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1.  AHHOTAIMSA TACHUILIAHBI (MOIY.JIS)

B pesynbTate ocBOeHUS IUCHUIUIMHBI (MOIyJsi) y oOydaromuxcss (GOpMHUPYIOTCS CleIyIOIIHe
KOMIIETEHIIMH U JIOJDKHBI OBITh JTIOCTUTHYTHI CIICAYIOUINE Pe3yIbTaThl 00YUYEeHHUs KaK 3Tan (JOPMHUPOBAHUS
COOTBETCTBYIOIIMX KOMIIETCHIIMI:

Kon Pe3ynbrarsl ocBoOeHUA [lepeuenb IaHUPYEMBIX PE3YJIBTATOB O0YUEHHUSI 110
KOMIIETCHIIUH 00pa3oBaTesIbHOI JUCLUTIIINHE
ITPOrpaMMBbI

OIIK-2 TOTOBHOCTB K 3HaTh: BHUJABI KOMMYHMKAallUM B YCTHOM U
KOMMYHHKAIIMM B YCTHON M | MUCBMEHHOM (hopMax Ha PyCCKOM U MHOCTPaHHOM
NUCbMEHHOW (hopMax Ha A3bIKAaX JUIA PELIeHHs 3a7Jad NpoQecCHOHaTbHON
PYCCKOM M MHOCTPAaHHOM JeSATEIBHOCTH
A3BIKAX JUIS PEIICHM 3a1a4
npodeccruoHaIbHON YMETh: ObITh FOTOBBIM K KOMMYHHUKALIUU B YCTHOM
JIEATEIIbHOCTH Y IUCbMEHHOMN (hOopMax Ha PyCCKOM H

WHOCTPAaHHOM $SI3bIKaX JIJIS pEIICHUS 3a/1a4
PO eCCUOHAIBHON e TEIHHOCTH

BJIQJICTh: HAaBbIKAMU TOTOBHOCTH K KOMMYHMKAIIUU
B YCTHOM W NMUCHbMEHHOW (hopMax Ha PYCCKOM H
WHOCTPAHHOM  sI3bIKax JUIA  pelIeHus  3aaad
pohecCHOHANBLHOM e TEeNIbHOCTH

Tpynoemkocts gucuumiannsl (moayJs): 3 3.E.
dopma MPOMEeKYTOUYHOI aTTecTanuu: 3a4eT (3 cemectp).
®opMBbI TeKYyLIero KOHTPOJIS yCIIeBAeMOCTH:
- YCTHBIH ompoc (dppoHTanbHast Oecea, MHAUBUAYAIbHBIN OMPOC, TOKIa/Ibl);
- IpoOBepKa MHUCbMEHHBIX 3aJaHUi (HaNHWCaHUE 3CCe, KOHCIEKTUPOBAHME HAyuYHBIX CTaTeH,
o(hopMIIeHHE JIeTOBOM MEPEIHCKH);
- TECTUPOBAHUE;
- pelIeHre CUTYaIlMOHHBIX 3a/1a4.
Paznesnl pucunianHbl (Moay.as), BUABI 3aHATHH U (popMHpyeMble KOMIIETEHIIHM T10 pa3ejiam
AUCHMILINHBI (MOYJIs1):
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1 [Ipeamer, copeprkaHue U 3a1a4d JUCITUTITHHBI 2 4 6 OIlK-2
«JloKyMEeHTO000POT U JENONPOU3BOACTBOY.
2 | Ucropusi BOSHUKHOBEHHUS Y PA3BUTHS 2 | 4 6 OIIK-2
OTEUYECTBEHHOT'O JICIONMPON3BOCTBA.
3 OO01mre HOpMBI U TIpaBwIia 0OPMITEHUS JOKYMEHTOB. | 2 4 6 OIIK-2
JlokymeHTHpoBaHHas HHGOpMAIIHSI.
4 | Opranu3anmoHHO-PaCTIOPSAIUTEIbHAS 2 | 4 6 OIIK-2
TOKYMEHTAIUs: TIOHSTHE, KiIaccu(PUKaIs, COCTaB U
o(OopMIICHHE PEKBU3UTOB. BIIaHKHM TOKYMEHTOB.
5 SI3BIK U CTUIIb CITYKEOHOM TOKYMEHTAITUH. 2 4 6 OIIK-2




TunuaHeie OMMOKH.

6 OdopmieHne npuka3oB, OPraHU3AIHOHHO- 2 | 4 6 OIIK-2
NPaBOBBIX U APYTUX PACIOPSAUTEIBHBIX
JIOKYMEHTOB.

7 OdopmieHue ciry)keOHBIX TTUCEM U APYTOU 2 4 6 OIIK-2
WH(OPMAIMOHHO-CIIPABOYHON JIOKYMECHTAIIUH.

8 | JloxymeHTHpOBaHHE KOMMEPYECKOM JESITCIIbHOCTH 2 | 4 6 OIIK-2
TPEITPHUSTHSL.

9 MexnayHapoaHas nepenucka. JJokyMeHTHI 1o 2 4 6 OIIK-2
BHEITHEOKOHOMUYECKOU JACSITEITLHOCTH.

10 | Jemonpou3BOACTBO MO MUChbMEHHBIM M YCTHBIM 2 | 4 6 OIIK-2
oOpallleHUsIM I'paX/iaH.

11 | JlokyMEeHTUPOBAaHKE TPYAOBBIX OTHOIICHUH. 2 4 6 OIIK-2

12 | Pabora ¢ kKOH(UIEHITUAITEHBIMH IOKYMEHTAMHU. 2 4 6 OIIK-2

13 | Cayxo6a IOV (mokyMeHTallmOHHOE O0ecTieueHue 2 4 6 OIIK-2
yIpaBJICHUs]) B OpraHU3allHsIX.

14 | Opranuzanusi T0KyMEHTO000pOTA. 2 | 4 6 OI1K-2

15 | Perucrpanusi TOKyMEHTOB. 2 4 6 OIIK-2

16 | KoHTpOJIb CPOKOB UCTIOTHEHUS JIOKYMECHTOB. 2 | 4 6 OIIK-2
CocraBieHre HOMEHKIIATYP, TEKYILES U OTIePaTUBHOEC
XpaHEHHE JIeTl.

17 | ApxuBHOE XpaHEHHUE TOKYMEHTOB. 1 5 6 OIIK-2

18 | TexHuveckue cpeacTBa, MPUMEHSIEMBIC B 1] 4 5) OIIK-2
JICIIOTIPOU3BOJICTBE

Bcero yacos: 17 17 | 71 | 107

2.  HEJb U 3AJJIAYY OCBOEHUSA JUCHUIIJIMHBI (MOAY JIS1)

Llenpto OCBOEHMsI IUCLUIUIMHBL sBIsieTcs (OpPMHpPOBAHUE Y OOyYaroIUXcs KOMIIETEHIMH B

cootBeTcTBUM ¢ TpeboBaHusIMU OI'OC BO u oOpa3oBaTenbHOM nporpaMmsl.

3aziayaMy OCBOCHMSI TUCLUIUIMHBI SIBJISIFOTCSL:

- npuoOpereHrne oOyyarolMMUCS 3HaHUN, YMEHUM, HaBBIKOB U (WJIK) OMbITa Ipo(heCcCUOHATBHON
NEeSITeIbHOCTH, XapaKTEPU3YIOUIMX 3Tambl (OPMHUPOBAHUS KOMIIETEHIIMH B COOTBETCTBHM C
y4eOHBIM IJIAHOM U KaJIeHJapHbIM rpaukoM y4eOHOTo mpoliecca;

- OIIEHKAa JOCTIDKEHHUS OO0YyYalolUMHCS IJIaHUPYEMBIX pe3yabTaToB OOydeHHMsl Kak JTama
(GbopMHUPOBaHUS COOTBETCTBYIOIINUX KOMIIETEHIIUH.

3. MECTO JUCHOMIIIMHBI (MOAYJSI) B CTPYKTYPE OBPA3OBATEJBHOM

IMPOI'PAMMBbI

JuctunnuHa (MOyNib) peanu3yeTcss B pamkax 0a3oBoil yactu bioka 1 «/lucuumiuael (MOmymm)»
y4eOHOro IJaHa.

Huctunnuaa (Moayns) Oasupyercs Ha pesyibTaTaxX OOY4YEHHS IO CIEIYIONUM JUCIUIUTHHAM
(Monynsim), mpakTUKaM: « MeHEeKMEHTY, «Y 4eOHast TpaKTUKa» U Jp.

Pe3ynbrarel 0O0y4yeHMSs, TOCTUTHYTHIE IO HMTOTaM OCBOEHHUS JaHHON JUCHUIUTMHBI (MOJIYJIS)
SBJITFOTCSI  HEOOXOIMMBIM  YCIIOBHEM JUIS  YCIIENIHOTO OOYYCHHSI TIO CISAYIONIUM JTUCITUTUIMHAM
(Momynsm), mnpakTtukam: «lIpakTuka 1m0 moNy4YeHHIO TPO(EeCCHOHANBHBIX YMEHHUH U OmbITa
poeCCUOHATHHON JIEATETHHOCTH.

4. NJIAHUPYEMBIE PE3YJBTATHBI OBYYEHHUA 110 JAUCHOUIIVIMHE (MOAYJIIO),
COOTHECEHHBIE C INNIAHUPYEMbBIMH PE3YJIbTAMH OCBOEHUA
OBPA3OBATEJIbHOM ITPOI'PAMMBbBI

B pesynapTaTte OCBOGHMSI MUCHUIUIMHBI (MOAYJs) y oOydaromuxcsi (GOpPMHUPYIOTCS CIEAYIOIINE
KOMITETEHIINH | JIOJDKHBI OBITh IOCTUTHYTHI CIIEAYIONINE Pe3yabTaThl 00y4UeHUS KaK dTan (OpMUPOBAHUS
COOTBETCTBYIOIIMX KOMITCTCHITUH:



Kon

Pe3ynbrarel ocBOCHUS

[lepeueHb IAHUPYEMBIX PE3YNIbTATOB O0YUEHHSI 10

KOMIIETCHIINH o0pa3oBaTenbHON JUCLUIUIAHE
IIPOrpPaMMBbI
OIIK-2 TOTOBHOCTB K 3HAaTh: BHUJAbl KOMMYHHUKAallUM B YCTHOM H

KOMMYHUKAIIMX B YCTHOU U
NUCbMEHHOMW (hopMax Ha
PYCCKOM ¥ MHOCTPAaHHOM
S3BIKAX JUIS PEUICHUs 3a1a4
npodeccruoHanbHON
JeATEIILHOCTH

MUChMEHHOU (hopMax Ha PyCCKOM U MHOCTPAaHHOM
S3BIKAX JUIS PEIICHUs 3a1ad MpoeCcCHOHATHHOU
JIEeATEIbHOCTH

YMETb: ObITh TOTOBBIM K KOMMYHHUKAIIUU B YCTHOM
U IUChbMEHHOM (hopMax Ha PyCCKOM U

WHOCTPAHHOM SI3bIKaX JJIsl PEIICHUs 3a1a4
npodecCuOHaNBHOM e TeIbHOCTH

BJIAJICTh. HaBbIKAMM I'OTOBHOCTHM K KOMMYHHKAIUH
B YCTHOW M MHCbMEHHOW (hopMax Ha PYCCKOM H
MHOCTPAaHHOM  s3bIKax JUIl  pEUICHMs  3a1ady
po(heCcCHOHAITLHOM IS TEIIbHOCTH

5.  CTPYKTYPA U COAEPKAHUE JUCIUIIJIMHBI (MOAYJISA)

5.1. O6beM AUCHMILUINHBI (MOYJIS1) M BUABI Y4eOHOI padoThl.
OO61uit 00BEM (TPYI0EMKOCTD) TUCIUILTHHBI (MOIYJIS1) COCTABIsIET 2 3aueTHbie eauHuilbl (3.E.).

TpyaoeMkocTh CemecTpsl (Hex)
axaten. sacon. Cemetp 3 (16)
Bun yae6HOI paboTh - -
B tom uncne B CamocTto
Bcero | mHTEpakTHBHO | BCero Konraxrias SITENbHAS
9 pabora
it popme pabota

YuebHasi padora (0€3 KOHTPOJIsI), BCEro: 107 8 71 34 71
BIOM | Mexuwu (JT) 17 4 17
qHCIe!

Ipaxrraeckue 3ansaTus (I13) 17 4 17

JlabopatopHsie paboTs! (JIP)

Kypcogoii mpoekt (KIT) -

Kypcogast pabora (KP) -

PacuerHo-Tpadmueckue paboTh

(PTP) i

Pedepar i

KontpossHas pabora -

Jpyrue Bujpl paboThl 73 73
KonrakTHasi padora 1 1 1
KonrtakrtHas pabota B cemectpe (KC) 1 1 1
KonrakTHas paboTa B 3K3aMEHaIMOHHYIO
ceccuto (KA)
KonrpoJs, Beero:
B ToM Ok3aMeH
quce:

3auér
3auéT ¢ oneHKon

@opMa MPOMeKYTOUHOI aTTecTAlUM 3au. 3au.
O0mas Tpy10eMKOCTb, 4. 108 108
O0mas Tpy10eMKocTh, 3.E. 3 3

5.2. Pa3nesibl AMCUMILIMHBI (MOAYJIs1), BUAbI 3aHATHI M GopMHpyeMble KOMIIETEHIIMH 110 pa3aesiaM
AUCHMILIMHBI (MOAYJIs1).
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1 [Ipeamer, copepkaHue U 3a1a4d JUCHUTUIMHBI 2 4 6 OIIK-2
«J1oKyMEHTOO0OPOT U JEIOIPOU3BOACTBOY.
2 | Ucropust BOSHUKHOBEHHUS M Pa3BUTHS 2 | 4 6 OIIK-2
OTEYECTBEHHOI'O JIeJIONPON3BOCTBA.
3 OO61mue HopMBI U TIpaBwiia 0pOpMIIEHUST JOKYMEHTOB. | 2 4 6 OIIK-2
JlokymeHnTupoBanHas nHbopMalus.
4 | Opranu3aimoHHO-pacIopsIUTEIbHAS 2 | 4 6 OIIK-2
JTOKYMEHTAIUs: IOHSTHE, KiIaccu(PUKaIs, COCTaB U
o OopMIICHHE PEKBU3HUTOB. bIIaHKN TOKYMEHTOB.
5 SI3BIK ¥ CTHITB CITY)KEOHOM TOKYMEHTAIIUH. 2 4 6 OIIK-2
Tunumaabie OMNOKY.
6 OdopmieHne npuka3oB, OpraHU3AIHMOHHO- 2 | 4 6 OIIK-2
MIPABOBBIX U JPYTUX PACTIOPSTUTEIIBHBIX
JIOKYMEHTOB.
7 Odopmienue ciry:keOHBIX TUCEM U APYTOU 2 4 6 OIIK-2
MH(}OPMaIMOHHO-CIIPABOYHON TOKYMEHTAIIUU.
8 | JlokyMeHTHpOBaHUE KOMMEPUYECKOM NeATEIbHOCTH 2 | 4 6 OIIK-2
PEITPHUSTHSL.
9 MexnayHaponHas nepenucka. JJokyMeHTHI 110 2 4 6 OIIK-2
BHEITHEOKOHOMUYECKOU JCSITEITLHOCTH.
10 | JenomnpousBoICTBO MO MUCHbMEHHBIM U YCTHBIM 2 4 6 OIIK-2
00paleHusIM TPaK/IaH.
11 | loKkyMeHTUpOBaHHE TPYAOBBIX OTHOIIEHUI. 2 4 6 OIIK-2
12 | Pabora ¢ KOH(HICHITHATEHBIMH IOKYMCHTAMHU. 2 4 6 OIIK-2
13 | Cayxo6a IOV (mokyMeHTalmoHHOE o0ecTieueHue 2 4 6 OIIK-2
VIIPaBIICHUS) B OpTaHU3aIUsIX.
14 | Opranusanus JOKyMEHTO000pOTA. 2 | 4 6 OIIK-2
15 | Perucrpanusi TOKyMEHTOB. 2 4 6 OIIK-2
16 | KoHTpOJIb CPOKOB UCTIOTHEHUS JIOKYMEHTOB. 2 | 4 6 OIIK-2
CocraBieHre HOMEHKIIATYp, TEKYIee U ONEPaTUBHOE
XpaHEHUE JIe]I.
17 | ApxuBHOE XpaHEHUE IOKYMEHTOB. 1 5 6 OIIK-2
18 | TexHuveckue cpeacTBa, MPUMEHSIEMBIC B 1] 4 5) OIIK-2
JIEJIONPOU3BOJICTBE
Bcero yacos: 17 17 | 71 | 107

5.3.
Tema 1. [Ipeamer, cogep:kaHue W 3aJa4YM JUCHUILTHHBI «/{0KyMeHT0O000POT U 1€J10NIPOU3BOACTBOY.
[TonsiTHE TEPMHUHOB «JIOKYMEHT», «IOKYMEHTOBEICHHEY,

Conep:xaHue THCHHUILINHBI.

YIIPpABJICHUA», «ACJTONPOU3BOACTBO», KKOPPCCIIOHACHIIUA).

Jlenonpou3BoACTBO KaK OTpacilb JEATENbHOCTH B cdepe ynpasieHHs. COBPEMEHHOE COCTOSHHE

ACIJIOMPOU3BOJACTBA.

OpranuzaloHHOE TOCTPOEHUE CIIYKObl Jelonpou3BoJcTBa. Pacnpenenenue QyHKIUN Mexay

noapasaACIICHUAMUA JCJIOIIPOU3BOJACTBA U UCITIOJIHUTCIISIMU.

HopmaTtuBHo-nipaBoBasi 6a3za opraHu3aluy JTOKyMEHTAllMOHHOIO OOecreueHusl yHpaBlieHHUs Kak

OCHOBA TCXHOJIOTUH MPOLECCOB YIIPABJICHU.

3HaueHue TOKYyMEHTAlHOHHOTO 00ecIiedeH sl yIpaBIeHUsI.

CIOKYMCHTAIIUOHHOC o0OecrieueHue

Tema 2. I/ICTOPHH BO3HUKHOBCHHS H PAa3BUTUA OTCYECCTBCHHOI'0 ACJIONMPOU3BOACTBA.




Jloxymentuposanue B | X-XV BB.

[Tpukaznoe nemonpounsonacto (XVI-XVII BB.)

Cucrema koymexckoro aenornpousBoactsa (XVIIIBg.)

Munucrtepckoe aenonpon3BoactBo XIX - nHayama XX BB.

DopMHUPOBAHUE CUCTEMBI COBETCKOTO Aesornpon3BoacTsa (1917-1940 rr.)

Uctopus ynpasienus u aenonpou3poactsa B 1950-1990 rr.

CoBpeMEHHOE TOCYJapCTBEHHOE PEryJIMPOBAaHUE JETIONPOU3BOICTBA.

Tema 3. O01mHe HOPMBI U MPABUJIA 0(POPMJIIEHUSA TOKYMEHTOB. JJOKyMeHTUPOBAHHASI MH(OPMAIIUS.

JloKyMeHT, €ro OCHOBHBIC (DYHKIMH (MHPOPMALMOHHBIE, KOMMYHHKATUBHBIE, yIIPaBICHYECKHE,
[IPaBOBbIE, KYJIbTYpPHBIEC, HCTOPUUECKHUE).

Knaccugukarus TOKyMEHTOB (110 MECTY COCTaBJICHHS, MO COJEPX aHMIO, MO (GopMme, MO CpoKam
UCIIOJIHEHUS, TI0 TMPOUCXOXKICHHUIO, MO CcpeacTBaM (uKcaluu, Mo IOPUIANYECKON Cuie, MO CTagusM
coznanust). 3axonbl, 'OCTrI 1 k1accupuKaToOpsl HA JOKYMEHTHI.

Bunel pekBuzuToB N0KymMeHTOB. [IpaBuia odopmiieHus OTHENBbHBIX PEKBU3UTOB JOKYMEHTOB.
CocraBiieHnEe JOKYMEHTOB.

CucreMbl JOKyMEHTanuu.  YHUUKALUA W CTaHAapTU3anus. YHUPUIUPOBAHHBIE CHUCTEMbI
JOKYMEHTAI1H.

HupopmaninoHHO-A0KYMEHTAIIMOHHOE 0OecrieueHre paboThl anmnapara yrnpaBieHHUs.

Tema 4. Opranu3aliuOHHO-PACHIOPSAANTE]bHAS JOKYMEHTALMSA: NOHATHE, KIacCH(UKAIUs, COCTAB
U opopMJIeHHEe PEKBU3UTOB. BlIaHKH 10KYMEHTOB.

OdopmiieHre ynpaBIIEHYSCKOW TOKyMEHTanuu. [loHATHE W KiIacCH(UKAIUS OpPraHU3aIOHHO-
pacnopsIIUTENbHBIX TOKYMEHTOB. COCTaB U CXEMBbI PACIIOIOAKEHUS PEKBU3UTOB.

bnaHky JOKYMEHTOB U UX BUJBI.

OdopmieHne peKBU3UTOB  OPraHU3AIMOHHO-PACHIOPSAUTENBHBIX  JOKYMEHTOB.  PeKBHU3HTHI
3aroJIOBOYHOM 4YacTH JOKYMEHTa. PEKBU3WUTBI COAEpP/KATEIbHOM YacTH JOKYMEHTa. PexkBU3HTHI
odopmisronel yacTu JoKyMeHTa. TpeOoBaHHUS K HM3TOTOBIEHHUIO JTOKYMEHTOB.

TpeboBaHMs K M3TOTOBJICHUIO, YUETY U XPAHEHHUIO TepOOBBIX OJIAHKOB.

HopMsl 1 TpeGoBaHMS K pa3MELIEHUIO PEKBU3UTOB TOKYMEHTOB.

Opranu3anroHHbIe JOKYMEHTHI. Pacniopsiautenbubie foKyMeHTHL. [IpoTokonbsl. MHpOpMannonHo-
CIIPaBOYHBIE IOKYMEHTBHI.

Tema 5. SI3bIK ¥ cTHIIBb CiIy:KeOHOI 1oKkyMeHTAUMU. TUNUYHbIE OIIHOKH.

OO11ast XapakTepUCTHKA CTUIIS CITY>KEOHOM TOKyMEHTAlHH.

Hopwms! oduninanbHO-A€10BOr0 CTUIIS.

Penakropckas mpaBka Ci1y>KeOHbBIX JOKYMEHTOB.

CTpyKTypHBIE OLINOKH.

Cuntakcuueckue omuoku. OmunlKy, CBsI3aHHBIE C HENPABUIBHBIM MOPSIKOM CIIOB B MPEATIOKCHHH.
Hapymienne cnenuduku yrnoTrpebieHUs AeenpuyacTHBIX 000poToB. OmmOKH, BO3HUKAIOIIUE B
pe3yJIbTaTe HE3HAHUs CTPYKTYPBI CIOXKHOTO MpemiokeHns. HernpaBuiibHOE MCIOIB30BaHUE MTPENTIOTOB.
HenpasuiibHOE cornacoBaHue B Majiexke.

Mopdonornueckue omunbku. CornacoBanue onpeneneHuil. OmuOKy Ipyu ynoTpeOIeHuH MOJTHOH U
Kpatkoi (opm wuMeH mpuiarareabHbiX. OmuOkM B YNOTPeOJEHUHM KOJIMYECTBEHHBIX MMEH
YUCIINTENbHBIX.

Jlexcuueckue OmMOKH.

Tema 6. OdopmileHHe NPHKA30B, OPraHU3AIMOHHO-NIPABOBBIX M JIPYIHX PacHoOpsiAUTeIbHBIX
AOKYMEHTOB.

OOmast XxapakTepUCTHKa OCHOBHBIX O3TaroB IOATOTOBKM MpHka3oB. OdopmieHrne U OCHOBHBIE
peKBU3UTHI IpuKa3a. OpopmiieHre pacops>KeHUs!, yKa3aHusl, TIOCTAHOBJICHUS, PEIICHNUS.

PazpaboTka ¥ yTBepXKJAE€HHE KOMIUIEKCA OPraHM3alMOHHO-TIPABOBBIX JOKyMEHTOB (YcTasB,
[TonoxxeHne 00 opraHu3aly, CTPYKTYPHBIX MOJpa3elieHnd, KOJUIETHAIBbHBIX M  COBEIATEeNIbHBIX
opraHax; IITaTHOE pacnucaHue; oQopMIIeHHE MOJOXKEHUM, WHCTPYKIMU 10 OTIENbHBIM BHIAM
NeSITeIbHOCTH;, JTOJKHOCTHBIE HHCTPYKIIUN).

Tema 7. Opopmienne ciay;keOHbIX MCeM U APYroi HHGOPMAIMOHHO-CIIPABOYHOMH JOKYMEHTALIMH.

[Tonsitue «ciyxeOHOe NUCHMO». Pa3HOBHUAHOCTH CIIy’KEOHBIX MUCEM. PEKBU3UTBHI U CTPYKTypa
CITy>K€OHOTO MUCHhMA. SI3BIK U CTHIIb CIY)KEOHOTO MHUChMa. DTHKET B cIy)keOHOU nepenucke. OOpasisl 1
puMepbl 0(OPMIICHUS CITY>KEOHBIX MHCEM.



Hasnauenue u kmaccudukaiusi OeNOBBIX NMUCEM (TapaHTHIHOE MUCHMO, 3aKa3, 3ampoc, 3asBKa,
u3BellleHne, MHPOPMAIMOHHOE MHCbMO, HAllOMHHAHHUE, OTKa3, OTKPHITOE IMHUCHbMO, MOITBEPKACHUE,
Npe/UIOKEHHe, TMpPUIJIAIIEHUEe, Mpock0a, pEeKOMEHJAaTeIbHOe IHChMO, COrJlache, COOOIIeHuE,
COTPOBOAUTEIHHOE MUCHMO, TpeOOBaHUE, YBEIOMIICHHUE).

JenoBas nepenucka. JlenoBble BCTPEUM UM BU3UTHL. YUYacTHE B BBICTaBKaX M SpMapKax.
[IpencraBienue HHTEPECOB U MOCpeIHNYECTBO. KOH(IUKTHBIE CUTYAIHH.

IIuceMenHass koppecnoHaeHumsa. Hocurtenm mNHUCbMEHHOW KOppecnOHAEHUMH. bymara s
MMCbMEHHOW KOPPECOHIeHIIMU. BUIbI MOYTOBBIX OTIPABICHUIHA.

OcobenHoctn  OOpMIICHHSI THCEM, IMEpeaBacMbIX OSJEKTPOHHOH IMOYTOW M MO KaHalaM
ANEKTPOCBSI3H.

Odopmienue akTa, TPOTOKOIIA, TOKIATHOM, CITyKEOHON 1 OOBSICHUTEIHHOMN 3aITUCOK.

Tema 8. JlokyMeHTHpPOBaHNE KOMMEPUYECKOM JeATeJIbHOCTH NPeANPUATHS.

Kommepueckue nucbma. [[oroBopsl (I0roBop KyIUIM-NIPOJAXH, J0TOBOp mHocTaBkH). IIporokosibt
pa3HOTIacHil K 10roBOpaM MOCTaBKH.

Kommepueckue akThbl.

[Iperen3noHHO-UCKOBasA ToKyMeHTanus. MickoBeie 3asBienus. [IpeabsaBnenue ucka. Pekomenpanuu
10 0()OPMIICHUIO UCKOBOTO 3asBICHHS. [JJOKYMEHTBI, IpHjIaraeMble K HICKOBOMY 3asBiieHHI0. OcTaBieHne
MCKOBOTO 3asiBJICHUS 0€3 TBUKCHHUSI.

[Tucemo-tipeTeH3ust (pexaamanus).

Kaccarnmonnas »xano6a (00xanoBaHue peuieHus cya o KICKOBOMY 3asiBICHUIO).

Tema 9. MexayHapoanasi nepenucka. JJokyMeHTbI 10 BHEIIHEIKOHOMHUYECKOM e TeJIbHOCTH.

MesxyHapoiHble CTaHIapThl 0 odopMieHHI0 AJoKyMeHTOB. Dopmatel Oymaru. [IpoextupoBanue
0aHKOB. PEeKBU3UTHI MEKTYHAPOTHOTO MHCHMA.

[ToaroroBka Jen0BOM KOPPECIIOHACHIIUHU AJIs 3apYOC)KHBIX TAPTHEPOB.

OdopmiieHne KOPPECIIOHIICHIIMA B aHTJIOSA3BIYHBIX cTpaHaX. CTpykrypa Qopmynsipa U cocTaB
PEKBHU3UTOB CIyX)eOHOTO uchMa. TpeboBaHUs K OPOPMIICHHIO KOHBEPTOB.

C6op nrpopmarum o AeI0BOM mapTaepe. Berpeun, oOMeH Buzntamu. BricTaBouHas A€ATEIBHOCTb.
Horosopsl. Konduuktaeie cutyauuu. Kondumuktel. Mudopmanmonnoe obecrieuenue. DUHAHCOBBIC
BoIpockl. Tpancnopr.

Knaccugukaius 10KyMEeHTallMK [0 BHEITHEIKOHOMHUYECKOM iesTenbHOCTH. ToproBas perucrpanus
U TOProBbl€ KHUTH BO BHEIIHEIKOHOMMUYECKOHN NeATeNbHOCTH. TexHudyeckass U ToBapHasi TOKyMEHTAIIMsL.
Bunsl KOHTpakToB, O(QOPMIISIOIIMX BHEIIHEAKOHOMHUYECKYIO JeATeNbHOCTh. DOpMBI MPUIOKEHUH K
koHTpakTam. OdopmiieHre nomodHeHUd W crienudukanuii Kk KoHTpakTtaM. CTPYKTypa U COJIepKaHUE
JIOTOBOpaA O KYyIUIE-TIPOJAXKE.

Tema 10. /Iesionpou3BoACTBO 10 NMCbMEHHBIM H YCTHBIM 00pallieHUsIM IPaKAaH.

CraHOBNIEHME U pa3BUTHE OTEUECTBEHHOTO JIEJIOMPOM3BOJCTBA MO pabore ¢ OOpalleHUIMH
TpakJIaH. 3aKOHOJATEIBHOE pETyIHpOBaHHE pabOThl ¢ oOpamieHusMH TpaxkaaH B Poccuiickoi
@enepanun. Knaccugukanus obpamenuil rpaxnaad. [lucemenHbsle oOpamieHus rpaxkiad. KoHTposb
WCIIOJIHEHUS! MHUCEeM TrpaxJaH Jlemonpou3BoAcTBO Mo oOpamieHusM rpaxjaaH. OpraHuzanus JHUYHOTO
npuema rpaxzaas. Mapopmuposanue rpaxaan. OOpaiieHus 1 3anpocsl 0co0oro koHTposist. Opranuzanus
paboTHI ¢ OOpalIeHUsIMU JACTyTaTOB.

Tema 11. lokymMeHTHpPOBaHHE TPYAOBBIX OTHOLICHHIA.

Knaccudukanus J0KyMEHTOB 110 JINYHOMY COCTaBYy.

OdopmiieHne JOKYMEHTOB, HCHOJB3YyEeMBIX MpH IpHeMe Ha paboTy (pe3tome, 3asBICHUE).
Odopmnenne mnpukaza (pacmopsoKeHHs)) O TNpueMe Ha padory. JlOKyMeHTHI, NpeabsBiIseMble MpU
3aKJIIOYEHUU TPYyJAoBOro jaoroopa. OdopmiieHue TpyAoBOro norosopa. JInynas kaprouka paOOTHHKA.
XapakTepuctuka paboTHuka. ABroouorpadus padoTHuka. AHkeTa paboTHHKA. JInyHOE Neno paboTHHKA.
TpynoBas KHHXKA: BbIZIaYa, 0POpPMIICHHE, XPaHEHHE.

Odopmnenue mpukasa (pacmopspKeHHUs) O epeBoie padOTHUKA HA IPYTYIO paboTy.
JIOKyMEHTUpOBaHHE Mpoliecca YBOJIbHEHHS (PaCTOPXKEHUS TPYIOBOTO IOTOBOPA).

Tema 12. Pabora ¢ KOHpUACHIMATBHBIMUA JOKYMEHTAMHU.

Opranuzanus paboThl ¢ KOHPHUIEHIMAIBHBIMU JOKYMEHTaMH. 3aKOH «O KOMMepYecKol TaiHe».
3amuTa NepcoHaNbHBIX JaHHBIX paboTHHKA. DenepanbHblil 3aK0H «O MepPCOHANTBHBIX TAHHBIX.

Caenenus, OTHOCSIIUECS K KOHOUASHIMATbHON HHPOpMaluU. 3aluTa JOKYMEHTOB, COJEpKaIUuX
KOMMepueckyro TaifHy. Opranuzanus paOoTbl C JOKYMEHTaMH, COAEpKAallUMU KOH(UIEHIIHAIbHbIE
CBEZICHHUSI.



TexHonorus 00paboTKH KOH(HICHIINATIBHBIX JIOKYMEHTOB. Oransl NOJTOTOBKU
JeIONPOU3BOAUTENIEM KOHGUACHIMAIBHBIX JOKYMEHTOB. OCHOBHBIE ONEpPALlMOHHBIE TEXHOJIOIMYECKHE
CXeMbl 00pa0OTKH KOH(PUACHIUATHHBIX JTOKYMEHTOB. YUYeT MOJATOTOBJICHHBIX KOH(DUIECHIINAIBLHBIX
JIOKYMEHTOB.

Tema 13. Cay:xkoa JOY (10KymMeHTallMOHHOE o0ecnieyeHHe YPaBJIeHUs1) B OPraHU3alHuAX.

Cnyx06a JIOY (moxymeHTalmoHHOE oOeclieueHre yIpaBieHus) B OpraHu3aliy. 3a1aud U PyHKITUU
ciyxk061 JIOY. TunoBble oOpraHM3allMOHHBIE CTPYKTYpbl ciyxOb1 JJOY B opranuzamuu. OyHKIHH
CTPYKTYPHBIX noapazaenenuii ciayx0sl JJOY. [IpaBa u orBeTcTBEeHHOCTH Ci1y)0bI [IOY B opranuzanuu.

JIOMKHOCTHOM M TEXHUYECKUH CcOCTaB paOOTHHKOB. (DYHKIIMOHAIBHBIC OOS3aHHOCTH COCTaBa
cyx0b1 [1IOY. HopMaTtuBHas perjaaMeHTanus W yCcJIOBUS Tpya paboTHUKOB ciryx0b1 JIOY.

Tema 14. Opranuszauusi 10KyMeHT0000pOTA.

[Ipo6Giiema coBepIeHCTBOBaHUSA AJOKYMeHTO0O0poTa. [ToHsATHE «I0KYMEHTOOOOPOT», €ro pa3BUTHE
Y HOPMaTUBHO-METOANYECKAs periaMeHTalus. XapakKTepUCTHKH JJOKYMEHTO000pOTa.

OcHOBHBIE TMpaBWJIa OpraHU3alldd JOKyMEHTooOopoTa B yupexiaeHuu. llpueMm, nepBuuHas
00paboTKa, pacrhpeneseHHe NOCTYMUBIIMX JOKYMEHTOB. llOpsioK HampaBlieHHsl HAa HWCIOJHEHHE H
paboTel ucnomHUTENs C JOoKyMmMeHTaMu. llopsaok o0paboOTKM HCXOISMIIUX JOKyMEeHTOB. OTmpaBka
JIOKYMEHTOB.

Tema 15. Perucrpanusi 10KyMeHTOB.

[ToHsiTe CHCTEMBI PETUCTPALUU JTOKYMEHTOB. 3Hau€HUE U 33Ja4d PETUCTPALMU JIOKYMEHTOB.
OO61ue npaBuiia perucTpanuu J0KyMeHToB. @OpMBI M IOPSAIOK PETUCTPALUU TOKYMEHTOB. MHaekcanus
JIOKYMEHTOB.

Opranuzanus  COpaBOYHO-UH(GOPMALMOHHONW  pabOThl.  ABTOMATH3UPOBAHHBIE  CHUCTEMBI
perucrpanuy JOKyMEHTOB.

Tema 16. KoHTpo1b CPOKOB HCIOJHEHUS JOKYMEHTOB. CocTaBjiecHMe HOMEHKJIATYpP, TeKyllee H
onepaTHBHOE XpaHeHue Jiel.

Llenb 1 3a1a4M KOHTPOJISE CPOKOB HCIIOJIHEHUSI JOKYMEHTOB. 3HAU€HUE, BUIBI U OPMBI KOHTPOJIS
CPOKOB MCIIOJIHEHMSI JOKyMeHTOB. CpokoBasi KapTOTeKa. ABTOMAaTH3UPOBAHHBIE CUCTEMbBI KOHTPOJIS
CPOKOB UCTIOJTHEHHSI IOKyMEHTOB.

CocraBnenne HOMeHKIATyp Jen. Opranusanus TeKyLUero XpaHeHus: J0KyMeHToB. PopMupoBaHue
U ONIEpaTUBHOE XPAHEHUE JIEI.

Tema 17. ApxuBHOe XpaHeHHe JOKYMEHTOB.

ITonroroBka nen K meperade Ha apXMBHOE XpaHEHHME. OKCIEPTH3a LIEHHOCTH JIOKYMEHTOB B
JIeONIPON3BOICTBE. Bunbl apxuBHbIX M0KyMeHTOB. Odopmiienue nen. CocTaBlieHHE OMUCEH el
ObecnieueHre COXPAHHOCTH JTOKYMEHTOB. [lOpAIoK YHMUYTOXKEHHS JOKYMEHTOB M JeJl C HCTEKIIUMHU
CpOKaMH XpaHeHus. Jleno3utapHoe XpaHEeHUe JOKyMEHTOB.

HopMmaTtuBHO-IpaBOBOoe oOecrliedeHre JesATeNbHOCTH apXxuBoB B Poccuiickoit ®Denepamuu.
HopmartuBHas pernamenTanust paboThl apXMBOB OpraHu3aluil. XpaHEeHUe U y4eT apXUBHBIX JOKYMEHTOB.
KommiiekToBaHue apXvBOB apXUBHBIMU JOKyMEHTaMHU. JlOCTynm K apXuMBHBIM JIOKYMEHTaM M HX
HCIIOJIb30BaHUE.

MarepuanbHO-TeXHHUYECKOE obecrieueHue apxuBa. TpeboBaHMs K OMEIIEHUIO apXUBOXPAHMWINIIA.
O6opynoBaHue apxuBa.

Y4yer U XpaHEHHE DIIEKTPOHHBIX JOKyMEHTOB. llopsgok mepemaum JAOKYMEHTOB Ha
rocy/1IapCTBEHHOE XpaHEHHE.

Tema 18. Texuudeckue cpeacTBa, NPUMeEHsIEMbIe B 1eJIONPOU3BOCTBeE.

OOmiee mnpencTaBieHWE O TEXHUYECKUX CPEACTBaX B JenonpousBojcTBe. KommbroTepuzanus
nenonpoun3BoAcTBa. OCHOBHBIE BO3MOKHOCTH KOMITBIOTEPHBIX TexHosorui B JIOV.

[TonsiTe >7M€KTPOHHOTO JOKyMeHTa. [IpenmyIiecTBa M HEAOCTAaTKU B3JIEKTPOHHOTO JOKYMEHTA.
OdopmiieHre JOKYMEHTOB B DJEKTPOHHOM Buae. OCHOBHBIE MeTOIbl (OPMATUPOBAHUS TEKCTa.
Odopminenne cuMBOIOB TekcTa. Brinenenue ab3anes. Pacmnonoxenue tekcra. PyOpuku, BblJeleHUs B
TEKCTE IEKTPOHHOIO JOKyMeHTa. IIpuMedanusi, cHocku. BepcTka cTpaHUI] MHOTOCTPAaHUYHOTO TEKCTA.
Yrorpebnenne MPOMUCHBIX MU CTPOYHBIX OYKB B TeKCTe MoKymeHTa. Hawmbosee ymorpebisembie
cokpatueHus ciaoB. OpopmiieHre AaT U YUcel B JOKyMeHTax. [ledaTs 3JeKTpOHHOTO TOKyMEHTA.

[TonsiTe M CTpyKTypa TaOJHULBI B 3IEKTPOHHOM JoKyMeHTe. OcHOBHbIE TpeboBaHUs K (opme u
noctpoeHuto Tabaui. OdopmieHrne HyMepalMOHHOTO 3arojioBka Tadmumbsl. OdopmieHne 3aro0oBKOB U
nar.



ABToMaTu3ays paboThl ¢ JOKyMEHTaMH. ABTOMAaTH3HpOBaHHbIE paboune mecTa. DJIEKTPOHHBIC
O0(HUCHBIE CHCTEMBI.
OpI‘aHI/IBaHI/ISI I[OKYMCHTOO6OPOT21 C UCITOJIb30BAHUCM CPCACTB TCIICKOMMYHUKAIIUHU.

5.4. TemaTrnuyeckuii IVIaH NPAKTHYECKHUX (CEMHHAPCKHUX) 3aHATHI.

Dopmbl
Ne . TpynoemMKOCTb, TEKYIIEro
Ne | pazme TeMmbl MpakTUUeCKUX (CEMUHAPCKHX) 3aHATHH " KOHTPOJIS
na yCIIEBAEMOCT
"

1 5 HcTopust BOBHUKHOBEHHUS M Pa3BUTHUSI OT€UECTBEHHOIO 2 YcrHbIi onpoc,
JIEJIOTIPOU3BOJICTBA. KOHCTIEKT
Opranu3aioHHO-pacTOpAAUTENIbHAS JOKYMEHTAIIHS: 2 Koncmekr,

5 4 MTOHATHE, KITACCH(PHUKAIINS, COCTaB ¥ 0()OpPMIICHHE pereHue
PEKBU3UTOB. briaHku JOKyMEHTOB. CUTYalMOHHBIX

3ag1a4
OdopmieHne MpUKa3oB, OpraHU3AIMHMOHHO-TPABOBAIX 2 TEeCT,
U IPYTUX PACTIOPITUTEINHHBIX TOKYMEHTOB. odopmieHne

3 6 JIOKYMEHTOB,
peleHue
CUTYaITMOHHBIX
3a7a4

JIOKyMEHTHpOBaHHE KOMMEPYECKOH JeSTeIbHOCTH 2 Odopmnenne
TIPETPHUATHS. JIOKyMEHTOB,

4 8 pernieHne
CUTYaIMOHHBIX
3aga4

Jemonpon3BoACTBO 1O MHUCBMEHHBIM W YCTHBIM 2 Dcce, perieHne

5 10 | oOpareHusIM rpakIaH. CUTYaITMOHHBIX
3aga4

6 12 Pabora ¢ koH(pUICHIIMATBHBIMHU JIOKYMEHTaMHU. 2 YCTHBIH ompoc

7 14 Opranun3zanusi JOKyMeHT0000poTa. 2 MUChMEHHAS
pabota

KoHTpOJb CPOKOB UCTIOIHEHHUS IOKYMEHTOB. 2 Tecr

8 16 | CocraBneHre HOMEHKIIATYD, TEKYIIEE U ONEPATHBHOE
XpaHEHUE JIeI.

9 18 TexHuueckue CpEACTBa, IIPUMEHSIEMBIE B 1 VYeTHBI onpoc
JIEJIOTIPOU3BO/ICTBE.

5.5. Temaruueckuii njiaH JadopaTopHbIX padoT.
He mpenycmotrpensl

6. MATEPHAJIbBI TEKYHIEIO KOHTPOJISI YCIIEBAEMOCTH IO AUCHUIIVIMHE

MOAVYJIIO)

Texkymmii KOHTPOJIb YCIIEBAEMOCTH O00ECIEeUMBaeT OLIEHUBAHHE XOJla OCBOCHMS JWCIUILIMHBI
(MOZynsl) U OpraHMU3yeTcsi B COOTBETCTBUU C IMOPSJIKOM, OMpPEIEIsIeMbIM JIOKaIbHBIMU HOPMATHUBHBIMU
aktamu MA/IU. Ilopsiok nNpoBeAcHHMsT U CHCTEMA OLEHOK pe3ylbTaTOB TEKYLIETO KOHTPOJIA
YCIIEBAEMOCTH YCTAHOBJIEHA JIOKAJIbHBIM HOPMAaTHUBHBIM akToM MA JIU.

B kagectBe popM TeKyIero KOHTPOJISI YCIIEBAEMOCTH 10 TUCIMILIMHE (MO/YII0) UCTIONB3YIOTCS:

- YCTHBIH ompoc (ppoHTanbHas 6ecea, MHAUBUAYaAIbHBIN OMPOC, T0KIa/Ibl);

- IpOBEpPKa INHUCBMEHHBIX 33JaHMN (HAalMCaHUE 3CCE, KOHCIEKTUPOBAHUE HAYUYHBIX CTaTel,
oopmiIeHHE 1ET0BO# MEPEMUCKN);

- TECTUPOBAHUE;

- pellleHre CUTYallMOHHbBIX 33/1a4.



6.1. Marepuansl Uig TpPOBENEHHUS MPAKTUYECKHX paboT, coaepkarcs B METOJHYECKUX
Marepuaiax MO0 JUCHUIDIMHE (MOIYNIO), BXOMIIMX B COCTaB METOAMYECKHX MAaTepHajoB
00pa3zoBaTeNbHON MPOTPAMMBI.

7. ®OHJ OLEHOYHBLIX CPEJACTB JJs1 MPOBEJAEHHUSI MNPOMEXYTOUYHOM
ATTECTALIMM OBYYAIOIIUXCS MO JUCHUTIIMHE (MOYJIIO)

7.1. IlepeyeHb KOMIETEHIHI ¢ YKa3aHUEM 3TANOB MX ()OPMHUPOBAHUS B Ipolecce OCBOCHUS
00pa3oBaTeJIbHOM NPOrPaMMBbI.

B pe3ynbrate 0cBOSHUS AUCHUIUIHHBI (MOAYsS) GOPMHUPYIOTCS CIEAYIONINE KOMIETCHIIUN:

OIIK-2 - roTOBHOCTh K KOMMYHHUKAIIMH B YCTHOW W MUCbMEHHOU (pOpMax Ha PyCCKOM H
WHOCTPAHHOM SI3BIKAX JIJISl PEIICHHsI 3a/1a4 MPOPECCHOHATBHON ACSITENEHOCTH

B mpouecce ocBoeHusi o0Opa3oBaTeNbHON MPOTpaMMbl JAHHBIE KOMIIETCHIIMH, B TOM YHCIE HX
OTJIENIbHbIE KOMIIOHEHTHI, (POPMHUPYIOTCS MO3TAMHO B XOJE OCBOCHUS OOYYAIOIIMMHUCS TUCIUILINH
(Momyneit), MpakTHUK B COOTBETCTBUU C YUEOHBIM TUTAHOM U KaJCHIAPHBIM IpadKoM ydeOHOro mpoiecca
B CJIEJIYIOIIEM MOPSJIKE:

OIIK-2 - roroBHOCTh K KOMMYHHMKAIlMM B YCTHOW M NHMCbMEHHOHl (opMax Ha pyccKOM H
HHOCTPAHHOM SI3BIKaX /IJIsl pelleHus 3a1a4 nNpogecCHOHATbHOM 1eATeJIbHOCTH

Cemectpsl ®opma
JMCHMIUIMHBI (MOAYJIH), MPOMeK.
NMPaKTHKHU 1 2 3 4 5 6 7 8 |9 |10 | arrecrann
u
b51.5.03 MHOCTpaHHBIH SA3bIK + + S;Zié}l
b1.5.05 Kynbrypa oOmienus + 3a4yeT
b51.5.06 JlokymeHTO000POT U 4 sauer
JEJIONPOU3BOJCTBO
b3.5.01 3amuTa BeITyCKHOM
KBaJIN(DUKAIIMOHHOMN paboThI,
BKJIFOYAs IOATOTOBKY K + 3amura BKP
MPOLEYpe 3alUThI U
IPOLEAYPY 3aLIUTHI

7.2. Onrcanue nokaszareneld ¥ KPUTEPHEB OINICHUBAHHS KOMITETEHINHA, POPMUPYEMBIX IO UTOTaM
OCBOCHHUS JUCLUIUIMHBI (MOAYIIS), ONMCAHUE IIIKAJ OL[EHUBAHUSI.

[TokazareneM OIlEHMBAHHUS KOMIIETEHLMH Ha pa3IMYHBIX dTanmax UX (HOpMHUpPOBaHMS SIBISIETCS
JOCTHKEHHE 00yUaloIIMMUCS TNIAHUPYEMBIX Pe3yJIbTaTOB 00YUYEeHHUs IO AUCHUIUIMHE (MOTYJIIO).

OIIK - 2 - roTOBHOCTh K KOMMYHHKAIIMM B YCTHOH U MUCHbMEHHOH (popMax Ha PycCKOM W HHOCTPAHHOM
SI3BIKAX JJIsl pelleHus 3a1a4 NpPogecCHOHAIBLHOM AesITeTbHOCTH

Kputepun ouennBanus

IToxka3aTean
2 3 4 5




3HATh: BBl | OOygaronuiics OO0yuaromuiics OO0yuaromuiics OO6yyaroruiics
KOMMYHHKALlUU | JIEMOHCTPHPYET JEMOHCTPUPYET JEMOHCTPHPYET JIEMOHCTPHUPYET TOJHOE
B YCTHOH ¥ | MOJHOE OTCYTCTBHE | HEIIOTHOE YaCTHYHOE COOTBETCTBHE
MUCHMEHHOMN WA COOTBETCTBHE COOTBETCTBHE CJIeIYTOIINX 3HAHUH:
dopmax Ha | HEOCTATOYHOE CIENYIOMNX 3HAHWU: | CIIEIYIOIUX BAIB KOMMYHHKAIlUA B
pyccKoM U | COOTBETCTBHUE BUIBl KOMMYHUKAIMH | 3HAHHM: BUJBI | yCTHOW M TMHUCHMEHHOH
WHOCTPAaHHOM CIIeTYFOIINX B YCTHOM U | KOMMyHUKanud B | opMax Ha pyccKOM H
S3BIKAX JUTA | 3HAHWH: BHJIBI | MUCBMEHHON (QopMax | yCTHOU W | ”HOCTPAaHHOM  SI3BIKax
pemieHus 3aJad | KOMMYHUKAMd B | HA  PYCCKOM U | MUCbMEHHOU Ui pelieHus — 3ajgad
npodeccuoHanb | YCTHOU U | MHOCTPaHHOM sI3bIKax | (hopmax Ha | Mpo¢eCCHOHANBHON
HOWM MMMCEMEHHON IUTS  PEIIeHHs] 3a7]ad | PyCCKOM U | AeSITeTFHOCTH, CBOOOIHO
JIeSITENIbHOCTH ¢dopmax Ha | mpodecCHOHANBEHON HMHOCTPaHHOM onepupyeT
pycCcKOM U | IeSTEeIbHOCTH, SI3BIKAX ISl | TIPUOOPETEHHBIMH
WHOCTPAaHHOM JIOITYCKAIOTCS pemieHus 3a/1a4 | 3HAHUSAMU.
SI3BIKAX JUTS | 3HAYUTETbHBIC poeccronanbHO
pemeHus 3aj1a4 | OMIMOKH, MPOSBIAETCS | H  eATeIbHOCTH,
Mpo(hecCHOHANBHO | HEJOCTATOYHOCTh HETOYHOCTH,
W 1eATeIbHOCTH 3HaHWM, 10  pAAy | 3aTPyAHEHUS IOpH
nokKasaTelei, aHAJIUTHYCCKUX
o0y4Jaromuiics oTepanusXx.
WCIIBITHIBAET
3HAYHUTENbHBIC
3aTpyAHEHUS npu
OTIepUPOBAHUH
3HAaHUSAMH TIpU X
IIepeHoce Ha HOBBIE
CUTYyalluH.
YMEThb! obITh | OOyuatonmuiicst He | OOy4Jaromuiics OOyuaromuiics OO0yuaromuiics
TOTOBBIM K | YMEeT WA B JIEMOHCTPHPYET JIEMOHCTPHPYET JIEMOHCTPHPYET TOITHOE
KOMMYHHKAIIMM | HEAOCTaTOYHOMH HEIOJIHOE YacTHUYHOE COOTBETCTBHE
B YCTHOH W | CTENEHH yMeeT COOTBETCTBHE COOTBETCTBHE CJIEeIYIOIINX YMEHHIA:
MUCHbMEHHOHN OBITh TOTOBBIM K CIIEIYIOIINX YMEHAN: | CIIEIYIOIUX OBITh TOTOBBIM K
dhopmax Ha | KOMMYHHUKAIUH B OBITh TOTOBBIM K YMEHHIA: OBITh KOMMYHHKAIIUH B
PYyCCKOM U | YCTHOU U KOMMYHUKAIINH B TOTOBBIM K YCTHOW U MUCbMEHHOU
WHOCTPaHHOM MMChMEHHON YCTHOH M MUCHbMEHHON | KOMMYHHKAIIAU B (hopMax Ha pyCCKOM H
SI3BIKAX i | hopmax Ha (hopMax Ha pyccKOM YCTHOH 1 WHOCTPAHHOM SI3bIKaX
peleHuss 3a1ad | pyccKoM HU Y UHOCTPaHHOM MHCbMEHHOMN JUTSL pEelIeHus 33,149
npodecCHOHANIb | HHOCTPaHHOM sI3BIKAX JUIs penreHust | Gopmax Ha npodeccunoHaNbHON
HOWM SI3BIKAX JJIST 3amaq pycCcKOM H JIeSATEIIEHOCTH.
JIeSITeIbHOCTH pelieHus 3aaa4 npodeccuoHaANEHON WHOCTPAHHOM CB000OTHO oTIepupyeT
MpopecCHOHANBHO | JIESTEIHHOCTH. SI3BIKAX JIJIS nproOpeTeHHBIMH
1 1eITeThHOCTH Jormyckatotcst penieHus 3ana4q YMEHHSIMH, IPUMEHSIET
3HAYUTEIbHBIC po(hecCHOHANIbHO | MX B CHTYaIHsAX
OIHMOKY, TMPOSIBISIETCS | W JESITEIbHOCTH. TIOBBIIIIEHHOM
HEJ0CTaTOYHOCTh YMeHUs OCBOEHBI, | CJIOKHOCTH.
YMEHUH, TI0 psAxy HO JIOITYCKarOTCA
nokasaTelei, HE3HAUYNTEIIHLHBIC
00yJaroTIHiics OIIIHOKH,
WCTIBITEIBACT HETOYHOCTH,
3HAYUTETbHBIC 3aTpyAHEHHS TIPU
3aTpyIHEHHS TIPU AHATTUTUIECKUX
OTIepPUPOBAHUU orepanmsx,
YMEHHUSMU TPU UX nepeHoce yMeHu’
MIepeHoce Ha HOBHIE Ha HOBBIE,
CUTYaIIH. HECTaHIapTHBIC

CUTyaluu.




BJIA/I€Th: Obyuaromuiics He | OOywarommiics OO6yuarommuiics OO6yyaroruiics B
HaBBIKAMHU BJIaJI€eT WIN B BJIaJIeeT HAaBBIKAMHU YaCTUYHO BJIaJeeT | MOJIHOM O0beMme BiajeeT
TOTOBHOCTH K | HEJOCTaTOYHOU TOTOBHOCTH K HaBBIKAMHU HaBBIKAMHU TOTOBHOCTH K
KOMMYHMKALIUM | CTEIICHU BJIAAEET KOMMYHHKAaILlUH B TOTOBHOCTH K KOMMYHHKAaLIUH B
B YCTHOM M | HaBBIKAMHU YCTHOM U MHUCbMEHHOW | KOMMYHHUKALUU B YCTHOM U MUCbMEHHOU
MUCbMEHHON HaBBIKAMHU (dhopmax Ha pyccKOM YCTHOU U (dopmax Ha pycCKOM U
bopmax Ha | TOTOBHOCTH K 1 MTHOCTPAHHOM [TUCbMEHHOU WHOCTPaHHOM f3bIKax
PYyCCKOM U | KOMMYHUKAIUX B sI3BIKAX IJIs peiieHus | popmax Ha JUIS PELICHUs 3a1a4
WHOCTPAaHHOM YCTHOH U 3aga4 pycCcKOM U npodeccuoHaNbHON
A3BIKAX IUIsl | TIMCBMEHHOM npodeccnoHanbHON HWHOCTPaHHOM JeSITeTbHOCTH, CBOOOTHO
pemieHus 3agad | popmax Ha NeSITENbHOCTH, SI3BIKAX IS MIPUMEHSIET I10JIyYCHHBIE
npodecCHOHaNb | PYCCKOM H JOIyCKalOTCS pelueHus 3aga4q HaBBIKH B CHTYaIUAIX
HOU HWHOCTPaHHOM 3HAYUTENIbHBIC MpoeCCHOHANBHO | TMOBBIIICHHON
JeSITEIbHOCTH SI3BIKAX IS OLIMOKH, MIPOSBIAETCS | ¥ JESITENbHOCTH, HO | CIIOKHOCTH.
pemeHus 3aaay HEI0CTaTOYHOCTh JOITyCKalOTCs
npodeCcCHOHANBHO | BIAJCHUS HABBIKAMU | HE3HAUUTEJIbHBIC
U IesITEeNbHOCTH IO psiAy TOKa3aTeneil. | ommuoKw,
OOby4aromuiics HETOYHOCTH,
HCTIBITHIBACT 3aTpyAHEHHS TIPU
3HAYUTENbHBIC AHATTUTUYECKUX
3aTpyIHEHHS IpU oTepaLusix,
MIPUMEHEHUH HABBIKOB | TIEPEHOCE YMEHUIA
B HOBBIX CHUTYallHsIX. Ha HOBBIE,
HECTaHAAPTHBIC
CUTYyaLuH.

[Ikasnbl OLIeHUBAHUS PE3YJIbTATOB IPOMEXKYTOUYHOM aTTECTALIMU U UX OIUCAHHE:

®opmMa NPOMEKYTOYHOH aTTecTalMu: 3a4eT.

[Ipomexxyrounast arrectanus oOydarommxcss B (opme 3a4éra TPOBOTUTCS IO pPE3yJibTaTaM
BBIMOJIHEHUS] BCEX BUIOB Yy4eOHOM paboThl, NPEAYCMOTPEHHBIX YYE€OHBIM IUIAHOM 110 JIaHHOM
JUCHUIUIMHE (MOJYJI0), TPU 3TOM YUMTBHIBAIOTCS PE3YJbTAThl TEKYLIErOo KOHTPOJS YCHEBAEMOCTHU B
TedyeHue cemectpa. OlLeHKa CTeNEeHH JOCTH)KEHUS 00Y4atoIMMHCS TUTAHUPYEMBIX PEe3YyJIbTaTOB 00y4YeHUs
[0 TUCIUIUIMHE (MOYJII0) MPOBOJIUTCS MpEnoiaBaTesieM, BEAYLUIUM 3aHATHS 110 AUCUUIUIMHE (MOJYIIIO)
METOZOM J3KCHepTHOH oneHku. [lo uroram mHpoMexyTOYHOM aTTecTaldd MO JUCLHUIUIMHE (MOJIYJIIO)
BBICTABJIIETCS OLICHKA «3aYTEHO» UJIU «HE 3aYTEHO».

Ixana
OLICHUBAHUA

Onucanue

BeinonHensl Bce BUAbl y4eOHOMl pabOThl, NPEIyCMOTPEHHBIX Y4EOHBIM
mw1aHoM. CTyIEHT JEMOHCTPUPYET COOTBETCTBHE 3HAHUM, YMEHMI, HaBBIKOB
MPUBEACHHBIM B Ta0muIax Iokas3aTeleld, omnepupyer MNpuoOpeTEeHHBIMU
3HAHHUSAMH, YMEHUSAMH, HABBIKAMH, IPUMEHSIET UX B CUTYalUAX MOBBILICHHON
cinoxHocTd. [Ipu 3TOM MOryT OBITH JONYIIEHBl HE3HAYUTEIbHBIE OLIMOKH,
HETOYHOCTH, 3aTPyJHEHUS IIPH aHAIMTUYECKHUX ONEpalUsiX, IEPEHOCE 3HAHUI
Y YMEHUH Ha HOBbIE, HECTaHIaPTHBIE CUTYaI[HH.

3aureHo

He BbinosiHeHn oauH wiu 6osee BUAOB yuyeOHON pabOThI, MPEIyCMOTPEHHBIX
y4eOHbIM Mm1aHoM. CTYAEHT JEeMOHCTPUPYET HETOJIHOE COOTBETCTBUE 3HAHUM,
YMEHHH, HaBBIKOB MpPHUBEIECHHBIM B TaOJMIaX IOKa3aTeel, IOoMycKarTcs
3HAYUTENbHbIE OIINOKH, MPOSIBIISETCS OTCYTCTBUE 3HAHUM, YMEHUH, HAaBBIKOB
0 psIy TIOKa3aTesied, CTYIeHT UCIBIThIBAET 3HAUUTEIbHBIE 3aTPyIHEHUS IIPU
OIIEpUPOBAHUU 3HAHUSAMU M YMEHUSIMU MPU UX [IEPEHOCE HA HOBBIE CUTYALINH.

He 3aureno




7.3. TunoBble KOHTPOJIbHBbIC 3aJaHUS TNPOMEKYTOYHON aTTecTanuu O0ydYaroluXcs II0
AUCHUIJIMHE (MOAYJIIO).

3amanus U1 IPOBEPKH PE3YIIbTaTOB O0YUEHHS «3HACTY.

1. OcHOBHBIE IOHATHUSA U OTIPEIETICHUS B 00JIaCTH JETIONPOU3BOJICTBA.
2. 3HaveHHe IOKYMEHTAMOHHOTO 00€eCcTeueH s YIPaBICHHUS.
3. HopmaTtuBHo-1ipaBoBasi 6a3a opraHu3aiiy JOKYMEHTAllUOHHOTO OOECIeueHHUsl YIpaBICHHUS Kak

OCHOBA TCXHOJIOTWHA IIPOLCCCOB YIIPABJICHUAA.

4, HcTopusi BOBHUKHOBEHUS M Pa3BUTHS YIIPABICHYECKOM TOKYMEHTAIINH.

5. CoBpeMeHHOE roCcyIapCTBEHHOE PErYIIMPOBAHUE JICIONPOU3BOJICTBA.

6. JlokyMmeHT, ero ocHOBHbIE QpyHKIIMHU. Kiaccudukanus 10KyMEHTOB.

7. Bunbl pekBU3uTOB TOKyMEHTOB. [IpaBuia oopMIIeHUS OTICIBHBIX PEKBU3UTOB JTOKYMEHTOB.
8. YHudUKanus v craHaapTuzanus. Y HOHUIIMPOBAHHBIC CHCTEMBI JIOKYMEHTAIIHH.

9. Opranu3anuoHHO-PACTIOPSIUTENbHAS TOKYMEHTAIUs: TIOHATHE, KilaccHu(HKAIUsI, COCTaB H
oopmieHHE PEeKBU3UTOB.

10.  biaHKM TOKYMEHTOB U WX BUJIBI.

11.  OOGmas xapakTepUCTHKA CTHIISI CITY)KEOHOH JOKYMEHTAIUH.

12. Cnyx6a JIOY (mokyMeHTaIIMOHHOE 00CCIICYCHIE YIIPABICHNUS ) B OpraHU3aIUsX.

13. Opranuzanus JOKyMeHT0000poTa.

14.  Peructpauus JOKyMEHTOB.

15. KoHTpOJb CPOKOB HCIIOJHEHHS JOKYMECHTOB.

16.  ApxuBHOE XpaHEHHE JOKYMEHTOB.

Jljis IpOBEpKHU PE3yIbTATOB 00YUEHUS «YMEET», «BIA/ICET»:

YMeTb ucnonb30BaTh HHOOPMAITMOHHO-CIIPABOYHBIE TOKYMEHTHI.

YMeTb COCTaBIATh PEAAKTOPCKYIO IIPABKY CIYKEOHBIX JTOKYMEHTOB.

OdopMIIATh pacopsKeHUs, yKa3aHUs, IOCTAHOBJICHUS, PEILICHHSL.

PazpabGaTeiBaTh M yTBEp)KAAaTh KOMIUIEKC OPraHM3alMOHHO-TIPABOBBIX JOKyMEHTOB (YcCTas,
HOJ‘IO)KGHI/IG 00 opraHu3aluy, CTPYKTYPHBIX IOJpa3/i€ieHUN, KOJJIETHAIbHBIX M  COBELIATENIbHbIX
OpraHax; IITaTHOE paclucaHue; OQOpPMIIEHHE NOJOKEHUN, MHCTPYKIMHM [0 OTAEIbHBIM BHJAM
NeSITeIbHOCTH; JOJDKHOCTHBIE MHCTPYKIUH).

5. OdopmisaTs cityxeOHbIE MMCbMA U IPYT'yI0 HHPOPMAIIMOHHO-CIIPABOYHYIO JIOKYMEHTALIUIO.

el A

6.  OdopmIsATs aKThI, TPOTOKOIBI, JOKJIATHBIC, CTY>KEOHbIE U O0BICHUTENbHBIC 3aMUCKH.

7. JIOKyMEHTHUpPOBaTh KOMMEPUYECKYIO I€ATEIbHOCTh IPEITPUSIITHS.

8.  CocraBmiaTh NPEeTEH3MOHHO-UCKOBYIO JOKyMeHTamuio. lckoBeie 3asBienus. [lucbMo-mpereH3us
(pexamariusi).

9.  Bectu MeXIyHapOAHYIO EPENUCKY. JJOKYMEHTHI IO BHEIITHEIKOHOMUYECKOH JAESITeTbHOCTH.

10. BecTu 1en0mpou3BOICTBO MO0 MTUCEMEHHBIM U YCTHBIM OOpAIleHUsIM TPaX/IaH.

11. JIoKkyMEeHTHpPOBaTh TPYIOBbIE OTHOIICHHUS.

12. PabGoraTh ¢ KOH(pHICHITUATEHBIMH IOKYMEHTAMHU.

13. CoctaBnarb HOMEHKIATYPY, TEKYIIee U OTIEpaTUBHOE XPaHEHHUE JIeTl.

14. Vcnonwp30BaTh TEXHUYECKHWE CPEJCTBA, NPHUMEHSEMBIE B JOKYMEHTAIIMOHHOM OOECIICUCHHH
YIPABIICHHUS.

7.4. Metoanueckue MaTepuasbl, ONpeaessiiOlHe NMPOUEeIYPbl OLUECHUBAHMSA Pe3yJbTaTOB
00y4eHMsI 0 JMCHUILINHE (MOAYJIIO).

KoHTponp kauecTBa OCBOEHHUS MUCHUIUIMHBI (MOMAYNS) BKIIOYaeT B ce0s TEKYyIIUil KOHTPOIb
YCIIEBAEMOCTH M TIPOMEXKYTOUHYIO aTTeCTaldi0 oOydJaronuxcs. TeKymmil KOHTPOJb YCIEBaeMOCTH
o0OecrieunBaeT OIIEHWBAHWE XOJa OCBOEHUS JUCHUIUIMHBI (MOAYNS), MPOMEXKYTOYHAsl aTTeCTAIlHs
0o0ydJaronuxcsi — OIIGHHBAaHUE TIPOMEKYTOUYHBIX W OKOHYATENIBHBIX PE3yJbTaTOB OOYYEHUS IO
JUCHUILIUHE (MOIYIIIO).

[Ipomiemypsl OIlEHWBAaHHS PE3yJbTaTOB OOYYEHHUS IO JUCIUIUIMHE (MOJIYJI0), B TOM YHCIE
MpOLEAYpbl TEKYLIEr0 KOHTPOJS YCHEBAEMOCTH U MOPSAJOK MPOBEACHUS MPOMEKYTOUHOW ATTECTALMU
00yJaronuXxcsl yCTaHOBJIEHBI JIOKATLHBIM HOpMAaTUBHBIM akToM MAJIU.



8. YYEBHO-METOJIWYECKOE W  WH®OPMAIMOHHOE  OBECHEYEHMUE,
HEOBXOJNMOE JJIsI OCBOEHUS IV CIATITAHBI (MOYJIST)

8.1. [lepeyeHb OCHOBHOW M 10MOJHUTENbHOI JUTEPATYPbI, B TOM YHCJIe:

a) OCHOBHas

1. KonduaenuuaabHOE AEIOMPOU3BOACTBO U 3AIIUIIECHHBINA AIEKTPOHHBIN TOKYMEHTOOOOPOT :
yuebnuk / H.H. Kynses, A.C. Ié¢mymikun, T.B. Konapamosa, A.I'. ®abpuunos ; [Tox oOmieit
penakuueit H.H. Kynsea. — 2-e. — Mockaa : Jloroc, 2017. — 500 c. — ISBN 978-5-98704-711-
8. — TekcT : 27eKTpOHHBII // DIEKTPOHHO-OnbIMoTeuHas cucrema «JIauby : [cait]. — URL:
https://e.lanbook.com/book/126123 (mara oopamenus: 23.10.2019). — Pexxum noctyma: mis
aBTOPU3. II0JIL30BATEIICH.

2. Ilamacenko lO.A. Jlemompou3BoJCTBO: JAOKYMEHTAIIMOHHOE OOECIeueHue YIrpaBjieHus: YdeOHoe
nocobwue / [Tanacenko F0.A., - 3-e uzn. - M.:PUOP, UH®PA-M, 2016. - 112 c. - (BO: bakanaBpuar)
- Pexxum noctyna: http://znanium.com/catalog/product/542773

3. Kabamor C.FO. DnekTpoHHOE NPaBUTENBCTBO. DJIEKTPOHHBIM JOKYyMEHT0000poT. TepMmuHBI U
onpenenenus : yued. mocooue / C.1O. Kabamos. — M. : UHOPA-M, 2017. — 320 c. — (Bericmiee
obOpa3oBanue: bakanaBpuar). - Pexxum noctyna: http://znanium.com/catalog/product/809828

0) 10MOJTHUTEIbHAS:

1. EBmoxumoBa JIL.M., Kopsbkun B.B., Ilemekun A.H., IlIBeuxoBa O.I'..DnexTpoHHbIN
JOKYMEHTOO00O0pOT U obecriedeHre 0e30MacHOCTH CTaHIaPTHBIMU cpecTBaMu windows : yueOHOe
nocobue / JLM. EBnokumona, B.B. Kopsokun, A.H. ITeutbkun, O.I'. IlIBeukoBa.-M.: KYPC,
2017.-296¢.-Pexxum noctyma: http://znanium.com/catalog/product/851088

2. beikoBa T.A., Ky3uenosa T.B., Cankuna JI.B. [lokymeHTanmonHoe oOecriedeHne yIpaBICHUs

(menompousBoacTBo) : yueb. mocobue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-e
u3a., nepepad. u gon. — M. : UHOPA-M, 2017. — 304 c. + Jlon. maTepuayibl [ DIEKTPOHHBIM
pecypc; Pexxum noctyna http://www.znanium.com]. — (Beicuiee oOpa3oBanue: bakanaspuar). -

Pexxum noctyna: http://znanium.com/catalog/product/762591

3. T'yryeBa T.A. KonduaeHuumansHoe 1enonpous3BoAcTBo : yue0. mocodue / T.A. I'yryeBa. — 2-¢
u3n., nepepad. u gomn. — M. : UHOPA-M, 2017. — 199 c. — (Bricuiee obpa3oBanue:
Bakanaspuar). — www.dx.doi.org/10.12737/23514. - Pexxum JOCTyTa:
http://znanium.com/catalog/product/766722

HopmaTuBHO-nipaBoBbIe JOKYMEHTBI

1. 3akoH «O rocynapctBeHHoM repoe Poccuiickoit ®@eneparun» 30.06.2003 Ne 1-OK3

2. 3akon «O0 mH(popmaiuu, HHOOPMAITMOHHBIX TEXHOJIOTUSAX M O 3amuTte uHbopmanum» 27. 07.
2006 r. Ne 149-®3.

3. 3akoH «O KOMMepYecKOoi TaliHe»

4. 3akoH «O mopsake paccMOTpeHus: obparienuit rpaxnaan Poccuiickoit @enepaunn» 02.05. 2006 r.
Ne 59-@3.

5. 3akoH «O0 snekTpoHHOI 1KuppoBoit moanucu»10.01.2002 Nel-D3

6. 3akoH «O TOBapHBIX 3HAKaxX, 3HAKaX OOCITYKMBaHUS M HANMEHOBAHMSIX MECT MPOMCXOKICHUS
TOBapoB» (B pen.oT 24.12.2002 Nel76-D3)

7. 3akoH «O s3bikax Hapos1oB Poccuiickoit @eneparum» 01.06.2005 53-D3

8. 3akon «O0 apxuBHOM Jene B Poccuiickoit deneparm» 01.10.2004 Nel125-03

9. 3akoH «O nepcoHanbHbIX AJaHHBIX» 27.07.2006 Nel52-D3.

10. 'OCT P 51141-98. [lenonpon3BOACTBO U apXUBHOE Jes0. TepMUHBI M1 ompeaeneHus. — M.
I'occranmapt Pocenn, 1998.

11. TOCT P 6.30-2003. YHu¢unupoBaHHele CUCTEMbI JoKyMeHTanuu. CuctemMa OpraHu3alliOHHO-
pacnopsiANTeIbHON TOKyMeHTauuu. TpeboBaHus kK ohopmiieHUI0 JoKymMeHToB. — M.: ['occtanaapt
Poccun, 2003.

12. IlepeueHb TUMOBBIX TOKYMEHTOB, 00OPa3yIOIIUXCS B JEATENHOCTH [ OCKOMUTETOB, MUHHUCTEPCTB,
BEJIOMCTB U APYTUX NPEANPUATUH, C YKa3aHUEM CPOKOB XxpaHeHus. M.: Pocapxus, 2000.

1. TunoBas MHCTPYKLHUS 11O AETONPOU3BOACTBY B (he/iepalibHbIX OpraHax HCIOJHUTEIbHON BIacTH /

VY1B.puKazomM MUHHCTEPCTBA KYIbTYPhI U MAacCOBBIX KoMMyHUKaiuii PO ot 27.01.2005.


http://znanium.com/catalog/product/542773
http://znanium.com/catalog/product/851088
http://znanium.com/catalog/product/762591

14.

TumnoBoii pernmamMeHT B3auMoJecTBUs (peepaibHBIX OpPraHOB MCIIOJHUTEIBbHON BiIacTH / YTB.

noctanoBiieHueM [IpasutensctBa PO ot 19.01.01 2005 r. Ne 30.

15.

TumnoBo#i perinaMeHT BHYTpEHHEH opraHu3anuu (eaepanbHbIX OPraHOB UCTIOJHUTEIBHON BIacTH

/ Y1B. mocranoBiacaueM [IpaButenscrBa PO ot 28.07.2005 r. Ne 452,

16.

HpaBI/IJIa BCACHUA U XPAHCHUA TPYAOBBIX KHUIKCK, U3IrOTOBJICHUA OJIaHKOB TPYAOBBIX KHHIKCK H

obecrieuenust umu padotoaareneii (yrB.IloctanoBnenuem [IpaBurensctea PO ot 16 anpens 2003 T.
Ne 223 «O TpynoBBIX KHHKKAX»).

17.
18.
19.

Tpynosoii konekc PO (B penakmuu ot 30.06.2006 Ne90-D3)
Koncrutynus PO (B pepakuuu ot 01.2009)
I'OCT P 6.30-2003, ytB. IlocranoBnenuem I'occranmapra Poccum 03.03.2003 Ne65-cr.

«YHUPHUIMPOBAHHBIE CUCTEMBI JOKYMEHTALMU. YHU(PHUIMPOBAHHAS CHCTEMa OPraHMU3alMOHHO-
pacnopsiAuTeIbHON JOKyMeHTaluu. TpeOoBaHus K OPOPMIICHUIO TOKYMEHTOB.

B) pecypchbl cetu «AHTEpHET», MporpaMMHoe odecriedyeHue 1 UHGOPMAIMOHHO-CIIPABOYHbIE
CHCTEMBbI:

1.

arwn

o

8.
9.
10.
11.

12.

13.
14.

http://www.vf.madi.ru/moodle - Dnexrponnas nabopmManroOHHO-00pa3oBareabHas cpeaa BD
MAJTN

https://e.lanbook.com - DnekTpoHHO-OMOIKOTEYHAs cucTeMa «JIaHb»

https://znanium.com - DaeKTpOHHO-OMOIMOTEUHAS CHCTEMA « Znanium.com

«KoncynpranT [Tmroc» http://www.consultant.ru

9BbC «Knura®on» (OnexTpoHHas O6ubanoreka) 000 «entp Hudposoii
Juctpubyum»

«["apanT» http://www.garant.ru

XKypuan «/lenonpou3BoACTBO U JOKYMEHTOOOOPOT Ha upeanpustum» // Www.delopress.ru/
magazines/documents/

XKypuan «Cekperapckoe aeno» // www.sekretarskoe-delo.ru/

Kypnan «CrpaBounuk kaapoBukay // www.kadrovik.ru/

XKypnuan «YnpasineHue nepconaiom» // www.top-personal.ru/

Jlapua M.B. Opranuzanust 3 ¢peKTuBHOI 10oroBopHO padoTsl Ha 6a3e cuctembl DIRECTUM //
www.directum.ru/1083429.shtml

http://www.termika.ru/dou/ - UH(OPMAIIMOHHBIE pecypesr: «OHIMKIIONEIUS
JENONPON3BOACTBa» U «HOpMaTHBHBIC JOKYMEHTHI 110 ICIIONPOU3BOICTBY»
http://www.i-u.ru/biblio/default.aspx - Pycckwuii ['ymanutapusiit MaTepHET-

VYHuBepcurer — bubnuoreka yueOHON U HAy4YHOU JTUTEPATyPBHI

8.2. IlepevyeHb yueOHO-MeTOANYECKOI0 O0ecneYeHUsI /ISl CAMOCTOSATEIbHON padoThl 00y4al0OUXCH
10 AUCUMITIMHE (MOXYJIIO0).

B nepeudenp yueOHO-METOAMYECKOTO OOECIEeUeHus JUIsl CaMOCTOSATENIbHOM paboThl 00yJaromuxcs
M0 JUCIUIUTMHE (MOIYJTI0) BXOJIST:
- KOHCTIEKT JIEKIIUIA 10 AUCIUIUIMHE (MOIYJIIO);
- METO/IMYECKUE MaTepUabl IPAKTUUECKUX (CEMUHAPCKUX ) 3aHATUH.

JlaHHBIE METOIMYECKHUE MATEPUAIIbI BXOJAT B COCTaB METOJAMUYECKUX MaTEPHAIOB 00pa30BaTEIbHOMN

IIPOrPaMMBlI.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHME JUCHUIIJIMHBI (MOYJISA)
Ne HaumenoBanne 000pya0BaHHBIX y4€OHBIX [lepeuenp 000pynOBaHUS U TEXHUYECKHUX
n/n KaOMHETOB, J1abopaTopuit CpeacTB 00yUeHUs!

1. | Ayautopus 305 — yuyeOHast ayTUTOPHS IS VYyebnas mebens: cron — 11 mrT., cTynbs-
IIPOBEJICHUS 3aHATUH JIEKIIMOHHOTO THUIIA, 23 mT., CTOJ OJHOTYMOOBBIHM — 1 1mT.,
3aHSTUN CEMUHAPCKOI0 THIA, TEKYILEro JI0CKa ayJAUTOPHAsL.

KOHTPOJIS U IIPOMEKYTOYHOM aTTECTALINH, (22 mocaiouHBIX MeCTa).

2. | Aynutopus 208 — s caMOCTOSATENbHOHN | YueOHas mebenb: cToi — 21 mrT., cTynbs-

paboThI CTYIEHTOB. 21 wr., cryn opucHbId — 12 mT.,
KOMIIBIOTEPHOE KPECIIO -6 LIT., CTOJI



http://www.vf.madi.ru/moodle
https://e.lanbook.com/
https://znanium.com/
http://www.consultant.ru/
http://www.directum.ru/1083429.shtml
http://www.termika.ru/dou/
http://www.i-u.ru/biblio/default.aspx

OTHOTYMOOBBIH — 1 WIT., CTOI
KOMITBIOTEPHBIN -5 IT., Kadenpa
HACTOJBHAS -2 IIT., mKkad -1 mT., gOcKa
ayJUTOpHAas TpeXCcTBOpUaTasi; CTOMKa
HaKJIOHHAA - 4 1IT., CTEHT — 6 IIT.
HACTeHHas KapTa -1 1mT.

(38 mocaiouHBIX MECT).

O6opynoBaHue: KOMIIBIOTEpHAs TEXHUKA
C BO3MOXXHOCTBIO MOAKIIOYEHUS K CETU
"UnTepHeT" n obecrieueHrueM JI0CTyna B
AIIEKTPOHHYIO MHPOPMALMOHHO-
obpasoBarenbhyto cpeay BdO MAJIN:
KOMIIBIOTEPBI — 13 MIT., 5KpaH HaCTEHHBIN
Luma

10. METOAMYECKHME VYKA3AHUA [AJd OBYYAIOIIUXCSA I[IO OCBOEHUIO

JUCHUIIJIMHBI (MOAYJIS)

Jleknun

'maBHOE B TmTepHOJ TOATOTOBKM K JIGKIMOHHBIM 3aHSATHSIM — HAYYUThCS METOAaM
CaMOCTOSITENIFHOIO YMCTBEHHOTO TPYZAa, CO3HATENFHO pa3BUBATh CBOM TBOPYECKHUE CIHOCOOHOCTH H
OBJIa/IEBaTh HABBIKAMH TBOPYECKOH paboTHl. s 3TOro HEOOXOAUMO CTPOrO COONMIONATh JUCHUTUIMHY
y4eObl W TmoBeneHHs. YeTkoe IUTAHUPOBAHUE CBOETO pabouero BpEeMEHH M OTIbIXa SBISCTCA
HEOOXOMMBIM YCIOBUEM JUISI YCTICITHON CaMOCTOSITEILHON paObOTHI.

B ocHOBy ero HyXHO MOJOXHTh paboyMe MPOrpaMMbl HM3YYaeMbIX B CEMECTpE TUCLUIUINH.
ExxenneBHO# y4eOHOH paboTe CTYIEHTY CIEAYeT YAETSITh He MEHee 9 JacoB CBOETO BPEMEHH, T.€. MPU
IIECTH Yacax ayIUTOPHBIX 3aHATHI CAMOCTOSATEIBHOI paboTe HEOOXOJMMO OTBOIUTH HE MEHEE 3 YacoB.

Kaxmomy CTyeHTy ClieyeT COCTaBIATh €KEHEAETbHBI U CEMECTPOBBIN TIaHBI paOOTHI, a TAKKE
IUTaH Ha Kaxablil pabouunit neHs. C Beyepa Bceraa Halo paclnpenessaTh padoTy Ha 3aBTpalIHUN JeHb. B
KOHIIE KaXKI0TO JIHS 1[eJIeCO00pa3HO MOABOIUTE UTOT pabOTHI: TIIATEIHHO MPOBEPUTH, BCE JIN BHIITOIHEHO
[0 HAMEUYEHHOMY IIJIaHy, He ObUIO JIM KaKUX-JIMOO OTCTYIUIEHHUH, a eclii ObUIM, O KaKOW MpPUYMHE 3TO
npou3onuio. HyXHO OCYyIIECTBISATH CAaMOKOHTPOJb, KOTOPBIA SBISIETCS HEOOXOIUMBIM yCIOBHEM
ycremHo yueObl. Eciam 4To-TO 0CTajaoch HEBBIMOJHEHHBIM, HEOOXOAMMO H3BICKaTh BpeMs s
3aBepIIEHHs dTOW YacTH paboThl, HEe YMEHbIas 00beMa HeJeTbHOTO TUIaHa.

CamocrosiTenbHast paboTa Ha JEeKLIUN

Cnymanue W 3amuch JEKIUI — CIOXKHBIA BUA ayJUTOPHOU paboThl. BHUMaTenbHOE CiyliaHue u
KOHCITIEKTUPOBAHUE JICKIIUH MTPEATOoaracT MHTEHCUBHYIO YMCTBEHHYIO JIEATEIILHOCTh cTyneHTa. Kparkue
3aMMucH JIEKIMI, WX KOHCMEKTUPOBAHHE TMOMOTaeT yCBOUTH y4deOHbIN Mmarepuan. KoHCHEKT sBisercs
TOJIE3HBIM TOT/Ia, KOTJIa 3alUCaH0 CaMO€ CYIIIECTBEHHOE, OCHOBHOE U CJEJIAHO 3TO CAMUM CTYACHTOM.

He Hanmo ctpemuthecs 3anmucaTh JOCIOBHO BCHO JIEKLHIO. Takoe «KOHCHEKTHUPOBAHUE» MPUHOCUT
OoJpllle BpeAa, YeM MOJIb3bl. 3aMKCh JICKIUH PEKOMEHAYETCS BECTH MO BO3MOXHOCTH COOCTBEHHBIMU
dbopmynupoBkamu. JKenareabHO 3aMUCh OCYIIECTBISATh HA OAHOW CTpPaHHIIE, a CIEAYIONIYI0 OCTaBISTh
JUTsI IpOpaboOTKH YIEOHOTO MaTeprasa CaMOCTOATEIBHO B JOMAIITHUX YCIIOBUSIX.

KoHcnekT nekmuu nydine MOApa3AeNsaTh Ha MyHKTHI, maparpadpl, coONIoAas KpacHYH CTPOKY.
OToMy B OONBIION CTeMeHW OYIyT CIMOCOOCTBOBATh IYHKTHI TUTaHA JICKIIMH, TPEIJIOKCHHBIC
npenogaBaTensM. [[puHIMNHaNbEHBIE MecTa, OnpeeNeHus, GopMymbl U Ipyroe ciaeayeT COMPOBOKIATH
3aMEYAHMSIMU «BAXKHOY», «0CO00 BaXKHO», «XOPOIIIO 3aTIOMHHUTHY» U T.I. MOXHO JEJIaTh 3TO U C TIOMOIIBIO
Pa3HOIBETHBIX MapKepoB WK pydek. JIydie eciau oHu OyAyT COOCTBEHHBIMH, YTOOBI HE MPUXOAMIOCH
MIPOCHUTH MX Y OJHOKYPCHUKOB U TEM CaMbIM HE OTBJIEKATh MX BO BPEMSI JICKIIUH.

[lenecooOpa3Hno pa3paboraTh COOCTBEHHYIO «MapKorpaduio» (3HAYKH, CUMBOJIBI), COKpAIlCHUs
cnoB. He mumauM Oynet w m3ydeHue ocHOB cTeHorpaduu. PaboTtas Haj KOHCIEKTOM JIEKIIHM, BCeraa
HE0OXOIMMO HCIIONB30BaTh HE TONBKO YYEOHUK, HO U Ty JUTEpaTypy, KOTOPYIO IOMOJTHHUTEIHHO
pekoMeHioBan JekTop. IMEHHO Takas cepbe3Has, KpOMOTiIuBas paboTa ¢ JICKIIMOHHBIM MaTepHaIioM
MO3BOJIUT TITyOOKO OBJIa/IeTh 3HAHUSMHU.

bonee moapo6Has wHbOpMALHS IO JAHHOMY BOIIPOCY COACPKUTCA B METOJUYECKUX MaTepuajax
JEKIMOHHOTO Kypca M0 TUCITUILINHE (MOIYJIIO), BXOASIIUX B COCTaB 00pa30BaTeIbHOM MPOTPAMMEI.



IIpakTH4eckue (ceMMHAPCKHE) 3aHATHSA

[loaroToBKy K KaXAOMy MpPaKTHUYECKOMY 3aHATUIO KaXKIbli CTYJEHT JOJDKEH HaudaThb C
03HAKOMJIEHUS C TUIAHOM 3aHATHS, KOTOPBIM OTpa)kaeT coAepKaHHe MPeAIoKeHHOU TeMbl. [IpakTuueckoe
3aJjaHle HEOOXOAMMO BBINOJIHUTE C YYETOM IPEUIOKEHHOW MPENoAaBaTeIeM MHCTPYKIHUH (YCTHO WU
NUCHbMEHHO). Bce HOBBIC MOHATHS MO U3y4yaeMOM TeMe HEOOXOIUMO BBIYYHTh HAaW3YCThb M BHECTU B
rjIoccapuii, KOTOpBIH 11e51eco00pa3HO BECTU C CaMOr0 Havaia U3y4yeHus Kypca.

Pesynprar Takoil paboOThI JOJKEH MPOSBHUTHCS B CIIOCOOHOCTH CTyIEHTa CBOOOIHO OTBETUTH HA
TEOPETUYECKHE BONPOCHl IMPAKTUYECKOTO 3aHATUS U YYACTUM B KOJUIEKTUBHOM OOCYXJIEHHHM BOIPOCOB
M3y4aeMOM TeMbI, IPAaBUIbHOM BBIIIOJHEHUH NIPAKTUYECKUX 3a/laHUM.

CTpyKTypa NpakTUYECKOTO 3aHATHUS

B 3aBucuMocTH OT coJep)KaHus U KOJIMYECTBA OTBEACHHOIO BPEMEHM HAa U3YUEHUE KaXJAOW TEMbI
IIPAKTUYECKOE 3aHATHE COCTOUT U3 TPEX yacTei:

1. ObcyxaeHne TeOpeTHIECKUX BOIPOCOB, OMPEICICHHBIX TPOTPAMMOM JTUCIIUILIHHEL.

2. BbInonHEeHHE MPaKTUYECKOro 3a/laHusl C MOCIEAYIOIIHMM Pa300poM IOJIyYEHHBIX pPe3yJIbTaTOB
WK OOCY)XJCHHE TNPAKTHUECKOTO 33/1aHUsl, BBHINOJHEHHOTO JIOMa, €CIU 3TO IMPEeIyCMOTPEHO paboueit
[IPOrpaMMOl TUCIMITIIMHBI (MOIYJIS).

3. IlonBeneHue UTOrOB 3aHATHS.

OOcyxaeHne TEeOpeTHMYECKUX BOIPOCOB  IMPOBOAUTCS B BHJE (PpOHTaNbHOM Oeceabl co Bceid
TPYIION U BKIIOYAET BHIOOPOYHYIO MIPOBEPKY MPEIOIaBaTeNIeM TEOPETHUECKIX 3HAHHUIA CTYACHTOB.

[IpenoraBaTensiMu ONpeesIseTcs ero coAep kaHue MPaKTUYECKOTo 3aaHus U JAeTCsl BpeMs Ha ero
BBIIIOJIHEHHE, a 3aTeM UJET 00CYKJEHUE Pe3yabTaToB. Eciau mpakTHueckoe 3a1aHue JTOJKHO ObUIO OBITh
BBINOJIHEHO JI0Ma, TO Ha 3aHATHUU MpPenojaBaTeib IPOBEPSET €ro BhINOIHEHUE (YCTHO WK IMCbMEHHO).

[lonBeneHneM WTOTOB 3aKaHYMBAETCS MpakTHueckoe 3aHsTHE. CTyneHTaM JIOJKHBI  OBITh
OOBsIBIICHBI OLIEHKH 32 pabOTy M JaHbl UX YETKUE 0OOCHOBAHMUS.

Pabora ¢ nmurepaTypHBIMU HCTOYHHKAMH

B npornecce moAroToBKM K MPAaKTUYECKUM 3aHATHUSAM, CTYJIEHTaM HE0OX0IUMO OoOpaTuTh ocoboe
BHUMAaHHE Ha CaMOCTOSITEIbHOE U3yYeHHE PEKOMEHIOBAHHOW y4eOHO-METOIUYECKOH (a Takke HayqHOH
U HonyJsipHOi) utepaTypbl. CaMocTosTenbHast paboTa ¢ yueOHUKaMH, y4eOHbBIMU OCOOUSMHU, HAYUHOM,
CIPaBOYHOM M NOMYJISPHOM JIMTEpPaTypoM, MarepuasaMu NEPUOJMYECKHX u3naHud K VHTepHera,
CTaTUCTMYECKUMH JIAHHBIMH sIBJIsieTCsl Hanbosee 3¢ (HeKTUBHBIM METOAOM MOJIY4YEHUs 3HAHUM, TO3BOJISET
3HAQUYUTENIbHO aKTUBH3WUPOBATh IPOIECC OBJIaJeHUs WHMOpMaImend, CrocoOCTBYeT Oosee TriiyOoKoMy
YCBOCHMIO U3y4aeMoro MaTepuaina, GopMupyeT y CTyJJeHTOB CBO€ OTHOLIEHNE K KOHKPETHOH npobiieme.

bonee ray0okOMy pacKpbITHIO BOMPOCOB CIIOCOOCTBYET 3HAKOMCTBO C JOMOJHUTEIbHON
JUTEPATypOl, PEKOMEHJOBAHHOM NPENOAABATEIEM IO KaXKI0M TEME NPAaKTHYECKOIO 3aHATHS, YTO
MO3BOJISIET CTYAEHTaM NPOSBUTH CBOIO WHAMBUAYAJIBHOCTb, BBISIBUTH LIMPOKUN CIIEKTpP MHEHMH IO
n3ydaemoit npooieme.

bonee noapobuast nHGOpMaIUs MO JAHHOMY BOINPOCY COAEPKUTCS B METOJIMYECKUX MaTephayiax
MPAKTUYECKHX 3aHATUN 1O AUCHUILTMHE (MOYIIO), BXOASIIUX B COCTaB 00pa30BaTeIbHOM POrpaMMBbl.

IIpomexyTouHasi aTTecTALMA

Kaxnplif yueOHbIH cemecTp 3akaHUMBAETCA CAayeil 3a4eToB (110 OKOHUYAHUH CEMECTpa) U 9K3aMEHOB
(B mepuox »K3aMeHallMOHHON ceccuu). IloAroroBka K chauye 3a4eTOB M DK3aMEHOB SIBIISIETCS TaKXKe
caMoCTosITeNIbHOU paboTol cryneHTa. OCHOBHOE B MOJrOTOBKE K IPOMEXYTOYHOW aTTeCTallud 10
OUCHUIUIMHE (MOJIyNI0) — TOBTOPEHHME BCEro Y4YeOHOro marepuaina IUCHUIUIMHBI, IO KOTOpOMY
HE00XO0/IMMO CAABATh 3a4eT MM 3K3aMEH.

Tonapko TOT CTyIEHT ycleBaeT, KTO XOPOUIO YCBOMJ yuyeOHbIH MaTepuan. Eciu cTyneHT Iioxo
paboTain B cemMecTpe, MpOnycKai JeKIHH (€CIH JIEKIIUU MPEeLyCMOTPEHBI YU€OHBIM TUIAHOM), CTYIIAT UX
HEBHUMATEJIbHO, HE KOHCIEKTHUPOBajJ, HE H3ydal PEKOMEHIOBAHHYIO JUTEpaTypy, TO B Ipoliecce
IIOATOTOBKH K CECCUU €MY IIPHUJETCS HE MOBTOPATH YK€ 3HAKOMOE, a 3aHOBO B KOPOTKHH CPOK HM3ydaTb
BeCh YueOHBbIN MaTepua. Bee 3To 3auacTyro HEBO3MOKHO CAEIaTh U3-3a HEXBATKU BPEMEHH.

Jlis Takoro CTyJeHTa IOATOTOBKAa K 3adeTy WIM JK3aMeHy OyJeT TpyIHBIM, a HMHOTJa M
HEMOCUJIbHBIM JIEJIOM, @ KOHEUHBIM pe3yiapTaT — aKaJeMHuuyeckas 3aJOJIKEHHOCTb, W, KakK CIEJICTBUE,
BO3MO>KHOE OTYHCIICHUE.



Pabouas mporpamMma IUCHMIUIMHBI (MOJIYJSI) COCTaBJI€Ha B COOTBETCTBUU C TpEOOBaHHSIMU
(henepalbHOT0 TOCYIapCTBEHHOTO 00pa30BaTeIbHOTO cTaHaapTa Beiciiero oopazoBanus (PI'OC BO).
Pabouas mporpamMma TUCHMIUIMHBI (MOAYJISI) paccMOTpeHa Ha 3aceiaHuu Kadeapsl («26»mapta
2020 r., mpoTtokoin Ne 8).

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

7
G Lugry -

PaGouass mporpamma IHCHMIUIMHBI (MOAYJSI) pacCMOTpEHa Ha 3aceJaHuH YYEHOTO COBETa
dbakynbsTera («17» mapra 2020 r., mpoTokos Ne7).

—
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y4€HOro coBeTa (aKylnbTeTa DA IS /H.A. Anemes/




