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PA3AEJI 1. HIPOITPAMMHO-METOANYECKHUE MATEPHAJIbI
1.1 O0mas xapakTepuCcTUKA JUCHUIIIMHBI

JucuuminHa «JJOKyMEHTUPOBAHUE YIIPABICHUECKOMN JIEATEIBHOCTH U JIETIO-
BbIe KOMMYHHUKAIIUW» BKIIIOYEHA B 00Pa30BaATENbHYIO MPOTPAMMY MO YKa3aHHOMY
HaIpaBJICHUIO U TPO(UITIO MOJTOTOBKH.

[Ipotiecc u3yueHus TUCUUIUIMHBI HAIllpaBieH Ha (OpMUPOBAHUE y 00yUaro-
HIUXCS CIAEAYIOMMX KOMITETEHIIUN ™

OIIK-3 Cnocoben pa3pabarbiBaTh 000CHOBAHHBIE OPTaHU3AI[MOHHO- YIIPaB-
JICHYECKHE PEUICHHS C YYETOM UX COLMAIbHOW 3HAYMMOCTH, COAECHMCTBOBATH HX
peanu3anuy B yCIOBHUAX CII0KHOW M TMHAMWUYHOM Cpelbl U OLIEHUBATh UX ITOCIE/-
CTBUS

*[Ipumeuanue: PenepanbHblil rOCYJapCTBEHHBIN 00pa3oBaTENIbHBIA CTaH-
JapT BBICIIEro 00pa3oBaHus N0 HampaBieHU0 NoaAroToBku 38.03.02 MeneKkMeHT

L]eny M3yyeHus NUCUMIUIMHBI U €€ COOTBETCTBHE LENSIM 00pa30oBaTENIbHOM
IporpaMM: OBJIa/ICHHE KOMIIETEHIUSIMU OpraHU3allii U peau3alud JOKyMEHTa-
IIUOHHOTO 00€cIeYeHMsl YIpaBiICHUsI U Pa3BUTUE HABBIKOB U YMEHHUH 3 (eKTrB-
HOTO MOBEACHMSI B PA3JIMUHBIX CUTYalUAX MPOPECCHOHATBHOIO OOLICHHUS.

3adauu n3y4eHus TUCIUILINHBI

— (opmupoBaHuE cClieNUaNbHBIX 3HAHUH B 0OOJACTH JEJIONPOU3BOACTBA U
BEJICHUS CIIy’)KEOHOU JTOKyMEHTauuu; (OpMUPOBAHUE YMEHHUS IPUMEHEHUS TpeOo-
BaHUH, MPEIBIBISIEMBIX K COCTABICHUIO U O(DOPMIIEHHIO TOKYMEHTOB; (opmMHpO-
BaHWE HABBIKOB OPTaHM3AIMU JOKYMEHTOOOOpPOTa, CHUCTEMATH3AIMN JTOKYMEHTOB,
HOMEHKJIATYpHhI 7151 0hOpMIICHUS, IOUCKA U XPAaHEHHUS,

— HU3y4YeHHE TEOPETUYECKUX OCHOB, CTPYKTYpbl M COJAEp:KaHMs Ipoliecca
JIeJI0BOM KOMMYHHUKaluu, o0y4deHue 3(PGeKTUBHBIM TEXHOJOTHUAM B 00JIACTH Jie-
JIOBBIX KOMMYHUKALIUN JIJIsl peau3allii UX B MPOLIECCE YIPABICHYECKON IesTeNb-
HOCTH; (HOPMHUPOBAHHME HABBIKOB JIEJIOBOM KOMMYHHKAIIUH.

1.2 IlnanupyemMble pe3yJbTaThl 00yUeHHs MO TUCHHUILINHE, 00ecTe-
BalOLIe JOCTHKeHHE IVIAHMPYEMBIX Pe3yJIbTAaTOB OCBOCHHUS 00pa3oBaTe/b-
HOM IPOrpamMMmblI

PCBy.HBTaTaMI/I O6y‘l€HI/I${ o AWMCHUIIIMHE, COOTHCCCHHBIMU C YCTAaHOBJICH-
HBIMHU B 06pa30BaTean0171 nporpamMme KOMIICTCHOHUAMH W MHAWKATOPpaMU AOCTHU-
KCHUA KOMHCTCHHHﬁ, SABJIAKOTCA:

Komnerenuus Nuaukatop noctu- | Ilnanumpyembie pe3yabTaTrhbl 00y-
KeHHs1 KOMIIeTeH LU YeHMs 10 AUCHHUILINHE
OIIK-3 Cnocoben | UIAK-OIIK-3.1  Ocy- | 3HaTh: OCHOBHBIE BUbI YIIPaBJICH-
pa3palaTbIBaTh IICCTBIIACT JOKYMEH- | YeCKMX  JOKYMEHTOB, IIpaBUja
00OCHOBaHHBIE Op- | TALIMOHHOE COIMPOBOXK- | OCYIIECTBICHUS JIEJOBBIX KOMMY-
raHU3alMOHHO- JNEHWE NPUHUMAEMBIX | HUKAIHAN
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YIIPaBJICHYECKHUE OpTraHu3allMOHHO- YMeTh: aHanMu3upOBaATH JOKYMEHTHI
pEIICHUsI C YYETOM | YIIPABJICHUYECKUX  pe€- | U pelIaTh CTaHIApTHBIC 3aa4u J0-
1704 COITMAJILHOM | IIEHUM,  COJEHCTBYET | KYMEHTAIlMOHHOTO  OOeCIeUeHUS
3HQYMMOCTH,  CO- | UX peajii3allid Ha OcC- | MPOo(EeCCHOHATBHON ACATEIbHOCTH;
JICCTBOBATH HX | HOBE YCTAHOBJICHUs | yCTaHaBIUBaTh I(h(PEKTUBHBIC -
peanuzanuu B | 9pdeKkTuBHON  CHCTE- | TOBbIE KOMMYHHMKAIIUM B pa3jiny-
YCJIOBHSIX CIIOKHOM | MBI JICJIOBBIX KOMMY- | HBIX CUTYaIUsAX
u JVHAMWYHOW | HUKAM B YCJIOBUAX | Bnagers: HaBbIKaMu COCTaBIICHUS
Cpelbl U OLCHUBATH | CJIOKHOM W JWHAMHUY- | OCHOBHBIX OpPraHU3AlMOHHBIX J0-
HX MOCIEICTBUSI HOU Cpeibl KYMEHTOB; HaBbIKAMH II€JI€CO00-
Pa3sHOr0O KOMMYHUKATUBHOTO IOBE-
JICHUS

Texywuti Konmpos 10 TUCIUIIMHE 00eCIeunBaeT OIICHUBAHNUE X0/1a OCBO-
eHUs TucHUIUIMHBL. OH OCYIIECTBIISCTCS B Mpoliecce MPOoBeACHUS 3aHiITHi. Teky-
IUH KOHTPOJIh peasiu3yeTcs B (popme orpoca.

Ilpomedsicymounas ammecmayusi 00y4aromMXcs M0 JUCITUIINHE 00eCcIeyn-
BaCT OIICHMBAHHUE MPOMEKYTOUHBIX U OKOHYATEIBHBIX PE3yIbTATOB OOyUCHHS I10
mucrutoinHe. [IpoMexyTodHas aTTecTamnus peanusyeTcs B (hopme 3adeTa.

Pezynomamot oceoenus oucyuniunvl JOCTUTAIOTCS 3a CYCT MCTIOIL30BAHMS B
mporiecce 0OydeHHsI aKTUBHBIX U MHTEPAKTUBHBIX METOJIOB M TEXHOJIOTUH (popMu-
pPOBaHUS 33aJaHHBIX KOMIICTCHIINH Y CTY/ICHTOB.

B3anmocBsI3b MHAUKATOPOB JOCTHXKEHUS ¢ YUEOHBIM MaTepUaioM U BOMIPO-
CaMM IPOMEXYTOYHOM aTTECTALUH CTYIEHTOB

kA top Tos Ne onienouHorO cpen- No onienouHOTO Spe,[[CTBa JUISL
CTBa IJIA TCKYIIIGFO HpOMe)KYTO‘-IHOI/I aTTeCcTallnunu
CTHNXXCHHUA KOM-
HeTeHIII/If/'I KOHTpOJ’IH 10 ypOBHHM pe3YJ'ILTaTOB OCBOCHHUA JUCIHUITJIINHBI:
(Ne Bompoca) 3Hath (3), ymets (Y), Bnagets HaBblkamu (H)
3 Y H
Tema 1: 1-7
Tema 2: 1-6
Tema 3: 1-7
UJIK-OIIK-3.1 1-31 1-36 1-12
A Tema 4: 1-5
Tema 5: 1-7
Tema 6: 1-5

1.3 O0bem AUCHUIIHHBI U pacnpe/ieieHne 4acoB M0 TeMaM

OO6beM OUCUMILTUHBI U BBl Y4eOHOH paboThI

SR ®opmbl 00yueHus

Ounas 3aoyHas | OyHO-3a04Has
OO6m1ast TPyJ1I0EMKOCTh 144 144 144
KonTtakTHas pabota (BKiIro4ast TeKyumi | /3 21 49
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KOHTPOJIb YCTIEBAEMOCTH):

- 3aHATHS JICKIIMOHHOTO THMa (JIeK) 36 10 24

- 3aHsATUs ceMuHapckoro tuna (Cem) 36 10 24

- IPOMEKYTOYHAs aTTECTALMS 1 1 1
CamocrositenpHas padota (CP) 71 123 95
KypcoBas pabota - - -
dopma MPOMEKYTOUHON aTTeCTAIlUU 3a4eT 3a4eT 3a4eT

Pacnpez:eneHHe J4aCOB JHMCHUIIIMHBI I10 TCMaM U BUJ1aM pa60T

Ounas hopma 00yueHUs

HanmenoBaHue pa3zneinoB u TeMm Bcero |Jlexk | Cem | CP
9acoB

1.JokyMEHT ¥ CHUCTEMBI JOKyMEHTanuu PexBu3uthl | 24 6 6 12

JIOKyMEHTOB

2.YupaBnenuyeckas gokymeHtarus. CocraBienue u | 24 6 6 12

o opMIICHIE OCHOBHBIX TOKYMEHTOB.

3.KagpoBas nmoxymenranus. Koppecnonmenmmsi tme- | 24 6 6 12

PUOIMYECKUX MEPOTIPUITHIA

4.JlenoBas KoppecnoHieHus. JemoBbie u kommepue- | 24 6 6 12

CKH€ MTMChMa

5.0pranmzanus JoKymMeHTooOopota. Cucremarmsa- | 24 6 6 12

us ToKyMeHTOB. Homenknatypa mis ux dhopmupo-

BaHMUS u XpaHCHHUS. NudopmarmorHo-

KOMMYHUKAIIIOHHBIE TEXHOJOTUH B COBPEMEHHOM

JIOKYMEHTO000pOTe

6. PeueBoii aTHKeT B mpodeccuoHaTbHBIX KOMMYHU- | 23 6 6 11

KaImsix

NTOI'O: 143 36 |36 71

3aouHas ¢hopma o0ydeHuUs

HanmenoBaHue pa3zneioB u TeMm Bcero |Jlexk | Cem | CP
4acoB

1.IokyMEHT ¥ CUCTEMBbI JOKyMeHTauuu PexBusuthl | 24 1 1 22

JIOKYMEHTOB

2.VYopaBnenueckas nokymeHtanus. CocraBieHue u | 24 1 2 21

o(opMIICHIE OCHOBHBIX IOKYMEHTOB.

3.KanpoBas noxymenranus. Koppecnonaenmus tme- | 24 2 1 21

PHUOANYECKUX MEPOTIPUSITUN

4.JlenoBasi koppecnoHieHus. [{enoBeie u kommepue- | 24 2 2 20

CKH€ TTHCHhMa




5.0pranmzanust  10kyMeHTooOopoTta. Cucremarusa- | 24 2 2 20

nus 1oKymeHToB. HomeHnknatypa s ux dhopmupo-

BaHUS u XpaHEHUS. NudopmarmonHo-

KOMMYHUKAIIIOHHBIE TEXHOJOTUM B COBPEMEHHOM

JIOKyMEHTO000pOTE

6. PedeBoii 3THKET B MpO(ecCHOHANBHBIX KOMMYHU- | 23 2 2 19

KaIusix

HNTOI'O: 143 10 (10 123
OuynHo-3a04Has popMa 00yUeHHS

HaumeHnoBaHnue pa3nenoB U Tem Bcero |Jlex | Cem | CP

9acoB

1.JokyMEHT ¥ CHUCTEMBI JOKyYMEHTanuu PexkBusuthl | 24 2 2 20

JIOKyMEHTOB

2.YupaBnenyeckass gokymeHTtarusi. CocraBienue u |24 4 4 16

o opMIICHIE OCHOBHBIX TOKYMEHTOB.

3.KanpoBas noxymenranus. Koppecnonmenmmst tme- | 24 4 4 16

PUOJTMYECKUX MEPOTIPUATHN

4.]JlenoBasi koppecnionaeHnus. Jlenoseie 1 kommepue- | 24 4 4 16

CKH€ MTMChMa

5.0pranuzanusa gokymeHtoobopora. Cucremarusa- | 24 4 4 16

nus ToKymMeHToB. HomeHnknatypa st ux dhopmupo-

BaHMUS u XpaHCHHUS. NudopmarmorHo-

KOMMYHUKAIIIOHHBIE TEXHOJOTUH B COBPEMEHHOM

JIOKYMEHTO000pOTe

6. PedeBoii 3THKEeT B Mpo(ecCHOHATBHBIX KOMMYHU- | 23 6 6 11

KaImsix

NTOI'O: 143 24 |24 95

1.4 TemaTu4eckui MJIaH U3YYCHUA IMCHUIIIMHBI

Tema 1. JIokyMeHT ¥ cHUCTEMBbI JOKYMEHTAUMU PeKBU3UTHI JOKYMEHTOB

enp n 3agaumn IENONMPOU3BOJCTBA, CBA3b JEIONPOU3BOACTBA C FOPHUANYE-
CKHMH M IpyruMHU Haykamu. OnpeneneHusi, OCHOBHbIE OHATHSA. ['ocynapcTBeHHAs
cuctemMa JoKymeHTarmoHHoro odecrnieuenust ynpasienus (['CHOY). Obmue Tpe-

OOBaHMS K CIIy»)0aM JTOKYMEHTAIIMOHHOTO 00€CTeueHusl yIpaBICHUS.

JIOKYMEHT U CHUCTEMbI TJOKyMEHTalUWU. Y HU(UKALMS, CTaHIapTU3aIHs, Tpa-
daperuszauus Gopm ynpapieHUeckol AokyMeHTanuu. IloHsTHe pexBU3HUTa JOKY-
MmeHnTa. [Tonstue dpopmynspa-odbpasna gokymenta. @opmarsl. I[Ipasuna odopmiie-
HUS TEKCTOBOro marepuana. [IpaBuna odopmieHuss npuMedaHnuii, MpUIOKEHUNH U
o0ocHoBaHm# K TekcTy. [IpaBuna odopmienus 6udauorpadun. OCHOBHBIE TEXHU-
Ko-oporpaduueckue npasuna. CHsaTHEe KOUid JoKyMeHTOB. [lonsiTue nyOnukara

JTIOKyMEHTA.




Pacnonoxenne pekBU3UTOB Ha OIaHKE JOKyMeHTa. PazMepsi, momns (oTcTy-
nbl). braHk juis nmuckMa W oOMIMKA OJIAaHK I IPYTUX BUIOB OPTraHM3allMOHHO-
pacropsauTeIbHBIX JOKyMeHTOB. OdopMiIeHHEe TEKCTa TOKYMEHTOB B BHJIC aHKET,
TaOJIUII, CBSA3HOTO TEKCTA, a TAKXKE B BUJAC COSTUHEHHS 3TUX GopmM. TpeboBaHus K
aHkeTaM, TaonuiaM. TpeboBaHUs K TEKCTY JOKYMEHTOB.

Tema 2. Ynpasiaenueckas gokyMenranus. CocraBieHue u opopmiieHune
OCHOBHBIX JOKYMEHTOB.

[loHsiTHE OPraHU3alMOHHO - PACHOPSIUTEIBHBIX JOKYMEHTOB. OCHOBHBIE
npaBuia COCTaBlieHUs U OGOPMIICHHS YCTaBOB, MOJIOKEHHH, MHCTpyKuui. Co-
CTaBJeHUS U OPOpPMIICHUS TTOCTAHOBJICHUN U perieHui. [lITaTHas YMCICHHOCTh U
LITATHOE pacnucanue. /[oroBopsl.

[TonaTHE pacnopsIAUTENBHBIX NOKYMEHTOB. OCHOBHBIE IpaBUjia COCTaBIIE-
HUs ¥ oopmiieHus npukas3os. [Iprkasbl mo Bonpocam o011Iel AeITeIbHOCTH.

[loHsiTHEe MHPOPMALIMOHHO - CIIPABOYHBIX JTOKYMEHTOB. AKThL. CIpaBKU H
JOKYMEHTBI JINYHOTO MPOUCXOkKACHUS. OOBsICHUTENbHBIC, CITYKEOHbIE U TOKIA-
HBIE 3aIUCKH.

Tema 3. KagpoBas noxkymenranusi. KoppecnonaeHuusi nepuogudeckKux
MEpPONPUATHH

ITonsiTie KaapoBOM AOKyMeHTaluM. 3asiBieHue. TpynoBoi aorosop. Pesto-
Me. ABtobuorpadus. Xapakrepuctuka. OpopMiieHne NMPUKa30B MO JIMYHOMY CO-
craBy. TpynoBas kHWKKa. JInuHbIe KapTOUKU. JIMUHBIE fEena.

KoppecnonaeHus, cBsi3aHHasi ¢ MPOBEACHUEM IIEPUOJIUYECKUX MEPOIPHSI-
tuil. IlpoTokon. OCHOBHbIE MpaBuiia COCTaBICHUS U OQPOPMIIEHHS NPOTOKOJIA.
Beinucka u3 nporokosia. Kparkuii npotokon. CoKkpaueHHbIH MPOTOKOI.

Tema 4. /letoBasi koppecnonaeHnus. /lejioBble 1 KOMMepUYeCKHe MUCh-
Ma

Tunoseie u Tpadapernpie nucbMa. Kmaccudpukauus nucem. CTpykTypa
nucbMa. CtangapTHbie Qpasbl U BblpaxkeHUs. OTAeIbHbIE BUIbI TUCEM: MUChMa-
IpoChObI,  COMPOBOJUTENbHBIE MHUCbMA, JOTOBOPHbIE MHUCHbMa, MHCbMa-
MOATBEPKACHUS, NMChMa-HAaIIOMUHAHUS, MChMa-U3BEUICHUS, UChMa-
MpUTJalIeHus, TapaHTUWHbBIE NMHCbMa, MUChMa-3aMpOChl U MUCbMa-0TBETHI. Jlerno-
BOE MMUCHMO MEXKIYHAPOIHOTO 00pa3sIia.

Tema 5. Opranuszanus JoKymeHTo000poTa. CucremaTuzanust 10KyMeH-
ToB. HoMenkiaTtypa qist ux ¢gopmuposanusi u xpanenus. Undopmanuonno-
KOMMYHHMKALMOHHBbIE TEXHOJIOTHH B COBPEMEHHOM I0KYMEHT0000poTe

[Tonste nokymentooboporta. Opranuzanus paboTel ¢ JokyMeHTamu. Ilo-
HATUE KJIacCU(UKALMK U CUCTeMaTH3aluu AOKyMeHToB. [lonatue nenm u HOMeH-
KJIaTypsl J1ei. [ pynnupoBKa JOKyMEHTOB B JIENA.



Jlena NOCTOSIHHOTO U BPEMEHHOT'O CPOKOB XPAaHEHMsI, OMUCH Takux nei. Ilo-
HSATHE apXHBa, €ro 000pyA0BaHHE. ApXUBHAs CIIpaBKa, apXUBHAs KOIHUS, apXUBHAs
BbINIKCKA. [lepenaya e Ha rocy1apCTBEHHOE XpPaHEHUE.

NudopmManimoHHO-KOMMYHHUKAIITMOHHBIE TEXHOJIOTUU B COBPEMEHHOM JIOKY-
MeHTOoOO0OpoTe . 3amura UHPOPMALUU MPU CO3JIAHUU CIY>KEOHBIX JTOKYMEHTOB.
CoBpeMeHHbIE CIOCOOBI U TEXHUKA CO3JJaHUs JJOKYMEHTOB.

Tema 6. PeueBoii 3TUKeT B NPOeCCHOHATIBHBIX KOMMYHHKALMSX

Otuker. PernmaMeHTHpPOBaHHBIA XapaKTEP 3TUKETHBIX CPEICTB. JTHUKETHBIC
dbopMyIibl BeKITUBOCTU. JIOKHAST BEKITUBOCTb.

S3pikoBbIe (hopmynbl oOpamieHusi. KynbTypa, TakT ¥ OOBEKTUBHOCTH B
OLICHKE TE€X WJIM UHBIX IPOU3BOJICTBEHHBIX CUTYALIH.

WNHTOHAIUsI — CIOXKHOE SIBJIEHUE, BKIIIOYAIOIIEee B C€0sl TOH rojioca, MHTEH-
CUBHOCTb (CHJTy 3By4aHusl), TEMII p€4d 1 TeMOp rojoca. Poib HHTOHAKUU B pEYH.

[Tay3a, ee ponp B peun. [lay3omorus — Hayka, n3ydaromas nayssl. [lycreie u
3HauMMble nay3bl. [lay3a xe3uTanuu, T.e. may3a OOJyMBIBAHUS, PA3MBIILICHUS.
MHTOHAMOHHO-CUHTAKCUYECKUE, WHTOHALMOHHO-JIOTHYECKHUE Iay3bl. OMOLMO-
HaJIbHbIE, CUTYyallMOHHBIE, (PU3HOTOTMUECKHE MAY3Bl.

HeBepOanbHble cpeacTBa OOIICHUSA: MUMHKA, KECTUKYJIISLMS, M03a. YKa3a-
TeJbHbIE, H300pa3UTENIbHbIC, SMOIMOHAIbHbIE, PUTMUYECKHE, MEXaHUYECKHE,
CUMBOJIMYECKHE KecThl. JKecTbl 0TKa3a, OTPUILIAHUS; pa3beAUHEHUs, pacioaooie-
HUS; O0BEIUHEHUS, CII0KEHUS, CyMMBbI. POJIb )K€CTOB, MUMMKH, 1103bI B OOILIEHUU.

Oco0eHHOCTH KOMMYHUKAllMM B YCTHOM M MHCbMEHHOW (opMax Ha HHO-
CTPAHHOM SI3bIKE ISl PEIICHHS 3a/1a4 MEXIMYHOCTHOIO U MEXKYJIbTYPHOIO B3au-
MOJECUCTBUSL B Pa3IMYHBIX KOMMYHHUKALIMOHHBIX MNpo(ecCHOHANbHBIX (hperimMax:
COBEIIAHMSX, TIEPENUCKE, TEPETOBOPAX, BBICTYIUICHUIX, PE3ECHTALUAX, IEIOBBIX
o0e1ax, MO3rOBBIX IITYpMax, MHTEPHAMOHAIBHBIX KOJUTA00palUsX.

1.5 Tembl 3aHAATHII CEMHUHAPCKOIO THIIA

Tema 1. JIoKyMeHT U cCHCTeMBbI JOKYMEHTALMU PeKBU3UTHI TOKYMEHTOB
OO6cyxaenue mpoOieMHON TeMmbl: YHUDUIIMPOBAHHBIE TPEOOBaHUS K COCTaBIIC-
HUIO U 0()OPMIIEHUIO IOKYMEHTOB.

PaGoTa mo Temam:

I'OCT, nopmaTtBHasi U CIIpaBOYHAS JOKYMEHTAIMsI. DJICKTPOHHbIE 11a0II0-
Hbl 10KyMeHTOB. CIIC "KoncynprantlIntoc", "["apant".

[I1aGa0HbI ¥ CTUIIM TOKYMEHTOB. PopMupoBaHue OJIaHKOB JOKYMEHTOB. Co-
3IaHUE CTWJICH ISl OTAEIBbHBIX PEKBU3UTOB JOKYMEHTOB. BlIaHKU C yIJIOBBIM U
MPOJOJIBHBIM PACIIOJIOKEHUEM PEKBU3UTOB. COCTAaB M MOPSAIOK PACHOJIOKEHHS
PEKBU3UTOB Pa3IUYHbIX BUIOB OJJAHKOB.

Odopmienne obmiero 6manka qokymenTa. OdopmiieHre O1aHKa JJIs MUCEM.

Odopmiienne npuMedaHuii, TpUJIOKeHU 1 000CHOBaHMH K TekcTy. [IpaBu-
na ohpopmienus oubnuorpaduu. Cosnanue konuu aokymeHta. Cozganue n1yosu-
KaTa JOKyMEHTa.



OdopmieHne TeKcTa JOKyMEHTOB B BUJI€ aHKET, TaOJHII, CBSI3HOTO TEKCTa, a
TakKe B BUE coenuHeHus 3Tux ¢popM. TpeboBaHUS K TEKCTY TIOKYMEHTOB.

Tema 2. Ynpasiaenueckas fokymMenranus. CocraBieHue u ogpopmiieHne
OCHOBHBIX JOKYMEHTOB.

Oo6cyxnenue npobiaemMHo Tembl: OdopMieHHE OpraHU3aLMOHHON, pacropsiu-
TETbHON U MH(OPMAIMOHHO-CIIPABOYHOMN TOKYMEHTAIIHH.
Pab6oTa o temam:

Ha3naueHne OTAeNbHBIX BUIOB OPTaHU3ALMOHHBIX JOKYMEHTOB.

Odopmnenne pacnopsauTeabHON AoKyMeHTaruu. CocTaB pacnopsauTelb-
HBIX JOKyMeHTOB. [IpaBuia coctaBienus u opopMIICHHUS MPUKA30B MO OCHOBHOM
nesTeNbHOCTH. PasHoBuaHOCTH pacnopsbkeHuil. [lopsanok odopmiieHUs: BBITUCKU
U3 PaclopsauTEIbHOIO JOKyMeHTa. HOpuanueckas cuiia pacnopsiAUTENBHBIX J0-
KYMEHTOB.

Odopminenne HHPOPMALIMOHHO-CIIPABOYHONW JOKyMeHTanuu. CocTaB HUH-
(G opMalMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Tema 3. KagpoBas noxkymenrauusi. KoppecnonaeHuusi nepuogudeckKux
MepOoNpUATHI
Oo6cyxnenue npodnemHoi TeMbl: OdopmileHHE KaApOBbIX TOKYMEHTOB.
OO6cyxaeHue npoOIeMHBIX TEM:

Cocrasnenue TpyJOBBIX JOrOBOPOB U JIOKYMEHTOB 110 JINYHOMY COCTaBY.

Cocrapnenue mraTHoro pacnucanus. OpopmMiieHue 3asiBICHUN U NPUKA30B
0 mpueme Ha paboTy, 00 YBOJbHEHHUH, O MEPEBOJIE, O MPEJOCTABICHUH OTIIYCKa, O
KoMaHupoBaHuu. CocTaBieHHE BBITUCKH U3 npuka3a. CocTaBieHUe pe3roMe, aB-
ToOuorpaduu, XxapakTepUCTUKU. 3aNOJIHEHUE JIMYHOU KapTouku. DopMupoBaHue
JMYHOIO Jena.

Tema 4. /le1oBasi koppecnonaeHnus. /lejioBble 1 KOMMepUYeCKHe MUCh-
Ma
O6cyxnenue npobrnemMubix Tem: OdopmieHue aenoBoi nepenucku. [TuceMo kak
OCHOBHOMW BUJI IOKYMEHTA JIJI OCYILLIECTBICHUS KOMMYHHUKALUH.

CocrapieHue OTACNIbHBIX BUJIOB MUCEM: TUCbMa-TIPOCHObI, COMTPOBOIUTEIIb-
HbIC€ [MUCbMA, [JOIOBOPHbIE IHCbMa, IHCbMA-TIOATBEPXKICHUSA, IHUCbMa-
HAallOMUHAHUS, NUCbMa-U3BELICHUS], MUCbMA-TIPUIJIAIIEHNS], TAPAHTUMHOIO ITHUCh-
Ma, MMChMa-3ampoca 1 MMchMa-OTBETA.

Tema 5. Opranuszanust 1okyMeHT0000poTa. CHcTeMaTH3ALMS JOKYMEH-
ToB. HoMeHkiaTypa qist ux ¢popmupoBanus u xpanenus. Uudopmanuonno-
KOMMYHHMKALMOHHBbIC TEXHOJIOTMH B COBPEMEHHOM JI0KYMEHTO0000poTe
O6cyxaenue npodiemMHoi TemMbl: Opranuzanus J0KyMEHTO000pOTa MPEIPUSITHSI.
AHanu3z T0KyMeHToo00poTa opraHuzanuu. OnpeneiaeHre CpOKOB XpaHEHUs JOKY-
MeHTOB. CoCTaBJICHHE HOMEHKJIATyphl Jell. Jlema MOCTOSIHHOTO M BPEMEHHOI'O
CPOKOB XpaHeHUs1, GOPMHUPOBAHUE OMUCH TAKUX JIE]I.
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ABTOMaTH3UPOBAHHBINA TOKYyMEHTOO00OPOT opranu3zanuu. Co3gaHne KOMITb-
IOTEPU3UPOBAHHOTO JOKYMEHTOO00POTA MPEIPUATHSI.

Tema 6. PeueBoii 3TUKeT B NPO(eCcCHOHAIBHBIX KOMMYHHKALMSX

VY cTaHOBJIEHUE PEYEBOr0 KOHTAKTA C YWICHAMH SI3bIKOBOT'O KOJUIEKTHUBA.

Bormpocs! mi1st 06CyKaeHust:

DTUYecKkre HOPMbI U TIpaBuiIa B AeJOBOM oO0mieHnr. OCcoOOEHHOCTH HEBEp-
OabHOTO KaHaia oOIeHus. BusyabHble, aKyCTUYECKHE, TAKTWIbHBIC CPEICTBA
obmenusi. OcobeHHOCTH pyKomokatus. O000maroNnue «CUTHAIBI TeIay I TH-
MUYHBIX CHUTYallUd JENOBOTO OOmeHus. MeKHAIMOHATBHBIE pa3Inyuvs HeEBep-
6anpHOTO 00MIEeHMsI. JKecThl B mpodeccnoHanbHOM o0mIeHn:. Beibop nuctannmm B
Je0BOM 0OMIeHnr. Bu3yanbHbIN KOHTAKT. 3HaY€HHE KOMMYHHKAIIMOHHOTO JTH-
KeTa B Pa3INYHBIX HHTCPHAIMOHAIBHBIX MPOIECCaX, MPEOIaralomnux KOMMYHHU-
KAl Ha UTHOCTPAHHOM SI3BIKE.

PA3JIEJI 2. CAMOCTOATEJIBHASA PABOTA CTYJIEHTOB

2.1 Buasl caMoCTOATEILHOM Pad0ThI CTYICHTOB U NepevYeHb Y4eOHO-
METOANYeCKOro odecredeHus JAJIs1 CAMOCTOSTEIbHON padoThl 00y4aOIUXCSA

Bunbl camoctoaTensHO pabOThl: KOHCIIEKTUPOBAHKUE MEPBOMCTOUYHUKOB U
JIpYyrol yueOHOM M Hay4dHOW JHUTEpaTyphl; MpopadoTKa ydyeOHOro marepuaia (1o
KOHCHEKTaM JICKIUM, Yy4eOHON W Hay4dHOU JuTepaType); paboTa B 3JIEKTPOHHOU
OuOIMOTEUHOM cucTeme; paboTa ¢ TeCTaMHU UM BOIPOCAMH JJisi CaMOIPOBEPKH;
MOJIFOTOBKA K 3aU€Ty WJIM dK3aMEHY.

nepeuensb yueOH0-Memoouuecko2o obecnevuenus 0ns camocmosmelbHou pa-
bomobl 0Oyuarowuxcsa: METOANUECKHUE yKa3aHUs M0 CaMOCTOSITEIbHON paboTe CTy-
JICHTOB TI0 JAHHOW AMCIUIUIMHE (B OMOIMOTEKe By3a); yueOHass U METOAUYECKas
JuTeparypa B OMOIMOTEKE U JIEKTPOHHOU OMOJIMOTEKE By3a; OTBEIECHHOE JJIs ca-
MOCTOSITENIbHON pabOThI BpeMsi 3aHSATHUN B KOMITBIOTEPHBIX KJIaccax By3a, BKIIOYAs
paboTy CO CleNUaTU3UPOBAHHBIM MPOTPAMMHBIM OOecrieueHreM, HHHOPMAIIMOH-
HBIMH CIIPABOYHBIMHU CUCTEMaMHU.

@DOopMBI CaMOCTOSATETHLHON pabOTHI CTYJIEHTOB 10 TEMaM

Paznensr u TeMbl Busl camocTosiTennbHOM paboTh
JTUCHMILINHEBI

1.JIoKkyMEHT U CHUCTEMBI JOKY- | mpopaboTka y4eOHOro martepuania (1o KOHCIEK-
MEHTaluu PeKBUBUTBHI JOKY- | TaM JICKIIUM, YYE€OHOM M HAY4YHOU JHUTEparype);
MEHTOB paboTa B JIEKTPOHHON OMOIMOTEUHOUN cUCTEME;
paboTta ¢ MaTepuazaMud TEKYIIEro KOHTPOJIS,
MOATOTOBKA K MPOMEXYTOUHOW aTTeCTAIIUU

2.YupaBneH4yeckass JOKYMEH- | IpopaboTka ydeOHOro maTepuana (Mo KOHCIEK-
tanusa. CoctaBieHne u 0opM- | TaM JICKIIUK, y4eOHOW W HAyYHOW JIMTEpaType);
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JICHUC OCHOBHBIX TOKYMCHTOB.

paboTa B 3JIEKTPOHHOU OMOJIMOTEYHON CHUCTEME;
pabota Cc MarepuasiaMH TEKYIIETO KOHTPOJIS,
TIOJITOTOBKA K MMPOMEXKYTOYHOMN aTTeCTaIlH

3.Kanposas JIOKYMEHTAILUSI.
KoppecnonaeHuusi nepuoau-
YECKUX MEPONIPUITUI

nmpopaboTka y4eOHOro maTepuaia (1o KOHCIEeK-
TaM JIeKIuH, yueOHOW W HAay4YHOM JIUTeparype);
paboTa B JIEKTPOHHON OMOIMOTEYHON CHCTEME;
pabota Cc MmarepuasaMH TEKYIIEro KOHTPOJI,
MOATOTOBKA K MPOMEKYTOYHON aTTECTAITUU

4.JlenoBasi KOPPECIOHICHIINS.

mpopaboTka ydeOHOTO MaTepuaia (M0 KOHCIEK-

JlenoBble W KOMMEpYECKHE | TaM JICKIMM, Yy4eOHON M Hay4yHOW JUTEpaType);

nrMchbma paboTa B JIEKTPOHHON OMOIMOTEUHON CHUCTEME;
paboTta ¢ MaTepuagaMy TEKYIEro KOHTPOJIS,
IIOArOTOBKA K IPOMEKYTOUYHOM aTTeCTAlUU

5.0pranuzanus  JOKYMEHTO- | TpopaboTka y4eOHOro maTepuaiia (1Mo KOHCIEK-

obopota. Cucremaruzanus a0-
KyMeHTOB. HomeHnkiaTypa s
ux (OpPMHUPOBAHUS M XpaHE-
HUSL. NudopmarmonHo-
KOMMYHUKAIIMOHHBIE TEXHOJO-
TMU B COBPEMEHHOM JOKYMEH-
TO0OOpPOTE

TaM JICKIUHA, Yy4eOHOM U HAy4YHOHW JIMTEpaType);
paboTa B JIEKTPOHHON OMOIMOTEUHON CUCTEME;
paboTta ¢ MaTepuasaMy TEKYILIEro KOHTPOJIS,
MOATrOTOBKA K MPOMEKYTOYHOM aTTeCTaluu

6. PeueBoil aTHKEeT B mpodec-
CHOHAJIBHBIX KOMMYHHKAITHSX

npopaboTka ydeOHOro marepuana (110 KOHCIICK-
TaM JIeKITuH, yueOHONW W HAy4YHOM JIUTeparype);
paboTa B JIEKTPOHHON OMOIMOTEUHON CHUCTEME;
paboTa ¢ MaTepualaMd TEKYIIEro KOHTPOJIS,
MOATOTOBKA K MPOMEXYTOUYHON aTTeCTAI[UU

2.2 Meroauueckune YKa3aHus IJIs1 00y4aroUMXCs 0 OCBOCHUIO JUCIU-

IJIMHBI

CamocTosTenbHas pa60Ta CTYACHTOB Pa3dBUBACT CaMOCTOATCIbHOCTH MBIIII-

JeHUus, CrnocoOCTBYeT (OPMUPOBAHHMIO HAYUYHBIX

UHTEPECOB, MPUOOPETCHUIO

HaBBIKOB CaMOCTOATENIBHOM palboThl C JUTEpaTypod, MNPUOOIIAET K Hay4dHO-
MCCJIEIOBATENILCKOM JICSITENIBHOCTH, TOMOTAeT OCBOWTH MPAKTUKY HANUCAHUS
HAy4YHBIX TPYAOB, TEXHUKY HAy4YHOW PaOOThI, pabOTHI CO CIENUATU3UPOBAHHBIM
MIPOTrPAaMMHBIM O0ECTIEYeHUEM, PUEMbI OPOPMIICHUS TEKCTA PYKOIIHCH U T. .
3aHATUS CEMUHAPCKOTO THUIIA B 3HAYUTEIHHOU CTETICHU OPUEHTHPYIOTCS Ha
MPUMEHEHUE TTOJTYyYEHHBIX BO BpeMs JICKIIUHA 3HAHWM, HA OTPAOOTKY U CUCTEMATH-
3aIMI0 MIPEAMETHBIX U OOIIEYYeOHBIX CIOCOO0B MESITENbHOCTH (YMEHHIt), CIOCO-
OOB ONTUMAJILHOTO TIOMCKA U nepepadoTku uHpopManmu. CamMoCTOsSITENbHBIE pa-
OOTBI CTYZICHTOB C HCIIOJIb30BAHUEM OIMOPHBIX METOAUYCCKUX MATCPHUATIOB (METO-
JUYECKUEe PEKOMEHIAllNN, METOANYECKUE YKa3aHUsl, TeTPay Ha IMeYaTHOU OCHOBE,
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UHCTPYKIUH, aJTOPUTMUYECKUE MPEANUCAHUS B COJEPKaHUU MH(POPMAIIMOHHBIX
TEXHOJIOTUIA M JAp.) 3a/1al0T OPUEHTUPOBOUHYIO OCHOBY y4eOHOH JesTEeIbHOCTH,
MO3BOJISIIOT ONEPATUBHO KOPPEKTHPOBATH MX PabOTy, OKa3bIBaTh WHAUBUAYAJb-
HYI0 TIOMOIIIb U MOAJIEPAKKY, COBEPIIEHCTBOBATH €€ KauecTBO. Bce 3T0 B KOHEUHOM
UTOTE MO3BOJIIET HA OCHOBE ONEPATUBHOM OOpPAaTHOM CBSI3U MOBBICUTH yIpaBJsie-
MOCTb Y4€OHBIM MPOIIECCOM.

[ToArOTOBKY K Ka)KIOMY 3aHSITHIO CEMUHAPCKOTO THUIA KaXKIbIM CTYACHT
JIOJKEH HayaTh ¢ 03HAKOMIICHHSI C IUTAHOM 3aHSATHS, KOTOPBIA OTpaXkaeT coJepka-
HUE NPEIJI0KEHHON TeMbl. TiiareabHOE MPOIYMBIBAHUE M HU3YUYEHUE BOIPOCOB
IUTaHa OCHOBBIBAETCSI Ha MpOopaboTKe TeKyIero MaTepuaia JEKIUH, a 3aTeM U3y-
YeHHs 00513aTENbHON U JOTIOJHUTEIBHON JTUTEpaTyphl, PEKOMEHIOBAHHYIO K JaH-
HOl TeMe. Ha OCHOBE MHIMBHIYAJbHBIX MPEANOYTEHUN CTYACHTY HEOOXOIUMO
CaMOCTOATENLHO BBIOpAaTh TEMY JOKJIaJa MO MpodiieMe 3aHATHS M 1O BO3MOXKHO-
CTH TIOJTrOTOBUTH 10 HEMY IIpe3eHTaln0. Ecau mporpaMMoil AUCHUIIIIMHBI [Ipeay-
CMOTPEHO BBINOJIHEHUE MPAKTUUECKOTO 3aJaHusl, TO €ro HEOOXOJUMO BBIIOJIHUTD
C YYETOM IPEJIOKEHHON HHCTPYKIUU (YCTHO UM NMHUCbMEHHO). Bce HOBBIE MOHS-
TUSL IO U3y4aeMOW TeMe HEeOOXOJUMO BBIyUYHTh HAU3YCTh M BHECTHU B IJIOCCAPHIA,
KOTOPBIN 11€1ec000pa3HO BECTU C CaMOro Hauyaja U3ydeHus Kypca. Pe3ynpraT Ta-
KO paOOThI JOJKEH MPOSIBUTHCS B CIIOCOOHOCTH CTY/A€HTa CBOOOJIHO OTBETUTH Ha
TEOPETUUECKHUE BOIIPOCHI 3aHATHSI, €0 BBICTYIUICHUHM U YYaCTHH B KOJUIEKTUBHOM
00CYXJIECHUH BOMIPOCOB HM3y4aeMO TEMbl, MPABWIBHOM BBINOJHEHUU IMpaKTHYe-
CKUX 3aJJaHUi U KOHTPOJBHBIX PadoT.

CrtpykTypa 3aHsITUS CEMUHAPCKOTO TUIA

B 3aBucMMOCTH OT COAEp:KaHHsS M KOJUYECTBA OTBEAECHHOTO BPEMEHU HA
U3Y4YEHUE KaXOW TEMbI 3aHATHE MOXET COCTOSITh U3 YETHIPEX-TISITH YaCTEMH:

1. OOcyxneHne TEOPETUUYECKUX BOMPOCOB, OIMPEACICHHBIX MPOrpaMMOin
JUCHUIUTAHBL.

2. loxsiaq v/ Uu BBICTYIUICHUE C MPE3EHTALUSIMU 110 IPoOieMe 3aHSTHUS.

3. OOcykIeHHEe BBICTYIUICHUM 110 TEME — TUCKYCCHUS.

4. BoinojHEHUE MPAKTUYECKOTO 3aJIlaHUs C MOCIEAYIOIUM pa300poM Momy-
YEHHBIX PE3YyJbTaTOB WM OOCYXJEHUE MPAKTUYECKOTO 3a/1aHusl, BBIIOJIHEHHOTO
JI0Ma, €CIIM 3TO MPEAYCMOTPEHO MTPOTrPaMMOil.

5. IlonBenenure UTOroB 3aHATHS.

[lepBas yacTb — 00CYKIE€HUE TEOPETUUECKUX BOIPOCOB - MPOBOJUTCSA B BU-
ne (QpoHTanbHOU Oecenbl O BCEH TPYIION M BKIIOYAET BHIOOPOUHYIO MPOBEPKY
MpernoiaBaTesieM TEOPETUYECKUX 3HAHUW CTYNEeHTOB. [IpumepHast mpoaomKUTelNb-
HOCTb — JI0 15 MUHYT.

Bropas 4actb — BBICTYIJIEHHE CTYAEHTOB C JIOKJIaJJaMU, KOTOPBIE JOJKHBI
COMPOBOXKATHCS MPE3CHTAUSAMU C 1ENbI0 YCUJICHUS HATJSIAHOCTA BOCIPUSTHS,
0 OJHOMY M3 BOMPOCOB 3aHATUA. OO0s3aTENbHBIN AJIEMEHT JOKJIaja — MpeACcTaB-
JeHHEe U aHaIM3 CTATUCTUYECKUX IaHHBIX, 0OOCHOBAHME COLMAJBHBIX MOCIE/-
CTBUH JTFOOOTO SKOHOMUYECKOTO (PaKTa, SIBJICHUS WM MpoIlecca.

[Tpumepnas npogomkuTenbHOCTh — 20-25 MUHYT.
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[Tocne mokmangoB ciemyeT ux 00CYKIAeHUEe — AUCKyccusi. B xome aToro sTana
3aHSTHS MOTYT OBITh 33J]JaHBl YTOUHSIOIINE BOMPOCHI K TOKIAUUKaM.

[TpumepHast poAOIKUATENBHOCTD — 10 15-20 MUHYT.

Ecnu nmporpammoii npeycMOTpEHO BBITIOJIHEHHE MPAKTHUYECKOTO 3a/IaHUs B
paMKax KOHKPETHOW TE€MBbI, TO MPEMNo/IaBaTeIs MU ONIPENEISETCS €ro CoJAepKaHue u
JTAeTCsl BpeMsi Ha €ro BBIMIOJIHEHUE, a 3aMeT UJIeT 00CYKJIeHHe pe3ysibTaToB. Ecnu
MPaKTUYECKOE 3aJJaHue JOHKHO ObLIO OBITH BBIMOJIHEHO JIOMa, TO Ha 3aHSATUU Ce-
MUHApPCKOTO TUMA MPEnoaBaTeIb MPOBEPSET €ro BHINOIHEHUE (YCTHO WM MHUCH-
MEHHO).

[IpumepHas npogOIKUTENBHOCTD — 15-20 MUHYT.

3aHsATHE CEMUHAPCKOr0 THUIMA 3aKAHYMBAETCS MOABeICHHEM HUTOroB. CTy-
JIEHTaM JIOJDKHBI OBITh OOBSIBICHBI OIICHKH 32 paboTy M JaHBl UX YETKHE 00O0CHO-
BaHMSI.

[TpumepHast IpOJOIKUTETHHOCTh — 5 MUHYT.

[IpakTHyeckre COBETHI MO MOATOTOBKE MPE3EHTALNU, JOKIAaa

— TOTOBBTE OTJEIBHO: MEYATHBIN TEKCT + Caiabl + pa3aTOuHbIN MaTepual

— CIIaliJIbl — BU3yajibHas 1Mojiaya nHdopMaIu, KoTopas JA0DKHA CoJlepKaTh
MUHUMYM TEKCTa, MAKCUMYM H300pake€HUM, HECYIIMX CMBICIOBYIO HArpy3KY, BbI-
JISIACTH HAMJISIAHO U MPOCTO;

— TEKCTOBOE COJIEpKaHUE MPE3EHTAIlUU — YCTHAs peub UM YTEHUE, KOTOpas
JOJDKHA BKIJIFOYATh apryMEHTHI, (PaKThl, I0Ka3aTEIbCTBA U OMOLIUY;

— PEKOMEHIyeMOe YMCIIo claioB 17-22;

— o0s3arenbHas nHGOpMAIIHS )i MPEe3eHTAIlUU: TeMa, (paMmius 1 MHUIUa-
Jbl  BBICTYIAIONIETO; IJIAaH COOOIICHUS; KPaTKUE BBIBOJBI U3 BCEr0 CKA3aHHOTO;
CIIMCOK MCTO0JIb30BAHHBIX UCTOYHUKOB;

— Ppa3AaToOYHbIA MaTepuai — JOJKEH 00ecrneunBarh Ty ke TIyOuHY U 0XBar,
YTO Y KUBOE BBICTYIUJICHUE: JIFOAU OOJIbIIIE TOBEPSIOT TOMY, YTO OHU MOTYT YHECTH
c co0o0i1, yeM uCcYe3aIuUM U300paKEHHSM, CIIOBA U CJIAiIbl 3a0bIBAIOTCA, a pa3-
JTATOYHBIN MaTepHall OCTACTCSl MOCTOSHHBIM OCS3a€MbIM HAllOMUHAHUEM; pa3ia-
TOYHBIA MaTepua Ba)XHO pa3/iaBaTh B KOHIIE MPE3CHTAINH; pa3AaTOYHBI MaTepU-
aJIbl JOJHKHBI OTJIMYATHCA OT CJIAlI0B, JOJHKHBI OBITH 00Jiee HH(POPMATHBHBIMHU.

Jlokiian, coriacHO TOJIKOBOMY cCJloBapro pycckoro sizbika J[.H. Ymakona:
«... COOOIIIEHUE TI0 3aJITaHHOU TeMe€, C 1EJIbI0 BHECTU 3HAHUSA U3 JIOMOJTHUTEILHON
JUTEpaTypbl, CUCTEMATU3UPOBATh MATEPWUJI, MPOWLIFOCTPUPOBATH MPUMEPAMH,
pa3BUBaTh HABBIKU CAMOCTOSITEILHOM pabOThl ¢ HAYYHOW JIUTEpaTypoO, Mo3HaBa-
TeJIbHBI UHTEPEC K HAYYHOMY MMO3HAHUIOY.

Tema nokiiaga AomKHA OBITH COTJIACOBAHHA C MPENOJAaBaTeNIeM U COOTBET-
CTBOBaTh TeMe YueOHOro 3aHsATHsA. MaTepualbl MpU €ro MoJAroToBKe, JOJKHBI CO-
OTBETCTBOBATh HAYYHO-METOJUYECKUM TPEOOBAHUSM By3a M OBITh yKa3aHbl B JIO-
kiane. HeoOxommMo coOmoaTh periaMeHT, OTOBOPECHHBIN TIPH TOJTYYEHUHN 3a]1a-
Hus. Ummroctparuy 0MKHBI OBITh JOCTaTOYHBIMU, HO HE upe3MepHbiMH. PaboTa
CTYJI€HTa HaJl JOKJIAJOM-TIpE3CHTAIIMEH BKIIOYAET OTPaOOTKY YMEHHUS CaMOCTOsI-
TeJIHbHO 0000IaTh MaTepuai U JeJaTh BBHIBOABI B 3aKIIIOUCHHUE, YMEHUS OPUCHTH-
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pOBaThCS B MaTepHalie U OTBEYATh HA JIONOJHUTEIbHBIE BOMIPOCHI CIIyLIaTENIEH,
0TpabOTKy HaBBIKOB OpPATOPCTBA, YMEHUS IPOBOINUTh AUCIIYT.

JIOKJIauMKH TOJKHBI 3HAaTh U YMETh:

— coo0uiaTh HOBYIO MH(QOPMAIINIO; UCIIOJIb30BaTh TEXHUUECKUE CPEICTBA;

— XOpOLIO OPUEHTUPOBATHCS B TEME BCETO CEMUHAPCKOTO 3aHSTHS; AUCKY-
TUPOBATh U OBICTPO OTBEYATh HA 3aJaHHBIE BOIIPOCHI;

— YETKO BBITIOJHATH YCTAHOBJICHHBIN periaMeHT (He O6osiee 10 MuHyT);

— HMMETh IPEJCTABICHNE O KOMIIO3UIIMOHHON CTPYKTYpe AOKJIAAa U Ap.

CrpykTypa BBICTYIUICHHUS

Berymienne nomoraer o0ecneunTh ycnex BbICTYIUIEHUS 1O JII00OW TeMaTu-
ke. Berymuienne nomkHO comepikaTh: Ha3BaHUE, COOOIIEHHE OCHOBHOW HIEH, CO-
BPEMEHHYIO OIIEHKY MpEeIMEeTa U3JIOKEHUs, KPaTKOE NEPEUNCIECHUE paccMaTprBa-
€MBIX BOIIPOCOB, JKUBYIO MHTEPECHYIO (OPMY H3JI0KEHUS, aKIIEHTUPOBAHUE BHU-
MaHHUS Ha BaKHBIX MOMEHTAaX, OPUTHHAILHOCTh MOJIX0/1a.

OcHOBHasi 4acTh, B KOTOPOM BBICTYMAIOMINI JOHKEH TIIyOOKO pPACKPBITH
CYTb 3aTPOHYTOU TE€MBI, OOBIYHO CTPOUTCS MO MPUHIIMITY OTYETA. 3a/1a4ya OCHOBHOM
YacTH — NPEJICTaBUTh TOCTATOYHO JAHHBIX ISl TOTO, YTOOBI CIYIIATENIN 3aUHTEpPE-
COBAJIMCh TEMOM M 3aXOTEIU O3HAKOMUTBECSA C Marepuanamu. lIpu stom sorunue-
CKasi CTPYKTypa TEOPETUYECKOro OJ0Ka HE JIOJKHBI JaBaThCsl 0€3 HarJIAJHBIX I0-
coOuil, ay1M0-BU3YyaJIbHBIX U BU3YaJIbHBIX MaTEPHAJIOB.

3aKitoueHue — ACHOE, YeTKOEe 0000IIEHNE U KPAaTKUE BbIBOJIbI, KOTOPBIX BCE-
IZ1a )KAYT CIYLIATENH.

Bunel camoctodTenbHOl pabOThl CTYJEHTOB, OOECIIEUMBAIOLIUE pEaTn3a-
LU0 LIEJIM U PEIICHUE 3a/1a4 JAaHHOW JUCUUTIINHBI:

— MOJATrOTOBKAa K CEMUHAPCKUM 3aHATHUSAM;

— HM3y4YEHHE TEM B paMKaxX CaMOCTOSITEIbHOW paboThI;

— BBINOJHEHUE KOHTPOJIBHBIX U TBOPUYECKHX 33]IaHU;

— TOATOTOBKA M c1ada 3adeTa (M/Wiu dK3aMeHa).

CamocrosiTenbHasi paboTa CTYEHTOB JOJKHA CIOCOOCTBOBATh Oojiee Tiry-
OOKOMY YCBOEHHIO M3y4aeMOM AMCIMIUIMHBI, (POPMHPOBATH HABBIKM HCCIEI0BA-
TEJIbCKOM pabOThl U OPUEHTUPOBATH CTYJIEHTOB Ha NMPHUOOPETEHHE HABBIKOB MPHU-
MEHEHHUS TEOPETUUECKUX 3HAHUM HA MPAKTHUKE.

CtpykTypa camoCTOSATENbHOM pabOThI BKIIOYAET TP OCHOBHBIX ATana: Moj-
TOTOBUTEBHBI WM OPUEHTUPOBOYHBIA, HCIIOJHUTENBHBIA W  KOHTPOJIBHO-
JMAarHoCTUYECKH. B pamkax yka3zaHHBIX 3TaloB MOCJEI0BATEIBHO BBITOIHIIOTCS
ClIeyIolre y4eOHbIe IEHCTBUS: aHAIM3 y4eOHOro 3aJjaHusl U CPOKOB €ro BBITOJI-
HEHUSI, TOUCK CIIOCOOOB M CPEJCTB €ro BBINOJIHEHUS; MNIAHUPOBAHUE X0/1a BBITIOJI-
HEHUs 3aJaHusl U IPOTHO3UPOBAHUE BO3MOKHBIX 3aTPyJAHEHMI, IPOBEPKA, OLICHKA
U CaMOOIICHKA IMOJIYYEHHBIX pe3yibTaToB. CTPYKTYypy CaMOCTOSITENBbHOW padOThI
CTYJEHTbI HE TOJBKO JOJKHBI 3HATh, HO M MPUMEHATh 3TH 3HAHUS B CBOEH jes-
TEJIbHOCTH.

[Ipouiecc u3yueHus y4eOHOro mpeaMeTa MOKHO paccMaTpUBaTh Kak mocie-
JIOBATEJIbHOE MOTPYKEHHE CTYJEHTa B COJEpkKaHUE M3y4aeMoro marepuaina MoJ
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"Becom" coOOCTBEHHbIX 3HaHMil. OJHAKO B HEM BBIJENSAIOTCA TPU dTama, Kaye-
CTBEHHO Pa3JIMYHBIX [0 CBOMM 33J]a4aM M BUaM BBIOJIHSIEMBIX JEHCTBUM.

1-Bb1it 3Tann PaccMoTpeHue BbIIEIEHHBIX KOMIIOHEHTOB TEKCTa yueOHOM -
TepaTyphsl. 3ajaya: MOHATh BCE, YTO OpocaeTcs B IJia3a M JIETKO 3allOMUHAETCS, U
pa3enuTh TEKCT Ha UHTEPECHOE, TJIABHOE U BTOPOCTEIIEHHOE.

Ha sTom stamne He TpeOyeTcst mpuiiaraTh yCHINS JJIs 3ay4MBaHUs YeTro-1u100.
O0603peBaeTcsi BeChb yU4eOHBIN MpeaAMET, HO MPOIMYCKAIOTCsl HE TOJBKO MOAPOOHO-
CTH, a Jake OoybImas 9acTh TeKcTa. [Ipolecc m3ydeHns HAYMHACTCS O3HAKOMIIE-
HUEM CO CTPYKTYpo#l yueOHoro Marepuana. OHa aHAIM3UPYETCS HA MPOTSIKEHUU
aTama Bce moipoOHee u moIpoOHee BIUIOTH JI0 MEPBOTO MPOTYMBIBAHUS KaTErOPH-
aJIbHOTO ammapara.

[TepenucTpiBaTh MaTepua HY)KHO BHUMATEJIBHO, HE MPOITYCKas CTPAaHMII.
[Tome3Ho 3amepKMBaTHCS HA MHTEPECHOM, HO HE OCTAaHABIMBATHCS HAI0JTO, HE
pUIaraTh OLYTHUMBIX YCUJIUN JJIs 3allOMUHAHUS YBUICHHOTO U MPOYUTAHHOTO,
HO TIBITAThCSI COMOCTABUTH €r0 C TEM, YTO YXKE 3HAKOMO, U MOHAThH €ro cMbIci. Ec-
JIM HE TOJIYYHJIOCh, TO, HE 3aJep>KUBAsICh, HY)KHO UATH nainbiie. [locie Toro kak
BBINTMCAHBl TEPMHUHBI U ONpPENENICHUs, CIEAyeT MPOJIMCTAaTh YUeOHMK elle pa3 u
MPOYECTh BCIYX, YETKO MPOU3HOCS CJIOBA, BCE TEPMHUHBI U UX OMpeaeIeHUs. ITO
MOMO>KET HAYUYUThCSI MPABUIILHO MIPOU3HOCUTH HOBBIE CJIOBA.

2-1 oramn. bernoe yrenue Bcero yueOHOTro Marepuaia. 3ajiaya: MOHSATH BCE
YTO MOKHO TOHSTh, HE YIIIYOJISSICh B TIIATEIBHBIN pa300p, OCHOBHOE BHUMAaHHUE
yAEISAS TEOPETUICCKOW YaCTH MaTepHaia.

Ha sTom 3Tane BeImoHsAETCS, OETiIoe CKBO3HOE YTEHHE BCEH TEOPETUICCKOM
4acTH y4eOHOTO MaTepuaja, YTOObI BEIIBUTH M MOHSATH OCHOBHBIC KAaTETOPHH, B3a-
UMOCBSI3U MEXAY HUMH. J[JI1 BBIMTOTHEHUS MOCTaBICHHOW 3aa4M CTYJICHTaM pe-
KOMCHTyCTCS:

berno aBa pasa mpodecTh BCIO TEOPETHUECKYIO 4acTh. [Ipu sTOM YuTaTh
TOJIKO OCHOBHOUM TEKCT, MPU YTEHWW HUTJ/IEC HE 3a/IePKUBATHCS, HETIOHSATHBIC Me-
CTa MPOMyCKaTh, HE MpWJIaraTh YCWIHS JJIs 3allOMUHAHUS MPOYUTAHHOTO, CTa-
paThCsl CIEAWTH TOJBKO 32 OCHOBHBIM CMBICIIOM, COJIepKaHUEM TekcTa. bwicTpo
IPOUTS BCE OT Hauaja 10 KOHIIA, CTYJIEHT HE ycreeT 3a0bITh TO, YTO OBLIO BHaYa-
JIe, ¥ TIPEJICTaBUT ceOe OOIIyI0 KapTHHY.

[Tocne 3TOro CTyAeHT BIyMYHUBO JOJIKEH MPOUYECTh, €Iie OJAUH pa3, OTMedast
Ha TIOJIX HEMOHITHBIC MECTa TPEX CTEMEHEH CII0KHOCTH.

K mepBoii cTeneHu coKHOCTH OTHOCST MaTepHa, KOTOPhI MOKHO TIOHSTH
IIPY CaMOCTOSITEIIbHOM pa30ope, TaKk Kak UMEETCS TOCTAaTOYHO MH(GOPMAITUU B TOU
e riaBe. BTopyro cTeneHb CII0KHOCTH MPEICTABIsET MaTeprai, KOTOPIN TOXe
MOXHO TIOHSTH CaMOCTOSITEIBHO, HO JJISI 3TOTO HY)KHO oOpamiarbCs B K JPYTUM
riaBaM ydeOHuKa. K TpeTheli cTerneHn CII0KHOCTH OTHOCHTCS MaTepHuall, 3acTaB-
JISTIOIUNA CTYJIEHTa OOPAaTUTHCS K APYTrOMY MUCTOYHHUKY WJIU K MPEINO0/1aBaTelto, mo-
CKOJIbKY MHGOpPMAIINH, HalICHHON B y4eOHUKE, EMYy 0Ka3aJoCh Malio.

3-Tuii dtan. MenjieHHOE YTeHHE W pa300p HESICHBIX BOMPOCOB. 3amaya:
pa3o0paThCs B CIOKHOM, MaTepuaie, 0OpaTuTh BHUMAaHUE HA B3aUMOCBSI3H MEXK-
ny oHATUSAMH. [Ipy TOM BBITTOTHSIOTCS CIEAYIONMINUE JEHCTBUS:
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MennenHoe YTeHHne BCero yuyeOHHKa U pa300p HEMOHSATHBIX BOIPOCOB Mep-
BOM CTEMEeHM CIOXHOCTU. [Ipr He0oOX0AMMOCTH MOJIb30BATHCS KapaHIalioM U Oy-
Maroi. Yurarb Bce, HUYETro HE MPOITyCKas.

MeyienHoe yTeHUe BCero yueOHMKa U pa300p HEMOHSITHBIX BOIIPOCOB BTO-
POl CTETeHH CII0KHOCTH.

JIisi HaXOXJEHUST OTBETOB HA HEMOHSTHBIE BOIMPOCHI TPETHEU CTEIECHU
CJIOKHOCTH OOpaTUTHCS K JOMOJHUTEIILHOM JIUTEpaType WU K IIPETo1aBaTelio.

CamocrosiTenbHas paboTa Ha JIEKLHH

Crnymanue M 3anuch JEKUUNA — CIOXKHBIA BUJ BY30BCKOM ayIUTOPHOU pado-
Tbl. BHUMaTenbHOE CIyllaHWe W KOHCIEKTHPOBAaHWE JIEKIHMI IpeanosiaraeT HH-
TEHCHUBHYIO YMCTBEHHYIO AESATEIBHOCTh CTyAeHTa. KpaTkue 3amucu JIeKIHi, HX
KOHCIIEKTUPOBAHHUE IOMOIaeT YCBOUTh Y4eOHbId Marepuain. KoHCHekT sBisercs
MOJIE3HBIM TOTJA, KOT/la 3alIMCaHO CaMO€ CYIIECTBEHHOE, OCHOBHOE U CEIAHO 3TO
CaMUM CTYJICHTOM.

He Hazmo crpemuThbes 3anmucarh JTOCIOBHO BCHO JIEKIMIO. Takoe «KOHCIIEK-
TUPOBAHUE» MPUHOCHUT OOJIbIIE Bpena, YEM MOJIb3bl. 3alUCh JEKIUNH PEKOMEHTY-
€TCsl BECTH 110 BO3MOKHOCTH COOCTBEHHbIMU (hopMysinpoBKamu. JKenaTesnbHO 3a-
IUCh OCYILECTBIATh HA OJTHOM CTpaHMIIE, a CIEIYIOIIYI0 OCTaBIATh AJs MpopadoT-
KU y4eOHOro MaTepuaja CaMOCTOSTEIbHO B JOMAIIHUX YCIIOBUSX.

KoHcnekT nexuuu gyuiie noapa3iessaTh Ha MMyHKTHI, naparpadsl, codmoaas
KPAaCHYIO CTPOKY. DTOMY B OOJBIION CTENeHH OyAyT CIOCOOCTBOBATh ITyHKTHI
IiaHa JEKLIHUH, TPeJIoKEHHbIE penoaasaresiaM. [[puHuunuansaeie MecTa, onpe-
neneHusi, GopMysbl U APYroe CiIeAyeT CONPOBOXKAATh 3aMEUAHUSIMU «BayKHOM,
«0c000 BAXKHO», «XOPOIIO 3alIOMHUTH» U T.I. MOXHO A€naTh 3TO U € MOMOILBIO
Pa3HOLBETHBIX MapKepoB WK pyduek. Jlydiie ecinu oHuM OyAyT COOCTBEHHBIMH,
YTOOBI HE MPUXOAUIIOCH IPOCUTH UX Y OAHOKYPCHUKOB M TEM CAMbIM HE OTBJIEKATh
UX BO BpEMsI JICKIIUH.

[lenecooOpa3Ho pazpaboTath COOCTBEHHYIO «MapKorpaduio» (3HaYKHU, CUM-
BOJIbI), COKpalleHusi ciaoB. He numHuM OyneT U u3ydeHHe OCHOB CTeHOrpaduu.
Paboras Haj KOHCIIEKTOM JIEKIUH, BCerja HEOOXOJUMO HCIIOJIb30BaTh HE TOJIBKO
y4€OHHUK, HO U Ty JIUTEPATYPY, KOTOPYIO TOMOIHUTEIHLHO PEKOMEHI0BAJ JIEKTOP.
HMeHHO Takasi cepbe3Has, KpoIloTinBas padoTa ¢ JEKUMOHHBIM MAaTepUAJIOM I103-
BOJIUT TJTyOOKO OBJIA/I€Th 3HAHUSMHU.

PA3JAEJI 3. YHEBHO-METOJINYECKOE OBECIHEYEHHUE IUC-
HUIIJIMHbI

OcHosHas numepamypa

Kysnenosa, 1. B. [lokymeHTHpOBaHHUE YNPaBICHUYECKON IEATEIHLHOCTU
yaeOHoe nocobue as 6akanaBpoB / W. B. Ky3nenosa, I'. A. Xauatpsin. — 2-¢ uzj.
— Mockga : JlamkoB u K, At [Tu Op Menua, 2021. — 240 c. — ISBN 978-5-394-
03274-5. — Texkct : snextponssiii // IudpoBoit obpazoBarensHbIii pecypce IPR
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SMART : [caiitr]. — URL: https://www.iprbookshop.ru/99364.html (mara obpa-
mienus: 23.01.2023). — Pexxum goctyrma: ajis aBTOpU3Up. MoJib3oBaTesen
Jlononnumenvras numepamypa
JlenoBasi KOMMYyHHUKaIMs B rpodeccHOHaIbHON cepe : yueOHoe mocodue /
H. A. 3yOkona, JI. K. Anaxsepauesa, 1. A. Xusotkosa, C. A. Kpyriosa. — Po-
cTtoB-Ha-JloHy : JIOHCKO# rocyJapCTBEHHBIM TeXHUYECKUM yHUBEepcutet, 2020. —
143 ¢. — ISBN 978-5-7890-1825-5. — Tekcr : snexktponnsiii // Lludposoit oOpa-

30BATEJIbHBIN pecypc IPR SMART : [caitT]. — URL.:
https://www.iprbookshop.ru/118035.html (mata obpamenms: 23.01.2023). — Pe-
KUM JocTymna: JUISt aBTOPU3HP. MOJIb30BATEIICH. - DOI:

https://doi.org/10.23682/118035

Jluyenszuonnvie pecypcovl UHGOPMAYUOHHO-MENEKOMMYHUKAYUOHHOU Cemu
"Unmepnem", neobxooumvle 0151 0c80eHUsL OUCYUNTUHBL

DNeKTPOHHO-OMOIMOTEeYHAs cucrema: o IIapOJIIO. URL:
http://www.iprbookshop.ru/ [IpegycMoTpeH pexum aJisg c1abOBUASIINX.

Jluyenzuonnoe u c60600HO pacnpocmpansemoe npocpammHoe obecneyeHue,
8 M.Y. OMe4eCm8eHHO20 NPOU3BOOCMEA, COBPEMEeHHble NPopeccuoHalbHble Oa3vl
OaHHBIX U UHGDOPMAYUOHHBLE CNPABOUHbIE CUCMEMbL (UHGDOPMAYUOHHBLE MEXHOJIO0-
2Uul), UCNOAb3YEMOoe NPU OCYWEeCmBEIeHUU 00pa3068amelibHo20 npoyecca no OUCYU-
nauHe

— Microsoft Windows (iuiieH3MOHHOE).

— Oducnsiii naket nporpaMmm MicrosoftOffice, Bkitouaromuii TEKCTOBBIA pe-
naktop MicrosoftWord, anektponnyro tabmuity MicrosoftExcel, mporpammy mms
noAroToBku mpeseHtanuii MicrosoftPowerPoint, Opaysep InternetExplorer (mu-
IICH3UOHHOE).

— IIporpammusriii ponykt 1C: Tlpennpusitue (JUIEH3MOHHOE, OTEUECTBEHHOE
IIPOU3BOJICTBO)

— HWuadopmarnmonnas crnpaBodHas cucreMa u 0a3za maHHBIX «KoHCymbTaHT-
[Tmroc» http://www.consultant.ru/» (goctyn mo naposw) (0OTE€UeCTBEHHOE MPOU3-
BOJICTBO)

— CryneHueckuii UH(OPMAITMOHHO-CITPABOYHBIN ropTan "T"apanT-
OopasoBanue" https://edu.garant.ru/ (moctym cBOOOHBIN) (CBOOOMHO pacmpo-
CTpaHsEMOE);

— Hayunas osnektponnass Oubnmoreka — 06a3a ganHbix eLIBRARY.RU
https://elibrary.ru/ (mocTyn cBOOGOIHBIH);

— SCopus — enuHas 0a3za JAHHBIX PEUEH3UPYEMOW HAyYHOU JIMTEepaTyphl.
WWW.SCOPUS.COM (I0CTyn CBOOOHBIN);

— OTKpBITHIE 0a3bl JTAHHBIX Munduna Poccun
https://www.minfin.ru/ru/opendata/ (cBo60oaHO pacpocTpaHsIeMoe).

Ocobennocmu yueOHO-Memoouuecko2o obecnevenus: 0as Uy ¢ 02PAHU4eH-
HBIMU B03MONCHOCHAMU 300P08bSL U UHBAIUOOB
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CTyneHThl C OrpaHUYEHHBIMH BO3MOKHOCTSIMH 37I0POBBS, B OTIUYHUE OT
OCTQJIbHBIX CTYIEHTOB, UMEIOT CBOM CHEIHM(PUUECKHE OCOOCHHOCTU BOCIIPHSTHA,
nepepabotku marepuaina. [londbop u pazpaboTka ydeOHBIX MaTEepHUajIoB JAJs TaKUX
CTY/ICHTOB IPOU3BOJIUTCS C YUETOM TOTO, YTOOBI MPEAOCTABIATH STOT MaTepuai B
pa3nuyHbIX (hopMax Tak, YTOOBI MHBAJHBI C HAPYUICHUAMHU CIyXa MOJIyYald UH-
dopmanuio BU3yalnbHO, C HApYIICHUSIMHU 3peHUs - ayauanbHo. [IpenrycMoTpeHo B
cllyyae HeOOXOIMMOCTH CO3/IaHHE TEKCTOBOW BEPCUU JIFOOOT0 HETEKCTOBOT'O KOH-
TEHTAa JJIsl €r0 BO3MOXXHOTO MPeo0pa3oBaHus B albTepHATUBHBIE (DOPMBI, YOOHBIE
JUIS Pa3IMYHBIX TOJb30BaTeNiel, albTEPHATHUBHYIO BEPCHIO MEIMAaKOHTEHTOB,
peIyCMOTPEHa BO3MOKHOCTh MAacCIITA0MPOBAHUS TEKCTa U U300pakeHui 0e3 1mo-
TEepH KayecTBa, MPEIyCMOTPEHA JTOCTYIMHOCTh YIPABJICHUS KOHTEHTOM C KJIaBHa-

TYPBL.

PA3JIEJI 4. OHEHOYHBIE CPEJCTBA /Uil [IPOBEJEHWS TE-
KYIIEIO KOHTPOJISI U MIPOMEXYTOUYHOM ATTECTALIUU OBY-
YATOIIMXCA 1O TUCHUATIIMHE

4.1 IlepeyeHb KOMIIETEHIIUI, OllcHUBaHUE ()OPMHUPOBAHNUS KOTOPBIX
NPEAYCMOTPEHO B IpoLecce TEKYLEero KOHTPOJIS U MPOMEKYTOYHOU aTTecTa-
MU 110 AUCHUILINHE

OIIK-3 CrnocoOeH pa3pabaTbiBaTh 00OCHOBaHHBIE OPraHU3ALMOHHO- YIIPaB-
JICHUYECKHE PEIICHUs C y4YEeTOM HMX COIMaJbHOW 3HAUYMMOCTH, COJICHCTBOBATH MX
pean3anyy B yCIOBHIX CIOKHOW M JUHAMHYHOM CPEJbl M OLIEHUBAThH WX TOCIIE/-
CTBHSI.

4.2 OueHOYHBIE CPEICTBA sl IPOBEIEHUsSI CAMOKOHTPOJISI M TEKYIIEro
KOHTPOJISl 0CBOCHUS TUCUHHMITIHHBI

Tema. 1. JIOKyMEHT U cUCTEMBI JOKYMEHTAIIMU. PEKBU3UTHI JOKYMEHTOB.

1. KakoBa poib Jei10mnpor3BOACTBA B OpraHU3alluu yIPABICHUS MPEAnpusi-
THEM?

2. HazoBuTe OCHOBHBIE 3a/1a4u U (DYHKIIUHU JETIONPOU3BOICTBRA.

3. Uto takoe nokymeHntupoBanue? JlokymeHT0000p0oT? JIOKYyMEHTOOTOK?

4. Yto Takoe peKBU3UTHI JokyMeHTa? HazoBUTE OCHOBHBIE PEKBU3UTHI J0-

KYMEHTOB.

5. YrioBoe pacrnoiokeHHe PEeKBU3UTOB UMEET JBa BUA: (IIaHTOBOE U IICH-
TpoBaHHOE. B uem ux paznnune?

6. Kakue Bub1 OJJaHKOB JJ1s1 I€JIOBOM MEPENUCKU Bbl 3HaeTe?

7. Kakue 3JIeKTpOHHbIE KOMMYHHUKAIIMM HCHOJB3YIOTCA MPU OpraHu3aluu
JIOKYMEHTO000poTa?
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Tema 2. YnpaBnenueckas nokymeHtauus. CocraBieHue u opopMiIeHHE OC-
HOBHBIX JIOKYMEHTOB.

1. HazoBUTE OCHOBHBIE OpraHU3AIIMIOHHBIE JOKYMEHTHI.

2. Kak opopmiisiercst yctaB mpeanpusitus?

3. Jlaiite onpeneneHus OCHOBHBIX PACTIOPSIUTENBHBIX JOKYMEHTOB.

4. Kak oopmirsieTcst IpuKas 1o oO1en 1eaTeIbHOCTH?

5. Ha3zoBuTe 0CHOBHBIE HHPOPMAITMOHHO-CIIPABOYHBIE TOKYMEHTHI.

6. Kakue cymiecTByroT 0cOOEHHOCTH O(POPMIICHHS aKTOB?

7. B kakux ciaydasx opOpMIISIFOTCS CITy’K€OHBIE U JINYHBIE CIIPABKU?

Tema 3. Kanposas nokymenTtauus. KoppecnoHaeHuys nepuoandecKux me-
pOIPUATHH.

1. KakoBbl ocobeHHOCTH OQOpMIICHUS 3adBJICHUM O MpueMe Ha padoTy, O
NEepPEeBOJIE HA JPYTYIO JOJKHOCTh U 00 OCBOOOXKJIEHHWU OT 3aHMMAaeMOM JIOJKHO-
ctu?

2. Kak odopmisierca TpynoBas kHuxkka? Kakue paznensl uMmeer TpyaoBas
kHWKKa? Ha OCHOBaHMM 4ero AenaroTcs 3alrucH B TPYAOBYIO KHUXKKY?

3. Kakue BuIbl JOKYMEHTOB BKJIIOYAET JINYHOE JEN0?

4. Yto Takoe mpuKa3 Mo JUYHOMY cocTaBy? OCOOEHHOCTH COCTaBJICHUS U
o opMIICHHUSL.

5. Kak mpaBwibHO cocTtaBuTh pesrome? [lepeuncnnTe OCHOBHBIE pa3/elibl
pe3roMe.

6. B xakux ciyyasx HEOOXOJMMO cocTaBjieHHEe aBToOMorpaduu? Xapakre-
puctuku? [lepeuncanre OCHOBHBIE Pa3IEibl.

7. Kak opopmitseTcst mpoToKo?

Tema 4. JlenoBasi koppecnoHAeHIIMS. J[eT0Bble U KOMMEPYECKHUE TTUChMA.

1. Uem xapaktepusyercs AenoBasi KOppeCnoOHACHIUsA?

2. Kakue HaBbIKH HEOOXOUMBbI COCTABIICHHUS I€JIOBBIX U KOMMEPUYECKUX MH-
cem?

3. KakoBa CTpyKTypa J1IeTI0BOM KOPPECTIOHAEHINN?

4. B ueM 0COOEHHOCTb S13bIKa U CTUJIS CIYKEOHBIX JOKYMEHTOB?

5. B ueM 0COOEHHOCTH JOKYMEHTAIBHOTO O(POPMIIECHUS PEIICHUI B YIpaB-
JIEHUU TPOU3BOJCTBEHHOMN JESATEIBHOCTBIO OPraHu3alvil IpyU BHEAPEHUH TEXHO-
JIOTUYECKUX, MPOAYKTOBBIX HHHOBAIIMI WJIM OPraHU3aI[MOHHBIX U3MEHEHU?

Tema 5. Opranuszanusi 1okymeHToOoOOpoTa. CucreMaru3aius JOKYMEHTOB.
Homenknmatypa g wux QopmupoBaHuss W XpaHeHus. HHpopMannoHHO-
KOMMYHHUKAIIMOHHBIE TEXHOJIOTHU B COBPEMEHHOM JIOKYMEHTOO00POTE

1. Uto Takoe HOMEHKJIaTypa Jiei?

2. Kakne cymiecTByrOT TpeOOBaHHS K OOPMIICHUIO U COCTaBICHUIO HOMEH-
KJIATyphl e’

3. Kakue cyiecTByrOT OCHOBHBIE TPEOOBaHUS K O(OPMIICHUIO Je?

4. Ha3zoBUTE OCHOBHBIC IPUYHUHBI YBEIIMUEHUS 00BEMOB IOKYMEHTOO0OPOTA.

5. Kakue tpeboBaHus NMPEABSIBISIOT K 00pa00TKE BXOASIINX JOKYMEHTOB?
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6. [1o xakuM TpaBMIIaM MPOBOAUTCS 00pPaOOTKA UCXOMAIMINX M BHYTPEHHUX
JIOKYMEHTOB?

7. UTo moHMMaeTCs Mol XpaHEHUEM JJOKYMEHTOB B JICKTPOHHOU (opme?

8. OCHOBBI HCITOJIb30BaHUS COBPEMEHHBIX nH(pOpPMAITMOHHO-
KOMMYHHUKAITMOHHBIX TEXHOJOTHUH B JOKYMEHTOOOOpoTe. 3amuTta nHpOpMaIuu u
MePCOHAIBHBIX JIAaHHBIX.

Tewma 6. PeueBoii aTHKET B MPOPECCHOHATIBHBIX KOMMYHUKAIUSAX

1. Yto Takoe ATUKET U AJI1 Yero oH HeoOXxo1um?

2. Kakue s13p1k0BbIe (hOPMYJIBI OOIICHUS CYIIECTBYIOT?

3. B 4yem 3akirouaercsl 3Ha4€HUE UHTOHAIUU ?

4. Kak MO>XHO MCTIOJIb30BaTh May3y B OOIICHUH?

5. PackpoiiTe BUIBI U 3HaUYEHHE CPEJICTB OOIIEHUS B PA3IMYHBIX Mpodeccu-
OHAJIbHBIX KOMMYHHUKAIIMOHHBIX CUTYAIUsX, B TOM YHUCJE JUIsi KOMMYHUKAIUM Ha
WHOCTPAHHOM SI3BIKE.

4.3 OHeHO‘leIe cpeacrea HpOMeH(yTOqHOﬁ arrecranmm 1Jad OocHuBa-
HHUSI YPOBHHA (l)OpMHpOBaHl/Iﬂ KOMHeTeHHHﬁ, COOTHECCHHOI'0 C IIVIAHUPYEMbBIMH
pe3yabTaTaMu oﬁyqemm o JTUCHMIIIMHE:

[1o KOMIIOHEHTE KOMIETEHITNN «3HAThY:

1. OnpeneneHusi U OCHOBHbBIE TIOHATHS JI€IOMPOU3BOJICTBA.

2. T'ocymapcTBeHHasi cucTeMa JTOKYMEHTAIlMOHHOTO OOeCredYeHHs YIpaB-
aenust (CCAOY). Obmue TpeboBaHus K CiIy»)0am JOKYMEHTAIIMOHHOTO o0ecreye-
HUS YIIPABJICHHUS.

3. VYuudukanus, crangaptuzanus, Tpadaperusanus ¢GopMm yrpaBieHYe-
CKOM JOKYMEHTAIINH.

4. Tlonstue pexBusuta gokymeHrta. [lonarue Qopmyrsipa-odpaszia A0Ky-
MEHTA.

5. IlpaBuna opopMieHUS CTpaHUIILI TOKYMEHTA C TTOMOIIBI0 WH(pOpMAaITHU-
OHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIH. DOpMaThl.

6. IlpaBuna oopmieHHS TEKCTOBOTO MaTepHaia, IpUMEYaHHH, MPUIOKE-
HUM U 000cHOBaHUM K TekcTy. [IpaBuna odhopmiienust Oubnuorpaduu.

7. Tlonstue opuruHana, 1y0ianMKaTa v KOMUU JOKYMEHTA.

8. Pacmonoxxenue pekBU3UTOB Ha OJIaHKE IOKyMEHTA.

9. OdopmiieHne TekcTa JOKYMEHTOB B BUJIE aHKET, TaOJMI, CBI3HOTO TEK-
CTa, a TAK)XE B BUJIC COSAUHEHUS ATHX (PopMm.

10. TlonsTue opraHU3aIMOHHBIX TOKYMEHTOB U UX OCHOBHBIC BHUJIBI.

11. TlonsTue pacriopsSIUTEIBHBIX JOKYMEHTOB i MX OCHOBHBIC BU/IBI.

12. Tlouarue UHPOPMALMOHHO - CIIPABOYHBIX JOKYMEHTOB U UX OCHOBHBIE
BU/IBI.

13. IloHsiTHE KAAPOBOM TIOKYMEHTAIUU.

14. OcobeHHOCTH AOKYMEHTaJIbHOTO O(opMIIeHUsI pe3loMe, aBToOHOrpa-
(buu, XapaKTepUCTUKH.
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15. Oco0GeHHOCTH MOKYMEHTaIbHOTO O(OPMIICHHUS MPUKA30B MO JTUYHOMY
coctaBy. OdopmieHne Tpy10BOM KHIKKH, THYHOW KapTOUKH, JIMYHOTO Jela.

16. OcobGeHHOCTH JOKYMEHTAJIBHOTO O(QOpPMIICHHUS KOPPECIOHACHIINHU, CBS-
3aHHOM C IPOBEJICHUEM MEPUOIUUECKIUX MEPOTIPUITHIA.

17. OcHoBHBIE TpaBuia COCTaBICHUS U JIOKYMEHTAJIbHOTO O(OpMIICHUS
MPOTOKOJIA.

18. Knaccudukaius 1eJ0BbIX © KOMMEPUYECKHUX IMHCEM.

19. OcobGeHHOCTH CTPYKTYpHI JETOBBIX U KOMMEPUYECKHX IMUCEM, HEOOXO-
JUMBIX JUTSI CO3/IaHMSI HOBBIX MPEINPUHUMATEIBCKAX CTPYKTYD.

20. Cranmaptabie (Dpa3bl U BBIPAKECHHSI, HCIIOIB3YEMBIE B TEKCTE JIETOBBIX
1 KOMMEPYECKUX TTHCEM.

21. Ocobennoct oQopmieHUS OTIAEIbHBIX BHAOB IHCEM: MHUChMa-
POCHOBI, COTMPOBOAUTEIBHOTO THChMA, MHChMA-TIOATBEPXKIACHUS, IHCHhMa-
MPUTJIAIICHUS, TAPAHTUHHOTO TUCHMA.

22. OcobeHHOCTH OGOpPMIICHUS OTHCIbHBIX BHUJOB IHUCEM: IHUChMa-
HAIIOMUHAHUS, TUChMa-U3BEIICHUS, MIChMa-3alpoca U MUChbMa-OTBETA.

23. Ocobennoctu 0(opMIICHHS JISTIOBOTO MMChMa MEXKTyHApOIHOTO 00pasIia.

24. Tlousarue nokymeHTo000poTa. Opranuzainus padoThl C JOKYMEHTAMH.

25. TlonsTue knaccupuKaly U CUCTEMATU3AIlUU JOKYMEHTOB.

26. IlonsTHe nen M HOMEHKIATYpHI Jed. [ pynnupoBka JOKyMEHTOB B Jea.

27. [lena mOCTOSSHHOTO ¥ BPEMEHHOTO CPOKOB XpAaHEHUSI, OMUCH TAKHX JIEII.

28. Ilonstne apxuBa, ero oOopyaoBaHue. ApXUBHAs CIpaBKa, apXUBHAs
KOmusl, apXxuBHas BbIKCKA. [lepenada nem Ha rocy1apcTBEHHOE XpaHEeHHE.

29. 3ammra nHGOPMAITUH TPU CO3IaHUHN CITYKEOHBIX JOKYMEHTOB.

30. CoBpeMeHHbIE CTIOCOOBI M TEXHHUKA CO3aHMs JOKYMEHTOB.

31. PeueBoii 3TUKET B J€JI0BOM OOIIEHUHU B MPO(ECCUOHATBHBIX CUTYaLUsX
MEPErOoBOPOB, COBEIAHUS, JOKJIaaa, B TOM YHCIE I KOMMYHHUKAIM Ha HMHO-
CTPAHHOM SI3BbIKE

110 KOMIIOHEHTE KOMIIETEHIIMN «Y METb»:

1. 1. JlaTp XapakTepHUCTUKY OpraHU3alMOHHBIM JIOKyMEHTaM, HE00Xo-
JUMBIM JUIsl OQOPMJICHUSI PELICHUM B YIpaBICHUU ONEPAlMOHHON (TMPOU3BOJ-
CTBEHHOM) JI€ATEIbHOCTHIO OPraHU3alMK IPU BHEIPEHUU TEXHOJIOTUYECKUX, MPO-
JTYKTOBBIX MHHOBALMI WM OPTaHU3AMOHHBIX U3MEHEHH.

2. Yka3arb, Kakoil OJJaHK OpraHM3alUu TPUMEHSIOT sl OPOpMIIEHUS TTPU-
Ka3a [0 OCHOBHOM AEATEIbHOCTHU. JlaTh €ro XapakTepUCTUKY.

3. Yka3aTh, Kakoil peKBU3UT 00s3aTeIbHO 0OPMIIIETCS MPU BHEIIHEM CO-
IJIACOBAHUU JJOKYMEHTA U J1aTh €r0 XapaKTEPUCTHUKY.

4. JlaTb XapakTepUCTUKY TPEX TOKYMEHTOMOTOKOB, U3 KOTOPBIX COCTOUT JI0-
KYMEHTOOOOPOT MIPEANPHUSITH.

5. JlaTh XapaKTepUCTUKY CXEMbI TEKCTa CIYKEOHOro MUchma?

6. YkazaTh, Kakoll PEKBHU3UT HYKHO O(POPMHUTH, YTOOBI KOMHS JTOKYMEHTa
npuobpena pUInIecKyro cuiry. [laTh ero XxapakTepucTHKY.

7. J1aThb XapakTEpUCTUKY BUIOB COIVIACOBAHUSA JTOKYMEHTOB.
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8. JlaTh XapakTEpUCTHKY IMPOLECCY OTHECEHUS AOKYMEHTOB K OIpPENEIICH-
HOMY JIJIy ¥ CUCTEMATU3ALMH TOKYMEHTOB BHYTPH HETO.

9. JlaTp XapaKTEpUCTUKY JOKYMEHTaM, BXOISLIUM B CUCTEMY PaCIOPSIH-
TEJIbHOU TOKYMEHTALNH.

10. JlaTp XapakTepUCTUKY IpUKa3y O npuéme Ha padoTy.

11. /JaTh XapakTEpUCTHKY CXEMBI IOCTPOCHMS TEKCTa PaCHOPSAAUTEIHLHOTO
JOKYMEHTa, HEOOXOIMMOTO JJIsl CO3/IaHUsI HOBBIX NPEAIIPUHUMATENBCKUX CTPYKTYP.

12. JlaTh XapaKTEpUCTUKY ciocoO0am opopMIIEHUS ATkl IPU COCTABIECHUU U
oopmiieHnH HOPMATUBHO-TIPABOBOM U OyXTalTepCKON JOKYMEHTAIUH.

13. /IaTh XapakTepUCTUKY NOJJIMHHUKY ¥ KOIIMU JOKYMEHTA.

14. JIaTb XapaKTEpUCTUKY JOKYMEHTOB, HA KOTOPBIX IPOCTABIIAECTCS PEKBU-
3UT «OTMETKA O NOCTYIUIEHUU JOKYMEHTA B OPTaHU3ALUIO»

15. JlaTh XapakTEpUCTHKY JTOKYMEHTOB, BXOJSALIUX B cCUCTEMY MH(pOpMaIH-
OHHO-CIPABOYHOU JTOKYMEHTALUU.

16. /JaTh XapaKTEpUCTUKY COBOKYITHOCTH JOKYMEHTOB, OTHOCALIMXCS K OJI-
HOMY BOIIPOCY WJIM YYaCTKY JEATEIbHOCTU U MIOMEIIEHHBIE B OTACIBHYIO OOI0XKKY.

17. JlaTh XapaKTEpUCTUKY CXEMBI IOCTPOEHUS TEKCTA IIPOTOKOJIA.

18. Yka3aTp pacniopsAUTENbHBIE JOKYMEHTHI, 1aTh UM XapaKTEPUCTHKY.

19. Ykazarp, Kakoil peKBU3UT 00sA3aTeNIbHO O(QOPMIISETCS PU BHYTPEHHEM
COTJIACOBAHMM JOKYMEHTA U JaTh €0 XapaKTEPUCTUKY.

20. JlaTh XapakTepucTUKy O(PHUIIMAIBHOMY JOKYMEHTY, B KOTOPOM YCTaHOB-
JeHbl TpeOOBaHUS K O(POPMIICHUIO BHYTPEHHUX JOKYMEHTOB OpraHU3AlMH. YKa-
3aTh, 4TO ATO 33 JOKYMEHT.

21. JlaTb XapaKTepUCTUKY PEKBU3UTAM JOKYMEHTOB.

22. Yka3aTb, K KAKOMY BUIY JOKYMEHTOB OTHOCSTCA IPHUKA3bl U pacropsi-
YKEHHUSI M 1aTh UM XapAKTEPUCTHUKY.

23. Yka3aTb, Kaklu€ PEKBU3UTHI CUUTAIOTCS CIPABOYHBIMU JaHHBIMH 00 Op-
raHU3aluy U JauTe UM XapaKTEPUCTUKY.

24. Vka3aTb, MOXHO JIM UCHOJB30BaTh Ul O(pOpPMIICHUS MPUKA30B OOLINI
OnaHk opranu3aiuu. J[aTh XxapakTepUCTHKY OOIIero OJ1aHKa.

25. Yka3aTh, MOXHO JIM MCIOJIb30BaTh Al OPOPMIICHHS MPHUKA30B OJIaHK
JUISL IMCEM OpraHu3anuu. Jlath XapakKTepUCTUKY OaHKa JIJIsl THUCEM.

26. JlaTp XapakTepuCTUKY PErMCTPALlMOHHOTO HOMEpa JOKYMEHTA. YKa3aTh,
YTO BKJIIOYAET B CEOsI CChUIIKA HA PETUCTPALMOHHBIA HOMED U ATy TOKYMEHTA.

27. Yka3aTh, CKOJIbKO AK3EMILISIPOB MPUKa3a HEOOXOJUMO 1aTh HA MOAMUCH
PYKOBOJHWTEIO OPraHU3alNH, €CIIU B NIPUKA3€ YKAa3aHO HECKOJIBKO MCIIOJIHUTENEH.
JlaTh XapakTepUCTHKY IIPUKA3Y.

28. JlaTh XapaKTEpUCTUKY PE3IOME.

29. Jlatb XapaKTEPUCTUKY COBpPEMEHHBIM MH(OPMAIMOHHO-
KOMMYHHUKAIIMOHHBIM TEXHOJIOTUSIM.

30. Ilpoananu3upoBaTh OCOOEHHOCTH CO3/IaHMS U XPAaHECHUS JOKYMEHTOB B
AIIEKTPOHHOM BHJIE.

31. IIpoananu3upoBaTh OCOOEHHOCTH KOMMYHUKAlIMOHHOTO UMHJIKA JEJI0-
BOI'O YEJIOBEKA.
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32. Jlath XapaKTEpUCTUKY MPABUIIAM JIETIOBOTO OOIICHHUS.

33. JlaTb XapakTepUCTUKY KOH(DIUKTAa U KOH(MIUKTHBIX CUTyalluid B JEJO-
BbIX OTHOIIEHUSX. [IyTH 1 crmocoObl uX paspenieHus

34. [Ipoananu3upoBaTh OCOOEHHOCTH BHUJOB KOMMYHUKATHBHBIX OapbepoB
U CIIOCOOBI UX TIPEOOJICHUS

35. [Ipoananu3upoBath OCOOEHHOCTH JEJIOBOM KOMMYHUKAIIUU B MEXKKYJIb-
TYPHOM W UHTEPHAIIMOHAIEHOM KOHTEKCTE

36. JlaTh XapaKTepUCTUKY TOHATHS «PEUYCBOM ITHUKET»: MPABHUIIa PEUCBOTO
ATUKETA, OOIIEHUE C KOJIJIETaMH, TapTHEPAMHU B PA3IMYHBIX JEIOBBIX CUTYalIHUSIX.

[1o xoMIIoHEHTE KOMIIETEHIIMN «BiaieTs HaBpIKaMuy» (THHOBBIE 3aJaHNA):

1. PaccmoTpuTe cuTyanuio, OTBETHTE HA BOIIPOCHI.

[Ipouwno 3acenanne MHBEHTAPU3ALMOHHON KOMHMCCHH 3aBOJIa Ta30BOM amma-
paTypbl, Ha KOTOPOM PacCMaTpUBAJICS BOIPOC O pe3ysibTaTaX MHBEHTAPU3ALUHU T10
ckiaagy No 2 BcriomorarenbHbIX MarepuaioB. Ha 3acenanuu ObUTO TMPUHSTO MO-
CTaHOBJICHHE 00 YTBEP)KICHUH PE3YJIbTaTOB MHBEHTAPU3aLlUU U OTHECEHUS 3a CUET
3aBEAYIOIIEr0 CKJIAJIOM HENOCTAa4M BCIOMOTATENbHBIX MAaTEpUajoB B cyMMe 365
ThIC. py0., a TAaK)Ke 3a4UTaHbl CIMYUTENIbHASI BEIOMOCTh 1O cKiamxy Ne 2 u oObsc-
HUTEJbHAs 3alMCKa 3aBEIYIOLIETO CKIIAZIOM.

1). Kakoif JOKyMEHT cOCTaBisieTCsl 10 UTOraM 3aceaHuii KOMUCCUH Pa3HOrO po-
na?

2). Kakue peKkBU3UTHI JOJIKEH BKIIFOYATh JAHHBIN TOKYMEHT?

3). CKOJIBKO CTPYKTYPHBIX YacTEH OH MpeAnoaraer?

4). Kakue (aktuyeckue JaHHbIE JOTKHBI ObITh BHECEHBI B TOT TOKYMEHT?

2. CocraBbTe U OPOPMHUTE AOKYMEHTBI, HEOOXOUMBbIE B JAHHOUW yIpaBJICH-
YECKOMW CHUTYAIIUHU.

- Hanummre npoekT npukasa AMPEeKTopa 3aBojia O MPEMUPOBAHUU PAOOTHU-
KOB IUIAHOBO-3KOHOMHMYECKOIO OTJENa 3a JOCPOUHYIO pa3pabOoTKy (pUHAHCOBOIO
wiaHa npennpustus. [Ipemus Beimaercs u3 GoHa MaTEPUAIBHOTO MOOIIPEHUS B
pazmepe 60 % exxeMeca4HOro AOMKHOCTHOTO OKjiaaa. JIpyrue 1aHHbIE U PEKBU3H-
ThI YKAXKUTE CAMOCTOSATENBHO.

3. BBl pyKOBOOUTE OTAEJIOM M pELIACTEe MPUIIACUTh OCTAJIBHBIE MOAPA3Ic-
JeHHUs] KOMIIAaHUU K TPOM3BOACTBEHHOMY cOpeBHOBaHHIO. CocTaBbTe cBOe oOpa-
nieHue K kosuieram. HazoBuTe cpencTtBa BhIPa3UTENbHOCTH, KOTOPHIE Bbl UCIOJIb-
3yere.

4. V3-3a yero BO3HUKIU KOH(PIUKT U NMPOOIEMBbl B HIXKEH3IO0KEHHOM TpH-
Mepe obmenus? [Ipennoxure 3pHeKTUBHBIN CIOCOO pelIeHus TPOOIEeMBbI.

OtuerHsiii epuos. HavanbHHMK OTI€Na MPUHKUMANIA OTYETHI COTPYIHUKOB.
beiio ouenp MHoOro cyerbl. Korga momwia ouepenb 10 HavdasibHHKa CeBEpHOIO
nojipa3/iefieHusi, OOCTaHOBKA YK€ Hakaamiach. HadalbHWK OTJena OTKasalach
MPUHUMATh OTYET, MOTUBUPYS TE€M, UTO OH COCTaBJIeH Hepa3zoopurnBo. HavanpHuK
K€ MOAPa3eNICHUs, KOTOPBIA JT0Ir0 *AaJl CBOEH OYepen, Nepenies Ha MOBBIIIECH-
HbII TOH: «/la BbI ¢ ymMa conmu? Y MeHsl HET BpeMEHU HaBOJIUTh KpacoTy! Xorture,
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MPUHUMANTE OTYET, XOTUTE, HET!». HauanbHUK OTBETHJIA COOTBETCTBYIOIIUM TO-
HoM: «He opute! [IpuHecuTe HOpMaabHBINA OTYET!».

5. Bl pegakTop exxeMecsaHOro npodecCuoHaNbHOIO KypHasia. Bol nanu 3a-
JAHWE JKYPHAJUCTy HAIKCATh AHAJUTUYECKYH) CTaThlO, MOCBSIIEHHYIO HOBOMY
uHppacTpykrypHomy xaly. Chopmynupyere TpeOoOBaHUS K JAHHOM CTaThe IS
BAILIETO COTPYIHUKA.

6. Ber paGortaete HadambHUKOM OTHela. BaM HEOOXOOUMO COCTaBUTH U
pa3ociaTh MO0 BHYTPEHHEH ceTu coolliieHne o copemannu. CocTaBbTe OCHOBHBIC
TE3UChl TaKOrO COOOINEHUs, BKIIOYas MOBECTKY JHS, KPYr YYaCTHHKOB COBEIIa-
HUS, OPraHU3alMOHHBIE OCOOEHHOCTH U TPeOOBaHUS K MOATOTOBKE COBEILAHUSI.
OxapakTepu3yuTe NprueMbl, KOTOPBIMHU BbI MTOJIb30BAIKCH TPU ITOM.

7. Bbl paboTaete HayaJIbHUKOM OTAeNa. Bam mpencTosT neperoBopsl ¢ HO-
BBIMH MMAPTHEPAMH 10 OPTraHU3alUU MpoueccoB. ONUIINTE MOATOTOBKY K MEPEro-
BopaM. Omnpenenure, yero Bol xoTuTe 10CTUTHYTH? ONpenennuTe Hamnyylue myTu
JOCTHKEHUSI 1I€ITH, CTIOCOOBI M MPUEMBI BEJCHUS MEPEroBOpPOB (11€J1b, apTyMEHTHI,
npuemiieMble 00JIaCTH COTJIAIICHUS U T. 11.).

8. Ouenurte nuasor no ciyxedHomy tenedony. Kakue Hapymenus nenoBoi
3TUKH 3/1€Ch IPUCYTCTBYIOT?

-Amo!

— Ja.

— 3npaBcTBYyHTE!

— Hy.

— 9Oro [lerpoBuu?

— A ut0?

— 910 MBaHOoB. Tak MbI JOTOBOPUIUCH MO HAIIEMY JETY?

— Kakomy? C IleTtpoBuuem u 1oroBapuBaiics.

— Ho 4 ke ero u cnpammusan.

— Hy, 3nauur, s ve nousut. A [leTpoBud ceronnst He paboTaer.

9. Bam Heob6xoaumMo mogo0paTh KaHIUAATYpy HadaibHUKA oTaena [pymma
MPETEHICHTOB cPOPMUPOBAIACH, HO TYT OJIUH U3 HUX — MEPCIIEKTUBHBIA KaHIU1aT
- OTKa3bIBAa€TCA Y4YacCTBOBATh B KOHKYpCE, Mpejsiarasi 3aMeHUTh ce0sl IpyruM ue-
joBekoM. [lpuBenute apryMeHThl yOEAWTh €ro HE OTKAa3bIBAThCS OT KOHKYpCA.
[IpeaBaputenbHo CHOPMYIUPYHTE OCOOEHHOCTH KOMMYHUKATHBHOM CHUTYyaluH,
JalTe XapaKTepUCTUKY aJpecaTy peuu.

10. Bl 3aHMMaeTECh TOCTPOCHUEM MEXKKYJIBTYPHOU KOMaHAbl. 1103HaKOMB-
T€ BCIO KOMaH/y C MpPaBUJIaMH, B COOTBETCTBUU C KOTOPBIMU BbI OyJieTe paboTath.
3apaHee pacCKaXUTe UM O TOM, KaK OpraHM30BaHa CUCTEMa OpraHU3aluy padoThI.
Heo6xonumo yoeauThes, 4TO BCE WICHBI KOMaH/Ibl OJIMHAKOBO MTOHUMAIOT TPeOo-
BaHUS K WX JEATEIbHOCTH. PackpoiiTe mpueMbl U CIOCOOBI KOMMYHUKAIIMHM Ha
MHOCTPAHHOM SI3bIKE, MPU MOMOIIHU KOTOPBIX Bbl YCTAHOBHUTE CBSI3b C MPEACTABU-
TEJSIMU PA3TUYHBIX KYJIBTYP.

11. Bl mpuHMMaeTe WHOCTPAHHBIX MMAPTHEPOB MO OpraHu3anuu HHpa-
CTpyKTypHOTOo Xaba (mo BapuanTam: Hanpumep, u3 CIIIA, Esponsl, Uuaun). [lox-
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TOTOBBTE JUI1 HUX YETKYIO U SICHYIO IIPOTPaMMy MX BU3MUTA C YKa3aHUEM BPEMEHU

N MCCT BCTPCY, UMCH YYAaCTHHKOB BCTPCY C pOCCHﬁCKOﬁ CTOPOHEI.

12. Inst OBICTPOrO YCTAHOBJICHHUS KOHTAaKTa C KIMEHTOM CTOUT 3aMETHTh,
HACKOJIBKO JIPYXKEI00HO WK BpaxaeOHO BeneT cels kiueHT. [lepeuncnute, mo-
XKamyhcTra TPU3HAKU APYKEITIOOUsS, ONMUIINTE CTUIh KOMMYHHMKAIMA B cllydae
Bpak1€OHOTO MOBEACHUS KIIUEHTA.

4.4 Tloka3are/iM 1 KPUTEPUHU OLICHUBAHMS TEKYLEero KOHTPOJIsSl ycneBa-
€MOCTH M IIPOMEKYTOYHOM ATTEeCTAIUM M0 UTOraM OCBOCHHS M CHHUILIHHBI

Texyiuit KOHTPOJIb MO AUCHUIUIMHE O0ECIIeUnBaeT OIICHUBAHUE X0/1a OCBO-
€HUS AUCIUIUIMHBL. JTa OLIEHKA JOJDKHA YUYUTHIBATh PE3YJIbTAThI OMpoca.

Kpumepuu oyenusanus pe3ynbTaToB OCBOCHUS AUCUUILIMHBI B XOAE TEKY-
IIEr0 KOHTPOJISA U MTPOMEXKYTOUYHON aTTECTALINH.

Cucrema kputepueB oueHuBaHus, npuHsaTas B YUDP, onupaercs Ha Tpu
YPOBHSI OCBOEHUS KOMIIOHECHTOB KOMIIETEHIMI: ITOPOTOBBIM, MOBBIIIEHHBIN, IIPO-

JIBUHYTBI.

KommonenTs! | [Ipu3Haku ypoBHSI OCBOEHUSI KOMIIOHEHTOB KOMIIETEHIIUI

KOMIIETEHIIUHN | TOPOTOBBIN ITOBBILLIEHHBIN MIPOJABUHYTHIN

3HaHuA Crynent nemoHctpupy- | CTyneHT neMoHCTpHu- | CTyIEeHT MOXKET
€T 3HAHWE-3HAKOMCTBO, | pyeT AHAJIMTUYECKUE | CAMOCTOSATEIb-
3HAHUE-KOIMIO: Y3HAET | 3HAHMS: YBEPEHHO | HO  H3BJIEKaTh
OOBEKTBI, SBJIIEHUS U | BOCHPOU3BOJIUT Y | HOBBIE  3HAHHWS
MOHATHS, HAXOAWT B | IOHUMAET IIOJYYEH- | U3 OKPYKaroLIe-
HUX pasJInuvs, NpOsAB- | HBIE 3HAHUSA, OTHO- | TO MHpA, TBOP-
JA€T 3HAHUE HCTOYHU- | CUT MX K TOW WIH | YeCKM HX HC-
KOB MoOJy4deHus WHGOp- | UHOM  Kiaccuduka- | moap30BaTh s
MalM¥, MOXET OCYy- | [UOHHON IpylIe, | IpUHATUA  pe-
LIECTBIIATh  CAMOCTOSI- | CAMOCTOSITENIBHO CH- | IIEHUM B HOBBIX
TEJIBHO  PENPONYKTUB- | CTEMATU3UPYET  MX, | M HECTaHAApT-
HbIE JIEVICTBUS HAJ 3HA- | YCTAHABIMBAECT B3aW- | HBIX CUTYAIUsAX.
HUSMHU IIyTEM CaMOCTO- | MOCBSI3U MEXAY HH-

ATEJIBHOTO BOCIIPOM3BE- | MU, MIPOLYKTUBHO
JEHWsT W TPUMEHEHMS | IPUMEHSET B 3HAKO-
uHhopManuu. MBIX CUTYaIUsIX.

Ymenus Crynenr ymeer kop- | CryaeHT ymeer ca- | CTyoeHT yMeeT
PEKTHO BBIIIOJIHATD | MOCTOSAATENIBHO ~ BBI- | CAMOCTOSITENb-
IIPEANIMCaHHbIC NEU- | IOJIHATh  JIEUCTBUSA | HO  BBIIOJIHATH
CTBUS II0 WHCTPYKLMH, | (IPUEMBI, ONEpPALMH) | AEUCTBUSA, CBS-
QITOPUTMY B H3BECT- | 10  PEIICHUIO He- | 3aHHBIE C peule-
HOM CHTyallMM, CaMo- | CTAaHZApPTHBIX 3a4ad, | HUEM HCCIENO0-

CTOSITCJIBHO BBIIOJHSICT
JIEUCTBUS TI0 PEUICHUIO

TpeOyromux BBIOOpA
Ha OCHOBE KOMOWHa-

BaTEJILCKUX 3a-
nay, JIEMOH-
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TUIIOBBIX 3a/a4, Tpedy-
IOIMX BHIOOpA U3 UKcia
U3BECTHBIX METOJIOB, B
MpeaIcKa3zyeMo H3MEHs-
IOIIENCS CUTYaIluu

oOUK HM3BCCTHBIX MC-
TOAOB, B HCIIPCACKA-
3yEeMO HSMGHHIOmeﬁ-
Ci CUTyallunu

CTpUpYeT TBOp-
YECKOE HCTIOJb-
30BaHHE  yMe-
HUA  (TEXHOJIO-
Tuit)

HaBrixu

CTyeHT JIeMOHCTpHpY-
€T TOTOBHOCTh K pellie-
HUIO  OTPAHUYCHHOTO
KOJIMYECTBAa  HETUINY-
HBIX 33/1a4 MPU yCIOBUU
OKa3aHus €My METOJH-
YEeCKOU TOMOIITHA
(HampuMep, MOCTaHOBKa
YTOUHSIIOIIUX  BOMPO-
COB), a TaKk)Ke HE T'OTOB
pemarb IpakTUYECKue
3a7a4l  TOBBIIIEHHON
CJIOKHOCTU U  TPUHH-
MaTh MpoQeccHoHaIb-
HbIE U YMIpPaBICHYECKUE
pelieHusT B  YCJIOBHUAX
HEMOJIHOW  OIpEIEIICH-
HOCTH, TMpPU HEJOCTa-
TOYHOM  JIOKYMEHTaJIb-
HOM, HOPMAaTHMBHOM U
METOMYEeCKOM obecrie-
YEHUU.

CryneHT AeMOHCTpH-
pyeT TOTOBHOCTh K
CaMOCTOSITEIbHOMY

pCIICHUIO  OTpaHH-
YEHHOTO KOJMYECTBA
HETHIMYHBIX  3ajad,
HO UCTIBITHIBACT
TPYAHOCTH TIpU pe-
IICHUUd  TpaKTH4e-
CKUX 3aJay IOBBI-
IICHHOW CJIO)KHOCTH,
MO3BOJISIONIUX  TIPU-
HUMaTh Tpodeccro-
HAJIGHBIC M yIIpaB-
JICHYECKUE PEIICHUS
B YCJOBHSAX HEIOJI-

HOW  ONPEIECICHHO-
CTH, TIpU HEJOCTa-
TOYHOM JTOKYMEH-

TaJbHOM, HOPMATHB-
HOM U METOINYECKOM
00€eCIIeYeHUH.

CTyneHT TrOTOB
pemarb  Ipak-
THYCCKUE 3aJia-
Yl  TOBBIIICH-
HOM CJI0KHOCTH,
HETUIIOBBIC 3a-
a4,  IPUHH-
Math  Tpodec-
CHOHAJIBHBIC H
yIpaBJICHYC-

CKHE PCILCHUS B
YCIOBHSIX  He-
MOJIHOM  OIIpe-
JICIICHHOCTH,

IpH  HEJoCTa-
TOYHOM  JIOKY-
MEHTAaJbHOM,

HOPMAaTUBHOM H
METOIMYECKOM
obecTieueHUN.

IIpu npoBeneHN TEKYILIEN U TPOMEKYTOYHOM aTTECTAlMU MO JTUCUUTUIMHE
B paMKax TPAJUIIMOHHOW IIKAJIbI OLIEHUBAHUS MPUMEHSIOTCS CIEAYIOIIME KpUTE-

puH:
n(pposoe | CroBecHoe
BHBI[()baIzKeHI/Ie BBIPXKCHHE Onncarue
5 OtnuryHo BCECTOPOHHEE, CUCTEMAaTUYECKOE U IITyOOKOe 3HaHUE
(3auTeHo) y4eOHOTO MaTepuaia, yMEHUE CBOOOTHO BBIMOJIHSTH
OpPaKTUYECKUE 3aJaHusl, MPEAYCMOTPEHHBIE MPO-
IrpaMMOM, YCBOMBIIMN OCHOBHYIO JIUTEpaTypy W 3Ha-
KOMBIM C JIOTOJHUTEIBHOU JINTEPATYPOU, PEKOMEH-
JIOBAHHOM MPOrpaMMON
4 Xopouio MOJIHOE 3HAHME YYEOHOro maTepuasa, yCHelIHO BbI-
(3auTeHo) MOJIHAET MPEyCMOTPEHHbIE B IIPOrpaMMe MpakThye-

CKH€ 3aJlaHusl, YCBOWJ OCHOBHYIO JIUTEPATYpPYy, PEKO-
MEHJIOBaHHYIO B MpPOrpaMme, CIocoOEH K caMmOCTOs-
TEJIbHOMY TOMOJHEHUI0 W OOHOBJIICHMIO 3HAHUU U
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yMEHUM B X0Jie AaybHeHIeld yueOHON paboThl U Tpo-
(dheccnoHaNIbHON e TENHHOCTU

3 VY 0BIE€TBO- | 3HAHMSI OCHOBHOT'O Y4€OHO-TIPOrpaMMHOTO MaTepuana
PUTEIBHO B 00beMe, HeoOXOAUMOM Il JajbHEeHIe yueObl u
(3auTeHo) npeacTosieii padboThl MO CHENUaTbHOCTH, BHIOTHSIET
MpaKTUUECKHE 3aJaHus, TPEAyCMOTPEHHBIC IPO-
rpaMMOM, 3HAKOM C OCHOBHOW JIMTEPATYpPOH, PEKO-
MEHJIOBaHHOM MPOrpamMMOM, HO JOIYCKAaeT IOTpelI-
HOCTHU B OTBETE U MPH BBIMOJIHEHUHU 3a/IaHuH, 001a1as
IIPU 3TOM HEOOXOJAMMBIMH 3HAHUSMHU TSI UX yCTpa-
HEHUS M0J] PyKOBOJICTBOM MPENO/IaBaTEs
2 HeynoBne- |mpobGensl B 3HAHMSAX ~ OCHOBHOTO  y4eOHO-
TBOPUTEINIb- | IPOTPAMMHOTO Marepuaia, JOMYIICHHE CTYJIESHTOM
HO NPUHIIUIHAIBHBIX OIIMOOK B BBITIOJIHEHUM TIPEIy-

(He 3a4TeHO)

CMOTPEHHBIX TOporpamMmon 3agaHuil. Kak mpaswuiio,
OIIEHKAa '"HEYJOBJIETBOPUTEIBHO" CTABUTCA CTYICH-
TaM, KOTOpPbIE€ HE MOTYT MPOJIOJDKUTH OOY4YEHHE WITU
MPUCTYIUTh K TMPOQPECCUOHATILHON JEATEbHOCTU 10
OKOHYaHWUU By3a 0€3 JIOMOJIHUTEIBHBIX 3aHATHHI IO
COOTBETCTBYIOIIEH TUCIUILIAHE.

4.5 Ilpoueaypnl OlleHUBAHUS 3HAHUI, YMEHHH M HABBIKOB

[Ipouenypsl OnleHMBaHUS 3HAHWM, YMEHUWA U HABBIKOB, XapaKTEPHU3YIOLIUX
sTanbl POPMUPOBAHUS KOMIETEHITUN, TIPEICTABICHBI B METOIMYECKUX MaTepraiax
By3a «llomoxkenune 06 opranmuzaiuu, popMax U METOJaxX OIEHKU KadyecTBa OCBOE-
HUSI OCHOBHOM 00pa30BaTeIbHON TPOTPAMMBID».

4.6 OcobGeHHOCTH NMPOBeAeHUs TeKYIel U MPOMEeKYTOUHOH aTTecTalluu
JJIS1 JIML C OTPAHMYEHHBIMYU BO3MOKHOCTSAMM 310POBbS 1 HHBAJIU/I0B

JIns OCyIIECTBIEHNS NPOLEAYP TEKYIIErO KOHTPOJIS YCIIEBAEMOCTH U NIPO-
MEXYTOYHOM aTTeCTAIlMU YKa3aHHBIX 00Yy4aroIMXcsl co3AaroTcs (POHIBI OIIEHOY-
HBIX CPEJICTB, aJAalTUPOBAHHBIC JJIsI UHBAIUIOB U JIMI[ C OrPAaHUYCHHBIMU BO3-
MO>KHOCTSIMH 3J0POBbSI M TIO3BOJISIFOIIME OIIEHUTh JOCTHMKEHUE MMM 3arlIaHUpPO-
BaHHBIX B OCHOBHOM 00pa3oBaTeIbLHON MporpaMMe pe3ybTaToB OOyUEHHS U ypo-
BeHb C(HOPMUPOBAHHOCTH BCEX KOMIETEHIIMH, 3asBICHHBIX B 00pa30BaTEIIbHOMN
nporpamme. Takue OIEHOYHBIE CPEJCTBA CO3JAIOTCS MO MEpPe HEOOXOAMMOCTH C
YYETOM PA3JIMYHBIX HO30JI0THi. [Ipr mpoBeIeHNN TEKyIEN U ITPOMEKYTOYHOU aT-
TeCTallMu ISl YKa3aHHBIX JIMI] MPEAYCMOTPEHO BKIIIOYCHHE B YUEOHBIA TpoIiecc
Pa3IMYHBIX OCPEIHUKOB, BKJIKOUYAs] THIOTOPOB U YIIOJHOMOYEHHBIX I10 JI€JlaM HWH-
BIMAOB. PopMa MPOBEACHUS TEKYILIEW aTTECTAlWU JUJIA JIAL C OTPAHUYEHHBIMU
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BO3MOXXHOCTSIMU 3JI0POBbSI U MHBAJIUAOB YCTAHABIMBAETCS C YYETOM WHIUBUIY-
IbHBIX MCUXO(PU3NYECKUX OCOOCHHOCTEH (YCTHO, MUCbMEHHO Ha Oymare, MUCh-
MEHHO Ha KOMIIbIOTEpE, B (popMe TecTupoBaHus U T.1.). [Ipun HEoOXoquMOCTH Ta-
KUM CTyJE€HTaM O0OECIEeUMBAIOTCS COOTBETCTBYIOIIME YCIIOBUSI MPOBEJICHUS 3aHsI-
TAW U aTTeCTallid, B TOM YHUCJE MPEIOCTaBISETCS JOMOJHUTEIBHOE BpeMs IS
MOJATOTOBKHM OTBETA Ha 3a4eTe WM HK3aMEHE.

PA3JAEJI 5. METOANYECKUE PEKOMEHJAIIMUITIPEIIO/IABA-
TEJIAM 11O OPTAHU3ALIMU OBYYEHUS, A TAK)KE MATEPUAJIb-
HO-TEXHUYECKAS BA3A, HEOBXO/UMAA 1JIAA OCBOEHUSA AUC-
UIIJIMHBI

5.1 I/IHTepaKTlleHl)Ie M HHHOBAIIHOHHbBIC TCXHOJIOI'NH oﬁyqunﬂ

[Ipu npoBeneHnN yuyeOHBIX 3aHATHI MpenojaBaTean 00ecleunBalT pa3Bu-
THE y 00YyYarOIIMUXCSl HABBIKOB KOMaHHOW pa0OThl, MEXINYHOCTHOW KOMMYHHUKA-
UM, TNPUHATUS DPELIEHUM, JUACPCKUX KayecTB (BKJIKOYas MpU HEOOXOIUMOCTU
IPOBEJCHNE WUHTEPAKTUBHBIX JIEKIIUNA, TPYNIOBBIX AUCKYCCUMN, POJIEBBIX UIp, Tpe-
HUHT'OB, aHAJIN3 CUTYallui U UMUTALMOHHBIX MOJIEIIEH).

Br160p MeTo0B 00yUeHHs] HHBAIM/IOB U JIUI C OTPAHUYEHHBIMHA BO3MOYXKHO-
CTSIMU 3/I0POBbsl OMPEIENAETCS COJAEpKaHuEeM OO0Yy4YeHHs, YpOBHEM Hpodeccho-
HAJIBHON TOJTOTOBKHU TE€IaroroB, METOJAWYECKOTO M MaTEepPHAIbHO-TEXHUIECKOTO
oOecrieueHusi, 0OCOOCHHOCTSAMH BOCHPUATUSA Y4e€OHOU HH(OpMaAUU CTYJEHTOB-
WHBAJIHUJIOB M CTYJEHTOB C OTPaHUYCHHBIMH BO3MOXKHOCTSIMHU 37I0POBBS U T.I. B
00pa3oBaTEIbHOM  TPOLIECCE  PEKOMEHAYETCS  HMCIOJIb30BAaHUE  COLMAIBHO-
aKTUBHBIX M PE(ICKCUBHBIX METOAOB OOyUEHHs, TEXHOJIOTUH COLMOKYIbTYpPHOU
peadunuTauy ¢ HEeNbI0 OKa3aHUs MOMOIIN B YCTAHOBICHUH TOJTHOIEHHBIX MEX-
JUYHOCTHBIX OTHOIIEHUN C APYTMMHU CTYIAEHTAMHM, CO3/IaHUU KOM(OPTHOIO MCH-
XOJIOTHYECKOI0 KJIMMaTa B CTYICHUECKOH rpyIie.

5.2 MaTepuajibHO-TeXHUYecKasi 6a3a, HeOOX0AUMAas IJIsl OCYLeCTBJIe-
HHUS 00Pa30BaTEJILHOIO MPOLEcca MO AUCHUILIHHE

VYueOHble ayIUTOPUHU JIJIs1 IPOBEICHUSI 3aHITUI JICKIIMOHHOTO TUTIA, 3aHATHI
CEMUHAPCKOTO TUTIA, KYPCOBOTO MPOEKTUPOBAHUS (BBITIOJHEHHUS KYPCOBBIX padoT),
IPYNIOBBIX U UHAWBUIYAIbHBIX KOHCYJIbTALUM, TEKYIIETO KOHTPOJIA U MPOMEXKY-
TOYHOM aTTeCTallid, a TaK)Xe MOMEIICHUE sl CaMOCTOsTEILHON paboThI, OCHA-
IIEHHOE KOMITBIOTEPHOW TEXHUKOM C BO3MOXHOCTBHIO MOAKIIKOUECHUA K ceTu «H-
TepHeT» U obecniedeHueM noctyna B OMMOC opranuzanuu.

[ToMetenust TOKHBI OBITh YKOMILIEKTOBAHBI CIICIIUATU3UPOBAHHON MeOe-
JBI0 U TEXHUYECKUMH CPEACTBAMH OOYUYCHHMs, CIY>KAIUMU JJIs MPEICTaBICHUS
yaeOHON nH(popManuu O00IBIION ayTuTOpUU (MYIbTUMEIUNHBIN TpoekTop). KoMm-

29



MBIOTEPHBIN KJIACC C YCTAHOBJICHHBIM MPOTPAMMHBIM 00€CTICUCHUEM;, IICKTPOHHAS
ouobimoTexa.

Oco0CHHOCTH MaTepHAIbHO-TEXHHUECKOW 0a3bl, HEOOXOAUMOM ISl OCYy-
IICCTBJIICHUS 00pa30BaTEILHOIO IpoIecca C ydacTHEM JIMI[ C OrPaHHMYCHHBIMHU
BO3MOYKHOCTSIMHU 3JI0POBbSI H MHBAJIUIOB Pa3JIMYHON HO30JIOTHH, IIPEIyCMaTpUBa-
I0TCS ¥ PeaM3yIOTCs 0 Mepe HeoOXoauMocTH. KpuTepuu M MOpSIOK CO3TaHuUs
TaKUX YCJIIOBHH yka3aHbl B IlonoxxeHnn o0 opraHm3anuu o0pa3oBaTeIbHOTO IPO-
1ecca o 00pa3oBaTeIbHBIM MPOrpaMMaM JIJIsi MHBAJIUIOB U JIMI] C OTPAaHUYCHHBI-
MU BO3MOKHOCTSIMU 37J0POBbS B Y paTbCKOM WHCTUTYTE (POHIOBOTO PHIHKA.

JUCT PETUCTPAIIMA UBMEHEHU B PABOYEN ITPOTPAMME

Howmep npotokosia n HN3menenus

JaTa 3acelaHus Ka-

dbeapbl

Ne 3 o1 20.10.2020 N3menenue paboueil mporpaMMbl B CBSI3U C BBEJICHU-

eM ®I'OC no HampaBienuto noAroroBku 38.03.02
MenemxmeHT (ypoBeHb OakanaBpuata) (YTBEp:KIeH
npukazoM MunoOpHayku P® 12.08.2020 Ne 970, 3a-
peructpupoBad B Muntocte 25.08.2020 Ne 59449)

Ne T or 23.08.2021 N3menenue paboueil mporpamMmsel B CBSI3H C BHECEHHU-
eM n3MeHeHnit B @PI'OC no HanpaBiIeHUIO MOATOTOB-
ku 38.03.02 MeHemkMeHT (YpoBeHb OakajaBpuara)
(YTBepxaeH IIPUKA30M MunobOpHayku PO
26.11.2020 Ne 1456, 3apeructpupoBaH B MuHIocTe
27.05.2021 Ne 63650) . 152

AKTyaln3anusi METOIMYECKUX MaTEpPUaJIOB, JIMLICH3U-
OHHOT'O MPOTPaMMHOI0 OOECIe4YeHHs, cocTaBa Mpo-
dbeccnoHanbHBIX 0a3 JaHHBIX W MHGOPMAIIMOHHBIX
CIIPABOYHBIX CHUCTEM, JIUTEPATyphl W OICHOYHBIX
CPEACTB IO AUCIUTIIINHE

Ne 1 o1 22.08.2022 AKTyanu3anuusi METOJIUYECKUX MATEPUAIIOB, JTULICH3U-
OHHOTO MPOTPAMMHOTO OOECIeUeHHUsI, cocTaBa MpPo-
(eccuoHaNbHBIX 0a3 JAaHHBIX M MH(GOPMALMOHHBIX
CIIPAaBOYHBIX CHUCTEM, JIUTEPATyphl U OIICHOYHBIX
CPEACTB 0 AUCIUILIINHE

Ne 8 ot 18.04.2023 AKTyaln3aiusi METOJAMYECKUX MaTEpPUaJIOB, JIMIIEH3HU-
OHHOTO TPOTPAMMHOTO OOECIedYeHus, COocTaBa Mpo-
dbeccuoHanbHBIX 0a3 JaHHBIX W WHGOPMAIMOHHBIX
CIIPABOYHBIX CHUCTEM, JIUTEPATypbl U OLICHOYHBIX
CPEACTB IO AUCIUTIIINHE

Ne 8 o1 16.04. 2024 AKTyanu3anuusi METOJUYECKUX MATEPUAJIOB, JTULCH3U-
OHHOTO MPOTIPAMMHOTO OOECIeUeHHUsI, COCTaBa MpPO-
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dbeccuoHaNbHBIX 0a3 JaHHBIX W HMH(POPMAIMOHHBIX
CIPaBOYHBIX CHCTEM, JIUTEPATYpbl W OIEHOYHBIX
CPEJICTB O JUCIUILIINHE

Ne 8 o1 17.04.2025

AxTyanu3anus METOIUYECKUX MaTEpUajIoOB, JINLEH3H-
OHHOT'O IPOrpaMMHOr0 OOECHEeYeHHUsi, COCTaBa Ipo-
¢deccroHanbHBIX 0a3 MaHHBIX W WHGOPMALMOHHBIX
CIPAaBOYHBIX CHUCTEM, JIUTEPATYypbl W OLIEHOYHBIX
CPEJICTB M0 AUCIUILINHE
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