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1.  AHHOTALMS JUCHUILIAHBI (MOIY.JIS)

B pe3ynbpTare ocBOGHUS AUCUUIUIMHBI (MOIYJIs) Y 00ydarommxcsi (GOpMUPYIOTCS CIEAYIOIINe
KOMIIETEHIIMM W JIOJDKHBI OBITh JOCTUTHYTHI CIIEAYIOIIME pe3yNbTaThl OOydeHHs Kak dTarl
(bopMHPOBaAHUS COOTBETCTBYIOIIUX KOMITETEHIIHIA:

Kon Pe3ynbTaTel 0cBOEHUSA [TepeueHs TUTAHUPYEMBIX PE3yIBTATOB OOYUEHUS T10
KOMIIETECHIINHT obOpasoBarenbHON JTUCLUIUIMHE
MPOTrPAMMBI
OK-5 CIIOCOOHOCTB K 3HaTh: 6a30BYIO JIEKCHKY JEJI0BOT0 OOIIEHUS 1

KOMMYHHUKALMU B YCTHOM 1 | TSPMHHOJIOTHIO CBOCTO 06a30B0T0 IPODHUIIS; TCKCHKO-

UCHMEHHOM PopMax Ha rPaMMATHHECKHE OCHOBBI HHOCTPAHHOIO S3bIKA 10

PYCCKOM M MHOCTDAHHBIX 9KOHOMHYECKOH TeMaTHKe; OCOOCHHOCTH JCIOBOTO

S3BIKAX JUTS pelieHns 3aqay | OTAKETA B PasTMHEIX CHTYALUAX OOIIIeHUS.
YmMmern:

MEXJIMYHOCTHOTO U
BECTH JICJIOBYIO MEPEITUCKY, TOTOBUTEH Pab0Uyio

M@)KKyJILTprHOFO JIOKYMEHTAIHIO, (TE3UCHI, TOKIAIbI, OTYETHI U JP.);

B3aMMONICUCTBHA Jenath nepeBo HHGOpMAIMK IpodhecCHOHATHEHOTO
XapakTepa ¢ HHOCTPAHHOTO SI3bIKa HA PYCCKHUI U ¢
PYCCKOTO S13bIKa HA MHOCTPaHHBI.
Baanersb: HaBEIKAMH H3BJICUCHHS HEOOXOIUMOM
uH()OpMAIIUK U3 OPUTHHAILHOTO TEKCTa Ha
HWHOCTPAHHOM A3bIKE, HOHy‘IaCMOﬁ IIpU YTCHUU TCKCTa
Mo pobsIeMaM SKOHOMUKH U OH3HeCa; HaBBIKaMH
BBIPAXKEHUsI CBOUX MBICIICH U MHCHHUS B
MEKJIMYHOCTHOM H JIEJIOBOM OOIIEHUH HAa HHOCTPAHHOM
SA3BIKE.

I1K-31 CIIOCOOHOCTH K Koomepaluu | 3HaTh: OCHOBBI Pa0OTHI B KOJIJIEKTUBE;

C KoJjIeraMmu 1o pabote B
KOJUJIEKTUBE, K
COBEPLIECHCTBOBAHUIO
JIOKyMEHTO0000poTa B chepe
IUTAHUPOBAHMS U
YIIPABJICHUS ONEPATUBHOU

YMmerh: paboTartb B KOJIJICKTHBE,
COBEPIIIEHCTBOBATh JOKYMEHTO000pPOT B cdepe
IUTAHUPOBAHHUS W YOpPaBICHUS  ONEpPaTHBHON
JESITEIIbHOCTBI0  TPAHCIIOPTHOW  OpTraHH3AIHH
Banagers: CHocoOHOCTBIO K  KOOMEpaluu ¢
KoJuleraMu 10 paboTe B  KOJUIGKTHUBE, K

JESATEIBHOCTBIO COBEpILEHCTBOBAHUIO TOKYMEHTOO0OpOTa B cepe
TPaHCIIOPTHOMN IUTAHUPOBAHUSI W YOpaBJIEHUS  ONEpaTUBHOM
OpraHu3aluu JIESITEIIBHOCTBIO TPAHCIIOPTHOM OpraHu3alun

Tpynoemkocts nucuuniauabl (MoayJsi): 3 3.E.
dopma NpoMeKYTOYHOI aTTecTanuu: 3a4eT (4 Kypc).
@opMBI TEKYIEr0 KOHTPOJIS yCIIeBAEMOCTH:
- YCTHBIH orpoc (ppoHTanbHas 6ecea, MHAUBUAYAIbHBIN OMPOC, T0KIa/Ibl);
- IpOBepKa MUCbMEHHBIX 33aJaHUi (HamMcaHue 3cce, KOHCIIEKTUPOBAaHUE HAyYHBIX CTaTeil,
odopMIIeHHE JEITOBOM TIEPENTUCKH );
- TECTUPOBAHUE;
- pellleHNEe CUTYallMOHHBIX 3a/1a4.
Paspenbl aucuMiinHbl (MOAYJsl), BHABI 3aHATHH U (opmupyeMble KOMIIETEHIUH 110
pasaesaM IUCHUIIMHBI (MOAYJISA):
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1 | Ilpenmer, coaepkaHue U 3aa4d AUCLUIIIMHBI 1 5) 6 | OK-5,
«J1okyMeHTO00OPOT U JAEIONIPOU3BOICTBOY. IT1K-31
2 | Ucropust BOSHUKHOBEHHUS M Pa3BUTHS 5) 5 | OK-5,
OTEYECTBEHHOT'O JIEIONPON3BOCTBA. I1K-31
3 OO01mure HoOpMBI U TIpaBuiia 0pOpPMIIEHHUST JOKYMEHTOB. ) 5 | OK-5,
JlokymeHnTupoBaHHasi HHGOpPMaITHsI. IT1K-31
4 | Opranu3aimoOHHO-PacIopsIUTEIbHAS 1 ) 6 | OK-5,
JIOKYMEHTAITUS: TIOHATHE, KJIacCU(DHUKAIHS, COCTaB U [1K-31
0 OpMIICHHE PEKBU3HUTOB. BIIaHKM TOKYMEHTOB.
5 SI3BIK ¥ CTUITB CITY:K€OHOM TOKYMEHTAIUH. 1 5 6 | OK-5,
Tunuaabie OMTNOKY. ITK-31
6 Odopmienue npuka3oB, OpraHU3aIMOHHO- ) 5 | OK-5,
MIPABOBBIX U JPYTUX PACHOPSTUTEIBHBIX I1K-31
JIOKYMEHTOB.
7 Odopmienue cnyKeOHBIX MMHCEM U APYTOM 5 5 | OK-5,
MH(}OPMallMOHHO-CIIPABOYHOMN JTOKYMEHTALIUH. I1K-31
8 JlokyMeHTUpOBaHUE KOMMEPUECKOM ESITEIbHOCTU 1 5 6 | OK-5,
IpEITPUSITHSL. I1K-31
9 MexnayHaponHas nepenucka. JJokyMeHTHI 110 1 5 6 | OK-5,
BHEITHEAKOHOMHYECKON NEATEIIbHOCTH. ITK-31
10 | Jenomnpou3BOoICTBO MO MUCHbMEHHBIM U YCTHBIM 1 5 6 | OK-5,
00OpaleHusIM TPaK/IaH. ITK-31
11 | JokyMeHTUpOBaHHE TPYAOBBIX OTHOIIECHUI. 5 5 | OK-5,
ITK-31
12 | Pabota ¢ KOH(pHIECHIINATHHBIMH JOKYMEHTAMH. 5) 5 | OK-5,
I1K-31
13 | Cayx6a IOV (mokyMeHTaIlmOHHOE O0ecTieueHue 1 5 6 | OK-5,
YIPaBICHUS) B OpraHU3aLUsX. I1K-31
14 | Opranuzanmst JOKyMEHTOO00POTa. 1 5 6 | OK-5,
I1K-31
15 | Perucrpanuusi TOKyMEHTOB. 5) 5 | OK-5,
I1K-31
16 | KoHTposb CPOKOB UCTIONHEHUS TOKYMEHTOB. 5) 5 | OK-5,
CocraBiieHre HOMEHKIIATYyp, TEKYIIEe U ONEPaTUBHOE IK-31
XpaHEHHUE JIe]l.
17 | ApxuBHOE XpaHEHUE TOKYMEHTOB. 7 7 | OK-5,
ITK-31
18 | Texuudeckue cpeacTBa, IPUMEHSIEMEIC B 6 6 | OK-5,
JIEJIOTIPOU3BOJICTBE T1K-31
Bcero gacos: 4 4 95 | 103

2.  HIEJb U 3AJTAYN OCBOEHUSA JUCHUITJIMHBI (MOAY JISI)
Ienbto OCBOEHMSI JUCLHUIUIMHBL ABJsIETCS (POPMHUPOBAHUE Y O0YHAIONIUXCS KOMIIETEHIIUN B
cootBeTcTBUM ¢ TpeboBanusiMu @I'OC BO u oOpazoBaTenbHO nporpaMmsl.




3a;[aanH OCBOCHUA JUCHUIIJINHBI ABIAKOTCA:

- mpuoOpeTeHre OOy4YaloIMMKCS 3HAHWM, YMEHUH, HABBIKOB U (WJIM) OIbITa
npo(ecCHOHANBHOM ~ JEATEIBHOCTH,  XapaKTePU3YIOMIMX  dTambl  (GopMHUpOBaHUS
KOMIICTEHIIMI B COOTBETCTBHH C YICOHBIM TUIAHOM M KaJICHJAAPHBIM TpagHuKOM yueOHOTO
npoiiecca;

- OIICHKA JIOCTMKCHUSI OOYYAIONIMMUCS IIAHUPYEMBIX PE3yIbTaTOB OOyUYCHHs KakK 3Tama
(GbOopMUPOBAaHUS COOTBETCTBYIOIINX KOMIIETCHITHH.

3. MECTO JUCHUILUIMHBI (MOJYJS) B CTPYKTYPE OBPA3OBATEJIBHOM

IMPOI'PAMMBI

JucuumuHa (MOIyb) peanu3yercs B pamkax 0Oa3oBoil yactu bioka 1 «/lucturuimHbl
(Momynm)» yueOHOTO TIIaHa.

Hucuumuaa (Moaynb) OasupyeTcss Ha pe3yiabTaTaXx OOydeHHUsT IO  CIEIYHOIIUM
JUCHUILIMHAM (MOAYJISIM), IpaKkTUKaM: «MeHeKMEeHT», «Y ueOHasi IPaKTHKay U Jp.

Pe3ynbrarel 00y4eHus, JOCTUTHYTHIC TTO UTOTaM OCBOCHUS JAHHOW NUCIUTUTHMHBI (MOJIYJIS)
SBJIAIOTCSI HEOOXOAMMBIM YCJIOBHEM JJISl YCIEUIHOTO OOy4YeHUs MO CIEAYIOIUM TUCIUILINHAM
(Monynsm), mpaktukaMm: «lIpakThka MO MOJIyd4eHHI0 NPOPECCHOHATBHBIX YMEHHW W OIIBITa
npodeccnoHaNbHOM e TEIbHOCTH.

4. IINIAHUPYEMBIE PE3YJIbTATBI OBYYEHUA 1O JUCHUIIJIMHE
MOAVYJIO), COOTHECEHHBIE C IIVIAHUPYEMBIMHU PE3YJIbTAMU
OCBOEHUS OBPA3OBATEJBLHON ITPOT'PAMMBbI

B pesynpraTe OCBOGHMSI JUCHUIUIMHBI (MOAyJsl) y oOywatomuxcs GOpMUPYIOTCS
CJIEIYIOINE KOMIIETEHIIMM U JTOJDKHBI OBITh JTOCTUTHYTHI CIEIYIONINE Pe3yabTaThl O0yUeHUs KakK
sTan GOPMHUPOBAHUS COOTBETCTBYIOIIUX KOMITETECHITHI:

Kon Pe3ynbrarel ocBOEHUS [lepeueHs TIaHUPYEMBIX PE3YyIbTATOB O0YUEHHUS IO
KOMIIETEHIIUH o0pa3oBaTenbHON JHUCHUITINHE
MIPOTPaMMBbI

OK-5 CITOCOOHOCTH K 3HaTh: 6a30BYIO JIEKCHKY JICJIOBOTO OOIIEHUS 1
KOMMYHUKaIUU B YCTHOI>’I u TEPMUHOJIOTHIO CBOCTO 0a3oBoro HpO(i)I/IJ'ISI; JICKCHUKO-
MHUCHMEHHOM (opMax Ha rPaMMATHYECKHE OCHOBBI HHOCTPAHHOTO S3bIKa 110
PYCCKOM 1 HHOCTPAHHBIX YKOHOMHYECKON TEMATHUKE;, OCOOEHHOCTH JEJI0BOTO

ATUKETA B Pa3IMUHBIX CUTYALUSAX OOIIEHHSL.

A3BIKAX JUIS PEIICHMs 3a71a4
MEXJIMYHOCTHOTO U
MEXKYJIbTYPHOIO
B3aUMOJIECUCTBUSA

YMeTh:

BECTH JICJIOBYIO TIEPEMICKY, TOTOBUTH Pa0OUyIO
JIOKYMEHTAITUIO, (TE3UCHI, TOKJIaJIbl, OTUETHI U JIp.);
JIeNaTh nepeBo 1 nHpopMalu mpodhecCHOHATBHOTO
XapakTepa ¢ THOCTPAaHHOTO S3bIKa Ha PYCCKHN U C
PYCCKOTO S13bIKa Ha WHOCTPAHHBIH.

BaaaeTs: HaBBIKAMH U3BJIEYEHUSI HEOOXOINMON
nHGOPMAIIUH U3 OPUTHHAJILHOTO TEKCTa Ha
WHOCTPAHHOM $I3bIKE, MTOJIy4aeMOU MPU YTEHUU TEKCTa
10 Tpo0JIeMaM dYKOHOMUKH U OWM3HECa; HaBBIKAMHU
BBIPOKCHHSI CBOUX MBICTICH ¥ MHCHUS B
MEXIIMYHOCTHOM H JISIIOBOM OOIIEHUH HA HHOCTPAHHOM
SI3BIKE.

I1K-31 CHOCOOHOCTH K KOoomnepauu | 3HaTh: OCHOBBI pa0OTHI B KOJIJICKTHBE;

C KoJileraMmu mno pabote B Ymern: paboraTh B KOJJIEKTHBE,
KOJIJICKTHBE, K COBEpULIEHCTBOBATh JIOKYMEHTOOOOPOT B cepe
COBEPILICHCTBOBAHHIO IUTAHUPOBAHMSI M YIPaBICHHWS  ONEPaTUBHOU
JIOKYMEHTO0000poTa B chepe | AesITeNbHOCThIO  TPAHCIIOPTHOW  OpraHu3aluu




IJIAaHUPOBAHUA U

JIeATETbHOCTHIO
TPaHCIIOPTHOM
OpraHu3aIn

YIpaBJICHUS] ONIEPATUBHOMN

Baangern:
KOJUIETaMU

10

CIHOCOOHOCTBIO K
pabore B

Koonepanuunu C
KOJIJICKTUBCE, K

COBEPIICHCTBOBAHHUIO JIOKYMEHTOO0OpOTa B cepe

IIAHUPOBAHUSA

n

yIIpaBJICHUS

OTepaTUBHOU

JIESITEIIbHOCThIO TPAHCIIOPTHOM OpraHu3aluu

5.  CTPYKTYPA U COAEPKXAHUE JUCIUIIJIMHbBI (MOAYJISA)

5.1. O0bemM quCcHUIIMHBI (MOAYJIs1) U BUbI Y4eOHOH padoThl.

OO6muit 00BEM (TPYAO0EMKOCTh) TUCIUTUIHHBI (MOAYJIS ) COCTABISICT 2 3a4eTHbIe equHuIb (3.E.).

TpyaoeMkocTh
JUCLUIUINHBI, Kypc 2
. aKaJIeM. 9acoB:
Bux yuebroi pabore: B Tom umcne B Camocro
Bcero | mHTEpakTHBHO | BCero Konraxrias SITENbHAS
9 pabora
it popme pabota

YuebHasi padora (0€3 KOHTPOJIsI), BCEro: 103 2 103 8 95
B TOM
quese: Jlexmmn (JT) 4 1 4 4

[pakrraeckue 3ausaTus (I13) 4 1 4 4

JlabopatopHsie paboTs! (JIP)

Kypcogotii mpoekt (KII) -

Kypconast pabora (KP) -

PacuerHo-Tpadraeckue paboTh

(PTP) i

Pedepar i

KoHnTposnbHas pabora -

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

3auér 4 4
3auéT ¢ oleHKOH

@opMa MPOMeKYTOUHOM aTTeCTALUM 3au. 3au.
OO0 as TPy10eMKOCTh, Y. 108 108
OO0mas TpyaoeMKocTsh, 3.E. 3 3

5.2. Pazgennl AUCHMILVIMHBI (MOXYJIA),
pa3aejaM JUCUMILIMHBI (MOLYJIA).

BU/bI 3aHATUHI U (PopMHUpyeMble KOMIETEHLUH I10
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1 | Ilpenmer, coaepkaHue U 3aa4d AUCLUIIIMHBI 5) 6 | OK-5,
«J1okyMeHTO00OPOT U JAEIONIPOU3BOICTBOY. IT1K-31
2 | Ucropust BOSHUKHOBEHHUS M Pa3BUTHS 5) 5 | OK-5,
OTEYECTBEHHOT'O JIEIONPON3BOCTBA. I1K-31
3 OO01mure HoOpMBI U TIpaBuiia 0pOpPMIIEHHUST JOKYMEHTOB. ) 5 | OK-5,
JlokymeHnTupoBaHHasi HHGOpPMaITHsI. IT1K-31
4 | Opranu3aimoOHHO-PacIopsIUTEIbHAS 1 ) 6 | OK-5,
JIOKYMEHTAITUS: TIOHATHE, KJIacCU(DHUKAIHS, COCTaB U [1K-31
0 OpMIICHHE PEKBU3HUTOB. BIIaHKM TOKYMEHTOB.
5 SI3BIK ¥ CTUITB CITY:K€OHOM TOKYMEHTAIUH. 5 6 | OK-5,
Tunuaabie OMTNOKY. I1K-31
6 Odopmienune npuka3oB, OpraHU3aIMOHHO- ) 5 | OK-5,
MIPABOBBIX U JPYTUX PACHOPSTUTEIBHBIX I1K-31
JIOKYMEHTOB.
7 Odopmienue cnyKeOHBIX MMHCEM U APYTOM 5 5 | OK-5,
MH(}OPMallMOHHO-CIIPABOYHOMN JTOKYMEHTALIUH. I1K-31
8 JlokyMeHTUpOBaHUE KOMMEPUECKOM ESITEIbHOCTU 1 5 6 | OK-5,
IpEITPUSITHSL. I1K-31
9 MexnayHaponHas nepenucka. JJokyMeHTHI 110 5 6 | OK-5,
BHEITHEAKOHOMHYECKON NEATEIIbHOCTH. ITK-31
10 | Jenomnpou3BOoICTBO MO MUCHbMEHHBIM U YCTHBIM 1 5 6 | OK-5,
00paleHusIM TPaK/IaH. ITK-31
11 | JokyMeHTUpOBaHHE TPYAOBBIX OTHOIIECHUI. 5 5 | OK-5,
ITK-31
12 | Pabota ¢ KOH(pHIECHIINATHHBIMH JOKYMEHTAMH. 5) 5 | OK-5,
I1K-31
13 | Cayx6a IOV (mokyMeHTaIlmOHHOE O0ecTieueHue 5 6 | OK-5,
YIPaBICHUS) B OpraHU3aLUsX. I1K-31
14 | Opranuzanmst JOKyMEHTOO00POTa. 1 5 6 | OK-5,
I1K-31
15 | Perucrpanuusi TOKyMEHTOB. 5) 5 | OK-5,
I1K-31
16 | KoHTposb CPOKOB UCTIONHEHUS TOKYMEHTOB. 5) 5 | OK-5,
CocraBiieHre HOMEHKIIATYyp, TEKYIIEe U ONEPaTUBHOE IK-31
XpaHEHHUE JIe]l.
17 | ApxuBHOE XpaHEHUE TOKYMEHTOB. 7 7 | OK-5,
ITK-31
18 | Texuudeckue cpeacTBa, IPUMEHSIEMEIC B 6 6 | OK-5,
JIEJIOTIPOU3BOJICTBE T1K-31
Bcero gacos: 4 95 | 103

5.3.

Tema 1. IIpeamer,

Conep:xxaHue THCHUILINHBI.

ACJTONPOU3BOACTBO».

coacpkaHue M 3aJa4d JUCHMIIIMHBI

«/lokymeHToo00poT H




[ToHsAITHE TEPMUHOB «IOKYMEHT», «IOKYMEHTOBEIEHUEY, «TOKYMEHTAIIHOHHOE 00ecreueHne
YOPaBJICHUSA», «IEIOIMPOU3BOJACTBO», «KKOPPECTIOHACHIIN.

Jlenonpou3BoACTBO Kak oOTpacib JAedTelnbHOCTH B cepe ympasinenus. CoBpeMeHHOE
COCTOSIHHE JIEJIONPOU3BOJICTBA.

Opranu3aniMoOHHOE TOCTPOSHHE CIIYKOBI JIeTONpOM3BOJACTBA. Pacmpenenenue ¢QyHKUUI
MEXIy MOAPA3ACICHUSIMU AEIONPOU3BOACTBA U UCTIOJHUTEIISIMH.

HopmaruBHo-nipaBoBasi 6a3a opraHu3anuy JOKYMEHTAIIMOHHOTO 00eCTeYeHHs YIpaBICHUs
KaK OCHOBA TEXHOJIOTUH IIPOLIECCOB YIPABICHHUS.

3HaueHUe JOKYMEHTALHOHHOTO 00€CIIEUeHHsI YIIPaBICHUS.

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

Joxymentuposanue B | X-XV BB.

ITpukaznoe nenonpounsoacto (XVI-XVII BB.)

Cucrema xoiexckoro paenornpousBoicTsa (XVIIIBg.)

Munuctepckoe aenonpoun3BoactBo XIX - nHayamna XX BB.

DopMHUPOBAHUE CUCTEMBI COBETCKOTO Aenornpoun3Boactsa (1917-1940 rr.)

Hcropus ynpasnenus u aenornpou3Boactsa B 1950-1990 rr.

CoBpeMeHHOE TOCYJapCTBEHHOE PEryJIMPOBAaHUE JI€TIOIIPOU3BOJICTBA.

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

JoxymeHT, ero  ocHOBHble  (¢yHKIUU  (MHGOPMAIMOHHBIE, KOMMYHUKATHUBHEIE,
yIpaBi€HYECKHUE, [IPABOBbIE, KYJIbTYpPHBIE, HCTOPUUECKHUE).

Knaccudukanus mOKyMEHTOB (10 MECTy COCTaBIIEHUS, [0 COJAEpKaHUI0, 1o dopme, Mo
CpOKaM HCIIOJIHEHUS, TI0 MPOUCXOXKIACHHUIO, IO CPEACTBAM (UKCAINH, 10 IOPUANIECKON CHuie, 1o
ctanusam co3fanusi). 3akoHbl, [OCTsI u K1accuukaTopsl HA JOKYMEHTHI.

Buner pexBu3uToB JqOKymMeHTOB. IlpaBmna odopmieHus OTAETBHBIX PEKBU3UTOB
NOoKyMeHTOB. COCTaBJIEHHE TOKYMEHTOB.

CucreMbl TOKyMEHTaUU. YHUUKALWA U CTaHAAPTU3ALUA. YHUPUIIMPOBAHHBIE CUCTEMBI
JOKYMEHTAI1H.

HNHdpopManinoHHO-T0OKYMEHTALMOHHOE o0ecrieueHre padoThl annapaTa yrpaBJieHus.

Tema 4. OpraHu3auMOHHO-pPACTIOPSANTEIbHASl TOKYMEHTALMSA: NOHATHE, KIacCH(PUKALUSA,
cocTaB U 0(popmiIeHHE PEKBU3UTOB. B1aHKH JOKYMEHTOB.

Odopmnenne  ympaBieHueckod  JnokyMeHTauuu.  [loHstme uw  Kiaccuuxanus
OpPraHMU3alMOHHO-PACIOPSAUTEIBHBIX TOKYMEHTOB. COCTaB M CXEMBI PACIIONIOKEHHS PEKBU3UTOB.

bnaHky JOKYMEHTOB U UX BUJBIL.

OdopmiieHne peKBU3UTOB OPraHU3ALMOHHO-PACHIOPSAUTENBHBIX JIOKYMEHTOB. PeKBU3UTHI
3aroJIOBOYHOM 4YacTH JOKyMeHTa. PEKBM3WTBHI COAEPIKATEIBHOM 4YAaCTH JOKYMEHTA. PEeKBU3HTHI
oopmIsiroIieit yacTu JOKyMeHTa. TpeOoBaHUS K W3TOTOBIIEHHIO JJOKYMEHTOB.

TpebGoBaHMsI K U3TOTOBIIEHUIO, YUETY U XpaHEHHIO repOOBBIX OJIAHKOB.

Hopwmsbl 1 TpeGoBaHUs K pa3MEIIEHUIO0 PEKBU3UTOB I0KYMEHTOB.

OpranuzalvioHHble ~ JOKYMEHTHl.  PacmopsiaurenbHble  JOKyMEHTHL.  [IpOTOKOIIBI.
WHpopmanoHHO-CIIpaBOYHbIE JOKYMEHTHI.

Tema 5. SI3bIK ¥ cTHIIBb CiIy:KeOHOI TokyMeHTAUMU. TUNUYHbIE OIIHOKH.

OO011ast XapakTepUCTHKA CTUIIS CITY>)KEOHOM TOKyMEHTAIIHH.

HopMsl odunimanbHO-1€70BOIO CTHIIA.

PenaxkTopckas mpaBka ciy>keOHBIX JOKYMEHTOB.

CTpyKTypHBIE OIIHOKH.

Cunrakcuueckue omuOku. OmMOKM, CBSI3aHHbIE C HENPaBHIBHBIM IOPSJIKOM CIIOB B
npemioxkenuu. Hapymenue cnenuduku ynoTpedieHus IeenpuvacTHhIX 000poToB. Ommokw,
BO3ZHUKAIOIIME B PE3YJIbTaTe HE3HAHUS CTPYKTYpPbl CIOKHOIO MpeasiokeHusa. HenpasuibHoe
UCIOJIb30BaHue TpeioroB. HenmpaBuiabHOE corjgacoBaHue B MaIexkKe.



Mopdodonoruueckue omubku. CornacoBanue onpeaeneHuid. OmuOKH MpHu yrnoTpedIeHUH
MOJIHOM M KpaTkoi ¢opM uUMeH mnpuiaraTenbHbiX. OmHUOKH B yHOTpPeOJEHUU KOJINYECTBEHHBIX
HMMEH YHUCIUTENbHBIX.

Jlexcuueckue OMIMOKH.

Tema 6. OdopmieHne nNpHKa30B, OPraHM3alliOHHO-TIPABOBBIX M JIPYIMX
pacnopsnTeNbHbIX JOKYMEHTOB.

OOmast XapakTepuCTUKAa OCHOBHBIX JTaloOB IMOATOTOBKH mpHuKa3zoB. OdopmieHue u
OCHOBHBIE PpEKBU3UTHI mpukaza. OdopMmieHre pacnopsHKEHHUs, yKa3aHUs, IOCTaHOBJICHMUS,
pelIeHus.

PaspaboTtka u yTBepKIeHHE KOMIUIEKCa OpPraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB
(YcraB, Ilomoxxenme 00 oOpraHu3any, CTPYKTYPHBIX IMOJpa3/IeiCHU, KOJUICTHAJIbHBIX U
COBEIATENIbHBIX OpraHax; IITaTHOE pacmnucaHue; o(opmIIeHHE MOJIOKEHUH, HHCTPYKIUHU IO
OTJENbHBIM BHUJAaM JAEATEIbHOCTHU; JOJKHOCTHBIE MHCTPYKILIMH).

Tema 7. Odopmienue ciay:KkeOHbIX NUCeM M JAPYroid HHGOPMAUMOHHO-CIIPABOYHOM
AOKYMEHTAaINH.

[Tonstue «ciyxeOHOe NHCbMOY». Pa3sHOBHIHOCTH CIY>KEOHBIX NHCEM. PeKBU3UTHI H
CTPYKTypa CIIy’)KEOHOTO THCbMa. SI3BIK M CTWIIb CIY)KEOHOTO NMHChbMa. DTHKET B CIyXeOHOU
nepenucke. OOpasipl U MpuMepbl 0POPMIIEHUS CITY>KEOHBIX MTHUCEM.

Haznauenme u kiaccudukanusi IeNOBBIX MHUCEM (TapaHTUHHOE MHCHMO, 3aKas, 3arpoc,
3asiBKa, W3BElICHHEe, WH(OPMAIMOHHOE MHCbMO, HAMOMHHAHUE, OTKa3, OTKPBITOE MHUCHMO,
MOATBEPKJICHUE, TIPEUIOKEHNE, MTPUTIIallIeHne, Ipoch0a, PEKOMEH1aTeIbHOE TUChMO, COTJIacHe,
COO0O0I1IeHUE, COIPOBOAUTEIHHOE TUCHMO, TPEOOBaHKE, YBEIOMIICHHUE).

JenoBas mepenucka. JlenoBble BCTPEUM M BU3UTHL. Y4YacTUE B BBICTaBKaxX M spMapKax.
[IpencraBienne HHTEPECOB U MOCpeIHNYECTBO. KOH(IUKTHBIE CUTYAITHH.

ITucemennas koppecnonaeHuus. Hocurenn nmucbMEHHOW KOppECNOHAECHIMU. bymara mis
MUCbMEHHOW KOPPECHIOHICHIIMH. BUAbI MOUYTOBBIX OTIIPABICHUMN.

OcoOenHocTd OQOPMIICHUS THUCEM, IEpeIaBaeMbIX AJIEKTPOHHOW MOYTOW U MO KaHaiam
ANEKTPOCBSI3H.

OdopmiieHne akta, IPOTOKOIA, JOKIATHOU, CITyKeOHOW U 00BICHUTEIHHOHN 3aHCOK.

Tema 8. JlokyMeHTHpOBaHHEe KOMMepPUYeCKO# 1eATeJJbHOCTH NpeaNnpusTHs.

Kommepueckne mnucema. J{oroBopbl (I0TOBOp KYIUIM-TIPOJAXKH, JIOTOBOP IOCTAaBKH).
[IpoTokosibl pa3HOTIacHil K 10rOBOpaM MOCTABKH.

Kommepueckne akThl.

[Iperen3noHHO-UCKOBast JAOKymeHTanus. VckoBble 3asBieHud. lIpenbsBieHne wuckKa.
Pexomenanuu no oopMIIEHHIO MCKOBOTO 3asiBieHUs. JIOKYMEHTHI, NpHJIaraéMble K HCKOBOMY
3asiBiieHn10. OCTaBIeHUE UCKOBOTO 3asiBJICHUS 0€3 JBUKEHMS.

[Tucemo-nipeTeH3us (pexinaMarus).

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

Tema 9. MexnaynapoaHasa mnepenucka. J{OKyMeHTBI 10 BHEIIHEIKOHOMHYECKOH
AesITeJIbHOCTH.

MexayHaposHble CTaHIapThl 10 odopmieHuto JokyMeHToB. dopmaTtel Oymaru.
[IpoekTupoBanuie 6aHKOB. PEKBU3UTHI MEKTyHapOIHOTO MUCHMA.

[ToaroToBka Aem0BOM KOPPECTOHACHIIMH [Tl 3apYOEKHBIX TAPTHEPOB.

Odopmnenne KOPpPECHOHJEHIIMM B aHIJOS3bIUHBIX cTpaHax. CTpykrypa Qopmymspa u
COCTaB PEKBU3UTOB CiIykeOHOro nucbma. TpeOoBaHHs K 0POPMIICHHIO KOHBEPTOB.

COop wunHpopmamu o 1enoBoM mapTHepe. Berpeun, oOmen BuszuTamu. BricTaBouHas
nesrenbHOCTh.  JloroBopsl. Kondumukthaeie curyauuu. Kondmuktel.  WHpopmanmoHHoe
obecneuenue. GunancoBsie Bonpockl. TpaHcnopT.

Knaccugukanuss TOKYMEHTAllMHM 110 BHEIIHEIKOHOMHUYECKOW JAeATeNbHOCTU. Topronas
peructpanusi U TOPrOBble KHMIM BO BHEIIHEOKOHOMHYECKOW JeATeIbHOCTH. TexHuueckas u
TOBapHas JOKyMeHTanus. Bujasl KOHTPakToB, O(GOPMISAIOMIMX  BHEIIHEIKOHOMHYECKYIO



nesaTenbHOCTb. DOPMBI MPUIIOKEHUN K KOHTpakTaM. OdopmileHHe TOTOIHEHUH U crienupUKaIuii
K KoHTpakTaM. CTpyKTypa U coJepkKaHUe 10roBopa 0 KyIie-IIpoaaxKe.
Tema 10. /Iesionpou3BoACTBO 10 NMCbMEHHBIM H YCTHBIM 00pallieHUusIM IPaKaaH.

CraHOBIEHME U pa3BUTHE OTEUECTBEHHOIO JIEIONPOM3BOJCTBA 10 paboTe ¢ 0OpalleHUsIMU
rpaxaaH. 3aKOHOJATEIBHOE PETYIMPOBaHHE PAa0OTHI ¢ OOpalleHHUsIMH TpaxnaH B Poccuiickoii
@enepanun. Knaccudukanus oOpamennit rpaxkaaH. IlucbMeHHble oOpalleHus TIpakIaH.
KoHTponp wucnonHeHus nuceM TrpaxzaaH Jlenonpou3BOACTBO 10 OOpalIeHUsIM TIpakJaH.
Opranu3anus JU4HOro npuema rpaxiaad. Madopmuposanue rpaxnaaH. OOpaleHus ¥ 3arnpocsl
ocob6oro kKoHTpostst. Opranu3anus paboTsl ¢ OOpaLCHUSIMH JICTyTATOB.

Tema 11. JlokymMeHTHPOBaHME TPYAOBBIX OTHOIIEHH.

Knaccugukarus 10KyMEHTOB MO JUYHOMY COCTaBY.

OdopmiieHne JOKYMEHTOB, UCIOJIb3YEMBIX NPH IpHEMe Ha paboTy (pe3toMe, 3asiBICHUE).
Odopmiienne nmpukasza (pacopspKeHHs) 0 mpueMe Ha padoTy. JIOKyMeHTHI, IPeAbsIBIsieMbIe TIPU
3aKJIIOYEHUH TpynoBoro porosopa. OdopmiieHue TpyJqoBOro porosopa. JIuunas kaprouka
paboTHHKa. XapakTepucThka paboTHHKa. ABToOMorpadus paboTHuKa. AHKeTa paOOTHUKA.
JInuHoe neno paboTHuKa. TpynoBas KHMXKKa: Bblgaya, opopMIIeHHE, XpaHEHHUE.

Odopmnenue npukasa (pacnopsiKeHus) o mepeBojie padOTHUKA HA IPYTyIO padoTy.
JIOKyMEHTUpOBaHHE IpolLiecca YBOJIbHEHU (PACTOP KEHUS TPYJOBOTO JIOTOBOPA).

Tema 12. PaboTa ¢ KoHpHAeHINATBHBIMHA JOKYMEHTAMH.

Opranuzanus paboThl ¢ KOH(QHIECHIMAIBHBIMU JOKYMEHTaMH. 3aKOoH «O KoMMep4ecKoi
TaliHe». 3aluTa NEepCOHAIbHBIX AAHHBIX paboTHHKa. DenepanbHblii 3akOH «O NEPCOHAIBHBIX
JAHHBIX».

CBenenus, oTHOcsIMEecs K KoH(UIOeHIMANbHOW wWH(OpMamuu. 3ammra JOKYMEHTOB,
CoJZiepKalIMX KOMMeEpUecKylo TaiHy. Opranuszainus paOoTbl € JOKyMEHTaMHM, COAEp)KallUMU
KOH(UEHIMAIbHbIE CBEICHUS.

TexHonmorust o0pabOTKM  KOH(DUICHUMANBHBIX  JOKYMEHTOB. OJTambl  MOATOTOBKU
JIeJIOTIPOU3BOANTENIEM  KOH(QUIEHIMAIbHBIX  JAOKYMEHTOB.  OCHOBHBIE  OIE€pallMOHHBIE
TEXHOJIOTUYECKHAE CXEMbl 00pabOTKH KOH(HIECHIIMATbHBIX JOKYMEHTOB. YUET HMOJTrOTOBICHHBIX
KOH(HIEHIIMATIBHBIX JJOKYMEHTOB.

Tema 13. Cay:xoa JOY (10KymMeHTallMOHHOe o0ecnieyeHHe YNPaBJIeHUs1) B OPraHU3alHuAX.

Cayx06a JIOY (moxymeHTallMOHHOE oOecrieueHue yNpaBlIeHUs) B OpraHu3aluy. 3aaadu U
byakunn cnyx6s1 1I0Y. Tunossie opraHu3alMOHHBIE CTPYKTYpHI ciyx0b1 JIOY B opranuzarum.
OyHKIUYN CTPYKTYpHBIX nofpazaeneHuii ciayxOsl JJOVY. IIpaBa u oTBeTcTBEHHOCTH Ci1y:)0b1 [IOY
B OpraHHu3aluy.

JIOJOKHOCTHOW M TEXHMYECKMH cocTaB paOOTHUKOB. (DYyHKIMOHAJIbHbIE OOS3aHHOCTU
cocraBa cinyx0bl JIOY. HopMaTuBHas periiaMeHTanusi W YCJIOBUS TpyAa paOOTHUKOB CIYXKObI
HOYV.

Tema 14. Opranuszauusi 10KyMeHT0000pOTA.

[Tpobnema coBepIIeHCTBOBAaHUS JOKYMEHTOOOOpoTa. [loHATHE «TOKYMEHTOOOOpPOT», €ro
pa3BUTHE U HOPMATUBHO-METOUYECKas perjiaMeHTalus. XapakTepUCTUKHU JOKYyMEHTO000poTa.

OcHOBHBIE MpaBWJia OpPraHU3alUU JOKYMEHTOO0OpOoTa B yupexJaeHuH. [Ipuem, nepBuuHas
0o0paboTKa, pacnpe/ielieHle MOCTYIUBIINX JOKYMEHTOB. [lops10K HallpaBieHUs Ha UCIIOJTHEHUE U
paboThl ucnodHUTEN ¢ JoKyMeHTaMu. [lopsiok 00paboTKu HCXOsAmuX J0KyMeHToB. OTpaBka
JIOKYMEHTOB.

Tema 15. Perucrpanus 10KyMeHTOB.

[TonsiTe cucTeMBl pETUCTpPAllMM JOKYMEHTOB. 3HAU€HME U 3aJaud perucTpanuu
JOKyMeHTOB. OOIue MpaBujia PEerucTpaliu JOKYMEHTOB. DOpMBI M MOPSAOK PErHCTpaluu
NOoKyMeHTOB. MHaekcanus JOKYMEHTOB.

Opranuzanus CrpaBOYHO-MH(POPMAIIMOHHONW pabOThl. ABTOMAaTH3MPOBAHHBIE CHCTEMBI
perucTpainuu J0KyMeHTOB.

Tema 16. KoHTpoab CpoKOB HMCHOJHEHMs J0KyMeHTOB. CocraBjieHHe HOMEHKJIATYp,
TeKylllee U oNepaTuBHOE XpaHeHue Jel.



[lenp ¥ 3a7a4M KOHTPOJIS CPOKOB HCIIOJHEHHS JOKYMEHTOB. 3HaueHHE, BHIBI M (OPMBI
KOHTPOJSI CPOKOB MWCIIOJIHEHHs JOKYMEHTOB. (CpoOKOBas KapTOTe€Ka. ABTOMAaTHU3UPOBAHHBIC
CUCTEMBI KOHTPOJIS CPOKOB MCIIOJIHEHUS JOKYMEHTOB.

CocraBneHne HOMeEHKIAaryp Jen. OpraHusanys TEKyLIErOo XpaHEHUs JOKYMEHTOB.
@opMHUpOBaHUE U OIIEPATUBHOE XPAHEHUE JICIL.

Tema 17. ApxuBHOe XpaHeHHE TOKYMEHTOB.

[TonroroBka aen K nepenaye Ha apXMBHOE XpaHEHHE. DKCIEPTH3a LIEHHOCTH JOKYMEHTOB B
nenonpousBoacTe. Buasl apxuBHbIX JokyMeHTOB. Odopmienue nen. CocraBieHue onuceit aei.
OOecnieueHre COXPAHHOCTU JOKYMEHTOB. [lOpAIOK YHHUYTOXEHHMS JOKYMEHTOB M JIel C
UCTEKIIMMH CPOKaMH XpaHeHHus. Jlerno3uTapHoe XpaHEHUE JOKYMEHTOB.

HopmaruBHo-1IpaBoBOe oOecriedeHne AesTeIbHOCTH apXuBoB B Poccuiickoit denepanmu.
HopmartuBHas peripameHTanust paboThl apXMBOB OpraHu3alMid. XpaHEHHE U y4eT apXUBHBIX
JNOKyMEHTOB. KOMIUIEKTOBaHME apXHMBOB apXMBHBIMM JOKyMEHTamMHu. JlOCTynl K apXWBHBIM
JOKYMEHTaM M UX UCIOJIb30BaHUE.

MarepuanpHO-TEXHUYECKOEe  obecreueHue
apxuBoxpaHuinuina. O6opyoBaHuE apXUBa.

Yuer W XpaHEHHE DJJEKTPOHHBIX JOKyMEHTOB. llopsAnok mnepenaun JIOKYMEHTOB Ha
roCylapCTBEHHOE XpaHEHHUE.

Tema 18. Texuuueckue cpeacTBa, NpUMeHsieMble B 1eJIONPOM3BO/ICTBeE.

OO01ee npecTaBieHNe 0 TEXHUUECKUX CPEJCTBAX B AEIONpou3BoaAcTBe. KoMmbrorepuzanus
Jenonpoun3BoicTBa. OCHOBHBIE BO3MOKHOCTH KOMITBIOTEPHBIX TexHoJorui B JJOY.

ITonsiTue 2yEeKTpOHHOrO JAOKyMeHTa. IIpenmymiecTtBa W HENOCTaTKH  3JIEKTPOHHOIO
nokymenta. OdopmiieHne JOKYMEHTOB B 3JIEKTPOHHOM  Buje. (OCHOBHBIE  METO]IbI
¢dopmarupoBanus Tekcra. OdopmieHue cCUMBOJIOB TeKcTa. Boiaenenue ab3anes. Pacnonoxenue
TekcTa. PyOpuKku, BblJIEIE€HUS B TEKCTE AIEKTPOHHOr0 JoKyMeHTa. [Ipumeuanus, cHocku. Bepctka
CTpaHMI] MHOI'OCTPAHHUYHOTO TEKCTa. YTOTpeOJeHHE MPOMUCHBIX U CTPOYHBIX OYKB B TEKCTE
nokymenra. HawubGonee ymorpeGisemble cokpamieHus cioB. OdopmieHue gar U 4ucenl B
JNOKyMeHTax. [IedaTp 2IeKTPOHHOIO JOKYMEHTA.

[TonsTHe M cTpyKTypa TaOJWIBl B 3JEKTPOHHOM JOKyMeHTe. OCHOBHBIE TpeOOBaHUS K

apxuBa. TpeOoBaHMsS K  IOMEIICHHIO

dbopme wu moctpoeHuro Tabimi. OdopmieHHe HYMEpPAlMOHHOTO 3arojioBKa  TaOJIUIIBL.
OdopmreHue 3aroioBKOB U J1aT.
ABTomaTuzanusi paboThl € JIOKYMEHTaMU. ABTOMAaTH3MPOBAHHbIE pabouyue MecTa.

DneKTpoHHbIE O(UCHBIE CUCTEMBI.
Opranuzanus TOKyMeHTO000pOTa C UCTIOJIb30BAHUEM CPEJICTB TEIEKOMMYHHKAIINH .

5.4. TemaTrnuyeckuii IVIaH NPAKTHYECKHUX (CEMHHAPCKHUX) 3aHATHI.

No @OpMBI TEKYILETO
. TpynoeMKocTsb,
No | paznme Tembl mpakTHYECKUX (CEMHHAPCKUX) 3aHATHHA u KOHTPOJIA
na yCIIEBACMOCTH
Opra"u3amoHHO-PACTIOPSANTEIbHAS 1 KoncmekT, pemenne
1 4 JIOKYMEHTAIIVSI: TIOHATHE, KITacCU(UKAIUs, COCTaB CUTYAIMOHHBIX 33724
1 opopmIleHre PEeKBU3NUTOB. bllaHKK TOKYMEHTOB.
OdopmieHre NpUKa30B, OPraHU3alMOHHO- 1 TecT, opopMIICHUE
2 6 MIPABOBBIX U IPYTHUX PACIOPAIUTEIBHBIX JIOKYMEHTOB, PEIICHUE
JTOKYMEHTOB. CUTYAITMOHHBIX 33724
JloKkyMeHTHpOBaHHE KOMMEPYECKOH IesITeTbHOCTH 1 Odopmnenne
3 8 MIPETPHUATHS. JIOKyMEHTOB, pPeIIeHIe
CUTYAIIMOHHBIX 3aja4
KoHTposb CPOKOB UCTIOTHEHUS TOKYMEHTOB. 1 Tect
4 16 CocrapieHue HOMEHKIATYp, TEKyLIee U
ornepaTUBHOE XpaHCHHE JCII.




5.5, TemaTrnuyeckmii n1an JadopaTopHbIX padoT.
He npenycMmoTtpensl

6. MATEPHAJIBI TEKYLIEI'O KOHTPOJIA YCIIEBAEMOCTH mo

JUCHUIIJIMHE (MOAYJIIO)

Texymmii  KOHTpPOJIb  YCIIEBAGMOCTH  OOECIeUMBAcT OIICHMBAHHME XOJa OCBOCHUS
JUCHUIUIUHBL  (MOJYJIsI) © OpPraHu3yeTrcss B COOTBETCTBUU C TMOPSAKOM, OMNpEIEIsieMbIM
JIOKJIbHBIMU HOpMaTuBHbIMU akTamu MAJIWU. Ilopsanok mnpoBeAeHUS U CHUCTEMA OIEHOK
PEe3yIbTATOB TEKYIIETO KOHTPOJSl YCIIEBAEMOCTH YCTAHOBJIECHA JIOKAJIIbHBIM HOPMATHUBHBIM aKTOM
MAJIN.

B xadectBe ¢opM TEKyIero KOHTPOJIS YCIEBAEMOCTH TO JUCHUIUIMHE (MOJIYIIIO)
HCIIONTB3YIOTCS

- YCTHBIH ompoc (ppoHTaNbHAS Oecena, MHAUBHIYAIbHBIN OIIPOC, TOKIA/Ib);

- TIPOBEPKa MUChbMEHHBIX 3aJjaHUH (HAIMCAHKUE ACCE, KOHCIIEKTUPOBAHME HAYUHBIX CTaTeH,
oopmiIcHHE ETI0BO# TEPEITUCKN);

- TECTHPOBAHHUC;

- peleHue CUTYallMOHHBIX 3a/1a4.

6.1. Matepuanbsl sl TPOBEACHHUS IMPAKTHYCCKUX PadOT, COICPKATCS B METOIUYCCKUX
Marepuaiax MO0 JAUCHUIUIMHE (MOIYJI0), BXOMSIIMX B COCTAB METOJMYECKHX MaTepHUalIOB
00pa3oBaTeNTbHON MPOTPAMMBI.

7.  ®OHJ OLEHOYHBIX CPEJICTB JJISI MPOBEJEHUS MPOMEKYTOUYHOWM
ATTECTALIMM OBYYAIOIINUXCS MO JUCHUTIIAHE (MOYJIIO)

7.1. IlepeyeHb KOMIETEHIHWI € yKa3aHMeM 3TanmoB HUX (opmupoBaHHMs B mpouecce
OCBOEHHS 00pa30BaTe/IbHOI IPOrPaMMBbI.

B pe3ynbraTe 0ocBOEHUS NUCHUIUIMHBI (MOAYs) GOPMHUPYIOTCS CIIEAYIONNE KOMIETEHIIUN:

Kon

Pe3y.]'IBTaTBI OCBOCHUA 06p330BaTeHBHOﬁ porpaMmabl
KOMIICTCHIIN U

CIOCOOHOCTh K KOMMYHUKAIIUU B YCTHOM M MUCbMEHHOM (popMax Ha pycCKOM U
OK-5 MHOCTPAHHOM S3bIKax JJIs PEIICHU 3a7a4 MEKIUNYHOCTHOIO U
MEXKKYJIbTYPHOI'O B3aUMOAECUCTBUS

CIOCOOHOCTh K KOOMEpaIMy ¢ KOJUIEraMu 1o paboTe B KOJJIEKTHUBE, K
[1K-31 COBEpIIEHCTBOBAHUIO TOKYMEHTO000pOTa B chepe MIaHuPOBaHUS U
YIIPaBJICHNs ONIEPATUBHOM AEATEIbHOCTBIO TPAHCIIOPTHOM OpraHu3aluu

B mpornecce ocBoeHust 00pa3oBaTeNbHON MPOrpaMMbl IaHHBIE KOMIIETEHIIMH, B TOM YHCJIE
UX OTJENIbHbIE KOMIIOHEHTHI, (OPMUPYIOTCS IOITAaHO B XOJI€ OCBOCHUS OOYYarOIIMMHCS
JUCUUIUIAH (MOJyJei), MPaKTUK B COOTBETCTBUU C YUEOHBIM IJIAHOM U KaJIEHAAPHBIM I'paduKOM
y4eOHOro npoiiecca B CIeIyIoIeM HopsIKe:




OK-5 cnoco0HOCTh K KOMMYHMKAIIMUA B YCTHOW M NMHUCbMEHHO# ¢opMax Ha pPycCKOM H
3a4a4 MEXKJIMYHOCTHOIO H MEKKYJIbTYPHOIO

HHOCTPAHHOM fI3bIKAX IS peleHus
B3aHMMOJAEHCTBUSA

Kypcbi ®opma
JAucnumiannabl (MOAYJIM), IPAKTUKH MPOMex.
1 2 3 aTTrecTanuu

b1.5.03 MHoCTpaHHBIH SA3BIK + 3aser,

JK3aMeH
b1.5.04 Kynbryponorus + 3a4eT
b1.b5.05 Kynbrypa o6mieHus + 3a4uer
b1.b.06 lokymeHTO060pOT U saueT

ACJIOIMPONU3BOACTBO

b3.b.013amuTa BbITyCKHOM
KBTH()UKAIIMOHHOM PabOThI, BKIIFOYAs
MOJITOTOBKY K MPOLEAYPE 3aLIUTHI U
NPOLEAYPY 3alINUTHI

IIK-31 cnoco0HOCTh K KooOmepamuMd ¢ KoJJIeraMH 10 PpadoTe B KOJJIEKTHBE, K
COBEPIIEHCTBOBAHUIO JIOKYMEHT0000poTa B c(epe IUIAHUPOBAHUSI W YHPaBJIeHUS
ONePATHUBHOM JAeSITeJIbHOCTHI0O TPAHCIIOPTHOM OPraHn3aluu

b1.b.06lokymeHTOOOOPOT U

3a4€T

JIeJIOTIPOU3BOICTBO

b2.B.01(V)IIpakTuka mo noxy4eHuro

MEPBUYHBIX TPO(PECCHOHATEHBIX YMEHUN 3auer ¢

Y HaBBIKOB, B TOM YHUCJIE IEPBUYHBIX + 9
OLIEHKOM

YMEHUI U HaBBIKOB HAY4YHO-
HCCIIEA0BATENIBCKON NE€ATEIIBHOCTU

b3.b.013ammuTa BbITyCKHOM
KBaJIN(UKAIIMOHHOM paboThl, BKIIIOYAs
MIOATOTOBKY K IIPOLEAYPE 3aLLUTHI U
MPOLEAYPY 3aLIUTHI




7.2. Onucanue nokasateneil 1 KpUTepUeB OLICHUBAHUS KOMITETEHIINH, (OPMUPYEMBIX IO UTOTAM OCBOSHUS TUCIHMILIMHBI (MOIYJIs), ONTMCAHUE

HIKaJl OOCHUBaHUA.

[Tokazarenem OLIEHWBAHUS KOMIICTCHIIMN HA PAa3IMYHBIX dTamax UX (HOPMHUPOBAHHS SBISETCS JOCTHKEHHE OOYUYAIONUMUCS IIaHUPYEMbBIX
pe3yIbTAaTOB OOYYEHHS MO TUCHUTIINHE (MOIYIIIO).

OK-5 cnnoco0HOCTh K KOMMYHMKAIIMM B YCTHOWH M MUCbMEHHOH ()opMax HA PYCCKOM M MHOCTPAHHOM fI3BIKAX /ISl PelIEHUs 32124 MeKJIMYHOCTHOTO U
MEKKYJIbTYPHOI0 B3aUMO/1elCTBUSA

Kpurepun oueHuBanusi

IToka3zarenn
2 3 4 5
3uaer HE00X0UMblIe g | OOyuaromuiics OO6yuaromuiicst OO6yuaromuiicst OO6yuaromuiics
OCYILIECTBIICHHS JEMOHCTPHUPYET MOJHOE JEMOHCTPHUPYET HEMOJIHOE | IGMOHCTPUPYET  YACTHUYHOE | AEMOHCTPUPYET MOJIHOE
npodeccCHOHATBLHON OTCYTCTBHUE WJIH COOTBETCTBHE  CIEAYIOIIMX | COOTBETCTBHE  CIIEAYIOIIUX | COOTBETCTBUE  CIIEAYIOIINX
JeSITeIbHOCTH MIPaBOBBIC HOPMBI | HEIOCTATOYHOE COOTBETCTBHE | 3HAHUN: HEOOXOJUMbIC IJIs | 3HAHWW: HEOOXOJUMbIe IS | 3HAHWM: HE0OXOIUMBbIe Ui
CIICAYIONINX 3HAHHNA: OCYIIECTBIICHHS OCYIIECTBIICHHS OCYIIECTBIICHHS
HE00XO0IUMBIE TS npogeccuoHaIbHON npogeccuoHaIbHON npogeccuoHaIbHON
OCYIICCTBJICHUA ACATCIIbHOCTHU IMPaBOBBIC | ACATCIBHOCTH IMPaBOBLIC | ACATCIBHOCTH IMPaBOBLIC
npodeccnoHaIbHON HOPMBI. JlonmyckaroTcsi | HOpMBI, HO  JIONYCKAlOTCSl | HOPMBI, CBOOOJHO ONEpHPYET
ACATCIIBHOCTH IIPAaBOBEIC 3HAYUTCJIBHBIC OHII/I6KI/I, HE3HAYUTCIIBHBIC OIHI/I6KI/I, HpI/IO6peTeHHI>IMI/I 3HAHUSAMU.
HOPMBI MIPOSIBIIAETCA HETOYHOCTH, 3aTpyqHEHUA
HE/I0CTaTOYHOCTh 3HAHUH, IO | MPU AHATUTUYECKUX
pany IIOKa3aTeNen, | onepanusx.
00y4aromuicss  UCHBITHIBAET
S3HAYUTCIBHBIC 3aTPYAHCHUA
IIPYU ONEPUPOBAHUU 3HAHUSAMHU
MpH WX TIEPEHOCe Ha HOBBIE
CUTYallUH.
Ymeet onpenensaTe Kpyr 3a1a4d B | OOydaromuiics He ymeeT win | OOydarommiics OOGyuarommiics gacTuIHO | OOyJaronuiics B MOJTHOM
paMKax M30paHHbBIX BUIOB B HEJIOCTaTOYHOH CTENEeHU JI€MOHCTPHUPYET HETOJHOE | YMEeT ONpeAesaTh KPYr 3a1ad | 00beMe yMeeT ONpeaessaTh
npodeccuoHanbHOM yMEeT ONpEeeNATh KPYyT 3aJa4 | COOTBETCTBUE  CIEAYIOIIUX | B paMKax HM30paHHBIX BHJOB | KPYT 3aad B paMKax




NESTEIIbHOCTH, TUTAHUPOBATh
COOCTBEHHYIO JICATEIBHOCTh
HUCXOIS U3 UMEIOIINXCSI
PECYPCOB; COOTHOCHUTh ITABHOE U
BTOPOCTEIICHHOE, PEIIaTh
MOCTaBJICHHBIC 33]]a41 B PaMKax
n30paHHBIX BHJIOB
po(heCcCHOHATILHOM
IEeSITENbHOCTH

B paMKax M30paHHBIX BHJOB
npogeccuoHaIbHON
JESTENIbHOCTH, IUIAHUPOBATh
COOCTBEHHYIO JEATEIbHOCTD
UCXOJS U3 UMEIOIINXCS
pecypcoB; COOTHOCUTb
[JIABHOE U BTOPOCTEIIEHHOE,
pelaTh OCTaBJICHHbIE
3a/1a4M B paMKax U30paHHBIX
BUJIOB IPO(eCCHOHATBHOMN
JeSITEIIbBHOCTH

YMEHUH:  OIpPENeNsiTbh Kpyr
3aJad B paMKax H30paHHBIX
BUJOB  IpOoQeCcCCHOHATHHON
JesITeIbHOCTH, IJIAHUPOBATh
COOCTBEHHYIO  JI€ATEIHHOCTh
UCXOAd W3  HMMEIOLIUXCS
pecypcos; COOTHOCHTH
IJIABHOE U BTOPOCTENEHHOE,
pemarpb MOCTaBJICHHBIC
3aJaud B paMKax H30paHHBIX
BUJIOB  NIPO(eCcCHOHATBLHOU
JesTenbHOCTH. JlomyckaroTes

3HAYUTCJIBHBIC OIHI/I6KI/I,
MIPOSIBIISICTCS

HEJIOCTaTOYHOCTh YMEHHI, 110
pany rokasartesei,
0o0ydJaronuics  MCIBITHIBACT
3HAYUTENbHbIE 3aTPYIHEHUS
npu OIlIEpUPOBaHUU

YMCHHAMU TIpU HUX IHEPCHOCE
Ha HOBBIC CUTyalluH.

npodeccrnoHabHOM
JeSITeIbHOCTH, IJIAHUPOBATh
COOCTBEHHYIO  JI€ATEIHHOCTh
UCXOAd U3 HMMEIOUIUXCS
pecypcos; COOTHOCHTD
IJIABHOE U BTOPOCTENEHHOE,
pemarhb MIOCTaBJICHHBIC
3aJauu B paMKax H30paHHBIX
BUJOB  NpO¢eCcCHOHATbHON
NesITeNbHOCTH, HO
JIOITYCKaIOTCs
HEe3HAuUTEIbHbIE
HETOYHOCTH, 3aTpyAHEHUS
npu AHAJTUTUYECKUX
ONepanmsx, IepeHoCce YMEHUN
Ha HOBbIe, HECTaHAAPTHbHIE
CHUTYAIIHH.

OIIIMOKHU,

n30paHHBIX BHIOB
npodeccuoHaTbHON
NEeSATENIbHOCTH, TIAHHUPOBATH
COOCTBEHHYIO JIeATEIbHOCTh
UCXOJISl U3 IMCIOIIIUXCS
PECypCcoOB; COOTHOCUTh
TJIABHOE ¥ BTOPOCTEIIEHHOE,
pelaTh NoCTaBICHHbIC
3a/la4M B paMKax U30paHHBIX
BUJIOB NMPO(eCcCUOHAIBHOM
NeSITeTbHOCTH.

HNMmeeT npakTM4ECKUH OIBIT
MPUMEHEHUS HOPMaTUBHOM 0a3bl
W peleHus 3a7a4 B 00J1acTu
U30paHHBIX BUJIOB
npodecCHOHATbHON
JeATEIbHOCTH.

OOyuaromuiicss He UMEET WIH
B HEJOCTATOYHOW CTENICHH
UMEeT MPAKTUICCKUH OIBIT
MPUMEHEHUS HOPMATUBHOM
0a3bl ¥ peleHus 3a/1a4 B
obnactu n30paHHBIX BHJIOB
npodecCHOHATEHON
JESITEIIbHOCTH

OO6yuaromuiicst UMeeT
MPaKTUYECKHIA OITBIT
IIPUMEHEHHsI HOPMaTUBHOMN
0a3bl ¥ peleHus 3a/1a4 B
o0actu n30paHHBIX BUJIOB
npodeccroHanbHOI
JeSITeTbHOCTH.
OOyuaronuiicst UCTIBITHIBAET
SHAYUTCIIBHBIC 3aTPYAHCHUA
IIpru TPUMCHCHUH HABBIKOB B
HOBBIX CUTYaIIHSIX.

OO06yuaromuiicst 4aCTUYHO
UMeeT MPAKTUYECKHH OTIbIT
IIPUMEHEHHsI HOPMAaTUBHOMN
0a3bl M peleHus 3a/1a4 B
o0sactu n30paHHBIX BUIOB
npodeccroHanbHOM
JACATCIIBHOCTH, HO
JIOIyCKAI0TCS
HE3HAYUTCJIIbHBIC OHII/I6KI/I,
HCTOYHOCTH, 3aTPYAHCHUA
MIPH AaHATUTHYECKUX

OOyuaromuiicsi B TOJIHOM
o0beMe UMeeT MPAKTUIECKHMA
OIIBIT MPUMEHCHUA
HOPMAaTUBHOM 0a3bl U
pereHus 3aa4d B 00JacTu
U30paHHBIX BUJIOB
npodecCuoHATBHOM

e TENIbHOCTH




onepanusx, epeHOCe yMEHUN
Ha HOBBIE, HECTAHAAPTHBIC
CUTyaLUH.

IIK-31 crnoco0HOCTH K KOONMEpPaluH ¢ KoJLUIeraMH Mo padore B KOJNJIEKTHBE, K COBEPLIEHCTBOBAHMIO JOKYMEHT0000poTa B cepe NMIAHMPOBAHUS M
yHpaBJIeHHsl ONIePATHBHOM 1eSITeJJbHOCTbI0 TPAHCIIOPTHON OpraHu3anuu

3naer ocHOBBl  pabotel B | OOyuwarommiics OO6yyarommiics OO6yuarommiics OO6yuaromumiics
KOJUICKTHBE; JEMOHCTPHUPYET MOJTHOE | JEMOHCTPHPYET  HEMOJHOE | IEMOHCTPUPYET  YAaCTHYHOE | IEMOHCTPUPYET MTOJTHOE
OTCYTCTBHE OCHOBBI PaOOTHI B | COOTBETCTBUE OCHOBBI | COOTBETCTBHUE OCHOBBI | COOTBETCTBUE OCHOBBI
KOJIJIEKTHUBE; paboThI B KOJUICKTHUBE; paboThl B KOJUICKTHBE; paboThI B KOJUICKTHBE;
, OOyYalolUICs UCIBITHIBACT | , HO JIOITYCKaloTCA
3HAYUTENIBHBIC 3aTPYIHCHUS | He3HAYUTEIIbHBIC OIINOKH,
IIPH OTIEPUPOBAHUY 3HAHUSAMHU | HETOYHOCTH, 3aTpyIHEHUS
MpU UX IEPEHOCE Ha HOBBIC | IIPHU AHATUTUYCCKUX
CUTYaIUH. oTepausx.
Ymeet paboTath B KOJUICKTHUBE, OO6yuaromumiics He ymeeT win | O0ygarormuiics OO6yyvarommiics gactuyHo | OOyuaromuiics
COBEPILICHCTBOBATD B HEJIOCTATOYHOM CTETICHH JIEMOHCTPHPYET HETIOJTHOE | yMeeT paboTaTth B | IEMOHCTPHUPYET TOJTHOE
JIOKYMEHTO000pOT B chepe ymeeT paboTaTh B COOTBETCTBHE paboTaTh B | KOJUICKTHUBE, pabotatb B KOJUICKTHBE,
TIAHAPOBAHMA 1 yHPaBICHHUA KOJUIEKTHUBE, KOJUUICKTUBE, COBEPILEHCTBOBATH COBEPILECHCTBOBATh
ONCpaTHBHOM NCATCILHOCTRIO COBEPIIIEHCTBOBATH COBEPIIIEHCTBOBATH JOKyMEHTOO00pOT B cdepe | JOKyMEHTOO00pOT B  cdepe

TPaHCHOPTHON OpraHu3alnu

JIOKyMEHTO0000pOT B chepe
TUTAHUPOBAHUS U YIIPABICHHS
OTIEPATUBHOM JCITEITBHOCTHIO
TPaHCHOPTHOW OpraHu3aluu

JOKYMEHTOO00pOT B cdepe
TUTAHUPOBAHUS M yIIPABIICHUS
OTIEPATUBHON JESTEIHHOCTHIO
TPAHCIIOPTHOW  OpraHU3alUHU
JlonmyckaroTcsi 3HaYUTEIbHbIE
OLINOKH, MIPOSIBIISIETCS
HEI0CTaTOYHOCTh YMEHMH, 110
pany MMOKa3aTelie,
00y4aromuicss  UCHBITHIBAET
3HAYUTENbHBIE 3aTPYIHEHUS

IUTAHUPOBAHMS M YIIPaBIICHUS
OTEpaTUBHON NEATEIbHOCTHIO
TPAHCIIOPTHON  OpraHU3alHH

HO JOITYCKaIOTCS
HE3HAYUTECIIbHbIE OLIMOKH,
HETOYHOCTH, 3aTpySHEHUS
pu AQHAJTUTUYECKUX
Onepanusx, epeHoce YMEHUI
Ha HOBBIE, HECTAHIAPTHBIE
CUTYallUN.

IUTAHUPOBAHMSI M YIPaBJICHUS
OTEpaTUBHOM J1€ATEIbHOCTHIO
TPAHCIIOPTHOM  OpraHU3alHH

dbopmynupoBaTh €M U
CaMOCTOSITENILHO ~ HaXOJUTh
IyTHn nux JOCTHIXCHHA,
UCTIONIb30BAaTh B
o0pa3oBaTeNlbHOM  TIpoIIecce
pa3HooOpa3HbIe pecypchl.
CBoboaHO OTIepUpYET




npu OIepupOBaHUU
YMEHUSIMU TIPU UX IEPEHOCE
Ha HOBBIE CUTYAallUH.

PUOOPETEHHBIMUA YMEHUSMH,
MPUMEHSIET UX B CHUTYyalHUsIX
MOBBIIIEHHOU CJIOYKHOCTH.

Biageer: criocOOHOCTBIO K
KOOIIEPAIIUH C KOJIJIETaMH T10
paboTe B KOJIJIEKTUBE, K
COBEPILIEHCTBOBAHHIO
JIOKyMEHTO000O0poTa B cdhepe
TUTAHUPOBAHUSI U YIIPABIICHHUSI
OHepaTHBHOfI ACATCIIBHOCTBIO
TPAHCIOPTHOM OpraHU3alnH.

OOyuaromuiicss He UMEET WIH
B HEJIOCTATOYHOH CTEIICHU
BJIQJICET CIIOCOOHOCTBIO K
KOOIIEPAIUH C KOJIJICTAaMH 10
paboTe B KOJIJIEKTUBE, K
COBEPILIEHCTBOBAHHUIO
JTIOKyMEHT0000poTa B cdhepe
TUTAHUPOBAHUSI U YIIPABIICHHS
0H€paTHBHOfI ACATCIIBHOCTBIO
TPAHCIOPTHOM OpraHU3alnH.

OOyyarommiicst UMeeT
MPaKTUYCCKHIA OIBIT BJIAJICET
CTIIOCOOHOCTBIO K KOOTIEpAIHU
C KoJIIeraMu 1o pabore B
KOJUICKTHUBE, K
COBEPIIIEHCTBOBAHHUIO
JOKyMEHT000O0poTa B chepe
IUTAHUPOBAHUS U YIIPABICHHS
OHepaTHBHOﬁ ACATCIIBHOCTBHIO
TPAHCIIOPTHOM OpraHU3aIHH.

OO0yyJaromuiicst 4aCTHYHO
UMEET MPAKTUICCKUN OITBIT
BJIAJICET CIIOCOOHOCTHIO K
KOOIIEPAIUH C KOJIJIETaMH T10
paboTe B KOJIJIEKTHUBE, K
COBEPIIICHCTBOBAHHIO
JOKyMEHT000O0poTa B chepe
TUTAHUPOBAHHMS U YIIPABJICHHS
OTIePATUBHOM JIEATEIIEHOCTHIO
TPaHCTIOPTHOM
OpTaHHU3aIH.HO
JIOTYCKAIOTCS
HE3HAYUTEIIbHBIC ONIHOKH,
HETOYHOCTH, 3aTPYAHECHUS
MIPY AHATTUTHYECKUX
oreparusx, nepeHoce yMeHu
Ha HOBBIE, HECTAHAPTHBIC
CUTYaIlUH.

OO0yuaromuiicsi B OJIHOM
o0BEMeE BIIageeT
CIIOCOOHOCTBIO K KOOIIEpaluu
C KoJjIeramu 1o pabote B
KOJIJICKTHBE, K
COBEpIICHCTBOBAHUIO
JIOKyMEHT000O0poTa B chepe
IUTAHUPOBAHHUS U YIIPABICHUS
OTIEPATUBHOMN JEATEITBHOCTHIO
TPaHCTIOPTHOM

OpTaHU3aIMH. BEITIOTHEHUS
pa3IMYHBIX BUIOB YUeOHOM,
Hay4YHO-MCCJIEA0BATEIbCKON U
BHEY4eOHOU pabOTHI,
CBOOOJHO PUMEHSET
MOJTy4YeHHBIC HABBIKU B
CUTYAITUSAX TTOBBIIIICHHOM
CJIO’KHOCTH.




1.
2.
3.

©ooNo oA

[IIxansl OLICHUBAHUS PE3YJILTATOB IIPOMEXYTOYHOM ATTECTALIMU U UX ONKMCAHUE:
®opmMa NIPOMEKYTOUYHOM aTTeCTAllUU: 3a4eT.

[TpomexyrouHasi arrectanus oOydaromuxcs B (opme 3adéra MPOBOIUTCS MO pe3yiabTaTaMm
BBITIOJTHEHUSI BCEX BHUAOB Y4eOHOHl paboThl, NPEeITyCMOTPEHHBIX Y4E€OHBIM IUIAHOM [0 JIaHHOM
JUCHUIUTHHE (MOIYNIO), PU ATOM YYHUTBHIBAIOTCS PE3yJbTAaThl TEKYIIErO0 KOHTPOJISI YCIIEBAEMOCTH B
TedeHue ceMectpa. OneHKa CTeNeHH TOCTHXKEHUS 00y4JaroIMMUCS TIAHUPYEMBIX PE3YJIbTATOB 00YUCHHUS
M0 JAUCHUILUIUHE (MOAYII0) MPOBOJIUTCS MPENOIaBaTENIEM, BEYIIUM 3aHATHS 110 JUCIHUIUIMHE (MOYJIIO)
METOJIOM S3KCHepTHOM oueHku. [lo uroram mnpoMexyroyHOW aTTecTalluu MO JUCHUIUIMHE (MOIYIIIO)
BBICTABJISIETCS OIIEHKA «3aUTEHO» WJIU «HE 3aYTCHO.

HMIxana
OLICHNBAHUSA

Onucanune

BeimonHensl Bce BuAbl y4eOHOH pabOThI, MPEAyCMOTPEHHBIX Y4EOHBIM
mw1aHoM. CTyIEeHT JEMOHCTPUPYET COOTBETCTBHE 3HAHUN, YMEHHI, HaBBIKOB
NPUBEJCHHBIM B TaONUIaX IMOKa3aTelei, omepupyer NpUOOPETCHHBIMH
3auTeHo 3HAHWUSAMH, YMEHUSAMH, HABbIKAMH, IPUMEHSIET UX B CUTYalUAX IOBBILICHHON
cioxkHoctu. Ilpu 3TOM MOTryT OBITH JOMYIIEHBl HE3HAYHTEIbHBIC OIIMOKH,
HETOYHOCTH, 3aTPyJHEHUS [IPU aHAJIMTUYECKUX ONEPALUAX, IEPEHOCE 3HAHUN
Y YMEHUH Ha HOBBIE, HECTAHIAPTHBIE CUTYaLUH.

He BbimonneH onuH wimm Oosiee BUAOB Y4eOHOH pabOTHI, MPEayCMOTPEHHBIX
y4eOHbIM m1aHoM. CTYAEHT JEeMOHCTPUPYET HETOJIHOE COOTBETCTBUE 3HAHUM,
YMEHHM, HaBBIKOB IPHUBEIECHHBIM B TaOJMIaxX IOKa3aTelel, IOMyCKarTCs
3HAYUTENbHbIE OLIMOKH, MPOSIBIIAETCS OTCYTCTBUE 3HAHUM, YMEHUH, HaBBIKOB
110 psaAngy HOKa3aTCHCﬁ, CTYACHT HUCHBITBIBACT 3HAYUTCIIbHBIC 3aTPYAHCHUA ITPU
OIIEPUPOBAHUY 3HAHUSAMHU U YMEHUSAMHU NP UX [IEPEHOCE HA HOBBIE CUTYAllHUH.

He 3auteno

7.3. TunoBble KOHTPOJIbHBIC 3aJaHUS INPOMEKYTOYHOH ATTECTAMH O0Y4YAIOIIMXCH IO

AMCHUIIMHE (MOAYJIIO).

321,[[8.HI/I}I IJI TIPOBEPKU PE3YJIbTATOB 06yquI/15{ (GHAECT».
OCHOBHBIC ITOHATUS U OIpEaAcCICHUA B obnactu ACJIOIMPOU3BOJACTBA.
3HadeHue AOKYMCHTAIIMOHHOT'O obecreueHus YIIpaBJICHU:.

HopmaruBHo-npaBoBas 6a3za opraHu3aluy JOKYMEHTAIIMOHHOTO OOECIeueHHUsl YNpaBICHHUS Kak
OCHOBA TEXHOJIOTUU IIPOLIECCOB YIPABIICHHUS.

Hcroprst BOSHUKHOBEHUS U PA3BUTHS YIIPABICHUYECKON TOKYMEHTALUH.

CoBpeMEHHOE TOCYJapCTBEHHOE PErYJIMPOBAaHUE IE€JIONIPOU3BOJICTBA.

JlokyMeHT, ero ocHoBHbIE QyHKIMH. Kitaccudukanys TOKyMEHTOB.

Bugpl pekBu3uTOB 10KyMeHTOB. [IpaBuiia ohopMiIeHNs OTACTBHBIX PEKBU3UTOB JTOKYMEHTOB.
VYHuudukanus v ctanaaptusanus. Y HUUIUPOBaHHbBIE CUCTEMBI JOKYMEHTAIUH.
OpraHu3allMOHHO-pacopsIUTeNbHas JIOKYMEHTAIMs: MOHATHE, KiIaccu(uKkanus, cocTaB

O(POPMIICHUEC PEKBU3UTOB.

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

bnaHku TOKyMEHTOB M UX BHIBL.

OO61as xapakTepUCTHKA CTUJIS CITY>KeOHON JOKYMEHTAI|H.

Cayx0a JIOY (nokymMeHTalmoHHOe o0ecrieyeHne yIpaBiIeHNs) B OpraHu3aimsix.
Opranu3zanus T0KyMeHT0000poTa.

Perucrpanus 1OKyMEeHTOB.

KoHTpoJb CPOKOB HCTIONHEHUS TOKYMEHTOB.

ApXHMBHOE XpaHEHHE TOKYMEHTOB.

J171s IpOBEpKHU Pe3yabTaTOB O0YUEHUS «YMEET», «BJIA/ICET»:
YMeTh UCT0Ib30BaTh HHYOPMAITMOHHO-CIIPABOYHBIE JIOKYMEHTHI.
YMeTh COCTaBIATh PEAAKTOPCKYIO MPABKY CIYKEOHBIX TOKYMEHTOB.

u



3. OdopMmisaTh paciopsKeHUS, yKa3aHUs, TOCTAHOBJICHUS, PEILICHHS.

4.  PazpabarbiBaTh M YTBEp)KAaTh KOMIUIEKC OpPraHU3AIMOHHO-TIPABOBBIX JOKyMEHTOB (Ycras,
[Tonoxenne 00 OpraHU3alUM, CTPYKTYPHBIX MOJpPA3JEICHUI, KOJUIETHAIbHBIX W  COBEIIATENIbHBIX
OpraHax; INTaTHOE pachucanue; oQopMIICHHE MONOKEHUH, WHCTPYKIMH 110 OTACIBHBIM BHIAM
JESITeNbHOCTH; JOJDKHOCTHBIE HHCTPYKIIHH).

5. OdopmisaTh ciaykeOHbIC THCbMa M PYTYI0 HH()OPMAIIMOHHO-CIIPABOYHYIO JIOKYMEHTAIIHIO.

6.  OdopmIIsATh aKThI, TPOTOKOIIBI, JOKJIATHBIC, CITY>KEOHBIC U O0BICHUTEILHBIC 3AMHCKH.

7. JIokyMEHTHpPOBAaTh KOMMEPUYECKYIO NEATCIbHOCTh MPEIPUSITHSI.

8.  CocraBmsiaTh NPETEH3MOHHO-UCKOBYIO JOKyMeHTanwio. lckoBeie 3asBienus. [lucbMo-mipeTeH3us
(pexmamartus).

9.  Bectu MeXAyHapOAHYIO NMEPENnucKy. JJOKYMEHTHI [0 BHEIIHEAKOHOMHUYECKOW AEATEITbHOCTH.

10. Bectu nenonpou3BOJICTBO IO NUCbMEHHBIM M YCTHBIM OOpallieHUsIM IpakJIaH.

11. JlokyMEeHTHpPOBaTh TPY1OBbIE OTHOLIEHMS.

12. Paborath ¢ KOH()HUICHIIMATEHBIMU JOKYMEHTAMH.

13. CocraBnsTe HOMEHKIATYPY, TEKYIIEE U ONIEpPaTUBHOE XpaHEHHE JIe]l.

14. Hcnonp3oBaTh TEXHMYECKHE CPEICTBA, IMPUMEHSEMble B JOKYMEHTAllMOHHOM OOECHeYeHUH
YIPABIICHHUS.

7.4. Metoanueckue MaTepuajbl, ONpeaesiiOliie NPOUEIYPbl OLUEHHUBAHHUS Pe3yJbTATOB
o0yuyeHus M0 JUCHHUILIMHE (MOAYJII0).

Kontposnp kadecTBa OCBOCHMSI NUCHMIUIMHBI (MOJYJISA) BKJIIOYACT B CE€OSl TEKYIIUM KOHTPOJIb
yCIIEBAEMOCTH M TPOMEXKYTOUHYIO aTTeCcTaluio oO0ydaromuxcs. TeKkylmuil KOHTpPOJIb YCIIEBa€MOCTH
o0OecrieurBaeT OIEHWBAHWE XOJa OCBOCHUS JUCIUIUIMHBI (MOJIYJsl), TPOMEXYTOYHAs AaTTeCTaIus
oOydaroluxcsi — OLIEHUBAaHUE TPOMEXKYTOYHBIX M OKOHYATEIbHBIX PE3yIbTaTOB OOYYEHHs 110
JTUCHUTITNHE (MOYJIIIO).

[Ipouenypsl oOlEHHBaHMS PE3YJIbTaTOB OOy4YEHUS MO AUCHMILIUHE (MOAYJIO), B TOM 4YHUCIE
MPOIEAYPHl TEKYIIET0 KOHTPOJS YCIEBAEMOCTH U TMOPSIOK MPOBEACHUS MPOMEKYTOUHOW aTTECTALMH
o0y4aroIuxcsi yCTaHOBJIEHBI JIOKAJIbHBIM HOPMaTUBHBIM akToM MAJII.

8.  YUYEBHO-METOAMYECKOE n NH®OPMAIIMOHHOE OBECIIEYEHME,
HEOBXOJAUMOE JJis1 OCBOEHUSA TUCHUTIJIMHBI (MO YJIS)

8.1. [IepeyeHb OCHOBHOM M AONOJHUTEIbHOM JIUTEPATYPbI, B TOM YHUCJIe:

a) OCHOBHAas

1. KonduaeHnuanibHOE AEIOMPOU3BOICTBO U 3ANTUIICHHBINA AJIEKTPOHHBINA JOKYMEHTOOOOPOT :
yuebnuk / H.H. Kynses, A.C. [Iémymikun, T.B. Konapamosa, A.I'. ®abpuunos ; [Tox oOmieit
penakmueit H.H. KynseBa. — 2-e. — Mockaga : Jloroc, 2017. — 500 ¢. — ISBN 978-5-98704-711-
8. — TekcT : aneKTpoHHBIN // DneKTpoHHO-0MOnmnoTeyHas cucrema «Jlanpy : [caiit]. — URL:
https://e.lanbook.com/book/126123 (nara obpamenus: 23.10.2019). — Pexxum noctyma: mis
aBTOPH3. MOJIb30BATENEH.

2. Ilamacenko HO.A. Jlenmompou3BOJCTBO: JAOKYMEHTAIIMOHHOE OOeCIeveHrne YIpaBlieHUs: YUueOHOe
nocobue / [Tanacenko F0.A., - 3-e uzn. - M.:PUOP, UH®PA-M, 2016. - 112 c. - (BO: bakanaspuar)
- Pexxum noctyna: http://znanium.com/catalog/product/542773

3. KabamoB C.IO. DnekTpoHHOE NPaBUTEILCTBO. DJIEKTPOHHBIM JOKyMEHT0000poT. TepMuHBI H
onpenenenus : yued. mocooue / C.1O. Kabamos. — M. : UHOPA-M, 2017. — 320 c. — (Bericmiee
obpazoBanue: bakanaBpuar). - Pexxum gocryma: http://znanium.com/catalog/product/809828

0) 10MOJTHUTEJIbHAS:

1. EBmokumoBa JIL.M., Kopsbkun B.B., Ileubkun A.H., IlIBeukoBa O.["..DneKTpOHHBIHA
JIOKYMEHTOOOOPOT U obecreueHrne 0e30MacHOCTH CTaHIAPTHBIMU CpeicTBaMu windows : yueOHoe
nocobue / JLM. EBnokumona, B.B. Kopsbkun, A.H. IIsmpkun, O.I'. HIBeukoBa.-M.: KYPC,
2017.-296¢.-Pexxum moctyma: http://znanium.com/catalog/product/851088

2. beikoBa T.A., Ky3ueunona T.B., Cankuna JI.B. [lokymeHTanmonHoe oOecriedeHne yHpaBIeHUs
(menompon3BocTBO) : yueb. mocodue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Canknna. — 2-¢
u3n., nepepad. u gomn. — M. : UHOPA-M, 2017. — 304 c. + Jlomn. mMaTepuanbl [DIEKTPOHHBIN


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

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

3. T'yryeBa T.A. KonduaeHuumanbHoe nenonpous3BoAcTBO : yue0. mocodue / T.A. I'yryeBa. — 2-¢
u3a., mepepad. m gon. — M. : UHOPA-M, 2017. — 199 c¢. — (Beicmiee oOpa3oBanue:
bakanaspmuar). — www.dx.doi.org/10.12737/23514. - Pexum JOCTyTA:
http://znanium.com/catalog/product/766722

HopmaTuBHO-ipaBoBbIE JOKYMEHTBI

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

2. 3akon «O0 mHpopmaiuu, HHOOPMAIMOHHBIX TEXHOJOTHUAX W O 3amuTte uHbopmanum» 27. 07.
2006 r. Ne 149-@3.

3. 3akoH «O KOMMEpPUYECKOH TaliHEe»

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

5. 3akon «O0 anekTporHO# U poBoit moamucu»10.01.2002 Nol-D3

6. 3akoH «O TOBapHBIX 3HAKaX, 3HAKaX OOCIY>KMBaHWA M HAUMEHOBAHUAX MECT IMPOUCXOKIACHUS
TOBapoB» (B pen.oT 24.12.2002 Nel76-D3)

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

8. 3akoH «O0 apxuBHOM Jnene B Poccuiickoit ®denepanuny» 01.10.2004 Nel125-D3

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

10. TOCT P 51141-98. [enonpou3BoJCTBO U apXuUBHOE Aesi0. TepMUHBI U ompeaenieHus. — M.:
I'occrangapt Poccun, 1998.

11. TOCT P 6.30-2003. YuuduuupoBaHHble CUCTEMBbI JOKyMeHTauu. Crucrtema OpraHU3alMOHHO-
pacrnopsAuTeIbHON TOKyMeHTaluuu. TpeboBaHus K ohopmieHUI0 J0KyMeHTOB. — M.: ['occtanaapt
Poccun, 2003.

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

1. TumoBas UHCTPYKLHUS MO AETOMPOU3BOACTBY B (heJiepadbHbIX OpraHax HCIOIHUTEIbHON BIaCcTH /

VY1B.MprKazom MUHHCTEPCTBA KYIBTYPhI U MAaCCOBBIX KoMMyHUKaiuii PO ot 27.01.2005.

14. Tunoo# periaaMeHT B3aMMOJAEUCTBUS (elepaabHbIX OPraHOB UCIOJIHUTENBHOM BIAacTH / YTB.
nocranoBienueM IIpasurenscta PO ot 19.01.01 2005 r. Ne 30.

15. TunoBoii periiaMeHT BHYTpEHHEN opraHu3aluu (eaepaabHbIX OPraHOB MCIIOJHUTEIBHONW BIIACTH
/ Y1B. nocranoBienuem [IpaBurensctBa PO ot 28.07.2005 r. Ne 452.

16. IlpaBuna BeeHUs U XpaHEHHs TPYIOBBIX KHHXKEK, U3TOTOBJICHUS OJAaHKOB TPYJOBBIX KHHKEK M
obecnieuenust umu padotoaareneit (yrB.Iloctanosnenuem [Ipasurensctea PO ot 16 anpens 2003 T.
Ne 223 «O TpyAOBBIX KHIKKAX).

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

18. Koncrutynus PO (B penakuuu ot 01.2009)

19. TOCT P 6.30-2003, yrtB. IlocranoBnenmem Ioccrammapra Poccum 03.03.2003 Ne65-cT.
«YHUOUIMPOBAHHBIE CUCTEMBl JOKYMEHTAllMU. YHU(HUIMPOBAHHAS CHUCTEMa OPraHMU3alMOHHO-
pacropsIuTenbHON ToKyMeHTanuu. TpeboBaHus K 0pOpPMIICHHIO JOKYMEHTOBY.

B) pecypcbl cetu « MHTEpHET», IpOrpaMMHOe odecriedyeHre U MHGPOPMAIHOHHO-CIIPABOYHbIE
CHCTEeMBbI:
1. http://www.vf.madi.ru/moodle - Dnekrponnas naHopMaIOHHO-00pa3oBaTenbHast cpeaa BD
MAIA

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

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

4. «Koncynwsrant [Tmrocy» http://www.consultant.ru

5. OBC «Kaurad®oua» (DOnextponHas oubnnoTeka) 000 «entp Hudposoit
Juctpulyrum»

6. «lapanT» http://www.garant.ru

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

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

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


http://znanium.com/catalog/product/762591
http://www.vf.madi.ru/moodle
https://e.lanbook.com/
https://znanium.com/
http://www.consultant.ru/

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

11. Jlapun M.B. Opranuzamus 3¢ ¢dekTuBHON 10roBOpHON padboThl Ha 6aze cuctembl DIRECTUM //
www.directum.ru/1083429.shtml

12. http://www.termika.ru/dou/ - UHGOPMAIIHOHHBIC PECYpCHI: «OHIUKIIONE NS
JeTI0npou3BoACcTBay U «HopMaTHBHBIC JOKYMEHTHI MO ACIOIPOU3BOICTBY

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

14. YuauBepcurer — bubnmoreka yueOHON U HAYYHOU JTUTEPATYPHI

8.2. IlepeyeHb y4eOHO-METOAMYECKOT0 O00ecedeH s IJIsi CAMOCTOATEILHOH PadoThl 00y4aIOIIHUXCS
10 JUCUMIIIMHE (MOXYJIIO).

B nepedenp y4eOHO-METOAMYECKOTO OOECIIEUEHUs JUIsI CaMOCTOSATENbHOW pabOThl 00yJaromuxcs
0 JUCIUIUTMHE (MOIYJII0) BXOJIST:
- KOHCITEKT JICKITUH 10 AUCHUILIMHE (MOJIYJIIIO);
- METOJIMYECKUE MaTepHaIIbl IPAKTHUSCKUX (CEMUHAPCKUX ) 3aHATHH.

JlaHHBIE METOUYECKIE MAaTePUAITBI BXOJST B COCTaB METOJAMYECKUX MaTepUaIoB 00pa3oBaTeIbHON
IPOTrPaMMBI.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME JUCHUIIJIMHBI (MOAYJISA)

Ne HaumeHnoBanue o00pyJOBaHHBIX Y4€OHBIX [lepeuenb 000pyIOBaHUS U TEXHUYECKUX
/1 KaOMHETOB, J1abopaTtopuit cpencTB o0yueHust
1. | Aynuropus 305 — yueOHas ayauropus ais VYuebnasa mebenb: ctoa — 11 wrT., CTynbs-
MPOBEICHUS 3aHATU JICKUMOHHOIO THIIA, 23 mr., CTOJ OMHOTYMOOBBIN — 1 1mIT.,
3aHATUI CEMHUHAPCKOIO THIIA, TEKYILErO JIOCKa ayJTUTOPHAsI.
KOHTPOJISL ¥ IPOMEKYTOYHON aTTECTaLlUH, (22 nmocaso4HbBIX MECTA).
2. | Aynutopus 208 — s caMocCTOsATENbHOM | YueOHas mebenb: cToi — 21 mrT., cTynbs-
paboThI CTYIEHTOB. 21 wr., cryn opucHsId — 12 mrT.,

KOMIIBIOTEPHOE KPECIIO -6 LIT., CTOJI
OJIHOTYMOOBBIH — 1 1IT., CTOI
KOMITBIOTEPHBIN -5 mIT., Kadenpa
HACTOJbHAS -2 IIT., mKkad -1 mT., gocka
ayJIMTOpHAs TPEXCTBOpYATAs; CTOMKA
HaKJIOHHAA - 4 MIT., CTEH ] — 6 IIT.
HacTeHHas Kapra -1 mr.

(38 mocamo4HbBIX MECT).

O6opynoBaHue: KOMIBIOTEpHAs TEXHUKA
C BO3MOYKHOCTBIO MOAKIIOYEHUS K CETH
"UuTepHer" u obecriedeHreM J0CTymna B
AIIEKTPOHHYIO WH(OPMAIIMOHHO-
obpasoBarenbhyto cpeay BdO MAJIN:
KOMITBIOTEPHI — 13 MIT., 3KpaH HaCTEHHBIN
Luma

10. METOAMYECKHME VYKA3AHUA [OJIs1 OBYYAKOHIUXCA MO OCBOEHHUIO

JUCHUITJIUHBI (MO YJIA)

Jeknun

['maBHOe B nmepuoA MOATOTOBKM K  JIGKIIMOHHBIM —3aHSATHUSIM — HAyYUThCAd  METOAam
CaMOCTOSATEIILHOTO YMCTBEHHOTO Tpy/la, CO3HATEIHbHO pPa3BUBATh CBOM TBOPYECKHUE CIIOCOOHOCTH U
OBJIaJIeBaTh HABBIKAMH TBOPUYECKOH paboThl. [[1st 3TOro HEOOXOAMMO CTPOTO COONIONATH AMCIUTLIHHY
yaeObl ¥ ToBeAcHHUS. UYeTkoe TMIaHUpOBaHUE CBOEro pabodyero BPEMEHHM W OTIbIXa SBISETCS
HEO0OXOIUMBIM YCIIOBHEM JIJISl YCIIEITHON CaMOCTOSTENIbHOM paOoTHI.

B oCHOBY ero HyXHO TOJOXHTh pabodHMe MPOrpaMMbl H3ydaeMBIX B CEMECTpPE JAWCITUIUIHMH.
ExxenneBHO# yueOHOI paboTe CTyIEHTY CleayeT yIeNnsaTh He MeHee 9 4acoB CBOErO BpEMEHH, T.€. MpH
MIECTH Yacax ayIUTOPHBIX 3aHITHI CAaMOCTOSATEIBLHON paboTe HEOOXOIMMO OTBOIUTH HE MEHEE 3 4acOoB.


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

Kaxnomy CTyeHTy ClieayeT COCTaBIATh €KEHEIEIbHbBIN U CEMECTPOBBIH IJIaHbI paboThI, a TaKKe
TJIaH Ha KaXIelid padounii neHb. C Bedepa Bceraa HaAo pachpenessTh padoTy Ha 3aBTpaltHui AeHb. B
KOHIIC KaXXA0I'0 JHA HCHGCOOGpaSHO noaABOAUTH UTOT pHGOTBIZ THIATCIIBHO NPOBCPUTH, BCC JIKM BBIIIOJIHCHO
[0 HAMEUEHHOMY IUIaHy, He ObUIO JIU KaKUX-JIMOO OTCTYIUIEHUH, a eclii ObLIH, MO KaKOW MPUYHMHE ITO
npou3onuio. HyXHO OCYyIIECTBISATH CaMOKOHTPOJb, KOTOPBIA SBISETCS HEOOXOJUMBIM YCIOBHEM
ycrnemHo y4yeObl. Eciu 9TO-TO OCTaJoCh HEBBINOJIHEHHBIM, HEOOXOAMMO HW3BICKATh BpeMs IS
3aBEpIICHHSI TOW YacTH paboThl, HE YMEHbIIast 00beMa HeIeTBHOTO IJIaHa.

CamocrosiTenbHas paboTa Ha JEKLUN

Crnynranve W 3anuch JEKIUNA — CIOKHBIA BUJ ayIUTOPHOU paboThl. BHMMaTenbHOE CityllaHuEe W
KOHCIIEKTHPOBAHUE JICKIMI MpeAIoiaraeT HHTEHCUBHYIO YMCTBEHHYIO JI€ATEIbHOCTD CTyAeHTa. KpaTkue
3aMMcy JIEKIHUI, WX KOHCIEKTHPOBAHHE MOMOraeT yCBOUTH y4yeOHbIN Marepuan. KoHCHEKT sBisercs
I10JIE3HBIM TOI'/Ia, KOTJIa 3aIIMCaHO CaMO€ CYIIECTBEHHOE, OCHOBHOE U CJEJIAHO 3TO CAMUM CTYJEHTOM.

He nago ctpemutbes 3amucarh JTOCIOBHO BCHO JICKIMIO. Takoe «KOHCIEKTUPOBAHUE)» MPUHOCUT
OoJbllle Bpesa, YeM IOJb3bl. 3alKCh JEKIHHA PEKOMEHIYEeTCS BECTH IO BO3MOXXHOCTH COOCTBEHHBIMH
dbopmynupoBkamu. JKenareabHO 3alKCh OCYLIECTBISATh HA OAHOW CTpaHMIIE, a CIEAYIOIIYI0 OCTaBISTh
JUTSE TPOPabOTKK yu4eOHOTO MaTepraia CaMOCTOSATEIHHO B JJOMAITHUX YCIOBHSIX.

KoHcnekT nekuuu jiydine MOApa3AensTh Ha MYHKTHI, maparpadsl, coONroAas KpacHYI CTPOKY.
DJToMy B OOJNBIION CTeNeHUW OYIyT CIOCOOCTBOBAaTh IIYHKTHI IUTaHA JICKIUH, MPEIJIOKECHHbBIC
npenogaBatensM. [IpuHIMNManbHbIE MecTa, onpeneseHus, GopMynbl U Ipyroe ciaeayeT COMPOBOXKAAThH
3aMEUYaHUSIMHU «BAXKHO», «0CO00 BaXKHO», «XOPOILIO 3alIOMHUTH» U T.I. MOKHO JI€J1aTh 3TO U C IIOMOIIBIO
Pa3HOIBETHBIX MapKepoB Wiu pydek. Jlydiie eciau oHu OyAyT cCOOCTBEHHBIMH, YTOOBI HE MPUXOAUIOCH
MIPOCUTH UX Y OJTHOKYPCHHKOB M TEM CAMBIM HE OTBJICKATh X BO BPEMs JICKITUH.

[lenecooOpa3no pa3paboraTh cOOCTBEHHYIO «MapKorpaduo» (3HAYKH, CHMBOJIBI), COKpAIlleHUs
cioB. He numnum Oyner v u3ydyeHue ocHOB creHorpaduu. Paboras Hal KOHCIEKTOM JIEKIMH, BCerja
HEO0OXOIMMO HCIONb30BaTh HE TONBKO YYEOHHK, HO U Ty JHUTEPATypy, KOTOPYIO TOMOJHUTEIHHO
pexoMeHaoBan JieKTop. MIMEHHO Takasi cepbe3Hasi, KpOHOTIHBas paboTa ¢ JIEKIMOHHBIM MaTEpUaIOM
MO3BOJIUT TJTyOOKO OBJIa/I€Th 3HAHUSMHU.

bonee nogpobHast nHGoOpManus 1Mo JaHHOMY BOMPOCY COAEPKHUTCS B METOJAMYECKUX MaTepHaliax
JEKIMOHHOTO Kypca MO JUCIUIUIUHE (MOYJIIIO0), BXOASIINX B COCTaB 00pa30BaTeIbHONU MPOrPaMMBI.

IIpakTH4eckne (CeMMHAPCKHUE) 3aHATHS

IToaroToBKy K KakIOMy IPAKTUYECKOMY 3aHATHUIO KaXKIbId CTYIEHT JOJDKEH HayaTb C
O3HAaKOMJICHHS C IIJIJAHOM 3aHATHsI, KOTOPBIA OTPAKAET COJEpIKaHNE MPEMIOKEHHON TeMbl. [[pakTnueckoe
3aJjaHle HeOOXOAMMO BBINOJIHUTH C YYETOM MPEUIOKEHHON IMperoaaBaTesieM MHCTPYKIHMU (YCTHO HIIU
MUCbMEHHO). Bce HOBBIE MOHATHS MO HW3y4aeMOW TeMe HEOOXOAMMO BBIYYUTh HAW3YCTh U BHECTH B
rioccapuid, KOTOPBIN 11e1eco00pa3HO BECTU C CAMOT'0 Hayaja U3y4eHHUs Kypca.

Pesynbrar Takoil paboThl JOJIKEH MPOSIBUTHCS B CIIOCOOHOCTH CTYZEHTa CBOOOJHO OTBETHTH Ha
TEOPETUYECKHE BOMPOCHl MPAKTUYECKOTO 3aHATUS U YYACTHM B KOJUIEKTUBHOM OOCYXJIEHHHM BOIPOCOB
M3y4aeMOM TEMBI, IPAaBUJILHOM BBIIIOJIHEHUH NTPAKTHYECKUX 3aJaHUM.

CrpyKTypa IpakTU4ECKOIrO 3aHATHS

B 3aBucHMOCTH OT colep:KaHUs U KOJIMYECTBA OTBEICHHOIO BPEMEHH HA M3YyYEHHE KaXKJIOU TEMBI
MIPAKTUYECKOE 3aHATHE COCTOUT U3 TPEX YaCTEM:

1. O6cyxkaeHne TeOpeTHIECKUX BOIPOCOB, OMPEEIEHHBIX MIPOTPaMMON JTUCITUIINHBL.

2. BoinosiHeHHne MPaKTUYECKOro 3a/aHusl C MOCIEAYIOMIMM pa300poM MOIYYEeHHBIX pPe3yIbTaToB
Wi o0CyKJIeHHEe MPaKTHUYECKOro 3aJaHUs, BBIOJIHEHHOTO JOMa, €CIU 3TO NpPeaycMOTpeHO paboueit
IIPOrpaMMOM TUCHUIUIMHBI (MOYJIS).

3. IloaBeneHne UTOTOB 3aHITHS.

OOcyxaeHrne TEeOpEeTHMYECKUX BOIPOCOB  IPOBOAMUTCS B BUAE (PPOHTAIBHON Oecelsl co Bceei
IpYNNoON U BKIIOYAEeT BHIOOPOYHYIO MTPOBEPKY MPEIoAaBaTeeM TEOPETUYECKUX 3HAHUN CTYI€HTOB.

[IpenonaBaTesaMu OIPENEIAETCS €r0 COACPKAHUE PAKTUYECKOT0 3alaHNsl U JAeTCs BPEMsI Ha €ro
BBITIOJTHEHHE, a 3aTeM HUJIET o0CyKJeHue pe3ynbTaToB. Eciu npakTtudyeckoe 3aaHue JTO0JKHO ObLIO OBITH
BBINOJIHEHO JIOMa, TO Ha 3aHATHUU MPENojaBaTeib MPOBEPSET ero BhIMOIHEHUE (YCTHO WM UCbMEHHO).

[lonBeneHneM WTOroB 3aKaHUMBAeTCs NpakTHueckoe 3aHsATHe. CTyneHTaMm JOJIKHBI ObITh
OOBsIBIIEHBI OLIEHKH 32 pabOTy M JJaHbl MX YeTKHE 0OOCHOBAHUS.

Pa6ota ¢ nurepaTypHBIMH HCTOUHUKAMHU



B mporecce moAroToBKM K MPAKTUYECKUM 3aHATHUSAM, CTYJIEHTaM HEOOXOIUMO OOpaTuTh ocoboe
BHUMaHHE Ha CAMOCTOSATENIFHOE N3YYCHHE PEKOMEHOBAaHHOH y4eOHO-METOIMYECKO (a TakkKe HaydHOH
U TIONYJISIpHOM) uTepaTypbl. CamocTosTenbHast paboTa ¢ ydeOHUKaMH, YUeOHBIMH ITOCOOUSIMH, HAYYHOH,
CIIPAaBOYHOM U TOMYJISIPHOM JIUTEpaTypoid, MaTepuajaMy MEPUOJMYECKUX Hu3AaHud u HMHTepHerta,
CTaTUCTHYECKUMH JTAHHBIMH SIBIIsIeTCSI HanOosee 3 (HEeKTUBHBIM METOAOM HOJTYYEHUS 3HAHUH, TO3BOJISET
3HAUUTEIBbHO AKTHBH3MPOBATh IPOIECC OBIAACHHS HH(POPMAIMEH, CHOCoOCTBYeT Oosiee TIIyOOKOMY
YCBOCHHIO M3Y4aeMOro MaTepuaia, GOpMUpyeT y CTyJeHTOB CBOE OTHOIICHHE K KOHKPETHOH mpobiieme.

bonee riryOOKOMY PpacKphITHIO BOIPOCOB CIIOCOOCTBYET 3HAKOMCTBO C JIOTIOJIHUTEIBHOU
JUTEPaTypoOi, PEKOMEHJOBAHHON NpenojaBaTejeM I0 KaXIO0W TeMe NpPaKTUYECKOTO 3aHSATHSA, YTO
MO3BOJIICT CTYJACHTAM INPOSBUTH CBOIO WHAWBHUIYaIbHOCTb, BBIIBUTH LIMPOKUN CIIEKTP MHEHHH I10
n3ydaemMoi mpooieme.

bonee monpoOnas mHopManus MO JaHHOMY BOIPOCY COJACPKUTCS B METOJMUYECKHX MaTepHanax
MPAKTUYECKHUX 3aHATUN TI0 AUCHUILTUHE (MOYIIO), BXOASIIUX B COCTaB 00pa30BaTeIbHOM MPOrpaMMBbl.

IIpomeskyTouHas aTTecTANMS

Kaxnp1if yueOHbIH cemecTp 3aKkaHUYMBACTCA CAayei 3a4eToB (110 OKOHUYAHUH CEMECTPa) U 9K3aMEHOB
(B mepuox sK3aMeHalMOHHOHN ceccun). [loaroroBka K ciauye 3a4eTOB M 3K3aMEHOB SIBJIETCS TaKxkKe
CaMOCTOSITENIbHOM paboToil cTyneHTa. OCHOBHOE B MOATOTOBKE K MPOMEKYTOYHOW aTTecTaluu IO
IUCLUUIUIMHE (MOAYJI0) — IOBTOPEHHE BCEro Y4eOHOro MaTepuala JUCLUIUIMHBL, 0 KOTOPOMY
HE00XO0MMO CAABATh 3a4ET HIIM SK3aMEH.

TonbKO TOT CTYAEHT ycCIleBaeT, KTO XOpOLIO YCBOWJI ydeOHbI marepuan. Eciu CTyAeHT IUI0Xo
paboTain B cemecTpe, MpOITycKall JeKIHH (€CIH JIEKIIMU TPETYCMOTPEHBI YIeOHBIM IIJIAHOM), CIyIIal UX
HEBHUMATEJIbHO, HE KOHCIEKTUPOBAJ, HE M3ydaJl PEKOMEHIOBAHHYI JUTEpaTypy, TO B IpoLecce
IMOATOTOBKH K CECCHUU €MY HNPUACTCA HC IMOBTOPATH YKE 3HAKOMOC, 4 3aHOBO B KOpOTKI/If/'I CpOK HU3y4YaThb
Bech YueOHbIN MaTepuai. Bee 3To 3ayacTyro HEBO3MOKHO CAEIaTh U3-3a HEXBATKU BPEMEHH.

JUig Takoro CTyAEHTa MOATrOTOBKAa K 3aueTy WM SK3aMeHy OyAeT TpyAHbIM, a HMHOrAa HU
HENOCHJIBHBIM JIEJIOM, @ KOHEUHBIM pe3yjbTaT — aKaJeMH4yecKas 3alO0JDKCHHOCTb, U, KaK CIEICTBUE,
BO3MOKHOE OTUHCIICHUE.



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 3acefaHuu Kadenpsl («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
¢akynbTera («10» mapra 2020 r., mpotokos Ne 7).

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



