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1. eaun u 3a1a4n 0CBOEHHSI TUCHUIIIHHBI
Lenp ocBOEHHS AMCIUIUIMHBI — OCBOCHHUE COBOKYIMHOCTH TEOPETHUYECKUX 3HAHUU U

MPAKTHYECKUX
TEXHOJIOTHUH,

YMEHUH,

MO3BOJISIOIINX
B TOM 4MCJI€ HAa HHOCTPAaHHOM(BIX) A3bIKE(ax), A1 aKaJEeMHYECKOIo U

IIPUMCHATH

COBPCMCHHBEIC

KOMMYHUKaTHUBHBIC

HpO(l)eCCI/IOHaJ'IBHOFO BSaHMOﬂeﬁCTBHH; BECTHU YUECTHO-OTUCTHYIO JOKYMCHTANIO, B TOM YUCJIC B

ANEKTPOHHOM BUJIE.

2. MecTo AucuumiIuHbl B cTpykrype OIIOIT
Hucturmuaa «OCHOBBI 1€JI0MPOU3BOACTBA» OTHOCUTCA K (hakynpratuBHOM yactu OIIOII, e€

M3YYEHHUE OCYIIECTBISAETCS B

4 cemecTpe.

3HaHI/I5I, YMCHHA W HAaBBIKHM, IIOJIYYCHHBIC IIpU H3YYCHHU ﬂaHHOﬁ JUCHHUITIIMHBI
H€O6XOI[I/IMH AJI1 YCIICIIHOI'O OCBOCHUA AHUCHHUINIMH IHOCICAYIOMCTO YPOBHA W IMPOXOXKIACHUA
y‘le6HHX H IIPOU3BOJACTBCHHLIX ITPAKTHK.

3.Hepeqeﬂb NJIAHUPYEMBIX PpPE3YyJIbTaTOB Oﬁy‘leﬂﬂﬂ nmo AUCHMUIIJIMHE, COOTHECEHHbIX C
IVIAHUPYEMBIMH pPE3yJbTaTaMHU 0CBOCHHUSA 06pa30BaTeJ’[bHOI7I MporpaMmal

PGSYJ'IBTB.TBI OCBOC

HHA

crpoeCCHOHAIBHBIMU CTaHIapTaMU:
— Ilpodeccuonanpupiii crangapt «CrnenuanucT Mo peabuIUTalMOHHOW paboTe B
conmanpHoMchepey», YTBEPKIACHHBIA MPUKAa30M MHHHCTEPCTBA TPyNa U COIHMAIBHOMN 3alIUThI

P® or18.11.2013, Ne 681H.

JUCIUILINHBI

chOopMyIUPOBAHbI

B COOTBCTCTBHUH

Kozsr

[Tnanupyemsble pe3yabTaTbl 00y4eHUs!

U COJEpKaHUE
KOMIIETEHIIU A

3HaThb

YmeTh

Bnanets
HaBBIKaMH

YK-4 CriocobeH npuMeHsTh Co

BPEMCHHBIC KOMMYH

MHOCTPaHHOM(BIX) sI3bIKe(ax), U1l aKaJIEMUYECKOTO

UKaTHUBHbBIE TEXHOJIOTHH,
1 IpOo(heCCHOHATILHOTO B3aUMOJIEHCTBUS

B TOM YHCJIC Ha

N vk 41Mcnons3oBanme
MH(OPMaLIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTMI TIIpM  TIOHUCKE
HeoOxoauMol nHpopmanuy B
nporecce peteHus
CTaHJIAPTHBIX u
HECTaHAAPTHBIX
KOMMYHHKATHBHBIX 33Jad Ha
roCyIapCTBEHHOM u
MHOCTPAaHHOM (-BIX) A3bIKaX

MH(}OPMALIMOHHO-
KOMMYHHKAI[MOH
HbIE TEXHOJIOTUU

oTOuparhb
nH(}OPMALIMOHHO-
KOMMYHHKAI[MOHHbIE
TE€XHOJIOTHH

HCIIOJIE30BaHUS
MH(pOPMaIMOHHO-
KOMMYHUKAITHOHHBI
X TEXHOJIOTHI

N vk 42Benenune nemoBou
MEPETUCKH, c y4eToM
OCOOCHHOCTEH  CTHJIMCTUKH
ouInanbHBIX u
HEOPHUIMATEHBIX MUCeM,
COIMOKYJIBTYPHBIX Pa3TUIHMA
B dbopmare
KOPPECTIOH ICHITUH Ha
rOCy/IapCTBEHHOM u
WHOCTPAHHOM (-BIX) SI3BIKAX

OCHOBBI JI€JTOBOM
MIePETHCKU

TSt OpraHu3aIu

oTOMpaTh
MIpaBUIIbHBIE
CTUIIUCTUYECKHE
MIPUEMBI

Wcnonp3oBanua B
JIEJIOBOU  TIEPEINCKe
PaBUIIbHBIX
CTHJINCTUYECKUX
IPUEMOB




3P PEKTUBHOTO

aKaJIEMHYECKOTO u
npodecCHOHaIBHOTO

B3aUMOJICHCTBHUS

u VK- 43Co0mronenue | Otuky  Benmenus | CoOmronarh 9TUKY | BeneHuss  1enoBbIX
KyJbTYpbl ~ KOMMYHHUKAILIUHU | JCJIOBBIX BEJICHUS JICTIOBBIX | pa3rOBOPOB

npu UCIIOJIb30BaHUH | Pa3rOBOPOB pa3roBopoB

rOCYapCTBEHHOTO u

WHOCTPAHHOTO (-bIX) SI3BIKOB
B MPOIIECCE BEIICHUS YCTHBIX
JICIIOBBIX Pa3rOBOPOB

I1K - 6 CiocoOeH K BEICHHIO Y4€THO-OTYETHON IOKYMEHTAIIMHU, B TOM YHCJIE B JISKTPOHHOM BHJIE

W ik - 6.1- - IpaBwia | - OCYLIECTBIATL | -  COCTaBICHUA U
3HaeT npasuia 0popMIICHUS odopMIIeHUS paboTy ¢ pa3HBIMHU | 00OOIICHUS OTYETOB
NOKYyMCHTallN1 B JOKYMEHTAllMl B | THIIAaMH M 00BEMaMu | g IPOJIETaHHOM
MEIUIUHCKUX U APYTHUX MEIUIMHCKUX U | yYETHO-OTYETHOU pabore
CHeLMaIN3UPOBAHHbBIX IPYTUX JIOKYMEHTAIIHH, B TOM
OpraHu3alHsX CIENUAIM3UPOBAH | YKCIE B 3JIEKTPOHHOM

HBIX BH/JIE

OpraHu3alusx

4.00beM JMCHUILVIMHBI B 32YeTHBIX eHMHULAX C YKa3aHHEM KOJIMYeCTBAa aKaJleMH4YeCKHX
YacoB, Bbl/IeJICHHBIX HA KOHTAKTHYIO pa0oTy o0y4aromuxcs ¢ npenojaasaresieM (110 BUAaM
Y4eOHBIX 3aHAATHI) U HA CAMOCTOAITEJIbHYI0 padoTy 00y4arommxcs

KonTakTHas aymutopHas CamocTosiTenbHast
paboTa 00y4aromuxcs ¢ pabora, B TOM
Ceme HanmenoBanue pasnenon IpernoaaBaTeseM B yacax, B quclie
CTp JUCITUATITUHBI TOM YHCIIC KOHCYJIbTAIIHI
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4 Tema 1. OcHOBBI OpraHu3alu 2 4
JEJIONPOU3BO/ICTBA
4 Tema 2. PexkBU3UTHI U CTPYKTYpa | 2 4
JIOKyMEHTA
4 Tema 3. Cucrema 2 2 4
OpraHU3aIMOHHO-
pacnopsIuTeIbHON
JIOKyMEHTAITU!
4 Tema 4. Cucrema 2 2 4
MH(pOPMaITMOHHO-CTIPABOYHOM
JOKYMEHTAIH1




4 Tema 5. JlokyMeHTanus no
JUYHOMY COCTaBYy

4 Tema 6. Opranuzanus
JOKYMEHTO000pOoTa

4 Tema 7. Homenkiarypa nen

4 Tema 8. @opmupoBaHue €.
[ToaroroBka Jen K XpaHEHUIO

4 Tema 9. Texuuueckue cpeacTna,
HCIIOIb3YEMBIC B
JIEIOTIPOU3BO/ICTBE.

3a4€T

[IpomexxyTouHas arrecranus:

HTOro mo fucuuIInHe:

12

14 4 | 4

YacoB 72 3au.en. 2

26 48

O06beM mpodecCHoHANBHOM
npakTraeckoit moarorosku (I111)

6 gac/ 33% 9 yac/ 16%

O0beM mpoheCCHOHAIBHO
HanpasieHHoi noarotosku (ITHIT)

6 yac./33% 23 vac./42%

5. Copep:xkanue AUCHUILIMHBI (MOAYJs), CTPYKTYPHMPOBaHHOe MO TemMaM (pa3gesnam) ¢
YKa3aHHEM OTBeJeHHOIr0 Ha HMX KOJMYECTBAa aKaJeMHYeCKHX 4YacOB M BHJOB Y4eOHBIX

3aHATHA

5.1. Conep:xanue pa3iesoB M CHUNITHHBI

Kon HaumenoBanue pa3aenon Copepxanue pa3zenoB (TeM)
KOMIIETEHIINH JTUCIUILTAHBI (TEM)
Nvyk-41 Tema 1. OcHOBEI 1. 3nauenue JOKYMEHTalUH B
Nyk-42 OpraHu3aluu YIIPaBJIEHYECKOH JeATEIbHOCTH.
WNyk-43 JIeTTOTIPOM3BOICTBA 2. MectTo W ponb JIeNONPOM3BOJCTBA B
Wik 6.1 yIIpaBJICHUH.
3. Jenonpous3BoacTBO KaK byHKLIHSA
yIpaBJIeHUS.
4. IlonsTie o  JokyMeHTax.  DyHKIUH
JIOKYMEHTOB B yIpaBIeHUN CUCTEMBI
JOKYMEHTAI1H.
5. YHU}UKaAIUS CUCTEM JOKYMEHTHPOBAHHUS.
I'OCTsI 1 HOpMATHBBI.
6. Buapl JOKYMEHTOB.
Nyk-41 Tema 2. PexBu3uTHI 1 1. ®opmynsp COBpeMEHHOIO yIpaBlIeHUYECKOTO
W yk-42 CTPYKTypa JOKyMEHTa nokymenra. [Tonstue o peksusure. Cocras
N yk-43 PEKBU3UTOB, UX pacnojoxeHue. TpeboBaHus K
Wik -6.1 0 OPMIICHHIO PEKBH3UTOB.

2. llonsatue «OmMaHK TOKyMEHTa». Buabl
0JIaHKOB U TIOPSI0K PACIONI0XKEHHS PEKBU3UTOB
B OsaHke (yrioBoe u 1ieHTpoBaHHoe). CocTas
PEKBHU3UTOB, HA3HAYEHHE, 0COOCHHOCTH

o opMIICHHUS Pa3INYHBIX BUIOB OJTAHKOB.
OcobenHocTr paboTHI ¢ OJJaHKaMU C TepOOBOMA
CUMBOJIMKON. DopMaThl OyMaxHBIX




JOKYMEHTOB.

3. TpeOGoBaHus K U3rOTOBICHHUIO JOKYMEHTOB.
TekcT 1OKyMEHTa, €ro CTPYKTypa U TpeOOBaHUS
K COCTaBJICHUIO.

Nyk-41
Nvk-42
Nyk-43
Wk 6.1

Tema 3. Cucrema
OpraHU3aIMOHHO-
pacnopsIuTeILHON
JIOKYMEHTAITUH.

1. TlousTue u QyHKIUU OPTaHU3AIHOHHO-
pacniopsiautenbHol qokymeHTaruu (OPJT).
Buast OP/]. Opranu3zannoHHbie JOKYMEHTHI:
VYcras, [lonoxenue, Uuctpykiuu. [lopsaok nx
COCTABJICHUS U UCIIOJIb30BAHUSI.

2. PacnopsautenbHble JOKYMEHTHI:
[TocranoBnenus, Pemenus, [Ipukassi,
Pacnopsixenust, Ykazanus. [lopsinok ux
COCTAaBJICHUS, TIOJIMTUCAHUS U UCTIOJIb30BAHMUSI.
3. Hasznayenwue u opopmiieHre TPUKA30B MO
OCHOBHOU JIEATEIBbHOCTH

Nyk-41
Nyk-42
Nyk-43
Unk -6.1

Tema 4. Cuctema
UH(POPMAIIMOHHO-
CIIPaBOYHOM JOKYMEHTAlUU

1. Ha3nauenue u Bubl HHOOPMAITIOHHO-
CIIPABOYHBIX JIOKYMCHTOB

2. HasHaveHue, cOCTaB pEKBH3UTOB U MOPSIOK
0 OpPMIICHHUS: TPOTOKOJIOB, AKTOB, JOKJIATHBIX
3aIUCOK, CITY’)KEOHBIX MTUCEM.

3. Hasznauenwme, cocTaB peKBU3UTOB U TOPSIOK
oopmieHus ciry)keOHbIX TUceM. Bub
CITY’KEOHBIX MHUCEM.

4. TlpaBuia opopMIICHHS ACTOBBIX TUCEM.
PazHOBHIHOCTH CITY)KEOHBIX TTUCEM.

5. JlokyMeHTHI, IepefiaBaeMble TI0 KaHallaM
3JIEKTPOCBS3H: akcorpamma, TeaedoHorpaMma

Nyk-41
Nyk-42
Nyk-a3
Unk 6.1

Tema 5. JlokymMeHTanus 10
JUYHOMY COCTaBY

1. Ha3naueHue TUYHBIX TOKYMEHTOB.
KanpoBast tokymeHTauus — TpyJ10BbIe
KOHTPAKTBI, IPUKA3bI 110 TMYHOMY COCTaBY,
TPY/OBbIE KHH)KKH.

2. YuudunupoBaHHbie GOPMBI IEPBUYHON
YYETHOH TOKYMEHTAllUU 110 TPYYy U €ro oIaTe.
KoHdpuneHmansHOCTh TOKYMEHTOB 110 JINYHOMY
COCTaBy.

3. OcobenHocTH 0OPMIICHHUS Pe3IOME,
3asBJICHU, aHKET, aBTOOHOTpaduid.

Nyk-41
Nyk-42
Nyk-a3
Nnk 6.1

Tema 6. Opranuzanus
JIOKyMEHTO000poTa

1. Opraauzamus paboThl ¢ MTOCTYHAIOIIHMH
(«BXOIIATITUMEY) M OTIPABIIIEMBIMH
(«CXOAMMUMMY) TOKYMEHTaMHU.

2. IlpaBuna opranm3anuu paboTHI C
BHYTPEHHUMU JOKYMEHTaMH.

3. Permcrparus JOKyMEHTOB - COCTaBHAas
4acTh TEXHOJOTHH OpraHU3aIuu padoTHI C
nokyMmeHTamu. [len 1 OCHOBHBIE TIPUHITUTIBI
perucTpanuu J0KyMEeHTOB.

4. ®opMbI perUCTPAIIMHA JOKYMEHTOB H
MOPSAIOK MX 3anonHeHus. JXXypHanbHas Gpopma
perucrpanun. PerucTpamoHHO-KOHTPOJIbHAS




KapTOYKa.

N vk-41
Nyk-42
Nyk-43
Unk -6.1

Tema 7. Homenkiarypa gen

1. TlousTue «HOMeHKIaTypa Aen». Haznauenue
U BUJbl HOMEHKIIATYpPHI Jie1. Tunonas,
IpUMepHas ¥ KOHKpeTHas HOMEHKJIaTypa JIe.

2. TpebGoBaHus, IPEIbABISICMBIC K
COCTaBJICHUIO U 3aMIOJHEHUIO (hOPMBI
HOMEHKJIaTyphl JIeJ1 OpraHu3aluu. 3arojioBKU
Jell, X cuctemMatu3anus U (GopMyIUPOBKH B
HOMEHKJatype aei. CpoKu XpaHEeHus Jell.

3. Tlopsnok cocTaBieHUs U yTBEPKACHUS
HOMEHKJIaTyphl J1eJ1 OpraHu3aluu

(yupexaeHus).

Nyk-41
Nyk-42
Nyk-a3
Nk 6.1

Tema 8. ®opmupoBaHue Jien.
[ToaroroBka J1ea1 K XpaHEHUIO

1. TlpaBuna GpopmMupoOBaHUS PA3IUYHBIX
KAaTeropuil TOKYMEHTOB B JI€JIA.

2.  OTBETCTBEHHOCTb 32 COXPAaHHOCTb
nokyMeHTOB. [loHsITHE «OKCIIepTH3a LIEHHOCTH
JIOKYMEHTOB.

3. Tonstue «ohopmienue nena». OCHOBHBIC
TpeOoBaHus, MpeIbsBIsIeMble K 0()OPMIECHHUIO
nein. [lonHoe n yactuyHoe oopmiieHue aed.
4. TlommmuBka aen. CocTaBieHue
3aBEPUTEIIBHON HAIINCH, BHYTPEHHEN OIHCH.
Odopmnenne 06I0KKH J1ena.

5. [IlpaBuna nepemauu /e Ha XpaHEHUE B
apxuB

Nyk-41
Nyk-42
Nyk-a3
Nnk 6.1

Tema 9. Texanueckue
CpE/ICTBa, UCTIOIb3yEeMbIC B
JIETIOTIPON3BO/ICTBE.

1. Tlonsarue «oprrexHuka». KommnbrorepHble
CpeAcTBa MOJATOTOBKH JOKYMEHTOB.

2. OcCHOBHbIE BUJIbI OPraHU3AIMOHHOMN
TEXHUKH.

3. HMsrotoBieHue, KOMUPOBaHUE U
TUPaXUPOBAHNE JTOKYMEHTOB.

4. Cpencta 00pabOTKH JOKYMEHTOB.
[IpaBuna 6e30macHO pabOTHI C OPTTEXHUKOM.
5. Hcnonp3oBaHHE TEXHUUECKUX CPEJCTB B
JIETTOTIPON3BOICTBE

5.2.JIeknuu




TEMBI

Haumenosanue
JIEKIINI

Kon-
BO
4acoB

[Tepevenn yueOHBIX
BOIIPOCOB

dopma
MIPOBECHUS

[IpakTHueckas
IIOJIrOTOBKA
(I
ITHIT)

OCHOBBI
OpraHu3aIu
JIETIOTIPOU3BO/ICTBA

1. 3navenue JOKyMEHTAIUU
B yIpaBJIECHYECKOMN
JEeSTeIbHOCTH.

2. Mecto u pOJIb
JIEJIONPOU3BOICTBA B
yIIPaBJICHUH.

3. enonpousBOACTBO  Kak
(GyHKIUS yIpaBIIeHUS.

4. Tlonstue O JOKYMEHTax.
OyHKIIMM ~ JIOKYMEHTOB B
YIIPABJICHUHT CUCTEMBI
JOKYMEHTAI1H.

5. Yuudukanus CUCTEM
nokymeHtupoBanus. 'OCTrl
Y HOPMATHUBHI.

6. Bunbl TOKyMEeHTOB.

PexBu3utel u

CTPYKTYpa
JIOKYMEHTa

1. Dopmysip
COBPEMEHHOTO
yIIPaBJIEHYECKOTO
nokymenra.  Ilonstue o
PEKBU3HTE. CocraB
PEKBU3UTOB, ux
pacnosnoxenue. TpeboBaHus
K 0(OPMIICHHIO PEKBU3UTOB.
2. [lonstne  «OmaHk
JOKyMeHTa». Bujpl O61aHKOB
U TIOPSAOK  PACIIOJIOKEHHS
PEKBU3UTOB B OnaHke
(yrioBoe M UEHTPOBAHHOE).
Cocras PEKBU3UTOB,
Ha3zHavyeHue, O0COOEHHOCTH
oopmienus Pa3INYHbIX
BUJIOB 0J1aHKOB.
OcobeHHoctn  paboOTBl  C
OmaHkaMu ¢ TepOoBoit
CUMBOJIUKOH. ®opMmartsl
OyMa)XHBIX JIOKYMEHTOB.

3. TpeboBanus K
W3TOTOBIICHUIO JTOKYMEHTOB.
Texkcr  HOKyMeHTa, ero
CTpyKTypa u TpeOoBaHUS K
COCTaBJICHHIO.

Cucrema
OpTraHU3aI[MOHHO-
pacmopsiAuTeILHON
I[OKyMeHTaLII/II/I.

1. [TonsiTue n
(YHKIIUU OpTaHU3alMOHHO-
pacnopsaIuTeIbHON
nokymenTaruu (OP/]). Bunbt
OP/l. Opranu3zanimoHHbIe
JIOKYMEHTBI: Y CTaB,




[Tonoxenue, MUHCTpyKIIMH.
[Topsaiok ux cocraBiaeHus 1
HCIOJIb30BaHUS.

2. PacniopsiiutenbHble
JIOKYMEHTBI:
Ilocranopnenus, Pemennus,
[Tpukassl, Pacniopsixenus,
VYka3zanus. [lopsagok ux
COCTaBJICHHUSI, MOANMCAHUS U
HCIIO0JIb30BAHMUS.

3. Haznauenue u
odopmIIeHHE TIPUKA30B 110
OCHOBHOM JIeSITEIHHOCTH

Tewma 4. Cucrtema
nH(pOpMaIMOHHO-
CIIPABOYHOU
JOKYMEHTaIu!

1. Hasxadenue u BUOBI
HH(POPMaIMOHHO-
CIPAaBOYHBIX JOKYMEHTOB
2. Hasnauenwue, cocraB
PEKBU3UTOB U TIOPSIIOK
oopMIIeHHUS: TPOTOKOJIOB,
aKTOB, JIOKJIaTHBIX 3aITHCOK,
CITY’)KEOHBIX TIHCEM.

3. Hasnauenue, coctas
PEKBU3UTOB U TIOPSIIOK

o opMIICHHUS CITYKEOHBIX
nuceM. Bubl ciyxeOHbIX
TTHUCEM.

4. TIlpaBuna opopmieHus
JIETTOBBIX MTHUCEM.
PazHoBHIHOCTH CITyKEOHBIX
TTHUCEM.

5. JlokyMeHTHI,
nepeaBaeMble 0 KaHaIaM
JIEKTPOCBS3HU:
(hakcorpamma,
TesneoHOrpamMma

Tewma 5.
JoxymeHTanus no
JTUIHOMY COCTaBY

1. Ha3naueHue TUYHBIX
nokymeHToB. KagpoBas
JOKYMEHTalusi — TPYAOBbIE
KOHTPAKTBI, IPUKAa3bI MO
JMYHOMY COCTaBY, TPYIOBbIE
KHIKKH.

2. YHuuuMpoBaHHBIE
(hopMbI IEPBUYHON yUETHOU
JOKYMEHTAIUH 110 TPYAY U
ero orJare.
KondunennuanbHocTh
JOKYMEHTOB 10 JIMYHOMY
COCTaBy.

3. OcoleHHOCTH
odopmIleHUs pe3roMe,
3asBJICHHUH, aHKET,




aBToOHorpadui.

Tema 6. 2 1. Opranuzauus paboTsl ¢

Opranuzanus MOCTYTAOIIUMU

JIOKyMEHT0060poTa («BXOIAIIUME») U
OTIIPABIISICMBIMHU
(«HCXOISIIIUMHEY)
JOKYMEHTaMH.

2. IlpaBuna opranu3anuu
paboThI ¢ BHYyTPEHHUMHU
JOKYMEHTaMHU.

3. Perucrpauus
JOKYMEHTOB - COCTaBHasi
YacTh TEXHOJIOTUHU
opraHu3zaiu paboThl ¢
nokymeHTamu. Llenn u
OCHOBHBIC ITPHHIIUTIBI
perucTpamyu J0KyMEHTOB.
4. ®opMbI perucTpamnuu
JOKYMEHTOB H MOPSAOK UX
3anonHeHus. JXKypHanbHas
(dhopMa perucTpanuu.
Perucrpannonso-
KOHTPOJIbHAsI KApTOYKa.

Bcero uacos 12

5.3. CemnHapbl
Jlannblil Bu pabOThI HE IPETYCMOTPEH YUEOHBIM IIIAHOM

5.4. JlaGopaTopHble 3aHATHSA
JlanHbIii Buj pabOThI HE IPEAYCMOTPEH YUeOHBIM TIIAHOM

5.5. lIpakTuyeckue 3aHATHSA

Ne HanmenoBanue Koun- | [lepeuens yuebnbix Bonpocos | @opma | [Ipakruuecka
TEMBbl | 3aHATUS BO MpoBeJ | s MOATOTOBKA
4acoB eHus (ITT/TTHIT)
1. Tema 3. Cucrema 2 1. Tlonsarue u pyHKIMU [THIT
OpraHU3aIlOHHO- OpraHU3alMOHHO-
pacropsIuTeIbHON pacropsIuTeIbHOR
JOKyMEHTALHH noxymenTanuu (OP/]). Buabt

OP/l. OpranuzanuoHHbIe
JIOKYMEHTBI: Y CTaB,
ITonoxenue, MuCcTpYyKIIUK.
[Topsimok ux cocTaBieHus U
HCIIOJIb30BaHUS.

2. PacnopsiaurencHbIe
nokyMeHThI: [locTranoBnenus,
Pemenus, [Ipukassi,
Pacniopsikenus, YkasaHusl.
ITopsimok ux cocTaBiieHUS,




TIOIITMCAHUS 1
UCIIOJIb30BaHUS.

3. Hasznauenue u

o opMIICHHE TTPUKA30B TIO
OCHOBHOM JICSATEIILHOCTH

Tema 4. Cuctema
MH(pOpPMaIMOHHO-
CIIPaBOYHOM
JOKYMEHTaIluu

1. Ha3suayenue u BUALI
nH(pOpMaIMOHHO-
CIIPABOYHBIX JIOKYMEHTOB

2. Hasznauenwue, cocTaB
PEKBHU3UTOB U TIOPSIOK

0o OopMIIEHHUS: TIPOTOKOJIOB,
AKTOB, JIOKJIQ/IHBIX 3aIHCOK,
CITY)KE€OHBIX IMHUCEM.

3. Hasnaueune, cocras
PEKBU3UTOB U MOPSATOK

o OopMIICHHUS CITYKEOHBIX
nuceM. Buabl ciy:xeGHbIX
MTHCEM.

4. TlpaBwia ohopmIICHHS
JIEJIOBBIX TTUCEM.
PaznoBugHOCTH CiTy:K€OHBIX
MTHCEM.

5. JlokymeHTHI,
nepeaBaeMbIe 10 KaHaJIaM
AIIEKTPOCBS3U: (hakcorpamma,
TenepoHorpamma

ITHII

Tema 5.
JloxyMeHTanus 1o
JINYHOMY COCTaBY

1. Ha3naueHue TUYHBIX
NoKyMeHTOB. Kanposas
JIOKYMEHTaIUsl — TPY/AOBbIE
KOHTPAKThI, IPUKA3bI 10
JUYHOMY COCTaBY, TPY/IOBbIE
KHIDKKH.

2. YHuuImpoBaHHBIC
(bopMBbI IEPBUYHON yueTHOMH
JTOKYMEHTAIMU TI0 TPYAY U
€ro oIiare.
KonduaenmnuaipHOCTH
JIOKYMEHTOB 110 JJUYHOMY
COCTaBy.

3. Ocobennoctu
odopMIIeHHSI pe3roMe,
3asBJICHUH, aHKET,
aBroOuorpadui.

ITHII

Tema 6.
Opranuzanus
JOKYMEHTO000poTa

1. Opraamsanus paboTbI C
MOCTYHAIO MU
(«BXOISALIUMUY) U
OTIPaBISIEMBIMU
(«HCXOIAIMUMI)
JIOKyMEHTaMHU.

2. IlpaBuna opranuzamuu

ITHII
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paboTHI C BHYTPEHHUMH
JIOKyMEHTaMH.

3. Perucrpanus
JIOKYMEHTOB - COCTaBHasI
4acTh TEXHOJIOTMU
opranu3zanuu paboTsl ¢
nokymeHTamu. Llenu u
OCHOBHBIC IPUHIIUIIBI
pEerucTpanuu JOKyMEHTOB.
4. @®opMbl perucTpanuu
JIOKYMEHTOB U MOPSIIOK UX
3anonHeHus. XXypHanbpHas
dbopma peructpanuu.
Perucrpanuonno-
KOHTPOJIbHASI KApTOUKa.

Tema 7.
Homenkiarypa nen

1. TlonsiTue «HOMEHKIATypa
nenm». Haznauenue u BUibl
HOMEHKJIATypHI Aen. Tumnosasi,
IpUMEpHasl U KOHKpEeTHas
HOMEHKJIaTypa JIe.

2. TpeboBanus,
NPEIbABISIEMBIE K
COCTaBJICHUIO U 3aI10JIHEHHIO
(OpMbI HOMEHKJIATYpPbI A€l
OpraHu3aluy. 3arojoBKU
Jell, X CHCTEMAaTh3alus 1
(bopMyIHPOBKH B
HOMeHKIarype aen. Cpoku
XpaHeHus Jedl.

3. Tlopsmok cocTaBICHUS U
YTBEP)KICHHUSI HOMEHKJIATyphI
JIeJT OpTaHU3aIIH
(yuapexxaeHus).

ITHII

Tema 8.
dopmMupoBaHue
nexn. Iloaroroska
JIeNT K XpaHEeHUIO

1. TIpaBuna popmupoBaHus
Pa3IMYHBIX KaTErOpUn
JIOKYMEHTOB B JIeJia.

2. OTBETCTBEHHOCTbH 32
COXPaHHOCTh IOKYMEHTOB.
[TonsTHE «9KCIIEpTH3a
HEHHOCTH JOKYMEHTOBY.

3. Tlonsarue «ohopmieHue
nenay. OCHOBHBIE
TpeOOBaHUS, IPEIBSIBISIEMbIC
K opopmiuenuro nein. [lonnoe
¥ 9aCTHYHOE 0pOopMIICHHE
Jel.

4. TloxmmmBka gei.
CocraBieHue 3aBepUTEIbHOM
HAJMKUCH, BHYTPEHHEH OMuUCH.
OdopmieHne 00JI0KKY J1ena.
5. [IlpaBuna nepenauu aen

ITHII
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Ha XpaHEHHE B apXUB

7. Tema 9. 1. TloHsATHE «OPTTEXHUKAY. [THIT
Texnnueckue KomneroTepnsie cpencraa
CpescTBa, MOATOTOBKU JJOKYMEHTOB.
HCIIONB3YEMbIC B 2. OcHOBHEBIE BI/\I'I[BI
JIENOTIPOM3BOJICTBE. OpraHU3aIMOHHON TEXHUKH.
3. MHsrorosienue,
KOITMPOBAHUE U
TUPAXKUPOBAHUE TOKYMEHTOB.
4. CpencrBa 00paboOTKH
JIOKyMeHTOB. [IpaBuiia
0e30macHOi paboThI ¢
OPITEXHHUKOM.
5. MHcnonws3oBaHue
TEXHUYECKUX CPE/ICTB B
JIEJIOTIPOU3BOJICTBE
Bcero uacos 14 14
5.6. Knunnuyeckne npakrnyeckue 3aHATHS
Jannblit Bug paboThl HE IPEIyCMOTPEH yU4E€OHBIM IIAHOM
5.7.CamocTtosiTeibHas (BHeayIuTOpHasi) padora
HanmenoBaHue Tembl Bun Onenoynoe Kon-Bo Kon
JUCIUILIAHEI WITH CaMOCTOSTEIILHOU CPENCTBO qacoB/ WHJUKaTOpa
pasnena BHEayIUTOPHOMN KOJI-BO YaC | KOMIIETCHIIUU
paboThI Ha
00y4JaroIIUXCsl/KOHT TTHIT+IIIT
poJIb
CaMOCTOSITEIbHOM
paboThHI
PexBU3UTH 1 Konmponw NunuBuayansb 4/4 Uvyk-41
CTPYKTypa JOKYMEHTa camocmosmenvHou HOE 3aJlaHHue N yk-42
pabomwt (ITHI/III]) U vk 43
Nk 6.1
Cucrema Konmponw WuauBuyansb 4/4 U vk-41
OpraHu3anrOHHO- camocmosmenbHou HOE€ 3aJaHUuC Nvyk-42
pacnopsiAuTeIbHON pabomet (ITHII/ITIT) N yk-43
JIOKYMEHTaIuu Wk 6.1
Cucrema Brinonnenue NunuBunyansH 4/4 U yk-a1
MH(pOPMALMOHHO- WHIUBUAYaJIbHBIX O€ 3aJaHue N yk-42
CTIPaBOYHO saganuit (ITHIT/IIIT) Nyk-43
JIOKYMEHTAlNU Wk 6.1
JloxymeHTaIus mno IToaroroBska k TectoBrIe 4/4 Nvyk-41
HI/IqHOMy COCTaBy TeCTHpOBaHI/HO 3aJaHuA I/I VK-4.2
N yk-43
Nk -6.1
Opranuzanus IToaroroBka K TecToBbIE 4/4 N yk-41
JOKYMEHT0000pOTa TECTHPOBAHHIO 3aaHus Nvyk-42
N yk-43
Wk -6.1

12




Homenknarypa nen IToaroroBka x Keiic-3amaun 4/4 W vyk-a1
pEeLIeHUIO Nvyk-42
kerico(ITHIT) Uvk-43

Nk -6.1

DopmMUpOBaHUE JICII. CaMocCTOsITeIIbHOE Bonpoce! giist 6/6 Nvyk-41

ITonroroska nein x U3y4eHHe cobeceoBaHus W yk-42

XPaHCHUIO nmutepatrypsi(ITHIT) Uyk-43

Wk 6.1

TexHuueckue cpeacTna, | BeimonHenue NunuBunyansH 6/6 NUyx-41

UCTIOJIB3YyEMBIC B WHAWBUAYAIbHBIX 0€ 3aJlaHue N yxk-42

JIETIOTIPON3BO/ICTBE. sapanwuit ([THIT/TIIT) W yk-43

Wk 6.1

Bcero yacos 42/42

6. IlepeyeHb Y4eOHO-METOAMYECKOr0 OOecmedeHHs IJIi CAMOCTOSITEJbHOI PadoThl
o0yyarommxcsi o JMCHUIINHE
1.JIekMOHHBIN MaTepHall 1Mo AUCHUIUTHHE «OCHOBBI JICIONPOU3BOACTBAY.

2. Meronnyeckue yka3aHUS K IPAKTUYECKUM 3aHATHAM 10 AUCHUIUIMHE «OCHOBBI
JEJIOIPOU3BOJACTBA.

3. Meroanueckue pEKOMEHIAIMH 110 OPTraHM3allMM CaMOCTOSITENbHOW paboThl 1O
qucuuminHe «OCHOBBI J€JI0IPOU3BOICTBAY.

7. @OoHA OLEHOYHBIX CPeACTB /I NPOBEACHHS IPOMEXKYTOUYHOH ATTECTALMH
00y4YaKIIUXCS M0 TUCHHILINHE

7.1 IlepedyeHb KOMIETEHIHH C yKa3aHMeM JTanoB HX (popmMupoBaHu#A B mpouecce
0CBOEHMS 00pa30BaTeIbHOI MPOrpaMMBbl

Ko kommereHnnu NHaukaTops! Cemectp Otan GopMUpOBaHHs
YK-4 N yk-41 4 IPOMEKYTOUHBIN
N yxk-4.2
N yk-43
ITK-6 Wik -6.1 4 MIPOMEKYTOUHBIN

7.2 Onucanue nokasarteJieil 1 KpUTepHeB M KA OLCHUBAHUS KOMIIETCHIIUH
Komnerennust YK-4: CriocobeH NMpuMEHSTh COBpEeMEHHbIE KOMMYHHMKATHBHbBIE TE€XHOJOTHH, B
TOM 4YHCJ€ Ha HHOCTPAaHHOM(BIX) s3bIKe(ax), A aKaJeMHYeCKOro M Mpo(dhecCHOHATIBLHOTO
B3aUMOJICUCTBUSA

N vk s1Mcnionb3oBanne WHPOPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUH TIpH TOUCKE
HeoOXonuMol HMH(OpPMalMM B Mpolecce pelleHUs] CTaHJApTHBIX M HECTaHAAapTHBIX
KOMMYHHMKAaTHBHBIX 33a4 Ha TOCYAapCTBEHHOM U HHOCTPAHHOM (-bIX) A3BIKAX

OtieHHBaeMBbIi pesyiabrar | Kputepuu oneHuBaHUS [Tporeaypa olleHUBaHUS
(rokasarep) Texymuit [TpomexyTo
KOHTPOJIb qHAasT
aTTeCTAIlHsI
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UH(POPMALMOHHO- [lepeuncnsier, ommceiBaer | CobecenoBa | UToroBoe
KOMMYHHUKAI[MOHHBIE OCHOBHBIC HHE WHJMBHIya
= TEXHOJIOTUH nH(OPMAITMOHHO- Breimonuenu | npHOE
§ KOMMYHUKAIIMOHHBIC e 3a1aHue
® TEXHOJIOTHH WHIUBHIya
JIBHBIX
3aHITUH
oTOMpaTh s Beaenus | CobecenoBa | UtoroBoe
uH(HOPMAIIMOHHO- JOKYMEHTAIluu  OTOWpaeT | HHUe WHUBUTyall
KOMMYHHUKAI[MOHHBIE HaumOojee  mpuemieMbie | BelmonHeHue| bHOE
. TEXHOJIOTUH nH(OPMAITMOHHO- WHJUBHIyall | 3aJ1aHUE
323 KOMMYHUKAIIMOHHBIC BbHBIX Brmonnenue
> TEXHOJIOTHH 3aJaHul KypCOBOIt
TectupoBan | pabOThI
ue
HCITOJIb30BAHUS Beger noxkymenrtauuto B | Bemmonnenu | Mtorosoe
nH(pOpMaIMOHHO- COOTBETCTBUH cle WHJIMBH]Iya
§ § KOMMYHHUKAITHOHHBIX HEOOXOAMMBIMHU WHIUBUlya | JIbHOE
CES(: 2 | TexHoMOrMiH HH(POPMaIIMOHHO- JIBHBIX 3aJaHue
M 2 KOMMYHHUKAITUOHHBIMH 3aJaHul
TEXHOJIOTHSIMHU

U yx- 42Benenne nenoBoil Mepenucky, ¢ y4eToM OCOOEHHOCTEH CTUIIMCTHKU O(ULHUAIbHBIX U
HEO(QUIMANBHBIX IHUCEM, COLMOKYJIbTYPHBIX pa3auuuili B (opMare KOPpPECHOHJEHIMU Ha

rOCyJapCTBEHHOM W HWHOCTPAaHHOM (-bIX) S3BIKax JUIs

aKaJIeMUUECKOro M Mpo(dhecCHOHATBFHOTO B3aUMOICHCTBHS

OpraHu3alNH

3¢ deKkTUBHOTrO

OueHuBaeMblii pesyabTaT | Kpurepun oneHuBaHus IIpouenypa oneHuBaHus
(Tlokazarers) Texymuit IIpomexyTo
KOHTPOJIb qHast
aTTecranus
OcHOBBI nenoBoit | Xapakrepusyer ocHoBHbIe | CobecenoBa | Mtorosoe
MePETUCKI OCOOCHHOCTH  JI€JIOBOTO | HUE UHIUBUAYA
. CTHIIA Beimonnenu | n1pHOE
§ e 3aj1aHKe
® UHIUBUAYA
JIBHBIX
3aHATHI
oTOUpaTh npaBuiibHble | COOTHOCUT ocHoBHBIe | CobecenoBa | Torosoe
CTHJINCTUYECKUE MPUEMBI CTHJINCTUYECKHE TMPHEMBI | HUE MHIUBUAYAI
= C TEKCTOM Brimonnenue| bHOE
§ UHAUBUAYAJ | 3a7jaHKe
> BHBIX Brinosinenue
3alaHuI KYpCOBOM
TectupoBan | paboTbI
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uc

HIEPEINCKE

Bnaneer
HABBIKOM

Hcnonn3oBanusg B JIe€I0BOU
MPaBUIIbHBIX
CTUJIMCTUYECKUX MPUEMOB

AOKYMCHTBI C
IMPUMCHCHUA

CocraBisier opuaabHbIe

CTUIIMCTUYCCKUX ITPHUEMOB

Brinonuenn

YUETOM | €

WHJMBHIya
JIBHBIX
3aJaHuN

Htorosoe
WHOUBUYyA
JIbHOE
3aJlaHue

41 VK-

43Co0nIo1eHNe KyJIbTYpbl KOMMYHUKALIMU IPU HCIOJIb30BaHUU

MHOCTPAHHOTO (-bIX) A3bIKOB B IIPOLIECCE BEJEHUS YCTHBIX JEJIOBBIX Pa3rOBOPOB

roCyJlapCTBEHHOI'O U

OneHuBacMEbIN pesyabrar | Kputepun oueHuBaHus [Ipouenypa oueHuBaHUS
(moxazateis) Texymuit [TpomexyTo
KOHTPOJIb YyHas
aTTecTalys
OTHUKY Benenus | [lepeuncnser ocHoBHbIe | CobecenoBanu | MTorosoe
= JIETIOBBIX Pa3rOBOPOB | KOMIOHEHTHI JICIIOBOIO | € WHIUBHIya
sé pasroBopa u ux ocooeHHocTH | BrimonHenue JIBHOE
® WHMBUIYaIbH | 33JIaHUE
BIX 3aHATHH
Cobmonath 3TuKy | CocraBisieT nenoBoii | CobecenoBanue| MtoroBoe
BEICHUS JIEJIOBBIX | Pa3roBOp c ydyeTroM | BeimonHeHue WHIUBUTyall
H pa3roBOpOB ATUYECKUX MPUHIIUIIOB WHJIUBUJIyaJIbH | bHOE
§ BIX 3aJaHui 3aJIaHUe
> TectupoBanue | BoinmonHenune
KYpCOBOM
paboThI
o S Benenus nenoBbix | OpraHuzyer JenoBol | BeimojaHeHne Hrorosoe
§ g pPa3roBOpoOB pasroBop ¢ CcOONIOJEHUEM | MHAUBHUIYAIbH | HHIUBUIYA
s % KYJIbTYpbl KOMMYHUKALIUH BIX 3aJaHUM JIBHOE
A= 3aJJaHue

KOMHCTGHI_II/ISI IIK — 6 CnocobeH k BCACHUIO y‘ICTHO-OT‘-ICTHOfI AOKYMCHTAIlMHU, B TOM YUCJIC B

SIIEKTPOHHOM BH/IE
Unk 6.1

3HaeT ImpaBujia O(I)OpMJ'ICHI/I}I JAOKYMCHTalIUun

CIICHUAIM3UPOBAHHBIX OpraHU3alusIXxX

B

MEAWIIMHCKUX U  JIPYTHX

OueHuBaeMblii
(mokazarenn)

pe3ynbTaT

Kpurepun onieHnBaHus

[Ipouenypa oueHuBaHUsA

Texymmit
KOHTPOJIb

[IpomexyTo
YHaA
aTTecTanus
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npaBuwia opopmiieHus | OnuceiBaeT npasuia | CobecenoBanu | Mrorosoe
JIOKYMEHTAIUU B | obopMIICHUS JOKYMEHTAINH | € WHJMBHIya
§ METUIIUHCKUX U | B MEOUIMHCKUX M JApyrux | Beimonnenue | JbHOE
e JIPYTUX CIIELUATTU3UPOBAHHBIX WHJUBUIyaJIbH | 3aJaHUE
CIIELMAJIM3UPOBAHHBIX | OPraHU3aLUsIX bIX 3aHATUHI
OpraHu3alusIX
OCYIIECTBIISATh paboTy | 3amonHser pasHble Tumnbel u | CobecenoBanue| MTorosoe
C pa3HbIMU TUIIAMU U | BUJBI Y4E€THO-OTUETHOM | BhinmonHeHue | MHAUBUAYaNT
& o0beMaMH  Y4YETHO- | JOKYMEHTAllMM, B TOM YHUCJI€ | MHIUBUIYAJIbH | bHOE
g OTYETHOMN B 3JIEKTPOHHOM BHUJIE bIX 3aJIlaHUI 3aJJaHue
> JOKYMEHTAlUHu, B TOM TectupoBanue | BoinonHenue
YHCII€ B AJIEKTPOHHOM KYpCOBOM
BUJIE paboThI
. s | COCTaBJeHUs u | CocraBmsier u  o0oOmiaer | Beimonnenue | Utorosoe
ié( g 00O0OIIECHHSI OTYETOB O | OTYETHl O  NPOJCIAHHOW | HHIMBUAYalbH | HHAUBHIYA
g é TpojieNanHoii pabore | pabore BIX 3a1aHUM JEHOE
A 3a/1aHHe

Onucanue mKajI OLEHUBAHUSA

B pamkax OamnbHO-pEHTHMHIOBOM CHCTEMBI YCIIEBAEMOCTh CTYIEHTOB IO KaXKIOH
JUCHUIINIMHE OLCHUBACTCA B XOAC TCKYIICTO KOHTPOJIA H HpOMe)KYTOqHOﬁ aTTeCcTaluu.
MaxkcuManbHO BO3MOXKHBIM Oail 3a TEKYIIMH KOHTPOJIb YCTaHABIMBAECTCS PAaBHBIM 5 0aslioB.
PelitunroBEIi 62/t 32 paboTy B cemecTpe GOpMUPYETCs Kak cpeaHee apuMETHIECKOe 3a BCe
BUAbl paboT oOy4aromuxcs, NpPeAyCMOTPEHHBIX pabouyeil mporpaMMoil JUCHUIUIMHBL
PeittunroBeiii 6amn 3a sk3aMeH (QoOpMHUPYETCS U3 CIEAYIONIUX COCTABISIONMIMX: OICHKU 3a
TECTUPOBAaHUE; OIEHKa NPaKTUYECKMX HaBBIKOB M  yMEHHH; cobeceoBaHUE IO
9K3aMCHAlIlMOHHBIM BOIIpOCaM.

PeliTHTOBBIN Gasu1, BBICTABISEMBIN CTYACHTY, (UKCUPYETCS B CIELUAIBHON BEJIOMOCTH U
JAOBOJUTCA 10 CBCACHUA CTYACHTOB.

7.3 TunoBble KOHTPOJIbHbIC 3aJaHUsl WM HMHbIE MaTepHa/bl, HCOOXOAUMBbIEC IS
OLICHKM 3HAHUIl, YMEHHH, HABBIKOB W (MJIM) ONBITA JEATEJbLHOCTH, XapaKTEPH3YIOLIUX
3Tanbl (POPMHUPOBAHUS KOMIIETCHIIHI B Po1ecce 0CBOCHHUS 00pa30BaTeIbHOI MPOrpaMMbl

3ayer BBICTABISIETCA MO pe3yjibTaTaM paboThl B CEMECTpe, NMpH cauye BCEX OLIEHOYHBIX
MEpPOIPUATHM, TPEAYCMOTPEHHBIX TEKYILMM KOHTpPOJIEM ycreBaeMocTH. IIpouenypa 3adera xkax
OTJeJIbHOE KOHTPOJIbHOE MEPOIpPUATHE HE MPOBOJIUTCS, OLEHMBAHWE 3HAHUI OOyyarolerocs
IIPOMCXOAMT I10 PE3YJIBTATAM TEKYILIETO KOHTPOJISL.

Hepeqem, NPAKTUYICCKUX HABBIKOB /I TEKYIICIr0o KOHTPOJIA MO0 TUCHUIIJIHHE:

1. CocraBnsietr u 0000IIa€T OTUETHI O MPOJICTAHHON paboTe

2. 3amoiHsgeT pa3Hble THUIBI M BHUJBI YYeTHO-OTYCTHOH JIOKYMEHTAIlMH, B TOM YHCIIC B
AJIEKTPOHHOM BHJIE

3. OpraHu3syeT JIeJI0BOM pa3roBOp C COOJIIOICHUEM KYJIbTYPbl KOMMYHHUKAITUN

4. CocraBisieT IeJI0BOM pa3roBOp C YIETOM ITUYECKUX MPUHITUIIOB

5. CocraBmsier oduIManbHBIE JOKYMEHTHI C YYE€TOM NPHUMEHEHUS CTHUIMCTHYECKUX
MIPUEMOB

6. COOTHOCHUT OCHOBHBIC CTHIINCTHICCKHUE IIPUEMBI C TEKCTOM

7. Bemer [OKyMEHTalMIO B COOTBETCTBHM C HEOOXOAMMBIMU HH(DOPMAIIMOHHO-
KOMMYHUKAITUOHHBIMH TEXHOJIOTHSIMHU.

Bomnpocsl 11t IPOBEPKH YPOBHS TeOPeTHYECKOH MOATOTOBKH 00y4Yaromierocss B xojae
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TeKylIero KOHTPOoJIst

1. OcHoOBBI Opranu3anuy AeI0NpOU3BOICTBA

PexBU3UTHI U CTPYKTYpa JOKYMEHTA

Cucrema opraHu3allMOHHO-PAcIOPSIAUTEIbHON JOKYMEHTALIMH.

Cucrema nHGOPMAITMOHHO-CIIPABOYHOM IOKYMEHTALIUN

JloKyMeHTa1us 1Mo JUYHOMY COCTaBy

Opranu3zanus J0KyMEeHT0000poTa

Howmenxkiarypa gen

®opmuposanue aein. [loagroroska nen Kk XpaHeHHUIO

TexHuueckue cpeacTBa, UCIOJIb3YEMBIE B AEIONPOU3BOJICTBE.
7.3.1 ®opmMyJHpoBKa 3aJaHUS1 U TEMATHKA KYPCOBBIX PadoT— HE MPEayCMOTPEHBI

y4€OHBIM TIJIAHOM

COoNO R~ N

7.4 Metoanueckue MaTepuajbl, ONpeaesioliie NMpPoueaypbl OLeHUBAHUA 3HAHWM,
YMeHHI, HaBBIKOB M (MJIH) ONBITA JAeATEJbHOCTH, XaPaKTePU3YKOIIMX 3TANbI
(opMupoOBaHUA KOMNETEHIN I

OHGHI/IBaHI/Ie C(l)OpMI/IpOBaHHOCTI/I KOMIICTCHIIMU OCYHICCTBIACTCA Ha IMPAKTUUYCCKHUX
3aHATUAX B XOJI€ TeKYIIero KoHTpos. [Ipu oneHnBaHuM pe3ynbTaToB 00yUYEHUS O TUCIUILTNHE
«OCHOBBI 1€JIONPOU3BOIACTBAY YUUTHIBACTCS:

— aAKTUBHOC Yy4aCTHUC B MIPAKTHUYCCKUX 3aHATUAX,

— TMOATOTOBKA JIOKJIA/I0B U BBICTYIUICHUE Ha KOH(MEpEeHIINH;

— peuIeHnEe KEHCOoB.

8. YueOHO-MeTOAMUYECKOE 00ecIIeYeHHe TUCIUILTHHbBI
8.1 OcHoBHas quTEpaTYpa

IleyaTHbIe M3TaAHUS 3J1€KTI)0HHLI€ HU3TaHUA

1. BemkypoBa, A. b. OCHOBBI J€TONPOU3BOACTBA :
ydeOHOe  mocobwe Uil  CTYACHTOB  CPEIHETO
npodeccuoHanbHOro oOpazoBanus / A. b. Bemkypoga.
- Mocksa ; bepnun : Qupexkr-Menua, 2020. - 248 c. -
ISBN 978-5-4499-1171-1. - TekcT : SJCKTPOHHBIA //
OBC "Koncynbrant crtynmenta" : [caiT]. - URL :
https://www.studentlibrary.ru/book/ISBN97854499117

11.html
2. Paxmanmn, JI. B. Crunmcrtuka AemoBO pedd W
pPEIAKTUPOBAHUE CIY)KEOHBIX JOKYMEHTOB : yueO.

nocobue / Paxmanus JI. B. - 3-e m3. , crep. - Mocksa :
OJIMHTA, 2019. - 256 c. (Ctunuctudyeckoe Hacleaue)
- ISBN 978-5-9765-1024-1. - TekcT : 3MeKTPOHHBIH //
OBC "Koncynbrant crtynenta" : [caiit]. - URL :
https://www.studentlibrary.ru/book/ISBN97859765102
411.html

3. AnmazoBa A. A. PasButne mnpodeccHoHaANBHOMI
S3BIKOBOM JINYHOCTHU CTYAEHTOB-JIOTOINIEA0B B IPOLECCE
JIUHTBUCTUYECKON TMOJATOTOBKH [DJIEKTPOHHBIN pecypc]
/ A. A. Anmazosa. - M.: IIpomereit, 2016. — 204 c. —

Pexum JIOCTyTa
http://www.studentlibrary.ru/book/ ISBN978599071232
4.html

4. EcakoBa, M. H. Pycckuil f3bIK M KyJIbTypa peyu.
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https://www.studentlibrary.ru/book/ISBN9785449911711.html
https://www.studentlibrary.ru/book/ISBN9785449911711.html
http://www.studentlibrary.ru/book/ISBN9785990712324.html
http://www.studentlibrary.ru/book/ISBN9785990712324.html

Hopwmbl COBpeMEHHOTO PYCCKOTO JTUTEPATYPHOTO SI3bIKA
[Dnmexktponnsrii pecypc] / M. H. EcakoBa. - M. :
OJIMHTA, 2017. — 280 c. — Pexum pgoctyna :
http://www.studentlibrary.ru/book/ISBN978597651345
7.html

5.

8.2 JlonoJiHMTeIbHAS JIUTEPATYpa

ITeyaTHbIe H3TaHUA

DJIeKTPOHHbIE U31aAHUS

Hukonnckas, n. A.
HNudopmalinoHHbIE TEXHOJOTUH B
crienuaibHOM oOpaszoBanuu [Tekcr]
: yueb. mis crya. ByzoB / U. A.
Huxonbckasgs. - M. : Akazmemus,
2011. - 144 c.

1. Kucenes, I M. MHdpopmManmoHHble TEXHOIOTUN
B  IIEAarormdyeckoM o0Opa3oBaHUHU  [DJIEKTPOHHBIN
pecypc] : yueb. / I'. M. Kucenes. - M. : JlamkoB u K,
2012. - 308 c¢. — Pexum  gocrymna
http://www.studentlibrary.ru/book/ISBN978539401350
8.html

2. Koncrantunosa, JI. A. Pycckuiisizplk U
KylnbTypapeun [DnekTpoHHbI pecypc] / JL. A.
KoncrantunoBa. - M. : ®JIMHTA, 2014. — 188 c. —
Pexxum JlocTyna
http://www.studentlibrary. ru/book/ISBN978597651865
0.html

3. Kymprypa ycTHOM ¥ THCBMEHHOH pedu
JIEJIOBOTO 4enioBeka [DnekTpoHHbIH pecypc]| / H. C.
Boauna, A. 1O. WBanosa, B. C. Kitoes [u ap.]. -
OJIMHTA, 2016. — 315 c. — Pexum pocrtyna
http://www.studentlibrary.ru/book/ISBN978589349358
0.html

4. KopeneBa, A. B. Pycckuii s3bIKk U KyJabTypa
peun [Dnektponnslii pecype] / A. B. Kopenesa. - M.:
OJIMHTA, 2017. — 221 c¢. - Pexum pgoctyma
http://www.studentlibrary.ru/book/ISBN978597651365
5.html

5. [IlerpskoBa, A. I. Kynerypa  peun
[OnexTponnbiit pecypc] / A. T'. ITlerpsxoBa. - M. :
OJIMHTA, 2017. — 256 c. — Pexum pocrtyna
http://www.studentlibrary.ru/book/ISBN978589349025
1.html

9. Ilepeyenb pecypcoB HHPOPMAUMOHHO-TEJIEKOMMYHUKANMOHHOH ceTn ''UuTepHer"

He00XO0IMMBbIX /LISl 0CBOEHUSI TMCHUTIIMHBI.

9.11lepeyeHb NPOrpaMMHOIO ol0ecre4yeHrs: U HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

[Tpu ocBOeHMU AAHHOW AMCUUIUINHBI CIIELUAIBHOTO TPOrPAMMHOTO OOecieueHust He TpeOyeTcs.
Jis TIOATOTOBKM K 3aHATHSAM OOYYAIOUIMICS MOXET BOCIIOJB30BAaThCS MaTepHallaMH,

pPa3MEeICHHBIMH B JIEKTPOHHBIX OMOIMOTEUHBIX CUCTEMAX:

1. http://www.biblioclub.ru 9BC «YuuBepcuTeTckas OnOIMOTEKA OHIAWH)

2. www.e.lanbook.com OBC Usnarenscta «JIAHD»

10. JInneH3noHHOE ¥ CBOOOIHO PacpoCTPaHsieMoe MPOrpaMMHOe odecriedeHne

HaumenoBanue

Jlorosop
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http://www.studentlibrary.ru/book/ISBN9785976513457.html
http://www.studentlibrary.ru/book/ISBN9785976513457.html
http://www.studentlibrary.ru/book/ISBN9785394013508.html
http://www.studentlibrary.ru/book/ISBN9785394013508.html
http://www.studentlibrary.ru/book/ISBN9785976518650.html
http://www.studentlibrary.ru/book/ISBN9785976518650.html
http://www.studentlibrary.ru/book/ISBN9785893493580.html
http://www.studentlibrary.ru/book/ISBN9785893493580.html
http://www.studentlibrary.ru/book/ISBN9785976513655.html
http://www.studentlibrary.ru/book/ISBN9785976513655.html
http://www.studentlibrary.ru/book/ISBN9785893490251.html
http://www.studentlibrary.ru/book/ISBN9785893490251.html
http://www.biblioclub.ru/
http://www.e.lanbook.com/

CepBuC NPOBEPKU YHUKAIBHOCTH TEKCTA

Jorosop Ne 149/3K ot 24.07.2023

[Tnardopma BuaeokoHpepennuii Webinar

Jloroop Ne C-9820 ot 14.12.2022

1C: Yuusepcurert [Ipod

Horosop No 27 ot 30.04.2014

kasperskyendpointsecurity

Jorosop Ne 179/3K ot 18.08.2023

Apxusatop 7-Zip

becmmatabii

AdobeAcrobat Reader DC

BbecrunatHbit

Astra Linux Common Edition

Horosop Ne 199/9T ot 12.09.2023

1C:DnekrponHnoe obyuenue. KoprnopaTuBHbIit
YHUBEPCUTET

Jorosop Ne78/3T ot 06.06.2022

1C: DnekTponHoe oOydeHnue. Beb-kabuHeT
IpernoiaBaTess ¥ CTyJCHTa

Horosop Ne 78/9T ot 06.06.2022

Koncynprant I[1mroc

Jorosop Ne 318/9T ot 09.01.2023

11. Onmcanue MaTepHATbHO-TEXHMYeCKOil 0a3bl, HeO00XOAMMON [Js1 OCYIIeCTBJIEHUS

o0pa3oBaTeIbHOrO MpoLecca 1Mo AUCHUIINHE

CeeeHus1 0 MATEPHAJILHO-TEXHHYECKOM O0ecrneYeHuu
kadenpbl 1eeKTOJ0THI, PYCCKOTr0 A3bIKA U COIHAIBLHOI PadoThI

Anpec

HanmeHnoBanue ayauropuu,
Ne aynuropun

[lepeuens 06oOpynOBaHUs

yu. [lymikuna, 8
(y4eOHblit KopITyc
Ne 3)

Aynutopus I NpOBEICHUS
JIEKIIMH ¥ 3aHSITHI
ceMuHapckoro tumna Ay, 1

VYuebnasg mebeib Ha 25 nocagoyHbIX MECT

Hudopmarmonnslie cTeHabl 6 €.

Jocka

TeneBuzop, HOYTOYK

MeTO):[I/I‘IeCKI/Ie " pa3aaTOYHbIC HATJIAAHBIC MaTCpUaJIbl

yn. [lymkuna, 8
(y4eOHBIii KOpITyC
Ne 3)

Aynutopust 1711 TPOBEACHUS
3aHATHA CEMHHAPCKOTO TUIIA
Ayn.2

YuebHast meOenb Ha 14 mocagouHbIX MECT

Hudopmarinonnslie cTeH bl 6 €.

Jlocka

MCTO,Z[I/I‘IQCKI/IG " pa3aaTOYHbIC HATJIAAHBIC MATCPpUAJIbI

yn. [lymkuna, 8
(y4eOHBIii KOpITyC
Ne 3)

AyauTopust Uis IPOBEICHUS
3aHSTHI CEMUHAPCKOTO THITA
Ayn.3

YuebHas MmeOenb Ha 16 mocagouYHbIX MECT

Jlocka

WudbopmarimoHHbie CTEHIBI S €.

MCTO)II/I‘ICCKI/IG " pa3gaTOYHbIC HATJIAAHBIC MaTCpUaJIbl

yu. Ilymkuna, 8
(y4eOHsIit KOpITyC
Ne 3)

Aynutopus 1Sl IpOBeIeHUS
3aHATUI CEMUHAPCKOTrO THIIA
Ayn.4

VuebOnasg mebenb Ha 16 mocagoyHbIX MecT

Jocka

HudopmalinoHHbIe CTEH/IBI 5 €.

MCTOI[I/I"ICCKI/IC " pa3aaTOYHbIC HATTIAAHBIC MAaTCPUAJIbI

yu. Ilymkuna, 8
(y4eOHblii KopITyC
Ne 3)

AyauTopust A IPOBEACHUS
3aHATHH CCMHUHAPCKOI'o TUIla
Ayn.5

VuebOnasg mebenb Ha 18 mocagoyHbIx MecT

Jocka

Hudbopmarmonnsie cteHab! 6 ex.
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MCTOI[I/IIICCKI/IC 1 pa3aaTOYHbIC HATJIAAHBIC MAaTCPUAJIbI

yi. [lymikuna, 8 Aynuropust 1Sl IPOBEACHUS VYuebOnas mebGenb Ha 28 Mocal0IHBIX MECT
(y4eOHBIif KOpITyC | JIEKIWH U 3aHATHN
Ne 3) CEMMHApCKOro tuna Aya. 6 VH(popmaHoHHbIe CTEH/BI S ef.

Jocka

TeneBuzop, HOYTOYK, IPOEKTOP

MeToaudecknue u pa3aaToO4YHbIC HAITIAAHBIE MaTEPUAJIbI

ya. [lymxkuna, 8 Aynutopust 171 TPOBEACHUS VYuebnas mebenb Ha 10 mocagoYHbIX MeCT
(y4eOHBIif KOpITyC | 3aHSATHIA CEMHUHAPCKOTO THIIA Tlocka
Ne 3) Ayn.7
MeTtoaudeckne U pa3aTOYHbIE HATIIATHBIE MaTePHAITBI
yu. Ilymkuna, 8 ITomemenus s KommnbroTep ¢ BO3MOKHOCTBEO OJKIFOUEHHS K CETH
(Yy4eOHbIi KopITyc | caMOCTOATENIbHON paboThI «UnTepuer u nocrynom B SUOC - 3 .
Ne 3) oOygatonuxcs Kadeapol
Kabuner 3a (;1abopaHTckas)
yi. [lymkuna, 8 Ayautopust A7 IpOBEACHUS Y4yeOHas MeOenb Ha 14 mocaoYHbIX MECT
KUTHU o] HATUHN MHUH KOT'O THII
(obme elel) |3a CCMUHAPCKOTO a Hudopmarmonnsie cTeHab! 4 e
Ayn.1
Jlocka
MeTtoaudeckne U pa3aTOYHbIE HATIIATHBIC MaTePHAIIBI
yi. Ilymkuna, 8 Aynuropust s IpOBENESHUS YyeOHas meOenb Ha 25 TOCATOYHBIX MECT

(obmexutre Nel) | MEeKIMA B 3aHATHI

Jlocka
cemuHapckoro tumna Ayna.10

TeneBuzop, HOYTOYK

CTGJ’IJ'Ia)KI/I, MCETOJUYCCKUC U Pa3JaTOUYHBIC HATTISIIHBIC

MaTepUabl
yi1. Mupa, 310 Aynutopus Ui IPOBEIEHUS Vuebunas mebens Ha 3210Cag0uHbIX MECT
JIEKIIUH U 3aHATHI
CEMHHApCKOIo TUIa Jocka 1 mir.
Ayn-1(324) HupopManmoHHble cTeHab 8 eI,
HoytOyxk 1 mir.
yi. Mupa, 310 AyauTopust A IPOBEICHUS YyeOHas meOenb Ha 16 moca0uHbIX MECT
3aHSITHH CEMHHAPCKOTO THUTIA Wudopmarmornnsie cTeH sl 1 e
Ayn. 2 (308)
Tenesuzop 1 mt.
HoytOyx 1 miT.
yi. Mupa, 310 Ayautopust A NpOBeACHUS YyeOHas mebOenb Ha 12 mocaoYHBIX MECT
3aHATUI CEMUHAPCKOTrO THIIA
Ayn. 3 (313) NH)OpMaMOHHbIE CTEH/IBI 2 €]1.
yi. Mupa, 310 TTomemenns s Vuebnasg mebenb Ha 12 mocagoyHbIX MECT
CaMOCTOSITENTLHOU PabOTHI
oOyJatomuxcs kadeapbl WNudbopmarmonnslie cTeHab! 2 €.
Ayn. (313)
ABromarusupoBaHHbIE paboure mecta 1 (HOYTOYK) en. ¢
BO3MOKHOCTBIO MOAKIIOUEHUS K cetu «MHTepHeT» U
noctyrom B OMOC
yi. IlymkuHa, 8 [Tometenue yist XpaHEHUS U PacxoHple MaTepralibl B KOJIMYECTBE, TTO3BOJISIONIEM
(y4eOHBIii KOpIyC | MPOQUIAKTHIECKOTO 00yJaroMMcs OCBauBaTh YMCHHS U HABBIKH WHIAWBHUIYATHEHO
Ne 3) obcy>kuBaHUS 000pyAOBAHUS

kadeapsl Aya. 7a
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Pabouas nporpamMma mucuuruinHbl «OCHOBBI AETOTIPOU3BOACTBAN:

Pazpaborana:
Houent kadenpsr «/ledhekronoruu, pycckoro s3bIka u
COLIMAIILHOM PabOThI», K.IICKXOJLH., TOIICHT Oragsgu K.M.

O6cyxneHa

Ha 3aceanuu Kadeapsl «/ledexTonaoruu, pycckoro s3bika u

COILIMATILHOM PabOThI», K.I1.H., 3aB. Kaeapoi Masnkas H.K.
CornacoBaHa u pPEKOMEHJOBaHA K HCHOJB30BAaHUIO B 00pa3oBaTeNbHOM Ipolecce s
oOydaromuxcsi 1mo HampasieHuto mnoarotoBku 44.04.03 CnenmanbHoe (A€PEKTOIOTHUYECKOE)
obpazoBanue 2023 roga Habopa 3aounoit Gopmel oOyuenus 31.05.2023

PykxoBonurens OITOII BO Oransu K.M.

Jexan (akynbreTa ryMaHUTAPHOTO U MEAUKO-OUOIOTHYECKOr0 00pa3oBaHuUs ®enpko H.A.
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