHKIIMOHATBHBIX
CTUJIEH PYCCKOIO SI3bIKa

yMeTh:

- I10J1b30BaThCS] OCHOBHOM CIIPaBOYHOM
JUTEPATypPOid, TOIKOBBIMH U HOPMAaTUBHBIMU
CJIOBApSIMU PYCCKOTO SI3bIKA.

BJIA/I€Th:

- BJIaJICTh: HABBIKAMH CO3/IaHUS HA PYCCKOM SI3bIKE
IPaMOTHBIX U JIOTHYECKHU HEMPOTUBOPEUMBBIX
MMUCHbMEHHBIX M YCTHBIX TEKCTOB yU4eOHOU U
HAy4YHOM TeMaTHKHU pedepaTUBHOTO XapakTepa

5.  CTPYKTYPA M COAEPKAHUE JUCHUIIJIMHBI (MOYJIST)

5.1. O0BbeM TUCHUTUTUHBI (MOAYJIS) U BUABI y4eOHON paOOTHI.
OO6muit 00BEM (TPYAO0EMKOCTh) TUCIUTUTHHEI (MOIYJIS) COCTABIseT 3 3aueTHbIe eauHMIH (3.E.).

TpynoeMkocThb
JUCLUIUINHBI, Kypc 2
Bun yae6HOI paboTh akajicM. JacoB.
B tom uuncne B KoHTaKTHas Camocto
Bcero | uHTEpakTHBHO | BCero ATeNbHAs
N pabora
it popme pabota

YueOHasi padora (0€3 KOHTPOJIsI), BCETO: 103 2 103 8 95
B TOM
qnce: Jlexrm (JI) 4 1 4 4

ITpaxtrueckue 3ausaTus (113) 4 1 4 4

JlabopaTopasie pabots! (JIP)

Kypcogoit npoekrt (KII) -

Kypcosas pabota (KP) -

PacuerHo-Tpaduyeckie paboTh

(PTP) )

Pedepar )

Kontponsnas padora -

Jpyrue Bujipl paboThl 95 95 95
KonTakTHasi padoTta 1 1 1
KonTaktHas pabora B cemectpe (KC)
KonrakTHas paboTa B 3K3aMEHaIMOHHYIO
ceccrto (KA)
KonTpoas, Bcero: 4 4
B ToM DK3aMeH
YHCIIE:

3auér 4 4
3auéT C OLEHKOM

@opMa NPOMEKYTOYHOH ATTeCTAHHA 3au. 3au.




OO011asi TPYI0€MKOCTb, Y. 108 108

O01Iasi TPYI0EMKOCTh, 3.E. 3 3

5.2. Pazgenbl gucturmiuHbl (MOIYNs), BUIBI 3aHIATHH W (QopMUpyeMble KOMIETEHIIMHM IO pasjaeiam
JUCHUTUTUHBL (MOAYJIS).
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1 | Ilpenmer, conepkaHue U 3a7a4u AUCLUIIIMHBI 1 ) 6 OK-5
«JloKyMeHTO000POT U JICJIONPOU3BOJICTBOY.
2 | cropusi BOSHUKHOBEHHUS M PA3BUTHS ) 5) OK-5
OTEYECTBEHHOT'O JICJIONPON3BO/ICTBA.
3 OO01mure HopMBI U TIpaBwIia 0pOPMIICHUST JOKYMEHTOB. 5 ) OK-5
JlokyMeHTHpOBaHHasi HHPOPMAIHSL.
4 | Opranu3aimoHHO-pacIoOpsAIUTEIbHAS 1 5 6 OK-5
JOKYMEHTALUS: TOHATHE, KJIaCCU(UKAIIHS, COCTAB U
oopmieHre peKBU3UTOB. bilaHKH TOKyMEHTOB.
5 SI3BIK ¥ CTUIT CITY’K€OHOM TOKYMEHTAIUH. 1 5 6 OK-5
TunuyHbie ONIMOKH.
6 OdopmieHue npuka3oB, OpraHU3AIHMOHHO- 5 5 OK-5
NPaBOBBIX U APYTHX PACHOPSAUTEIBHBIX
JIOKYMEHTOB.
7 Odopmienue cnyKeOHBIX MHCEM U APYTOM 5 5 OK-5
MH(POPMAIMOHHO-CITPABOYHON JJOKYMEHTAITUH.
8 | JlokymMeHTHpOBaHUE KOMMEPYECKOH 1EATEIIbHOCTH 1 5 6 OK-5
TPEIPUSTHSL.
9 | MexnyHapoaHas nepenucka. JlIOKyMeHTHI 110 1 5 6 OK-5
BHEITHEAKOHOMHYECKOW IEATEIbHOCTH.
10 | denomnpou3BOACTBO M0 MUCbMEHHBIM U YCTHBIM 1 5 6 OK-5
00OpaleHusIM TPaK/IaH.
11 | lokyMeHTHpOBaHHE TPYAOBBIX OTHOUICHUH. 5 5 OK-5
12 | Pabota ¢ KOH(pHICHIIMATHHBIMH JJOKYMEHTAMH. S) 5) OK-5
13 | Cayx6a IOY (mokyMeHTaIlMOHHOE oOecreueHue 1 5 6 OK-5
yIIpaBJICHUS]) B OpraHU3aIHsIX.
14 | Opranuszanmsi JOKYMEHTO000pOTA. 1 5 6 OK-5
15 | Perucrpanusi TOKyMEHTOB. 5 5 OK-5
16 | KoHTposb CPOKOB UCTIOTHEHUS TOKYMEHTOB. 5 5) OK-5
CocraBieHre HOMEHKIIATYp, TeKYyILee U OlepaTuBHOE
XpaHEHHE JIeTl.
17 | ApxuBHOE XpaHEHHUE TOKYMEHTOB. 7 7 OK-5
18 | TexHuveckue cpeacTBa, MPUMEHSIEMBIC B 6 6 OK-5
JIeTIOTIPOU3BOICTBE
Bcero gacos: 4 4 95 | 103

5.3. Copepxkanue IUCUUIIUHBI.
Tema 1. IIpenmer, coaepxaHue M 3aa4M AUCHMILIUHBI «/[0KYMEHTO000POT U 1€JI0NPOU3BOICTBO.



[ToHATHE TEPMHHOB «IOKYMEHT», «IOKYMEHTOBEIEHHE», <«IOKYMEHTAlMOHHOE oOOecreueHue
YIPaBIEHUN», «1€JI0NPOU3BOICTBOY, «KOPPECTIOHACHIIMSI.

JlenonpousBoACTBO Kak OTpacilb AeATeNbHOCTH B cepe ympasineHus. COBPEMEHHOE COCTOSHUE
JeJIONPOU3BOCTBA.

OpraHu3allMOHHOE IIOCTPOEHHUE CIyXKObl Jenonpou3BojacTBa. Pacnpenenenue (QyHKOMM MexIy
MI0/Ipa3ICJIEHUSMHU J€JIONPOU3BOACTBA U UCIIOJHUTEISMHU.

HopmartuBHo-mipaBoBas 0a3za opraHu3aliy JOKYMEHTAIL[MOHHOIO O0ecleYeHus YIpaBIeHUs KaKk OCHOBA
TEXHOJIOTUH MPOLIECCOB YIIPABICHHUS.

3Ha4yeHue TOKyMEHTAllUOHHOIO 00eCTIeYeHUs YyIIPABICHMSL.

Tema 2. UcTopusi BOSHUKHOBEHHS U PA3BUTHS 0T€4eCTBEHHOI0 1eJI0NPOU3BOACTBA.

HoxymenTtupoBanue B | X-XV BB.

ITpuxaznoe nenonpounsBoiactso (XVI-XVII BB.)

Cuctema koexckoro aenornpous3BoacTsa (XVIIIBg.)

Munucrepckoe aenonpon3Bonctso XIX - Hagana XX BB.

dopMHUpPOBaHUE CHCTEMBI COBETCKOTO Aenonpon3BocTsa (1917-1940 rr.)

Hctopus ynpasnenus u aenonpoussoacrsa B 1950-1990 rr.

CoBpeMeHHOE rocy1apCTBEHHOE PEryIMPOBAHUE JIEIONPOU3BOJICTBA.

Tema 3. O61me HOpMBI U PaBUJIa 0(popMIIeHHS JOKYMEHTOB. /l0OKyMeHTHPOBaHHAas HH(pOpPMAaLHS.

JloKyMeHT, €ro OCHOBHbIe (QYHKIMU (MH(OpMAIMOHHBIE, KOMMYHUKAaTUBHbIC, YIPABICHUYECKUE,
[IPaBOBbIE, KYJIbTYpPHBIE, UCTOPUUECKUE).

Knaccugukanus 1OKyMEHTOB (IO MECTY COCTaBIE€HMSA, IO COAEp)KaHUIO, MO (opMe, MO CpoKaM
WCTIOJHEHUSI, 10 MPOUCXOKICHUIO, TI0 CPEACTBaM (PHKCAIINH, 110 OPUIMYECKON CHIIE, IO CTaIUsAM CO3JaHHS).
3akonbl, 'OCTHI u kaccupuKaTopbl HA JOKYMEHTHI.

Bunpel pexBusutoB gokymeHToB. IIpaBuia odopmiieHus OTIENbHBIX  PEKBU3UTOB  JOKYMEHTOB.
CocraBieHue 10KyMEHTOB.

CucreMbl JOKYMEHTAIUH. Vaudukanus © CTaHAapTH3alMs. YHUQUIMPOBAHHBIE CHCTEMBI
JOKYMEHTAIUH.

HNHpopMannoHHO-TOKYMEHTAMOHHOE 00ecTieYeHre paboThI ammapara yrpaBieHHsI.

Tema 4. OpraHu3aluOHHO-PACHOPSAUTEILHAA JOKYMEHTALMSA: NMOHATHE, KiIaccH(puKanus, cOCTaAB U
odopmiieHHe peKBU3UTOB. Bi1aHKkHM 10KyMEHTOB.

Odopmiienne ynpaBieHueckod JokyMmMeHTanuu. [loHsTne U KiaccupuKanus OpraHU3alMOHHO-
pacnopsAMTENbHBIX JOKYMEHTOB. COCTaB M CXEMbI PACTIONIOKEHHS] pEKBU3UTOB.

bnaHky JOKYMEHTOB U UX BUJBI.

OdopmneHne  peKBU3UTOB  OPraHU3alMOHHO-PACTIOPSIAUTENbHBIX ~ JIOKYMEHTOB.  PeKBU3UTHI
3aroJOBOYHON YacTH TOKyMeHTa. PEKBU3UTHI coiepKaTeIbHON YacTH IOKyMEHTa. PeKBU3UTHI opopMIIstomIen
4acTy JOKyMeHTa. TpeOoBaHUS K HM3TOTOBIIEHUIO JOKYMEHTOB.

TpeboBaHMs K U3TOTOBJICHUIO, YUETY U XPaHEHUIO repOOBhIX OJIAHKOB.

Hopwmp! 1 TpeGoBaHus K pa3MEIIEHNI0 PEKBU3UTOB JOKYMEHTOB.

OpraHu3anvoHHble JTOKYMEHTHI. PacnopsaurensHble noKyMeHTH. IlpoTtokonsl.  MHpopmarmoHHO-
CIPaBOYHbIE IOKYMEHTBHI.

Tema 5. S3bIK ¥ cTHIIB CIIyKeOHOM JOKyMeHTAUMU. Tunn4YHbIe OIIHOKH.

OO61as XapakTepUCTHKA CTUJIS CITY>KEOHOW JJOKYMEHTAIUH.

Hopmbl ouiinanbHO-1€10BOTO CTUIIS.

PenakTopckas rpaBka Ci1y>keOHBIX JOKYMEHTOB.

CTpyKTypHBIE OIIMOKH.

Cunrakcuueckue omuOku. OmMOKH, CBSI3aHHBIE C HEMPAaBWJIBHBIM MOPSAIKOM CIIOB B NPEAJIOKEHUU.
Hapymenne cneunduku ynorpebiaeHus AeenpUYacTHBIX 000poToB. OmMOKH, BO3HHKAIOIIUME B Pe3ysbTare
HE3HaHUs CTPYKTYpHI CIOXKHOrO mpeioxeHus. HenpaBuibHoe ncnosib3oBaHue npezioros. HemnpasuibHoe
COIJIACOBAHUE B MAJIEXKE.

Mopdonornueckue omubku. CornmacoBanue omnpesneneHuid. OmmOKku Mpu ynoTpeONeHUH MOJHOW U
KpaTkoi (opM MMeH npuiaratesbHbIX. OmOKy B ynoTpeOIeHNH KOJTMYECTBEHHBIX MMEH YHUCIUTENbHBIX.

Jlexcuueckue OmmOKH.



Tema 6. OdopmieHue NPUKA30B, OPraHU3ANMUOHHO-NIPABOBBIX W [PYrUX PAaCHOPSAUTEIbHBIX
AOKYMEHTOB.

OOmass xapaKTepUCTHKAa OCHOBHBIX JTaloOB MOATOTOBKH MpuKka3oB. OdopmieHne U OCHOBHBIE
peKBU3UTHI puKasza. OGopmiieHHE pacopsHKEHUs, YKa3aHusl, IOCTAaHOBIICHHS, PELICHHUS.

PaspaboTtka u  yTBep)kKlIeHHE KOMIUIEKCa OpraHHU3allMOHHO-TIPABOBBIX JOKYMEHTOB (YcTas,
[Tonoxenune 00 opraHu3anuy, CTPYKTYPHBIX MOJAPA3/ICICHNN, KOJUIETHAIbHBIX U COBEUIATENIbHBIX OpraHax;
HITaTHOE pacnucaHue; oQopmileHHE MOJOKEHUN, UHCTPYKIMHU IO OTIACIbHBIM BHAAM JAESITEIbHOCTH;
JOJDKHOCTHBIE MHCTPYKLIUN).

Tema 7. OpopMieHue caykeOHbIX MUCEM U APYroil HHPOPMAUMOHHO-CIIPABOYHOM TOKYMEHTAI[UU.

[Tonstne «ciayxeOHOE NHCHMOY». Pa3HOBHIHOCTH CIIy)KEOHBIX TNHCEM. PEKBM3HTBI U CTPYKTYpa
CIIy’)keOHOTO mHUChbMa. SI3BIK U CTWIIb CIIY:KEOHOro MHchbMa. DTHKET B Ciy)keOHOU mepenucke. OOpasubl u
pUMepbl 0(OPMIICHUS CITYKEOHBIX MHACEM.

Haznauenne u kiaccupukanus [eNOBbIX MUCEM (FapaHTUHHOE MHCHMO, 3aKa3, 3ampoc, 3asBKa,
U3BeUICHWE, HH(OPMAIMOHHOE TMHCHhMO, HAIOMHUHAHHWE, OTKa3, OTKPBITOE NHCHMO, MOJITBEPKICHUE,
MpelIoKEeHNe,  NpUIJIallleHHe, Mpoch0a,  pEeKOMEHJaTelbHOE  IMHUChMO,  COIJIacue,  COOOIICHHE,
COIIPOBOJIUTENFHOE THCbMO, TPEOOBAaHUE, YBEIOMIICHHE).

HenoBas nepenucka. [{enoBbie BCTpeur U BU3UTHL. Y4YacTUE B BbICTaBKax U sipmapkax. [IpencraBienue
MHTEPECOB U nocpeaHndecTBO. KOHQIMKTHBIE CHUTYalny.

[Tucemennas koppecnonaeHuusa. Hocurenn nuceMeHHON KoppecnoHaeHIuu. bymara aiis nucbMeHHOM
KOpPPECIOHICHIIMU. BUIbI MOYTOBBIX OTIIPABJICHUM.

OcoOenHocTy 0pOpPMIICHHUS MTUCEM, TTEPEAABAEMBIX SJICKTPOHHON MOYTOM U MO KaHallaM 3JIEKTPOCBSI3H.

OdopmieHne akTa, MPOTOKOJIA, TOKIAHOM, CITyKEOHON 1 OOBSICHUTEIHHON 3aITUCOK.

Tema 8. JlIokyMeHTHpPOBaHHE KOMMEPYeCKOM AeATeIbHOCTH MPeANPUSITHS.

Kommepueckue mnuceMma. JloroBopbl (IOroBOp KYIUIM-NPOJAXH, JOTOBOpP IOCTaBKU). IIpoTOKOIBI
Pa3HOIIACHI K JOTOBOPAaM MOCTaBKH.

Kommepueckue akTbl.

[IpeTen3noHHO-UCKOBasA JokyMeHTauus. VickoBbie 3asBieHus. [lpenpsaBnenne ncka. PekoMennanuu mno
oopmieHHI0O HWCKOBOTO 3asBIeHHA. JOKYMEHTBI, TpuiaraeMble K HCKOBOMY 3asiBiIeHHI0. OcTaBieHue
MCKOBOTO 3asiBJICHUS 0€3 TBUKCHHUSI.

[Tucemo-TipeTeH3ust (peKiaMarnius).

Kaccaunonnas xano6a (00xajioBaHue pelieHus cyia o HCKOBOMY 3asiBJICHUIO).

Tema 9. MexnyHapoaHasi nepenucka. JJokyMeHThbI 10 BHEIIHEIKOHOMHUYECKOM e TeJIbHOCTH.

MexayHaposiHble CTaHAapThl MO odopmieHHto AoKyMmMeHToB. Popmarel Oymaru. IIpoekTtupoBanue
0aHKOB. PEKBU3UTHI MEKIYHAPOJHOTO MHUCHMA.

[ToaroToBka Aem0BOM KOPPECHOHACHLIUH [Tl 3apyOEKHBIX TAPTHEPOB.

OdopmieHne KOPpeCHOHACHIMM B aHIJIOA3BIYHBIX cTpaHax. CTpykTypa Qopmyispa M COCTaB
PEKBU3UTOB CIIy>KeOHOT0 nucbMa. TpedoBaHus K 0(hOPMIIEHUIO KOHBEPTOB.

Coop unpopmaiuu o nemoBoMm mapTHepe. Berpeun, oOMeH Bu3uTamu. BpicTaBouHasi NEATENTBHOCTS.
JHoroBopsl. Kondunkthele cutyaruu. Kongmukrel. MHQopmamonHoe obecnieuenre. @HUHAHCOBBIE BOIPOCHI.
Tpancnopr.

Knaccugukaius ToOKyMEHTalMU MO0 BHEIIHEAKOHOMHUYECKON JiesTeNbHOCTH. ToproBas perucrpamnus u
TOProBbl€ KHUTU BO BHEUTHEAKOHOMUYECKON JIeATeIbHOCTU. TeXHUUecKas 1 ToBapHas JOKyMeHTalus. Busl
KOHTPAKTOB, O(QOPMIISIOMINX BHEUTHEIKOHOMHUYECKYIO JIeATeNbHOCTh. DOPMBI MPUIOKEHUNH K KOHTPAKTaM.
Odopmienne nomoaHeHu U crnerudukanuii kK KouTpaktaMm. CTpyKTypa U CoJepKaHuEe TOTOBOpa O KyIuie-
IIPOJaXe.

Tema 10. /Ies1onpou3BOACTBO 110 MMCbMEHHBIM U YCTHBIM 00pallleHUSIM TPAKAAH.

CraHOBNIEHHE U PA3BUTHE OTEUECTBEHHOT'O JEJIONPOU3BOJICTBA MO paboTe C OOpalleHUsIMH Tpa)/aH.
3aKkoHO/JATENIbHOE peryaupoBaHuE paboThl ¢ oOpameHusMu TpaxaaH B Poccuiickoit ®Denepammm.
Knaccudukanus obpamenuil rpaxnad. [lucemennsie oOpamieHus rpaxkjaad. KOHTpOiIb WCHOIHEHUS MHCEM
rpaxaan JlemornpousBoacTBO 10 oOpamieHusM TpaxjaaH. OpraHuzanus JUYHOTO TpHEMa Tpax/aH.
WudopmupoBanue rpaxgad. OOparieHuss W 3amnpockl ocoboro KoHTpoisi. Opranuzanus paboThl C
oOpaInieHusIMU JIEMyTaToOB.

Tema 11. /lokymMeHTHpPOBaHHE TPYAOBBIX OTHOLICHHIA.
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Knaccugukarus 10KyMEeHTOB 110 TJUYHOMY COCTaBY.

OdopmiteHne 10KyMEHTOB, UCIIONIB3YEMBIX IIPH MpUEMe Ha paboTy (pestome, 3asBieHue). OpopmiieHue
npuKasza (pacrnopsikeHus) o mpueMe Ha padoTy. JJOKyMeHTBI, IpeaAbsABIseMble NPU 3aKIOYEHUU TPYI0BOIO
noroBopa. OdopmiieHue TpynoBOro JoroBopa. JInunas xapTrouka paOoTHHKA. XapaKTepUCTHKa paOOTHHKA.
ABrobuorpadus paboTHuka. AHKeTa paOoTHuKa. Jlmunoe nemo paGotHuka. TpynoBas KHMXKKA: Bbliadya,
odopmiieHre, XpaHEHHE.

Odopmienue npukasa (pacnopsKeHHUs) O epeBojie pabOTHUKA HA IPYTyIO paboTy.

JIOKyMEHTUpOBaHUE MPOLECCA YBOJIbHEHUS (PacTOPKEHUS TPYJOBOIO JOTOBOPA).
Tema 12. Padora ¢ koHGUIEHIIHATBHBIMYU JOKYMEHTAMH.

Opranuzanus paboThl ¢ KOH(PHUICHIUATHHBIMU JOKYMEHTaMHU. 3akoH «O KOMMEpUYeCKOW TaiHey.
3aiuTa nepcoHaNbHbIX JaHHBIX paboTHHKA. DenepanbHblil 3aK0H «O NEPCOHATBHBIX JAHHBIX .

CBenenus, oTHoOcAMMECS K KOH(QUACHIUAIbHOW HHPOpManuu. 3amuTa JOKYMEHTOB, COJEpKaIluX
KOMMepYecKyro TaiiHy. OpraHuzanus paboThl € JOKYMEHTaMM, COJAEp)KALIMMM KOH(UICHIIHAIbHbIE
CBEJICHHUSI.

TexHonorust 00pabOTKH KOH(PUIEHIMANBHBIX JOKYMEHTOB. DTalbl MOATOTOBKU JEIONPOU3BOIUTEIEM
KOH(QHUICHIIMATBHBIX JAOKYMEHTOB. (OCHOBHBIE OIEPAMOHHBIC TEXHOJIOTMYECKHE CXEMbl 00pabOTKU
KOH(HIEHIIMATIbHBIX JJOKYMEHTOB. YUeT MOATOTOBIEHHBIX KOH(PHUICHIUAIBHBIX JOKYMEHTOB.

Tema 13. Cay:xkoa JOY (10KymMeHTalMOHHOE o0ecnieyeHHe YNIPaBJIeHUs1) B OPraHU3alHuAX.

Cnyx0a JIOY (moxkyMeHTalMOHHOE obOecreueHHe YIpaBieHHs) B OpraHu3auuu. 3agaud U (QyHKIUH
cyk0b1  JIOY. TumoBble oOpraHu3anoHHBIE CTPYKTYyphl ciayxObr JIOY B opranusanuu. DyHKmn
CTPYKTYpHBIX nozapaszaeneHuii ciyx6st JJOY. [IpaBa n orBeTcTBeHHOCTH City)0b1 JIOY B opranuzanuu.

JIOJKHOCTHOW M TEXHUYECKHH cOCTaB pabOTHUKOB. DYHKIIMOHAIBHBIE O0SI3aHHOCTH COCTaBa CIYXKOBI
JIOY. HopMaTuBHas periaMeHTalus M yCJIOBUA TpyAa paboTHUKOB ciyx0bl JJOVY.

Tema 14. Opranuszauusi 10KyMeHT0000pOTA.

[Ipobnema coBepIIEeHCTBOBAaHUS JOKYMEHT0000poTa. IloHATHE «IOKYMEHTOOOOPOT», €ro pa3BUTHE U
HOPMAaTUBHO-METOAMYECKasl PErIaMEeHTalusl. XapaKTepUCTUKHU JOKYMEHTO000pOTa.

OcHOBHBIE ITpaBUJIa OpraHU3alMU JOKYMEHTO00OpoTa B yupexaeHuu. Ilpuem, nepsuuHas oOpaboTKa,
pacnpeziesieHue MOCTYNUBIINX JOKYMEHTOB. [1opsiiok HampaBieHUs] Ha UCIIOIHEHUE U paObOThl UCIIOJHUTENS
¢ nokymeHTamu. [Topsaok 06paboTKN UCXOASIIUX JOKYMEHTOB. OTIpaBKa JOKYMEHTOB.

Tema 15. Perucrpauusi 10KyMeHTOB.

[TonsiTHE cHCTEMBI perucTpaluy JOKYMEHTOB. 3HaU€HUE M 3a/laud perucTpaluu JokymMeHToB. OOiue
IpaBWwia perucTpanuu JAoKyMeHToB. @OpMbl M TOPSAAOK pPETUCTpaluu JTOKyMEHTOB. WHaekcanus
JIOKYMEHTOB.

Opranuzanys CnpaBOYHO-MH(POPMAIIMOHHON pPadOThl. ABTOMAaTH3MPOBAHHBIE CHCTEMbI PETUCTPALUU
JOKYMEHTOB.

Tema 16. KoHTpoJb CpokKOB HcHOTHeHUs! JOKyMeHTOB. CocraBjieHHe HOMEHKJIATyp, TeKyllee H
ONepaTHBHOE XPaHEHHe Jel.

[lenp ¥ 3amauv KOHTPOJISI CPOKOB HCIIOJIHEHUSI JOKYMEHTOB. 3Hau€HUe, BHJAbI U (HOPMBI KOHTPOJIS
CPOKOB HCITOJIHEHUSI TOKYMEHTOB. CpoKOBas KapTOTeKa. ABTOMaTHU3UPOBAHHBIE CUCTEMBI KOHTPOJISI CPOKOB
HCIIOJIHEHUS IOKYMEHTOB.

CocraBnenne HOMeHKIATyp Aen. OpraHuzanus TEKYHIETO XpaHEHUs NOKYMEHTOB. DOpMHUpOBaHUE U
OIIepaTUBHOE XPaHEHUE JIe.

Tema 17. ApxuBHOe XpaHEeHHE JOKYMEHTOB.

[TonroroBka nen K IMepenade Ha apXUBHOE XpaHEHHE. OKCIepTH3a IIEHHOCTH JIOKYMEHTOB B
JIeTONIPOU3BOACTBE. Buabl apXuBHbIX J0KyMeHTOB. Odopmienue nen. CocraBieHHe ONUCEH Jiel.
ObecrieyeHrie COXpaHHOCTH JOKYMEHTOB. [IOpsiioK YHUUTOXKEHHS] JOKYMEHTOB U JIeJl C UCTEKIIUMHU CPOKaMHU
XpaHeHus. Jleno3utapHoe XpaHEeHHE JOKYMEHTOB.

HopmaTtuBHo-nipaBoBoe obecrieueHue aAesreabHocTu apxuBoB B Poccuiickoit denepannu. HopmatusHas
periaMeHTanus paboThl apXMBOB OpraHu3alil. XpaHeHUe U yueT apXUBHBIX JOKyMeHTOB. KoMIuiekToBaHue
apXMBOB apXUBHBIMU JJOKYMEHTaMH. J[ocTyn K apXUBHBIM TOKYMEHTaM U MX UCIOJIb30BaHHUE.

MarepuanpHO-TEXHHUECKOEe oOecreueHne apxuBa. [peOoBaHMS K MOMELICHUIO apXHBOXPAHMIHUINA.
O6opynoBaHue apxuBa.



VY4yer u XxpaHeHue 3JIEKTPOHHBIX TOKYMEHTOB. [lopsaok mepenayn HOKYMEHTOB Ha TOCyAapCTBEHHOE
XpaHeHHeE.

Tema 18. Texuuueckue cpeacrsa, npuMeHsieMble B J1eJIONPOU3BO/ICTBE.

OOmiee nmpeacTaBiIeHUE O TEXHUYECKHUX CPEIACTBaxX B JesionpousBojacTBe. Kommbrorepuzanus
nenonpoun3BoicTBa. OCHOBHBIE BO3MOYKHOCTU KOMITbIOTEPHBIX TexHoJoruii B JJOY.

[lonsitue »neKkTpoHHOrO JoKyMmMeHTa. I[IpemmyiiecTBa W HEIOCTAaTKUA SJIEKTPOHHOTO JIOKYMEHTA.
OdopmieHre T0KyMEHTOB B 2JIEKTPOHHOM BHjie. OCHOBHbBIE MeTO/IbI opMaTHpoBaHus Tekcta. OdopmieHue
CHUMBOJIOB TeKCTa. Brinenenue ab3anen. Pacnonoxxenue Tekcta. PyOpuku, BEIICTICHUS B TEKCTE SJIEKTPOHHOTO
nokyMmenTa. [Ipumeuanus, cHocku. BepcTka cTpaHuI] MHOTOCTPAHUYHOTO TEKCTa. Y OTpeOIeHe MPOMUCHBIX
U CTPOUYHBIX OYKB B TeKcTe JOoKyMeHTa. Hambonee ymorpebnsiemble cokpameHus cios. Odopmienue aat u
qrceln B JOKyMeHTax. [ledaTs 3/IeKTpOHHOTO JOKYMEHTA.

[TonsiTne W CTpyKTypa TaOMUIBI B AJICKTPOHHOM JokyMeHTe. OcCHOBHbIE TpeOoBaHus K (opme u
noctpoenuto Tabnui. OdopmiieHre HyMepalMOHHOTO 3arojioBKa Tabauibl. OdopmiieHre 3arojJoBKOB U J1aT.

ABTomatm3aiusi paboThl C JOKyMEHTaMH. ABTOMAaTH3WpOBaHHBIC pabodnMe MecTa. IJICKTPOHHBIC
O(HICHbIE CHCTEMBI.

Opranu3zanus TOKyMeHTO000pOTa C UCIOJIb30BAHUEM CPEJICTB TEIEKOMM YHUKAIIUH.

5.4. Temarndeckuii IUIaH JIEKIIMOHHBIX 3aHATHIA.

No DOpMBI TEKYILETO
. TpynoemMKkocTsb,
No | pazne Tewmbl npakTHYecKUX (CEMUHAPCKUX) 3aHATHH u KOHTPOJIS
na yCIIEBaEMOCTH
OpraHn3aloHHO-PacopsAUTENbHASL 1 Komncmexr, pemenune
1 4 JIOKYMEHTAIVsSI: TIOHATHE, KiTacCu(UKaIus, COCTaB CUTYaIIMOHHBIX 3a/1a4
1 o opMIICHHE PEKBU3UTOB. BllaHKM TOKYMEHTOB.
Odopmienne mpuKka3oB, OpPTaHU3aMOHHO- 1 TecT, ohopMIICHHE
2 6 MPABOBBIX U IPYTUX PACHOPSIIUTEIbHBIX JIOKYMEHTOB, pEIICHUE
JIOKYMEHTOB. CUTYaIlMOHHBIX 3a/1a4
JIOKyMEHTHpOBaHHUE KOMMEPYECKOH IesATeIbHOCTH 1 Odopmienne T0KyMEHTOB,
3 8 TIPETPHUATHS. pelIeHre CUTYyalnOHHBIX
3aga4
KoHTponb CpOKOB HCTIONHEHUS TOKYMEHTOB. 1 Tecr
4 16 | CocraBneHre HOMEHKIATYp, TEKYyIIEe U
OINEPAaTUBHOE XPAHEHHE JIEI.

5.5. Temaruyeckuil miaH 1abopaTOPHBIX padoOT.
He mpenycmorpensl

6. MATEPHUAJIbBI TEKYHEIO KOHTPOJIA YCIHEBAEMOCTH 110 JAUCHUIIJIMHE
MOAYJIIO)
Texyiuit KOHTPOIIb yCIIEBAEMOCTH OOECIIEUYUBAET OLIEHUBAHUE XO0/a OCBOCHUS AUCIMILIUHBI (MOIYJIs)
W OPraHU3yeTCsl B COOTBETCTBUU C MOPSAIKOM, ONPEAEISIEMBIM JIOKATbHBIMA HOPMATUBHbIMU akTamu MAJIN.
[lopsimok mpoBeleHHUS U CUCTEMA OLEHOK pe3yJbTAaTOB TEKYIIEro KOHTPOJIs YCHEBAEMOCTH YCTaHOBJIEHA
JIOKaJIbHBIM HOpMaTUBHBIM akToM MA JIU.
B kauecTtBe ¢opM TeKyIero KOHTPOJIS YCIEBAEMOCTH MO TUCIUILINHE (MOIYITIO) UCIIOIB3YIOTCS:
- YCTHBIH ompoc (ppoHTanpHas Oecena, MHANBUAYATBHBIA OMPOC, JOKIA/IbI);
- TpoBEepKa NHUCBMEHHBIX 3aJaHUi (HAlKUCaHHWE 3CCe, KOHCIEKTUPOBAHUE HAYUHBIX CTaTeil,
oopMiIeHHE 1ETI0BO MEPEUCKN);
- TECTUPOBAHUE;
- peleHue CUTYaIlMOHHBIX 3a71a4.

7. ®OHJ OIEHOYHBIX CPEJICTB IJIA1 TPOBEJIEHHS ITPOMEXYTOUYHOHN
ATTECTAIMU OBYYAIOIIIUXCHA ITO JUCIUITJIMHE (MOY JIIO)

7.1. IlepeyeHb KOMIIETEHLMI € yKa3aHueM JTanoB UX (OpPMHPOBaHHMS B Ipolecce OCBOEHUs
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00pa3oBaTeJIbHOW MPOrPAMMBI.

B pe3ynbrate ocBoOeHUS NTUCHUIUIMHBI (MOAYs) GOPMHUPYIOTCS CIEAYIONME KOMIETEHIIUN:

Koz Pe3ynbpTaThl ocBOeHUS 00pa30BaTEIbHOM MPOTrPaMMBI
KOMIETEHIIUH
CIOCOOHOCTh K KOMMYHUKAIIMU B YCTHOM M MUCbMEHHOM (popMax Ha pyCCKOM U
OK-5 HHOCTPAHHBIX A3bIKAX JUI PEIICHNS 37181 MEHIIHIHOCTHOTO 1
MEXKYJIbTYPHOTO B3aUMOIEHCTBUS

B mpomecce ocBoeHusi 00pazoBaTeNbHON MPOrpaMMbl JaHHBIE KOMIIETCHIIMH, B TOM YHCJIE HX
OTJENIbHbIE KOMIIOHEHTHI, ((OPMHUPYIOTCS MIOATATHO B X0JI€ OCBOEHUS 00yUalOIIUMUCS AUCIUILIUH (MOAYIEH),
MPAKTUK B COOTBETCTBUU C YYEOHBIM IIJIAHOM U KaJICHAAPHBIM TpapUKOM Y4eOHOTO Mpolecca B CIeayIOImeM
MOpsIKE:

OK-5 criocoGHOCTh K KOMMYHUKAIIUU B YCTHOM M MUCbMEHHOM ()OpPMax Ha PYCCKOM H
MHOCTPAHHBIX S3bIKaX Ul PEIIECHUS 3aa4 MEXJINYHOCTHOTO U MEXKYJIBTYPHOTO B3aUMOAECHCTBHS
Kypcsi
®opma
JAucuuminnabl (MOAYJIHM), IPAKTUKH 1 2 3 4 5 MPOMeX.
aTTecTanuu
1 2 3 4 )
7 3ayeT
b1.5.03 UHoCTpaHHBIH S3bIK + '
JK3aMEH
b1.b.05 Kynbrypa oOuienus + 3a4yeT
b1.5.06 [lokymMmeHTO000pPOT U
Hokym P + 3a4eT
JIeJIONPOU3BOJICTBO
b1.b.24 Mapketunr + 3a4er
b3.b.013amuTa BITyCKHOM
KBaJIN(UKAIIMOHHOM paboThl, BKIIIOYAst +
MIOATOTOBKY K IIPOLEAYPE 3aLLUTHI U
MPOLEAYPY 3aLIUTHI

7.2. OnMcanue mnoka3aTelel W KpUTEpUEB OLEHUBAHMUA KOMIIETEHIMHA, (OPMHUPYEMBIX MO HTOram
OCBOEHUS AUCUUILINHBI (MOZYJIs), OMMCAHNE KA OLCHUBAHUSI.

[Toka3areneM OIEHMBAHUS KOMIIETEHIIMH Ha pa3IMYHBIX JTamax uX (OPMUPOBAHUS SIBISETCS
JOCTHKEHHE 00YJaIOIUMHUCS TUTAHUPYEMBIX PE3yJIbTaTOB 00YUYEHHs 110 AUCHHUIIINHE (MOJYJIIIO).

OK-5 - crioco0HOCTh K KOMMYHHKAIMHM B YCTHOH M MMCbMEHHOI (hOpMax HA PyCCKOM M MHOCTPAHHBIX
SI3BIKAX JJIsl pellleHUs] 32124 MeKJIUYHOCTHOTO M MEKKYJIbTYPHOI0 B3aUMO/eliCTBUS

Kpurepun ouennBanus

IToxa3zarTenn ‘

2 3 \ 4 \ 5
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3HATh: Oo6yuarommiics OOyuatomuiics OOyuarommiics OOyuaromnmiics
- OCHOBHBIE HOPMBI J€MOHCTPUPYET J€MOHCTPHUPYET JEMOHCTPHUPYET JI€MOHCTPUPYET
COBPEMEHHOTO MOJTHOE OTCYTCTBHUE | HEMIOJTHOE YaCTHYHOE MIOJTHOE
PYCCKOTO SI3bIKa WM HEJOCTaTOYHOE | COOTBETCTBUE COOTBETCTBHUE COOTBETCTBHUE
(opdorpaduueckue, COOTBETCTBHE CIICAYIOIIMX 3HAHUN: | CICAYIOIIUX 3HAHUH: | CIETYIOLINX
MYHKTYallMOHHbIE, CIIETYIOIINX OCHOBHBIX HOPM OCHOBHBIX HOPM 3HAHUN:O0CHOBHBIX
rpaMMaTH4ecKue, 3HaHUI OCHOBHBIX | COBPEMEHHOTO COBPEMEHHOTO HOpM
CTHJIUCTUYECKHE, HOpM PYCCKOTrO sI3bIKa PYCCKOTO SI3bIKa COBPEMEHHOT0
opdosnmueckue) u COBPEMEHHOTO (opdorpaduueckue, | (opdorpaduueckue, | pyccKoro si3pika
cucTeEMY PYCCKOTO A3bIKA | MyHKTYallMOHHBIE, MyHKTYallMOHHBIE, (opdorpaduueckue,
(GyHKIIMOHATIBHBIX (opdorpaduueckue, | rpaMMaTHYECKUE, rpaMMaTH4ecKHe, MyHKTYallMOHHBIE,
CTHUJICH PYCCKOTO NyHKTYallMOHHbIE, | CTUJIMCTHYECKUE, CTHJIUCTUYECKHE, rpaMMaTH4ecKue,
S3BIKA rpaMMaTH4ecKue, opdosnuueckue) u ophosnunueckue) u CTHJINCTUYECKHE,
CTUJIMCTUYECKHUE, CHCTEMBI CHUCTEMBI opdosnuueckue) u
opdosnuueckne) ¥ | GYHKIIMOHATBHBIX (YHKIIMOHATIBLHBIX CUCTEMBI
CUCTEMBI CTHJIEN PYCCKOIO CTUJIEN PYCCKOTO (byHKIMOHATBHBIX
(GYHKIIMOHATBHBIX | S3BIKA . A3bIKA, HO CTHJICH PYCCKOTO
CTWIIE  pycckoro | Jlomyckarorcs JIOIIyCKaIOTCs A3bIKa, CBOOOTHO
SI3BIKA. 3HAYUTENbHbBIE HE3HAYUTEIIbHbIC OTepupyeT
OLINOKH, OIINOKH, PUOOPETEHHBIMU
MIPOSIBIISICTCS HETOYHOCTH, 3HAHUSMH.
HEI0CTaTOYHOCTh 3aTpyIHEHUs IIPH
3HAHUU, IO PsIAY aHATUTUYECKUX
MOKa3aTelieu, onepauusx.
oOyuaromuiics
WCTIBITHIBACT
3HAYUTENbHbBIE
3aTpyAHEHUS MIPH
OTIepUPOBAHUU
3HAHUSMH TTPH UX
NepeHoce Ha HOBBIE
CHUTYyaIlUH.
yMeTh: OOyuatomumiics He | OOyvarouuiics OOyuarommiics OOyuarommiics
- TTOJTE30BATHCS yYMEeT WU B JI€MOHCTPHPYET JEMOHCTPUPYET JIEeMOHCTPHPYET
OCHOBHOM HEI0CTaTOYHOU HETOJIHOe YaCTUYHOE MOJTHOE
CTIPaBOYHOU CTETIeHH yMeeT COOTBETCTBHE COOTBETCTBHUE COOTBETCTBHE
JUTEPaTypoOi, MI0JIb30BaThCS CIIEAYIOIINX CJIEYIOLINX CIIEAYIOIINX
TOJIKOBBIMU U OCHOBHOU YMEHHUUIIOIb30BaThCS | YMEHUM: MOJIB30BATHCS
HOPMAaTUBHBIMH CIPaBOYHOU OCHOBHOM M0JIb30BaThCs OCHOBHOM
CJIOBapsIMH PYCCKOTO | JIUTEPATypOH, CIIPaBOYHOM OCHOBHOU CIIPAaBOYHOM
A3BIKA. TOJIKOBBIMHU U JUTEpaTypoil, CIpPaBOYHOU JUTEPaTypOi,
HOPMATHBHBIMH TOJIKOBBIMU H JUTEPATypPOH, TOJIKOBBIMH H
CIIOBapsIMU HOPMAaTHUBHBIMHU TOJIKOBBIMU U HOPMAaTUBHBIMH
PYCCKOTO sI3bIKA. CIIOBApSIMU PYCCKOTO | HOPMaTUBHBIMHU CIIOBapsIMHU

SA3bIKA.

CJIOBapsIMH PyCCKOTO

PYCCKOTO SI3bIKa.

JHomyckarorcst A3BIKA. BJIAJIETh: HABBIKAMH
HaYUTEIIbHBIC BIIQJICTh: HABBIKAMM | CO3/IaHMS Ha
OLINOKH, CO3J1aHUs HA PYCCKOM SI3BIKE
MIPOSIBIIAETCS PYCCKOM SI3BIKE IPaMOTHBIX U
HEJIOCTATOYHOCTh TPaMOTHBIX U JIOTHYECKU

YMEHUH, 110 pALYy JIOTUYECKH HEIIPOTUBOPEUYUBBIX
IIOKa3aTeNeH, HEMPOTHUBOPEUYUBBIX | TUCBMEHHBIX U
o0yyaromuncs IIACbMEHHBIX U YCTHBIX TEKCTOB
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HCIIBITBIBACT
3HAYUTENIBHBIE
3aTpyAHECHUS IPU
OIIEpUPOBAHNN
YMEHUSIMH IIPU UX
IIEPEHOCE HAa HOBBIC
CUTYAaLUH.

YCTHBIX TEKCTOB
y4eOHOW 1 HAy4YHOU
TEMaTUKU
pedepaTUBHOTO
Xapakrepa.

VYMeHus 0CBOCHHI,
HO JIOITYCKAIOTCSI
HE3HAYUTEIIbHbIC
OIINOKH,
HETOYHOCTH,
3aTpyqHEHUS NpU
AHATUTUIECKUX
orepanusx,
[IEPEHOCE YMEHUN Ha
HOBBIE,
HECTaHJapPTHBIC
CUTYallUU.

yueOHOH 1 HaydHOH
TEMaTHKH
pedepaTuBHOTO
XapakTepa.
CBobonHO
oTnepupyeT
npPUOOPETEHHBIMU
YMEHUSIMH,
MPUMECHSIET UX B
CUTYaIUIX
MOBBIILICHHOMN
CJIO)KHOCTH.

BJIA/IeTh:

- BJIAJICTh: HABBIKAMH
CO3/IaHUS Ha PyCCKOM
SI3BIKE TPAMOTHBIX
JIOTUYECKU
HETMPOTUBOPEUHUBBIX
MUCbMEHHBIX U
YCTHBIX TEKCTOB
yueOHOU U HAyYHOH
TEMaTHKH
pedepaTuBHOTO
Xapakrepa

OObyuaromuiics He
BJIQJCET WIIM B
HEOOCTATOYHOH
CTEIICHH BJIAJICET
HaBBIKAMH
CO3JaHus Ha
PYCCKOM SI3bIKE
IPaMOTHBIX H
JIOTUYECKH
HETIPOTHBOPECUUBBIX
IMICbMEHHBIX U
YCTHBIX TEKCTOB
y4eOHOM U HayyHOU
TEMaTHKHU
pedepaTuBHOTO
Xapaktepa

Ob6yuarommiics
BJIaJICET HAaBBIKAMHU
CO3JIaHUs Ha
PYCCKOM $I3BIKE
IPaMOTHBIX U
JOTHYECKHU
HETNPOTUBOPEUYHBBIX
MMACEMEHHBIX U
YCTHBIX TEKCTOB
yueOHOW U HAyYHOU
TEMaTHKH
pedepaTuBHOTO
Xapaxrepa..
OO6yyvarommiics
WCIIBITHIBACT
3HAYUTENbHbBIE
3aTpyaHEHUS TPU
MIPUMEHEHUH
HAaBBIKOB B HOBBIX
CUTYaIUsX.

OObyuaromuiics
YaCTUYHO BIIAJICET
HABBIKAMU CO3JIAHHMSI
Ha PYCCKOM SI3BIKE
IPaMOTHBIX U
JIOTHYECKHU
HETPOTHUBOPEUYHBBIX
MUCHhMEHHBIX H
YCTHBIX TEKCTOB
yueOHOM U HAyYHOU
TEMaTUKH
pedepaTUBHOTO
Xapakrepa., HO
JIOTMTyCKaroTCs
HE3HAUNTEIIbHbIE
OIIINOKH,
HETOYHOCTH,
3aTpyaHEHUS TPy
AHATTUTHYECKIX
orepanusx,
IIEPEHOCE YMEHUN Ha
HOBBIE,
HECTaHAApTHBIE
CUTYAaIHH.

OOyuarommuiics B
IIOJIJHOM 00beMe
BJIaZie€T HaBLIKAMHU
CcO3JaHus Ha
PYCCKOM SI3bIKE
I'PaMOTHBIX H
JIOTUYECKH
HENPOTUBOPCUNBBIX
MUCbMEHHBIX U
YCTHBIX TEKCTOB
yueOHOM U HayyHOU
TEMATUKHU
pedepaTuBHOTO
Xapakrepa.,
cBOOOJIHO
MPUMEHSIET
MOJTy9YCHHBIC
HaBLIKH B
CUTYaIUSX
MOBBIIIICHHON
CJI0KHOCTH.
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[IIxanb! orleHMBaHUS PE3yJIbTATOB MIPOMEKYTOUHON aTTECTAllMU U UX ONKHCAHUE:
DopMa NPOMEKYTOYHOM aTTeCTALIMH: 3a4€T.
[TpomexyTouHas arrecranusi oOyyarouuxcs B ¢GopMme 3auéra MPOBOJUTCS IO pe3ysbTaTaM

BBIIMIOJIHEHUSI BCEX BHUIOB Y4YeOHOWH paboOTHI, MPEIyCMOTPEHHBIX YYEOHBIM IUIAHOM 110 JaHHOH
JUCHUIUIMHE (MOMYIIO), TIPU 3TOM YYHMTHIBAIOTCSA PE3YyJIbTaThl TEKYIIEr0 KOHTPOJS YCIEBAEMOCTH B
TedeHue cemectpa. OIIEHKAa CTENEeHH TOCTH)KEHUS OOYYaIOUIMMHUCS TUIAHHUPYEMBIX pe3yJIbTaToOB
oOyueHuss 1O JUCHUIUIMHE (MOAYNIIO) MPOBOJUTCS TMpenojaBaTesieM, BEAYIIUM 3aHSATHS 110
JUCHUIUIMHE (MOJYJII0) METOJOM AIKCIEPTHOM oLeHKU. [Io uroram mpoMeXyTOUHOM aTTecTaluy 1o
JUCHUILTMHE (MOAYIIIO) BHICTABIISIETCS OL[CHKA «3aUTE€HOY» WU «HE 3aUTEHOY.

1.
2.
3.

OICHUBaAHUA

HMIxana
Onucanue

BreimmonHensr Bce BuABl Y4eOHOH pabOTHI, NPEAYCMOTPEHHBIX YYEOHBIM
w1aHoM. CTyAEHT AEMOHCTPUPYET COOTBETCTBME 3HAHUM, YMEHMI, HaBBIKOB
NPUBEJICHHBIM B TaOJHMIIaX TMOKas3aTeseid, OMepupyeT NPHOOPETCHHBIMH
3auTeHo 3HAHUAMU, YMEHUAMU, HABbIKAMU, IIPUMEHSAET UX B CUTYaLUsX IOBBIIICHHOU
cioxkHoctu. [Ipu 3TOM MOryT OBITH NOMYIIEHBI HE3HAYUTEIBHBIC OIIMOKH,
HETOYHOCTH, 3aTPYAHCHUSA [IPU AHAIUTUYECKUX Olepalusax, IEPeHOCE 3HaHUN
Y YMEHUH Ha HOBBIE, HECTAHJAPTHBIC CUTYALUH.

He 3auteno

He Bbmonnen oauH mim Ooniee BUIOB Yy4eOHOH paldOTHI, MPEeayCMOTPEHHBIX
y4eOHbIM M1aHoM. CTYAEHT JEeMOHCTPUPYET HEMOIHOE COOTBETCTBHE 3HAHUH,
YMEHMM, HaBBIKOB IPHUBEIECHHBIM B TalNMIaX IOKa3aTesei, JOMyCcKarTCs
3HAYUTEJbHbIE OIIUOKH, TPOSIBIIETCS OTCYTCTBUE 3HAHUN, YMEHHMH, HABBIKOB
10 psAY MOKa3aTesaeH, CTyIeHT UCIBITHIBAECT 3HAYUTENbHBIC 3aTPYJHEHUS PH
OIEPUPOBAHUHU 3HAHUSAMU U YMEHUSAMU IIPU UX NIEPEHOCE HA HOBBIE CUTYALIUH.

7.3. TunoBbie KOHTPOJIbHbIC 3aJaHUsI NMPOMEKYTOYHOM aTTecTaluu 00y4aroImuxcs IO
AMCHUIIMHE (MOAYJIIO).

3anaHust Ui IPOBEPKH PE3yIbTaTOB O0YyUEHUS «3HATHY.

OCHOBHBIE TIOHATHS U ONIPEIENIEHUS B 00JIaCTH JEIONPOU3BOICTBA.

3HadyeHue T0KyMEHTAIlMOHHOTO 00ecieYeHus YIIpaBIeHHUS.

HopmartusHo-npaBoBas 6a3a opranu3anyy JOKyMEHTAlMOHHOTO 00ecreYeH s yIpaBICHUs KaK

OCHOBA TCXHOJIOTUH MTPOLECCOB YIIPABJICHUS.

©ooNo O

HcTopust BOSHUKHOBEHUS U Pa3BUTHA YIIPABICHUECKON JOKYMEHTAIIUH.

CoBpeMEHHOE TOCYJapCTBEHHOE PErYIMPOBAHUE JIETIONIPOU3BOJICTBA.

JlokyMeHT, ero ocHoBHbIE GyHKIMH. Kitaccuukanys TOKyMEeHTOB.

Bunas! pekBu3uTOB 10KyMeHTOB. [IpaBuia opopmieHns OTaeNbHBIX PEKBU3UTOB JOKYMEHTOB.
VYuudukanus v ctanaaptusanus. Y HUpUIUpOBaHHBIE CUCTEMBI JOKYMEHTAILIUU.
OpraHu3alMOHHO-pacToOpsAIUTeIbHAs JOKYMEHTALUs: TMOHATHE, Kiaccu]uKalus, COCTaB H

O(POPMIICHUEC PEKBU3UTOB.

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

bnaHku TOKyMEHTOB M UX BHJIBL.

OO61as xapakTepUCTHKa CTUJIS CITY>KEOHON JOKYMEHTaIUH.

Cayx06a JIOY (nokyMeHTalmoHHOE 00ecTieyeHne YIpaBIeHNs) B OpraHU3almsx.
Opranu3zanus 10KyMeHT0000poTa.

Perucrpanus 10KyMeHTOB.

KOHTpOIJIb CPOKOB HCTIOHEHHUS TOKYMEHTOB.



16.  ApxuBHOE XpaHEHHE JOKYMEHTOB.

J1s IpOBEPKHU PE3yJIbTATOB O0YUEHUS «YMETb), «BIAACTh!

YMeTh uConbp30BaTh HHOOPMAITIOHHO-CIIPABOYHBIE JIOKYMEHTHI.

VYMeThb COCTaBIIATh PEAAKTOPCKYIO IIPABKY CIYXEOHBIX JOKYMEHTOB.

OdopMIIATh pacIOPSDKEHHUS, yKa3aHHs, TOCTAHOBJICHUS, PEILICHHS.

Pa3zpaOaTbiBaTh M yTBEp)KIaTh KOMIUIEKC OpPraHM3allMOHHO-TIIPABOBBIX JOKYMEHTOB (YcCTas,
HOHO)KGHI/IG 00 opraHu3zalyy, CTPYKTYPHBIX HOJpPA3JeleHHH, KOJJIETHAIBHBIX M  COBELIATEIbHBIX
opraHax; LITaTHOE pacnucaHue; o(opMIEHUE MOJO0KEHUH, HMHCTPYKIHUM 110 OTAENbHBIM BHJaM
NESITeIbHOCTH; JOJDKHOCTHBIE MHCTPYKIMH).

5. OdopmusaTs caykeOHbIE THCbMA U IPYTYI0 HH)OPMAIIMOHHO-CIIPABOYHYIO JOKYMEHTAIIHIO.

el N =

6.  OdopMIIATE aKThI, TPOTOKOJIBI, JOKJIATHBIC, CITY)KEOHBIC U 00BICHUTEIILHBIC 3aITHCKH.

7. JIOKyMEHTHpPOBaTb KOMMEPUYECKYIO A€ATEIbHOCTb IPEIIPUSITHS.

8.  CocraBiiaTh NPETCH3MOHHO-UCKOBYIO JIOKYMEHTANHMIO. VIckoBbIe 3asBiieHus. [IucbMo-TipeTeH3us
(pexmamarius).

9.  Bectu MexnyHapOIHYIO IEPENUCKY. JJOKYMEHTHI 110 BHEIIHEAKOHOMHYECKOH eI TEIIEHOCTH.

10. Bectu 1enonpou3BOICTBO O MUCHbMEHHBIM U YCTHBIM OOpaIeHUsIM TPak/IaH.

11.  JlokyMeHTHUpPOBATh TPYAOBBIC OTHOILICHHUSI.

12. PaGoraTh ¢ KOH(pHUIECHIHATHHBIMI JOKYMEHTAMHU.

13. CocraBnsiTh HOMEHKIJIATYPY, TEKYIIEEC U ONEPATUBHOE XPaHEHHE JIEII.

14. Hcnonp3oBaTh TEXHUYECKHE CPEICTBA, NMPHUMEHSEMBIE B JOKYMEHTAI[HOHHOM OOECTICYeHHU
yIIpaBJICHUS.

7.4. MeToaguueckne MaTepHaJibl, ONpeAe/siloIMe NMPoueIypbl OLEHMBAHHUS Pe3yJbTATOB
00yuyeHusi MO TUCHHUILIMHE (MOIYJIIO0).

KoHnTponp kayecTBa OCBOEHHUS NUCHUIUIMHBI (MOIYJs) BKIIOYAeT B ce0s TEKYIIMA KOHTPOIb
YCIEBAEMOCTU U IMPOMEKYTOUHYIO arTecTaluio oOydaromuxcs. TeKynuil KOHTpOJib YCIEBAaEMOCTU
o0OecrieurBaeT OLIEHWBAHME XOJa OCBOCHHUS AMCLUUILIMHBI (MOAYJS), MPOMEXKYTOUHAS aTTecTarus
oOyyaroluxcsi — OLEHUBAHUE IPOMEXKYTOUHBIX WU OKOHYATEIbHBIX PE3YyJbTATOB OOYYEHMsS IO
JTUCLUIUIAHE (MOJYJIIO).

[Ipouenypsl OlLleHUBaHUSI PE3yNbTaTOB OOY4YEHMs MO AUCLUUIUIMHE (MOAYNIO), B TOM YHCIE
IIPOLEAYPBI TEKYLIETO KOHTPOJIS YCIIEBAEMOCTU U MOPAIOK IIPOBEACHUS TPOMEXYTOUYHON aTTECTALMH
00yJaronuXxcsl yCTaHOBJIEHBI JIOKAJIbHBIM HOpMAaTUBHBIM akToM MAJIU.

8.  YUYEBHO-METOAMYECKOE " NHPOPMAIIMOHHOE OBECIIEYEHME,
HEOBXOJIUMOE JJIs1 OCBOEHUSA JUCHUITIJIMHBI (MOAY JIST)
8.1. IlepeyeHb OCHOBHOI W 1ONOJHUTEIbHOM JTUTEPATYPHI, B TOM YHCJIE:
a) OCHOBHAasA
1. Kou¢puaeHuumanisHoe AEIONPOU3BOICTBO U 3AIIUIICHHBINH 3JIEKTPOHHBIN TOKYMEHTOOOOPOT :
yuebHuk / H.H. Kynses, A.C. Iémymikun, T.B. Konapamosa, A.I'. ®abpuunos ; [Tox obueit
penakiueit H.H. Kynsiea. — 2-e. — Mockasa : Jloroc, 2017. — 500 ¢. — ISBN 978-5-98704-
711-8. — Texkcr : 21EeKTPOHHBIH // DNEKTPOHHO-OHOIMOTe Has cucTema «JIaHby : [calT]. —
URL: https://e.lanbook.com/book/126123 (ngara obpamenus: 23.10.2019). — Pexxum gocrymna:
JUIsl aBTOPHU3. TOJIb30BATEIEH.
2. Tlanacenko IO.A. Jlenonpou3BOJCTBO: JIOKyMEHTAllMOHHOE OOECIeueHHe YIpaBICHUS:
VYuebnoe nocodue / IManacenko 10.A., - 3-¢ usa. - M.:PUOP, UHDOPA-M, 2016. - 112 c. -
(BO: bakanaBpuar) - Pexxum nocryma: http://znanium.com/catalog/product/542773
3. Kabamos C.}O. DrekTpoHHOE TPaBUTEIBCTBO. DIEKTPOHHBINA TOKyMEeHTO000poT. TepMHuHBI U
ompenenenus : yue6. nocooue / C.JO. Kabamos. — M. : UH®PA-M, 2017. — 320 c. —
(Beicmiee obpasoBanue: bakanaBpwuar). - Pexum JIOCTYyTIA:
http://znanium.com/catalog/product/809828
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0) 10MOJTHUTEIbHAS

1. EBmoxumoBa JI.M., Kopsabkun B.B., Ileutbkun A.H., IIIBeukoBa O.I'..DneKTpoHHBII
JOKYMEHTOO0OpOT U obecrieueHue Oe30MacHOCTH CTaHIAPTHBIMU cpencTBaMu windows :
yaeOHoe nocooue / JI.M. EsnokumoBa, B.B. Kopsaokun, A.H. ITeubkun, O.I'. [1IBeukoBa.-M.:
KVYPC, 2017.-296¢.-Pexxum nocryma: http://znanium.com/catalog/product/851088

2. bwixora T.A., Ky3nenosa T.B., Cankuna JI.B. JlokyMeHTalmOHHOE 0OECIICUCHHE YIIPABICHHS
(menompousBoacTBO) : yued. mocodue / T.A. beikoa, T.B. Ky3uenona, JI.B. Cankuna. — 2-¢
u3 ., nepepad. u gomn. — M. : UHOPA-M, 2017. — 304 c. + Jlomn. Mmatepuaisl [ DIeKTPOHHBIN
pecypc; Pexum noctyma http://www.znanium.com]. — (Bpiciiee oO6pazoBanue: bakanaBpuar).
- Pexxum noctyna: http://znanium.com/catalog/product/762591

3. TI'yryera T.A. KoHduaeHnuaibHOe 1e10MPOU3BOACTBO : yuel. mocodbue / T.A. I'yryeBa. — 2-¢
u3a., nepepadb. u pomn. — M. : UHOPA-M, 2017. — 199 c. — (Bricmee oOpa3zoBaHue:
bakanaBpuar). — www.dx.doi.org/10.12737/23514. - Pexum JIOCTYyTIA:
http://znanium.com/catalog/product/766722

HopmaTuBHO-ipaBoBbIE JOKYMEHTHI

1. 3akon «O rocynapctBenHoM repoe Poccuiickoit @enepannm» 30.06.2003 Ne 1-OK3

2. 3axon «O06 uHpOpManuu, HHPOPMAIMOHHBIX TEXHOJOTUAX U O 3ammre uHpopmanun» 27. 07.
2006 r. Ne 149-®3.

3. 3akoH «O KOMMepYeCKOU TaliHE»

4. 3akoH «O mopsiKe paccMOTpeHus oOpaieHuit rpaxaan Poccuiickoit denepanuny» 02.05. 2006
r. Ne 59-@3.

5. 3akoH «O0 anektponHO# 1 poBoit moamucu»10.01.2002 Neol-D3

6. 3akoH «O TOBapHBIX 3HaKaX, 3HaKaX OOCIYKMBaHUSA U HAaUMEHOBAHMSIX MECT IPOUCXOXKIECHUS
TOBapoB» (B pen.ot 24.12.2002 Nel76-D3)

7. 3akoH «O sa3bikax HapoaoB Poccuiickoit @enepanuu» 01.06.2005 53-D3

8. 3akon «O06 apxuBHOM Jnene B Poccutickoit @eneparum» 01.10.2004 Ne125-03

9. 3akon «O nepcoHanbHBIX JaHHBIX» 27.07.2006 Nol152-D3.

10. T'OCT P 51141-98. [lenonpon3BOACTBO U apXUBHOE Aey0. TepMuHBI U1 onpeaeneHus. — M.:
['occrannapt Poccun, 1998.

11. TOCT P 6.30-2003. VauduuupoBaHHble cuUCTeMbl JokyMeHTauuu. Cucrema
OpraHM3al[MOHHO-PACHIOPSAAUTENbHON  AoKyMeHTanuu.  TpeboBaHuss K oQopmIIeHHUIO
nokymeHToB. — M.: 'occtanmapt Poccun, 2003.

12. IlepeyeHb THUMNOBBIX JIOKYMEHTOB, OOpa3ylOIIUXCS B JESATEIBHOCTH | OCKOMHUTETOB,
MUHUCTEPCTB, BEIOMCTB W JpPYIUX NPEINPHUITHH, C yKa3aHUEM CpPOKOB XpaHeHus. M.:
Pocapxus, 2000.

13. TunoBasgs MHCTPYKLUS MO JEIONPOM3BOJICTBY B (hefepalibHBIX OpraHax HCIOJHUTEIbHON

BiIacTu / YTB.Mpuka3zoM MMHHCTEpPCTBA KYJIbTYphl U MAacCCOBBIX KoMMyHHKanuid PO  or

27.01.2005.

14. TunoBo# periaMeHT B3auMOJEHCTBUS (enepalibHbIX OpraHOB UCHOJHUTENbHON BiacTu /
VY1B. nocranosnenueM IIpasurensctBa PO ot 19.01.01 2005 r. Ne 30.

15. TumnoBoii periamMeHT BHYTpeHHEH opraHuzauuu (eaepaibHbIX OPraHoOB HCIOIHUTEIHHON
Biactd / YTB. nocranosieHueM IIpasurensctBa PO ot 28.07.2005 r. Ne 452.

16. IIpaBuina BeIeHUS U XpAaHEHUS TPYIOBBIX KHM)KEK, U3TOTOBIICHUS OJJAHKOB TPYAOBBIX KHHKEK
u obecnieyeHuss uMu padoronareneit (yrB.IlocranoBnenuem IlpaBurensctea PO ot 16 anpens
2003 r. Ne 223 «O TpyIOBBIX KHIDKKAX)).

17. Tpynosoii konexc P® (B pegakuuu ot 30.06.2006 Ne90-D3)

18. Koncrutymust PO (B penakuuu ot 01.2009)

19. TOCT P 6.30-2003, ytB. IlocranoBnenuem I'occranmapra Poccum 03.03.2003 Ne65-cT.
«YHu(uUuMpoBaHHBIE CUCTEMBI TOKYMEHTAMHU. YHUQUIMPOBAHHAsI CUCTEMA OPraHU3aIlMOHHO-
pacropsauTeNbHON JoKyMeHTauuu. TpeboBaHus K 0(hOPMIIEHUIO TOKYMEHTOBY.
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B) pecypcbl cetu «AHTEpHET», MporpaMMHoe odecriedeHue 1 UHGOPMALMOHHO-CIIPABOYHbIE
CHCTEMBbI:
1. http://www.vf.madi.ru/moodle - Dnekrponnas nadopMaIHOHHO-00pa3oBaTenbHast cpeaa BD
MAIN

2. https://e.lanbook.com - Dnexkrponno-6ubIHOTEUHAsE cucTeMa «JIaHb»

3. https://znanium.com - DieKTpOHHO-OMOIMOTEYHAs CUCTEMa « Znanium.comy

4. «Koncynpsrant ITmrocy http://www.consultant.ru

5. OBC  «Kuura®onng»  (OnexktponHas  O6mbmmorexka) OOO  «llentp  Hudposoii
Juctpudyrum»

6. «[apanT» http://www.garant.ru

7. XKypHan «Jlenonpou3BoACTBO M JOKYMEHTOOOOpPOT Ha mpeanpustau» // Www.delopress.ru/
magazines/documents/

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

9. Xypnan «CnpaBo4HHK KajapoBuka» // www.kadrovik.ru/

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

11. Jlapun M.B. Opranuzamust 3¢ dekTuBHOM 10roBopHOI paboThl Ha 6a3e cuctembl DIRECTUM
Il www.directum.ru/1083429.shtml

12. http://www.termika.ru/dou/ - uHGOPMaITMOHHBIE pecypcesr: «DHIUKIIONE TN
JeTONPON3BOACTBa» U «HopMaTHBHBIE JOKYMEHTHI 110 JIEIIOTPOU3BOICTBYY

13. http://www.i-u.ru/biblio/default.aspx - Pycckwuii I'ymanutaphsiii MaTepHET-

14. Yausepcuret — bubnmoreka yaeOHOW U HAYYHOU JIUTEPATYPHI

8.2. IlepeyeHb Y4eOHO-METOAUYECKOI0 oOOeclmevyeHHs JJIsi CAMOCTOSTEIbHOH PadoThI
00y4yamuxcst Mo JUCHUILINHE (MOIYJIIO).

B mepeduenp  y4eOHO-METOAMYECKOTO  OOECIEeYeHHsS IS CaMOCTOSTEIbHOH  paboThI
o0yyaromuxcs 1Mo AUCUUIIINHE (MOIYIII0) BXOJIAT:
- KOHCIIEKT JICKIUI MO AUCUHUIUIINHE (MOJIYIIIO);

- METO/IMYECKUE MaTepUalbl IPAKTUUECKUX (CEMUHAPCKUX ) 3aHATUH.
I[aHHBIe METOAUYECKUEC MaTcpHralibl BXOOAT B COCTaB METOANYCCKUX MaTcpuraoB
o0pa30BaTeNbHON NPOrpaMMBl.

9. MATEPUAJBHO-TEXHUYECKOE OBECIIEYEHUME JUCHUIIJIMHBI (MOY JISA)

Ne HaumeHnoBanne 000pya0BaHHBIX y4€OHBIX [lepeuenp 000pyIOBaHUS M TEXHUYECKHUX
n/n KaOMHETOB, JabopaTopuit cpeacTB 00yueHUst
1. | Aynurtopus 305 — yueOHas ayautopus ais VYuebnasa mebenb: ctoa — 11 mT., CTynbs-
MPOBEJICHUS 3aHATUN JICKUMOHHOTO THIIA, 23 mT., CTOJ OAHOTYMOOBBIM — | mIT.,
3aHATUI CEMHUHAPCKOTO THIIA, TEKYILErO JIOCKa ayTUTOPHAsl.
KOHTPOJIA U MPOMEKYTOYHOM aTTECTALNH, (22 mocaioYHBIX MeCTa).
2. | Aymuropus 208 — Uil caMOCTOATENBbHOHN | YueOHas MeOens: cToia — 21 mIT., CTyIbs-
paboThI CTYIEHTOB. 21 wr., cryn oducHsli — 12 .,

KOMITBIOTEPHOE KpeCIIo -6 HIT., CTOJ
OJTHOTYMOOBBIH — 1 HIT., CTOM
KOMITHIOTEPHBIN -5 IT., Kadenpa
HACTOJbHAS -2 IIT., mKkad -1 mT., gOCKa
ayJIMTOpHAs TPEXCTBOpYATAs; CTOWKA
HAaKJIOHHAA - 4 IIT., CTEH — 6 IIT.
HacTeHHas KapTa -1 mr.

(38 mocaiouHBIX MECT).

O6opynoBaHue: KOMIBIOTEpHAS TEXHUKA
C BO3MOXXHOCTBIO MOAKIIOYEHUS K CETH
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"UnTepHet" u obecrieueHrueM A0CTyma B
AIIEKTPOHHYIO MHPOPMALMOHHO-
obpazoBarenbHyto cpeay BO MAJI:
KOMIIBIOTEPBI — 13 MIT., 3KpaH HaCTEHHBIN
Luma

100 METOAUYECKHUE VYKA3ZAHUA JIsd OBYYAIOLIUXCA IO OCBOEHHUIO

JUCHUITVIMHBI (MO Y JISA)

Jleknun

I'maBHOE B 1epuoA MOATOTOBKM K JIEKUMOHHBIM 3aHATHUAM — HAy4UThCS METOJaM
CaMOCTOSITEILHOTO YMCTBEHHOT'O TPYZAa, CO3HATENIbHO pa3BUBAaTh CBOM TBOPUYECKHE CIOCOOHOCTH U
OBJIa/IEBaTh HABBIKAMU TBOPYECKON pabOoThI. J[iIst 37TOro HE0OX0AUMO CTPOTO COOMIOAATH TUCIUILIIHHY
yueObl U TMoBeAeHUA. YeTkoe IUIAaHMPOBAHHE CBOEr0 padoyero BpPEMEHH U OTAbIXa SIBISETCA
HEOOXOAUMBIM YCIOBUEM JUISI YCTICIIHON CaMOCTOSITEIbHON pabOTHI.

B ocHOBy ero HyXHO MOJIOKHUTH paboure MporpaMMbl U3ydaeMbIX B CEMECTpe IUCIUILIMH.
EsxenneBHO# yueOHOI paboTe CTyIEHTY CIeAyeT YACIATh He MeHee 9 4acoB CBOEro BPEMEHH, T.€. pHU
IIECTH Yacax ayJUTOPHBIX 3aHATHH CaMOCTOSTENHHON paboTe HEOOXOAMMO OTBOJIUTHL HE MeEHee 3
4acoB.

KaxxnoMmy cTyaeHTy ciefyeT COCTaBiISATh €KEHEAENbHBIM M CEeMEeCTPOBBIA IUTaHBI PabOTHI, a
TaK)Ke IJIaH Ha Kax/plil pabounii neHp. C Beuepa Bcerjga HaJao paclpenessTh padoTy Ha 3aBTpaIIHUN
JeHb. B KOHIIe KaK0ro JHS 11eJ1IeCO00pa3HO MOABOIUTH UTOT pabOThI: THIATENFHO MPOBEPHUTD, BCE JIU
BBIIIOJTHEHO 110 HAMEUEHHOMY ILIaHy, HE OBLJIO JIM KaKUX-TMOO OTCTYIUIEHUH, a eciau ObLIH, 110 Kakou
MPUYMHE 3TO MPOou301LI0. Hy)KHO OCYIIECTBISTH CAMOKOHTPOJIb, KOTOPBINA SIBISIETCS HEOOXOIMMBIM
YCIIOBHEM YCHENIHON y4eObl. ECii 9T0-TO OCTaJIOCh HEBBITIOJHEHHBIM, HEOOXOJMMO H3BICKATH BPEMSI
JUIS 3aBEPUICHHS 3TOM YacTH pabOThI, HE YMEHbIIas 00beMa HEeAeNbHOTO MIIaHa.

CamocrosiTenbHas paboTa Ha JEeKLUUN

Crnymanue U 3anuch JEKUUNH — CI0XKHBIA BUJI ayAUTOPHOIN paboThl. BHUMaTenbHOE CiIyIIaHue u
KOHCIIEKTUPOBAHUE JIEKIMM IPEANonaracT HMHTEHCUBHYIO YMCTBEHHYIO JI€ATEIbHOCTh CTYACHTA.
Kparkue 3anucu Jiekuuii, ©X KOHCHEKTHPOBAHUE MOMOTaeT YCBOUTH yueOHbIH MaTepuan. KoHcmekTt
SIBJIAETCS TOJIE3HBIM TOTJA, KOTJA 3alliCaHO CaMO€ CYILECTBEHHOE, OCHOBHOE U CII€IaHO 3TO CAMUM
CTYICHTOM.

He nano ctpemMuthbed 3amucaTh 1OCIOBHO BCIO JIEKIHUIO. Takoe «KOHCIEKTUPOBAHUE» TIPUHOCUT
Oosble Bpesa, 4YeM MOJb3bl. 3amuch JIEKIUH PEKOMEHAYETCsS BECTH IO BO3MOXKHOCTH COOCTBEHHBIMU
¢dbopmynnpoBkamu. JKenaTenbHO 3aMKUCh OCYIIECTBIIATh HAa OJIHOM CTpaHUIE, a CIEAYIOUIYI0 OCTaBIATh
11 IpOpabOTKH y4eOHOTr0 MaTepHuasa CaMOCTOATENbHO B IOMAIIHUX YCIIOBHSIX.

KoHcnekrt nexuuu jiydiie moapasaensTh Ha MyHKTHI, maparpadsl, coOmoaas KpacCHyl0 CTPOKY.
OrtoMy B OonbLIOW cTenmeHW OyayT cHocoOCTBOBATh IYHKTHI IUIaHA JIEKLMH, MPEASIOKEHHbIE
npenojaBaTensM. [IlpuHuNuanbHble MecTa, oOmnpeaenacHus, (OpMyJIbl U JIpyroe cleayer
COIIPOBO’KAATh 3aMEYAHUSAMHU «Ba)KHO», «0CO00 BaXKHO», «XOPOIIO 3alIOMHUTB» U T.Il. MOXHO J1eaTh
3TO U C MOMOUIBIO Pa3HOLIBETHBIX MApPKEPOB WM pydek. Jlydine eciu oHU OyAyT COOCTBEHHBIMH,
9YTOObI HE MPUXOJMIOCH MPOCUTh UX Y OJAHOKYPCHMKOB UM TEM CaMbIM HE OTBJIEKATh UX BO BpeMs
JIEKLIUH.

[enecoobpa3Ho pa3paboTaTh COOCTBEHHYIO «Mapkorpaduio» (3Ha4KH, CUMBOJIbI), COKPAILICHHS
cioB. He numiaum OyneT u n3ydeHue ocHOB cTeHorpaduu. Paboras Haj KOHCIIEKTOM JIEKLIUH, BCeraa
HEO0OXOJIMMO HCIIOJIb30BaTh HE TOJBKO Y4EOHUK, HO U Ty JIUTEPATypy, KOTOPYIO IOMOJHUTEIHHO
pexoMeH0Ban JekTop. IMeHHO Takas cepbe3Hasi, KpOMOTIMBas paboTa C JEKIMOHHBIM MaTepHaIoM
MTO3BOJIUT TJTyOOKO OBJIa/I€Th 3HAHUSMHU.

Bosnee moppoGHas nHpopMalys o JaHHOMY BOIIPOCY COJIEPKHUTCA B METOAMUYECKUX MaTepHaliax
JIEKIIMOHHOTO Kypca Mo TUCIUILIAHE (MOIYIIO), BXOISAIIUX B COCTAB 00pa30BaTEIHLHON MPOTPaMMBI.

IIpakTHyeckue (ceMMHAPCKHE) 3AHATHSA
HO}IFOTOBKy K KaXJIOMYy IMPAKTHYCCKOMY 3aHATHUIO K&)K)ILIﬁ CTYACHT JOJDKCH HadaTb C
O3HAKOMJIEHHSI C IUIAHOM 3aHSTHs, KOTOPBIM OTpa)kaeT COJAEpP)KAaHUE NPEJIOKEHHOW TEMBI.
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IIpakTHyeckoe 3agaHue HEOOXOIUMMO BBINOJHUTh C YYETOM IPEJUIOKEHHOW IperojaBaTesieM
MHCTPYKIMHU (YCTHO WJIM TUCbMEHHO). Bce HOBbIE MOHATHS 110 U3y4aeMoi TeMe HEOOXOIUMO BBIYUUTh
Hau3yCTh YU BHECTH B INIOCCApUI, KOTOPBIN 11e1ecO00pa3HO BECTH € CaMOro Hayaja N3y4eHUus Kypca.

Pesynbrar Takoi paboTHI JOKEH MPOSBUTHCS B CIIOCOOHOCTH CTYJIEHTa CBOOOJHO OTBETHUTH HA
TEOPETUYECKHE BOIPOCH! IPAKTUYECKOT0 3aHATHS U YYaCTHH B KOJUIEKTUBHOM OOCYKIEHUU BOIPOCOB
M3Yy4aeMOI TeMbI, IPaBUIbHOM BBIIIOJHEHUH MTPAKTUUECKUX 3aJaHUI.

CrpyKTypa MpakTUYECKOTO 3aHATHUS

B 3aBucuMocTH OT coaepkaHMs U KOJIMYECTBA OTBEACHHOI'O BPEMEHM Ha HU3Y4YEHHE Kaxaou
TEMbI IPAKTUYECKOE 3aHATUE COCTOUT U3 TPEX yacTe:

1. OBcyxaeHne TeOpeTHIECKUX BOIIPOCOB, OIPEAEICHHBIX IPOrPaMMOM TUCIIUILIMHBI.

2. BbINoaHEHNE TPAKTUYECKOTO 3a/1aHus C MOCIEAYIOUM pa300poM MOJSyYEHHBIX PE3yJIbTaTOB
WA 00CYX/I€HUE MPAKTHUECKOro 3aJaHMsl, BBIIOJIHEHHOTO JIOMa, €CIIM 3TO IPEIYyCMOTPEHO paboueit
MpOrpaMMON AUCIUIUIMHBI (MOJIYJIS).

3. IloaBeneHne UTOTOB 3aHITHS.

OOcyxeHrne TEOPEeTUYECKUX BOIMPOCOB IMPOBOJIUTCS B BUAC (PPOHTAIBHON Oecelbl CO BCei
IPYIION 1 BKIKOYAET BHIOOPOUHYIO IPOBEPKY MPEIOaBaTeeM TEOPETUUECKUX 3HAHUH CTYICHTOB.

[IpenogaBaTensMu onpeaenseTcss ero coAepKaHue MPaKTUYECKOro 3aJlaHusl U JJaeTcsl BpeMs Ha
€ro BBIIIOJIHEHUE, a 3aTeM UJET 00CyKACHUE pe3yabTaToB. Eciay nmpakTuyeckoe 3aanue J0JKHO ObLIO
OBITh BBIMOJIHEHO J0Ma, TO Ha 3aHATHHU NPENOJaBaTelb MPOBEPSET €ro BHIMONHEHUE (YCTHO WU
MMHUCbMEHHO).

[lonBeneHneM MTOroB 3aKaHYMBACTCS MpakThyeckoe 3aHsATHe. CTyAeHTaM JOJKHBI ObITh
OOBsIBIIEHBI OLIEHKH 32 pabOTy M JaHbl UX YETKHE 0OOCHOBAHMUSL.

Pabora ¢ nmurepaTypHBIMU HCTOYHHUKAMH

B npouiecce noAroToBKM K NPaKTUYECKUM 3aHATUAM, CTYAEHTaM HEO0OXOAUMO 00paTUTh 0co0o0e
BHUMAaHHE HA CaMOCTOSITEIbHOE M3yYEHHE PEKOMEHJOBAHHON Y4eOHO-METOJUYECKOH (a Takxke
Hay4yHoOll u monyispHoil) nuteparypbl. CamocrosiTenbHas paboTa ¢ ydyeOHMKaMH, Y4eOHBIMHU
MoCOOWsIMU, HAyYHOW, CIPABOYHOM M TOMYJISIPHOW JHMTEPATypod, MarepuallaMu TEePHOAMYECKUX
u3gaHuid M MHTepHeTa, CTaTUCTHUUECKUMM [aHHBIMM sIBIseTcs HauOoisiee 3((EeKTUBHBIM METOA0M
MOJIy4YEHUsl 3HAHUM, MO3BOJISIET 3HAYMTEIbHO aKTHBH3UPOBATh MPOLECC OBJIAJCHUS HH(OpMalMen,
crocoOCTByeT Oosiee ITyOOKOMY YCBOGHHIO M3y4yaeMoro Marepuana, (popMUpYeT y CTYIEHTOB CBOE
OTHOIIIEHHE K KOHKPETHOU IpobiiemMe.

bosee rmy0OKOMY PpacKpbITHIO BOMPOCOB CHOCOOCTBYET 3HAKOMCTBO C JOIMOJIHUTEIHHOMN
JUTEPaTypoil, PEKOMEHJOBAaHHOM IpenojiaBaTelieM MO KaXKIAOW TeMe NPAKTHUYECKOro 3aHATHUS, YTO
MIO3BOJISIET CTYJEHTaM IPOSBUTH CBOX0 HMHIUBUAYAJIbHOCTb, BBIABUTH IIMPOKHH CIIEKTP MHEHHUH IO
n3y4yaeMoil mpoodieme.

Bosnee moapoGHast nHpopMalys o JaHHOMY BOIIPOCY COJIEPKHUTCSA B METOAMUYECKUX MaTepHaliax
MPaKTUYECKUX 3aHATUH MO JUCUMIUIMHE (MOAYNIO), BXOIAUIMX B COCTaB 00pa3oBaTEIbHON
IIPOrPaMMBI.

IIpomexyTounas arrecranus

Kaxnplii yueOHbII cemecTp 3akaHUMBaeTCsl cladell 3adyeToB ([0 OKOHUAHMM CeMecTpa) U
9K3aMEHOB (B MEpUOJ HK3aMeHalMOHHON ceccuu). IloaroroBka k caade 3a4eToB M JK3aMEHOB
ABIISICTCSA TaK)Ke€ CaAMOCTOSITeNIbHOU paboToit cryneHTa. OCHOBHOE B MOJITOTOBKE K MPOMEXYTOYHOU
aTTecTalluy M0 JUCHUIUIMHE (MOJYJI0) — MOBTOPEHHE BCEr0 y4eOHOro Marepualia JTUCHUIUIMHBI, 0
KOTOpPOMY HEOOXO/MMO CAaBATh 3a4€T HIIU SK3aMEH.

Tonpko TOT CTYAEHT ycHeBaeT, KTO XOPOUIO yCBOUJ y4eOHbI marepuan. Eciu cTyaeHT mioxo
pabotain B cemecTpe, NPOMyCKal JEKIMU (€CTu JEKIUHN MPeyCMOTPEHbI YUeOHBIM IJIAHOM), CIIyILA
UX HEBHUMATEIbHO, HE KOHCIEKTUPOBAJ, HE U3y4yall pEKOMEH/I0BaHHYIO JINTEpaTypy, TO B Ipoliecce
IIOATOTOBKH K CECCUU €MY NPUAETCS HE OBTOPSTH YXKE 3HAKOMOE, @ 3aHOBO B KOPOTKHUII CPOK M3y4aTh
BeCh Y4eOHBIN MaTepua. Bee 3To 3auacTyro HEBO3MOKHO CAENIaTh U3-3a HEXBATKU BPEMEHH.

Jlns Takoro CTyAEHTa IMOJArOTOBKA K 3a4eTy WM dJK3aMeHy OylneT TPyAHbIM, a HHOIJIA U
HEMOCUJIBHBIM JIEJIOM, a KOHEUHBIH pe3ylbTaT — akaJeMHUyecKas 3aJ0KEHHOCTb, U, KaK CIEICTBHE,
BO3MO>KHOE OTYHCIICHUE.
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Pabouast mporpamMmma AMCHUIUIHHBI (MOJYJISI) COCTAaBJI€HAa B COOTBETCTBHU C TPEOOBAHHUSIMHU
(benepaabHOro TOCYAapCTBEHHOT0 00pa30BaTeNbHOrO cTaHAapTa Beiciiero oopasosanus (PI'OC BO).
Pabouast mporpamMma TUCIMIUIMHBI (MOIYJIs) pacCCMOTpEHA Ha 3aceqanuu Kadeapsl («26»mapra
2020 r., mpoTtokoi Ne 8).

Pa3zpaboruuku:
Ne D.N.0. IToanuce
/1
1. HanunoBa Bepa ApedreBHa — 77

(// 1

Pabouas mporpamma IUCHMIUIMHBI (MOXIYJS) pacCMOTpEHa Ha 3aceJaHuHd Y4E€HOTO COBETa
dakynprera («10» mapra 2020 r., mporokoi Ne 7).

[Ipencenarens yuéHoro coBeta (axkyabTeTa / / C.A. ConoBbeBa/
/A
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