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1. Ilepeyennb NJIaHUPYEeMBbIX Pe3y/IbTATOB 00y4eHHUSs 110 AUCHUILIMHE, COOTHECEHHBIX €

IVIAHUPYEMBIMH peE3yJbTaTaMHU OCBOCHUS IIPOrPaMMBbI

1.1. Mucummmuaa OTA.B.01 «OcHOBBI JAeTOMPOM3BOACTBAY» OOECIEUYUBACT OBJIAJICHHE
CJIEIYIOIIMMH KOMIETCHIUSMU:

Kon HanmenoBanue Kon srana ocBoenus HaunmenoBanue stamna
KOMIIETCHIINH KOMIIETCHITUHU KOMIIETEHITUHU OCBOCHHSI KOMITETEHIIUH
OIIK-1 ['oToBHOCTH k | OIIK-1.1 ['oToBHOCTH K

KOMMYyHHKAITHH B KOMMYHUKAIlMd B YCTHOMU
YCTHOM W MUCHBMEHHOM dopMe Ha pycCKOM H
dbopMax Ha pPycCKOM M WHOCTPAHHOM  SI3bIKaxX JUIA
WHOCTPAaHHOM  f3BIKax pelieHus 3aga4
JUISL  pelleHus  3ajad npo¢eCcCHOHAIBHON
npodeccuoHanbHOM JIESITEIIbHOCTH
JeATETbHOCTH OIlK-1.2 ['otoBHOCTH K
KOMMYHHKAITHH B
MUCbMEHHOW  QopmMe  Ha
PYCCKOM W  HHOCTPaHHOM
SI3bIKAX I PEIICHHsS 3ajad
npodeccuoHanbHOMI
JIeATEITLHOCTH
1.2. B pe3ynbrare 0OCBOEHUS AUCUHUIUIMHBI Y CTYJEHTOB JOJKHBI OBITH CHOPMUPOBAHBI:
OT®/TD1 Kon JTamna
(pu HANMTUYUU OCBOCHHUS
npodcranmapra)/ KOMIIETEHIIH PesysbTaTs 06yueHus
TPYJIOBbIE WJIN
npodeccuoHanbHbIe
JeUCTBUA
D  Uudopmaunonso- | OIIK-1.1 Ha ypOBHE 3HAHUW: 3HaTh TI'OCYJAapCTBEHHOE
aHAIUTUYECKas u peryiaupoBaHue JOKYMEHTAI[MOHHOTO
OpraHU3aIMOHHO- obecrieueHus yIpaBJIeHHUs] B TOCYIapCTBEHHBIX
aIMHUHHUCTpATHUBHAS OpraHu3alusaX, COBPEMEHHYIO OpraHU3alHIo
MOAIEPKKA JIOKYMEHTO000pOTa " TEHJICHIIUH
JeATETbHOCTH HCIIOJIb30BaHUS UKT, OpraHu3aIHI0
PYKOBOAUTEIS OTIEPAaTUBHOTO  XpaHEHUS  JIOKYMEHTOB B
OpraHu3aluu D/01.6 TEKYIIEM JEI0NPOU3BOJICTBE
AHanu3 uHopmanuu 1 Ha YpPOBHE YMEHMH: OCTaBISTH CIyXEOHbIE
MOATOTOBKA JIOKYMEHTBI, B T. 4. TUCbMa, TPOEKTHI IPUKA3OB
nH(pOpMaIMOHHO- U PaCloOpsDKCHHM;, 3alojHATh TEePBUYHBIE
AHATUTUYECKUX YUETHBIC JIOKYMEHTBI o npouIro
MaTepHaoB po¢eCCHOHATBHON NeSATeTLHOCTH;

MIOJI30BAaTbCA CPEACTBAMU KOIUPOBAHUSA U
THPAXUPOBAHUS; TOJIB30BATHCS PA3IIMYHBIMU
cpencTBamMu CBA3HU, B TOM qucIe
(haKkCHUMUIILHON U 3JIEKTPOHHOMN

Ha YpOBHE HaBBIKOB: HE POPMUpPYETCS

! Jlna obpazoBaTenbHBIX Hporpamm, peannsyemsix o ®TOC, u s yHUBEpCaNbHBIX KOMIIETEHINH MepBas KOJIOHKA
MOJKET HE 3aMOJIHATHCS




OTd/TPl Kon JTana

(Tpu HATUYUH OCBOEHHUS
npodcrannapra)/ KOMIIETEHIIH PesynbTaTs! 06ydeHMs
TPYIOBBIC HIIH
npodeccuoHaIbHbIE
IEUCTBUA
OIIK-1.2 Ha YPOBHE 3HAHUI: 3HATh OCHOBHBIE TEHICHIIUU

pa3BUTHUSA JETONPOU3BOJICTBA B
rOCYJapCTBEHHOM ammapare yIpaBIeHUS U
pPa3MUYHBIX OpraHW3alusX, B TOM 4YHCIE
COLIMAIbHO-KYJIBTYPHOHU Cepsl

Ha YpPOBHE YMCHMH: OCHOBHBIMH HOPMaMH
o(uIaIbHO-AEI0BOr0 CTUII COBPEMEHHOTO

pPYCCKOro JIUTEPaTypHOT O SA3bIKA
(Jlekcuyeckumy, MOpP(}OIOruuecKUMH,
CHUHTAKCUYECKHMH); HaBbBIKAMM  YCTHOT'O

oOmieHus B cBoel nmpodeccrnoHabHOM cdepe ¢
HCIIOJIb30BAHUEM SI3BIKOBBIX (hOPMYJI JETOBOTO
9TUKCTA; COBPCMCHHBIMU I/IH(bOpMaHI/IOHHI)IMI/I
TEXHOJIOTUSAMH B JICTIONPOU3BOJICTBE

Ha YPOBHE HABBIKOB: COCTABJISIET OUIIAATBLHBII
JTIOKYMEHT

2. O0bem U MecTO IMCHUILIUHBI B cTpykType OIT BO

O0BeM THCHHUILTHHBI
OOmass TPyIOEMKOCTh JWCIHILIMHBI ~COCTaBISIET 2 3a4€THBIX  eAuHHIBl (72

aKaJeMUYeckux 4aca/54 acTpoHoMHUYecKHX daca). Ha koHTakTHYI paboTy ¢ mperojaaBaTeiieM
BoIesieTcst 68/51 yacoB, Ha caMOCTOSTENbHYIO PaboTy oOydaromuxcs Beiaensercs 4/3 daca.

Mecro nucuunmiaunbl B ctpykrype OII BO

JucuunnuHa «OCHOBBI JETIONPOU3BOACTBA» OTHOCUTCS K JUCUUIUIMHAM BapUaTHUBHOU
yactu yueOHoro mana. Kox mucrummuasl @T/.B.01 JIuciumnmaa u3ydaercs Ha 1 kypee Bo 2
CeMeCTpe.

JlucummuimHa — SIBJISIETCS  OCHOBOM Il M3y4Y€HUs JAMCLMIUIMH: MapkeTuHr u
KOMMYHHUKAIMM, TEeXHOJOTMM BBIMOJHEHUS BBITYCKHOM  KBaIM(UKAIMOHHOW  pabOTHI,
POXOXKJICHUS TPOU3BOICTBEHHBIN MPAKTHUKH, BHITOJTHEHNUS HayYHO-HCCIIe10BaTEIbCKON PabOThI
Y HalMCaHUs BBHITYCKHON KBaJM(UKAIIMOHHON paboTHI.

3. CopepskaHue U CTPYKTYPA AUCHMILIMHBI

Tabmmma 1.
Ounas popma 0dyuenusn
O0bem qUCUMIIMHBI (MOTYJIsT), ®opma
yac. TeKyIIero
No i/ HaumeHnoBaHue Tem KourakrHasi KOHTPOJIA
°m/m

(pa3nenioB) adora CIeBaeMOCTH
P Bcero P cp|? ’
o0yuawumuxcs ¢ NMPOMEKYTOYHO
npenojaaBartejiemM i aTTecTanuu




10 BHAAM y4eOHBbIX
3aHATHI
JI 3
Opranuzanys yrpaBieHHS
Tema 1 | noxymeHTanuen 18 12 6 0]
TPEIIPUSTHSI
Opranu3zanys ynpasieHus
Tema 2 | cimyx00¥ IemOPON3BOACTBA 18 12 6 O
TIPEATIPUSTHSI
Opranuzarus paboTsl
Tema 3 | JOIDKHOCTHBIX JIHL 18 12 6 0]
TPEIIPHUSITHS C JOKYMEHTaAMHU
Tena 4 TpeOGoBaHus K TIOATOTOBKE 18 12 6 1P, O
VIIPaBJICHYECKUX JOKYMEHTOB
[IpomexyTouHas aTTecTanus 3auer
Bcero: | 72 68 4

Tpumeuanue: popmvr mexyueco konmpous ycnesaemocmu. onpoc (0), npakmuueckas
paboma (IIP).
Coneprxanue JUCHHUIIHHDI

Tema 1. Opranusanus ynpasiieHUs: JOKYMEHTAIUEH peanpusTUs.

OcHOBHbIE HalpaBJICHUS JIEATEIHHOCTH, OCYILIECTBISEMOM B paMKax JOKYMEHTAI[MOHHOTO
MEHEPKMEHTa npeanpusaTus. J(oKyMeHTOOOOpOT MpeanpusiTUss U €ro COCTaBIISIOIINE.
OcoOeHHOCTH W THUIIOBBIE CXEMbl YIPABJICHUSI BXOMASIIUMMH, HUCXOIAUIMMH W BHYTPEHHUMH
JOKyMeHTaMu npeanpusatusa. Cucrtema KOHTPOJS MCIOJNHEHUS JOKYMEHTOB, IOpSIOK €€
(GYHKIIMOHUPOBAHUS B YCIIOBUSAX NpeAnpustusi. [loctaHoBKa 10KyMeHTa Ha KOHTpoJib. [IpoBepka
CBOEBPEMEHHOTO [JOBEIEHUS JOKYMEHTa (COIAEp)KAaHUS COOTBETCTBYIOUIETO MMOPYYEHHUs) [0
CBEJICHMSI UCHOJHUTEN (OTBETCTBEHHOro wucnosHutens). llpeaBapurtenbHas mpoBepka U
pETyJINPOBAaHUE X0Ja UCIIOIHEHNS JOKyMEHTa. CpOKH HCIIOJIHEHUS JOKYMEHTA.

Tema 2. Opranuzanus yrnpapieHHs CIIy>KOOW JAETOMPON3BOACTBA MPEATIPHSITHS.

Cayx0a nenonpou3BOACTBAa MpennpuaTus, €€ (yHKIMOHAJIBLHOE Ha3HAuyeHue, Ienb,
3a/la4y, OpraHU3allMOHHAs CTPYKTypa W YHMCIEHHBIM cocTtaB. OpraHu3alMOHHas CTPYKTypa
CIIY’KOBI JIETIOTIPOM3BOCTBA MHUHHUCTEPCTBA, T'OCYAAPCTBEHHOTO YHUTAPHOIO MPEIIpPUSATHS,
akuuoHepHoro  mpeanpusitus.  OCHOBHbIE  CTPYKTYpHblE€  IOJAPA3JENEHUS  CITYXKObI
(aAIMMHUCTPAaTUBHBINA OTNEN, OT/AEN OoOecreueHusl, OTAE JeNONPOU3BOICTBA, OTIEN XPaHEHHUS,
OTJIe/1 TEXHUYECKOT0 UCTIOJTHEHUS IOKYMEHTOB), UX (YHKITHH.

Tema 3. Opranu3zanust paboThl JOJKHOCTHBIX JIHII IPEANPUATHS C TOKYMEHTaMH.

Opranuzanus pabOThl PYKOBOAWUTENS C JOKyMEHTaMHU. PyKoBOJSIIMI  cOCTaB:
PYKOBOAMTENb, 3aMECTUTENN PYKOBOJAWTENS, HA4daJbHUKH CTPYKTYPHBIX TMOJPA3AEICHUI.
Opraau3zanust paboOThl UCTIOMHUTENS ¢ JAokyMeHTamu. COop m 00paboTka HEOOXOIWMOM JIst
UCTIOJIHEHUST JIOKyMeHTa uH(popmanuu. Pa3paboTka cojepkaHus MPOEKTa JOKYMEHTa.
Obecnieuenne Hajiexamero oQopmieHHs TpoekTa JaokymeHTa. CorjacoBaHue HpPOEKTa
JIOKYMEHTa. Y TOUHEHHE CoJlepKaHus U opopMieHus JokyMeHTa. [IpeacraBienue 10KyMeHTa Ha
noanucanue (yrepxaenne). TupaxupoBanue qokymeHTa. O0ecrieueHne pacChlIKA JOKYMEHTA
10 Ha3HAYEHHUIO.

Tema 4. TpeGoBaHus K MOATOTOBKE YIPABICHUYECKUX JOKYMEHTOB

TpeGoBanust K COACPXKAHUIO YIPABICHUYECKUX JOKYMEHTOB. TekcT. CTHIIb M3I0XKEHUS.
OyHKIIMOHATBPHOE Ha3HAYeHUE dYacTe maokyMeHta. CmykeOHOo-menoBoil cTuib. OCHOBHBIC
CHOCOOBI CTPYKTYpPU3ALIMU TEKCTOB YIPABICHUYECKUX JOKYMEHTOB. YHU(PHIUPOBAHHBIC TEKCTHL
Tepmun. CokpallieHue.


http://pandia.ru/text/category/unitarnie_predpriyatiya/

4. MaTtepuaJbl TeKyLIero KOHTPOJIsl ycleBaeMoCTH 00y4aromuxcs U (pOHI OlleHOYHBIX
CpeICcTB NPOMEKYTOYHOM aTTeCTAMM 110 JMCHUILINHE

4.1. @opMbl M MeTOAbI TEKYWIEr0 KOHTPOJISA YCIEeBAeMOCTH OOyYalOIMXcss U
MPOMEKYTOYHOM aTTEeCTALMH.

4.1.1. B xone peamuzauuu qucuuinabel @TJI.B.01 «OcHOBBI 1e10MTPOU3BOICTBAY UCTIOIB3YIOTCS
CJICAYIOIINE METO/BI TEKYILEro KOHTPOJIS U YCIIEBAEMOCTH 00yYarOIIUXCS:

— IIpU NPOBEJICHUHU MTPAKTUYECKUX 3aHSITHIH:

onpoc (0), npakmuueckas paboma (I1P)

4.1.2. [IpoMexyTouHas aTTecTalus MPOBOAUTCS B popme: 3auema.

4.2. MaTepuaJbl TEKYIIEr0 KOHTPOJISI yCIIeBaeMOCTH.
Tunosble OlleHOYHBIE MATEPHAJIBI 110 TeMe 1

Tumnosble BONPOCHI ONpPoca

. I[aﬁTe OIIpCACIICHUC ITOHATUA ((,Z[OKYMCHTOO60pOT MMPCOAIIPUATHA.

. Hepe‘lI/ICJ'H/ITe T'JIaBHBIC COCTABJIAIOIINEC ,Z[OKYMGHTOO60pOTa OpCaAIIpUusATHUA.

. OnummTe TEXHOJIOTHIO paﬁoTH C BXOIAIIUMHU JOKYMCHTAMU IIPCATIPUATHUS.

. OnummTe TEXHOJIOTHIO pa60T1>1 C UCXOOAIIUMU JOKYMCHTAMU MPCAIPUATHA.

1
2
3
4
5. Onumure TEXHOJIOTHIO pabOThl ¢ BHYTPEHHUMH TOKYMEHTaMHU IPEITPUSITHSL.
6. Uto BKiItOYaeT B ceOs cuctema KOHTpoJisl ucnoiaHenus 1okymentoB (KWU) npennpusitus?

7. OnumuTe NpUHIUITHANIBHBIN NOPSAOK QyHKIHOHUpoBaHUS cructeMbl KL

8. Ha3zoBuTE OCHOBHBIE BUABI KOHTPOJIBHOM TIOKYMEHTALIUN.

9. Uto BKJIIOYAET B ce0sl OpraHMU3alus ONEepaTUBHOIO XPaHEHUS IOKYMEHTOB MPEANpUsATH?

10. KakoBbl OCHOBHBbIE TpeOOBaHMS K OpraHU3allMM OMNEPAaTMBHOIO XPAaHEHUS JIOKYMEHTOB
IpEIIPUITHS?

11. Yto BrIItOUaeT B ce0si opraHu3aliys apXUBHOTO XpPaHEHUS JOKYMEHTOB MPEANPUATH?

12. B ueM paznuuue pexxuMoB BpPEMEHHOTO U MTOCTOSIHHOTO XPaHEHUs TOKYMEHTOB B apXHUBe?

TunoBbie OLCHOYHBIE MAaTePHAJIBI IO TeMe 2
Tunosbie BONPOCHI OIpoOca

1. B ueM cocTouT (pyHKIIMOHAIBHOE Ha3HAUYEHUE CITYKOBI J€TONPOU3BOACTBA MPEATIPUATHSA?

2. PacckakuTe 0 LIEJSIX M 3a/1a4ax CIyKObl JIeONPOU3BOCTBA IPEANPUATHS.

3. OnumuTe TUIOBbIE BAPUAHTHI OpraHU3aUH CITY>KOBI EI0ONPOU3BOCTBA NPEAIPUITHUS.

4. IlepeuncianTe OCHOBHBIE MOPA3AEICHUS CITY>KOBI JeIONPOU3BOCTBA, UX (PYHKIIHH.

5. Onumure nopsAA0K GOPMUPOBAHUS CITYKOBI EIONPOU3BOJICTBA MPEATPUSATHUS.

6. Oxapakrepu3yiiTe OCHOBHbIE TpeOOBaHHUS K OpraHu3alMu pabouyux MECT U YCIOBHH TpyAa
HepcoHaa CIy>XObl AEJIOMPOU3BOICTBA.

TunoBble OLIEHOYHbIE MATEPHAJIBI 110 TeMe 3

Tumnosbie BONMPOCHI ONpoca



Bormpocs! 1u1st 00cyxieHust:

1. [lepeuncnute OCHOBHBIC KATETOPUU PAOOTHUKOB MPEANPUSATHS, TOMYIICHHBIX K O0OPAIICHUIO C
JIOKyMEHTaMH.

2. OnuImMTe TEXHOJIOTHs padO0Thl ¢ JOKYMEHTAMU JOKHOCTHBIX JIUI] M3 YHCIIa PYKOBOISIIETO
COCTaBa MPeIPHUATHS.

3. Onumwure TEXHOJOTHI0 pPadOThl € JOKYMEHTaMHM MCIOJHUTEIEH U  OTBETCTBEHHBIX
UCIIOJTHUTEJICH PEIITPUSITUS.

4. Pacckaxxute 06 OCHOBHBIX OCOOCHHOCTSIX, IPUCYIIUX PAO0TE JOMKHOCTHBIX JIUI TPETPUITUS
¢ KOHQUACHIUATBHBIMU JOKYMEHTAMH U OJIaHKaMH CTPOTOM OTYETHOCTH.

5. Kakue BUpI MMCEMEHHBIX OOpaIICHUI MOCTYNAIOT B aJIpec MPEANPHUATHs, B UeM UX Hanbolee
CYLIECTBEHHBIE PA3INYUSA?

6. Pacckaxxute O MOpSIKE MOATOTOBKM OTBETOB HA TOCTYNHBIIME B aJapec MPEATNPHUATHUS
MMCbMEHHBIE 00paIeHUSI.

TunoBbie OLleHOYHBIE MATEPUAIBI 10 TeMe 4

TunoBbie BONPOCHI ONPOCca

1. Ilepeuncnaute OCHOBHBIE BU/bI TPEOOBAHUMN, MPEABIBIAEMbIX K MOJrOTOBKE YIPaBIEHYECKUX
JIOKYMEHTOB, Pa3bsICHUTE UX CYLIHOCTb.
2. Oxapakrepu3yiTe BaxkHeine TpeOOBaHUs K COAEPKAHUIO YIIPaBICHYECKUX TOKYMEHTOB.
3. Ha3zoBute oCHOBHbIE CIIOCOOBI NPEACTABICHUS TEKCTA YIIPABIEHYECKOTO TOKYMEHTA.
4. Oxapaktepu3syiiTe BaykHel e TpeOOBaHUS K CTPYKTYpE YIPABICHYECKUX TOKYMEHTOB.
5. CpaBHUTE TUIIOBYIO CTPYKTYPY JIBYX Pa3JIMYHBIX BUIOB YIPABICHUECKUX JOKYMEHTOB: ITPUKA3
10 OCHOBHOM JEATEIBbHOCTH — MOJIOKEHUE O CTPYKTYPHOM IMOAPA3JIEICHUN; YCTaB NPEATPUATUS
— cimyeOHas 3amKcKa; J1eI0BOe MUCbMO — PaclopsbKEHHeE.
6.  OxapaxkTepusyiiTe BaXHEWIIHE TpPeOOBaHUS K CTIJIIO HW3JIOKEHUS YIPaBICHUYECKUX
JIOKYMEHTOB.
7. Tlepeuncnure 0COOEHHOCTHU CITYKEOHO-/IETOBOTO CTHIIA.
8. OxapaxTepusyiTe BakHEWIINE TpeOOBaHUS K 0QOPMIIEHHUIO YIIPABIEHYECKUX TOKYMEHTOB.
9. Ilepeuncnure Hanbojee BaKHbIE PEKBU3UTHI, OOECHEUMBAIOIINE FOPUIUUYECKYIO CHITY
YIPaBIEHYECKUX JOKYMEHTOB.
10. Ha3oBuTe OCHOBHBIE HOPMATHBHO-METOJUYECKHME W HOPMATHUBHO-TEXHMUYECKHUE AaKThI,
yCTaHaBJIMBAIOLINE TPeOOBAaHUS K MOATOTOBKE YIPABICHUECKUX JOKYMEHTOB.
11. OnummmTe o0 MOPSTIOK TOATOTOBKY COIEPKAHUS YIIPABICHUECKOTO IOKYMEHTA.
12. JlaiiTe onpeneneHne MOHITHS «pa3BEPHYTAsl CTPYKTypa YIPABIECHYECKOTO JOKYMEHTA.
13. Ha3oBuTe OCHOBHBIE BUJIbI CTUIIMCTUYECKUX 3aMPETOB.
14. Kaxkue cymiecTByroT crocoObl pa3MeIlleHrs peKBU3UTOB B Ipejienax OjlaHKa JOKyMeHTa?
Tunosble 3a1aHus
CocraspTe z1€10B0O€ MCbMO NapTHepy. IlonTBepanTe nosyueHne nNpoBeAEHUE BCTPEUN.

4.3. OneHo4HbIe CPeACTBA 1Sl IPOMEKYTOYHOM aTTecTalnu.
4.3.1. ®opmupyemble KOMIIETEHIINH

Kon HaumenoBanue Kox srama HaunMmenosaHue >Tama 0CBOCHUSA
KOMIIETEH KOMIIETCHIIUU OCBOCHHA KOMIIETCHIINU
AN KOMIIETEHITHH




OIIK-1 I'oroBHOCTB k | OIIK-1.1 ['0TOBHOCTH K KOMMYHHUKALIMM B YCTHOU
KOMMYHUKAaIUH B dbopmMe Ha PYCCKOM M HWHOCTPAHHOM
YCTHOM U MUCbMEHHOMN SI3BIKAX IS pelieHust 3a7a4
dbopmax Ha PyCCKOM U npoeCCHOHAIBHON JEATEIHhHOCTH

MHOCTpaHHOM s3bIKax | OITK-1.2 ['oroBHOCTE K  KOMMYyHHUKAallMM B
JUIsL  pelleHus 3axad NUCbMEHHOH (opMe Ha pYCcCKOM H
npodeccuoHanbHON MHOCTPAaHHOM  sA3BIKax JUI peLIeHUs
JESTEIIBHOCTH 3aJa4 IpoQecCuOHAIbHOM 1€ TeIbHOCTH

JTan oCBOeHUs IMoka3zaresb oueHUBAHUS Kpurepuii oueHuBanus
KOMIIeTEeHI[UH

OIIK-1.1 3HaTh anroputmsl I'pamoTHO u IIPaBUIIBHO
I'oToBHOCTB K [KOMMYHHUKATUBHOTO IOBEJEHUs B| MPEACTaBISET AJITOPUTMBI
KOMMYHMKAIlUM B [CUTyallUSX JI€JOBOIO OOIIEHUS, KOMMYHUKAaTUBHOTO IIOBEACHMS B
ycTHOW QopMe Ha [Mpu MYyOJUYHBIX BBICTYIJICHUSX, CHUTYalUsX JEJIOBOrO OOIIEHUs, MpU
pyccKoM U [IEPErOBOPaXx, COBEIIAHUAX yOIMYHBIX BBICTYIIJICHUSX,
MHOCTPaHHOM Criocoben HOJ/IEP’KUBATh| IIEPErOBOPAX, COBEILIAHMSIX

sI3bIKaxX s PhdeKkTuBHBIC JiesioBble| ['paMOTHO TPOBENIEHBI TIEPErOBOPHI C
peLeHus 3aJja4 [KOMMYHUKAIIUU B YCTHOM (hopMe | MOTEHLMAIbHBIM KIIMEHTOM
npodeccnoHaTEHOM
JesITeNbHOCTH

OIIK-1.2 3HaTh anroputMsl| I'pamMOTHO u MpaBUILHO
['oToBHOCTB K [KOMMYHUKATUBHOI'O  IIOBEJCHUS| NPEACTABIISET AJIITOPUTMBI
KOMMYHUKALlUA B [IPH JI€JI0BOM MEPENUCKE KOMMYHHUKAaTHUBHOTO IOBEIEHUS NpHU
nucbMeHHOU ¢opme [CiocoOeH MO/JIEPKUBATh| JI€JI0OBOU IEPEINCKE

Ha  pycckoM U pddekTuBHBIE nenoBble| ' paMOTHO cOCTaBleH OQHIMATbHBIN
MHOCTPaHHOM KOMMYHHMKAIlUd B IHCbMEHHOH| TOKYMEHT COTJIaCHO
SI3BIKaxX s |popme, B TOM yyclie| UHIMBUyaIbHOMY 3aJaHUI0
pelIeHus 3a]1a4 PIEKTPOHHBIMH CPEACTBAMHU
npodeccuoHaIbHON
JESITEIBHOCTH

4.3.2 TunoBsle OLIEHOYHBIE CPEJICTBA

1. TTonsiTue M BUJIBI JOKYMEHTOB.

2. OyHKIMHA JOKYMEHTOB.

3. Llenw u 3a1aum TOKyMEHTOB.

4. TTonsaTne cuctemsl nokyMmeHTanuu. OCHOBHBIE (PYHKIIMOHAIBHBIE CHCTEMBI IOKYMEHTAIINU B
PO®.

5. HdopmManmoHHO-I0KyMEHTAIIHOHHOE 00eCTIeUeHre anmapara yupaBieHUs.
6. YrpaBieHue JOKyMEHTaIUEH.

7. CymHocTb, 3a1aun ¥ QyHkiuu cinyxos! JJOY.

8. Opranuzarus paboThl C JOKYMEHTaMHU.

9. Peructpaiiyist 1 KOHTPOJIb UCIIOJIHEHUS TOKYMEHTOB.

10. XpaHeHne JOKyMEHTOB ¥ (POPMHUPOBAHUE JICTI.

11. TpeboBanus k 0HOPMIICHHIO JOKYMEHTOB.

12. PexBU3UTHI JOKYMEHTOB.



13. TpeboBanus k OJaHKaM TOKYMEHTOB.

14. Opranu3anoHHO-pacoOPSIAUTEIbHBIE JOKYMEHTHI.

15. PacniopsiuTenbHble TOKYMEHTHI.

16. NadpopMannoHHO-CIIPABOYHBIEC JOKYMEHTHI.

17. SI3bIk ¥ cTHIIb OPUIIMATBHBIX JTOKYMEHTOB.

18. JloxymMeHTaIus MO TPYIOBBIM OTHOILICHHUSIM.

19. dunaHcoOBas TOKYMEHTAIIHS.

20. JIokyMeHTBI IO CHa0)KEHHUIO U COBITY.

21. HazHaueHue 1 Ki1acCU(PUKALIHS ISTOBBIX MTHCEM.

22. Kpatkast xapakTepUCTHKa rapaHTHIHOTO NMUChMa, 3aKa3a, 3a1poca, 3asBKH, U3BEIICHUSI.

23. KpaTkas xapakrtepucTuka WH(GOPMALMOHHOTO NMHChMa, HAIOMUHAHUS, OTKa3a, OTKPHITOrO
NUCHhMAa, TIOATBEPKICHHS.

24. Kparkass XapaKTepHCTUKa MPETEH3MOHHOTO MUCHhMA, MPHUIIIALMICHUS, TPOCHObI, PEKIAMHOTO
MUCHhMa, COTJIACHSI.

25. Kpartkas XapaKTepUCTHKa COOOILEHHs, COMPOBOAMUTEIBHOTO MHChMa, TPeOOBAHUS,
YBEIIOMJICHHSI.

26. JlemoBas mepenucka.

27. ITucpMeHHasi KOPPECIOHICHIINS.

28. Buibl MOYTOBBIX OTIPABIICHHIA.

29. MexayHapoIHbIe CTaHIAPTHI IO OPOPMIICHHIO TOKYMEHTOB.

30. [ToaroToBka J1eI0BOW KOPPECIIOHICHIIMN 15 3apyO0eKHBIX TapTHEPOB.

31. Opranuzanus paboThl ¢ KOH(DUIECHIIHAIBHBIMH JOKYMEHTaMHU.

Tema npakTuyeckoii padoTsi: CocTaBbTe JEI0BOE MUCHMO MAPTHEPY MO OU3HECY, 3apyOeKHOMY
MapTHEPY, YUYUTHIBAsI TPEOOBAHUSI CTPAHBI KOHTPAreHTA.

IxaJja oneHUBaHUA

Kpurepuii ouenkn Onenka
JlemoHCTpUpyeT TyOOKHE 3HAHHSI TOCYAApCTBEHHOTO PEryJIHpPOBAaHUS | 3aU4TEHO
JOKYMEHTAI[MOHHOTO OOECTeueHHusl YyMpaBieHHs B TOCYAapCTBEHHBIX
OpraHu3alusaX, COBPEMEHHYIO OpraHH3alllui0 JOKYMEHTOOOOpoTa u
TeHaeHuun wucnois3oBanuss MWKT, opranuzanuioo  onepaTUBHOIO
XpaHEeHHS JOKYMEHTOB B TEKYIIIEM JIEJIONPON3BOJICTBE

I'pamoTHO coOCTaBieHO [€MOBOE MHCHMO TMApTHEPY MO0 Ou3HEcy,
3apyO0eKHOMY MapTHEPY C YIETOM TpeOOBaHUIl CTpaHbI KOHTPAreHTa
OTCyTCTBYIOT 3HAHUS TOCYJIapCTBEHHOTO perynupoBanust | He 3aureno
JOKYMEHTAI[MOHHOTO OOECTIeUeHHUsl yMpaBieHHUs B TOCYAapCTBEHHBIX
OpraHu3alusIX, COBPEMEHHOW OpraHW3alluk JOKYMEHTO0OOpoTa |
TeHAeHOui ncnons3oBanus UKT,

JlemoBoe MIchbMO HE COCTABIICHO

4.4. MeTonnyeckne MaTepuaJibl

[TpomexyTouHas arrecranus (3a4eT) MPOXOAUT B (hOpMe yCTHOTO OTBETa Ha BOMPOC U
BBITIOJTHEHUSI TPaKTUYecKOoro 3a1anus. CTyIeHThI pacCaKMBAIOTCS 110 OJJHOMY Y€JIOBEKY 3a CTOI,
Ha HaIlMCaHUE OTBETA HAa BONPOC OTBOAUTCS 15 MuHYT 1 30 MUHYT Ha IOATOTOBKY IIPAKTHYECKOTO
3aJaHus. 3aTeM CTYACHTHI 0 OYeped OTBEYaloT SK3aMeHATOpy [0 MaTepuaiaMm Ouiera u, npu
HEO0OXOIUMOCTH, Ha JIOTIOJTHUTEIBHBIC U YTOUHSOIINE BOTIPOCHI.
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5. Meroauveckue yKkazaHHs /sl 00y4ar0IUXCS 110 OCBOCHUIO JMCIUIITHHBI

IToaroToBka K NpakTUYECKUM 3aHATUAM

ITonroroBKy K Ka)xaoMy IIPaKTUYECKOMY 3aHATHUIO KaXAbIA CTYAEHT JOJDKEH Hadarbh C
O3HAaKOMJICHMSI C IUIAHOM 3aHATHS, KOTOPBIM OTPAXKAET COAEPKAHME IPEIJIOKCHHON TEMBI.
TmiarensHoe NPOAYMBIBAHHE M H3YYEHHE BOIPOCOB IIaHA OCHOBBIBACTCA Ha MPOpabOTKE
TEKyLIero Marepuaa JeKIUH, a 3aTeM U3y4eHUs 00s13aTeIbHON U TOTIOJHUTENIbHON JIUTEPaTyphbl,
PEKOMEH/IOBaHHYI0 K JaHHOW Teme. Ha OCHOBE MHIMBHIYAJIBHBIX INPEAINOYTECHUN CTYACHTY
HEOOXO0IMMO CaMOCTOSITEJIbHO BBIOpaTh TEMY JAMCKYyCCHUHU IO mpolieme cemMuHapa. Bce HOBbIE
MOHATHS 110 U3Y4aeMON TeMe HEOOXOJMMO BBIyYUTh HAaU3yCTh M BHECTH B IVIOCCAPHIiA, KOTOPBIHA
11€J1eCO00pa3HO BECTH € CaMOI'o Hadaja U3ydeHHsl Kypcea.

Pesynbrar Takoi pabOTHl JOJKEH IPOSBUTHCS B CIIOCOOHOCTH CTYAEHTa CBOOOIHO
OTBETUTb HAa TEOPETUYECKHUE BOIIPOCHI CEMUHAPA, €0 BBICTYIJICHUU U Y4aCTUU B KOJUIEKTHBHOM
00CYKI€HUH BOIIPOCOB M3Yy4aeMOU TE€Mbl, IPABUJILHOM BBIIIOJHEHUH MPAKTUYECKUX 3aJaHUN U
KOHTPOJIBHBIX paboT.

Pabota ¢ muTeparypHbIMUA UCTOYHHUKAMHU

B npouecce moaroToBKu K CEMHHApPCKUM 3aHATHUSM, CTyIEHTaM HEOOXOIUMO 0OpaTuTh
0co00€ BHMMAaHHE Ha CAMOCTOATEIbHOE M3Y4YE€HHE PEKOMEHIOBAaHHON y4yeOHO-METOAMYECKOil (a
TaKXKe Hay4dHOl M mnomynspHoil) aureparypbl. CamocrosTenbHas pabora ¢ ydeOHUKaMH,
yu4eOHBIMU IOCOOMSMHU, HAyYHOH, CIPAaBOYHOW U MOMYJISPHOW JMUTEparypoil, marepuaiaMu
HNEpUOJNYECKUX H3JaHUH U VIHTepHeTa, CTAaTUCTHUYECKUMH JaHHBIMHU SIBIsETCS Hambosee
3(pPEKTUBHBIM METOJOM IOJIYUYEHHs 3HAHWM, TO3BOJISIET 3HAYUTEIbHO aKTUBU3UPOBAThH MPOLIECC
oBJaieHusl MH(opMalen, cnocoOCTByeT 6osee TyOOKOMY YCBOCHMIO M3ydaeMOro Mmarepuana,
(GbopMUpYET y CTYIEHTOB CBOE OTHOIIECHUE K KOHKPETHOM mpodieme.

Bbonee niryOokoMy pacKpbITHIO BOIPOCOB CIHOCOOCTBYET 3HAKOMCTBO C JIOTIOJHUTEIIbHON
JUTEPATypod, PEKOMEHJIOBAaHHOM IIPENOJABaTelIeM [0 KaXJAOW TEME CEMUHApPCKOro WIIH
IIPAKTUYECKOTO 3aHATHUS, YTO ITO3BOJISIET CTYACHTAaM IIPOSIBUTH CBOKO MHIMBUAYAIbHOCTh B PaMKax
BBICTYIIJICHUS HA JAHHBIX 3aHATUSAX, BBIIBUTH IIMPOKUIN CEKTP MHEHHH 0 3ydaeMoi pobieme.

6. YueOnas murepatypa u pecypcbl HHPOPMAIHOHHO-TEJIeKOMMYHUKAHMOHHOM
cetn "UHTepHeT", BKIIIOYAsI MEePeYeHb Y4eOHO-MeTOAMYECKOro obecneyeHus1 1Jis
CAMOCTOAITEJILHOM Pa0d0ThI 00y4aroIUXCS M0 TUCIUIITHHE

6.1. Ocnosnasn rumepamypa.

OcHoBHas nuTeparypa:
1. Kupcanosa M. B. CoBpemeHHOE enonpon3BoACTBO: yueoHoe mocooue/ M. B. Kupcanosga. -
M.: UH®PA-M, 2012. - 312 c.
2. Poroxun M. 0. [lenonpousBoctBo. Kype nekiuii: yuebnoe nocodbue. / M. FO. Poroxwun. —
M.: Ilpocnekr, 2010. — 240 c.
2. Ky3nenon W.H. JlenoBoe nuceMmo. - M.: lamkos u K, 2012. - 197 c.
3. Ky3nenos N.H. [lenonpousBoacTBo: yueOHO-cripaBouHOe niocodue. - M.: 2013. - 521 c.

6.2. /lononnumensnas rumepamypa.
1. JlomaraukoBa, Ekarepuna AmnHaTtonbeBHA. Jle10mpom3BOICTBO: 00pa3ibl JOKYMEHTOB C
KOMMEHT.: [125 o00pa3loB [OKYMEHTOB: TIOJIOKE€HUS, WHCTPYKIUH, TPUKA3bl, AaKThI,
noBepeHHocTH, 1oroBopsl| / E. A. JlonatHukoBa.5-¢ u3., crep. Mocksa: Omera-JI, 2008.317
2. bacakoB, Muxaun VBanoBu4. Jlenonpon3BoACTBO M KOPPECTIOHACHIIUS B BOIPOCaX U OTBETaX:
VY4eb. mocobue Uit CTYACHTOB 3KOH. BY30B 1 Koyuemkel / M.M.bacakoB.2-e 3., ucnp. u J0M.
Pocros u//1: ®enukc, 2000.318¢
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6.3. Humepnem-pecypcol, cnpagouHsle Cucmemol.
http://smarty.php.net — Be6-TexHOI0T MM
http://yandex.ru/cgi/vesna - mpumMepbl CKPUIITOB BEO-TTPUIOKCHHIM
Museum of Modern Art (Moma), odunmanshsiii caidt http://www.moma.orgi
Museum fuer Moderne Kunst, odurmanshsiii cait http://www.mumok.at
Musee d'Orsay, oburnmansaeiii cait http://www.musee-orsay.fr
BammHrronckas ranepes, opunnansHelii cait http://www.nga.gov
Ianepest Teiit, opunuansueii cait http://www.tate.org.uk
Ianepest bapouksn, opunuanbHelii caitr http://www.barbican.org.uk
Myseit Metpanonuran, opuimanbhelii cait http://www.metmuseum.org
. Bupryansssiit rua o ['ocynapctsennomy Pycckomy myseto http://rmtour.ru/rus
. Undopmanmonnstit mopran Aprundo http://www.artinfo.com
. Mzyuaem Flash http://www.flashteacher.ru/
. Kity6 «®mamiepos» http://www.flasher.ru/forum/
. FlashKit http://www.flashkit.com/
. Anaromus Adobe PhotoShop (www.psd.ru)
. Photoshop tutorials http://photoshop.demiart.ru/
17. Pazmuunsie addexrsr B Photoshop http://1ps.ru/photoshop/
18. llIkosa Photoshop http://www.photoshopschool.ru/
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7. MaTepuabHO-TeXHHYECKasi 6a3a, MH(POPMAIIMOHHBIE TEXHOJIOTHH, IPOTPAMMHOE
obecrieyeHre 1 HHPOPMANHOHHbIE CIPABOYHBIE CHCTEMBI

Jlns obecrieyeHns: 00y4eHUs! CTYJCHTOB IO MUcHUIUTNHE «OCHOBBI JENONPON3BOICTBAY
Axazsemust pacnosiaraeT cieayromiel MaTepraaIbHO-TEXHUIECKON 0a30i:

- TIOMEIICHUSMH JJIsl IPOBECHUS MPAKTHYECKUX 3aHATHI, 000PYIOBaHHBIMH y4eOHOI
MeOEeNbIO;

- OMOIMOTEKY, UMEIOIIYI0 paboure MecTa IS CTY/ICHTOB, OCHAIIIEHHBIE KOMITBIOTEPAMH C
JIOCTYTIOM K 0a3aM JIaHHbIX U ceTu HTepHeT;

- KOMITBIOTEPHBIMH KJIaCCaMHU.

Hngopmayuonnsie mexnonozuu, npozpammmnoe obecnevenue u cCnpagoyHyle CUCMemMbl

1. www.nnir.ru / - Poccuiickas HalMoOHa/IbHAsA OMOIMOTEKA
. WWW.Nns.ru / -HarnronaneHast 3J1eKTpOHHAst OMOInoTexa
WWW.ISi.ru / - Poccuiickast rocygapcTBeHHast OMOIMOTeKa
www.biznes-karta.ru / -ArentctBo nenoBoit nHpopmaru «buzHec-kapray
www. rbs.ru / - Uadopmarmonnoe areHtctBo «PocbusznecKoncanTuam»
www.aport.ru / - [TouckoBast cuctema
www.rambler.ru / - TTouckoBast cucrema
www.yandex.ru / - [TouckoBasi cuctema
. www.busineslearning.ru / - Cucrema TUCTaHIIMOHHOTO OM3HEC 00pa30BaHUsS

10. www.test.specialist.ru / - Llentp kommbioTepHoro oOyuenuss MI'TY um. H. D.
baymana

11. http://www.consultant.ru/ - Koncynerast mmtoc

12. http://www.garant.ru/ - T'apaut

© N oA ®WN
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