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1.  AHHOTALMS JUCHUILIAHBI (MOIY.JIS)

B pesynpTare ocBOeHUS MUCHUIUIMHBI (MOIyJsi) y oOydaromuxcs (GOpMHPYIOTCS CIEIYIOIIHe
KOMITETCHIIMH U JOJIKHBI OBITh JOCTUTHYTHI CIEAYIOIINE PE3YJIbTaThl 00yUeHHUS KaK 3Tan (OPMHUPOBAHUS
COOTBETCTBYIOIMX KOMIIETEHIIHN:

Kon Pe3synbrarsl ocBOCHMS [lepeueHp UIAHUPYEMBIX PE3YJIBTATOB O0YUEHHS 10
KOMIIETCHITUH obOpasoBarenbHON JTUCIUTLINHE
MIPOTrpaMMBbI

OIIK-2 TOTOBHOCTD K 3HaTh: BHJbl KOMMYHHUKAIlMM B YCTHOM H
KOMMYHHKAITUHU B YCTHOW U | TUChbMEHHON (hopMax Ha PyCCKOM ¥ MHOCTPaHHOM
MMCbMEHHOU (popmax Ha SI3bIKax JUIS pelieHus 3aaad MpoQecCHOHATBHON
PYCCKOM W MHOCTPAHHOM JIeSITCIIBHOCTH
SI3bIKAX JUUISl pelIeHus 3a7a4
npoecCHOHATBLHOM YMETh: ObITh TOTOBBIM K KOMMYHHUKAIIUU B YCTHOM
JIeTCILHOCTH Y IMCbMEHHOM (popMax Ha pyCCKOM H

WHOCTPAHHOM SI3bIKaX JJIsl PEIICHUs 3a/1a4
npodecCHOHANBHOM e TeNIbHOCTH

BJIAJICTh. HaBbIKAMM I'OTOBHOCTHM K KOMMYHHKAIUH
B YCTHOW W NMHUCbMEHHOW (hopMax Ha PyCCKOM H
MHOCTPAaHHOM  s3bIKax JUI  peUIeHMs  3a1ad
PO ECCHOHAIBHON NEATETHHOCTH

TpyaoemkocTs tucuunauHbl (MoayJs): 3 3.E.
dopmMa NPOMeKyTOUHOI aTTecTalMu: 3a4eT (4 Kypc).
@opMbI TEKYIIET0 KOHTPOJIA YCIIEBAEMOCTH:
- YCTHBIH ompoc (dpoHTanbHas Oecena, MHAUBUAYAIBHBIN OMPOC, T0KIa/Ibl);
- TPOBEpPKa MHCHMEHHBIX 3a/laHUi (HAIMCaHUE 3CCe, KOHCIMEKTHPOBAHHWE HAYyYHBIX CTaTEH,
odopmIleHrE AeTOBON MEPETHCKH );
- TECTUPOBAHUE;
- pelIeHue CUTYallMOHHBIX 3a/a4.
Pazjnennl pucuMminHbl (MOayJisi), BUbI 3aHATUHI 1 opMUpPYyeMble KOMIIETEHIMHU M0 pa3eaam
AUCHMILINHBI (MOLYJIs1):
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1 [Ipeamer, copeprkaHue U 3aa9d JUCITUTITHHBI 1 5 6 OIIK-2
«JI0KyMEHTOOOOPOT U JEJIONPOU3BOJICTBO.
2 | Ucropusi BOSHUKHOBEHHUS ¥ PA3BUTHS 5) 5 OIIK-2
OTEYECTBEHHOT'O JIEJIONPOU3BOJICTBA.
3 OO0mre HOpMBI U TpaBwIa 0OPMIICHUSI IOKYMEHTOB. 5 5 OIIK-2
JlokymMeHTHpoBaHHas HHGOpMaIKsL.
4 | Opranu3anmoHHO-PaCTIOPAIUTETbHAS 1 5 6 OIIK-2
JOKYMEHTAIUS: TIOHATHE, KJIacCU(PUKAIIH, COCTaB U
odopmieHre peKBU3UTOB. bilaHKK TOKyMEHTOB.
S5 | SI3BIK U CTHIIB CITYXKeOHOM JOKYMEHTAIUH. 1 5 6 OIIK-2
TunuyHbie OMIMOKH.
6 | Odopmienne npukazoB, OpraHU3aMOHHO- 5 5 OIIK-2
MIPABOBBIX U JPYTUX PaCHOPsIUTEIbHBIX




JIOKYMEHTOB.

7 | Odopmienune cimyxeOHBIX THUCEM U APYTon 5) ) OIIK-2
MH()OPMAIIMOHHO-CIIPABOYHON JTOKYMEHTAIIHH.

8 | JlokymMeHTHpOBaHUE KOMMEPUYECKOM IEATEIILHOCTH 1 5) 6 OIIK-2
HpEATIPUSATHSL.

9 | MexnayHapoHas epenucka. JJoKkyMeHTBI 1o 1 ) 6 OIIK-2
BHEITHEIKOHOMUYECKOH e TEIbHOCTH.

10 | denomnpou3BOACTBO MO MUCbMEHHBIM U YCTHBIM 1 5) 6 OIIK-2

oOpallleHusIM Tpax/iaH.

11 | JlokymeHTHpOBaHHE TPYJOBBIX OTHOILIEHUIA. 5 3) OIIK-2
12 | PabGota ¢ KOHGUIEHITMATBHBIMHU JOKYMEHTAMH. 5 5 OIIK-2
13 | Cayxo6a IOV (mokyMeHTallmOHHOE O0ecTieueHue 1 5 6 OIlK-2
yIpaBieHHUs) B OpraHU3aIuUsX.
14 | Opraauzanusi T0KyMEHTO000pOTA. 1 5 6 OIIK-2
15 | Perucrpaiusi JOKyMEHTOB. 5) 5) OI1K-2
16 | KoHTpoJIb CPOKOB UCIIOJIHEHHS IOKYMEHTOB. 5 5 OIIK-2
CocraBneHre HOMEHKIIATYp, TEKYIIEe U OTIePaTUBHOE
XpaHeHue Jell.
17 | ApxuBHOE XpaHEHUE TOKYMEHTOB. 7 7 OIIK-2
18 | Texuuueckue cpeacTBa, IPUMEHSEMBIC B 6 6 OIIK-2
JIeJIOTIPOU3BOJICTBE
Bcero yacog: 4 4 95 | 103

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

Llenpto oOcBOEHUS AMCLUUILUIMHBI SIBISETCS (OPMHUpPOBaHUE Yy OOYYAIOIIMXCS KOMIIETEHIMH B

cooTtBeTcTBUM ¢ TpeboBaHusIMU OI'OC BO u oOpa3oBaTenbHOM NporpaMmsl.

3amauaMu OCBOCHUS IUCIUTUTUHBI SBISIOTCS:

- mnpuoOpeTreHrne oOydarolMMUCS 3HaHUN, YMEHUHN, HABBIKOB U (WJIM) OMbITa MPOPECCUOHATbHOM
NeSITEIbHOCTH, XapaKTEPU3YIOUINX JTarbl (OPMHUPOBAHUS KOMIIETEHIIMA B COOTBETCTBHH C
y4eOHBIM IIJIAHOM U KaJeHJapHbIM TpaguKoM ydeOHOro mpolecca;

- OIIEHKAa JOCTIDKEHHUS OOYYalOIUMUCS IUIAHUPYEMBIX pe3yJbTaToB OOydYeHHsI Kak JTama
(bopMHpOBaHUS COOTBETCTBYIOLINX KOMITETCHIIUH.

3. MECTO JUCUHUILUIMHBI (MOJAYJSI) B CTPYKTYPE OBPA3OBATEJBLHOH

MMPOI'PAMMBI

JucuuruinHa (MOJlyJib) peanu3yercsl B pamkax 0a3zoBoit yactu bioka 1 «JAucuumumeel (MOIYn)»
y4eOHOro IJjaHa.

JucuuruiiHa (Moaynb) Oasupyercs Ha pe3yiabTarax OOY4YEeHHs IO CIEAYIOIIMM JUCIMILIMHAM
(MomynsiM), mpakTUKaM: «MeHeIKMEHT», «Y yeOHas IpaKkTUKa» U Jp.

Pe3ynbrarhl 00ydeHUs, JOCTUTHYTblE MO HUTOraM OCBOEHUS JaHHOM TUCHMILIMHBI (MOJIYJIS)
SBJIAIOTCSL HEOOXOAMMBIM YCIOBHEM Ul YCHEHIHOIO OOY4YeHMs] MO CIEAYIOUMM JUCIHUIUIMHAM
(MomynsaM), mnpakTukam: «[IpakTHka 1O TOJNyYeHHIO NPOPECCHOHATBHBIX YMEHMH M  ONbITa
poeCCUOHATBHON JIEATETHHOCTH.

4. NJAHUPYEMBIE PE3YJbTATHBI OBYYEHHUA 110 JAUCHOUIIVIMHE (MOAYJIIO),
COOTHECEHHBIE C INNIAHUPYEMbBIMH PE3YJIbTAMHU OCBOEHUA
OBPA3OBATEJIbHOM ITPOI'PAMMBbBI

B pesynapTaTe OCBOCHMSI MUCHUIUIMHBI (MOAYJs) y oOydaromuxcss (GOPMHUPYIOTCS CIETYIOIINE
KOMITETEHITNH | JIOJDKHBI OBITH IOCTUTHYTHI CIIEAYIONINE Pe3yabTaThl 00yUeHUS KakK dTan (OpMUPOBAHUS
COOTBETCTBYIOIIUX KOMIIETEHIIHM:

Kon Pe3ynpTaTel 0cBOEHNS [lepeueHs TIaHUPYEMBIX PE3YyIbTATOB O0YUEHHUS IO
KOMIIETEHIIUH o0Opa3oBaTenbHON JUCLHUIIIINHE
IIPOrPaMMBbI




OIIK-2

TOTOBHOCTb K
KOMMYHHUKAIIUN B YCTHOH H
NUCbMEHHOW (hopMax Ha
PYCCKOM ¥ MHOCTPAaHHOM
S3BIKAX JUIS PEUICHUs 3a1a4
npodeccruoHaNbHON
JeSITeIbHOCTH

3HAaTh: BHJAbl KOMMYHHUKAallUM B YCTHOM W
MUCbMEHHOU (hopMax Ha PyCCKOM M MHOCTPAaHHOM
A3BIKAX JUIS peLIeHHs 3aJad HpodeccuoHaTIbHOU
JIeATEIbHOCTH

YMETh: OBITh TOTOBBIM K KOMMYHHUKAIIUU B YCTHOM
Y TUCHhbMEHHOHN (hopMax Ha PYCCKOM U

UHOCTPAHHOM SI3bIKaX JJISl PEIICHHUS 3a/1a4
po(ecCHOHATTLHOM NI TEIIbHOCTH

BJIQJICTh: HaBbIKAMU T'OTOBHOCTH K KOMMYHMKAIIUU
B YCTHOM M NMUChbMEHHOW (hopMax Ha PYCCKOM H
MHOCTPAaHHOM  sI3bIKax JUIA  pelIeHus  3aaad
poecCHOHANBHOM e TEIbHOCTH

5.  CTPYKTYPA U COAEPKAHUE JUCIUIIJIMHbBI (MOAYJISA)

5.1. O0bemM qUCHHUIIMHBI (MOAYJIS) M BUbI Y4eOHOH padoThlI.
OO6muit 00BEM (TPYAOEMKOCTh) TUCIUTUTHHBI (MOIYJIS) COCTABIISCT 2 3a4eTHbIC equHuUIb (3.E.).

TpyaoeMkocTh
JMCIHIIIAHEI, Kypc 2
Bun yae6HOI paboTh akajicM. 1acoB.
B tom uncne B KoHTaKTHas CamocTto
Bcero | mHTEpakTHBHO | BCero SITENbHAS
9 pabora
it popme pabota

YuebHnasi padora (0€3 KOHTPOJIsI), BCEro: 103 2 103 8 95
B TOM
quere: Jlexmmu (JT) 4 1 4 4

Ipakrryeckue 3ausaTus (I13) 4 1 4 4

JlabopatopHsie paboTs! (JIP)

Kypcogotii mpoekt (KII) -

Kypconast pabora (KP) -

PacuerHo-Tpadmuaeckue paboTh

(PTP) i

Pedepar i

KontposnsHas pabora -

Jpyrue Bujpl paboThl 95 95 95
KonrakTHasi padora 1 1 1
KonTaktHas pabora B cemectpe (KC)
KonTtakTHas paboTa B 9K3aMEHAIIMOHHYIO
ceccuto (KA)
KountpoJsb, Bcero: 4 4
B ToM OK3aMeH
quce:

3auér 4 4
3auéT ¢ oneHKon

®opMa MPOMe;KYTOUHOI aTTecTAlUM 3au. 3au.
O0mas Tpy10eMKOCTb, 4. 108 108
O0mas Tpy10eMKocTh, 3.E. 3 3

5.2. Pazaennl AUCHUILVINHBI (MOAYJIsA), BUABI 3aHATHI M (popMHUpyeMble KOMIIETEHIIMH M0 pa3fesaam
AMCHUIIMHBI (MOAYJIs1).
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1 [Ipeamer, copepkaHue U 3a/1a4d JUCHUTUIMHBI 1 5 6 OIIK-2
«J1oKyMEeHTO000pOT U JeIONPOU3BOACTBOY.
2 Hcropusi BOBHUKHOBEHUS U Pa3BUTHS 5 5 OIIK-2
OTEYECTBEHHOT'O JICJIONPOH3BOJICTBA.
3 OO01re HOpMBI U paBIa 0OPMIICHHUSI IOKYMEHTOB. 5 5 OIIK-2
JlokymMeHTHpOBaHHAsT HH(GOPMAITHSI.
4 | Opranu3alMOHHO-pacOPSIAUTEIbHAS 1 5 6 OIIK-2
JOKYMEHTAIUS: TIOHATHE, KIIACCH(HUKAIIHS, COCTAaB U
o(opMIIeHHE PEKBU3UTOB. bIaHKN TOKYMEHTOB.
S5 | S3BIK ¥ CTUITB CITYXKEOHOUW TOKYMEHTAIIUH. 1 ) 6 OIlK-2
Tunuynele OMMOKH.
6 Odopmienue npukazoB, OpraHU3aIMOHHO- ) 5 OIIK-2
MIPABOBBIX U JPYTUX PACHOPSATUTEIBHBIX
JTIOKYMEHTOB.
7 OdopmieHue cnyKeOHbIX MHCEM U APYTOM 5 5 OIIK-2
MH(POPMAIMOHHO-CITPABOYHON JOKYMEHTAITUH.
8 | JlokyMeHTHpOBaHUE KOMMEPUYECKOM NeATEIbHOCTH 1 5 6 OIIK-2
TIPEIITPHUSTHSL.
9 | MexnayHapoHas niepenucka. JJoOKyMeHTBI 10 1 5) 6 OIlK-2
BHEITHEOKOHOMUYECKOU JAESITETbHOCTH.
10 | denompon3BOACTBO MO MMCHbMEHHBIM U YCTHBIM 1 5) 6 OIIK-2
oOpalleHusIM Tpax/iaH.
11 | JlokymeHTHpOBaHHE TPYJOBBIX OTHOILIEHUIA. 5) S) OIIK-2
12 | Pabota ¢ KOH(UIEHIIMAILHBIMH TOKYMEHTaMHU. 5 5 OIIK-2
13 | Cayx6a IOV (mokyMeHTaIlMOHHOE O0ecTieueHre 1 5) 6 OIlK-2
yIpaBIeHUs) B OpraHU3aIUsIX.
14 | Opranusanus JOKyMEeHTO000pOTA. 1 5 6 OI1K-2
15 | Perucrpanusi TOKyMEHTOB. 5 5 OIIK-2
16 | KoHTposb CPOKOB UCTIONHEHUS TOKYMEHTOB. 5 5 OIIK-2
CocraBneHre HOMEHKIIATYp, TEKYIIEe U OTIePaTHBHOE
XpaHeHHue Jell.
17 | ApxuBHOE XpaHEHHUE TOKYMEHTOB. 7 7 OIIK-2
18 | TexHuueckue cpeacTBa, IPUMEHsIEMbIE B 6 6 OIIK-2
JIeJTOTIPOU3BOJICTBE
Bcero yacos: 4 4 95 | 103

5.3. Copepxanue IUCUUILIMHBI.
Tema 1. Ilpeamer, coaep:kaHue U 3a4a4M JMCUHMILIUHBI «/{0KYMEHTO00OPOT U A€JI0NIPOU3BOACTBOY.
[ToHsATHE TEPMHHOB («JIOKYMEHT», <«OKYMEHTOBEACHHUE», «IOKYMEHTAllMOHHOE obecreyeHne
YIPaBJIECHUA», «AEIOIMPOU3BOJACTBO», «KOPPECIIOHACHIIN.
Jlenonpou3BoACTBO Kak OTpacib JEATeNbHOCTH B cdepe ynpasieHus. COBpEeMEHHOE COCTOSIHHE
JEJIONPOU3BO/ICTBA.
OpraHu3alMOHHOE IOCTPOEHHE CIIYXObI JelIonpou3BojacTBa. Pacnpenenenue (yHKIMA MEXITY
MIOAPa3ECIICHUAMH JEJIONPOU3BOACTBA U UCIIOJHUTEISIMHU.



HopmaruBHo-nipaBoBasi 0a3za OpraHu3aluy JOKYMEHTAIIMOHHOTO OOecreueHHs! YIpaBlIeHHUs Kak
OCHOBA TEXHOJIOTUU IIPOLIECCOB YIPABIICHHUS.

3Ha4yeHue TOKYMEHTAIlMOHHOTO 00eCIIeYeHus YIPaBICHHUS.

Tema 2. UcTopusi BOBHUKHOBEHHSI M PA3BUTHS 0T€4eCTBEHHOI0 JeJIONPOU3BO/ACTBA.

JoxymentupoBanue B | X-XV BB.

ITpukaznoe nenonpounsBoacto (XVI-XVII BB.)

Cucrema xoiexckoro aenornpousBoictsa (XVIIIBg.)

Munuctepckoe aenonpoun3oacTBo XIX - nHayama XX BB.

DopMHUPOBAHUE CUCTEMBI COBETCKOTO Aesornpoun3Boactsa (1917-1940 rr.)

Ucrtopus ynpasienus u aenonpouspoactsa B 1950-1990 rr.

CoBpeMeEHHOE TOCYJapCTBEHHOE PEryJIMPOBAaHUE JI€TIONIPOU3BOJICTBA.

Tema 3. O01me HOpMBI ¥ IPpaBUJIA 0(PpOPMJIEHUS TOKYMEHTOB. JJoOKyMeHTHpOBaHHAsI HH(OpMAaIHS.

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

Knaccugukaruss TOKyMEHTOB (110 MECTY COCTaBJICHHs, IO COJCpPKAHHUIO, MO (Gopme, MO CpoKam
UCIIOJIHEHUS, TI0 TMPOUCXOXKICHHIO, MO CcpeacTBaM (uKcaluu, Mo IOPUIAUYECKON Cuie, MO CTagusiM
coznanust). 3axonbl, 'OCTrI 1 k1accupuKaTOpsl HA JOKYMEHTHI.

Buner pekBu3uToB M0KyMeHTOB. [IpaBmia odopmiieHuss OTAENBHBIX PEKBU3UTOB JIOKYMEHTOB.
CocraBiieHne JOKYMEHTOB.

CucreMbl JOKyMEHTaluu.  YHUUKALIUA W CTaHAapTU3anus. YHUPUIUPOBAHHBIE CHUCTEMBI
JOKYMEHTAI1H.

HupopmaninoHHO-A0KYMEHTAIIMOHHOE oOecrieueHre paboThl anmnapara yrnpaBieHHUs.

Tema 4. OpranusaliuOHHO-PACHIOPSAANTEIbHAS IOKYMEHTALMS: MIOHATHE, KJIaccupUKalus, COCTaB
U opopMJIeHHEe PEKBU3UTOB. BJ1aHKH 10KYMEHTOB.

OdopmieHne ynpaBIIeHYSCKOW TOKyMEHTanuu. lloHATHE W KIacCH(UKAIUS OpPraHU3aIlOHHO-
pacnopsIIUTENbHBIX TOKYMEHTOB. COCTaB U CXEMBbI PACIIOJIOAKEHUSI PEKBU3UTOB.

bnaHky JOKYMEHTOB U UX BUJBI.

OdopmieHne peKBU3UTOB  OPTraHU3AIMOHHO-PACHIOPSAUTENBHBIX  JOKYMEHTOB.  PeKBU3HTHI
3aroJIOBOYHOM 4YacTH JIOKYMEHTa. PEKBU3WUTBI COAEpP/KATEIBbHOM YacTH JIOKYMEHTa. PexkBU3HTHI
oopmIsromieit yacTu JOKyMeHTa. TpeOOBaHUS K H3TOTOBJIEHHMIO JOKYMEHTOB.

TpebGoBaHMsI K U3TOTOBJIEHUIO, YUETY U XpaHEHHIO repOOBBIX OJIAHKOB.

Hopwmsbl 1 TpeGoBaHUs K pa3MEIIEHUIO0 PEKBU3UTOB I0KYMEHTOB.

OpranuzanvoHHble JOKYMEHThI. PacnopsautenbHble JoKyMeHThI. [Ipotokonsl. MHopmanroHHo-
CIIPaBOYHBIE IOKYMEHTBHI.

Tema 5. SI3bIK M cTHIIBb CiIy:KeOHOI TokyMeHTAUMU. TuNUYHbIE OIIHOKH.

OO011ast XxapakTepUCTHKA CTUIIS CIIY>KEOHOH TOKyMEHTAalHH.

Hopwms! oduninanbHO-A€10BOrO CTUIIS.

Penakropckas mpaBka Ci1y>KeOHbBIX JOKYMEHTOB.

CTpyKTypHbIE OLINOKH.

Cunrakcuueckue omuoku. OmulKy, CBsI3aHHBIE C HENPABUIBHBIM MOPSAIKOM CIIOB B MPEATIOKCHHH.
Hapymienne cnenuduku yrnoTpedbieHus AeenpuyacTHbIX 000poToB. OmMOKH, BO3HHUKAIOIIME B
pe3yJIbTaTe HE3HAHUs CTPYKTYPBI CIOXKHOTO MpemiokeHns. HernpaBuiibHOE MCIOIB30BaHUE MTPEIIOTOB.
HenpasuiibHOE cornacoBaHue B Majiexe.

Mopdodonoruueckue omudku. CornacoBanue onpeaeneHnid. OmmoKu npu ynorpeOIeHn MOJHON U
KpaTkoil ¢opMm wuMeH npuiarareiabHbix. OmHOKM B YHOTPEOJEHUM KOJMYECTBEHHBIX UMEH
YHUCIIUTENbHBIX.

Jlexcuueckue OmmOKH.

Tema 6. OdopmileHHe NPHKA30B, OPraHU3AIHOHHO-NIPABOBBIX M JIPYIHX PacHoOpsiiuTeNbHBIX
AOKYMEHTOB.

OOmast XxapakTepUCTHKa OCHOBHBIX O3TaloB IOATOTOBKH MNpHKa3oB. O¢opmileHHE U OCHOBHBIE
PEeKBU3UTHI IpuKa3a. OpopmiieHrEe pacioOpsKEHUs, YKa3aHUsl, TOCTAaHOBIICHUS], PEIICHHUS.

PazpaboTka ¥ yTBepXKJAE€HHE KOMIUIEKCA OpraHM3allMOHHO-TIPABOBBIX JOKYMEHTOB (YcTas,
[Tonoxxenne 00 opraHu3anUM, CTPYKTYPHBIX MOAPA3JCICHUN, KOJUIETHAJbHBIX M COBEIATEJbHBIX
opraHax; IITaTHOE pacHucaHue; O(OpPMIICHHE IMOJOXKEHHM, WHCTPYKIMU 10 OTICIbHBIM BHJaM
NEeSITeIbHOCTH;, JTOJKHOCTHBIE HHCTPYKIIUN).

Tema 7. Opopmirenne ciayskeOHbIX MCeM U APYro HHGOPMAIMOHHO-CIIPABOYHOMH JOKYMEHTALMH.



[TonsiTHEe «ciy’)keOHOE THCbMOY». Pa3sHOBHUIHOCTH CIYyXEOHBIX MHCEM. PEKBHU3UTHI U CTPYKTypa
CITYy)€OHOTO MHUChMa. SI3bIK M CTUJIb CIIY’)KEOHOTO TTHChMa. DTUKET B CIy)eOHOU nepenucke. OOpasisl U
npuUMepbl 0(OPMIICHUS CITYKEOHBIX MHUCEM.

Ha3nauenne u xiaccu@ukanus AEIOBBIX MHCEM (rapaHTHHHOE MHCBbMO, 3aKa3, 3alpoc, 3asBKa,
U3BeUIeHWEe, MH()OPMAIMOHHOE MUCbMO, HAllOMUHAHHME, OTKAa3, OTKPBITOE IMUCHMO, MOATBEP)KICHHUE,
IPE/UIOKEHUE, IpUIVIAIIEHUE, Mpoch0a, pEeKOMEHJAaTeIbHOe IHChbMO, COIJlache, COOOLICHHE,
COIIPOBOJIUTENFHOE IHCbMO, TPEOOBAaHUE, YBEIOMIICHHE).

JenoBas nepenucka. JlenoBble BCTpeYM W BU3HMTHL. Y4YacTHE€ B BBICTaBKax M SApPMapKax.
[IpencraBnenne HHTEPECOB U MOCpeIHNYECTBO. KOH(DIUKTHBIE CUTYyaITUH.

IIucemennas koppecnonzeHums. Hocurenn mnHCBMEHHON KoppecnoHACHUMH. bymara mis
IIACbMEHHOU KOPPECIIOHACHIIMN. BUABI TOYTOBBIX OTIPABICHUN.

OcobenHoctn odopMIIEHHS THMCEM, IepeJaBaeMbIX JJIEKTPOHHOM IOYTOM W 1O KaHajgaMm
ANEKTPOCBSI3H.

OdopmiieHne akta, IPOTOKOIA, JOKIAHON, CIIyKeOHOH U 00BACHUTEIBHOHN 3aHCOK.

Tema 8. JlokyMeHTHpPOBaHHE KOMMePYeCKO# AeATeJbHOCTH NpeaNpusTHS.

Kommepueckue nucbma. JloroBopsl (AOroBOp KyIUIM-TIPOJAXH, JOrOBOp MOCTaBKH). IIpoTokosibl
pa3HOIIAacHil K 10roBOpaM IOCTAaBKH.

Kommepueckne akThl.

IIpeTen3nOHHO-UCKOBasA NoKyMeHTauus. MckoBble 3aaBnenus. llpenpasnenne ucka. Pexkomennanumn
110 0()OPMIIEHHUIO UCKOBOT'O 3asBiIeHMs. JJOKYMEHTBI, IpuilaraeMble K KICKOBOMY 3asiBlIeHHI0. OcTaBieHue
MCKOBOTO 3asIBJICHUS 0€3 IBU)KCHUSI.

[Tucemo-tipeTeH3ust (peKiamMarts).

Kaccannonnas sxano6a (00xanoBaHue pelieHust Cya o UICKOBOMY 3asiBJICHUIO).

Tema 9. MexnyHapoaHasi nepenucka. JloKyMeHTBhI 10 BHEIIHEIKOHOMHUYECKOH JesiTeJIbHOCTH.

MexnyHapoaHble CTaHAapThl 10 odopmiieHHI0 JokyMeHToB. Dopmartsl Oymaru. [IpoexkTupoBanue
0aHKOB. PekBU3UTHI MEKAYHAPOHOTO TUChMA.

[ToaroroBka /1e10BOM KOPPECTIOHACHIIMH JIJIsl 3apyOEKHBIX MTAPTHEPOB.

OdopmiieHre KOPPECIOHJICHIIMM B aHIJIOA3BIYHBIX cTpaHaX. CTpykrypa Qopmyisipa M cocTaB
PEKBU3UTOB CIIY’)KeOHOTO HcbMa. TpeGoBaHus K 0)OPMIICHHIO KOHBEPTOB.

C6op undopmarum o aeaoBoM napTaepe. Berpeun, oOMeH Buzntamu. BoicTaBouHas A€ATeNbHOCTb.
HoroBopsl. Konduuktaeie cutyauuu. Konduuktsl. MHopmanuonHoe oOecnieuenne. DuHAHCOBBIE
Bonpocsl. TpaHncnoprt.

Knaccudukanus 1oKyMeHTaluu 10 BHEIIHEAKOHOMUYECKOH AedaTenbHoCcTU. Toprosas perucrpanus
U TOPrOBbIE KHUTH BO BHEIIHEIKOHOMMUYECKOHN NEATENBHOCTH. TeXHUYeCcKass U TOBapHas JOKyMEHTALIMS.
Bunbel KOHTpakTOB, O(QOPMIISIONIMX BHEUITHEAKOHOMHYECKYIO AESITEIbHOCTh. DOpMBI NMPUITIOKEHUH K
KoHTpakTaMm. OdopmieHne TOMONHEHUH M crenuduKanuii Kk KoHTpakTtaM. CTpyKTypa M coaepiKaHue
JI0OTOBOpA O KYyIIe-TIPOaXKe.

Tema 10. /Iesionpon3BoACTBO 10 MMCHMEHHBIM H YCTHBIM 00pallieHUSIM I'PaKAaH.

CraHOBJIEHHE M DPAa3BUTHE OTEUYECTBEHHOI'O JIEIOMPOU3BOJICTBA IO paboTe ¢ oOpalleHusIMu
rpaxjaH. 3aKOHOAATENbHOE pErylupoBaHUe paboThl C oOpaiieHusMu rpaxjgaH B Poccuiickoit
Oenepanun. Knaccudukamus oOpamenuit rpaxaad. IluceMeHnHble oOpamieHus: rpaxiaaH. KoHTpolb
UCTIOJHEHUsI NHceM TpaxkiaaH [lenonpousBoACTBO MO oOpamieHusM rpaxkiaH. OpraHuszanus JUYHOTO
npuema rpaxaad. Madopmuposanue rpaxaad. OOpamieHus 1 3apockl 0c000T0 KOHTpoJisa. OpraHu3anus
paboThI ¢ OOpaIIEHUSIMU JIETTyTaTOB.

Tema 11. JlokymMeHTHpPOBaHHE TPYAOBbIX OTHOLLICHUIA.

Knaccugukarus 10KyMEeHTOB MO JJUYHOMY COCTaBY.

OdopmieHne MTOKYMEHTOB, HCIOJIB3YEMBIX MpU TpueMe Ha paboTy (pe3roMe, 3asBICHUE).
Odopmienne npukaza (pacnopspDkeHus) o mpueMme Ha pabory. J[OKyMEHTHI, MpeabsBisSeMble IPH
3aKJIIOYEHUU TPyAOBOro jaorosopa. OdopmieHue TpyaoBoro goroopa. JInyHas kapTouyka paOOTHHKA.
Xapakrepuctuka paboTHuka. ABToOHOrpadus paboTHUKa. AHKeTa paboTHHKa. JIMuHOe eno paboTHHKA.
TpynoBas kHMXKKa: BbAaya, 0ohopMIIEHIE, XpaHEHHE.

Odopmitenne nmpukasa (pacnopspkeHusi) o nepeBojie paboTHUKA Ha JPYyryro padoTy.
JlokyMeHTUpOBaHuE Mpolecca YBOJIbHEHUS (PacTOPKEHHs TPYIOBOTO JJOTOBOPA).

Tema 12. PaboTa ¢ KOHpHACHINATBHBIMHA JOKYMEHTAMH.

Opranuzanus paOoTsl ¢ KOHQUIECHIMAIBHBIMU JOKYMEHTaMHU. 3akoH «O KOMMEpYEeCKOW TaiHe».

3amiTa nepcoHaNbHbIX JaHHBIX paboTHHKa. DeaepanbHbiil 3aK0H «O MEPCOHATBHBIX JAHHBIX».



CBenenus, OTHOCSIIUECS K KOHOUASHIIMATBHON nHpOpMauy. 3aiuTa JOKYMEHTOB, COIePKAIIIX
KoMMepuecKyto TaiiHy. OpranHuzanus paboThl C JOKYMEHTaMH, COJAEpXKallUMH KOH(HICHIMAIbHbIC
CBEZICHHUSI.

TexHonorus 00paboTku KOH(HIEHIINATIbHBIX JIOKYMEHTOB. Orarnsl HOATOTOBKU
JeTOTIPOU3BOANTENIEM KOH(PHUICHIIMATIBHBIX JOKYMEHTOB. OCHOBHBIE ONEpPAI[MOHHBIC TEXHOJOTHYECKHE
cXeMbl 00pabOTKM KOH(PUIEHIMATIbHBIX JOKYMEHTOB. Y4YeT IOJTrOTOBJICHHBIX KOH(UIEHIMAIBHBIX
JIOKYMEHTOB.

Tema 13. Cayxoa JOY (10KyMeHTAIIMOHHOE 00ecriedeHue YIPaBJIeHUs1) B OPraHu3aiusXx.

Cnyxb6a JIOY (mokyMeHTaIlmoHHOE 00eCTrieueHre YIpaBIeHHs ) B OpraHu3aii. 3a1auu U QyHKIUN
cyx0b1 JIOY. TumoBple opraHu3allMOHHBIC CTPYKTYpbl ciaykObl JIOY B opranuzanuu. DyHKIUU
CTPYKTYpHBIX noapazaencHuii ciyxos1 JJOY. [IpaBa n orBeTrcTBeHHOCTH City)0b1 JIOY B opranuzanumu.

JIOJDKHOCTHOW M TEeXHHYECKHH cocTaB paOOTHUKOB. (DYHKIMOHAIbHbIE OO0S3aHHOCTH COCTaBa
ciryx061 JIOY. HopmaTtuBHas periiaMeHTanusi U yCiaoBUs Tpyia paboTHUKOB ciry:x0b1 JJOVY.

Tema 14. Opranuszanusi J0OKyMeHTO000poOTA.

[TpoGiieMa coBepIIeHCTBOBAaHUS JOKYMEHTO000poTa. [IoHATHE «10KYMEHTOOOOPOT», €r0 pa3BUTHE
Y HOPMaTUBHO-METOAMYECKAs perylaMeHTalus. XapakKTepUCTUKU JOKYMEHTO000pOTa.

OcHoBHBIE IIpaBWJIa OpraHU3allUM JTOKyMEHTOOOOpoTa B yupexiaeHuu. llpuem, nepBuuHas
00paboTKa, pacnpeneseHue MOCTYNUBUIMX JOKyMEHTOB. llopsiok HampaBieHUS Ha HCHOJHEHUE U
paboThl WCHONHHUTENA C JOKyMeHTaMu. [lopsaok o0paboTKM HCXOMIuX JOKyMeHTOB. OTmpaBka
JOKYMEHTOB.

Tema 15. Perucrpauusi 10KyMeHTOB.

[TonsiTME CHCTEMBI PETUCTPALMU TOKYMEHTOB. 3HAUYEHUE U 33Ja4d PETUCTPALMM JTOKYMEHTOB.
OO0mue npaBuiIa perucTpauuu JoOKyMeHTOB. @OpMbI U OPSAJOK PETUCTpaLUU T0KyMEHTOB. UHaekcanus
JOKYMEHTOB.

Opranmzanus  CIpaBOYHO-MH(GOPMAIIMOHHONW  paboThl.  ABTOMAaTU3MPOBAHHBIE  CHCTEMBI
perucTpanyuy JOKyMEHTOB.

Tema 16. KoHTpoib cpokoB HcnoJiHeHUs1 JOKyMeHTOB. CocTaBjieHMe HOMEHKJIATYpP, TeKyllee W
OIepaTHBHOE XPaHEHHUe Jel.

Llens ¥ 3a1a4u KOHTPOJISE CPOKOB MCIOJTHEHUS JOKYMEHTOB. 3HaY€HHE, BUABI U (POPMBI KOHTPOJIS
CPOKOB MHCIIOJHEHMsI JOKYMEHTOB. CpoKoBasi KapTOT€Ka. ABTOMAaTHU3UPOBAHHBIE CUCTEMBI KOHTPOJIA
CPOKOB UCTIOJTHEHHMSI IOKyMEHTOB.

CocraBnenne HOMEHKNATyp Jen. OpraHusanus TEKyLIIEro XpaHeHusl JOKyMeHToB. PopMupoBaHue
1 ONIepaTUBHOE XpaHEHUE .

Tema 17. ApxuBHOe XpaHEHHE JOKYMEHTOB.

[TonroroBka nen K mepenade Ha apXMBHOE XpaHEHHME. OKCIEepTH3a IEHHOCTH JOKYMEHTOB B
nenornpousBoAcTBe. Buabsl apxuBHbIX J0kyMeHTOB. Odopmienue nen. CocraBieHue omnuceil nei.
ObecrnieueHre COXpaHHOCTU JOKYMEHTOB. [IopsAOK YHHUYTOXKEHHS] JTOKYMEHTOB U JI€J C HUCTEKIIUMU
CpOKaMH XpaHeHus. Jlerno3utapHoe XpaHEeHNEe JOKYMEHTOB.

HopmaruBHo-npaBoBoe obOecrieueHue JeareinbHOCTH apxuBoB B Poccuiickoit  ®enepanum.
HopmartuBHas perniameHTanusi paboThl apXUBOB OpraHu3aluuii. XpaHeHHe U y4eT apXUBHBIX TOKYMEHTOB.
KomMmmiekToBaHne apXvBOB apXUBHBIMHU JIOKyMEHTaMH. JlocTym K apXuBHBIM JIOKYMEHTaM M UX
UCIIOJIb30BAHNUE.

MartepuanbHo-TeXHHYeCKoe oOecrieueHrne apxuBa. TpeboBaHMs K MOMEIEHUIO apXUBOXPaHUIIUIIIA.
ObopynoBaHue apxuBa.

Yyer U XpaHEHHE DJJIEKTPOHHBIX JIOKyMEHTOB. [lopsgok mepegaum  JOKYMEHTOB  Ha
roCy1apCTBEHHOE XpaHEHHUE.

Tema 18. Texnnueckue cpeacTBa, NpUMeHsieMble B 1€JI0NPONU3BOACTBE.

OOmee npefcTaBiIeHHE O TEXHMYECKMX CpEACTBAaX B JIENONpoM3BoJCTBe. KommbroTepusanus
Jenonpon3BoicTBa. OCHOBHBIE BO3MOYKHOCTH KOMITBIOTEPHBIX TeXHOJoruil B [[OY.

[TonsiTe 37M€KTPOHHOTO JOKyMeHTa. IIpenmymnecTBa M HEAOCTATKH 3JIEKTPOHHOIO JOKYMEHTA.
OdopmieHre JTOKYMEHTOB B 3JEKTpOHHOM Buje. OCHOBHblIE MeTONbI (POpMATHUPOBAHHS TEKCTA.
OdopmiieHre cUMBOJIOB TeKcTa. Brinenenue ab3aueB. Pacmonoxenue texcra. PyOpuku, BbIIEIEHUS B
TEKCTEe AIEKTPOHHOro JoKyMeHTa. [IpuMeuanus, cHocku. BepcTka cTpaHHUIl MHOTOCTPAaHUYHOTO TEKCTa.
VYnorpebiieHue MNPONMUCHBIX W CTPOYHBIX OYKB B TekcTe JaoKyMmeHTa. Hambosee ymotpeOisiemble
cokpatieHus cinoB. OdopmiieHue Aat u yncen B JoKyMeHTax. [leyaTs 3J€KTPOHHOTO T0KYMEHTA.



[TonsATHEe W CTPYKTypa TaOMUIBI B 3JIEKTPOHHOM JoKyMmeHTe. OCHOBHbIE TpeOoBaHUS K (opme H
noctpoeHuto Tadnui. OgopMiaeHne HyMeparmoOHHOTO 3arojioBka Tabmumpl. OdopMieHue 3arojloBKOB 1
Jar.

ABToMaTu3anus paboOThl ¢ JOKyMEHTaMH. ABTOMAaTH3MpPOBAaHHBIE paboune Mecta. DJICKTPOHHBIC
O(UICHBIE CHCTEMBI.

Opranu3anus JOKyMEHTO000pOTa € MCIIOJIb30BAHIEM CPEJCTB TEIIEKOMMYHHUKAIUH.

5.4. TemaTruyeckuii NJIaH NPAKTHYECKUX (CEMHMHAPCKUX) 3aHATHIA.

Ne @DopMBI TEKYIIETO
. TpynoemMKkocCTs,
Ne | pazme Tembl mpakTU4YecKuX (CEMUHAPCKUX) 3aHATHIA u KOHTPOJIS
na yCIIeBa€MOCTHU
Opraam3amoOHHO-PACTIOPSANTEIbHAS 1 KoHcriekT, penienne
1 4 JOKYMEHTAIHS: IOHSTHE, KIIacCCH(UKAIHS, COCTAB CUTYalMOHHBIX 3a/1a4
1 o opMIICHHE PEKBU3UTOB. BllaHKM TOKYMEHTOB.
OdopmiieHme MPUKA30B, OPTaHU3AIMHMOHHO- 1 TecT, opopMIICHUE
2 6 IPaBOBBIX U IPYTUX PACHOPSIUTEIbHBIX JIOKYMEHTOB, pEIICHUE
JOKYMCHTOB. CUTYallMOHHBIX 3aJ1a4
JoKyMEeHTUpOBaHHE KOMMEPUYECKOU NEATEIbHOCTH 1 Odopmienne
3 8 TIPETPHUATHS. JIOKyMEHTOB, pPeIIeHNe
CUTYallTUOHHBIX 3a/1a4
KoHTponb CpoKOB HCTIONHEHUS TOKYMEHTOB. 1 Tecr
4 16 | CocraBieHne HOMEHKIATYp, TEKYIIEe U
OINEPATUBHOE XPAHCHHE JIEI.

5.5. TemaTruuyeckuii njiaH JadopaTopHbIX padoT.
He npenycmoTpeHsl

6. MATEPHAJIbBI TEKYHIEI'O KOHTPOJISI YCIIEBAEMOCTHU IO AUCHUIIIMHE

MOAVYJIIO)

Texkymmii KOHTPOJIb YCIIEBAEMOCTH O0O0ECHEUMBAeT OLIEHUBAHME XOJla OCBOCHMS JHCIUILIUHBI
(MOZynsl) U OpraHMU3yeTcss B COOTBETCTBUU C IMOPSJIKOM, ONpPENEIsIEMbIM JIOKaIbHBIMA HOPMAaTHUBHBIMU
aktamu MA/JIW. Ilopsnok npoBeAcHHMsT M CHCTEMa OLEHOK pe3y/lbTaTOB TEKYIIETO KOHTPOJIA
YCIIEBAEMOCTH YCTAHOBJIEHA JIOKAJIbHBIM HOPMAaTHUBHBIM akToM MA JIU.

B kadectBe popM TEKyIEro KOHTPOJISI YCIIEBAEMOCTH 110 TUCIMITIMHE (MOYII0) UCTIONB3YOTCS:

- YCTHBIH ompoc (ppoHTanbHas 0ecea, UHANBUAYAIbHBIN OIPOC, T0KJIa/bl);

- IpOBEpPKa IHCBMEHHBIX 33JaHMN (HAallMCaHUE 3CCE, KOHCIEKTUPOBAHUE HAYUYHBIX CTaTel,
oopMiIeHHE ETI0BO# MEPETUCKN);

- TECTUPOBAHUE;

- pelleHre CUTYallMOHHbIX 3a/1a4.

6.1. Marepuansl Ui TPOBENEHUS MPAKTHYECKHX padoT, coleparcs B METOIUYECKUX
MaTepuagax 1o JAUCHUIUIMHE (MOJYJI0), BXOIAIIMX B COCTaB METOAMYECKMX MaTepHalioB
o0pa30BaTeNbHOM MPOrpaMMBl.

7. ®OHJ OIEHOYHBIX CPEJICTB /Js1 TPOBEJEHUSI TPOMEKYTOUYHOI
ATTECTALIMH OBYYAIOLUXCS MO JUCUMUILIMHE (MOAY.JIIO)

7.1. IlepeyeHb KOMIIETEHUMI ¢ YKa3aHHEM ITanoB UX (pOpMHPOBAHMA B Npolecce 0CBOCHUS
o0pa3oBaTe/IbHOM NPOrpaMMBbl.

B PE3YIbTAaTC OCBOCHU A AUCHHUIIMHBI (MOIIyJ'I}I) (I)OpMI/IpyIOTCH CJICAYIOINEC KOMIICTCHIIUU:

OIIK-2 - roTOBHOCTh K KOMMYHUKALUM B YCTHOH M M CbMeHHOH (popMax HA PYyCCKOM H
HHOCTPAHHOM SI3BIKaX [JIs pelleHus] 32124 NPo(pecCHOHATbHON NeATEeJbHOCTH



B mpomecce ocBoeHMsi 00pa3oBaTENbHONW NPOTPAMMBI JAaHHBIE KOMIIETCHIIUH, B TOM YHCIE HX
OTACIBbHBIC KOMIIOHCHTHI, q)OpMI/Ip}IIOTC}I IIO3TartHO B XOA€ OCBOCHUA 06yIIaIOIJ_II/IMI/IC$I JUCHUIIIINH
(MopyIeit), MpakTUK B COOTBETCTBUU C YU€OHBIM IJIAHOM U KaJICHJIApHBIM rpad)iKoM Y4eOHOTO mpoliecca
B CJICAYIOIIEM HOPSIKE:

OIIK-2 - roroBHOCTh K KOMMYHMKAIIMM B YCTHOW M NHMCbMEeHHOIl (opMax Ha pyccKoM H
HHOCTPAHHOM SI3BIKaX JJIsl pelleHusl 3a1a4 NPo(ecCHOHATbHOM AeATEIbHOCTH

CemecTpnl dopma
JMCHMILUIMHBI (MOYJIH), MPOME:K.
u
b51.5.03 MHOCTpaHHBIH SA3bIK + + 331?31:;;’:}1
b1.5.05 KynbeTypa oOuienus + 3a4yeT
b51.5.06 JlokymMmeHTO000pOT U + saueT
JIeJIONPOU3BOJICTBO
b53.5.01 3amura BBITyCKHOU
KBaJTM(UKAITMOHHON paboTHI,
BKJIFOYas IOATOTOBKY K + 3amurta BKP
MPOLEYpE 3alUThI U
IPOLelypY 3aIlUThI

7.2. OnucaHue nokaszarened U KpUTEPHEB OLIEHUBAHMUS KOMIIETEHIIMH, (OPMUPYEMBIX MO UTOraM
OCBOEHUS AUCUUILINHBI (MOYJIs), OMMCAHNE IIKAJT OLEHUBAHUSI.

[Toka3areneM oOlLlEHMBaHMS KOMIETEHIMM Ha pa3IUYHBIX 3Tanax MX (OPMUPOBAHUS SIBIISETCS
JOCTHKEHHE 00Y4arOIUMHUCS TUTAHUPYEMBIX PE3YJIbTaTOB 00YUYEHHMS 110 AUCHHUIIINHE (MOJYIIIO).

OIIK - 2 - roTOBHOCTh K KOMMYHMKALMH B YCTHOH U NUCbMEHHOH (popMax HA PyCCKOM W HHOCTPAHHOM
S3BIKAX JAJIS pelleHus 3a7a4 npogeccCHoHAIbLHOM AesiTeTbHOCTH

Kpurtepun oueHuBanus

IToxa3aTean
2 3 4 5

3HATD: BBl | OOygaronuiics OO0yuaromuiics OO0yuaromuiics OOyuaromuics
KOMMYHUKAIIUU | JEMOHCTPUPYET JIEMOHCTPHPYET JIEMOHCTPHPYET JIEMOHCTPHUPYET TOITHOE
B YCTHOH U | MOJHOE OTCYTCTBHE | HEMOIHOE YaCTUYHOE COOTBETCTBUE
MUCHEMEHHON 500071 COOTBETCTBHE COOTBETCTBHE CJICIYFOIIHNX 3HAHWN:
dopmax Ha | HEZOCTATOYHOE CIEAYIOIINX 3HAHUU: | CIICAYIOUIUX BUJbI KOMMYHHKAIIUA B
pyccKoM M | COOTBETCTBHE BHUJIbI KOMMYHHKAIIVH | 3HAHUU: BUJIBI | YCTHOM W TUCHMEHHOUH
HWHOCTPaHHOM CIIEeIYIOIINX B YCTHOH U | KOMMYHUKalMd B | popmMax Ha pycCKOM H
SI3BIKAX IUIA | 3HAHWM: BU/IbI | MUCBMEHHOH (opMax | yCTHOU 1 | HHOCTPAaHHOM SI3BIKAX
pelieHuss 3a/1ad | KOMMYHHKAIlMM B | HA  PYCCKOM U | IHCbMEHHOU JUIsL  pemieHus — 3agad
npohecCUOHaNb | YCTHOM Y | ”HOCTPaHHOM s3bIKax | hopmax Ha | Ipo¢eCCHOHAITBEHOM
HOM IMUCEMEHHON JUISL  PELICHHUsS 3aJa4 | PyCCKOM H | IeSITEILHOCTH, CBOOOIHO
eI TEIbHOCTH hopmax Ha | mpodeccCuOHATLHOM WHOCTPaHHOM oTepupyeT

pycCcKOM H | OeATEIbLHOCTH, SI3BIKAX JUTSL | IPUOOPETEHHBIMU

HMHOCTPAHHOM JIOTTYCKAIOTCS pelieHus 3a7a4 | 3HAHUSAMU.

SI3BIKaX IUISL | 3HAYUTEIbHEIE npodeccuoHaabHO




pemeHus 3amaq | OMMUOKH, MPOSIBISIETCS | i JeSTeNhbHOCTH,
mpo¢eCCUOHANBHO | HEAOCTaTOYHOCTD HETOYHOCTH,
I AeITeIbHOCTH 3HaHWH, TO0  PANY | 3aTPyJHCHHS  TIPH
nokasaTelei, aHAJINTUICCKUX
oOyJarouiics oTIeparusx.
HCIIBITHIBACT
3HAYUTEIbHBIC
3aTpyJHEHHS npu
ONIepUPOBAHUU
3HAHUSAMU TIpU X
IepeHoce Ha HOBBIC
CUTYaIUH.
yMeTb: ObITh | OOyuaromuiicst He | OOy4arommiics Oo6yuaromuics Obyuarommuiics
TOTOBBIM K | yMeeT WU B JEMOHCTPHUPYET JIEMOHCTPHUPYET JIEMOHCTPUPYET MOJTHOE
KOMMYHUKaIlMA | HEAOCTATOYHOM HEIOJTHOE YaCTHYHOE COOTBETCTBHE
B  YCTHOH W | CTENEHH yMeeT COOTBETCTBHE COOTBETCTBHE CJIeIYIOIINX YMEHHIA:
MUCHbMEHHOMN OBITH TOTOBBIM K CIEIYIOIUX YMEHUN: | CIIETYIOLIUX OBITh TOTOBBIM K
dhopmax Ha | KOMMYHHUKAIUH B OBITh TOTOBBIM K YMEHHI: OBITh KOMMYHHKAIIHA B
pyccKoM U | YyCTHOU U KOMMYHUKALIMH B TOTOBBIM K YCTHOM U MUCbMEHHOU
WHOCTPAHHOM MHCHbMEHHOU YCTHOM ¥ MUCbMEHHOM | KOMMYHMKAILIMU B (dhopMax Ha pyCCKOM H
SA3BIKAX st | popmax Ha (dhopmax Ha pyccKOM YCTHOMH 1 WHOCTPaHHOM SI3bIKax
pelieHust 3amad | pycCKOM H ¥ UHOCTPaHHOM MMMCEMEHHON JUTSI pelIeHus 3a1a4
npodecCHOHaNIb | HHOCTPaHHOM sI3BIKAX JUIs penieHust | Gopmax Ha npodeccnoHaNbHON
HOM SI3BIKAX JJIS 3a1a4 pycckoM H JIeSATeIbHOCTH.
JIeSITeIbHOCTH peuieHus 3aaaq npoeccnoHaTbHON MHOCTPAHHOM CBob6oaHO omepupyer
Mpo(heCCHOHATIBHO | NIEATEIBHOCTH. SI3BIKAX IS MPHOOPETEHHBIMU
i 1eqaTeIbHOCTH JHomyckatoTtest pelieHus 3ajgad YMEHHUSIMH, IPUMEHSIET
3HAYUTEIHHBIC po(hecCHOHANIBHO | MX B CHTYalHsAX
OITMOKY, TPOSIBIISIETCS | ¥ IEATEIBHOCTH. MTOBBIIIICHHON
HEJ0CTaTOYHOCTh YMeHUs OCBOEHBI, | CJIOKHOCTH.
YMEHUH, 110 psiay HO JOIIyCKalOTCs
TOKa3aTeeH, HE3HAYUTEIbHbIC
oOyyaroruiics OIIIMOKHU,
HCIIBITHIBACT HETOYHOCTH,
3HAYUTEIbHBIC 3aTpyTHEHHS TIPH
3aTpyJHEHHS MTPH AHATUTUIECKHUX
OTIepUPOBAHUH oTepanmsx,
YMEHHSIMHU TIPH UX NepeHoce yMEeHU!
MepeHoce Ha HOBBIE Ha HOBEIE,
CUTYaIIH. HECTaHJIapTHBIE
CUTYaI1H.
BJIAJIETD: OOyuaromuiics He | OOyvaromics OO0yuarormuiics OO0yyaroruiics B
HaBBIKAMH BIIQJICET WIA B BIIa/IC€T HABBIKAMH YaCTUYHO BJIaJeeT | MOJIHOM OObeMe BlajeeT
TOTOBHOCTM K | HEJJOCTaTOYHON TOTOBHOCTH K HaBBIKaMU HaBBIKAMU TOTOBHOCTH K
KOMMYHUKAIlMK | CTETICHU BJaJleeT KOMMYHHKAIINH B TOTOBHOCTH K KOMMYHHUKAIIUH B
B yCTHOM ¥ | HaBBIKAaMHU YCTHOM Y MUCbMEHHON | KOMMYHUKAIUU B YCTHOM U MUCbMEHHOU
MUCHMEHHOHN HaBBIKAMU (hopmax Ha pyccKOM YCTHOH 1 ¢dopmax Ha pycCKOM U
bopmax Ha | TOTOBHOCTH K Y UHOCTPaHHOM MMMCEMEHHON WHOCTPAHHOM SI3BIKaxX
pyccKoM ¥ | KOMMYHHUKAIUH B sI3BIKaX JUIS pemieHns | gopmax Ha JUTSL peIIeHus 3a1a4
WHOCTPAaHHOM YCTHOM 1 3a1a4 pYCCKOM H npodeccnoHaNbHON
SA3BIKAX U | TUCBMEHHON npodeccHoHaANLHON MHOCTPAaHHOM JIesATENIbHOCTH, CBOOOTHO
pemenust 3amad | popmax Ha JEeSITeNTbHOCTH, A3BIKAX TSI MPUMEHSAET TOJTyJICHHbIE
npodecCHoHaNIb | PYCCKOM H JIOTTyCKaIOTCs penieHus 3ana4q HAaBBIKU B CUTYaIIAX
HOM MHOCTPaHHOM 3HAYUTEIbHBIC MpoeCCUOHANBHO | TMOBBIIIEHHON
JIeSITeIbHOCTH SI3BIKAX JJIS OIIMOKY, MPOSABISAETCS | M NEATENBHOCTH, HO | CIOXHOCTH.
pelieHns 3agad HEJ0CTaTOYHOCTh JIOTTyCKAIOTCS




Mpo(hecCHOHANBHO | BIAJACHHUS HAaBBIKAMH HE3HAYNTEIbHBIC
U JeSTEeNbHOCTH IO psAy TOKa3aTeneil. | ommoKwy,
OO0yuaromuiics HETOYHOCTH,
HCIIBITBIBAET 3aTpyaHEHHS MIPH
3HAYUTEIbHBIC AHATUTUIECKHUX
3aTPyAHCHUS IPU omepanusx,
MIPIMEHEHUH HABBIKOB | TIEPEHOCE YMEHUN
B HOBBIX CHUTYaIlUsX. Ha HOBEIE,
HECTaHJIapPTHHIC
CUTYAIIHH.

7.3. TunoBble KOHTPOJbHbIE 3aJaHHUsl MPOMEKYTOYHOH aTTecTalui O0YYaAIIIUXCHA 110
AMCHUIIMHE (MOAYJIIO).

33,[[3.HI/I$I AJIs IIPOBEPKU pE3YJIbTATOB 06yquI/151 GBHaCT».

1. OcHOBHbIE IOHATHSA U ONIPEEICHUS B 00JIaCTH JEJIONPOU3BOJICTBA.
2. 3Ha4yeHue TOKyMEHTAllMOHHOIO 00ecIeYeHus YIIPaBIeHHUS.
3. HopmaruBHo-nnpaBoBasi 6a3za opraHu3aluy JOKYMEHTAllMOHHOTO OOECIHEeUEHUsl YINpaBICHUS Kak

OCHOBA TEXHOJIOI'MH ITPOLIECCOB YIIPABJIICHU.

4. HcTopust BOSHUKHOBEHUS M Pa3BUTHSA YIIPABIEHYECKOH TOKYMEHTALINH.

S. CoBpeMeHHOE rocy1apCTBEHHOE PEryIMPOBAaHUE JIEIOIPOU3BOJICTBA.

6. JlokymeHT, ero ocHOBHBIE QpyHKIIMH. Knaccudukanus 10KyMEeHTOB.

7. Bunp! pekBu3uTOB 10KyMeHTOB. [IpaBuiia ohopMiIeHNs: OTACNIBHBIX PEKBU3UTOB JOKYMEHTOB.
8. YHubukanus u cranaapTuzanys. Y HUQUIUPOBaHHBIE CUCTEMBI JJOKYMEHTAIUH.

9. OpraHu3allMOHHO-paclopsaIUTeIbHas JIOKYMEHTAlMs: IOHATUE, KiIaccu(UKalus, COCTaB MU
oopmMIleHHE PEKBU3UTOB.

10. braHku TOKYMEHTOB U UX BUJBI.

11.  OOwias xapakTepUCTUKA CTUIIS CIYKEOHOM TOKYyMEHTALUH.

12. Cayxo6a JIOY (noxkymeHTalMoHHOE o0ecTedeHre YIpaBaeHNs) B OpraHu3aimsx.

13.  Opraamzarus JOKyMEHTOO000pOTa.

14.  Peructpanus 10KyMEHTOB.

15.  KoHTpoab CpOKOB UCIIOIHEHUS TOKYMEHTOB.

16.  ApxuBHOE XpaHEHHE JOKYMEHTOB.

J1st IpOBEpPKHU PE3yJIbTATOB O0YUCHHSI «YMEET», «BIaJICeT:

YMeTh Ucnoab30BaTh HH(POPMALIMOHHO-CIIPABOYHBIE JJOKYMEHTHI.

YMeThb COCTaBIATh PEAAKTOPCKYIO PABKY CIYXEOHBIX JTOKYMEHTOB.

OdopMsaTh pacniopsKEHUS, YKa3aHHsl, TIOCTAHOBJICHHUSI, PEILICHUSI.

PazpabOaThiBaTh ¥ YTBEpXKAaTh KOMIUIEKC OPIraHM3alMOHHO-TIPABOBBIX JOKYMEHTOB (YcCTas,
HOJ‘IO)KCHI/I@ 00 opraHu3anuy, CTPYKTYPHBIX MOAPA3JEICHUN, KOJUIETHAIbHBIX M  COBEIIATEIbHBIX
opraHax; IITaTHOE paclnucaHue; Oo(OopMIeHHE MOJOKEHUH, HHCTPYKIMHU TIO OTAEIbHBIM BHIaM
NEeSITeNIbHOCTH;, JTOJKHOCTHBIE HHCTPYKIIUH).

el A =

5. OdopmisaTs cinyxeOHbIE MUChMa U APYTYI0 HHPOPMAIIMOHHO-CIIPABOYHYIO JIOKYMEHTAIIUIO.

6.  OdopMIIATE aKThI, TPOTOKOJIBI, JOKIIATHBIC, CITY’)KEOHBIC U O0BICHUTEILHBIC 3aITHCKH.

7.  JIOKyMEHTHUPOBATh KOMMEPUYECKYIO NEATEIHHOCTh IPEITPHUSIITHS.

8.  CocraBisiTh NPETEH3NMOHHO-UCKOBYIO JIOKyMeHTarwio. VckoBeie 3asBieHus. [IncbMO-TipeTeH3Us
(pexnamarius).

9.  Bectu MEXIyHapOIHYIO MEepenucKy. JJOKYMEHTHI 10 BHEITHEAKOHOMHYECKOW IS TEeITHbHOCTH.
10. Bectu 1en1onpou3BOICTBO MO MUCHbMEHHBIM U YCTHBIM OOpaIlieHUsIM IPakIaH.

11. JlokyMeHTHpPOBaTh TPY/IOBbIE OTHOLIEHHUS.

12. PaGoraTh ¢ KOH(pHIECHINATHHBIMH JOKYMEHTAMHU.




13. CocraBnisTe HOMEHKIATYpPY, TEKYIIEE U ONIepaTUBHOE XpaHEHHE JIell.
14. Hcnonwp3oBaTh TEXHHUYECKHUE CPEACTBA, IMPUMEHSEMble B JOKYMEHTAllMOHHOM OOecTeueHUH
yIpaBJIECHUS.

7.4. Metoanueckue MaTepuajbl, ONpeaesiiOlie NPOUEIYPbl OLEHHBAHHWS Pe3yJIbTATOB
00y4eHMsI 0 QU CHUILINHE (MOIYJII0).

KoHTpoip KadecTBa OCBOEHUS NUCHUIUIMHBI (MOMYJS) BKIIOYAaeT B ce0s TEKYIIU KOHTPOIb
yCIIEBAEMOCTH M NPOMEXKYTOUHYIO aTTecTaluio oOydarommxcs. Tekylmui KOHTPOJIb YCHEBAaEMOCTHU
o0ecrieurBaeT OIEHWBAHHWE XOJa OCBOCHHUS JUCIUIUIMHBI (MOJYJisl), MPOMEXYTOYHAs AaTTeCTalus
oOyyaroluxcsi — OLIEHUBAaHUE TPOMEXKYTOYHBIX M OKOHYATEIbHBIX PE3YJIbTaTOB OOYYEHHS 110
JTUCHUTITHHE (MOYIIIO).

[Ipouenypsl oLlEHUBaHHS PE3YJIbTATOB OOYYEHHUS MO AUCHUIUIMHE (MOIYJNIO), B TOM YHCIE
MPOLEAYPhl TEKYIIEr0 KOHTPOJS YCIEBAEMOCTH U MOPSAIOK MPOBEACHUS MPOMEKYTOUHOW aTTECTALMU
00yJaronuxcsl yCTaHOBJIEHBI JIOKAJTbHBIM HOpMAaTUBHBIM akToM MAJIU.

8.  YUYEBHO-METOIUYECKOE n NHO®OPMAIIMOHHOE OBECIIEYEHME,
HEOBXOJIMMOE JJIs1 OCBOEHMSA JIUCHUIIVIMHBI (MOAYJIs)

8.1. [lepeueHb OCHOBHOIi ¥ TOMOJIHUTEILHOM JUTEPATYPHI, B TOM YHCJIe:

a) OCHOBHAas

1. KoHduaeHIHaILHOE JEIOMPON3BOACTBO U 3aANIUIIEHHBIA AICKTPOHHBIN JOKYMEHTOO0O0POT :
yuebnuk / H.H. Kynses, A.C. Iémymikun, T.B. Konapamosa, A.I'. ®abpuunos ; [Tox obmieit
penakmueit H.H. Kynsiea. — 2-e. — Mockasa : Jloroc, 2017. — 500 ¢. — ISBN 978-5-98704-711-
8. — TekcT : 21eKTpOHHBII // DNEeKTpOHHO-O0nbnoTeuHas cucrema «JIanpy : [caiit]. — URL:
https://e.lanbook.com/book/126123 (nata obpamenus: 23.10.2019). — Pexum goctyna: st
aBTOPU3. MOJIb30BATENCH.

2. [Ilamacenko HO.A. [lenmompou3BOJCTBO: JOKYMEHTAIIMOHHOE OOECIeYeHrEe YIpaBliCHUs: YUeOHOe
noco6ue / [Tanacenko 10.A., - 3-e uzn. - M.:PUOP, UH®PA-M, 2016. - 112 c. - (BO: bakanaspuar)
- Pexxum noctyma: http://znanium.com/catalog/product/542773

3. KabamoB C.JO. DnekTpoHHOE NPaBUTENLCTBO. DJIEKTPOHHBIM JOKYMEHT0000poT. TepMHHBI U
onpenenenus : yued. mocooue / C.1O. Kabamo. — M. : UHOPA-M, 2017. — 320 c. — (Bricmiee
oOpa3oBanue: bakanaspuar). - Pexxum goctyna: http://znanium.com/catalog/product/809828

0) 10MOJTHUTEJIbHAS:

1. EBmoxkumoBa JIL.M., Kopsbkun B.B., Ilpubkun A.H., IlIBeukoBa O.[..DneKTpOHHBI
JIOKYMEHTOOOOPOT U obecreueHrne 0e30MacHOCTH CTaHJAPTHBIMU CpeJiIcTBaMU windows : yueOHoe
nocobue / JLM. EBnokumona, B.B. Kops6kun, A.H. Ileubkun, O.I'. IIBeukoBa.-M.: KYPC,
2017.-296¢.-Pexxum moctyma: http://znanium.com/catalog/product/851088

2. beikoBa T.A., Ky3nenona T.B., Cankuna JI.B. [lokymeHTanmonHoe o0ecriedeHne ynpaBieHUs

(menomponsBocTBO) : yueb. mocodbue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢
u3n., nepepad. u gon. — M. : UH®PA-M, 2017. — 304 c. + Jlomn. mMaTepuansl [DIeKTPOHHBIN
pecypc; Pexxum goctyna http://www.znanium.com]. — (Beiciiee oOpa3oBanue: bakanaBpuar). -

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

3. TI'yryeBa T.A. KonduneHnumaisHoe AI0Mpon3BoACTBO : yued. mocodue / T.A. I'yryeBa. — 2-¢
u3a., nepepab. u gon. — M. : MH®OPA-M, 2017. — 199 c¢. — (Bnicmee obpa3zoBaHue:
bakanaBpwuar). — www.dx.doi.org/10.12737/23514. - Pexum JOCTYyTIA!
http://znanium.com/catalog/product/766722

HopMaTHBHO-TIpaBOBbIE IOKYMEHTBI
1. 3akon «O rocymapctBerHoM repbe Poccuiickoit deneparumy» 30.06.2003 Ne 1-OK3
2. 3akoH «O06 uH(popMmanmu, UHOOPMAITMOHHBIX TEXHOJOTHSAX M O 3ammre uHpopmauuu» 27. 07.
2006 r. Ne 149-@3.
3. 3akoH «O KOMMeEpYECKOU TaliHE»
4. 3akoH «O mopsiake paccMoTpeHus oopameHuit rpaxaan Poccuiickoit denepanun» 02.05. 2006 T.
Ne 59-@3.


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

5. 3akoH «O0 »nexTpoHHO# HdpoBoit moamucu»10.01.2002 Nel-D3

6. 3akoH «O TOBapHBIX 3HaKax, 3HAKaX OOCIYKMBaHHS M HAMMEHOBAHUAX MECT IMPOUCXOKICHUS
TOBapoB» (B pen.oT 24.12.2002 Nel76-D3)

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

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

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

10. 'OCT P 51141-98. [lenonpou3BOACTBO U apXUBHOE Je0. TepMuHbl 1 ompezeneHus. — M.
I'occranpapt Poccun, 1998.

11. TOCT P 6.30-2003. YHu¢unupoBaHHele CUCTEMbI JOKyMeHTanuu. CucremMa OpraHu3aluoOHHO-
pacropsauTenbHON JoKyMeHTauuu. TpeboBaHus K opopMiIeHHIO JOKyMeHTOB. — M.: ['occranmapt
Poccun, 2003.

12. [lepeyeHb TUIIOBBIX JOKYMEHTOB, 00pa3yloluXcs B JeITeIbHOCTH ['0CKOMUTETOB, MUHHUCTEPCTB,
BEJIOMCTB U APYTUX NPEANPUATUH, C YKa3aHUEM CPOKOB XpaHeHus. M.: Pocapxus, 2000.

1. Tunosas MHCTPYKLHMS 110 EJIONPOU3BOJACTBY B (heiepalibHbIX OpraHax HCIOJIHUTEIBbHON BiIacTH /

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

14. TunoBo# periaaMeHT B3aMMOAEUCTBUS (enepaabHbIX OPraHOB UCIOJIHUTEIBHON BIACTH / YTB.
nocraHoBieHueM IIpasurenscta PO ot 19.01.01 2005 r. Ne 30.

15. TunoBoii peryiiaMeHT BHYTpEeHHEH opraHu3anuu (eepajbHbIX OPraHOB UCIIOJIHUTEIBHONW BJIACTH
/ V1B. nocranosienuem [IpaBurensctBa PO ot 28.07.2005 r. Ne 452.

16. IlpaBuna BeeHUs U XpaHEHHs! TPYIOBBIX KHM)KEK, U3TOTOBJICHUS OJaHKOB TPYAOBBIX KHHKEK U
obecnieuenust umu padotoaareneit (yrB.Iloctanosnenuem [IpaBurensctea PO ot 16 anpens 2003 r.
Ne 223 «O TpyInoBBIX KHHXKKAX)).

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

18. Koncrutyuus P® (B pegakiuu ot 01.2009)

19. TOCT P 6.30-2003, yrtB. IlocranoBnenmem Ioccrammapra Poccum 03.03.2003 Ne65-cT.
«YHUOUIMPOBAHHBIE CUCTEMBl JOKYMEHTALMU. YHU(UIMPOBAHHAS CHUCTEMa OPraHU3aLUOHHO-
pacropsaIuTenbHON ToKyMeHTanuu. TpeboBaHus K 0pOpMIICHHIO JOKYMEHTOBY.

B) pecypcbl ceTn «AIHTepHET», MporpaMMHoe odecrieueHne 1 HHPOPMAMOHHO-CIIPABOYHbIE
CHCTEMBI:
1. http://www.vf.madi.ru/moodle - Dnekrponnas nHGopMaIOHHO-00pa3oBaTeabHas cpeaa BD
MAJIU

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

3. https://znanium.com - DneKTpOHHO-OMOIMOTEUHAsI CHCTEMa « Znanium.comy»

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

5. OBC «Kaura®oua» (OnexTpoHHas o6ubnroTeka) 000 «entp Hudposoit
Juctpubyuum»

6. «lapanT» http://www.garant.ru

7. XKypHan «/lenonpou3BOACTBO MW JOKYMEHTOOOOpOT Ha mpeanpustun» // Www.delopress.ru/
magazines/documents/

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

9. Xypnan «CrpaBoyHuK KajgpoBukay // www.kadrovik.ru/

10. XKypnan «Ynpasienue nepconanomy // www.top-personal.ru/

11. JTapua M.B. Opranuzanus 3¢ ¢pexkTuBHON J0roBopHOM padoTsl Ha 6a3ze cucremMsl DIRECTUM //
www.directum.ru/1083429.shtml

12. http://www.termika.ru/dou/ - UH(pOpPMaIMOHHbIE pecypcehl: «QHIUKIIONEeANS
JeT0npou3BoicTBay U «HopMaTHBHBIC JOKYMEHTHI O JAETIOIPOU3BOICTBY

13. http://www.i-u.ru/biblio/default.aspx - Pycckwuii ['ymanutapusiit MaTepHeT-

14. YuuBepcuter — bubnuoreka yueOHOM U HAy4YHOU TUTEPaTyphI

8.2. IlepevyeHb yueOHO-MeTOAUYECKOTO 00ecTeYeHUsI /ISl CAMOCTOSATEIHLHON PadoThl 00y4aIOIUXCH
N0 AUCHUIIHNHE (MOAYJII0).

B nepeuenp y4eOHO-METOAMYECKOrO OOecredeHus: AJii CaMOCTOSITeNbHOM paboThl 00ydarouuxcs
M0 JUCUUIUIMHE (MOJYJII0) BXOJIAT:
- KOHCIEKT JIeKIMHA MO AUCHUILINHE (MOIYJIIO);
- METOJIMYECKUE MaTepUaIbl IPAKTHUECKUX (CEMUHAPCKUX ) 3aHATHH.


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

JlaHHbBIE METOUYECKHE MaTepHallbl BXOJAT B COCTaB METOJAMUYECKUX MaTepuaioB 00pa3oBaTeIbHON
MIPOrPaMMBlI.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHME JUCHUIIJIMHBI (MOY JIS)

No HaumenoBanue 060pya0BaHHbBIX yueOHBIX [Iepeuenb 000pynOBaHUS U TEXHUYECKHX
n/n KaOMHETOB, J1abopaTtopuit CpeacTB 00yueHUs!

1. | Ayautopus 305 — yueOHast ayTUTOPHS IS VYyebnas mebenb: cron — 11 mrT., cTynbs-
MPOBEICHUS 3aHATUI JICKUMOHHOIO THIIA, 23 mr., CTOJ OMHOTYMOOBBIN — 1 mIT.,
3aHSATUNA CEMUHAPCKOI0 TUIA, TEKYIIETo JIOCKa ayJAUTOPHAS.

KOHTpPOJISL ¥ IPOMEKYTOYHOU aTTECTALlUH, (22 nmocaio4HbIX MECTA).

2. | Aymutopuss 208 — g caMoOCTOSTENbHOHM | YueOHas meOenb: cTon — 21 mr., cTynbs-

paboTHI CTY/ICHTOB. 21 mt., cryn opucHbIi — 12 mT.,

KOMIIBIOTEPHOE KPECIIO -6 LIT., CTOJI
OJHOTYMOOBBIN — | MIT., CTON
KOMITBIOTEPHBIH -5 TT., Kadeapa
HAacToJIbHAs -2 MT., mKkad -1 mr., gocka
ayJIMTOpHAas TPEXCTBOpYATAs; CTOMKA
HaKJIOHHAA - 4 IIT., CTEeH ] — O IIT.
HacTeHHas Kapra -1 mr.

(38 mocaiouHBIX MeCT).

OO0opynoBaHHe: KOMITBIOTEpHAS TEXHUKA
C BO3MOKHOCTbBIO MOJKIIOYEHUS K CETH
"NuTepHer" u obecriedeHreM J0CTyIa B
AIIEKTPOHHYIO HH(OPMALIMOHHO-
obpasoBarenbhyto cpeay BO MAJIU:
KOMIBIOTEPHI — 13 MIT., SKpaH HACTECHHBIN
Luma

10. METOAMYECKHE VYKA3AHUS JIsI OBYYAIOLIUXCS IO OCBOEHHMIO

JUCHUIIJIMHBI (MOAYJISA)

Jlekuuu

I'maBHOe B mMepHOJ MOArOTOBKM K JIGKIMOHHBIM 3aHATHSIM — HAy4UThCS METOAaM
CaMOCTOSITETFHOTO YMCTBEHHOTO TPYZAd, CO3HATEIILHO DPa3BUBATh CBOM TBOPUYECKHE CIIOCOOHOCTH H
OBJIa/IEBaTh HABBIKAMHM TBOPYECKOM paboThl. [[1s1 3TOro HEOOXOAUMO CTPOro coOII0AaTh JUCLMILIMHY
yqe6bl N TIOBCACHMUI. YeTkoe ITAaHUPOBAHUEC CBOCTO pa60qer0 BpEMCHU M OTAbIXa ABJIACTCA
HEOO0XOAUMBIM YCIOBUEM JUIsl YCTICIIHOM caMOCTOSTEIbHON paboTHI.

B OCHOBY €TI0 HYXHO IIOJIOXHUTH pa60qne nporpamMmmbl M3y4a€MbBIX B CEMCCTPC IUCHUILINH.
ExxenHeBHOI yueOHOM paboTe CTyIEHTY ClleAyeT YAENSITh He MeHee 9 yacoB CBOErO BPEMEHH, T.€. NPHU
IIECTH Yacax ayJUTOPHBIX 3aHATHI CaMOCTOATEIbHON paboTe HEOOX0IMMO OTBOJIUTH HE MEHEE 3 YacoB.

Kaxnomy CTyeHTy clieyeT COCTaBIIATh €KEHEIENbHbII U CeMECTPOBbIi MIaHbl paboThI, a TaKXKe
IUTaH Ha Kaxabld pabounii neHb. C Beuepa BCera HaJo0 paclpeaensaTh padoTy Ha 3aBTpalIHUI JeHb. B
KOHIIE KaXK10TO JIHS 11e7IecO00pa3HO MOABOJUTH UTOT pabOThI: TIATEIbHO MPOBEPUThH, BCE JIU BHIIIOIHEHO
10 HAMCUCHHOMY ILIaHYy, HC OBLIIO JIM KaKuX-JI10o OTCTyHHeHHfI, a €CJIk 6I)IJ'II/I, 0 KakoH IMPUYIUHE ITO
npousonuio. HyXHO OCYyIIECTBISAThH CaMOKOHTPOJb, KOTOPBIA SBISETCS HEOOXOJUMBIM YCIOBHEM
ycnenrHo y4deOwl. Eciu d9T0-TO 0CTamoch HEBBITOJIHEHHBIM, HEOOXOIWMO HW3BICKATh BpPEeMs IS
3aBepILEHHs] 3TON YacTH paboThl, HE yMEHbIIast 00beMa HeIeTIbHOr 0 IJ1aHa.

CamocrosTenbHas paboTa Ha JIEKIIUU
Cnymanue W 3amuch JEKIUI — CIOXHBIA BUJA ayJUTOPHOU paboThl. BHUMaTenbHOE ciyliaHue u
KOHCIIEKTUPOBAHUE JIEKIUI NPEIoIaracT UHTEHCUBHYIO YMCTBEHHYIO JIEATENBHOCTD CTyAeHTa. KpaTkue
3aMMcy JIEKIUH, UX KOHCIEKTHPOBAHHWE IMOMOIaeT YCBOUTH yueOHbIH Marepuan. KoHCHeKT sBisiercs
MIOJIE3HBIM TOT/A, KOTJa 3allUCaHO CaMO€ CYLIECTBEHHOE, OCHOBHOE U CAEIIAHO 3TO CAMUM CTYACHTOM.
He Hano ctpeMuTbCsA 3ammMcarh TOCIOBHO BCHO JICKIMIO. Takoe «KOHCIIEKTUPOBAHUE) MPUHOCUT
Oosbllle Bpesa, YeM MOJIb3bl. 3amKCh JIEKIIMH PEeKOMEHAYETCs BECTH MO BO3MOXKHOCTH COOCTBEHHBIMHU



¢dopmynupoBkamu. JKenaTenbHO 3aMMCh OCYIIECTBIATH HAa OAHON CTpaHUIIE, a CISAYIOIIYIO OCTaBIAThH
ISl IPOPAOOTKH yu4eOHOTO MaTepraia CaMOCTOSITEIbHO B JIOMAIIIHUX YCIOBHSIX.

KoHcnekT sekuuu nydie moapasfessaTh Ha MyHKTHI, maparpadsl, coOrogas KpacHYIO CTPOKY.
DTtoMy B OONBIIOW CTENeHW OyAyT CIOCOOCTBOBAaTh MYHKTHI IUIaHA JICKIUH, TPEIIOKCHHbIC
npernoaaBaTesam. [IpuHIMIUAIbHBIE MeCTa, onpeaeacHus, GOpMyJIbl U IPYroe CIeaAyeT COMPOBOXIATh
3aMEUAHUSAMH «BAKHO», «0CO00 BAKHOY», «XOPOIIO 3aMIOMHUTHY M T.I. MOXHO JIeJIaTh 3TO U C MOMOIILIO
Pa3HOIBETHBIX MAapKepoB WK pydek. JIydime eciaw oHu OyAyT COOCTBEHHBIMH, YTOOBI HE MPUXOAMIOCH
MPOCUTh UX Y OJJHOKYPCHUKOB M TEM CaMbIM HE OTBJICKATh UX BO BPEMS JICKIIHH.

[lenecoobOpa3Hno pa3paboraTh COOCTBEHHYIO «MapKorpaduio» (3HAYKH, CHUMBOJbBI), COKPAIICHHUS
cioB. He numiauMm OyneT W u3ydeHue OCHOB creHorpaduu. Paboras Hax KOHCIIEKTOM JICKIIMH, BCerma
HEOOXOJUMO HCIIOJb30BaTh HE TOJNBKO YUYEOHHUK, HO WU Ty JIUTEPATypy, KOTOPYIO JOMOJHHUTEIBHO
peKOMeHI0Ball JIeKTop. MIMEHHO Takasi cepbe3Has, KpOmoTjiHuBas paboTa C JICKIIMOHHBIM MaTepHaIoM
MTO3BOJIAT TJTyOOKO OBJIA/IETh 3HAHUSIMU.

Bonee mompoOHas wHGOpMAIKS 0 JAHHOMY BOMPOCY COJACPIKUTCS B METOJMUYCCKUX MaTepHagax
JICKITMOHHOT'O Kypca Mo JUCIMILIMHE (MOJYII0), BXOASAIIMX B COCTaB 00Pa30BaTE/IbHOM MTPOrPaMMBI.

[pakTnyeckue (ceMUHAPCKHE) 3aHATHS

[loAroToBKy K KaXIOMy NPAKTHUYECKOMY 3aHSTUIO KaXIbli CTYIAEHT JOJDKEH HadaTbh C
O3HAKOMJIEHUS C IIJIAHOM 3aHATHUS, KOTOPBIN OTpaXkaeT cojiepKaHue NpeaokeHHoH Tembl. [IpakTuueckoe
3aJlaHue HEOOXOJIMMO BBINOJIHUTH C YYETOM MPEUIOKEHHON IMpenojaBaTesieM MHCTPYKUUU (YCTHO WM
IUCbMEHHO). Bce HOBBIE MOHATUSA 1O U3yyaeMOM TeMe HEOOXOIUMO BBIYYMTh HAW3YCThb M BHECTU B
rJIoccapuii, KOTOPbIH 11eJ1eCO00pa3HO BECTH C CaMOr0 Havyalla M3y4eHHUs Kypca.

Pesynprar Takoil paboThl JOJKEH MPOSBUTHCS B CHOCOOHOCTH CTYJEHTa CBOOOJHO OTBETUThH Ha
TEOPETHYECKHE BOMPOCHI MPAKTUYECKOTO 3aHATUS U YYaCTHH B KOJUIGKTUBHOM OOCYXJIEHHH BOIPOCOB
M3y4aeMOi TeMbl, IPaBUIbHOM BBIOJHEHUU MPAKTUUYECKUX 3aJIaHUH.

CrpyKTypa NpakTU4YECKOIO 3aHATHS

B 3aBucuMoCTH OT colepkKaHMsl U KOJMYECTBA OTBEIEHHOI'O BPEMEHHM Ha M3y4YEHHE K10 TeMbl
MIPaKTUYECKOE 3aHATUE COCTOUT U3 TPEX YacTel:

1. OOcykaeHue TeopeTHUECKUX BOIPOCOB, ONPEAEICHHBIX IPOrPaMMON AUCHUIUINHBL.

2. BrpinonHeHue MPaKkTUYECKOIO 3a/laHus C IMOCIEAYIOIUM pa300poM IMOITYYEHHBIX pPEe3ylIbTaToOB
WIK O0CY)XJEHHE NPaKTHUECKOTO 3a/1aHusi, BBIMOJIHEHHOIO JIOMa, €CJIM 3TO NMPEeaycMOTpeHO paboueit
MPOrpaMMOM TUCHUIUIMHBI (MOIYIIS).

3. IlonBeneHue UTOrOB 3aHATHS.

OO6cyx/ieHne TEOpEeTUYECKUX BOIPOCOB MPOBOAMUTCA B BHUAE (pOHTaNbHOW Oecelpl co Bcel
IPYIION 1 BKIKOYAET BHIOOPOUHYIO TPOBEPKY MPEIoiaBaTesIeM TEOPETUUECKUX 3HaHUM CTYJICHTOB.

[IpenogaBaTensiMu onpenensieTcs ero CoaepKaHue MPaKTUUECKOro 3a/laHusl U JaeTCsl BpeMsl Ha ero
BBINOJIHEHHE, a 3aTeM UJET 00CyXJeHHe pe3yabTaToB. Eciu mpakTudyeckoe 3ajjaHue JOHKHO ObUIO OBITH
BBITIOJTHEHO JIOMa, TO Ha 3aHSATHH MPENoJIaBaTeNlb IPOBEPSET €ro BhINOIHEHNE (YCTHO UM MMUCbMEHHO).

[lonBeneHneM HWTOrOB 3aKaHYMBAETCS MpakTHueckoe 3aHsATHE. CTyJneHTaM JIOJKHBI OBITh
O0OBSBIICHBI OIICHKHU 32 padOTy U JaHBI UX YETKHE OOOCHOBAHUSI.

Pabota ¢ nurepaTypHBIMU HCTOYHUKAMH

B mpouecce moAroToBKM K MPakTHUYECKUM 3aHITHUSIM, CTyIE€HTaM HE0O0XOAMMO oOpaTUTh 0coboe
BHUMaHME Ha CaMOCTOSITENIbHOE U3yYeHHE PEKOMEHJOBAHHONW y4eOHO-METOIUYECKOM (a Takke HayqHOH
Y TIONYJISIpHON ) TuTepaTyphl. CamocTosATenbHAs padoTa ¢ yaeOHUKaMU, y4eOHBIMU TTOCOOUSIMH, HAYIHOH,
CIPaBOYHOM M TONYJISPHOM JINTEPATypoM, MaTepuajllaMu IEpUOAMYECKUX H3laHui U VIHTepHera,
CTaTUCTUYECKUMU JaHHBIMU sBJIsieTCsl HarbOosee 3 (PeKTUBHBIM METO/I0OM MOJyYEHUs! 3HAHUN, TO3BOJISET
3HAYUTENbHO AKTUBU3UPOBATh MpOIECC OBIAJeHHUS HH(popMaiuei, crocobcTByeT Oosiee TiTyOOKOMY
YCBOCHHIO U3y4aeMoro Marepuasna, JOpMUPYET Y CTYJAEHTOB CBOE OTHOILLIEHUE K KOHKPETHOH mpoolieme.

Bosnee rmy0OKOMY PpacKpbITHIO BOIPOCOB CIIOCOOCTBYET 3HAKOMCTBO C JIOTIOJIHUTEIBHOU
JUTEPaTypoil, PEKOMEHJOBAHHOI mpernojaBaTeeM IO KaXJ0H TeMe NPaKTUYEeCKOro 3aHsITHS, YTO
MIO3BOJISIET CTYACHTAM NPOSBUTH CBOK HMHIUBUAYAIbHOCTb, BBIIBUTH IIMPOKHM CHEKTP MHEHHWH IO
n3y4yaeMoil mpoobieme.

Bbonee noapobHas nHpopmanys 1Mo AAHHOMY BONPOCY COAEPIKUTCS B METOJUYECKUX MaTepuanax
MPAKTUYECKHUX 3aHATUHN MO AUCHUILIMHE (MOAYIIO), BXOJIALINX B COCTaB 00pa30BaTEIbHON MPOTrPaMMBI.

HpOMe)KyTO‘IHaﬂ aTTecranus



Kaxnp1if yueOHbII cemecTp 3aKkaHUMBACTCA CAa4YeH 3a4eTOB (110 OKOHUYAHUH CEMECTpa) U S9K3aMEHOB
(B mepuoa »K3aMeHallMOHHOHN ceccuu). [loAroroBka K chauye 3a4eTOB M JK3aMEHOB SIBJISETCS TaKXkKe
caMoCTOsITeNIbHOW paboTol cryneHTa. OCHOBHOE B MOJTOTOBKE K IPOMEXKYTOYHOM AaTTEeCTallUd II0
OUCLUUIUIMHE (MOAYJI0) — IOBTOPEHHE BCEro Y4eOHOro MaTepuala JUCLHUIUIMHBL, 0 KOTOPOMY
HEOOXOMMO C/1aBaTh 3a4€T UM IK3aMEH.

TonbKko TOT CTYAEHT yclieBaeT, KTO XOpOLIO yCBOWJI ydeOHbI Marepuan. Eciu CTyaeHT Iuioxo
pabotain B ceMecTpe, MpOIycKall JeKIUH (€M JIEKIIMU MPEAyCMOTPEHBI YIeOHBIM IIJIAHOM), CIyIIal UX
HEBHUMATEJIbHO, HE KOHCIEKTUPOBaJ, HE M3ydaJl PEKOMEHIOBAHHYIO JIMTEpaTypy, TO B Ipolecce
IIOATOTOBKH K CECCUHU €My IPUJIETCS HE MOBTOPSTH YK€ 3HAKOMOE, a 3aHOBO B KOPOTKMH CPOK M3ydaTb
BeCh YueOHbIN MaTepua. Bee 3To 3auacTyro HEBO3MOKHO CAEIaTh U3-32 HEXBATKU BPEMEHH.

JUia Takoro CTyAeHTa MOATOTOBKAa K 3aueTy WM 3K3aMeHy OyAeT TpyAHbIM, a HMHOrAAa U
HENOCHJIBHBIM JICJIOM, @ KOHEUHBIM PE3yJbTaT — aKaJeMHYeCKas 3aIO0JDKCHHOCTb, U, KakK CIIEICTBUE,
BO3MO>KHOE€ OTYHMCIICHUE.



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

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

PaGowass mporpamMMa IHUCHUIUTUHBI (MOIYJsl) PAacCMOTpPEHa Ha 3acelaHud YYEHOrO COBETa
¢akynpTera («10» mapra 2020 r., mpotokos Ne 7).

[Ipencenarens yu€Horo coBera akyabTeTa / / C.A. ConoBbeBa/



