ABTOHOMHAasi HEKOMMEpPYECKasi OpraHu3alus
BBICILIEr0 00pa30BaHMsI

b

VYpanbckuil UHCTUTYT (POHIOBOTO PbIHKA

Kadenpa Mmarematnuecknx METOI0B B 9KOHOMHUKE
Y COLMAITBbHO-3KOHOMUYECKHUX HAYK

OOKYMEHT NOANMCAH 3NEKTPOHHOM NOAMNKUCHIO

Ceptudukat 02AA015500B9B277974BD4EBE7991CCASS
Bnapgeney AHO BO "YWUDP"
OencTeuteneH ¢ 08.04.2025 no 08.07.2026

JOKYMEHTAINMOHHOE OBECIHEYEHHUE
YIHPABJIEHUSA U AEJIOBBIE KOMMYHHUKAILIUAN

Pabouyas mporpaMma JUCHUILIAHBI
JUTs1 OOY4arOIIMXCA 110 HAIIPABJICHHUIO
43.03.02 Typusm (ypoBeHb OakanaBpuara)
Hanpasnennocts (mpoduiis) nporpammel: Typusm
o BceM ¢opmam 00yueHuUs

ExarepunOypr
2025



VJIK
BBK
7

Anapeiiko E.B., TpudgonoBa H.C. /loxkymeHTanmoHHOe o0ecmedeHue
ylpaBJieHUs H JieJIoBble KOMMYHUKanuu: Pabodast nmporpamMMa JAUCHMIUIAHEL. -
Exarepunoypr: YUDP, 2025. - 29 c.

Pabouast mporpaMma Kak 0a30BBIM AJIEMEHT y4eOHO-METOJAMYECKOro oOec-
NeYeHus 1o TucuuIuinHe coctaBieHa Ha ocHoBaHun PI'OC BO u yueOHBIX mmIia-
HOB YU ®P no yka3aHHbIM HampaBIeHUSAM U MPOQPUISAM MOATOTOBKH.

Pabouas mporpamma onobpena Ha 3aceganuu kadeapsl. [Iporokon 3acena-
Hus Ne 1 ot 25 aBrycra 2025 r.

© YpanbCKuil MHCTUTYT (DOHIOBOTO PHIHKA.
VYyeOHOEe n3nanue
®opmat 60X90/16. I'apautypa Times New Roman
Yen. . N3n. Ne Tupax  9K3.
Jakaz Ne
OtnevaTtaHo B YpanbCKOM UHCTUTYTE (DOHIOBOTO phIHKA



COJIEP)KAHUE

Paznen 1. IIporpaMMHO-METOIUUECKUAE MATEPHAIIBI ....ccuvveerurreeereeenereeeireeenereesaneessreessseesssseens 4
1.1 O6mias XapaKTEPUCTUKA JTUCIIUTITHHBI ......ceuvveeeereeeereessreeessreesseeesseessssesessseesssesenns 4

1.2 Tlnanupyemble pe3yapTaThl OOYYEeHHS TIO JAUCHUIUIMHE, OOEeCIIeYHBAIOIINE
JTOCTHKEHHE TNIAHUPYEMBIX PE3yJIbTaTOB OCBOEHUS 00Pa30BaTEIbHOM IPOTPAMMBEI................. 4
1.3 O6beM AUCIUTUIMHBI  PACTIPEICTICHUE YACOB TIO TEMAM ...cvvenvrerreenrerireneeenrenseenseenne 5

1.4 TemaTuyecKui MIAH U3YUCHUS JUCHHIUTHHBI ..cccevevveeeeeeireeeennerreeesnnnseeessnsnreesensnseeeens 7

1.5 TeMbl 3aHATUN CEMUHAPCKOTO THITA ...eeeuvvreerereeeereeaereessreessreesseessseesssseessseesssseesnns 9
Paznen 2. CaMOCTOSTEIIBHASI PAOOTA CTYICHTOB ...eeevvreeereeeereeesreessreesseeesseeesseeessessssesennnes 10
2.1 Bugpl caMOCTOATENBHOM pabOThl CTYJCHTOB U MEpPEeYeHb y4eOHO-METOAMYECKOTO
o0ecreyeHus sl CAMOCTOSATEIHHONU PAOOTHI OO YUATOIIMXCSL .....venveenreenneeenreeueeanreesseeseeesaeens 10
2.2 Meroaunueckue yka3zaHus AJis 00y4daroluXcsl 10 OCBOEHUIO JUCHUIUIUHBL........... 12
Pasznen 3. YueOHO-METOANYECKOE 00ECIIEUEHNE TUCIIATIIIHDL . ...eevvneeeeeeereeeeeeeeeeeeeeeeeennaaeenns 17
Paznen 4. OueHnounsie cpeAcTBa AJiA MPOBEACHUS TEKYIIETO0 KOHTPOJIS M IMPOMEKYTOUHOM
aTTeCTAUU OOYUAIOIIUXCS MO TUCHIUTIIIIHE ....eeuvveeneeeenreeseenneeenseesseenueeenseesseesseesseesnseesnnesnseesseeens 18
4.1 IlepedeHb KOMIIETCHIINH, OIICHUBAHUE (POPMUPOBAHUS KOTOPHIX MPETYCMOTPEHO B
MPOLIECCe TEKYIIEr0 KOHTPOIIS U MPOMEXKYTOYHOM aTTECTAUU MO JUCHUIUIAHE .......ocuveenenn. 18
4.2 OueHouHblE cpeAcTBa JJIsl IPOBEJCHUS CAMOKOHTPOJS M TEKYILEro KOHTPOJIS
OCBOCHUS JIACIIAIIIIITHDBI «....neeeeeeeee et e e e eeeeee e e et e e e e eee e ae s e e e e e e e ea e s eean e e eeanaeeerannaeeenannaeeennnaaeeennnn 19

4.3 OreHOYHBIE CpEACTBAa MPOMEXKYTOUYHOW aTTECTAlMU JUIsl OLICHWBAHUS YPOBHSA
(bopMHpOBaHUsT KOMIIECTECHIIN, COOTHECEHHOTO C TUIAHUPYEMBIMH pe3yJbTaTaMu 00yUYCHHS 110

JUACTIHITITIITHE ..ttt et et eateeeae e et e sateeabeesateeateesateeabeeehbeeaseesb bt eabeesbbeeabeesateeabeesbteenbeesneesabeenaneans 20
4.4 Tlokazareny M KPUTEPUH OLICHUBAHUSA TEKYIIETO KOHTPOIA YCIEBAEMOCTH U
IIPOMEKYTOUHOM aTTECTAI[MH 110 UTOI'aM OCBOCHUS JTUCIIUTIIIMHDI «...ovveeneeenieeiieaiieenieenieennnenns 25
4.5 [lpouenypsl OLIEHUBAHUS 3HAHUU, YMEHUN U HABBIKOB ....cccuvveeruereennieeenireeenireeenineens 28

4.6 Oco0eHHOCTH TNPOBENEHUS TEKYIIEW U MPOMEKYTOUHOM aTTECTAllUU JUISl JIUL C
OTPAaHUYEHHBIMHU BO3MOKHOCTSIMU 3JIOPOBBS K HHBATTHOB .......eveenvienuriaieesneeenieeeseesneesseeseeans 28
Paznen 5. Meroanueckue pekOMEHIALMMIIPENOAABaTeNIAM [0 OpraHu3aluu oO0ydyeHus, a
TaKXe MaTepuallbHO-TeXHUYecKas 6a3a, HeoOXoaumast Uil OCBOCHHSI TUCHUIUIUHBL .................. 28
5.1 VIHTepakTUBHbIE U MHHOBAIIMOHHBIE TEXHOIOTHH OOYUECHHUS «....vveenvrenreeniieniieenieenns 28

5.2 MarepuanbHo-TexHH4Yeckas 0a3za, HeoOXoxumass s OCYILECTBIICHUS
00pa3oBaTEILHOTO MPOIIECCA TTO TUCIIUTIITHHE ....vvvveeereeeereeeereeeereeasneeasneesssnessseesnseesnsesennnes 29
Jluct peructpaniuu U3BMEHEHHUHN B PA0OYEH MPOTPAMME .....eevuvreerereeeireeeereeaereeaereesneeesseeennnes 30



PA3AEJI 1. IPOIT'PAMMHO-METOANYECKHUE MATEPHAJIbI
1.1 O0mas xapakTepuCcTUKA JUCHUILIMHBI

HucuunnuHa «JloKyMeHTaloHHOEe 00OecreYeHue YINpaBiICHUsS U JIEJIOBbIE
KOMMYHHKAIMM» BKJIIOYEHA B 00pa30BaTENIbHYI0 MPOrpaMMy IO YKa3aHHOMY
HAIPaBJICHUIO U MPOPUITIO OATOTOBKH.

[Ipouecc n3yueHus: AMCUUILIMHBI HapaBieH Ha (OpMHUpOBaHUE y 00yUaro-
IIMXCS CIEAYIOMNX KOMIIETEHIUI *:

YK-4. CnocobGeH oOCymIeCTBIATh JEIOBYI0O KOMMYHHMKAIIMIO B YCTHOM U
NMCbMEHHOM (hopMax Ha rocy1apCcTBEHHOM si3blke Poccuiickoit denepannu U HHO-
cTpaHHOM(BIX) s3bIKE(aX).

*[Ipumeuanue: denepanbHbli TOCYIapCTBEHHBIH 0Opa30BaTENbHBINA CTaH-
JapT BBICIIEro 00pa3oBaHMs MO HarpaBieHUIo moaAroToBku 43.03.02 Typusm

L]eny M3yyeHus NUCUUIUIMHBI U €€ COOTBETCTBUE LEJSIM 00pa30BaTENIbHOM
IpOrpaMM: OBJIaJICHUE KOMIIETEHIUSIMU OpraHU3alliy U peajn3alluy JIOKyMEHTa-
IIUOHHOTO 00€cIeYeHMsl YIpaBiICHUsI U Pa3BUTUE HABBIKOB U YMEHHUH 3((eKTrB-
HOTO MOBEACHMSI B PA3JIMUHBIX CUTYalUAX MPOPECCUOHATBHOIO OOLICHHUS.

3adauu n3y4eHus JUCIUILINHBL:

— ¢dopMUpOBaHUE CIENHUATBHBIX 3HAHUW B 00JIACTH JEJIOMPOU3BOJCTBA U
BEJICHUSA CIIy>)KEOHOU JTOKyMEHTauuu; (OpMHUpPOBAHUE YMEHHS IPUMEHEHUS TPEOO-
BaHU, MPEABIBISEMBIX K COCTABICHUIO U OPOPMIICHUIO TOKYMEHTOB; (POPMHUPO-
BaHHME HABBIKOB OPraHU3aLMH JIOKYMEHTOOOOpPOTa, CUCTEMATU3ALUN TOKYMEHTOB,
HOMEHKJIATYPHbI 1J1s1 0POPMIIEHHUS, TOUCKA U XPaHEHHUS,

— HW3YyYEHHE TEOPETHUYECKUX OCHOB, CTPYKTYpPBhl M COAEpP’KaHUs Ipolecca
JIeTI0BOM KOMMYHHUKaluu, 00ydeHue 3PGeKTUBHBIM TEXHOJOTHUSAM B 00JIACTH Jie-
JIOBBIX KOMMYHUKALIUN JIJIsl pealiu3allii UX B MPOLiecce yIPaBICHUYECKON esATeNb-
HOCTHU; (HOPMHUPOBAHHME HABBIKOB J1€JI0OBO KOMMYHHKAIIIH.

1.2 Ilnannpyembie pe3yabTaThl 00y4eHHs 110 TUCHHUILINHE, 00ecneqn-
BaloLINe I0CTHKEHHE IJIAHMPYEMBbIX Pe3yJIbTATOB OCBOECHUsI 00pa3oBaTe/b-
HOM IPOrpamMMmblI

PC3y.]'II::TaTaMI/I O6y‘l€HI/I$I o AWUCHUIIIMHE, COOTHCCCHHBIMHN C YCTAHOBJICH-
HBIMH B O6pa3OBaTCJ'IBHOI71 nmporpamMme KOMIICTCHOHUAMU W MHAWKATOPaMHU AOCTHU-
KCHUA KOMHCTGHHHﬁ, SABJIAIOTCA:

Komnerenuus Nuaukarop noctu- | Ilnanumpyembie pe3yabTaTrhl 00y-
KeHHUs1 KOMIIeTeH LU YeHMs 10 AUCHHUILINHE
YK-4  Cnoco6en | UJIK-YK-4 3HaTh: OCHOBHBIE BHJIbI YIIPABJICH-

OCYILIECTBJIATh Jie- | OCYIIECTBISIET  JEJ0- | YeCKUX  JIOKYMEHTOB,  IpaBHIIA
JIOBYKO KOMMYHHU- | BYFO KOMMYHUKALIMIO B | OCYLIECTBIICHUS JEJIOBBIX KOMMY-
KalWI0 B YCTHOM W | yCTHOM W NMUCHbMEHHOW | HUKALUU

nucbMeHHOU dop- | popMe Ha rocynap- | YMETh: aHAUIM3UPOBATh IOKYMEHTHI
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Max Ha Tocyjaap-
CTBEHHOM  f3BIKE
Poccuiickont dene-
paluu U UHOCTpPaH-
HOM(BIX) sA3bIKE(aX)

CTBEHHOM s3bIKe Poc-
cuiickon Penepauuu u

UHOCTPaHHOM(BIX)
s3bIKe(ax)

U peliaTh CTaHJapTHBIC 33aa4d J0-
KyMEHTAIIMOHHOTO  00ecTeYeHUsI
po(hecCHOHATTLHOU JIEATETHHOCTH,
ycTaHaBIMBaTh 3P (EKTUBHBIC JiE-
JIOBbIE KOMMYHUKAIIMM B pa3ind-
HBIX CUTYaIUsIX

Brnagetrb: HaBBIKAMU COCTaBIICHUS
OCHOBHBIX OpPTaHU3aIMOHHBIX JIO-
KyMEHTOB; HaBBIKAMH 3(PPEKTUB-
HOTO KOMMYHHUKAaTHBHOTO TOBEJIe-
HUS

Texywuii Konmpoab 0 TUCIUIUIMHE 00eCIIeYnBaeT OLICHUBAHKUE X0/Ia OCBO-
eHUs TucHUIUIMHBL. OH OCYIIECTBIISICTCS B Mpoliecce MpoBeacHus 3aHiaTHi. Teky-
IUH KOHTPOJIh peasiu3yeTcs B (popmMe orpoca.

Ilpomedsicymounas ammecmayusi 00y4aromMXcs M0 JUCITUIINHE 00ecIeyn-
BaCT OIICHMBAHHUE MPOMEXKYTOUHBIX U OKOHYATEIbHBIX PE3yIbTAaTOB OOyUCHHS IO
nucuuruinHe. [IpoMexxyTodHas arTectarus peaansyercs B hopMe 3adera.

Peszynomamot oceoenus oucyuniunvl JOCTUTAIOTCS 3a CYST MUCTIOIL30BAHMS B
mporiiecce 0OOy4eHHsI aKTHBHBIX M MHTEPAKTUBHBIX METOJIOB U TEXHOJIOTHHA (HOPMH-
pPOBaHUS 33JaHHBIX KOMIICTCHIINH Y CTYICHTOB.

B3aumocss3b HHAUKATOPOB TOCTHUXKXCHHUA C y‘—IC6HBIM MaTCcpruajIOM U BOIIPO-
caMu HpOMC)KYTO‘-IHOﬁ arTeCTall CTYACHTOB

s e - Ne onreHouHOTO Cpen- Ne onieHouHOTO CpelcTBa JUIs
TSR TG CTBa UL TEKYILICTO MPOMEIKYTOUHOU aTTCCTALITUA
HeTeHHI/H\/’I KOHTPOJIA 10 YPOBHAM PE3YJIbTATOB OCBOCHUA JHUCHUITIINHBI:
(Ne Bompoca) 3Hath (3), ymets (Y), Bnagets HaBbikamu (H)
3 M H
Tema 1: 1-7
Tema 2: 1-6
Tema 3: 1-7
NJIK-YK-4 Tema 4: 1-5 1-31 1-36 1-12
Tema 5: 1-7
Tema 6: 1-5
1.3 O0beM QTUCHMIIMHBI U pacnpeaeeHue 4acoB M0 TeMam
OO6beM JUCHMILTUHBI U BUABI Y4eOHON paboThI
Bunel 3ansatuii Dopme1 00yuenus
OuHas 3aouHas
OO6m1ast TPYJI0EMKOCTh 144 144
KonrtakTHas pabora (BKiIO4as TEKyIui 73 8
KOHTPOJIb YCIIEBAEMOCTH):




- 3aHSTHUS JeKIMoHHOoro Tuna (Jlek) 36 4
- 3aHTUs1 ceMuHapckoro tuma (Cem) 36 3
- IPOMEKYTOYHAsI aTTECTAIUA 1 1
CamoctositenbHas padora (CP) 71 136
KypcoBas pabota - -
dopma NpOMEKYTOUHOM aTTECTALIUN 3a4eT 3a4eT
Pacnipenenenrie yacoB AUCIUIUIMHBI IO TEMAM U BUAaM paboT
Ounas dhopma 00yueHus
HanMeHoBaHME pa3enoB U TeEM Bcero |Jlek | Cem | CP
4acoB
1.JIoKyMEHT ¥ CHCTEMBbI JOKyMEHTauuu PeKBU3UTHI | 23 6 6 11
JIOKYMEHTOB
2.¥Yupasnenueckasa aokymeHtanus. CocrtaBiieHue u |23 6 6 11
0(OopMIJICHIE OCHOBHBIX IOKYMEHTOB.
3.Kanposas nokymentauus. Koppecnongenuust ne- | 24 6 6 12
PUOANMYECKUX MEPONPUSTUN
4.JlenoBast KoppecnoHieHIus. [JenoBbie U KoMMmepue- | 25 6 6 13
CKHE MUChMa
5.0pranuzanus JokymeHTtoobopota. Cucremarusa- | 24 6 6 12
uust aokymeHTtoB. HomeHknarypa st ux (opmupo-
BaHUS u XpaHEHUS. NudopmarimonHo-
KOMMYHUKAIIUOHHBIE TEXHOJOTMHU B COBPEMEHHOM
JIOKYMEHTO000pOTe
6. PeueBoii >THKeT B mMpodeccuoHaIbHBIX KOMMYHU- | 24 6 6 12
Kalmsix
NTOI'O: 143 36 |36 71
3aouHas ¢hopma oOydeHuUs
HanmenoBaHue pa3neioB U TeMm Bcero |Jlexk | Cem | CP
4acoB
1.JIokyMEHT ¥ cuctembl AOKyMeHTauuu PexkBu3uThHI | 23 1 - 22
JIOKYMEHTOB
2.YupaBnenueckas aokymeHtanus. CocraBieHue u |23 1 - 22
o(opMIICHHE OCHOBHBIX IOKYMEHTOB.
3.KagpoBass mokymentauus. Koppecnonaenuus ne- |24 1 - 23
PHUOANYECKUX MEPOTIPUSITUN
4. JlenoBas koppecnoHeHIus. JlenoBeie 1 kommepue- | 25 1 1 23
CKHE MUChMa
5.0pranmzanusi  TokyMeHTooOopoTta. Cucremarusa- | 24 - 1 23




s 1oKymeHToB. HomeHknaTypa mis ux ¢Gopmupo-

BaHUS u XpaHEeHHUS. HNudopmannonHo-

KOMMYHUKAI[IOHHBIE TEXHOJOTMH B COBPEMEHHOM

JOKYMEHTO000pOoTe

6. PedeBoii 3THKET B MpOo(ecCHOHATBHBIX KOMMYHHU- | 24 - 1 23
KalUsix

HUTOI'O: 143 4 3 136

1.4 TemaTn4ecKkuii JIaH U3YyYeHUS TUCIIUILTMHBI

Tema 1. /lokyMeHT U CHCTEMBI JIOKYMEHTAIIMU PeKBU3UTHI TOKYMEHTOB

Lens u 3a7auu EIONMPOU3BOJICTBA, CBA3b JCIONPOU3BOACTBA C IOpUIUYE-
CKUMHU U JIpyruMu Haykamu. Omnpe/ieneHusi, OCHOBHbIE TOHATHS. ['ocynapcTBeHHas
cuUcTeMa JOKyMeHTalMoHHOro odecneueHus ynpasieHus (I'CJIOVY). O6mme tpe-
OOBaHMS K CITy»)0aM TOKYMEHTAIIMOHHOTO 00eCcIeueHus yIpaBiICHUS.

JIOKyMEHT U CUCTEMBI JOKyMEHTAIIUU. Y HU(PUKalKs, CTaHAapTU3aIMs, Tpa-
dapetuzanus GopM ymnpaBiIeHYECKON NOKYMEHTanuu. [loHATHE peKBH3UTA JTOKY-
meHnTa. [Tonstue dhopmynspa-oopasna gokymenta. @opmarsl. [Ipasuna odopmiie-
HUS TEKCTOBOro marepuana. [IpaBuina odhopmiieHus: npuMedaHuii, MPUIOKEHUN U
o0ocHoBaHU# K Tekcty. [IpaBuna opopmiienusa oubauorpapuu. OCHOBHBIE TEXHU-
Ko-opdorpaduueckue npasmia. CHITHE KONUil JoKyMeHTOB. [lonsiTue myOnukara
JIOKYMEHTA.

Pacmonoxenne pekBU3UTOB Ha OJIaHKE JOKyMeHTa. PazMepsi, momis (oTcTy-
nbl). bradk juis nuchkMa v oOWIMKA OJIaHK JJIsl IPYTUX BUJOB OPTraHU3allMOHHO-
pacnopsAIuTEIbHBIX JOKyMEHTOB. OdopMIICHHE TEKCTa TOKYMEHTOB B BUC aHKET,
Ta0JINII, CBA3HOTO TEKCTA, a TAaKKe B BUJE coenuHeHus 3Tux ¢popm. TpeboBanus
aHkeTaM, TaonuiaM. TpeOGoBaHUs K TEKCTY JOKYMEHTOB.

Tema 2. Ynpasiaenueckas jokyMenrauus. CocraBienue u opopmiieHne
OCHOBHBIX JTOKYMEHTOB.

[IoHsATME OPraHM3aLMOHHO - PACHOPSAUTENBHBIX JOKYMEHTOB. OCHOBHBIE
IpaBUJia COCTaBJICHUS U OGOPMIIEHMSI YCTaBOB, IMOJIOKEHUH, MHCTpYyKIuil. Co-
CTaBJIeHUs] U O(OPMIICHUS TTOCTAHOBJICHUM U pemieHuil. [llTaTHas YUCIEHHOCTh U
LITaTHOE pacnucaHue. J[oroBopsl.

[TonsiTHE pacnopsAaUTENbHBIX JOKYMEHTOB. OCHOBHBIE MpaBWJIa COCTaBJIE-
HUS 1 opopMIIeHUs ITpUKa30B. [Iprka3bl o BompocaM 001Iel 1eITeTbHOCTH.

[TonsiTue MHGOPMALIMOHHO - CIPABOYHBIX JTOKYMEHTOB. AKThl. CIpaBKU U
JIOKYMEHTBI JINYHOTO MPOUCX0kAeHUS. OObsICHUTENbHBIC, CITYKEOHbIE U TOKIIa-
HBIE 3AIUCKH.

Tema 3. KagpoBas noxymenranusi. KoppecnonaeHuusi nepuogudeckKux
MepONpUATHI




[Tonsatue kanpoBoi qokyMeHTauu. 3asBieHue. TpyaoBoil goroop. Pesto-
Mme. ABrobuorpadus. Xapakrepuctuka. OQopmiieHrne NpUKa3oB MO JIUYHOMY CO-
craBy. TpynoBas KHMKKa. JInuabie kapTouku. JInunele aena.

Koppecnonneniysi, cBsi3aHHas ¢ MPOBEJICHUEM MEPUOTUYECKUX MEpPONpHs-
tuil. IlpoTokon. OCHOBHbIE NpaBuila COCTABICHUS U OPOPMIIEHHS INPOTOKOJIA.
Beimucka u3 npotokona. Kpatkuii mpotokos. CokpaleHHbId TPOTOKOJ.

Tema 4. /le1oBasi koppecnonaeHnus. /lejiopble © KOMMepUYeCKHe MUCh-
Ma

TunoBeie u Tpadaperneie mucbMa. Kimaccudpukamus mnucem. CTpykTypa
nucbMa. CtaHmapTtHbie Gpa3sl U BeIpaxkeHUs. OTAEIbHBIC BUILI MTUCEM: TTUChMa-
NpOChOBI,  CONMPOBOAUTEIBHBIE TMHCbMa, JOTOBOPHBIE MHUCHbMa, MHUCHbMa-
MTOATBEPKICHUS, MHChMa-HAIIOMUHAHMS, MAChMA-U3BEIICHHUS, MAChMa-
MPUTJIALICHUS, TAPAHTUNHBIC NTMChMA, MUCHhMa-3allpoOChl U NMUCbMa-OTBETHI. [lemno-
BOE MHUCHMO MEXAYHAPOIHOTO 00pasiia.

Tema 5. Opranusanus 10KyMeHT0000poTa. CHcTeMaTH3anMs TOKyMEH-
TOoB. HoMeHkiaTypa qis ux ¢popmupoBanuss u xpanenus. Ungopmannonso-
KOMMYHHMKAIIMOHHBbIC TEXHOJIOTHH B COBPEMEHHOM JI0OKYMEHTO0000poTe

[Tonsitue gokymeHtoobopora. Opranuzaius padboTel ¢ qokymeHTamu. [lo-
HATHE KJiacCU(UKAUKM U CUCTeMaTU3alMu JOKyMeHTOB. [loHsTHE Aen U HOMEH-
KJIaTyphl e, ['pynnupoBKa JOKYMEHTOB B Jiefia.

Jlena nmocTOSIHHOTO U BPEMEHHOTO CPOKOB XpaHEHHUsI, onucH Takux ned. [1o-
HSTHE apXHBa, €r0 00OpYyA0BaHKHE. APXUBHAs CIIpaBKa, apXUBHAs KOIHUS, apXUBHAs
BhINIUCKA. [lepeaya e Ha rocy1apCTBEHHOE XpaHEHHUE.

NudopmanimoHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTHU B COBPEMEHHOM JIOKY-
MeHTOoOOOpoTe. 3amuTa WHpOpMAIMU TPU CO3AAHUM CIIY>KEOHBIX JTOKYMEHTOB.
CoBpemeHHbIe CTOCOObI U TEXHUKA CO3JaHUs IOKYMEHTOB.

Tema 6. PeueBoi 3TUKET B IPO(PECCHOHATBHBIX KOMMYHUKALMAX

OtukeT. PernaMeHTUpOBaHHBIN XapaKTEP 3THUKETHBIX CPEACTB. JTHUKETHBIE
(bopMyIIbl BEKIUBOCTH. JIOKHAS BEXKITUBOCTD.

S3pikoBbIe (hopmynbl oOpamieHus. KynbTypa, TakT U OOBEKTUBHOCTH B
OLICHKE TE€X WJIM UHBIX IPOU3BOJACTBEHHBIX CUTYALIH.

WNHTOHAaLMA — CIIOXHOE SIBJICHHE, BKJIIOYaroIlee B c€0sl TOH rojioca, MHTEH-
CUBHOCTb (CHITY 3By4aHUs1), TEMIT pe4u ¥ TeMOp Trojoca. Poibs HHTOHAIIUY B pEYH.

[Tay3a, ee ponb B peun. [lay3onorus — Hayka, uzydaromas nayssl. [lycTeie u
3HauuMble may3bl. [lay3a xe3urtauuu, T.e. may3a OOJyMBIBaHMS, Pa3MbILIUICHUS.
MHTOHAMOHHO-CUHTAKCUYECKUE, HHTOHALMOHHO-JIOTHYECKHUE May3bl. OMOLMO-
HaJIbHbIE, CUTYyallUOHHBIE, (PU3HOTOTHUECKUE MaY3bl.

HeepOanbHbie cpecTBa OOLIEHUS: MUMHKA, KECTUKYJISLMA, 1M03a. YKa3a-
TeJIbHBbIE, HM300pa3UTENbHbIE, 3MOLMOHAIbHBIE, PUTMUYECKHE, MEXaHUYECKHE,
CUMBOJIMYECKHE KecThl. JKecThl 0TKa3a, OTpULIAHUS; Pa3beIUHEHUs, pacno100Jie-
HUS; 00bEIMHEHUS], CII0KEHUS], CYMMBI. POJIb KECTOB, MUMHUKH, MTO3bI B OOLIEHUU.
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Oco0eHHOCTH KOMMYHHMKAIlMUM B YCTHOW M MHUCbMEHHOW (opmMax Ha HHO-
CTPaHHOM SI3bIKE JIJISI PELICHUS 3a/1a4 MEXIMYHOCTHOTO U MEKKYJIbTYPHOTO B3au-
MOJICMCTBUSL B Pa3IMYHBIX KOMMYHHUKAIIMOHHBIX MNpOo(decCHOHANBHBIX (perimax:
COBEIIAHHUSX, MIEPENUCKE, TIEPETOBOPAX, BBICTYIUICHHSX, MIPE3EHTALUAX, JCIOBBIX
o0e/1ax, MO3TOBBIX ITYpMax, MHTEPHAIIMOHAIBHBIX KOJUTA0O0paIUsiX.

1.5 TeMbI 3aHATH CEMUHAPCKOT0 THIIA

Tema 1. /lokyMeHT U cCHCTEMBI IOKYMeHTAllUU PeKBU3UTHI JTOKYMEHTOB
OO6cyxaenue mpoOJIeMHON TeMbl: YHUDUIIMPOBAHHBIE TPEOOBAHUS K COCTaBIIe-
HUIO U 0()OPMIICHUIO IOKYMEHTOB.

Pa6ora o Temam:

I'OCT, HopMmaTHBHas U CIpPaBOYHAs JOKYMEHTALMs. DJIEKTPOHHbIE M1a0JI0-
HbI 10KyMeHTOB. CIIC "Koncynerantlntoc", "["apant".

[ITaG0HbI ¥ CTHIH TOKyMEHTOB. @opMupoBaHue 0JIaHKOB TOKYMEHTOB. Co-
3MIaHUE CTUJIEH ISl OTIENbHBIX PEKBU3UTOB JIOKYMEHTOB. BJIaHKU C YIJIOBBIM U
MPOJOJBHBIM PACIOJI0KEHUEM PEKBU3UTOB. COCTAaB M MOPSAIAOK PaCIOI0KEHUS
PEKBU3UTOB Pa3IUYHBIX BUIOB OJAHKOB.

Odopminenue obmiero 61anka fokymenTa. OdopmiieHue OaaHKa JJisl UCEM.

OdopmiieHne mpuMedaHuii, TPUIIOKEHU 1 000CHOBaHMM K TekcTy. [IpaBu-
na opopmienust oubmuorpadguu. Coznanne konuu nokymeHnrta. Co3mpanue may0Iin-
KaTa JIOKyMEHTAa.

OdopmiieHne TekcTa JOKYMEHTOB B BUJIE aHKET, Ta0JINII, CBSI3HOTO TEKCTa, a
TakKe B BUjie coequHeHus 3Tux popm. TpeboBaHUs K TEKCTY JOKYMEHTOB.

Tema 2. Ynpasienueckas fokyMenrauus. CocraBieHue u ogpopmiieHue
OCHOBHBIX JOKYMEHTOB.

OO6cyxnenue mpoOiaeMHoN TeMbl: OQopMileHHE OpPraHU3ALMOHHOM, pacropsiau-
TEJILHOW U MH(OPMAITMOHHO-CIIPABOYHON JOKYMEHTAIIIH.
PaGota mo Temam:

Ha3Hnauenue oTAenbHbIX BUAOB OPTraHU3aLMOHHBIX JOKYMEHTOB.

Odopmiienne pacniopsauTeabHO nokymeHTaruu. CocTaB pacmopsauTellb-
HBIX TOKyMeHTOB. I[IpaBuia cocraBieHus u opopMIICHHUS MPUKA30B IO OCHOBHOM
nestenbHocTH. PasHoBuaHOCTH pacnopsbkeHui. I[lopsaok opopmieHus: BbITUCKA
U3 pacnopsauTenbHoro gqokyMeHnra. IOpuaudeckas cuiia pacropsiguTENbHbIX J0-
KYMEHTOB.

Odopmnenue uHOOPMAITMOHHO-CIIPABOYHON JoKyMeHTanuu. CocTaB WH-
(bopMaIlMOHHO-CIIPABOYHBIX TOKYMEHTOB.

Tema 3. KagpoBas noxkymentanusi. KoppecnonaeHuusi nepuogudeckKux
MepPONpPUATHH
O6cyxnenue npoobiemHoit TeMbl: OdopmiieHre KaapOBhIX TOKYMEHTOB.
OO6cyxaeHue mpoOJEeMHBIX TEM:

CocraBiieHuE TPYAOBBIX JOTOBOPOB U JOKYMEHTOB I10 JUYHOMY COCTABY.
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CocraBnenue mratHoro pacnucanus. OpopmieHre 3asBlIeHUN U MPUKA30B
0 mpueme Ha padoTy, 00 YBOJbHEHHUH, O MEPEBOJIE, O MPEJOCTABICHUH OTIIYCKa, O
KoMaHupoBaHu. CoCTaBJIeHUE BBITUCKH U3 npuka3a. CocTaBieHUE pe3toMe, aB-
TOOHOrpaguu, XapakKTEPUCTUKU. 3allOJHEHUE JTUYHOU KapTouku. DopMupoBaHUe
JMYHOTO JIena.

Tema 4. /letoBasi koppecnonaeHnus. /lejiopble © KOMMepUYeCKHe MUCh-
Ma
O6cyxnenue npobrmemMubix Tem: OdopmieHue nenoBoi mepenucku. [TuceMo kak
OCHOBHOM BH/I JOKYMEHTA JIJIsl OCYIIECTBIICHHSI KOMMYHUKAITHH.

CocraBneHre OTIEIbHBIX BUIOB MUCEM: TUCHMA-TIPOCHOBI, COMTPOBOIUTEIh-
HbIC TMHCHhMA, JIOTOBOPHBIC TMCHbMA, IHUCHMA-TIOATBEPKICHUS, IHUCHMa-
HAIIOMHUHAHUS, MHMChMa-U3BEIIECHNUS, TUChMA-TIPUTIIAIICHNS, TAPAHTUHHOTO THUCH-
Ma, MIChMa-3arpoca U MIChMa-0TBETA.

Tema 5. Opranusauus 10kyMeHT0000poTa. CHcTeMaTH3ALMS JOKYMEH-
ToB. HomeHnkiiaTtypa st ux popmupoBanus u xpanenusi. Unpopmaunonno-
KOMMYHHMKALMOHHbIC TEXHOJIOTMH B COBPEMEHHOM I0KYMEHTO000poTe
Oo6cyxnenue npobdieMHoM TeMbl: OpraHu3zanus J0KyMEeHTO000pOoTa NpeANpUsATHUSI.
AHanu3 [oOKyMeHTo00opoTa opranu3anuu. OnpeaeneHue CpoKoB XpaHEHUs T0KY-
MeHTOB. CoCTaBJICHHE HOMEHKJIATyphl Jell. Jlena IMOCTOSIHHOTO M BPEMEHHOI'O
CPOKOB XpaHEeHHUsl, pOpMHpPOBaAHUE OITUCH TAKHUX JEII.

ABTOMAaTHU3UPOBAHHBIN TOKYMEHTOOOOPOT opranu3anuu. Co3naHue KOMIIb-
I0OTEPU3HPOBAHHOTO JOKYMEHTOO00POTA MPEAIPHUITHS.

Tema 6. PeueBoi 3TUKET B IPO(PECCHOHATBHBIX KOMMYHUKALMAX

VY cTaHOBIIEHUE PEUYEBOT0 KOHTAKTA C WIEHAMU SA3bIKOBOT'O KOJUIEKTHBA.

Bormpocs! m1iist 06CyKaeHust:

OTUyecKkre HOPMbI U TIpaBuia B Ae0oBOM oOmieHnu. OCcoOOEHHOCTH HEBEp-
OanbHOTO KaHana oOmieHus. BusyasibHble, aKyCTUYECKHUE, TaKTHJIbHBIC CPECTBA
obmenusi. OcobeHHOCTH pyKoroxaTus. O000Iaronue «CUrHaIbl Tea» JJIs TH-
MUYHBIX CHUTYalluid JENOBOTO OOIeHus. MeXHaIMOHAIbHBIE pa3inyus HeBep-
oanbpHOTO 001IeHUS. XKecThl B mpodeccnoHaarHoM 001IeHuU. BriOoOp AucTaHuy B
Je0BOM oOIeHn. BusyanbHblii KOHTaKT. 3HaYE€HUE KOMMYHHUKAIIMOHHOTO JTH-
KeTa B Pa3JIMYHbIX MHTEPHAIIMOHAIBHBIX Mpolieccax, MPeAnoaraoimmnx KOMMYHH-
Kal[ii Ha UHOCTPAHHOM SI3BIKE.

PA3JAEJI 2. CAMOCTOATEJBHASA PABOTA CTYAEHTOB

2.1 Buabl caMoCTOSATEILHOM pad0ThI CTYIECHTOB U Nepe4YeHb Y4eOHO-
METOAHYECKOro o0ecreyeHus JIsl CAMOCTOSATeILHO PadoThl 00y4al0IUXCH

Bunel camoctosiTennbHON pabOThl: KOHCIIEKTUPOBAHUE MEPBOMCTOYHUKOB U
Ipyroi yueOHOW M Hay4HOW JIMTEpaTyphl; mpopaboTka yueOHOro martepuaia (1o
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KOHCIIEKTaM JICKIUH, Y4eOHOW M HAy4dHOW JUTepaTrype); paboTa B AJIEKTPOHHOMN
OuOIMoTeYHOM cucTemMe; paboTa ¢ TeCTaMU M BOIIPOCAMH JIJIsi CAMOITPOBEPKH; TIOJI-

IOTOBKA K 3a4CTy HWJIN 3K3aMCHY.

nepeueHb yueOHo-Memoouuecko2o obecneuenus s CamoCmosmenbHol pa-
bomul 0Oyuawuxcs: METOANYECKUE YKa3aHHS 10 CaMOCTOSTEIIbHON paboTe CTy-
JIGHTOB 110 JaHHOW IUCHMIUIMHE (B OMOJIMOTEKe By3a); ydeOHas U METoJauuYecKas
JUTEpaTypa B OMOIMOTEKE U JICKTPOHHON OMOIMOTEKE By3a; OTBEJICHHOE IS Ca-
MOCTOSITEIIbHON pabOThI BpeMs 3aHATHN B KOMITBIOTEPHBIX KJIacCax By3a, BKIIOYAs
paboTy co crenuain3upoOBaHHBIM MPOTPAMMHBIM OOecrieueHueM, HHHOPMaIMOH-

HBIMHU CITPAaBOYHBIMU CUCTCMAaMMU.

@opMBbI CaMOCTOSTEIBLHON padOTHI CTYJIEHTOB IO TEMaM

PaSIIGJ'II)I N TCMBI
JUCIHUITINHBI

Busr camocTosiTenbHOM paboThI

1.JIOKyMEHT U CHUCTEMBI JIOKY-

npopaboTka y4eOHOTro MaTepuaia (1o KOHCIEeK-

MEHTallui PeKkBU3UTHI JOKY- | TaM JICKIIMH, Y4eOHOM W HAy4YHOM JHUTEpaType);

MEHTOB paboTa B JIEKTPOHHON OMOIMOTEUHON CUCTEME;
pabota ¢ MarepuasaMyd TEKYIIEro KOHTPOJIS,
MMOATOTOBKA K MPOMEKYTOUHON aTTECTAITUU

2.YupaBneHyeckasi JIOKYMEH- | mpopa0oTKa y4deOHOro Marepuaia (1o KOHCIEK-

tauuda. CocraBiieHue u 0hopm-
JICHHE OCHOBHBIX JOKYMEHTOB.

TaM JIEKUUH, Yy4eOHOW U HAy4YHOM JHUTEpaType);
paboTa B 3JIEKTPOHHOU OMOJMOTEUHON CHUCTEME;
paboTta ¢ MaTepuasaMy TEKYILIEro KOHTPOJIS,
HOJIrOTOBKA K MPOMEXKYTOUHOHN aTTeCTallu

3.Kanposas JIOKYMEHTAIHA.
KoppecnonaeHiuss  nepuoau-
YECKUX MEPOIPHUITUI

npopaboTka y4eOHOro MaTepuaia (1o KOHCIEeK-
TaM JIeKIuH, yueOHOW W HAay4YHOM JIUTEeparype);
paboTa B JIEKTPOHHON OMOIMOTEUHON CHUCTEME;
paboTa ¢ MaTepualiaMd TEKYIIEro KOHTPOJIS,
MIOJITOTOBKA K MMPOMEKYTOYHOHN aTTECTAINH

4.JlenoBast KOPPECTIOHIACHIIUSI.

npopaboTka ydeOHOro martepuana (1o KOHCIEK-

JlenoBele W KOMMEPYECKHE | TaM JIEKUUW, y4eOHOM M HAay4YHOU JUTEPATYpE);

MChMa paboTa B 3JIEKTPOHHOI OMOIMOTEUHON CUCTEME;
paboTa ¢ MaTepuajiaMd TEKYIIETo KOHTPOJIs,
NOJITOTOBKA K MPOMEKYTOUYHOHN aTTeCTALIH

5.0pranuzanus  JIOKyMEHTO- | MpopaboTKka ydeOHOro marepuana (1o KOHCIeK-

obopora. Cucremaruzanus 10-
kymeHTOB. HomeHkaTypa mist
ux (OpMHUpPOBaHUS U XpaHe-
HUSL. NudopmarmonHo-
KOMMYHHUKAIIMOHHBIE TEXHOJIO-
MM B COBPEMEHHOM JIOKYMCH-
TO0OOpOTE

TaM JIeKITuH, yueOHOW W HAay4YHOM JIUTeparype);
paboTa B JIEKTPOHHON OMOIMOTEUHOUN CUCTEME;
paboTta ¢ MaTepuasaMyd TEKYIIEro KOHTPOJIS,
MOATOTOBKA K MPOMEXKYTOUYHOU aTTeCTaluu

6. PeueBoil sTuker B npodec-
CHOHAJIbHBIX KOMMYHHUKAITUSIX

npopaboTka ydeOHOro martepuana (1o KOHCIEK-
TaM JIeKIMHA, y4eOHOM M HAay4yHOM JHTEpaType);
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paboTa B 3JIEKTPOHHOU OMOIMOTEYHON CHUCTEME;
pabota Cc MmarepuasiaMu TEKYIIEro KOHTPOJIS,
TIOJITOTOBKA K MTPOMEKYTOUYHOM aTTeCTaIH

2.2 MeTO)Il/I‘leCKI/Ie YKazaHnusa OJist Oﬁy‘laIOI[[I/IXCH 0 0OCBOCHHUIO JUCIIH-
IIJINHBI

CamocTosiTenbHas padoTa CTYJAECHTOB Pa3BUBAET CAMOCTOSITEIbHOCTh MBIIII-
JeHHsI, CIMOCOOCTBYeT (HOPMHUPOBAHHMIO HAYYHBIX HHTEPECOB, MPUOOPETEHUIO
HAaBBIKOB CaMOCTOSITEIPHOW padOThl C JHTEPAaTypod, MPHOOMAeT K HAyIHO-
UCCIIEIOBATENbCKON  JIESITENIbHOCTH, IOMOTaeT OCBOUThH MPAKTUKY HAMHUCAHUS
HAyYHBIX TPYAOB, TEXHUKY HAydyHOU paOOThI, pabOThI CO CIHEHUATU3UPOBAHHBIM
MPOrpaMMHBIM OOECIIEUeHUEM, PUEMbI OPOPMIICHUS TEKCTA PYKOIIMCH U T. .

3aHATHS CEMUHAPCKOrO THUIIA B 3HAYUTEIBHON CTENEHU OPUEHTUPYIOTCS Ha
MPUMEHEHUE MOJTYYEHHBIX BO BpeMsl JICKIIUU 3HAHUM, HA OTPaOOTKY U CUCTEMATH-
3alMI0 MPEAMETHBIX U OOIIEYYeOHBIX CIIOCOOOB AESITENbHOCTH (YMEHHI), CIOCO-
OOB ONTUMAJILHOTO MOWCKa U TnepepadoTku uHpopManuu. CaMOCTOSITENIbHBIE pa-
OOTBI CTYJICHTOB C HUCIOJIb30BAHUEM OMOPHBIX METOIMYECKUX MATEPUATIOB (METO-
JUYECKUE PEKOMEH 1A, METOANYECKUE YKa3aHUsl, TETPay Ha MEYaTHOU OCHOBE,
WHCTPYKIIMH, AJITOPUTMUYECKUE MPEANUCAHUS B COJEPKaHUU MHPOPMAITMOHHBIX
TEXHOJIOTUHA U Jp.) 3aJal0T OPUEHTUPOBOUYHYIO OCHOBY YYEOHOMW NESITEIHHOCTH,
MO3BOJIIOT OMEPATUBHO KOPPEKTUPOBATH MX PabOTy, OKa3bIBaTh WHIWBUYaJIhb-
HYIO MOMOIIb U MOJIEPKKY, COBEPIIIEHCTBOBATh €€ KauecTBO. Bce 3TO B KOHEUHOM
UTOT€ TMO3BOJISIET HA OCHOBE ONEPATUBHONW OOpPAaTHOM CBSI3M MOBBICUTH yIpaBJsie-
MOCTh Y4€OHBIM MPOIIECCOM.

[ToaroToBKy K KaXJIOMY 3aHSITUI0 CEMHHAPCKOTO THUIMA KaXKIbI CTYIEHT
JIOJKEH HAa4aTh C O3HAKOMIICHUS C IJIAHOM 3aHSITHUs, KOTOPBIN OTpaXkaeT coAepika-
HUE€ TPEIOKEHHOW TeMbl. THiaTenbHOE MPOAYMBIBAHHE U W3YUYEHHE BOMPOCOB
TJlaHa OCHOBBIBAETCS Ha MPOPA0OTKE TEKYIIET0 MaTepuala JICKIUU, a 3aTeM U3Y-
YeHHsI 00s3aTEIbHON U JIOTIOJIHUTEIILHOMN JINTepaTyphbl, PEKOMEHIOBAaHHYIO K JaH-
HOUM TeMe. Ha oCHOBE WHIWBUIYabHBIX MPEANOYTECHUN CTYACHTY HEOOXOIUMO
CaMOCTOSITEJILHO BBIOpaTh TeMy JOKJIajaa Mo MpobJieMe 3aHSATHS U 10 BO3MOYKHO-
CTH MOJITOTOBUTH 10 HEMY Tpe3eHTaIMI0. Eciu nmporpaMmoil TuCHUILUIUHBL TPETy-
CMOTPEHO BBITIOJHEHHE MPAKTUUYECKOTO 3aJIaHusl, TO €r0 HE0OXOAMMO BBITIOJIHUTh
C YYETOM MPEJJI0KEHHON MHCTPYKIMH (YCTHO WM MUCbMEHHO). Bce HOBbIE MOHS-
TUS TI0 U3y4aeMoOW TeMe HeOOXOJIMMO BBIYYHTh HAM3YyCTh U BHECTH B IJIOCCApHA,
KOTOPBIN 11eJ1eCO00pa3HO BECTH C caMOro Hauaja u3ydeHus Kypca. PesynpTar Ta-
KOM pabOThI JOJKEH MPOSIBUTHCA B CIIOCOOHOCTH CTYACHTA CBOOOHO OTBETHTH HA
TEOPETUYECKUE BOMPOCHI 3aHATHSI, €TI0 BBHICTYIUIEHUU U YYaCTUU B KOJUIEKTUBHOM
O0OCY)XJICHUH BOTIPOCOB M3y4aeMOU TEMbI, MPABWJIHBHOM BBIMIOJHEHUU MPAKTHYC-
CKUX 3aJJaHU{ U KOHTPOJLHBIX PaboT.

CrpykTypa 3aHsTHS CEMUHAPCKOTO TUNA
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B 3aBucumocTH OT coiep:KaHUsi U KOJUYECTBA OTBEJECHHOIO BPEMEHHM Ha
M3YUYEHHE KaXJI0M TEMBbI 3aHIATHE MOXKET COCTOSATh U3 YEThIPEX-TISITH YaCTEM:

1. OOcyxneHre TEOPETUYECKUX BOMPOCOB, OMPEIEICHHBIX MPOrpamMMoit
JVCHUTIAHBIL.

2. loxnaa v/ Uiy BBICTYIUICHUE C TIPE3EHTALUSAMH I10 TIPOOJIeMe 3aHATHS.

3. OOcykIeHHE BBICTYIUICHUI 110 TEME — TUCKYCCHUS.

4. BpinoiaHeHUE MPAaKTHUECKOTO 3aJaHus C MOCIEAYIOUUM pa30opoM MOy-
YEHHBIX PE3yJIbTaTOB WJIM OOCYXXJEHHWE MPAKTUYECKOTO 3a/IaHUsI, BBHIITOJTHECHHOTO
JIOMa, €CJIU 3TO MPETyCMOTPEHO MPOrPaAMMOIA.

5. IlonBeneHnE UTOrOB 3aHATHS.

[TepBas gacTh — 0OCYXKIEHNE TEOPETUUECKUX BOIPOCOB - MTPOBOJIUTCS B BH-
ne (poHTambHOU Oecedbl CO BCEH TPYIION M BKIIOYAET BHIOOPOUHYIO MPOBEPKY
npenojaBaTesieM TEOPETUYECKUX 3HAHUM CTYJeHTOB. [IpuMepHas mpooKUTeNb-
HOCTb — JI0 15 MUHYT.

Btopast yacTb — BBICTYIUIEHHE CTYJIEHTOB C JOKJIAAaMU, KOTOPBIE TOJKHBI
CONPOBOKJIATHCSI MPE3CHTALUSMH C LIEJIbI0 YCUJIEHUS HATJSIHOCTU BOCIIPUSTHS,
10 OJTHOMY M3 BOINpPOCOB 3aHATHUsI. OOs13aTeIbHBIN 2JIEMEHT JIOKJaJa — MpeICTaB-
JICHUE W aHaJIM3 CTATUCTUYECKUX JaHHBIX, OOOCHOBAHHME COLMAIBHBIX IMOCIE]-
CTBUH JTHOOOT0 SKOHOMUYECKOTO (PaKTa, IBJICHUS WM MpoIlecca.

[TpumepHast npoIOKUTENBHOCT — 20-25 MUHYT.

[Tocne noknanoB ciaeayeT ux o0cyxaeHue — quckyccusi. B xone storo srama
3aHSTUS MOTYT OBITh 3aJaHbl YTOUHSIOIINE BOMIPOCHI K TOKJIATUHUKaAM.

[IprmepHas npOIOIKUTENBHOCTD — 10 15-20 MUHYT.

Ecnu mporpaMmmMoii peyCMOTPEHO BBITIOHEHUE MTPAKTUYECKOIO 3aaHusl B
paMKax KOHKPETHOUM T€MbI, TO MPENogaBaTe/IIMU ONPEIEIIeTCs €ro coJepKaHue u
JIae€TCsl BpeMsl Ha €T0 BBIMIOJIHEHHE, a 3aMeT UACT 00CyXJaeHue pe3ysbratoB. Ecnu
MPAKTUYECKOE 3aJ]aHue JOHKHO OBbLIO OBITH BBIMOJHEHO JIOMa, TO Ha 3aHSATUU Ce-
MUHApPCKOTO THIA MPENO0JAaBaTeIb MPOBEPSET €ro BHIMNOIHEHUE (YCTHO WM MHUCH-
MEHHO).

[TpumepHast NpOIOTKUTENBHOCTD — 15-20 MUHYT.

3aHsATHE CEMUHAPCKOr0 THUIMA 3aKAHYMBAETCS MOABEICHHEM HUTOroB. CTy-
JIGHTaM JIOJDKHBI ObITh OOBSIBJICHBI OLICHKH 3a pabOTy M JTaHBI UX YETKHE 0OOCHO-
BaHMUS.

[IpumepHast IpOIOIKUTENBHOCT — 5 MUHYT.

[TpakTHyeckue COBETHI MO MOJATOTOBKE MPE3eHTAIMU, JOKIIaaa

— TOTOBBTE OTJIECJILHO: MTEYATHBIN TEKCT + CIIAAbI + pa3aaTOYHbIN MaTepua

— CIIaliJibl — BU3yalibHas Mmojjada nHpopMaIui, KOTopas J0DKHA COIepkKaTh
MUHUMYM TEKCTa, MAKCUMYM H300paXeHUI, HECYIINX CMBICIOBYIO HArpy3KY, BbI-
[ISIIETh HATJISIAHO U MPOCTO;

— TEKCTOBOE COJIEpKaHUE MPE3EHTAIUU — YCTHAs peUb WA YTEHHUE, KOTopas
JIOJDKHA BKIIFOYATh apTyMEHTHI, (DaKThI, I0Ka3aTelIbCTBA U AMOIIUY;

— PEKOMEHIyeMOe YUCIOo claioB 17-22;
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— o0s3arenbHas HHGOPMALIMS JJIs Mpe3eHTau: TeMa, (GaMuiIis U UHUIKA-
Jbl BBICTYMAIOIIETO; IJIaH COOOIIEHHUS; KPaTKUE BBIBOJBI U3 BCETO CKA3aHHOTO;
CIIMCOK MCIOJIb30BaHHBIX UCTOYHUKOB;

— Ppa3’aToOYHbIA MaTepuai — JOJKEH 00ecneunBaTh Ty ke TIyOHHY U 0XBar,
YTO U KUBOE BBICTYILJICHUE: JTIOAU OOJIbIIE TOBEPSIOT TOMY, YTO OHU MOTYT YHECTH
c co0OM, ueM UCYEe3aroINM H300paKeHUsIM, CIIOBa U Caiibl 3a0bIBAIOTCS, a pa3-
JATOYHBI MaTepHall OCTAETCS MOCTOSHHBIM OCS3a€MbIM HAIIOMUHAHHUEM; pa3/ia-
TOYHBI MaTepuai Ba)XHO pa3/iaBaTh B KOHLE MPE3CHTALIMH; Pa3AaTOYHbIA MaTepH-
aJIbl IOJDKHBI OTJINYAThCS OT CIAN0B, JOKHBI ObITh 0oJiee MHPOPMATUBHBIMHU.

Jloknaz, corimacHO TOJIKOBOMY CioBapro pycckoro s3eika JI.H. Ymrakosa:
«... COOOIlIeHNE TI0 3aIaHHON TeME, C IEJIbI0 BHECTU 3HAHMS U3 JIOMOJHUTEIHLHOU
JUTEpPaTypbl, CHCTEMATU3UPOBATh MATEPWII, MPOWLIFOCTPUPOBATH MPUMEPAMH,
pa3BUBATh HABBIKM CAaMOCTOSTENIbHON paboThl C HAyYHOU JHUTEpaTypoi, Mmo3HaBa-
TEJIbHBIM HHTEPEC K HAYYHOMY IIO3HAHUIOM.

Tema noknaaa nomkHa OBITH COTJIACOBaHHA C IPENOAABATENEM U COOTBET-
CTBOBAaTh TEME Y4eOHOro 3aHsATHs. Marepuansl IpHU €ro NOAr0TOBKE, JTOJKHBI CO-
OTBETCTBOBATh HAYYHO-METOJUYECKUM TPEOOBaHUSM By3a U OBITh yKa3aHbl B JI0-
kiane. HeoOxonuMo coOmoaTh peraaMeHT, OTOBOPEHHbBIN NIPH MOJTYUYEHUHU 3a]1a-
Hus. UmrocTpaiuu AOKHBI ObITh JOCTAaTOYHBIMU, HO HE upe3MepHbIMH. Pabora
CTYJEHTa HaJl JOKJIaJOM-NpPE3eHTAIMEel BKIIOYAeT OTPaOOTKY YMEHHUSI CaMOCTOsI-
TEIbHO 0000IaTh MaTepual U JIeJaTh BBIBOABI B 3aKJIIOUEHHUE, YMEHUS OPUEHTH-
poBaTbCi B MaTepualle M OTBEYATh HA JIOINOJHHUTEJBHBIE BOIIPOCH! CIyIIATENEH,
0TpabOTKy HaBBIKOB OpPATOPCTBA, YMEHUS POBOIUTH AUCIIYT.

JIOKJIaTYMKH JTOJKHBI 3HAaTh U YMETh:

— €000IIaTh HOBYIO MH(OPMAIMIO; HCIIOIB30BATh TEXHUYECKUE CPE/ICTBA;

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

— YETKO BBITIOJIHITH YCTAHOBJICHHBIN periiaMenT (He 6omee 10 MunyT);

— HMMETh NPEJCTABICHNE O KOMIIO3ULIMOHHON CTPYKTYpE AOKIJIAAA U Ap.

CrpyKTypa BBICTYIUICHHS

Beryniienne nomoraet o0ecneunTh ycnex BbICTYIUICHUS 1O JII00ON TeMaTu-
Ke. BeTymiienue OMKHO copepaTh: Ha3BaHUE, COOOLIEHUE OCHOBHOM HJIEH, CO-
BPEMEHHYIO OIIEHKY MpeIMeTa U3JI0KEHUs, KpaTKOe MEePEeYUCICHUEe paccMaTpuBa-
€MBIX BOIIPOCOB, KMBYIO MHTEPECHYIO (HOPMY H3JIOKEHUS, aKIEHTUPOBAHUE BHU-
MaHHs Ha BaKHBIX MOMEHTAaX, OPUTMHAIILHOCTh MOJIX0/1a.

OcHoOBHasi 4yacTh, B KOTOPOM BBICTYMAIOIINI JOHKEH TIIyOOKO pPACKPHITH
CYTb 3aTPOHYTOM TE€MbI, OOBIYHO CTPOUTCS MO MPUHIUITY OTYETA. 3a7a4a OCHOBHOM
YacTH — NPEJICTABUTH IOCTATOYHO JAHHBIX ISl TOTO, YTOOBI CIIyIIATeNId 3auHTEpE-
COBAJIMCh TEMOM M 3aXOTEIU O3HAKOMUTBLCSA ¢ Marepuanamu. lIpu stom sorunue-
CKasi CTPYKTypa T€OPETUYECKOro OJ0Ka HE JIOJDKHBI JaBaThCsl 0€3 HarJIsIHBIX IO0-
coOuil, ayAMOBU3YyalIbHBIX U BU3yaJbHBIX MAaTEpPUAJIOB.

3akiroueHue — CHOe, YeTKoe 0000IIeHNE U KpPAaTKHE BBIBOJIBI, KOTOPBIX BCE-
I71a )KAYT CIYLIATENH.
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Bunapl camocTosiTenbHON pabOThI CTYJIEHTOB, 00ECIIEUMBAIOIINE peasii3a-
LU0 LIEJIM U pEeIICHUE 3a/1a4 JaHHON JUCUUILINHBIL:

— IOJATOTOBKA K CEMUHAPCKUM 3aHATHSIM;

— W3yYCHHE TeM B paMKaX CaMOCTOSTEIHbHOU PaboTHI;

— BBINIOJIHEHUE KOHTPOJIbHBIX U TBOPUYECKUX 3aJIaHUI;

— TOJATOTOBKA M c/aya 3adeTa (M/Wiu dK3aMeHa).

CamocTosiTenbHas paboTa CTYJEHTOB JOJDKHA CIOCOOCTBOBaTH OoJjiee TIIy-
OOKOMY YCBOCHHIO M3y4aeMOW IHCHMIUIMHBI, (POPMHUPOBATH HABBIKM HCCIIEIOBA-
TEJLCKON pabOThl M1 OPUEHTHUPOBATH CTYJICHTOB Ha NMPHOOpPETEHHE HABBIKOB IPH-
MEHEHHUS TEOPETUUECKUX 3HAHUM Ha MPAKTHUKE.

CtpyKTypa caMOCTOSITEIbHON pabOThl BKIIOUYAET TPU OCHOBHBIX 3Tama: Mmo/ji-
TOTOBUTEIBHBIA WM OPUEHTHUPOBOYHBIN, WCIOIHUTEIBHBIA M KOHTPOJIBHO-
JIMarHOCTUYECKUil. B paMKax yKa3aHHBIX HTAloOB MOCJIEI0BATEIHLHO BBIMOIHSIIOTCS
cieayronme yueOHble ASHCTBUS: aHaIU3 y4eOHOro 3aJjaHusl U CPOKOB €ro BBIMOJI-
HEHHUSI, TIOUCK CIIOCOOOB U CPEACTB €0 BBIMOJHEHUS; TUIAHUPOBAHUE X0/ BBITOJI-
HEHHUS 3aJ]aHus U MPOTHO3UPOBAHUE BO3MOKHBIX 3aTPyJIHEHUH, MPOBEPKA, OICHKA
U CaMOOIIEHKa MOJIYYEHHBIX pe3yJbTaToB. CTPYKTYpY CaMOCTOSATEIHHOU pabOThI
CTYI€HTBI HE TOJBKO JOJKHBI 3HATh, HO U MPUMEHATHh 3TU 3HAHHS B CBOEU Hesi-
TEJIbHOCTH.

[Ipotiecc u3yueHnus y4eOHOTO mpeaMeTa MOKHO paccMaTpUBaTh Kak Mmoce-
JIOBAaTEIIbHOE TMOTPYKEHHE CTYJIEHTa B COACPKAHUE M3Yy4aeMOro maTepuana Moj
"BecoM" CcOOCTBEHHBIX 3HaHHMU. OJHAKO B HEM BBIICISIOTCS TPU dTara, Kaye-
CTBEHHO Pa3JIMYHBIX 10 CBOMM 3aJladyaM M BHUJIaM BBITIOJHIEMBIX JEHCTBUM.

1-Bb1ii 3Tan PaccMoTpeHue BbIIEIEHHBIX KOMIIOHEHTOB TEKCTa YYEOHOM JIH-
TepaTypsl. 3ajaya:; MOHATH BCE, YTO OpOcaeTcs B rila3a M JIETKO 3allOMUHAETCs, U
pa3IeuTh TEKCT Ha UHTEPECHOE, TJIaBHOE U BTOPOCTEIEHHOE.

Ha stoM sTamne He TpeOyeTcs npuaaraTh yCUIHS sl 3ay4YUBaHUS YET0-T1u00.
O003peBaeTcs Becb y4€OHBIN MPEeAMET, HO MPOMYCKAIOTCS HE TOJIBKO MOJIPOOHO-
CTH, a Jlaxke OoJblias yacth TekcTa. [Iporiecc u3ydeHuss HAUMHACTCS O3HAKOMJIE-
HUEM CO CTPYKTypou yueOHoro matepuana. OHa aHaIM3UPYETCS Ha MPOTSIKEHUU
aTamna Bce MmoJipoOHee U Mo ipoOHee BIUIOTH JI0 MEPBOTO MPOTYMBIBAHUS KaTErOpH-
aJBLHOIO arrapara.

[lepenucThiBaTh MaTepHal HY>KHO BHUMATEIbHO, HE MPOMYCKas CTPAHHUIIL.
[Tone3Ho 3aaepKUBAThCS HA MHTEPECHOM, HO HE OCTAaHABJIMBATHCS HAJOJITO, HE
MpUJiaraTh OLIYTUMBIX YCHJIMM JJISI 3allOMUHAHUS YBUJCHHOTO M MPOYUTAHHOTIO,
HO TBITAThCSI CONOCTABUTh €r0 C TEM, YTO YK€ 3HAKOMO, U MOHSTH €ro cMbIci. Ec-
JIM HE MOJy4HJIOCh, TO, HE 3aJIePKUBASICh, HY>KHO UATH Aaibiie. [lociae Toro kak
BBITIUCAHbl TEPMUHBI U OMpPEACIICHUS, CIAEAyeT MPOJIUCTaTh YYEOHUK €Ile pa3 u
MPOYECTh BCIYX, YETKO MPOU3HOCS CJIOBA, BCE TEPMHUHBI M UX OMPEACIICHHUSI. DTO
MIOMOKET HAYYUThCS MTPABUIIBHO MPOU3HOCUTH HOBBIE CJIOBA.

2-#1 sramn. bernoe ureHue Bcero yueOHOro Marepuasia. 3ajada: MOHSTh BCE
YTO MOXXHO TOHSTh, HE YTIYOJISISICh B TIIATENBbHBIA pa300p, OCHOBHOE BHUMAaHUE
yAEISIsl TEOPETUYECKOM YaCTHU MaTepuala.
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Ha sTom 3Tane BeimomHseTCs, OETriIoe CKBO3HOE YTEHUE BCEH TEOPETHUECKOM
4acTH y4eOHOTO Marepuasa, YTOObl BbISIBUTh M MOHSATh OCHOBHBIE KATETOpUHU, B3a-
MMOCBSI3H MEXIy HUMH. J[JI BBIMTOJHEHUSI MOCTABIECHHOM 3aJaul CTyAEHTaM pe-
KOMEHAYETCS:

berno nBa pa3za mpouyecTb BCIO TEOPETHYECKYHO 4YacTh. [Ipu 3TOM uuTath
TOJBKO OCHOBHOW TEKCT, IPH UTCHUHU HUTJE HE 3aJ€PKUBATHCS, HEIIOHATHBIC ME-
CTa MNPOIyCKaTh, HE MPWJIAraTh yCWIMS JJISI 3alIOMUHAHUS NPOYMTAHHOTO, CTa-
paThCs CIEAMTHh TOJBKO 32 OCHOBHBIM CMBICIIOM, COJIEpKaHUEM TeKcTa. BeIcTpo
IpoYTs BCE OT Hayasia 10 KOHI[A, CTYJIEHT HE YCIeeT 3a0bITh TO, YTO OBUIO BHaua-
Jie, U IPEACTaBUT ceOe OOILYI0 KapTHHY.

[Tocne 3TOro CTyAeHT BIyMYHMBO AOJDKEH MTPOUYECTh, €IIe OAUH pa3, OTMedast
Ha NOJIIX HEMOHSTHBIE MECTa TPEX CTENEHEH CIOKHOCTH.

K nepBoil cTeneHu cioKHOCTH OTHOCST MaTepua, KOTOPhI MOKHO MOHATH
IIPU CAaMOCTOSITEILHOM pa300pe, Tak Kak UMEETCs IOCTATOYHO MH(GOpMalluu B TON
ke rnaBe. BTopyro cTeneHp Cio)XKHOCTH NMPEACTAaBIsAET MAaTepuai, KOTOPBIA TOXKE
MO’KHO IMOHSTh CaMOCTOSITENbHO, HO Ul 3TOr0 HYXXHO OOpamaThCs U K JAPYTrUM
rnaBaM ydyeOHuka. K TpeTpeil cTeneHu CloKHOCTH OTHOCHTCS MaTepHall, 3aCTaB-
JSIFOUIUM CTyJeHTa 00paTUThCs K IPYrOMYy MCTOYHUKY WM K MPENoIaBaTeto, Mo-
CKOJIbKY MH(OpMalluu, HAIEHHOW B yueOHUKE, €My 0Ka3ajioCh MaJo.

3-tuii sTan. MeljieHHOE YTEHHE M pa300p HESICHBIX BOIPOCOB. 3ajaya:
pa3zo0patbcsl B CIOKHOM, MaTepHalie, 0OpaTUTh BHUMAHUE HA B3aUMOCBS3U MEXKIY
NOHATUAMU. [Tpr 3TOM BBINOJIHAIOTCS CIEIYIOLUIUE ACHCTBUSA:

MenneHHoe 4TeHue Bcero yueOHMKa U pa300p HEMOHSTHBIX BOMPOCOB IeEp-
BOHM CTENEHM CI0XHOCTU. [Ipr HEOOXOAMMOCTH MOJIB30BATHCS KapaHJalloM U Oy-
Marou. Uurars Bce, HUYEro HE MPOIyCKasl.

MennenHoe yTeHue Bcero yueOHUKa U pa300p HEMOHSTHBIX BOMPOCOB BTO-
POM CTEINEHU CJIOKHOCTH.

JUIsT HaXOXIAEHUS OTBETOB HA HEMOHSTHBIE BOIPOCHI TPETHEH CTENEHU
CJI0)KHOCTH 0OpaTUTHCS K AOMOJHUTENBHOM JINTEPATYPE WM K NPENOJaBaTENo.

CamocTtosTenbHast paboTa Ha JEKIUU

Crnymanue 1 3anuch JICKIIUA — CJI0KHBIM BUJT By30BCKOHM ayJUTOPHOM pabo-
Tbl. BHUMaTenbHOE CilyllaHWE€ UM KOHCHEKTUPOBAHUE JIEKUUU MNPEAnojaraeT HH-
TEHCHUBHYIO YMCTBEHHYIO IEATEIBHOCTh CTyAeHTa. KpaTkue 3amucy JIEKIM, HX
KOHCIIEKTUPOBAHHUE MOMOIaeT YCBOUTh y4eOHbId Marepuain. KoHCHeKT siBisercs
MOJIE3HBIM TOT/A, KOTJIa 3alIMCaHO CaMO€ CYIIIECTBEHHOE, OCHOBHOE M CIEIAHO 3TO
CaMUM CTYJICHTOM.

He nano ctpeMuthbed 3anucarh AOCIOBHO BCIO JEKLHIO. Takoe «KOHCIIEKTH-
pOBaHUE» MPUHOCUT OOJIbIIIE BPE/la, YEM MOJIb3bl. 3aMHUCh JEKUUA PEKOMEHAYETCS
BECTU IO BO3MOXKHOCTH COOCTBEHHbIMHU (popmynmpoBkamu. XKenaTeabHO 3amuch
OCYILIECTBIISITh HAa OJIHOM CTpaHUIE, a CIEAYIOUIYI0 OCTaBIATH ISl MPOpabOTKH
yueOHOro MaTepHaa CaMOCTOSITENILHO B JOMAIITHUX YCIOBUSIX.

KoHcnekT nexuuu Jiydine moapa3aeisaTh Ha MyHKTHI, maparpadsl, coomomast
KpPacHyl0 CTPOKY. DTOMYy B OOJIbIIONW CTeNeHH OYyIyT CHOCOOCTBOBATH IYHKTHI
IJIaHa JICKIUH, TPEAJIOAKEHHbBIE penoiaBaTensaM. [[puHuunuansasie MecTa, onpe-
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neneHusi, GopMysbl U APYroe CIeAyeT COMPOBOXKAATh 3aMEUAHUSMU «BaXKHOY,
«0C000 BaXKHO», «XOPOIIIO 3alIOMHUTH» U T.IM. MOXXHO J€NaTh 3TO U C MOMOIIBIO
Pa3HOIIBETHBIX MapKepoB WM pydek. Jlydme ecnmu oHu OyayT cOOCTBEHHBIMH,
9TOOBI HE MPUXOUIOCH TIPOCUTH UX Y OJTHOKYPCHUKOB U TEM CaMBIM HE OTBJICKATh
UX BO BpeMsl JICKIIUH.

[emecoobpa3Ho pa3paboTath COOCTBEHHYIO «MapKorpaduio» (3HaYKH, CUM-
BOJIBI), COKpamieHus cioB. He numHuM OyaeT W W3yd4eHHe OCHOB CTeHOrpaduu.
PaboTas Hag KOHCIIEKTOM JICKIIUH, BCETJa HEOOXOAMMO HCIIONBh30BATh HE TOJIHKO
y4EOHUK, HO U Ty JIUTEPATYPY, KOTOPYIO TOMOIHUTEIHLHO PEKOMEHAOBAI JIEKTOP.
VIMeHHO Takasi cepbe3Hasi, KpOImoTiInuBas padoTa ¢ JCKIMOHHBIM MAaTePUAJIOM I103-
BOJIUT ITyOOKO OBJIAJICTh 3HAHHUSIMHU.

PA3JIEJI 3. YHEBHO-METOAUYECKOE OBECIIEYEHHME TUC-
IUIIJINHbI

OcHosenas ntumepamypa

Kysnenosa, 1. B. JlokymMeHTHpOBaHHE YNPABICHUYECKOW NESITEIBHOCTU :
yueOHoe nocobue ais 6akanaBpoB / W. B. Ky3nemnosa, I'. A. Xauatpsin. — 2-e uzj.
— Mocksa : lamkoB u K, At [Tu 9p Menua, 2021. — 240 c. — ISBN 978-5-394-
03274-5. — Texkct : snextponHsiii // LludpoBoit obpazoBarensHblil pecypc IPR
SMART : [caiitr]. — URL: https://www.iprbookshop.ru/99364.html (mara oOpa-
mienus: 23.01.2023). — Pexxum goctyna: ajis aBTOpU3Up. MoJib3oBaTenen

Llononnumenvhas rumepamypa

JlenoBasi KOMMYHHUKaIUsS B TpodeccuoHalnbHOU cdepe : yuebHoe mocoodue /
H. A. 3yOkosna, JI. K. Anaxsepauesa, 1. A. XKXusotkosa, C. A. Kpyrinosa. — Po-
cToB-Ha-JloHy : JIOHCKOM roCynapCTBEHHBINM TEXHUYECKUNW yHUBEpCHUTET, 2020. —
143 ¢. — ISBN 978-5-7890-1825-5. — Texcr : anextponnsiii // Lludposoit oopa-

30BaTEJIbHBIN pecypce IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/118035.html (mara o6pamenus: 23.01.2023). — Pe-
KAM JOCTYyIIa: JUISL aBTOPHU3UD. IIOJIb30BATEIIEH. - DOI:

https://doi.org/10.23682/118035

Jluyensuonnvle pecypcol UH@OpMayUOHHO-MENeKOMMYHUKAYUOHHOU Ccemu
"Unmepnem", neobxooumvle 0151 0C80eHUS OUCYUNTUHDBL
DNeKTPOHHO-0MOIMOTEYHAS cucTema: 1o NapoJIto. URL:
http://www.iprbookshop.ru/ IlpenycMoTpen pexxum it C1aboBUASIINX.
Jluyenszuonnoe u c60600HO pacnpocmpansiemMoe npocpammHoe obecneyeHue,
8 M.Y. OMe4ecm8eHHO20 NPOU3BOOCMEd, COBPEMeHHble NPoghecCUoHAIbHblE OA3bl
OaHHBIX U UHGDOPMAYUOHHBLE CNPABOUHbIE CUCHEMbl (UHGDOPMAYUOHHBLE MEXHOJIO0-
2ull), UCNOIbL3YeMoe nPU ocyuwecmeienuy 06paz08amenbHo20 npoyecca no OUCYu-
nauHe
— Microsoft Windows (TuIieH3n0OHHOE).
— Oducnbiii naker nporpamMmm MicrosoftOffice, Bkitouaromuii TEKCTOBBIN pe-
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naktop MicrosoftWord, snekrponnyto tabnuiy MicrosoftExcel, mporpammy ans
noAroToBku mnpeseHtanuii MicrosoftPowerPoint, Opaysep InternetExplorer (yiu-
IIEH3UOHHOE).

— Ilporpammusriii poaykt 1C: Ipeanpusitue (JIMIIEH3HOHHOE, OTEYECTBEHHOE
IIPOU3BOJICTBO)

— HWudopmarmonnas crpaBovHas cucteMa u 0a3a maHHBIX «KoHCymbTanT-
[Tmroc» http://www.consultant.ru/» (moctyn mo maposro) (0T€YeCTBEHHOE MPOM3-
BOJICTBO)

— Crynenyeckuit MH(POPMAITMOHHO-CTIPABOYHBIH nopTa "T"apaHT-
OO6pazoBanue" https://edu.garant.ru/ (mocTyn cBOOOIHBIN) (CBOOOIHO pacmpo-
CTpaHseMOe);

— Hayunas osnextponHass OumbOnmorexka — ©Oa3za mganHbix e¢LIBRARY.RU
https://elibrary.ru/ (gocTyn cBOOOIHBIN);

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

Ocobennocmu yuebHo-memoouuecko2o obecneyenuss 0is Uy ¢ 02PAHUYEH-
HbIMU B03MONCHOCMAMU 300P08bSL U UHBATUOOB

CTyneHTBl ¢ OrpaHWYEHHBIMH BO3MOXKHOCTSIMHU 3J0POBbsl, B OTJIHUYHE OT
OCTQJIBHBIX CTYJEHTOB, UMEIOT CBOM CHEIU(PHUIECKHE OCOOCHHOCTH BOCIPHUSTHS,
nepepaboTku Marepuaina. [logbop u pa3paboTka yudeOHBIX MATEPHAIIOB IS TaKHX
CTYJIEHTOB MPOU3BOIUTCS C YIETOM TOTO, YTOOBI IIPEIOCTABIIATH 3TOT MaTepral B
pasnTuYHBIX (OpMax TaK, YTOOBI MHBAIW/LI ¢ HAPYIMICHUSIMH CITyXa MOJyYaJId WH-
dbopManuio BU3yallbHO, C HAPYIMICHUSIMH 3peHUS - ayauanbHo. [IpeaycmorpeHo B
cilydae HEOOXOJIUMOCTH CO3/JaHHE TEKCTOBOW BEPCHUU JIFOOOTO HETEKCTOBOTO KOH-
TEHTa ISl €r0 BO3MOKHOTO NMPeoOpa3oBaHusl B allbTepHATUBHBIE (POPMBI, y10OHBIE
JUTSL  Pa3UYHBIX TIOJIb30BATENICH, ABTCPHATUBHYIO BEPCHUI0 MEIMAKOHTCHTOB,
MPEAyCMOTPEHA BO3MOXKHOCTh MacIITaOMPOBAaHUS TEKCTa U M300pakeHui 6e3 1o-
TEpU KauyecTBa, MPEIyCMOTPEHA JIOCTYIMHOCTh YIPABJICHUS KOHTEHTOM C KJaBHa-

TYpBI.

PA3JIEJI 4. OHEHOYHBIE CPEJACTBA JJIA ITPOBEAEHUS TE-
KYIIEI'O KOHTPOJISA U MIPOMEXYTOYHOM ATTECTAIIUUA OBY-
YAIOIIUXCA IO JUCHUITTIMHE

4.1 IlepeyeHb KOMIIETEHLUI, OLICHUBAHUE ()OPMHUPOBAHUS KOTOPBIX
MPeIyCMOTPEHO B Ipolecce TEKYLIero KOHTPOJIA U IPOMEKYTOYHOM aTTecTa-
MU 10 JMCHUILIMHE

VYK-4. CnocoOeH OCylEeCTBIsATh ACNIOBYI0 KOMMYHHMKAIMIO B YCTHOH H
MMCBMEHHOM (hopMax Ha roCyIapCcTBEHHOM si3bike Poccuiickoit denepanuu u WHO-
cTpaHHOM(BIX) s3bIKE(aX).
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4.2 OueHo4YHbIE CPEACTBA JJIS NPOBEACHUS CAMOKOHTPOJISI U TEKYIIEro
KOHTPOJIsl 0CBOECHUSI TUCUHUIIIHHBI

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

1. KakoBa poip Je10npon3BOACTBA B OpraHU3alluy yIPABICHUS MPEATPUs-
THEM?

2. HazoBuTe OCHOBHBIE 3a/1a4u U (DYHKIIUHU JEIONPOU3BOACTBRA.

3. Uto takoe gokymeHntupoBanue? JlokymeHT0000p0oT? JIOKYyMEHTONOTOK?

4. Yto Takoe pekBU3UTHI NOKyMeHTa? Ha30BUTE OCHOBHBIE PEKBU3UTHI JO-

KYMEHTOB.

5. YrioBoe pacnojiokeHne pPeKBU3UTOB UMEET JiBa BUA: (DJIAHTOBOE M LIEH-
TpoBaHHOE. B uem ux paznunuune?

6. Kakuie BubI OJTaHKOB 1S 1€JIOBOM MEPENUCKU Bbl 3HaeTe?

7. Kakue »neKTpOHHbIE KOMMYHHUKAIIMU HCHOJIB3YIOTCA MPU OpraHU3aluu
JIOKyMEHTO00opoTa?

Tema 2. Ynpasnenueckas nokyMeHrtauus. CoctaBieHue u opopMiIeHue oc-
HOBHBIX JJOKyMEHTOB.

1. Ha3oBuTE OCHOBHBIE OPraHU3alOHHBIE TOKYMEHTHI.

2. Kak odopmirercs yctaB npeAnpUsiTHs?

3. JlaiiTe onpenesneHnsi OCHOBHBIX pacClOPsIUTEIbHBIX JOKYMEHTOB.

4. Kak odopmiiseTcs npukas mo oo1en 1esTeIbHOCTH?

5. HazoBuTe OCHOBHBbIE HHPOPMALIMOHHO-CIPABOYHBIE IOKYMEHTHI.

6. Kakue cyiiectBytoT 0cOOEHHOCTH 0(pOPMIICHHUS aKTOB?

7. B kakux ciaydasix opOopMIISIFOTCS CITy>K€OHbIE U JINYHbIE CIIPABKU?

Tema 3. Kanposas nokymeHtanus. KoppecnonaeHuus nNepuognIecKux Me-
POIPUATHI.

1. KakoBbl ocoOeHHOCTH O(GOpMIICHHS 3asBICHUN O Mpueme Ha paboTy, O
NepeBO/I€ Ha JIPYryHO JOJKHOCTh U 00 OCBOOOXKIECHUHM OT 3aHUMAEMOU JOJIKHO-
ctu?

2. Kak odopmusiercss TpynoBast kHmkka? Kakue pasnensl UMEET TpyaoBast
kHWKKa? Ha OCHOBaHMM 4yero AenaroTcs 3aliCHu B TPYAOBYIO KHUXKKY?

3. Kakue BUIbl JOKYMEHTOB BKJIIOUAET JIUYHOE €07

4. Yto Takoe mpHKa3 Mo JUYHOMY cocTaBy? OCOOEHHOCTH COCTaBIICHUS U
o opMIICHHUSI.

5. Kak npaBuibHO cocTaBuTh pe3tome? IlepeuncinTe OCHOBHBIE Pa3ieiibl
pe3rome.

6. B xakux ciyyasx HEOOXOJMMO cocTaBjieHUEe aBToOMorpaduu? Xapakre-
puctuku? [lepeuncnure OCHOBHBIE Pa3/IEbI.

7. Kak odopmmsieTcss mpoToKo?

Tema 4. JlenoBasi KoppecnoHAEHIUS. [[eT0BbIe 1 KOMMEPYECKHUE MTUChMA.
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1. Yem xapakrepusyercs Aes0Bas KOpPECIOHIEHINA?

2. Kakue HaBbIKM HEOOXOIUMBI COCTABJICHHUS JI€TOBbIX U KOMMEPYECKHX MH-
cem?

3. KakoBa CTpyKTypa JeI0BOM KOPPECTOHACHIUN?

4. B yeM 0COOCHHOCTD SI3bIKa M CTUJISI CITY>KEOHBIX TOKYyMEHTOB?

5. B yeM 0COOEHHOCTH TOKyMEHTAJIbHOTO O(OPMIICHHUS PELICHUI B yIpaB-
JIEHUHM TPOU3BOJCTBEHHON JIEATEIbHOCTHIO OPraHU3alMi NMPU BHEAPEHUU TEXHO-
JIOTUYECKUX, MPOAYKTOBBIX HHHOBAIMI WJIH OPraHU3al[MOHHBIX U3MEHEHUI?

Tema 5. Opranmzamust fokyMeHTooO0poTta. CucreMarn3aius JOKyMEHTOB.
Homenkmatypa ans wux ¢GopmupoBanuss u XpaHeHus. MudopmarmoHHo-
KOMMYHHKAIIHOHHBIE TEXHOJIOTHH B COBPEMEHHOM JIOKYMEHTO000pOTE

1. Uto Takoe HOMEHKIIATypa Jen?

2. Kakue cymiecTBytoT TpeOoBaHUs K OPOPMIICHUIO U COCTABIICHUIO HOMEH-
KJIATyphbI J1e7?

3. Kakue cyiiecTByIOT OCHOBHbIEC TpeOOBaHUS K 0()OPMIICHUIO J1E?

4. HazoBUTE OCHOBHBIE ITPUUMHBI YBEIMUEHUSI 00BEMOB JOKYMEHTOO0OPOTA.

5. Kakue TpeOoBaHUS NPEIbBISIIOT K 00pa0OTKE BXOASIINX TOKYMEHTOB?

6. [lo xakuM mpaBuiIaM MPOBOAUTCS 00paOOTKa UCXOAIIMX M BHYTPEHHUX
JOKYMEHTOB?

7. YTo moHUMaeTcs MoJ XpaHEHUEM JOKYMEHTOB B 3JIEKTPOHHOU (hopme?

8. OcHOBBI UCITOJIb30BaHUS COBPEMEHHBIX MH(}OPMAIMOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJOTHH B JOKyMEHTOoOOOpoTe. 3amuTta nHhOpMaIuu U
NEPCOHAIBHBIX JaHHbBIX.

Tema 6. PeueBoii 3TUKET B IPOPECCUOHATBHBIX KOMMYHHKALMSX

1. Yto Takoe ATUKET U JJI1 4ero oH HeoOXxo1um?

2. Kakue s3p1K0BBIE (POPMYIIBI OOIIEHUS CYIIECTBYIOT?

3. B uemMm 3akirrouaeTcs 3HaUE€HUE HHTOHAIINN?

4. Kak MOXHO HCIIOIh30BaTh TMay3y B OOIIEHUN?

5. Packpoiite BUABI U 3HaUYCHHUE CPEACTB OOIICHHS B Pa3IMUHBIX Mpodeccu-
OHAJIbHBIX KOMMYHUKAIIMOHHBIX CUTYalUsX, B TOM YHUCJE JUIs KOMMYHHUKaIM Ha
WHOCTPAHHOM SI3BIKE.

4.3 OueHo4YHbIE CPEACTBA NPOMEKYTOYHON aTTEeCTAIUMHU JISl OLlEHUBA-
HMS YPOBHS (POPMUPOBAHUSA KOMIIETEHLMd, COOTHECEHHOT0 C MJIAHUPYEMBIMH
pe3yJbTaTaMu 00y4eHUsl M0 AMCIUIJINHE:

[To KOMIIOHEHTE KOMIETEHITNHN «3HAThHY:

1. OmpeneneHust ¥ OCHOBHBIC IMIOHATHS JICTOPON3BOICTBA.

2. TocynapctBeHHasi cuctemMa JOKYMEHTAIIMOHHOTO OOECleueHus ympaB-
aenust (CCAOY). Obmue TpeboBaHUs K CIIy)k0aM JOKYMEHTAIIHOHHOTO oOecreye-
HUS YIIPABJICHHUSI.
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3. Yuuduxanus, crangaptuzanus, tpadaperuzanus ¢GopMm yrnpaBieHUe-
CKOM JOKYMEHTAIIHUH.

4. Ilonsatue pexBuszuta nokymeHta. [lonstue dopmynspa-obpasua H0Ky-
MEHTA.

5. IlpaBuna oopmieHHUs] CTpaHUIIBI JOKYMEHTa C OMOUILI0 UHPOpMAaIIU-
OHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHI. DopMaThl.

6. IlpaBuna odopmieHHs TEKCTOBOTO Marepuaia, MpuMeyaHui, MpUioxe-
HUW 1 000CHOBaHUH K TekcTy. [IpaBmna odhopmitennst oubnauorpaduu.

7. TlonsTue opuruHaia, IyonukaTa U KOMUU TOKyMEHTA.

8. Pacnonoxenne peKBU3UTOB Ha OJaHKE JOKYMEHTA.

9. Odopmienne TekcTa JOKyMEHTOB B BHJIC aHKET, TaOJHUII, CBI3HOTO TEK-
CTa, a TAK)KE B BHUJIE COCTUHEHUS 3TUX (POPM.

10. ITonsATHE OpraHU3aMOHHBIX JTOKYMEHTOB U UX OCHOBHBIEC BU/IbI.

11. IToHsTHE pacIOPAAUTENBHBIX TOKYMEHTOB U UX OCHOBHBIE BUJIBI.

12. TloHsTne MHPOPMALMOHHO - CIIPABOYHBIX JOKYMEHTOB U UX OCHOBHBIE
BU/IBL.

13. TloHsTHE KaIpOBON JOKYMEHTALINH.

14. OcoOGEeHHOCTH JOKYMEHTAJILHOTO O(QOpMIICHUSI pPE3IOME, aBTOOHOrpa-
(bun, XapaKTEepUCTHKH.

15. OcoOGeHHOCTH AOKYMEHTAJIBHOTO O(GOPMIICHUS MPHUKA30B IO JUYHOMY
coctaBy. OdopmieHue Tpy10BOM KHHKKH, TUYHOM KapTOUKH, JIMYHOTO Jea.

16. OcobeHHOCTH JOKYMEHTAIBHOTO O(OPMIICHHS] KOPPECTOHICHIINH, CBS-
3aHHOMW C IPOBEICHUEM MEPUOINYECKUX MEPOTIPUITHIA.

17. OcHOBHBIE MpaBUia COCTABICHUS U JOKYMEHTAJIBHOTO O(QOpPMIIECHUS
POTOKOJIA.

18. Knaccuduxanus 1el10BbIX 1 KOMMEPUYECKHUX MUCEM.

19. OcoOEHHOCTH CTPYKTYPHI JCIOBBIX MU KOMMEPYECKHX IHCEM, HEO0XO-
JUMBIX JIJIS1 CO3/1aHUSI HOBBIX NMPEANPUHUMATENBCKUX CTPYKTYP.

20. CrannmaptHbie (Qpa3bl U BBIPAKEHUS, UCIOJIb3YeMbIe B TEKCTE JEIIOBBIX
Y KOMMEPYECKUX ITUCEM.

21. OcobenHoctrn 0GOpPMIICHUS OTIACIBHBIX BHJOB IIMCEM: IHChMa-
IpOChOBI, CONPOBOJUTENBHOIO MUCbMA, MUChMA-MOATBEPKICHUS, MHCbMa-
IPUTIIALLIEHUS], TAPAHTUHHOTO NMHUCHhMA.

22. OcobenHoct 0GOpMIICHUS OTIEABHBIX BHJOB IIHMCEM: MHChbMa-
HAIIOMUHAHUs, TUChMa-U3BEIICHUS, MHMChMa-3alpoca U MUCbMa-0TBETA.

23. OcobeHHocTH OPOPMIIEHHS IEIIOBOTO MUChbMa MEXTyHAPOTHOIO 00pasiia.

24. Tlonstue nokyMmeHroobopora. Opranusaius padboThl ¢ JOKyMEHTaMHU.

25. TlonsiTue knaccuuKanuu U CUCTEMATU3alUNA JOKYMEHTOB.

26. IloHsiTe A€l 1 HOMEHKIATYpPHI J1ed. ['pynnupoBKa TOKYMEHTOB B Jela.

27. Jlena MOCTOSIHHOTO M BPEMEHHOI'O CPOKOB XPAHEHUsI, OITUCH TaKUX JIE.

28. Ilonsitue apxuBa, ero oOOpymOBaHHWE. ApPXWBHAs CIpPaBKa, apXWUBHAs
KOIWsA, apXUBHas BbIMKUCKA. [lepenaya e Ha rocyJapCTBEHHOE XpAHEHHUE.

29. 3ammTa nH(GOPMALIMK IPU CO3TAHUU CIYKEOHBIX JOKYMEHTOB.

30. CoBpeMeHHBIE CIIOCOOBI U TEXHUKA CO3TaHUSI TOKYMEHTOB.
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31. PeueBoil aTHKET B AeTOBOM OOLICHUH B MPOPECCHOHATBHBIX CUTYaLUAX
IIEPEeroBOpPOB, COBEIAHUS, JOKIaaa, B TOM YHCIE A KOMMYHHUKAIMH HAa HHO-
CTPaHHOM SI3BbIKE

110 KOMIIOHEHTE KOMIIETEHIIUN «Y METhY:

1. 1. JlaTp XapakTEpHUCTUKY OPraHU3alMOHHBIM JIOKyMEHTaM, HE00Xo-
JUMBIM JUIsl ODOpMJICHUSI PELLEHUI B YINpaBICHUM ONEPALMOHHOM (TPOU3BOJ-
CTBEHHOI) J€ATEIbHOCTHIO OPraHU3aluy MIPU BHEAPEHUH TEXHOJOTUYECKHX, MPO-
JYKTOBBIX MHHOBALMI WM OPTaHU3AMOHHBIX U3MEHEHHUI.

2. Yka3aTh, Kako OJIaHK OpraHu3alvy TPUMEHSIOT sl 0(hOpMIICHUS MpH-
Ka3a 110 OCHOBHOM JI€ATE€NbHOCTH. J{aTh €ro XapakTEepUCTHKY.

3. YkazaTb, Kakoil peKBU3UT 0053aTeIbHO 0GOPMIISICTCS MPU BHEIITHEM CO-
[JIACOBAHMHM JIOKYMEHTA U J1aTh €r0 XapaKTEPUCTHUKY.

4. JlaTb XapaKTEpUCTUKY TPEX JOKYMEHTOIIOTOKOB, U3 KOTOPBIX COCTOUT J0-
KyMEHTOOOOPOT NpEeANpUsATHSI.

5. JIaTh XapaKTepUCTUKY CXEMbI TEKCTa CIYKEOHOIro muchma?

6. Ykazarh, KakOoll PEKBU3UT HYXHO OPOPMUTH, YTOOBI KOIUS JOKyMEHTa
npuodpena IpUINIEcKyto cuity. /laTh ero XapakTepucTHKY.

7. J1aTh XapaKTepUCTUKY BHJIOB COTJIACOBAHUS JOKYMEHTOB.

8. JlaTb XapakTEpPUCTHKY IPOLECCY OTHECEHUs JOKYMEHTOB K OIPEICIICH-
HOMY JIeTy U CUCTEMATU3ALMK IOKYMEHTOB BHYTPH HETO.

9. JlaTh XapaKTEpUCTUKY JOKYMEHTaM, BXOISUIMM B CHUCTEMY paCIOpSIIH-
TEJIbHOUN IOKYMEHTaLUU.

10. aTh xapakTepUCTUKY MPUKa3y O MpUEME Ha padoTy.

11. JlaTp XapaKTEpHUCTHUKY CXEMbI IOCTPOEHUS TEKCTa PACIOPSAUTEIIBHOIO
JIOKYMEHTa, HEOOXOAUMOTO I CO3AaHMsI HOBBIX TPEIITPUHUMATEIBCKUX CTPYKTYD.

12. JlaTb XapakTepuCTHKy criocobaM ohopMIIECHHS AaThl IIPU COCTABJICHUU U
oopmIIeHnH HOPMATUBHO-IIPABOBOM U OyXTalTepCKOM JOKYMEHTaIUU.

13. JaTh xapakTepUCTUKY NOJJIMHHUKY U KOIIMU JOKYMEHTA.

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

15. JlaTp XapakTepuUCTUKy JTOKYMEHTOB, BXOSIIUX B CUCTEMY MH(OpMAIIU-
OHHO-CIIPaBOYHOM JOKYMEHTALIMH.

16. JlaTb XapaKTEPUCTUKY COBOKYITHOCTH TOKYMEHTOB, OTHOCSIIUXCS K OA-
HOMY BOMPOCY WJIH YYaCTKY ACSITEIbHOCTH U IOMEILIEHHBIE B OTJIEIbHYIO OOJIOXKKY.

17. 1aTh XapakTEpUCTUKY CXEMBI IIOCTPOEHUS TEKCTA IMTPOTOKOJIA.

18. Ykazars pacnopsIuTeNbHbIE JOKYMEHTBI, JaTh UM XapaKTEPUCTHUKY.

19. Yka3aTp, Kakoil peKBU3UT 00513aT€IbHO O(POPMIISIETCS TPU BHYTPEHHEM
COTJIaCOBaHMM JIOKYMEHTA U JAaTh €r0 XapaKTepUCTHUKY.

20. aTth xapakTepUCTUKY O(ULIMATLHOMY JOKYMEHTY, B KOTOPOM yCTaHOB-
JeHbl TpeOboBaHUs K O(QOPMIICHUIO BHYTPEHHUX JOKYMEHTOB OpraHU3aluu. YKa-
3aTh, YTO 3TO 32 JOKYMEHT.

21. JlaTb XapakTepUCTUKY PEKBU3UTAM JOKYMEHTOB.
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22. YKkazarh, K KAKOMy BUJY JOKYMEHTOB OTHOCATCS NPHKAa3bl U pacrops-
KEHUS U 1aTh UM XapaKTEPUCTHUKY.

23. Yka3aTh, KakKu€ PEKBU3UTHI CUUTAOTCS CIIPABOUYHBIMH JJaHHBIMU 00 Op-
raHU3all{ U JaiTe UM XapaKTEPUCTUKY.

24. VYka3aTb, MOXHO JIM UCIOJB30BaTh Uil O(pOPMIICHUS MIPUKA30B OOLINI
OsaHK opraHu3anuu. Jlatb XapakTepUCTHKY 00ILEro OJiaHKa.

25. Yka3aTh, MOXHO JIM HCIOJIb30BaTh A1 OQOPMIIEHUS NMPUKA30B OJaHK
JUISl IUCEM OpraHu3anuu. Jlath XapakTepuCTUKY OJIaHKa JIJISl TUCEM.

26. JlaTh XapakTepuCTUKY PErMCTPALlMOHHOTO HOMEpa JOKYMEHTA. YKa3aTh,
YTO BKJIIOYAET B c€0s1 CChIJIKA HA PErHCTPAIIMOHHBIN HOMED U 1aTy TOKYMEHTA.

27. Yka3arh, CKOJIKO 3K3EMILISIPOB MPUKa3a HEOOXOJUMO 1aTh HA MOANUCH
PYKOBOJIUTEIIO OPraHU3allld, €CJIM B IPUKA3€ YKa3aHO HECKOJIbKO MCIOJHUTENEH.
JlaTh XapaKTepUCTUKY MTPUKA3Y.

28. JlaTh XapaKTEpUCTUKY PE3IOME.

29. JaTp XapaKTEPUCTUKY COBPEMEHHBIM UH(POPMALIMOHHO-
KOMMYHUKAIIUOHHBIM TEXHOJIOTHSIM.

30. Ilpoananu3upoBaTh OCOOCHHOCTH CO3/1aHUSI U XPaHEHUS JOKYMEHTOB B
AJIEKTPOHHOM BUJIE.

31. IIpoananu3upoBaTh OCOOEHHOCTH KOMMYHHKAIIMOHHOTO MMHU/DKA JIEJIO-
BOT'O YEJIOBEKA.

32. JlaTh XapaKTepUCTUKY MIpaBUJIaM JIEIOBOTO OOIICHUSI.

33. JlaTb XapaKTepUCTUKY KOH(IMKTa U KOH(MIUKTHBIX CUTYyalluil B J€J0-
BbIX OTHOIIEHUSIX. [IyT 1 criocoObl ux pazpemeHus

34. [Ipoananu3upoBaTh 0COOEHHOCTH BHJI0B KOMMYHHUKAaTUBHBIX 0aphepOB U
CHOCOOBI UX TPEOJOJIEHUS

35. Ilpoananu3upoBaTh OCOOEHHOCTH JI€JI0BOM KOMMYHUKAIIUU B MEXKYJIb-
TYPHOM U UHTEPHALIMOHAJIBHOM KOHTEKCTE

36. JlaTb XapaKTEpUCTHUKY NOHATHS «PEUYEBOM ITHUKET»: MPaBHJIa PEUYEBOIO
ITHKETa, OOILIEHUE C KOJUIEraMH, NapTHEPaMU B Pa3JIMUHbBIX JIETOBBIX CUTYalLIUsX.

ITo kOMHOHEHTE KOMIIETeHIIMN «BJlaieTh HaBbIKaMi» (TUIOBBIC 3aaHUS):

1. PaccMoTpuTe cuTyanuio, OTBEThTE HA BOIIPOCHI.

[Ipouwo 3acenanne MHBEHTAPU3ALMOHHON KOMHMCCHH 3aBOJIa Ta30BOM amma-
paTypsbl, HA KOTOPOM pacCMaTpUBAJICA BOMPOC O Pe3yJibTaTaX WHBEHTAPU3ALMU 110
ckaagy Ne 2 BcrnomoraTenbHbIX MarepuanoB. Ha 3acegaHum ObUIO MPUHATO MO-
CTAHOBJICHUE 00 YTBEPKJACHUU PE3YyIbTATOB MHBEHTAPU3AIMU U OTHECCHUS 3a CUET
3aBEIYIONIEr0 CKJIAJIOM HEAOCTAYM BCIOMOTAaTEIbHBIX MATEPUATIOB B cymMme 365
THIC. py0., a TAaK)KE 3aYUTaHbl CJIMUYUTENIbHAST BEIOMOCTh 0 ckiaay Ne 2 u oObsic-
HUTEJIbHAS 3aMMCKa 3aBEYIONIETO CKIIAI0M.

1). Kakoii TOKyMEHT COCTaBJIE€TCS IO UTOTaM 3acelIaHuil KOMHCCUW Pa3HOTO PoO-
na?

2). Kakue pekBU3UTHI JOJIKEH BKJIIOUATh IAHHBIA IOKYMEHT?

3). CKOIBKO CTPYKTYPHBIX YACTEU OH MpeAnoiaraer?

4). Kakue axtudeckue JaHHBIC JOJDKHBI ObITH BHECEHBI B 3TOT JOKYMEHT?
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2. CoctaBpTe U 0(popMHUTE JOKYMEHTHI, HEOOXOAUMBbIE B JAHHOMN yIpaBIiCH-
YECKOW CUTYaIUH.

- Hanumnte npoekT npukasa AUPEKTOpa 3aBoJia O IPEMUPOBAHUM paOOTHU-
KOB IUIAHOBO-3KOHOMHMYECKOIO OTJENa 332 JOCPOUHYIO pa3pabOTKy (MHAHCOBOIO
wiaHa npeanpustus. [lpemus Bbraaerca u3 GoHIa MAaTEPUAIBLHOTO MOOIIPEHUS B
paszmepe 60 % exxeMecIYHOro TOJKHOCTHOTO oKiana. Jlpyrue JaHHbIE U pEKBU3H-
Thl YKQXKHUTE CAMOCTOSTENBHO.

3. Bbl pyKOBOOUTE OTAEIOM W pEIIaeTe MPUIIACUTh OCTAJIbHBIE MOApPA3/ec-
JIeHUs1 KOMIIAaHUH K MPOU3BOJCTBEHHOMY cOpeBHOBaHHIO. CoCTaBbTE CBOE 00Opa-
nieHue K kojuieram. HazoBuTe cpencTBa BhIPa3UTENBHOCTH, KOTOPBIE Bbl UCIIOJb-
3yerTe.

4. 13-3a yero BO3HUKIU KOH(IUKT U IPOOIEMbI B HUXKEH3I0KEHHOM IPH-
mepe obmenus? [penmoxure 3 PexTUBHBIN CrIOCOO pemeHus MPoOIEMBbI.

OtuetHblil nepuoj. HayanbHUK OTAEna NMpUHUMAala OTYETHl COTPYIHHUKOB.
beuio ouenp MHoOro cyersl. Korga momwta ouepenbs 10 HavyanbHUKa CeBEpHOro
nojipa3zesieHusi, 00CTaHOBKa YK€ Hakaiawiack. HadalbHUK oThena oTka3ajiach
IPUHUMATH OTYET, MOTUBUPYS TEM, UTO OH COCTaBIJIEH Hepa30opunBo. HauanpHuK
e MOAPAa3AEIICHUs, KOTOPBIA JIOIT0 kKAAJI CBOEH OYepeH, MEPELIes Ha TOBBIIICH-
HBIN TOH: «/la BBI ¢ yma comuu? Y MEHs HET BpEMEHU HaBOAMUTH Kpacoty! Xorure,
IPUHUMANTE OTYET, XOTUTE, HET!». HauanbHUK OTBETHSIa COOTBETCTBYIOLIUM TO-
HoM: «He opure! IIpunecuTe HOpManpHBIN OTUET!».

5. Bl pegakTop exxeMecsiMHOro npogeCcCHOHaNbHOIO KypHasia. Bel nanu 3a-
JAaHUE KYPHAJIUCTY HAMHMCATh AHAIUTHYECKYIO CTAaThiO, MOCBSLIEHHYI0 HOBOMY
uH(ppacTpykrypHomy xaly. Chopmynupyere TpeOOBaHUS K JAHHOM CTaThe IS
BaIlIEr0 COTPYAHUKA.

6. Bl pabGotaere HavanmbHUKOM OTAeia. BaM HEOOXOIUMO COCTaBUTH U
pasociaTh 0 BHYTPEHHEH CETH cooOIIeHne o coBemannui. CocTaBbTe OCHOBHBIC
TE3UChl TAKOTO COOOIIEHUs, BKIIIOYAsl MOBECTKY JHSA, KPYT YYaCTHHKOB COBEIIA-
HUS, OpraHU3aIlMOHHbIE OCOOCHHOCTH W TPEOOBaHMUS K TOJTOTOBKE COBEIIAHUS.
OxapakTepu3yinTe MpueMbl, KOTOPHIMU BbI TTOJIH30BATKUCH MPU ITOM.

7. Bol paboTaere HayaIbHUKOM OTHENa. BaM MpeacTosT meperoBophl ¢ HO-
BBIMHU TApTHEPAMU IO OpraHU3aIy nporeccoB. OMUIIUTE MOATOTOBKY K MEpero-
BopaM. Omnpenenure, yero Bol xoTuTe 10CTUTHYTH? OnpenenuTe HauTydliue myTu
JIOCTUKEHUSI 11€JIU, CITIOCOOBI U TTPUEMBI BEJICHUSI TIEPETOBOPOB (11€J1b, APTYMEHTHI,
npuemMJieMble 00JIACTH COTJIAIIEHUS U T. 11.).

8. Ouenure nuainor no ciuyxedHomy tenedony. Kakue HapyiieHus AenoBoi
ATUKH 3/71eCh MPUCYTCTBYIOT?

-Amno!

— Jla.

— 3apaBcTByliTe!

— Hy.

— 9Oto IletpoBuu?

— A 4ro?

24



— Ot0 UBaHoB. Tak Mbl IOTOBOPUIIUCH 11O HAILIEMY JETy?

— Kakomy? C IleTpoBrueM 1 1OroBapuBamcs.

— Ho 51 e ero u cnpamusait.

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

9. Bam HeoOxoauMo moa00paTh KaHIUAATYpy HadallbHMKA oTAena ['pymma
MPETEHIEHTOB CPOPMUPOBAIACH, HO TYT OJUH U3 HUX — MEPCIECKTUBHBIA KaHAU1aT
- OTKa3bIBAa€TCA Y4YacCTBOBaTh B KOHKYpCE, Mpejsiarasi 3aMeHUTh ce0sl IpyruM ye-
noBekoM. [lpuBenure apryMeHThl yOEIMTh €ro HE OTKa3bIBATHCS OT KOHKYypCA.
[TpenBaputensuo chopmynupyiiTe 0COOCHHOCTH KOMMYHHKAaTHBHOM CHTYyallWH,
JAalTE XapaKTEepUCTUKY aJpecaTy pPeUu.

10. Bbl 3aHMMaeTECh TOCTPOCHUEM MEKKYIBTYPHOU KoMaHAbl. 1103HaKOMB-
T€ BCIO KOMaHAy C MPaBUJIaMH, B COOTBETCTBUU C KOTOPBIMH BbI OyJieTe padoTaTh.
3apaHee pacCKa)XKMTe UM O TOM, KaK OpraHM30BaHa CUCTEMa OpraHUu3aluy padoTHI.
HeoOxoaumo yOeauThesi, YTO BCE YJIEHBl KOMaHAbl OJJMHAKOBO MMOHUMAIOT Tpedo-
BaHUS K UX JEATEIbHOCTH. PackpoiiTe mpueMbl U CHOCOObl KOMMYHUKAIIMM Ha
WHOCTPAHHOM SI3bIKE, MPU MOMOIIHU KOTOPBIX Bbl YCTAHOBHUTE CBSI3b C MPEACTABHU-
TEJISIMU PA3JIUYHBIX KYJIbTYP.

11. Bbl npyHUMaeTe MHOCTPAHHBIX MMAPTHEPOB MO OPTaHU3ALMU TypUCTHYE-
ckoro xaba (mo BapuaHTam: Hanpumep, u3 Kuras, Uugun). [loarotoBsTe 1151 HUX
YETKYIO M SICHYIO MPOTpaMMy HMX BH3UTA C yKa3aHUEM BPEMEHU U MECT BCTpEY,
MMEH YYaCTHUKOB BCTPEU C POCCUNUCKON CTOPOHBI.

12. JInst OBICTPOrO yCTAaHOBJIEHUS KOHTAaKTa C KJIMEHTOM CTOUT 3aMETHUTb,
HACKOJIBKO JIPY>KEII0OHO WM BpakaeOHO BeaeT ceds kiaueHt. Ilepeuncnure, mo-
XKanylhcTra MPU3HAKH APYKEITIOOMs, ONUIIUTE CTUIb KOMMYHHMKAlMHA B cllydae
Bpax/1€OHOT0 MOBEACHUS KJIUEHTA.

4.4 Iloka3are/in M KPUTEPHH OLICHUBAHNUS TEKYIIEr0 KOHTPOJIS yCIeBa-
€MOCTH U IIPOMEKYTOYHOM ATTECTALMH M0 UTOraM OCBOCHUS M CHUIIMHbBI

Texyuii KOHTPOJIb TTO TUCHMILUIMHE 00SCIIeYnBAET OIIEHUBAHUE XO0/a OCBO-
€HUS JUCUMIUIMHBI. DTa OIIEHKa JOJDKHA YUUTHIBATh PE3yJbTaThl OIIpoca.

Kpumepuu oyenusanus pe3ysibTaTOB OCBOCHHUS JUCIMUILUIMHBI B XOAE TEKY-
1IETO KOHTPOJIA U MTPOMEKYTOUYHOU aTTECTALIUU.

Cucrema kputepueB oueHuBaHus, npuHsatas B YUDP, onupaercs Ha Tpu
YPOBHSI OCBOEHHUSI KOMIIOHEHTOB KOMIIETEHIIMI: OPOTOBbIN, MOBBIIIEHHBIN, MTPO-
JBUHYTHIN.

KommnoneHTs! HpI/IBHaKI/I YPOBH OCBOCHHNA KOMIIOHCHTOB KOMHCTGHL[I/Iﬁ

KOMIIETCHIUN | TOPOTOBBIN ITOBBIIIEHHBIN IIPOJABUHYTHIN

3HaHud Crynent nemoHctpupy- | CTyaeHT neMoHCTpu- | CTyJIEHT MOXKET
€T 3HAHUE-3HAKOMCTBO, | pyE€T aHAJIUTUYECKUE | CAMOCTOATEIb-
3HAHUE-KOIMHIO: Y3HAET | 3HAHWSI:  YBEPEHHO | HO  W3BJIEKaTh
OOBEKTHI, SBIICHUS W | BOCIIPOU3BOJIUT U | HOBBIE  3HAHUS
MOHSATUSI, HAXOJWUT B | IOHUMAET TMOJYYEH- | U3 OKpYKarolle-
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HUX Ppa3Iuyuus, TMPOsB-
JsieT 3HAHWE HWCTOYHHU-
KOB MOJy4eHUs: UHGPOpP-

Mallid, MOXET OCy-
HIECTBJISITh  CAMOCTOSI-
TEJIBHO  PENpPOTYKTUB-

HBIC JECHUCTBHUSA HaJI 3Ha-
HUSIMA ITyTEM CaMOCTO-
ATEJBHOTO BOCHPOU3BE-
JICHUST W TPUMECHEHHUS

HbIE 3HAHWS, OTHO-
CUT MX K TOU WIH
WHOM  KJaccuduka-
UOHHOU rpymrie,
CaMOCTOSITEJIBHO ~ CH-
CTEMATH3UPYET  HX,
YCTaHaBIIUBACT B3au-
MOCBSI3U MEXIY HU-
MU, MPOJTYKTUBHO
MPUMEHSAET B 3HAKO-

ro Mupa, TBOp-
YeCcKH HX HC-
MOJIB30BaTh JIJIA
NPUHATUS  pe-
IICHUH B HOBBIX
W HECTaHJapT-
HBIX CHUTYaIUsX.

nH(bOpMaIuu. MBIX CUTYyaIUsIX.

YmMenus Crynenr ymeer kop- | CryaeHT ymeer ca- | CTyoeHT yMeeT
PEKTHO BBITIOJIHATD | MOCTOSITEIBHO ~ BBI- | CAMOCTOSATENb-
MpEANMCaHHbIC Ned- | TOJNHATh  JIEWCTBUA | HO  BBINOJIHATH
CTBUS IO HWHCTPYKIIUH, | (IPUEMBI, ONEpAIMH) | ICHCTBUSA, CBS-
aIrOPpUTMY B H3BECT- | 10  PEIICHUIO HE- | 3aHHBIE C pelle-
HOM CHTyallUW, CaMoO- | CTAHIAPTHBIX 3a/Jad, | HUEM HCCIEN0-
CTOSITEJIbHO BBIMIOJIHSIET | TPEOYIOMIMX BBIOOpA | BATENLCKUX 3a-
JNEUCTBUSL 1O PEILICHUIO | HA OCHOBE KOMOWHa- | J1ad, JIEMOH-
TUTIOBBIX 3a/lay, TpeOy- | MMM HW3BECTHBIX ME- | CTPUPYET TBOP-
IOLMX BBIOOpA M3 YKCTA | TOJOB, B HENpPEJCKa- | YeCKOE HCHOJIb-
U3BECTHBIX METOJIOB, B |3y€MO H3MEHSIOIIECH- | 30BaHUE  yMe-
MpeACKa3yeMO H3MEHS- | CS1 CUTYyalluH HUU  (TEXHOJIO-
FOIIEHCS CUTYallnu THI)

HaBbiku Crynent nemoHctpupy- | CTyaeHT neMoHcTpu- | CTyoeHT TOTOB

€T TOTOBHOCTh K pellle-
HUIO  OTPAaHUYEHHOTO
KOJIMYECTBA  HETHUIIHY-
HBIX 33714 MPU YCIIOBUU
OKa3aHUs €My METOJHU-
YECKOU TIOMOIIHA
(HanpuMep, MOCTaHOBKa
YTOUHSIOIIMX  BOIPO-
COB), a TaKXe€ HE TOTOB
pemarh MNpPaKTUYECKUE
3aJ1auu MMOBBIIIIEHHON
CIIOXHOCTH U  TIPUHU-
MaTh TpodeccuoHalb-
HBbIC W YIPaBJICHYCCKUE
pEelIeHus] B  YCIIOBUSX
HEMOJIHOW  OIpEJIEIICH-
HOCTH, MpPHU HEJOCTa-
TOYHOM JOKYMCHTAJTb-
HOM, HOPMAaTUBHOM |

pyeT TOTOBHOCTb K
CaMOCTOSITEIBHOMY

pPEILICHUI0  OrpaHu-
YEHHOT0 KOJIMYeCTBa
HETHUIIMYHBIX  3aj1ad,
HO WCITBITHIBAET
TPYAHOCTH TIPU pe-
IIIEHUH MpaKkTUye-
CKMX 3aJa4 IIOBBI-
IIEHHON CJI0XKHOCTH,
MO3BOJIIONIUX — TPHU-
HUMaTh Tpodeccro-
HaJbHbIE W YIPaB-
JICHUYECKHE PpEeIICHUS
B YCIOBHSIX HEMOJ-
HOW  ONpeaesIeHHO-
CTH, TIpU HEJIOCTa-
TOYHOM JIOKYMEH-
TaJIbHOM, HOPMATHB-

pemarb  TpakK-
THYECKHE 3ajia-
YW  TIOBBIIICH-
HOH CJIOKHOCTH,
HETUIIOBEIC  3a-
na4yu,  TPUHU-
Math  npodec-
CHOHAJbHBIC U
yIpaBJieHUe-

CKHE pelIeHUs B
YCIOBUSIX  He-
MOJIHOM  OIIpe-
JeIICHHOCTH,

Nnpu  HEJIoCTa-
TOYHOM  JIOKY-
MEHTAJIbHOM,

HOPMAaTUBHOM U
METOIUYECCKOM
00eCIICUCHMN.
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YCHHHU.

METOANYCCKOM obOecme-

HOM U METOINYECKOM
00€eCIeYeHHUN.

HpI/I IMPOBCACHHUU TeKymef/i u HpOMC)KYTO‘IHOﬁ aTTeCTaiuu 110 JUCHUIIIINHC
B paMKax TpﬂI[HHHOHHOﬁ IIKaJbl OOCHUBAHUA IIPUMCHAIOTCA CICAYIOIIHUC KPUTC-

puu:
[Mudposoe | CrnoBecHoe Orcatiie
BBIPAKEHHE | BBIPAXKCHUE
5 OtnraHO BCECTOPOHHEE, CHCTEMATHYECKOE U TITyOOKOE 3HAHUE
(3a4TeHO) y4eOHOro marepuaja, yMeHHe CBOOOJHO BBITIOJIHATH
NPAaKTUYECKUE 3a/laHMsl, MPEITyCMOTPEHHBIE IPO-
rpaMMOl, YCBOMBIIMI OCHOBHYIO JIUTEpPATypy W 3Ha-
KOMBIA C JIOTIOJIHUTEJIBHOW JIUTEPATypOr, PEKOMEH-
JIOBAHHOM MPOrpaMMOM
4 Xopomo MOJIHOE 3HaHUE y4eOHOTo MaTepuaya, YCHEUIHO BbI-
(3auTeHo) MOJIHSIET MPENYCMOTPEHHbBIE B MTpOrpaMMe MpaKTH4Ye-
CKH€ 3aJlJaHusl, YCBOWJ OCHOBHYIO JIUTEPATYPY, PEKO-
MEHJIOBaHHYIO0 B IIpOrpamMme, CIOCOOEH K CamMOCTOs-
TEJIbHOMY IIONOJHEHUIO W OOHOBJIICHHIO 3HAHUU U
YMEHUH B XOJI€ ajibHENIIEeH yueOHOM paboThl U MPo-
(dhecCUOHAIBHON JIEATEIbHOCTH
3 VY 10BNETBO- | 3HaHUS OCHOBHOTO YYEOHO-IIPOrPaMMHOTO MaTepHasa
PUTEIBHO B 00beMe, HeOOXOUMOM i AajibHEHIIed yueObl U
(3auTeHo) OpeaCTOosAEH pabOThl IO CHEUAIBHOCTH, BBIIIOJIHSAET
OPAKTUYECKUE 3aJaHus, MPEAYCMOTPEHHBIE IIPO-
rpaMMOM, 3HAKOM C OCHOBHOM JIMTEPATypOU, PEKO-
MEHJIOBAHHOW MPOTPaMMOM, HO JOIYCKAaeT MOorpen-
HOCTH B OTBETE W MPHU BBINOJIHEHUH 3aJaHUM, 00Iaaast
Opy 3TOM HEOOXOJWMBIMU 3HAHUSIMU JJIA UX yCTpa-
HEHUs MOJI PYKOBOJICTBOM IPENOAaBaTENS
2 Heynosne- |mpoOensl B 3HAHMSX ~ OCHOBHOTO  Y4YEOHO-
TBOPUTENb- | IPOTPAMMHOIO MaTepuaina, JOMyUIEHUE CTYAECHTOM
HO OPUHLUIUAIBHBIX OIIMOOK B BBINOJHEHUU MpEdy-

(HE 3auTeHo)

CMOTpPEHHBIX IIporpamMMor 3ananui. Kak mnpasuio,
OIIEHKAa '"HEYJOBJIETBOPUTEIBHO" CTABUTCA CTYICH-
TaM, KOTOpPbIE€ HE MOTYT MPOJIOJDKUTH OOYYCHHE WITU
MPUCTYNUTh K MPOGEeCcCUOHATBHOM JEATEeILHOCTH IO
OKOHYAHMM By3a 0€3 JIOMOJHHUTENbHBIX 3aHSATUH TI0
COOTBETCTBYIOIIEHU AUCIUIUINHE.
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4.5 Ilpoueaypnl OlleHUBAHUSA 3HAHUI, yMEHHl 1 HABBIKOB

[Ipouienypsl OlleHMBaHUSI 3HAHWM, YMEHUH U HABBIKOB, XapaKTEPHU3YIOIIUX
sTanbl POPMUPOBAHUS KOMIIETEHIIMN, TIPEICTABICHBI B METOIMYECKUX MaTepraiax
By3a «llonoxkenne 06 opranuzanuu, GopMax U METOJax OIEHKHU KauecTBa OCBOE-
HUSI OCHOBHOM 00pa30BaTelIbHON TPOrpPaMMBbD».

4.6 Oco0eHHOCTH NPOBeIeHUs TEKYLIel U IPOMEKYTOYHO! aTTecTalluu
JJISL JIMI ¢ OTPAHUYEHHBIMHU BO3MOKHOCTSIMU 3/10POBbSI 1 HHBAJIHU/IOB

JUIst ocyniecTBIEHUS MPOLEYp TEKYIIEro KOHTPOJS YCIEBAEMOCTH U IPO-
MEXKYTOUHOM aTTeCTallMU YKa3aHHBIX OOYYarOIIUXCs CO37ar0TCs (POHIBI OLEHOY-
HBIX CpPEJCTB, aJallTUPOBAHHBIC JJII MHBAIMJOB M JIMI C OTPAHUYEHHBIMH BO3-
MO>KHOCTSIMH 3/I0POBbSI M MO3BOJIAIONIME OLUEHUTh JAOCTUKEHUE UMU 3aIljIaHUupO-
BAaHHBIX B OCHOBHOM 00pa3oBaTelIbHOM MPOrpaMMe PEe3yIbTaTOB OOYUYEHUS U ypO-
BEHb C(OPMUPOBAHHOCTH BCEX KOMIIETEHIIMM, 3asBJIEHHBIX B 00pa30BaTeIbHOMN
nporpaMmMme. Takue OLEHOYHBIE CPEJICTBA CO3JAIOTCS 10 MEpe HEOOXOIUMOCTH C
Y4ETOM pa3iIMYHbIX HO30J10Tui. IIpu npoBeeHnn TeKyIel U MPOMEKYTOYHON aT-
TECTallMM JUIsl YKa3aHHBIX JIMIl IPEIyCMOTPEHO BKJIIOYEHHE B YUEOHBIN Mpoliecc
Pa3IMYHBIX TIOCPEAHUKOB, BKIIIOYas TEIOTOPOB U YIIOJHOMOYEHHBIX 110 JI€JaM UH-
BanuaoB. Dopma NMpPOBEAEHUS TEKYIIEW aTTeCTalliy JUIsl JIML[ C OrPAHWMYECHHBIMU
BO3MOYKHOCTSIMU 3J10POBbsSl 1 MHBAJIUIOB YCTaHaBIMBACTCA C YYETOM HHJIUBHUIY-
IBHBIX MCUXO(U3NYECKUX OCOOCHHOCTEH (YCTHO, MUCHbMEHHO Ha Oymare, MHUCh-
MEHHO Ha KOMIbIOTEpE, B (popMe TecTupoBaHus u T.11.). [Ipu HeoOxonumocTu ta-
KHM CTyJE€HTaM OOECIeUMBAIOTCS COOTBETCTBYIOLIME YCIOBHUS MPOBEACHUS 3aHS-
TAW U aTTECTallUd, B TOM YHUCJE MPEIOCTaBISETCS JOMOJHUTENBHOE BpEMs IS
MOJATOTOBKHM OTBETA HA 3a4€Te WM HK3aMEHE.

PA3JIEJ S. METOAUNYECKUE PEKOMEHJIAIIMUITIPEITIO/IABA-
TEJIAM 11O OPTAHU3ALIMU OBYYEHUSA, A TAK)KE MATEPUAJIb-
HO-TEXHUYECKAS BA3A, HEOBXO/INUMAA IS OCBOEHUSA 1UC-
IUITJINHBI

5.1 I/IHTepaKTI/IBHbIe M MHHOBAIIMOHHBbIC TEXHOJIOI'IN oﬁyqemm

[Ipu npoBeneHnN yuyeOHBIX 3aHATHI MpenojaBaTean 00ecneunBaT pa3Bu-
THE Yy O0Oy4YaroMIMXCS HAaBBIKOB KOMaHIHOW pabOThl, MEXIMYHOCTHOM KOMMYHHUKA-
WU, TPUHATUS PEHICHUM, JIMAEPCKUX KayecTB (BKJIKOYAs MPU HEOOXOJIUMOCTH
MIPOBEJCHNE UHTEPAKTUBHBIX JIEKIUM, TPYNIIOBBIX NUCKYCCUW, POJIEBBIX WUID, TpPE-
HUHTOB, aHAJIM3 CUTyalluil U UMUTAIMOHHBIX MOJIEJICH).

Br160op MeTo10B 0Oy4eHMs] HHBAJIUIOB U JIUIL C OTPAHUYEHHBIMU BO3MOKHO-
CTSIMU 3JI0POBbs OMpEAesaeTcs CoAepKaHueM oOydeHHs, YpoBHEM mpodeccuo-
HaJIbHOM IOATrOTOBKM II€IaroroB, METOAWYECKOTO U MATEPUAIBHO-TEXHUYECKOIO
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oOecrniedyeHnsi, 0COOEHHOCTSAMU BOCHPUATUS Yy4eOHOM HH(pOpMAalUU CTYAECHTOB-
WHBAJIUJIOB U CTYAEHTOB C OTPAHUYEHHBIMH BO3MOXHOCTSIMU 3I0POBbA U T.O. B
o0pa3oBaTeIbHOM  MPOILECCEe PEKOMEHAYETCS  HCIOJIb30BaHHUE  COIMATIBHO-
aKTUBHBIX U Pe(IECKCUBHBIX METOJIOB OOYYEHHMS, TEXHOJOTHI COLMOKYJIbTYPHOU
peadWIUTALIMK C 11eJIbI0 OKa3aHUs MOMOIIM B YCTAHOBJICEHWHU IMOJHOLIEHHBIX MEX-
JUYHOCTHBIX OTHOLIEHUN C JPYTUMHU CTYJEHTaMH, CO3JIaHUU KOM(OPTHOTO ICH-
XOJIOTMYECKOTO KIMMAaTa B CTYAEHYECKOU rpymIIe.

5.2 MaTtepuajibHO-TeXHUYecKas 0a3a, He00X0AUMAas 1JISl OCYLeCTBJIe-
HHMS 00Pa30BaTEILHOIO MPOLECCa MO AUCHUILINHE

YueOHble ayIUTOPUH JIJIs1 IPOBEICHUSI 3aHITUHN JIEKIIMOHHOTO TUTIA, 3aHSTUN
CEMUHAPCKOTO TUTIA, KYPCOBOTO MPOSKTUPOBAHUS (BBITIOJHEHUS KYPCOBBIX padboT),
TPYIIIOBBIX U MHANBUAYATHHBIX KOHCYJIBTAIMH, TEKYIIETrO KOHTPOJS U MPOMEKY-
TOYHOW aTTECTAIlMHU, a TAKXKE MOMEIICHUE JJIi CaMOCTOSITENIbHONW PabOThI, OCHa-
IICHHOE KOMIBIOTEPHON TEXHUKON C BO3MOXKHOCTBIO MOJKIIOUEHUs K cetu «UH-
TepHeT» U obecnieueHuem noctyma B DMOC opranuzamumu.

[TomernieHust TOJKHBI OBITh YKOMIUIEKTOBAHBI CHEIUATN3UPOBAHHON Mebe-
7610 (yueOHBIE CTOJBI U CTYJIbS1) U TEXHUYECKUMH CPEJCTBAMU OOYy4YEeHUS, CIIyXa-
UMY 7151 TIpe/icTaBlieHus yaeOHol uHbopMaiu 00Jbioil ayautopun (yueOHas
JIOCKa, KOMITBIOTEP, BUACONPOEKTOpP). KOoMMIbIOTEpHBIN KacC ¢ yCTaHOBJICHHBIM
MPOTPaMMHBIM 00€CTICUCHUEM.

Cocmas nomeweHuti, 060py008anus U MEXHUYECKUX CpeoCcme 00yueHusl, He-
00X00UMbLX OJI51 peanu3ayuy OUCYUNIUHDBL

Ne HaumenoBaHue moMeLeHHust Oo0opynoBaHue U TEXHUYECKHE
cpeacTBa 00yUYeHHs MOMeeHUs

1 | YueOHas ayauTopusi sl MpoBese- | YUeOHBIE CTONBI U CTYJIIbS;

HUS 3aHSATHH JIEKIMOHHOIO THIIA, | YueOHas JOCKa;

3aHATHN CEMHUHAPCKOro TUma, Kyp- | Kommbrorep aeMOHCTpalMOHHBIN €
COBOT'O TMPOEKTHPOBAHUS (BBITIOJIHE- | MOHUTOPOM;

HUS KypCOBBIX paboT), TpynmnoBsIX H | [[poekTop 1eMOHCTpAIIMOHHBIN (MYJIhb-
WHIUBUAYAJbHBIX  KOHCYJIbTAIIUM, | THMEIUIHBIN);

TEKYIIET0 KOHTPOJS M IPOMEXKY- | DKpaH MPOEKIIMOHHBIM;

TOYHOW aTTECTALNU 3BYKOYCUJIMBaIOIIee 000pPYIOBAHHME.
2 | KommnbrotepHslil Kiacc KoMribroTepHbi€ CTOJBI U CTYJIbS;
KommproTrep 1€MOHCTpalMOHHBIN €
MOHHTOPOM,;

Komrmbrotrepsl ¢ MOHUTOpaMu,;
3BYKOYCHUIIUBAIOIIEE 000PYI0BaHUE,
HaymHuku uHaMBuayanbHbIE.

3 |Ilomemienue s CaMOCTOSITENIbHOM | Y4eOHbIE CTONBI U CTYJIbS;
paboThI KoMmmpioTepsl ¢ MOHHTOPOM C BO3-

29




MOXHOCTBIO TOJKIIOUEHUSI K CETU
"UntepHeT" u oOecrieueHueM IOCTyma
B DJIGKTPOHHYIO  HMH(OpPMaIMOHHO-
00pa3oBaTeNbHYIO CPey HHCTUTYTA;
[IpoexTop AEMOHCTPALIMOHHBIM;

DKpaH MPOEKINOHHBIN;
3BYKOyCHIIMBaIOIIee 000pyI0BaHHUE.

Oco0eHHOCTH MaTepHATbHO-TEXHUUECKOW 0a3bl, HEOOXOAUMOUW ISl OCy-
HIECTBJICHUST 00pa30BaTENILHOTO MpOIECCa C Y4acTUEM JHI[ C OrPaHUYCHHBIMU
BO3MOYKHOCTSIMHU 37IOPOBbSI U WHBAJIUIOB PA3TMYHON HO30JIOTHH, TIPEIyCMaTpUBa-
IOTCS M peajM3yroTCs 0 Mepe HeoOXOAMMOCTH. KpUTepuu U MOpsIoK CO3MaHus
TaKUX YCJIOBHI yka3aHbl B [looskeHnn o6 opranuzanuy o0Opa3oBaTebHOTO MPO-
1ecca mo 00pa3oBaTeNbHBIM MpOrpaMMam JIJisi THBAJIUAOB U JIMI] C OTPAaHUYCHHBI-
MU BO3MOKHOCTSIMU 3/I0POBbSI B Y pajIbCKOM MHCTUTYTE (POHIOBOTO PHIHKA.

JUCT PETUCTPAIIMA UBSMEHEHU B PABOYEN ITPOTPAMME

Howmep npoTokoia u nara
3acenanust Kadeapbl

N3menenuns

Ne T or 25.08.2025

VYTBepxkaeHue paboyeil mporpaMmsel B CBSI3U C BBE-
neaneM OOII no HanpaBlIEHUIO NOATOTOBKH
43.03.02 Typusm (ypoBeHb OakaaBpuaTa)
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