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1. Ilepevyens IJIAaHUPYEMBIX Pe3yJbTATOB OOy4YeHHMs] MO JAUCHUIJIMHE, COOTHECEHHBIX C
IJIAHMPYEMbIMH Pe3yJIbTaTaMH 0CBOEHUSI IPOrpaMMbl

1.1. Jucuunimua @T/A.B.03 «OcHOBBI 1eJ10NPOU3BOACTBA) ol0ecneynBaeT OBJIAIEHHE
CJIeAYIONIUMH KOMIETEeHINUSIMU:

Kon HanmenoBanmne Kox sTama ocBoeHus HanmenoBanwme stamna
KOMIICTCHITUN KOMIICTCHITUI KOMIICTCHITUN OCBOCHHUS KOMITCTCHIINH
OIIK-1 I"'oTOBHOCTE k | OIIK-1.1 I"'oTOBHOCTB K

KOMMYHUKAIUU B KOMMYHUKAIlMKd B  YCTHOM
YCTHOM M NMHUCHbMEHHOMU dbopme Ha  pyccCKoM U
dbopMax Ha PYCCKOM U WHOCTPAaHHOM  SI3bIKAX  JJIA
WHOCTPAHHOM  SI3bIKaX peleHus 3a71a4
JUIsL  peleHus  3ajaad npodeccrnoHaIbHOM
npodecCuOHAITBHON JIeSITEIIbHOCTH
JIESITEILHOCTH OIIK-1.2 I"'oToBHOCTB K
KOMMYHUKAaIUH B
nuchMeHHOW — Qopme  Ha
PYCCKOM ¥  HHOCTPAHHOM
SI3BIKAX I PEIICHHS 3ajad
npodeccuoHaTbHON
JIeITSIbHOCTHU
1.2. B pe3yabTare 0CBOCHUSI JMCHMILIMHBI Y CTYAEHTOB J0JKHbI ObITH C)OPMHUPOBAHBI:
OTD/TD1 Kon 3Tana
(mpu HANIMYMH OCBOCHUS
npodcrangapra)/ KOMITCTCHIITH PesystbTathl 0ByueHus
TPYIOBBIE WIIH
npodeCCHOHAIIbHBIC
e CTBUS
OIIK-1.1 Ha YpOBHE 3HAHUMW: 3HaTh TOCYJAapPCTBEHHOE
peryaupoBaHue JIOKYMEHTAIMOHHOTO
o0ecrieueHus yrnpaBieHHs B TOCYIapCTBEHHBIX
OpraHu3alysaX, COBPEMEHHYIO OPTaHH3aIIUIo
JIOKYMEHT000O0poTa u TEHICHIUN
HCIIOJIL30BaHUS UKT, OPTaHU3aLHIO0
ONEPATUBHOTO  XPAHEHHS JOKYMEHTOB B
TEKYIIEM JEJIOMPOU3BOJICTBE
Ha YpPOBHE YyMEHMIi: OCTaBIATH CIyXKeOHbIE
JOKYMEHTBI, B T. Y. TIMCbMa, TMPOEKTHI
NPUKA30B U  PACHOPSIKEHUW;  3allOJHATh
MEPBUYHBIE YUETHBIE TOKYMEHTHI IO TPOQHITIO
npodeccuoHaIbHOM JeSITeIbHOCTH,
MOJIK30BaThCA CPEACTBAMU KOMUPOBAHUSA U
TUPAXUPOBAHMS; TOJIB30BATHCS PA3IUYHBIMHU
cpencTBamMu CBSI3U, B TOM JHCIe
(aKCUMIIIBHON U 3JIEKTPOHHOM
Ha YpOBHE HaBBIKOB: HE (hOPMHUPYETCS
OIlK-1.2 Ha ypOBHE 3HAaHMH: 3HaTb OCHOBHBIE

! Jlns oGpa3zoBatensHbIX nporpamm, peanusyembix 1o ®IOC, U uis yHUBEPCAIBHBIX KOMIIETEHIMH TIEPBast KOJIOHKA
MOXET HE 3arOJIHATHCS




OTO/Td1 Kon Tana

(mpu HAJIMUMK OCBOCHUS
npodcrangapra)/ KOMITCTCHITH PesysbTaThl 0B yueHUs
TPYAOBBIE HIIN
npodeccuoHanbHbIe
JEACTBUSA

TEHJCHLUH pa3BUTHS JICJIONIPOU3BOJICTBA B
rOCYJapCTBEHHOM amrapare yIpaBIeHUS U
pa3MYHBIX OpraHU3alusAX, B TOM YHCIE
COLMAIIbHO-KYJITYPHOH cephl

Ha YPOBHE YMEHHUI: OCHOBHBIMH HOpMaMH
0(hUIMATBbHO-IIETIOBOTO CTHWJIL COBPEMEHHOI'O

PYCCKOro JUTEPATYPHOTO SI3bIKA
(Jlekcuueckumy, MOP(OJIOTHUECKUMH,
CHHTaKCHYECKHMH);  HaBBIKAMH  YCTHOTO

oOmieHus B cBoel mpodeccnoHanbHOM cdepe ¢
UCIIOJIb30BAHUEM SI3BIKOBBIX (hOPMYJI JIETIOBOTO
OTUKCTA, COBPCMCHHBIMU HHq)OpMaHHOHHBIMH
TEXHOJIOTHUSIMH B JICJIONPOU3BOJICTBE

Ha YpPOBHE HaBBIKOB: COCTaBJISICT
o(UIMATIbHBINA JTOKYMEHT

2. O0bem U MecTO JUCHUILINHBI B cTpykType OII BO
O0BeM THCHUILTHHBI
OOmiass TPyIOEMKOCTh AMCHMILIUHBI COCTaBIsieT 2 3au€THBIX eAuHHIbl (72

aKaJIeMMYECKUX 4Yaca/54 acTpoHOMHYECKHX 4aca). Ha KoHTakTHyr0 paboTy ¢ mperojaBaTeneM
BoIesieTcst 68/51 yacoB, Ha caMOCTOSTENbHYIO PaboTy oOyuaronmxcs Boiaensercs 4/3 daca.

Mecro nucuumiunbl B ctpykrype OII BO

JucuunnuHa «OCHOBBI JETIONPOU3BOACTBA» OTHOCUTCS K JUCUUIUIMHAM BapUaTHUBHOM
gactu yueOHoro miana. Kox mucrummmasl @T/(.B.03 Qucuumimaa n3ydaercs Ha 1 kypee B 1,2
CeMecCTpax.

JlucuuruinHa ~ ABASETCS  OCHOBOM  JUIs  M3y4YeHMsl JMCUUIUIMH: MapKeTMHr U
KOMMYHHMKAIMM, TEeXHOJOTMM BBIMOJHEHUS BBITYCKHOM  KBaIM(UKAIMOHHOW  paboOTHI,
IPOXOXKJICHUS TPOU3BOICTBEHHBIN MPAKTUKH, BHIITOJHEHNUS HayYHO-MCCIIe10BaTEIbCKONH PabOoThI
Y HaIlMCaHUs BBITYCKHON KBaNU()PUKALMOHHOM paboTHI.

3. Conep:xaHue M CTPYKTYpa M CHHUILIMHbBI

Tabmumna 1.
Ounas popma odyuenusn
O0beM qMCHMILUIMHBI (MOYJIs1),
qac. ®opma

KonrakTHas TeKyILIero

N/ HaumeHnoBaHue TeM pa6ora KOHTPOJIs
gt (pa3ueJsioB) Beero 00y4arouuxcs ¢ CP ycreBaeMoCTH,
npemnojaaBarejieM NMPOMEKYTOYHO
Mo BUAaM Y4eOHBIX i aTTecTanum

3aHSATUHI




Opranu3zanus yrnpasieHUs

Tema 1 | nokymeHTanuei 18 12 6 O
MPEIPUATHS
Opranusanys ynpaBieHUs

Tema 2 | cyx00ii nemONMpoOU3BOACTBA 18 12 6 O
MIPEANPHUITUS

Opranusanys padoTbl
Tema 3 | HODKHOCTHBIX JIMIL 18 12 6 O
MIPEANPUSITHUS C IOKYMEHTAMH

TpeGoBaHMs K MTOATOTOBKE

Tema 4 18 12 6 I1P, O

YIIPABJICHYECKUX TOKYMCHTOB

HpOMe}KYTOLIHaH aTTcCTaluusa 3auer

Bcero: 72 68 4

Ipumeuanue: gopmer mexyweeo konmpoasa ycneeaemocmu: onpoc (0O), npakmuueckas
paboma (I1P).

Copep:xaHue IMCHUIINHBI

Tema 1. Opranuzanus ynpaBieHHUs JOKYMEHTAIIUEH MTPEIIPUSTHS.

OcHOBHBIE HanpaBJIeHUs NeSITeIbHOCTH, OCYILECTBIIIEMOI B paMKkax
JOKYMEHTAIIMOHHOTO MEHEKMEHTa Mpennpuarus. JloKyMeHTOOOOpOT NUpPEANpHUSITHS H €ro
cocrapisironie. OCOOEHHOCTH U THUIIOBBIE CXEMbl YNPABJICHUS BXOAALIMMHU, MCXOIAIUMH U
BHYTPCHHUMH JOKYMEHTaMu mnpennpuarusi. CrucremMa KOHTPOJS HCIOJHEHHS JOKYMEHTOB,
HOPSIOK €€ (YHKLIMOHUPOBAHMS B YCIOBHMAX mpennpuatus. IlocraHoBka JOKyMeHTa Ha
KOHTpOJIb. [IpoBepKka CBOEBPEMEHHOTO TOBEACHHS TOKYMEHTa (COAEepPIKaHUS COOTBETCTBYIOIIETO
HOPYYEHHUs1) JI0 CBEJIEHHUS HCHOJIHMUTENs (OTBETCTBEHHOro wucnonHutens). [IpenBapurenbHas
IPOBEPKA U PEryIMpOBaHUE X0Ja UCIIOTHEHUs JOKyMeHTa. CPOKH UCTIOIHEHUS TOKYMEHTA.

Tema 2. Opranuzanus ynpasiaeHUs CIIy>KOOH AeI0NpPOU3BOACTBA MPEATIPHUITHUS.

Cnyx0a aenonpous3BOACTBA MPEANPHUATHA, €€ (PYHKIMOHAIBHOE HA3HAuYeHUeE, IIelib,
3aJa4d, OpraHU3allMOHHAs CTPYKTypa M YHUCIEHHBIH cocTaB. OpraHu3allMOHHAas CTPYKTypa
CIIY’)KOBI JISTIOTIPOM3BOJICTBA MHUHHUCTEPCTBA, TOCYAAPCTBEHHOTO YHUTAPHOTO MPEIIPUSATHS,
aKkiuuoHepHOro  mpeanpustus.  OCHOBHbIE  CTPYKTYpHBIE  TOApA3fCNCHHUsS  CIY>KObI
(aIMHHHCTPATUBHBIA OTHEN, OT/AeT OOecTeueHHsl, OTAET JeONPOU3BOICTBA, OTIEN XPaHEHHUS,
OTJIeJT TEXHUUECKOTO UCTIONIHEHUS IOKYMEHTOB), UX (DYHKIIHH.

Tema 3. Opranuzanus padoThI JOJDKHOCTHBIX JIUII IPEANPHUSITHS C JOKYMEHTaMH.

Opranusanuss paboThl PYKOBOAMUTENA C JIOKyMeHTaMu. PykoBojsmuii cocTas:
PYKOBOJIUTENb, 3aMECTUTENH PYKOBOIWTENS, HAYaJbHUKH CTPYKTYPHBIX IOJPa3/ICICHUN.
Opranuzanus paboTsl UCHOJIHMUTENS ¢ AoKyMeHTamu. COop u o0paboTka HEOOXOAMMOM A
UCTIONTHEHUSI JIOKyMeHTa uH(popmanuu. Pa3paboTka cojepKaHHs NPOEKTa JOKYMEHTa.
Obecnieuenne Ha/uIekalero ogopmieHus mNpoekTa gokymeHTa. CoriacoBaHue IpOeKTa
JOKYMEHTa. Y TOUHEHHE CoJIepKaHus U opopMIIeHHs TOKyMeHTa. [IpecraBienne ToKyMeHTa Ha
noanucanue (yreepxaeHue). TupaxupoBanue gokymMeHTa. ObecredeHne pacChUIKM JOKYMEHTa
110 HAa3HAYCHUIO.

Tema 4. TpeGoBaHMs K MOJTOTOBKE YIPaBIEHYECKUX JTOKYMEHTOB

TpeGoBaHust K COMEPKAHHUIO YIPABICHYECCKAX TOKYMEHTOB. TekcT. CTHIIb M3JI0XKCHUS.
OyHKIMOHANbHOE Ha3HaueHUe wvacTed gokyMmeHTa. CirykeOHO-1enoBoi CcTHib. OCHOBHBIE
CHOCOOBI CTPYKTYPHU3AIIMU TEKCTOB YIIPABICHUYECKUX JTOKYMEHTOB. YHU(PHUIIMPOBAHHBIE TEKCTHL
Tepmun. CokpateHue.



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

4. Martepunajibl TeKyllero KOHTPOJS yCHeBaeMOCTH 00y4awommxcss M (OHI OLEHOYHBIX
CpeacTB MPOMEKYTOYHOM ATTeCTALMH 110 IUCHUIINHE

4.1. @opMbl M MeTOAbI TEKYWIEr0 KOHTPOJISA YCIeBAeMOCTH OOyYalOIMXCcs U
NMPOMEKYTOYHOM aTTeCTaIlUM.

4.1.1. B xome peammzanuun aucuumiauHbl POT.B.03 «OcHOBBI 1eJ10POU3BOJACTBA»
HCIOJIb3YIOTCH CJIeYIOIHMe METOIbI TeKYIIero KOHTPOJIS U YCIeBAeMOCTH 00y4aommxcs:
— IIPY IIPOBEJICHUHU NTPAKTUYECKUX 3aAHATHH:

onpoc (0), npakmuueckas paboma (I1P)

4.1.2. IlpoMe:xxyTOUHasi ATTeCTALUS IPOBOANTCS B (hopMme: 3a4era.

4.2. MaTepuajbl TEKYIIEro KOHTPOJISI yCIIeBAeMOCTH.
TunoBble OLlEHOYHbIE MATEPUAJIbI 110 TeMe 1

Tumnosbie BONPOCHI ONpPoca

. aiite onpesesieHne NOHATUS «I0KYMEHTOO00POT NPEAIPUATUSY.

. [lepeunicnure rIaBHBIE COCTABISIOMINE TOKYMEHTOO00POTA IPEATPHATHSI.

. OnumuTe TeXHOIOTHIO padOoThl ¢ BXOIAUIMMH TOKYMEHTAMU MIPEIPUATHSL.

. OnumuTe TeXHOJOTUIO pabOThI C UCXOASAIMMH JOKYMEHTaMU MPEANIPUSITHS.

1
2
3
4
5. Onummure TEXHOJIOTHUIO PaObOThI C BHYTPEHHUMH IOKYMEHTAMU MPEIITPUSITHSL.
6. Uto BKiIIOYaeT B ceOs cucteMa KOHTpoJis ucnoaHeHus nokymentoB (KWUJ) npennpustus?

7. OnuimuTe NpUHIKNIUATBHBINA TOPSAOK PyHKIMOHMpOoBaHuUs cuctembl KN /L.

8. HazoBuTE OCHOBHBIE BUbI KOHTPOJIBHOU JTOKYMEHTAIUH.

9. Yto BK/IIOYAET B ceOs OpraHu3alus ONepaTUBHOTO XPAHEHUS JOKYMEHTOB MPEANpUATUs?

10. KakoBbl OCHOBHBIE TpeOOBaHMSI K OpraHU3AIMH OIEPATUBHOTO XpaHEHUs TOKYMEHTOB
IpeanpusITUs?

11. YUto BkIItOUaeT B ce0si OpraHu3aliisl apXuBHOTO XpPaHEHUs JOKYMEHTOB MPEAIPUATHS?

12. B yeM paznanunie pexxuMOB BPEMEHHOI'O U ITOCTOSIHHOTO XPAaHEHUs TOKYMEHTOB B apXUBE?

TunoBbie OLCHOYHBIE MAaTePHAJIBI IO TeMe 2
Tunosbie BONPOCHI 0ONIPoOca

1. B yem cocTouT QyHKIIMOHATILHOE Ha3HAYEHHUE CITY>KOBbI AETONPOU3BOACTBA MIPEAIPUATHA?

2. PacckaxkuTe O LeNIAX U 33/1a4axX CIyXObl 1€TONPOU3BOICTBA MTPEAIPUATHSL.

3. OnuunTe TUMOBBIE BAPUAHTHI OPraHU3alUU CITY>KObI 1€JI0NPOU3BOICTBA NP PUATHS.

4. Ilepeuncante OCHOBHBIE MTO/IPa3/I€ICHUS CIIYKOBI 1€TOMPOU3BOACTBA, UX (PYHKIUH.

5. Onummre NopsioK GOPMUPOBAHUS CITYXKObI 1EIONPOU3BOJICTBA PEAPUATHSL.

6. OxapakrepusyiiTe OCHOBHBbIE TpeOOBaHMS K OpraHU3alMM padO4YMX MECT M YCJIOBUH Tpyda
NepCOHANA CIIY>KOBbI AETIONPOU3BOACTBA.

Tunosbie OLlECHOYHBIE MaTEePHAJbI 110 TeMe 3
Tunossie BONPOCHI ONpoOca

BOHpOCBI JJIsA O6cy)KIlCHI/I$IZ



1. Ilepeuncnute OCHOBHBIE KaTETOPUU PAOOTHUKOB MPEATIPHUATHS, JOIYIICHHBIX K 0OPAIIEHUIO C
JOKYMEHTaMH.

2. OnumuTe TEXHOJIOTHs paboThl C JOKYMEHTaMU JOJDKHOCTHBIX JIMIl U3 YHCIIAa PYKOBOJSIIErO
COCTaBa MPeIIpUATHSI.

3. Omummure TEXHOJOTHIO paboTBl C JOKYMEHTAaMH HCIIOJHHUTEICH W OTBETCTBEHHBIX
UCTIOJTHUTEIICH MTPEAPHATHSL.

4. Pacckaxure 00 OCHOBHBIX OCOOCHHOCTSIX, TPHCYLIIMX pPabOTe€ JODKHOCTHBIX JIUII
NPEANIPUATHS ¢ KOHPHUICHINAIBHBIMHA JOKYMEHTAMH U OJJaHKaMH CTPOTOM OTYETHOCTH.

5. Kakue BHIbI MUCBMEHHBIX OOpalIeHUI ITOCTYNAIOT B apec MPeIIpUATHs, B €M HX Hauboiee
CYLIECTBEHHBIE PA3INYUS?

6. PacckaxxuTe O MOpsSIKEe MOATOTOBKM OTBETOB HA IMOCTYNUBUIME B aApEC MNPEANPHUATHS
MUChMEHHBIC O0paIeHusI.

TunoBble OLleHOYHbIE MATEPHAJIBI 10 TeMe 4

Tunossie BONPOCHI ONIPOCca

1. IlepeuncnuTe OCHOBHBIE BUBI TPEOOBAaHUI, PEABABISIEMBIX K IMOATOTOBKE YIIPABICHUYECKUX
JIOKYMEHTOB, Pa3bsICHUTE UX CYLTHOCTb.
2. Oxapakrepu3yiTe BaxkHeine TpeOOBaHUs K COAEPKAHUIO YIIPaBICHYECKUX JTOKYMEHTOB.
3. Ha3zoBute ocHOBHbIE CIIOCOOBI NPEACTABICHUS TEKCTA YIPABIEHYECKOT0 IOKYMEHTA.
4. Oxapakrtepu3syiite BakHel1I1e TpeOOBaHUS K CTPYKTYpeE YIIPaBICHYECKUX TOKYMEHTOB.
5. CpaBHUTE THIOBYIO CTPYKTYpPY JBYX DAa3JIMUHBIX BHJOB YIPABIEHYECKUX JIOKYMEHTOB:
IPUKa3 IO OCHOBHOM JEATENBHOCTH — IOJOXEHHE O CTPYKTYPHOM HOJpa3J/ieIeHUuH; yCTaB
HPEANpUATHS — cIyKeOHast 3alKUCKa; AEJI0BOE MUChMO — PAclOpsKEHHUE.
6.  OxapakTepusyiTe BaKHEHIIHE TpPeOOBAHUS K CTHIIIO H3JIOKEHUS YIPaBIEHYECKUX
JIOKYMEHTOB.
7. Ilepeuncnure 0COOEHHOCTH CITYKEOHO-IETI0BOTO CTHIIA.
8. OxapakTepusyiTe BakKHEWIINE TpeOOBaHUS K OPOPMIICHUIO YIIPABIEHYECKUX JOKYMEHTOB.
9. Ilepeuncnute Haubosiee BaKHbIE PEKBU3UTHI, OOECHEUMBAIOIINE IOPUAUYECKYIO CHITY
yIIpaBJIEHYECKUX IOKYMEHTOB.
10. HazoBuTe OCHOBHBIE HOPMATHBHO-METOJUYECKHE W HOPMATHBHO-TEXHUUYECKUE aKTHI,
yCTaHaBJIMBAIOLINE TPEOOBAaHUS K MOATOTOBKE YIPABICHUECKUX JOKYMEHTOB.
11. OnumuTe 0O TOPSIOK MOATOTOBKU COAEPIKaHUS YIPABICHUECKOTO JOKYMEHTA.
12. JlaiiTe ompeneneHre MOHATHS «Pa3BEPHYTAsI CTPYKTYpa YIPABICHYECKOTO JOKYMEHTA.
13. Ha3zoBute 0CHOBHBIE BU/IbI CTUIMCTUYECKUX 3aIIPETOB.
14. Kaxkue cymiecTByroT cioco0bl pa3MeIlleHNsl PEKBU3UTOB B IIpejienax OjlaHKa JOKyMeHTa?
Tunosble 3a1aHusA
CocraBbTe /1e10BO€ TUCbMO MapTHepY. [loaTBepNTE MONTyueHHE TPOBEICHUE BCTPEUH.

4.3. OueHo4HbIE CPEACTBA AJIsl IPOMEKYTOYHOM ATTECTALUM.
4.3.1. ®opMupyemblie KOMIETEHINH

Kon Haumenosanue Kox srama HauMmenoBanue >Tama ocBoeHUs
KOMIIETEeH KOMIIETEHINH OCBOCHHMS KOMIIETEHINH
92078 KOMIIETECHITIH
OIIK-1 I'oToBHOCTB k | OIIK-1.1 I'0TOBHOCTP K KOMMYHHMKAIlUU B YCTHOM
KOMMYHHUKAIIH B dbopMe Ha pPYCCKOM ¥ HWHOCTPAHHOM
YCTHOW U MUCbMEHHOMN A3BIKAX IS pereHus 3a1a4




dhopmax Ha PyCCKOM U
HHOCTpPAHHOM A3bIKax
IUIL  pelieHus 3aaady

npodeccuoHaNbHOM e TeIbHOCTH

npodeccnoHaTbHOMI

JCATCIIBHOCTH

OIIK-1.2

I'otoBHOCTE K
MMCbMEHHOW ¢dopMe Ha PYCCKOM U
MHOCTPAHHOM  SI3BIKAX JUISl PEILICHUS
3a/1a4 Tpo(heCcCHOHAILHON ACSATEIHbHOCTH

KOMMYHUKaIIUA B

ITan ocBoeHHUSA IToxa3aTeib oeHUBAHUS Kpurepuii oueHuBanust
KOMIeTEeHIHH
OIIK-1.1 3HAThH anroput™bl ['paMoTHO u MPaBWIBHO
['oToBHOCTH K [KOMMYHUKATHBHOTO TOBEACHUS B| MPEICTABISICT AITOPUTMBI
KOMMYHHUKAIIUM B [CUTyallUsX JI€JOBOrO OOIIEHHSA, KOMMYHMKAaTHBHOTO IIOBEJCHUSA B
ycTHOH (Qopme Ha [mpu MyOIMYHBIX BBICTYIUICHUSX, CHUTYAIHsIX JEIOBOTO OOIICHHS, MPHU
pyCCKOM U [IEPErOBOpPax, COBEIIAHUSIX MyOTMYHBIX BBICTYIUICHUSX,
MHOCTPaHHOM Criocoben MO/IEPKUBATH| TIEPErOBOPAX, COBEIIAHUIX
A3BIKAX g PPPeKTUBHBIE nenoBbie| [ paMOTHO TPOBENEHBI MEPEroBOPHI C
peteHus 3a/1a4 KOMMYHHKAITUU B YCTHOU (JOpME | MOTEHIIMAILHBIM KJIMEHTOM
npodeccuoHanbHOM
NESATETbHOCTH
OIIK-1.2 3HaTh anroputMsl ['paMOTHO u MPaBUJIBLHO
['oToBHOCTH K [KOMMYHUKATHBHOTO  TIOBEICHUS| TPEICTABIISICT AITOPUTMBI
KOMMYHUKALlUK B [IPH JI€JIOBOM MEpEnucKke KOMMYHHKATHUBHOTO TOBEACHUS TPU
nucbMeHHOU Qopme (CriocobeH MOJIICPKUBATh| JIEJIOBOM MEPENUCKe
HA  pycckoM U phdexTuBHBIC nenoBeie| ' paMOTHO cocTaBlieH O(UIMATBHBIN
WHOCTPAHHOM KOMMYHUKAIIMM B MHCHbMEHHOH| TOKYMEHT COTJIACHO
A3BIKAX s (bopme, B TOM qHClie| UHIUBUyaTbHOMY 3aJaHHIO
perieHus 3a/1a4 PIAECKTPOHHBIMH CPEJICTBAMU
npodeccunoHanpHON
NESTETLHOCTH

4.3.2 TunoBbie OLCHOYHBIE CPEICTBA

1. [TousTtue u BUJbI JOKYMCHTOB.

2. OyHKIMHA JOKYMEHTOB.

3. Llenn  3a1a4n TOKYMEHTOB.
4. TlousiTHe CUCTEMBI JOKYMCHTAIHU. OcHOBHBIE q)yHKIII/IOHaJ'IBHI)Ie CUCTCMbI JOKYMCHTAllN B

P®.

5. HpopManinoHHO-TOKYMEHTAIMOHHOE 00eCIIeYeHHE anmapara yrnpaBieHHs..
6. YnpaBieHue JOKyMeHTaIUeH.

7. CymHocTb, 3a1aun ¥ QyHkiuu cinyxost JJOY.
8. Opranuzaiust paboThl C JOKYMEHTaMHU.

9. PeFI/ICTpaHI/ISI ¥ KOHTPOJIb UCITIOJTHCHUA TOKYMCHTOB.

10. XpaHeHre TOKyMEHTOB ¥ (OPMHUpPOBAHUE JICTI.

11. TpeGoBaHus K OPOPMIIEHUIO TOKYMEHTOB.

12. PexBU3UTHI JOKYMEHTOB.

13. TpeboBanus Kk OaHKaM JTOKYMEHTOB.




14. Opranu3aimoHHO-PaCOPAIUTEIbHBIC TOKYMEHTHI.

15. PacniopsiuTenbHbIE TOKYMEHTHI.

16. NadpopmManinoHHO-CIIPABOYHBIEC JOKYMEHTHI.

17. SI3bIk ¥ cTHIIb OPUIIMATBHBIX JTOKYMEHTOB.

18. loxymeHTanus Mo TpyIOBBIM OTHOILICHHUSM.

19. dunancoBas TOKYMEHTAIIHS.

20. JIoKkyMeHTBI IO CHa0)KEHHUIO U COBITY.

21. HaznaueHue 1 Ki1acCU(PUKALIHS ISTOBBIX MTHCEM.

22. Kpatkas xapakTepuCTHKa rapaHTHUIHOTO MUChMa, 3aKa3a, 3alpoca, 3asBKH, U3BEIICHUS.

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

24. Kparkass XapaKTepHCTUKa MPETEH3UMOHHOTO MUCHhMA, MPHUIJIALICHUS, TPOCHObI, PEKIaMHOTO
MUCHhMa, COTJIACHS.

25. KpaTkas xapakTepucTHKa COOOIICHHS, CONPOBOAMUTEIHLHOTO MHCbMa, TpeboBaHUS,
YBEIOMIJICHHUS.

26. JlemoBas repenucka.

27. ITuceMeHHast KOPPECITOHACHITHS.

28. Buibl MOYTOBBIX OTIPABIICHHIA.

29. MexayHapoIHbIe CTaHIAPTHI IO OPOPMIICHHIO TOKYMEHTOB.

30. [ToaroToBka J1eI0BOW KOPPECIIOHICHIINHN 15 3apyO0eKHBIX TapTHEPOB.

31. Opranusanus paboThl ¢ KOHPHUICHIIMATHHBIMA JOKYMEHTAMHU.

Tema npakTnyeckoii padorbi: CocTaBbTe IET0BOE MHCHMO TAapTHEPY 10 OU3HECY, 3apyOeKHOMY
napTHEPY, YYUTHIBasg TPeOOBAHUS CTPaHbl KOHTpareHTa.

[Ixana oueHNBaHUA

Kpurepuii oueHku Ouenka

JleMoHCTpHpyeT TIiyOOKHE 3HAaHUS TOCYJapCTBEHHOTO PEryJIMpOBaHUS | 3a4TE€HO
JOKYMEHTAIlMOHHOTO 00€eCHe4YeHus YIpaBlIeHUs B TOCYIAapPCTBEHHBIX
OpraHu3alysaX, COBPEMEHHYIO OpraHH3aluI0 JOKYMEHTO00OpoTa U
TeHaeHunn ucnoas3oBanus UKT, oprannzanuio onepaTuBHOTO XpaHEHUS
JIOKYMEHTOB B TEKYIIEM JEIIOIPOU3BOICTBE

I'paMOTHO ~ COCTaBIIEHO JAENOBOE IHCbMO IapTHEPY MO  OH3HeCy,
3apyO0eKHOMY MApTHEPY C YYETOM TpeOOBAHMI CTpaHbl KOHTpAareHTa

OTCYTCTBYIOT 3HAHUS rOCyJ1IapCTBEHHOTO peryiupoBanus | He 3aureno
JOKYMEHTAI[MOHHOTO O0O0OeCHevYeHus YIpaBlIeHUsT B TOCYAapCTBEHHBIX
OpraHu3aIMsaX, COBPEMEHHON OpraHu3aluud JIOKYMEHTOoOOpoTa |
TeHaeHIuN ncnoab3oBanusg KT,

JlenoBoe MMCHEMO HE COCTaBJICHO

4.4. MeTonnyeckne MaTepuaJibl

[TpomexyTouHas arrecranus (3a4eT) MPOXOAUT B (hOpMe yCTHOTO OTBETa Ha BOMPOC U
BBITIOJTHEHUSI TPaKTUYecKoro 3aianus. CTyIeHThI pacCaKMBAIOTCS 110 OJJHOMY Y€IOBEKY 3a CTOI,
HAa HamucaHWe OTBeTa Ha Bompoc oTBoAuTcs 15 MuHyr u 30 MHHYT Ha MOATOTOBKY
MPAKTUYECKOTO 33/1aHusl. 3aTeM CTYICHTHI 0 OUYepPEaIN OTBEYAIOT IK3aMEHATOPY 10 MaTepuaiam
6I/IJ'IeTa u, HpI/I HeO6XO}II/IMOCTI/I, Ha JOIMOJIHUTCIIBHBIC 1 yTO'-IHSIIOHH/Ie BOHpOCBI.
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5. Meroauveckue yKa3aHus sl 00y4al0IIUXCH M0 OCBOCHHUIO TUCIUILIHHBI

[ToaroroBka Kk MPaKTUYECKUM 3aHATUAM

[ToaroToBKy K KakJa0My MPAKTHYECKOMY 3aHATHIO KaXABIA CTYACHT JODKCH HadaTh C
O3HAKOMJICHHSI C IUIAHOM 3aHSTHS, KOTOPBIA OTpa)XaeT COJACP)KAHHE MPEJIOKEHHON TEMBI.
TmarenpbHO€ TPOAYMBIBAHWE W H3y4YCHUE BOIPOCOB IIJIaHA OCHOBBIBACTCS Ha MpopaboTKe
TEKYIIEro Marepuasa JeKIUH, a 3aTeM U3y4eHHUs 00s3aTeIbHON U JTONOTHUTEILHON TUTEPaTyPHI,
PEKOMEHJIOBaHHYIO K JaHHOW Teme. Ha OCHOBE WHIWBUIYaJbHBIX MPEANOYTCHHN CTYICHTY
HEOOXOMMO CaMOCTOSITEJIbHO BBIOPATh TEMY IUCKYCCHM IO Tpolieme cemuHapa. Bce HOBbIe
MOHATHUS 0 M3y4yaeMOl TeMe HeoOXOIUMO BBIYUYHUTh HaW3yCTh W BHECTH B TIIOCCAPUN, KOTOPBIH
1eaecoo0pa3Ho BECTH ¢ CaMOro Hauyajia U3ydeHHs Kypca.

Pesynbrar Takoit pabOThI JOKEH MPOSBUTHCA B CIHOCOOHOCTH CTYJAEHTa CBOOOIHO
OTBETUTH HAa TEOPETUUYECKHE BOMPOCHl CEMUHAPA, €r0 BHICTYIUICHUH U YYaCTHUHU B KOJIJIEKTUBHOM
00CY)XJICHHH BOIPOCOB M3Yy4aeMOM TEMbI, MPABUJILHOM BBHITIOJIHGHUH MPAKTUUECKUX 3aJaHUN 1
KOHTPOJIBHBIX paboT.

Pabota c nuTeparypHbIMH HCTOUHHKAMU

B mporiecce moAroToBKM K CEMHUHAPCKUM 3aHITHSIM, CTY[IEHTaM HE0OXOAMMO OOpaTHTh
0co00e BHMMaHHE Ha CAMOCTOATEIbHOE M3Y4YEeHHE PEKOMEHIOBAaHHON y4eOHO-METOANYECKOH (a
TaKkKe HAydyHOM U TMONyIspHOW) Jureparypbl. CamocTosTenbHass paboTa ¢ ydyeOHUKaMH,
yueOHBIMU TMOCOOMSAMHU, HAYYHOH, CIPAaBOYHOW U MOMYISPHOW JUTEparypoi, marepuaiaMu
MEepUOAMYECKUX M3MaHui W HHTepHeTa, CTAaTUCTUYECKUMM JaHHBIMU SIBISIETCS HauOoliee
3¢ (EeKTUBHBIM METOJIOM MOTYyYEHUS 3HAHUM, MO3BOJSET 3HAYUTENLHO aKTUBU3UPOBATH MPOIECC
OBJIQJICHUSI MHPOPMAIIHEH, CTOCOOCTBYET OoJiee ITyOOKOMY YCBOCHHUIO M3y4aeMOT'0 MarepHalia,
dbopMuUpyeT y CTYACHTOB CBOE OTHOIICHHE K KOHKPETHOH Mpobieme.

Bonee rimybokoMy pacKpBITHIO BOIIPOCOB CIIOCOOCTBYET 3HAKOMCTBO C JIOTIOJIHUTEIBHOMN
JUTEpaTypol, PEKOMEHJOBAHHOW TMIperojaBaTelieM IO KakIO0M TeMe CEMHUHAPCKOro WIH
MPaKTUYECKOTO 3aHATHUS, YTO TIO3BOJIAET CTYACHTAM MPOSBUTH CBOI HHIWBHAYAIHHOCTh B
paMKax BBICTYIUICHHS Ha JaHHBIX 3aHATHUSAX, BBIIBUTH IIMPOKHUH CIIEKTP MHEHHH MO M3y4aeMOi
npobneme.

6. YueOnas smTeparypa HW pecypchl HH(POPMAIMOHHO-TEJEKOMMYHHUKALHOHHOM
ceru '"HHTepHer", BKJ/IOYAas IepedeHb Y4YeOHO-MeTOAMYECKOro olecrnevyeHUus: AJs
CAMOCTOAITEJILHOM Pa0d0ThI 00y4ar0IUXCS MO0 TUCIUAIIIHHE

6.1. OcHoBHas uTEpaTypa.

1. PwibakoB A.E. OcHOBBI Aenonpou3BOACTBa [DieKTpoHHBIN pecypc| : yueOnuk / A.E.
PpiGakoB. — DJEKTpOH. TEKCTOBbIE JaHHble. — MuHck: PecnyOnMKaHCKMM HMHCTHTYT
npodeccuonanbHoro oopazosanus (PUIIO), 2016. — 320 c. — 978-985-503-606-8. — Pexum
nocryna: http://www.iprbookshop.ru/67690.html

2. bpeckuna H.B. OcHOBBI Aemonpon3BocTBa [DIEKTPOHHBINA pecypc] : yuyeObHoe mocobue /
H.B. bpeckuna. — OnekTpoH. TekcroBble aaHHble. — CraBpomnonb: CeBepo-KaBkazckuii
denepanbubli  yHuBepcutetr, 2014. — 123 c¢. — 2227-8397. — Pexum pocryna:

6.2. lonosiHuTE/IbHAS JIMTEPATYPA.

1. TIpo3sosa, O. C. Jlenonpou3BoACTBO : yueOHOE mocodue sl akaJeMUYecKoro 0akaiaBpuara /
O. C. I'po3oBa. — M. : UzparensctBo Opaiit, 2017. — 124 c. — (Cepus : YHUBEpCUTETHI
Poccun). — ISBN  978-5-534-04205-4. — Pexum gocryma :  www.biblio-

2. Ilemxona I'JI[. Cekperapckoe neno [DIeKTpoHHBINH pecype] : cOopHUK TecToB. [Tocobue /
[ 1. IlemkoBa. — DJEKTPOH. TEKCTOBbIE JaHHbIe. — MuHCK: Bpimiimas mkona, 2009. — 159
c.— 978-985-06-1736-1. — Pexum nocryna: http://www.iprbookshop.ru/20263.html
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7. MartepunanbHo-TexHH4YecKasi 0a3a, HMH(GOPMAIHMOHHbIE TEXHOJOTHHM, MPOrpaMMHOe
obecrieyeHue 1 UHGPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI
s oGecrieueHus 00y4eHUsl CTYAEHTOB MO AUCUUILUIMHE «OCHOBBI J1€J0IPOU3BOICTBAY

Axkanemus pacrojiaraeT ciaeIyromnieil MaTepuanbHO-TEXHUYECKON 0a30ii:
- MOMEIICHUSAMH U TPOBEACHUS MPAKTHUSCKUX 3aHATHH, 000PYIOBAaHHBIMH y4eOHOM
MeOEbIO;
- OuOIMOTEKY, UMEIOLIYI0 paboyre MecTa sl CTY/ICHTOB, OCHAILICHHBIC KOMIIBIOTEPaMH
C IOCTYTIOM K 0a3aM JaHHBIX U cetu MHTEepHeT;
- KOMIIBIOTEPHBIMHU KJIACCAMH.
Hngpopmayuonnvie mexnonozuu, RpoZpammHoe obecneueHue U CRPAeoUHbvle CUCHEMbl
1. www.nnir.ru / - Poccuiickasi HallioOHaJ IbHas OUOIMOTEKA
2. Www.nns.ru / -HarmonaneHas 3JeKTpOHHAs OMOIMOTEKA
WWW.ISI.ru / - Poccuiickast rocyapcTBeHHast OMOIHOTeKa
www.biznes-karta.ru / -ArenTcTBO nenoBoii nHpopmanuu «buzHec-kapra
www. rbs.ru / - Uadopmarmonnoe arearctBo «PocbuznecKoncantuar»
www.aport.ru / - TTouckoBas cucrema
www.rambler.ru / - TTorckoBast cucrema
www.yandex.ru / - ITouckoBas cucrema
. Wwww.busineslearning.ru / - Cucrema IUCTaHIIHOHHOTO OM3HEC 0Opa30BaHUs
10. www.test.specialist.ru / - Llentp kommbioTepHoro obyuenuss MI'TY um. H. D.
baymana
11. http://www.consultant.ru/ - Kouncynberant mitoc
12. http://www.garant.ru/ - I'apant

©ooN R W
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