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1. OBHIASA XAPAKTEPUCTHUKA ITPOI'PAMMBI
1.1. Hean u 3a1a4um peajn3anuu NporpaMmmbl

JononnutenbHass — npodeccHOoHaabHAs  MpOorpaMMa  TMOBBIIICHHUS — KBaNU(UKALUU
«Cospemennas 0en06as nepenucka u NUCbMeHHble KOMMYHUKAYUU ¢ 2paxcoanamuy papaborana B
COOTBETCTBUHU C pacrniopsikenneM [IpaBurensctBa Poccuiickoi ®@eneparuu ot 21 anpens 2023 rona
No 1019-p u nmopyuenuem [Ipesunenra Poccuiickoit deneparnuu (Ip-2180 ot 16.11.2022) B nesnsix
CO3/IaHUS YCJIOBUH IS KaJpOBOro OOecreyeHHs JAOCTH)KEHUS HAlMOHAIBHBIX LENel pa3BUTHSA
Poccuiickoit @enepanuy U peanu3aluyd MEPONPUATUN IPOrpPaMMbl COLMAIBHO-3KOHOMUYECKOTO
pasButus Jlonenkoit Haponnoit PecniyOnukm, Jlyranckoit Hapognoit Peciy6muku, 3amoposxckoit u
XepcoHCcKoi 00IacTel.

[IporpaMma akTyanabHa U CBOEBpEMEHHA TEM, YTO CBSI3aHA C HEOOXOJUMOCTBIO JOCTHKCHUS
KOPPEKTHOCTH aJIMMHUCTPATUBHOIO SI3bIKA VIS PAaBUIILHOTO IPUMEHEHUs 3aKOHOB PD u BepHOM
WHTEPIpPETAlMA KOHIETIIMA M CTPATEruif, 4YTO MOBBICUT CIIOCOOHOCThH MPEACTABUTEIICH OpraHoOB
BJIACTH MHBIX PETHOHOB K PA3BUTHUIO M IPPEKTUBHOMY YIPABICHUIO, CO3AHUIO B3aUMOITOHUMAHHS
C TPaKJaHUHOM — IJIaBHBIM OTPEOUTENIEM TOCYAAPCTBEHHBIX YCIYT.

Lesablo peanu3anuy NPOrpaMMbl SBIISICTCS MOBBIIICHUE MPOPECCHOHATHHOTO YPOBHS B
pamKax uMerolleiicss KBanu(UKAlKUK, COBEPUICHCTBOBAHME M  PAa3BUTHE KOMIIETECHIIUM,
HE0OXO0IUMBIX JIJ1s1 601ee 3P PEKTUBHOTO OCYIIECTBICHHS JICIIOBOM MMCbMEHHOW KOMMYHHKAITIH B
CUCTEME TOCYIapCTBEHHOU CITYKOBI: C FpayKIaHaAMH, OpTraHU3aIUSIMU U BHYTPU BEJIOMCTB.

3agauamu peain3alyy IPOrpaMMbl SIBISIFOTCS:

— H3YYHTh OCHOBBI JIEJIOBOM MMChbMEHHON KOMMYHHUKAIIUHN HA TOCY/IapCTBEHHOM CITYyKOe;

— OCBOUTH CTaHJAPTHI U MPaBUJIa COCTABIICHUS CIIYKEOHBIX JOKYMEHTOB;

— Ppa3BUTh HABBIKU BeneHUs d(Hh(HEKTUBHOM JETOBOM MEPETUCKH;

— OCBOUTH HaBBIKH 3(PPEKTUBHOM pabOTHI C OOPAILIEHUSIMU TPaK/IaH;

— Hay4yuTbCs pa3padbaTbiBaTh 3P PEKTUBHBIE IPE3CHTALIUY;

— paccMOTpeTh OCOOEHHOCTH KOMMYHHUKAIIUU B COLIUATIbHBIX CETAX;

— M3Y4YUTh BO3MOXXHOCTHU IPUMEHEHHS TEXHOJOTMH NCKYCCTBEHHOTO MHTEIIJIEKTa ITPU paboTe

C TEKCTOM.

1.2. HopmaTuBHBIE TPABOBbIE AKTHI

JononuurensHas  npodeccuoHanbHas ~ MOporpaMma  MOBBIIEHUS — KBaIM(QUKALUU
pa3paboTaHa Ha OCHOBAHUH CJIEYIOIINX HOPMATHBHO-TIPABOBBIX JTOKYMEHTOB:

1. ®epepanbubiii 3akoH oT 29.12.2012r. Ne 273-®3 «O6 obpazoBanuu B Poccuiickoii
Oeneparmn» Ne 273-03 ot 29 nekabps 2012 r (c uzm. u pom. ot 29.12.2025 r., BCTyN. B CHIIy C
01.01.2026 1.).

2. IIpuxa3 MunoOpuayku Poccun ot 24.03.2025 Ne 266 «O6 yrtBepxnenuu Ilopsaka
OpraHM3allii M OCYILIECTBJICHUS 00pa30BaTEIbHOW JEATEJBHOCTH IO JOMOJIHUTEIbHBIM
npoeCCHOHATILHBIM MPOrpaMMam.

3. [Ipuxa3z MunncrepcTBa oOpazoBanus Hayku Poccuiickoit @eneparmm ot 12.09.2013r.
Nel061 «O6 yTBep)KIEHMM MeEpeuHell CrelnuanbHOCTeH M HAINpaBICHWH MOATOTOBKU BBICIIETO
o0pazoBaHUsI.

4. Tlpodeccuonanbublii  crapaapr  «CHeuManucT 1O  OpPraHU3alMOHHOMY U
JOKYMEHTAallHOHHOMY OOECIEUEHHUI0 YINpaBiICHUs] OpraHu3alueil», YTBEP)KICHHBIH MPUKA30M
MunTtpyna Poccun ot 15 nrons 2020 r. Ne 3331 (3apeructpupoBad B Muntocte Poccun 15 urond
2020 r. Ne 58957).

5. IIpuka3 MunHHcTepcTBa HAyKH M BbIciiero oopazoBanus Poccuiickoii denepanuu ot 13
aBrycra 2020r. Nel016 «O6 yrBepxkaeHuu GheaepalbHOr0 rocyIapcTBEHHOTO 00pa30BaTeIbHOTO
CTaHJapTa BBICIIETO OOpazoBaHHA-OAKamaBpWaT 10 HampaBieHHI0 moaroToBku 38.03.04
I'ocynapcTBeHHOE M MyHULIMNIAIIBHOE YIIPaBICHUEY.



6. Ilpuxkaz PAHXul'C ot 19.04.2019r. No 02-461 «OO0 yTBepXICHHH JOKaJIbHBIX
HopMaTuBHBIX akToB PAHXul'C mo mononHuTensHOMY MpoecCHOHATBFHOMY OOpa30BaHUIO
(n.3 Ilopsiyiok peanu3anuu JOTOJHUTEIbHBIX MTpodeccruonanbHbIX mporpaMmMm B PAHXul C).

7. IIpuxkaz PAHXul'C ot 02 nexabps 2025 r. Ne 02-02669/001 «OO6 yTBepxaeHUN
MopsAIKa pa3pabOTKU M YTBEPKIEHUS B AKaJIeMHHM JOMOJHUTENIBHBIX MPOPEecCHOHANbHBIX
oporpaMM - TpOTrpaMM  TOBBIIICHHS  KBaIM(UKALWM, OporpaMMm  HpoQecCHOoHaTbHON
[IEPENOATOTOBKI.

8. [IIpuka3 ot 13 sHBaps 2026 roga Ne 02-00009/001 «O6 yrBepxxaenun Ilonoxenus: 00
UTOTOBOM aTTeCTallMM CIyllaTesJed JOMOJIHUTEIbHBIX MNPO(EeCcCHOHATIbHBIX MPOrpaMM B
AxageMuny.

9. TIlocranosnenue [IpaButenscTBa PO ot 11.10.2023 Ne 1678 «O6 yrBepx)aenuu [IpaBuin
NPUMEHEHHUS ~ OPraHM3alUsAMH,  OCYHICCTBISIOIIMMU  OOpa30BaTEeNbHYIO  JESTEIbHOCTD,
ANEKTPOHHOTO OOy4YeHHUs, AMCTAHIUMOHHBIX O00pa30BaTENIbHBIX TEXHOJOTHHA MpH pean3aluu
00pa3oBaTENBHBIX TPOTPAMM).

10. Ipukaz PAHXul'C ot 22.09 2017r. Ne01-6230 «OO6 ytBepxkaenuu Ilonoxenus o
NPUMEHEHHH B AKAaJIEeMHH 3JCKTPOHHOTO OOydYeHHs, JIWUCTAaHIMOHHBIX 00pPa30BaTEIbHBIX
TEXHOJIOTUH MpU pean3auu 00pa30BaTeIbHBIX MPOTPAMM.

11. Meronuyeckue pEeKOMEHAAMK 10 pa3paboTKe OCHOBHBIX MPO(ecCHOHAIBHBIX
00pa3oBaTeNbHBIX MPOTPAaMM M JOIMOJHUTEIbHBIX NPO(ECCHOHATBHBIX MPOrPaMM C Y4YETOM
COOTBETCTBYIOLINX MPO(ECCHOHATBHBIX cTaHAapTOB (yTB. MunoOpuayku Poccun 22.01.2015 Ne
JIJI-1/058BH).

12. Meronnyeckne pEeKOMEHAANNU-PA3BSICHEHUSI 10 pa3paboTKe JJIOTOIHUTEIBHBIX
npodeccnoHaNbHBIX MPOrpaMM Ha OCHOBE MPOGECCHOHAIBHBIX CTaHAapTOB (YTB. MUHOOpHAYKH
Poccun 22.04.2015 Ne BK-1032/06).

13. Hopmamugnvie 0oKymeHmul, onpeodensioujue mpebo8aHus K blnyCKHUKY NPOSPAMMBL:

— «Tpynosoit kogekc Poccuiickoit ®@eneparum» ot 30.12.2001 Ne 197-®3 (c u3Mm. ot
28.12.2024).

— OK 010-2014 (MCK3-08). O6mepoccuiickuii kaaccuukaTop 3aHATUN» (MPUHSIT H
BBEJICH B jelicTBHe npuka3oM Poccrannapra ot 12.12.2014 Ne 2020-cT) (pea. ot 18.02.2021).

— «EKC - Enunbli knaccuuKalMOHHBIA CIHPABOYHHUK JOHKHOCTEH pPYKOBOIUTEINEH,
CIECLMAIUCTOB U JPYIHX CIYXKAIllUX, YCTAaHOBJICHHBIN mocTaHoBieHueM [IpaButensctBa PD ot
31.10.2002 Ne 787.

— «CnpaBoYHUK KBaTU(UKAIMOHHBIX TPeOOBAHMH K CIELUAIBHOCTSAM, HANPABICHUSIM
MNOJArOTOBKM, 3HAHUSAM M YMEHHSM, KOTOpble HEOOXOIMMBI [UIsl 3aMELIEHUs JIOJKHOCTEH
rOCyJapCTBEHHON TI'pakJaHCKOW CIyXObl C yderoM oOJlacTM U BHJa HPOoPecCHOHATBHON
CIIy’)k€OHON JAESITeNbHOCTH TOCYAAPCTBEHHBIX TPaXAAHCKUX CcHyXamux» (yTB. MUHTpyaoM
Poccun) https://www.consultant.ru/document/cons_doc_LAW_219036/.


https://docs.ranepa.ru/#/document/12305726/entry/0
https://www.consultant.ru/document/cons_doc_LAW_219036/
https://www.consultant.ru/document/cons_doc_LAW_219036/
https://www.consultant.ru/document/cons_doc_LAW_219036/
https://www.consultant.ru/document/cons_doc_LAW_219036/
https://www.consultant.ru/document/cons_doc_LAW_219036/

1.3. Ilnanupyemple pe3yabTaTbl 00y4eHUsI

Hepequb KOMHCTCHHI/Iﬁ, IIAaHUPYEMBIX K OCBOCHHIO

(maHupyembie pe3ysibTaThl 00yUICHHU)

Tabmuua 1.3.1

O6menpogeccnoHaIb
HbIE,
npodeccHOHATBHO-
CHenuATH3HPOBAHHBI
Buasi € KOMITIeTEeHIIHH HJIH IIpakTuyeckuii
AeSITeIbHOCTH TPy0BbIe QYHKIHH ONbIT ST Ymenust
(OIIK, IICK, IIJIK)
(popmupyromesa u
(unu)
COGEPULEHCIBYIONIC51)
B/I 2. TICK-11 opranmsauus | Biademv Hasbikamu: Buame: Vmems:
JlokyMeHTamoHHO | paboThl Cc | mpueM H TepBUYHAs | HOPMATUBHBIC TIpaBOBBIE | paboTatk co  Bcei
e obecrnieyeHme JIOKYMEHTaMu 00paboTKa BXOJSIIMX | aKTBI M HOPMAaTUBHO- | COBOKYITHOCTBIO
JeTeTBHOCTH JOKyMECHTOBBEJICHUS, | METOJIMYECKHUE nH(opMaIoHHO-
OpraHu3aluu obpaboTka U | JOKYMEHTBI, JTOKyMEHTAIlHOHHBIX
OTIpaBKa HCXOJUIIIMX | ONpeiesione IOpsIoK | pecypcoB
JIOKYMEHTOB; JTIOKYMEHTAllHOHHOTO OpraHu3allny;
MHPOPMAITOHHO- obecrieueHust MIPUMEHATH
CTIPaBOYHOM PabOTHI YIpaBIICHHUS; COBpPEMCHHEBIC
BUABI JTOKYMEHTOB, WUX | WH()OpMannOHHO-
Ha3HA4YCHUE; KOMMYHHKAIIHOHHBIC
TpeboBaHwUs, TEXHOJIOTHU ULt
HpebsIBIsIEMbIe K | paGoter c
JIOKyMEHTaM JIOKyMEHTaMH, B TOM
COOTBETCTBUH qHCIIe JUIst ee
HOPMAaTHUBHBIMU ONTUMH3ALUH u
MPaBOBBIMA  aKTaMH U | TOBBIIICHUS
TOCYAapCTBEHHBIMU 3G PEKTUBHOCTH;
CTaHIAPTaMH; MIPUMEHATh TIpaBHIIA
IpaBWIa  CO3JaHUS U | PYCCKOIO s3bIKa
BeleHnst  0a3  JIaHHBIX
CITyKeOHBIX IOKYMEHTOB B
OpraHM3alny;
CHUCTEMY  BIIEKTPOHHOTO
JIOKYMEHTO000pOTa
YK - ynueepcanvusie komnemenyuu (popmupyromcea u (unu) cogepuiencmeyiomcs)
HaumeHnoBanue Kona H
KaTeropuu HANMeHOBaHHe .
. IMpakTHYecKkui
(rpynmnbi) YHHUBepPCaJIbHOI ONBIT 3Hanus Ymenns
YHHBePCAIBHBIX KOMIeTeHHH
KOMIIeTeHIH i BBINYCKHAKA

1 HpO(i)eCCPIOHaIIbeIﬁ CTaHaapT «Crieranuct 1o Opranu3allUOHHOMY M JOKYMCHTAlUOHHOMY o0ecIeueHuIo YIipaBJICHUsT

opraHu3anueiy», yIBepKIeHHbIH nprkazoM Muntpyna Poccun ot 15 mrons 2020 r. Ne 3331 (B/01.5).
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Kommynuxkanus VK-42, CriocobeH | Brademv nasvikamu 3namy: Vmemu:
OCYIIECTBIIATh no: - OCHOBHBIC ~METOJBL [—  HpHMEHATH HOPMBI
JETIOBYIO OCYIIIECTBICHUIO s¢dexTuBHOM DYCCKOTO  SI3bIKA B
KOMMYHUKAIHIO B | a¢ddexruBHOrO KOMMYHHUKAIHH ¢ | nemosoit mepenmcke;
yCTHOHU 3 U | MHCHMEHHOTO TpaXIaHaMU; —  COCTARISATH
MUCbMEHHON (opMax | B3aMMOIECHUCTBHA C - HOPMBI PYCCKOTO A3bIKA B | pyvierypupoBaHHEIe
Ha TOCYJapCTBEHHOM | IpajaHaMy; JICNIOBOH  TMEPEIHUCKE M [ orviveGrpie
s3pike  Poccuiickoit | moxaroroBke JIOKyMEHTAIIUH; JOKYMEHTBI;
Denepanmu U | aHAJTUTHYECKUX rpaBuiia COCTaBJICHHUS
WHOCTPaHHOM(BIX) MaTepuanoB 1 CITy’KEOHBIX JJOKYMEHTOB B 3®¢)6KT“HBHO
a3biKe(ax) OTUETOB: B3alMOJEHUCTBOBATH C

CO3JaHHUIO TpaxIaHaMH "
. MMUCEMEHHOM (hopMe;
Mpe3eHTaLui u
BU3YyabHOTO — TOAroTaBJIMBATh
KOHTEHTA; aHAIUTUYECKHE
BEJICHIIO MaTepHaibl ¥ OTYETHL;
KOMMYHHKAIIUA B - pa3pa6aTLIBaTI>
COLMAJIBHBIX CETSX; npe3CcHTaluu u
6e3omacHoOMy BU3YaJbHBIC
HCIOJIb30BaHUIO MaTepuaJIbl;
WHCTPYMEHTOB — BECTH
HCKYCCTBEHHOTO KOMMYHHUKAIIHIO B
HMHTEJUICKTa npu COIIMAJIbHBIX CETAX B
pabote ¢ TeKCTOM COOTBETCTBHU c
YCTaHOBJICHHBIMU
CTaHapTaMu;
—  pemaKkTHpOBaTh
TEKCTHI, yCTPaHsIs
CTHJIICTHYECKHE 1
SI3BIKOBBIC OIIUOKU

1.4. Kareropus caymaresein

K ocBoeHM0 mporpaMMbl JONYCKAIOTCSA: PYKOBOAUTENM M CIHEHMAIUCTHI OpPraHOB
nyOJIMYHOM BJacTW M TOABEIOMCTBEHHBIX opranuszanuii Jlonenkoil u Jlyranckoit HapomgHbix
Pecny6nuk, 3anopoxckoii u XepcoHCKoi o0nacTeil.

TpeboBanust K ypoBHIO Mpo(ecCHoHATBbHOTO 00pa3oBaHus: cpeaHee MpodeccHOHAIbHOE
o0pa3oBaHMe O NMporpaMMaM MOATOTOBKU CIIEIUATUCTOB CPETHETO 3BEHA, BhICIIee 00pa3oBaHHe
(6axamaBpuat, MarucTpaTypa, CleIlHaJIuTeT).

1.5. ®opMBI ¥ TEXHOJIOTMH 00YYECHUSA

dopma 00yueHHs U TEXHOJIOTHH OOy4YeHHs — OuHas (C MPUMEHEHHWEM IHCTaHIIMOHHBIX
00pa3oBaTeIbHBIX TEXHOJIOTHH).
1.6. Ilepuoa oGy4eHusi, CPOK OCBOCHHS M PE:KUM 3aHATHIA
IMeproabl 00yueHus cocTaBisor: 1 Hemens 5 aueit (cm. tabdm. 2.1.1), 2 Henenu 1 neHs (cMm.
Tabmn. 2.1.2).
OOmast TpyJOEMKOCTh MPOrpaMMbl COCTaBISET 36 aKaJeMHYECKHMX YacOB KOHTAKTHOU
paboTHI cO ciyIIaTeneM ¢ MPUMEHEHUEM JUCTaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHH.

Pexxum 3aHsATHIA 10 8 aKaJeMUYECKUX YacOB B JICHb.
[TpenenpHast MakCHMalIbHASI YUCIIEHHOCTH JIEKIIMOHHOW Tpymnsl — 600 cioymarenei.

2 TIpukas Muno6pHayku Poccru ot 13.08.2020 Ne 1016 «O6 yTBepKaeHNN (eaepalbHOT0 TOCYIapCTBEHHOTO 06pa30BaTeTbHOI0
CTaHIapTa BhICIIET0 oOpa3oBaHus - OakajaBpuar Mo HampaBieHnio noarotoBku 38.03.04 'ocynapcTBeHHOE M MyHHIUIIAIBHOE
YIpaBICHHUEY.



1.7. JlokyMeHT 0 KBaJu(puKAIUN

YaocroBepeHne O TOBBILIEHUH KBadUpUKAUU  (enepasbHOro  rocyIapCTBEHHOIO
Oro/pKeTHOrO 00pa30BaTENLHOTO YUPESKICHHUS BBICIIEro oOpa3oBanus «Poccuiickas akageMus
HapOJIHOTO X0351CTBA U TOCYIAapCTBEHHOM Ciry:k0b!I TipH [Ipe3unente Poccuiickoii denepamum.

2. COAEP/)KAHUE IMPOI'PAMMBI

2.1. Kanennapuslii ydeOHblii rpadpuk
Tabnuna 2.1.1
Kanennapusiii yueOHbli rpaduk

Ilepuona oOyuenusi — 1 Hepest S qHe
1 Henens 5 nuen

V3 10T V3 10T/ UA AOT

Tabnuua 2.1.2
Kanennapusiii yaeOHbIi rpadux

Ilepuoa o0yuenusi — 2 Henenu 1 1eHb
1 Henens 2 "Henens 1 meun

V3 10T V3 JIOT V3 JIOT/ UA JIOT

Kanenoapnviii yuebniii epaghux 6binoanen ¢ NOMowbio ciedyiouux yCio6HvIX 0003HAUEeHUU:

Y3 JOT- yuebHble 3aHATHS C TPUMEHEHUEM IUCTAHIIMOHHBIX 00pa30BaTeNbHBIX TEXHOIOTUH.
HNA JOT-urtorosas arrectanus ¢ TpUMEHEHUEM JTUCTAHIIMOHHBIX 00Pa30BaTEIHHBIX TEXHOJIOTHH.



2.2. Y4yeOHBIH IJIaH
Tabmuma 2.2.1
VueOHbIH I1aH
IO JIOTIOJTHUTEILHOM MPO(EeCCHOHAILHOM MPOrpaMMe MOBBIIICHUS KBATU(PUKALINN
«CoBpeMeHHas eNoBasi MepenucKa U MIChbMEHHBIE KOMMYHUKAIIUU C TPaKIaHAMI»

o KonrakTHasi padota (¢ =
] S & &)
5 NMpUMeHeHHeM TUCTAHIMOHHBIX . 3
& KonrakTHas padora, yac. 5 p a - . o £ =
) & 00pa3oBaTe/IbHBIX TeXHOJIOTHIA), | & F| 5 g =
-~ Sl =
4 2 Jac. £ g 8| 5| = =
33 < S = g ~
S B Tom uncie =7 B Tom uncie % g 2 E 1 = E
= > a2 = =
Ne = ) =} < Q = S = ] = )
HauMeHOBaHHUe TeMbI g z E = o = = z E =| = s3| 3 g & E
n/n = 5 e &S s 2 = A 5 o & | g 3o &= 2 3 =
z ° =S | E5E FEL | B 3 o == | E5| 5| 2| 58 £ |8 E|
~ 2 o = = =] L A = ~ Q9 = ) =] =) 3
= S =S $3 & ;ér Ea g & 3 EE | 2% ;E s5l 23 = £ = )
S | ® | 58 |E25 5|55 | £ | °® | 58| :z2| ;| &EE| g 5 |¢g| g |*
= Q = 2 (3} 2= = = Q X
2 E: | E2f 238 |5&8%| 8 SE|i5|2z2|28| 8 2|2 ¢
8 2 S=z5 =3 | E- ¢ = S| &z =5 8% 258 2| = s
@} o = § = =] = < ) = E =l 5 = =
; o= © = @) E 5 © = |2 =
= = = ~
1 3 4 5 6 7 8 9 10 11 12 | 13 | 14 | 15 | 16 [ 17| 18 19
CTunucTiKa W TpaMMaThkKa
1 opunmaneHOW W pabouei 6 6 4 2 [ICK-1
" | nmepermckn Ha coBpeMeHHOM YK-4
PYCCKOM SI3BIKE
2 IIuceMeHHbIE KOMMYHHUKAIMH 4 4 2 2 TICK-1
" | opranos Biactu ¢ rpakganaMu YK-4
CocraBneHne IPaMOTHBIX,
[ICK-1
3. | uHQOpMATHBHBEIX,  MOHATHBIX 6 6 2 4 VK-A4
JIOKYMEHTOB H IIHICEM
CocraBieHnue
4 npogeccrHoHaTbHO 4 4 5 5 [ICK-1
" | opopmaeHHBIX TOKyMEHTOB IO YK-4
CTaHAapTaM TOCCIYKOBI
OddexTuBHBIE KOMMYHUKAIIAN CK-1
5. | oprana BiIacTH B COLMAITBHBIX 4 4 2 2 VK-4
CeTsix
6 IlonroroBka  aHAJIMTHYECKUX 4 4 5 5 TICK-1
" | moxymenTOB -
y YK-4




IICK-1

Cozmanue  COBpEMEHHBIX U 4 4 2 2
MH(POPMATHBHBIX NTPE3CHTAIHHA YK-4

BezomacHoe  HCIOJIB30BaHUE

NU-uHCTpYMEHTOB TUTS 5 5 5 [ICK-1
YCKOPCHHST W TOBBINICHUS YK-4

3(hheKTHBHOCTH PabOTHI

Hroro: 34 34 18 16

HroroBast arrecranus: 2 2/3

Bcero: 36 34 18 16 2
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2.3. Coaep:xanue mporpamMmbl

Ta6mumna 2.3.1.

Copep:xaHue MporpaMMel 1o TeMam

HOMCp TEMBI U €€ HAUMCHOBAHHUEC

Coneprxkanue TeMbl

Tema 1. Ctunuctrka ¥ rpaMMmaTika oQUIMAIBHON U pabodeii
MIEPETMCKN Ha COBPEMEHHOM PYCCKOM SI3BIKE

OO011e HOpMBI M COBPEMEHHBIE TEHJICHIIMU B PYCCKOM sA3blKe. UMCTOTa M TOUHOCTD
BBIpaXXEHUI B J1e710BOM nepenucke. TunuuHple OmMOKH, MCKAXKAIOIIHUE CMBICT

Tema 2.IlucbMeHHbIE KOMMYHUKAllMd OPraHOB BIACTH C
rpakJaHaMu

[TonroroBka NHCEM-OTBETOB Ha OOpalleHHs] TpaxAaH. YBAXKUTEIHHOCTh H
HEUTPaTbHOCTh TOHA B NMHUCBMEHHON KoMMYyHHKarwu. COOJIOJCHHE CTaHIapTOB
SICHOT'O U MOHSATHOTO sI3bIKa

Tema 3. CocraBieHne TpaMOTHBIX, HWH(POPMATUBHBIX,

IMOHATHBIX JOKYMCHTOB U IIUCEM

OCHOBBI JIETIOBOTO CTHJIA U CTPYKTYpa JIEJIOBBIX muceM. DopMyIibl BEXITUBOCTH U
cyoopaunaims. Hanncanue nicem st pa3IMYHbIX HEJeH: 3apochl, PeI0KEHHS,
6nmaronapHoctd. OCOOCHHOCTH M 3THUKET JJIEKTPOHHOH Nepenucku. THUIUYHbIC
OMOKHU B JOKYMEHTAX U JICJIOBOM OOLICHUH

Tema 4. CocraBienue npoPeccCHOHANTBHO O(POPMICHHBIX
JOKYMEHTOB IO CTaHAapTaM rocCIyKObl

[TpaBuna cocraBiaeHUs: JOKYMEHTOB: CTPYKTYpa, CTUJIb M CTAaHIAPThI 0(OPMIICHHS.
dopmaThl CIy’)KEOHBIX JOKYMEHTOB (JOKJAJHBIE 3alIUCKH, CIY)KEOHBIE 3alMCKH,
otueThl). TpeOoBaHMS K OGOPMIEHUIO M S3bIKOBas rpamMoTHOCTb. Paborta ¢
1rabJoHaMu

Tema 5. DddexTuBHBIE KOMMYHMKAllUM OpraHa BIIACTH B
COITMAITBHBIX CETSIX

HJIaHI/IpOBaHI/IC KOHTCHTA B COIHAJIbHBIX CCTAX. CO3I[aHI/Ie AOCTYIIHOI'O U
BOBJICKAOMIECTO KOHTCHTA — TCKCTOBOI'O MW BH3YaJIbHOTIO. SI3BIK U CTUIIMCTHKA
HY6JII/IK8.LII/II>'I B O(I)I/II_II/IEU'ILHLIX AKKayHTax. HpOI[BI/I)KCHI/Ie T'OCITIOBCCTKHU B
COMAJIbHBIX CCTAX

Tema 6. IToaroroBka aHATUTHYECKUX JAOKYMCHTOB

MeTo/1bI TOATOTOBKH aHATUTHYECKUX IOKYMEHTOB i1 000CHOBAHUS PEIICHUH.
[ToctpoeHrne JOTMYHOW CTPYKTYpPhl AHAIMTHYECKOTO TEKCTAa ISl SICHOCTH
uznoxkenus. I[IpakTudeckue maru mo OQOPMIICHHIO OTYETOB: OT S3bIKa 10
BHU3YaJIbHbBIX DJIEMEHTOB

Tema 7. Co3gaHue COBPEeMEHHBIX M HMH(OPMATHBHBIX
IIPE3eHTALNN

OcHOBHBIE TNpPHUHLIMIBI MOCTPOCHMsI Npe3eHTauui. Jlu3allH U CTpyKTypa: Kak
cieslaTh MaTepHall OHITHBIM M 3anoMuHatommMcs. MHCTpyMEeHTBI sl co3/1aHus
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npe3eHTanmii. bananc tekcra M rpaQuKy, MUHUMHU3AIM BU3yalbHOTO IIymMa 0e3
IIOTEPU CMBICIIA

Tema 8. be3onacHoe ucnons3oBanue MU-uHCTpyMEHTOB 115
YCKOPEHHS U TMOBBIIECHUS Y3PPEKTUBHOCTH PAOOTHI

OcHoBHble MM-MHCTpyMEHTHI 11 pabOThl C TEKCTAMHU U H300paXEHUSIMH U
npaBuiIa UX 0e30IacHOro ucnojib3oBaHus. McnonszoBanue MU nis ynporeHus
CJIO’KHBIX ()OPMYJIMPOBOK M HCIPABJICHHUS OLIHOOK
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3. OPTAHU3ALIMOHHBIE YCJIOBUS PEAJIN3ALIMU ITPOI'PAMM

3.1. MaTepI/IaJILHO-TeXHI/I‘leCKOC H NMporpaMMHoe¢ odecmeyeHue peajim3anuu nmporpaMmmal

PAHXul'C  pacmomaraer  HEoOXOIMMOW  MaTepHabHO-TEXHHUYECKOW  0a3o0ii,
o0ecreunBaroIlell peain3aluio IPOrpaMMbl MOBBIIEHNS KBATU(HUKALMH, IPOBEIEHIUE UTOTOBOM
aTTecTaluu, IPEeIyCMOTPEHHON YUeOHBIM IIJIaHOM.

Peanu3anus nmporpamMMbl B AMCTAHIIMOHHOM pPEXHME ocyluecTBisercss dyepe3 Cucremy
muctaniponHoro o0yuenus (C10) WebTutor. CirymaTensiMm npeiocTaBisieTcst aBTOPU30BAHHBIN
JIOCTYIT Ha MHGOPMAIIMOHHO-00pa3oBaTenbHbld opTan BIITY depes BBox jormHa M maposis.
JlorMH W Tapojb MPUCBAUBACTCA AJAMUHUCTPATOPOM CHUCTEMBI TUCTAHLIUOHHOTO OOYUYCHHS.
BeOunapsl nmpoBoasTcs B pexxume BuaeokoHpepennu Ha miatdopme MTC JInak

JlucraHinoHHOEe OOyueHue BKIIOYAeT B €e0s M3yueHUE MaTepualioB, IPOXOXKIACHUE
3JIEKTPOHHBIX KypcoB. MrToropas arrtecrainusi MpoxoAuT B (opMe OHJAMH TECTUpPOBaHUS HA
uH(popMalnoHHO-00pa3oBareapHOM nopraie BHITY.

Bo Bpems oOydeHus ciaymarend HMEIOT JOCTyn K OubnuoTeuHomy ¢oOHIY ¢
HEOOXOJUMBIM KOJIMYECTBOM YU€OHOM, METOAMYECKON JIMTEpaTypbl U JAPYrol medaTHoin
OPOAYKLMH, JJsl CaMOCTOATENbHOM paboThl, a TakKe K aBTOMAaTHU3UPOBAaHHBIM CHCTEMam
XpaHEHUsT U TOUCKAa MH(POpMAIUHU, HAMOHAJIBHBIM U MEXIYHApOJHBIM HH(OPMAIMOHHBIM
pecypcam.

Crnymarenu noiay4aroT METOJAMYECKYIO MOIEPKKY B Ipoliecce 00yueHus U 10 3aBEpPEHUU
o0y4yeHMsl, B T.4. UMEIOT BO3MOXKHOCTb IOJy4yaTh KOHCYJIbTALlMU [0 3JEKTPOHHOM IouTe Yy
npernojaBaresyieil, IPUHUMAIOIINX y4acTHE B 00YUEHUH.

IIporpammHoe oOecrieueHHe: JHULEH3UOHHbIE CUCTEMHBIE MPOrpaMMbl - OIEpalMOHHBIE
cucremsl (Windows, Acrobat Reader, utbie), oOecreunBaroIie B3aMMOJACHCTBHE BCEX APYTHX
nporpaMM ¢ o0OpyJOBaHHEM M B3aUMOJEHUCTBHUE IOJIb30BATEIsl MEPCOHATBHOIO KOMITBIOTEPA C
porpaMMaMu; YHUBepcallbHble 0(UCHBIE PUKIIaAHbIE Tporpammbl U cpenctsa KT, nanpumep:
IporpaMMa IOATOTOBKM TIPE3€HTALMM; HCIOJIb30BaHUE VIHTEpHET, JJIEKTPOHHOW IIOYTHI;
UCIIOJIb30BaHUE aBTOMATU3UPOBAHHBIX TOUCKOBBIX cucteM MHTepHet (Hanpumep, Google).

Caymarenu noxy4arT METOIMYECKYIO MTOJEPAKKY B Ipoliecce 00ydeHUs U 110 3aBepeHUN
o0ydeHHs, B T.4. UMEIOT BO3MOXXHOCTh MOJy4YaThb KOHCYJIbTALIMU IO 3JIEKTPOHHOH MoYTe Yy
npernojiaBaTesnei, IPUHUMAIOIIUX yJyacTue B 00y4eHUH.

3.2. Y4yeOHO-MeTOAMYECKOE M HHPOPMALMOHHOE 00ecnedeHne NporpaMmbl

IIpumepHbIe 3agaHNs 1/ NPOBeAeHUsI IPAKTHYECKUX 3aHATHI
Hncempykyus ons caywamens. gvibepume 0OUH Ul HECKOIbKO NPAGUILHBIX 6APUAHNOE OMEEMOo8

1. Kakmue Tunel cjiaiigos ObIBaoT?
A. TurynbHbII

b. KommiaekcHEBIH

B. IIpoxonHou

I'. JIns uTenus

J1. PaznenuTenbHbIM

2. CKO0/1bKO IBETOB PEKOMEH/I0BAHO HCI0JIb30BATh Ha cjaiie?
A. He Gosnee 2

b.Or 1 no4

B.OTt2 no6
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I'. He Gonee 8

3. Kaxoii pasmep mpudra jydine ucnojb30BaTh B MPe3eHTANMH JJISl BLICTYIUICHUsS ?
A. MuHUMYM 5 TyHKTOB

b. MunumyM 8 yHKTOB

B. MunumyMm 12 nyHKTOB

I'. Munumym 30 myHKTOB

J. Munnmym 42 nyHkra

4. Yka:kuTe, KaKas U3 nepevncjJeHHbIX 32/1a4 KOMMYHHKAI[UM He OTHOCHTCS K padore
OPraHoB BJIACTH B COLICETSIX:

A. Jlonecenne opuIMaIbHON HHPOPMAIUH JI0 TPAKIAH

b. 3akperieHne 10Bepus K ACATEIBHOCTH OPTraHa BIACTH

B. ®opmupoBanue cipoca Ha TOBaphl U yCIyTH, IPOU3BEICHHBIE B CTPAHE

I'. JleMOHCTpaIusi OTKPBHITOCTH MEXKIy TOCYIapCTBOM U TPaKIaHAMHU

5. 3a kaKoil MPOCTYNOK J0MyCKaeTcsi 0JI0KMPOBKA MO0JIL30BaTe/Isl M yAAJIEHHE ero
KOMMeHTapus u3 coodmecrna?

A. Ecnu monbp30BaTeNb peryispHO OCTaBIIIeT KOMMEHTApUH, HE OTHOCSIIHECS K TeMe
nyOIMKAUU WK TPYIIIHL.

b. [Tonp30Barenb OCKOPOISIET APYTUX YYACTHUKOB TPYIIIHI.

B. Ilonp30Bareins UCIONB3YyET HELEH3YPHBIE BBIPAKCHUS.

I'. Ecniu monb30Bartenb pa3MeliaeT B KOMMEHTapHUsIX KOMMEPUYECKYI0 HH(POPMAITHIO.
/1. Bce BbllenepeuncaeHHOE, €CIIM ATO IPEyCMOTPEHO IpaBUIaMU COOOLIECTBA.

6. Bepno sin BrickasbiBanue? CyliecTByeT 4 THIIAa KOMMYHUKAIUI: YyBepeHHAas,
arpecCMBHasi, MAHUITYJISITHBHAsI, TACCHBHAS.

A. la, BepHo.

b. Her, ux Ooibiie.

7. YMecTeH JIn KAHIEJSAPUT B YCTHOM OOLIEHHUH € TPakaaHamMu?
A. Jla
b. Her

8 YmecTeH in KaHIEIAPUT B NHCbMEHHOM OOILCHUH C IpaskaaHaMu?
A. Jla
b. Her

9. B kakoM ci1y4ae MOKHO HCII0JIb30BAaTh a00peBHATYPBI H TEPMHHBI B 001LIEHUH €
rpaxxaaHamm?

A. Ecnu y Bac Majio BpeMEHHU

b. Ecniu BB yBepeHbl, UTO FpaKAaHUH 3HAKOM C UCTIOJIb3YEMbIMU BaMU CIIOBaMU

B. Eciii BBI camu He 3HaeTe TOYHOI'O 3HAYEHUS 3TUX CJIOB, HO OHU ecTh B HITA

I'. B 11060M U3 MepeyunciIeHHbIX BhIIIE CIyYacB

10. AKTMBHBII WJIM NACCUBHBIN 3aJ10T 00J1ee yMecTeH B NMCbMEHHOM O0LeHUH ¢
rpaxxaanamm?

A. AKTUBHBIT

b. ITaccuBHbIM

11. BoiGepuTe BapuaHT, He COOTBETCTBYIOLIMI JIEKCHYeCKOH HOpMe (CJ10BecHast
U30BbITOYHOCTD):
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A. CBepx mjaHa B UCTEKILEM KBapTaJie TOPTYIOLIUM OpTaHu3alusM Obliia cllaHa
JIOTIOJTHUTENIbHAS IPOLYKIIHS.

b. Kak u cienoBano oxuaarh, CUTyalus MposCHUIACH B OMKaiiiiee Bpemsi.

B. Cepaeuno nozapasiisieM Bcex COTPYAHUKOB ¢ HacTynaromuM HossiM rogom u Poxxaectsom!
I'. Ha cBOOO1HBIE BaKaHCHH MPOCUM MPHUCHUIATH PE3IFOME IO IEKTPOHHON MOUTe.

12. BoiOepuTe BapuaHT, COOTBETCTBYIONIUIA JIEKCMYECKOH HOpMe.
Henp3s He ... 3HaUCHHS Jake HEOOIBIINM HEAOCTaTKaM B padoTe.
A. npunaBath

b. ynenars

HopMmaTuBHO-nnpaBoBbIe JOKYMEHTBI:

1. Kouncrurynus Poccuiickori ®eneparuu (IpuHITa BCEHAPOIHBIM T'OJIOCOBAaHUEM
12.12.1993 ¢ n3ameHeHus MU, 0JJOOPSHHBIMU B X0/Ie obmiepoccuiickoro rojocoBanus 01.07.2020)
http://www.consultant.ru/document/cons_doc LAW 28399/.

2. ®enepanbublii 3akoH 0T 27.07.2004 Ne 79-03 «O rocynapcTBEHHOH TIpa)KIaHCKOU
ciyx6e Poccuiickoit @eaepanuny (¢ u3M. u goi. ot 08 aBrycra 2024r.)
http://www.consultant.ru/document/cons_doc_LAW_48601/.

3. ®enepanbublii 3aK0H 0T 02.05.2006 Ne 59-D3 «O nopsiike paccMOTpeHus oOpalieHui
rpaxnaaHn  Poccuiickoit ®enepauun» (¢ u3M. U jgon. ot 28 gekabps  2024r.)
https://www.consultant.ru/document/cons_doc_LAW_59999/c75556¢f6fc05793e3c6315a7101fb
59e6af9b02/.

4. ®denepanbHBINA 3aKOH oT 29 nexadps 2022 r. Ne 585-03
«O BHeceHuu wu3MeHeHHl B crathio 15.1 @enepanpHoro 3akoHa «0OO0 wuHboOpMaluwy,
MH(POPMALIMOHHBIX TEXHOJIOTUSAX W O 3aiuTe WHpopManum» U crathio 4 3akoHa Poccuiickoit
denepaunn «O cpencTBax MaccoBOil HHPOPMAITUI)
https://www.consultant.ru/document/cons_doc_LAW 436122/,

5. ®enepanbHblii 3akoH 0T 29.12.2022 Ne 584-03 «O BHECeHMHM HU3MEHEHUH B
@®enepanbHblil 3akoH «O0 wuHpopManuu, HHMOPMALMOHHBIX TEXHOJOTUSIX U O 3alluTe
urdopmarmn» https://www.consultant.ru/document/cons_doc_LAW_436123/.

6. Ilpuxa3z DenepanpHON CIyXOBl 1O Ham30py B cdepe CBI3H, HHPOPMAIMOHHBIX
TEXHOJIOTUI M MaccoBbIX KOMMyHHKaui ot 23 ampenst 2011 r. Ne 275 «O6 yTBepkaeHUU
Konmekca »Tuku u chny:keOHOTO TOBEACHHUS TOCYJAPCTBEHHBIX TPAXKIAHCKHUX CIYKAIIUX
®denepalibHOH CITyKObI TI0 HAA30pY B chepe CBA3H, HHPOPMAIIMOHHBIX TEXHOJIOTHI U MAaCCOBBIX
KOMMYHUKAIUH u ee TePPUTOPUATHHBIX OpraHOBY
https://www.garant.ru/products/ipo/prime/doc/55071501/.

7. Ilpuka3 PocapxuBa (®enepanbHoe apxuBHOe areHTCTBO) oT 11 ampens 2018 r. Ne44
«O0 yTBepKIEHUH MPUMEPHON HWHCTPYKIMU IO JENOMPOU3BOJACTBY B TOCYIapCTBEHHBIX
opranuzamusx» https://www.garant.ru/products/ipo/prime/doc/71920678/.

8. Vkaz [Ilpesupenta Poccuiickoiri ®epepaunu ot 21.02.2019 Ne 68 «O
MpoECCHOHAIBHOM ~ Pa3BUTHH TOCYIAPCTBEHHBIX TPaXXIaHCKUX CIyXamux Poccuiickoi
Oeneparuny http:// www.consultant.ru/document/cons_doc LAW 318654/.

9. Vxka3 [Ilpesugenta P® or 12.08.2002 Ne 885 (pem. ot 25.08.2021)
«O0 yTBepkAeHUN OOIIUX MPUHIIMIIOB CIIY)KEOHOTO TOBEICHUS TOCYJAPCTBEHHBIX  CITY)KAIUX)
http://www.consultant.ru/document/cons_doc_LAW_89509/.

OcHoBHas JuTepaTypa:

1. Apbarckas, O. A. Pycckuii s3bIk U KynbTypa peud. [IpakTuueckuil kypc: yueOHoe
nocobue mist By3oB / O. A. Apbarckas. — 2-e uza. — Mocksa: U3narensctBo IO0paiit, 2025. —
117 c. — (Bwicmee oOpazoBanue). — ISBN 978-5-534-19136-3. — Tekcr: 3neKTpOHHBIH //
O6pasoBarenbHas iathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/555996.
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http://www.consultant.ru/document/cons_doc_LAW_48601/
https://www.consultant.ru/document/cons_doc_LAW_59999/c75556cf6fc05793e3c6315a7101fb59e6af9b02/
https://www.consultant.ru/document/cons_doc_LAW_59999/c75556cf6fc05793e3c6315a7101fb59e6af9b02/
https://www.consultant.ru/document/cons_doc_LAW_436122/
https://www.garant.ru/products/ipo/prime/doc/55071501/
http://www.consultant.ru/document/cons_doc_LAW_89509/

2. ApsmHoBa B.B. Bmusnne CMMUW nHa 0OIIECTBEHHOE MHEHHE: TEOPHH, CIIOCOOBI
OPOTHBOCTOSHUS _mpomaranae// Pe3ynbTaTbl COBPEMEHHBIX HAayuHBIX HCCIEIOBaHUH U
pazpaboTok. coopHuk crateir XIX Beepocceuiickoi HayuHO-TIpakTHuyeckoi KoHpepeHuuu. [lensa,
2023. https://www.elibrary.ru/item.asp?id=50152973.

3. Acrammna, O. B. [lenoBeie koMMyHuKanuu: yueOHoe mocobue / O. B. AcrammHa. —
CaparoB: By3oBckoe obOpaszoBanue, 2021. — 103 ¢c. — ISBN 978-5-4487-0817-6. — Tekcr:
anektponnsli // Ludposoii obpazoBarensHbiii pecypc [PR SMART: [caiitr]. — URL:
https://www.iprbookshop.ru/117617.html.

4. baxenos, P. N. MHrennexryanbHble MHPOPMALMOHHBIE TEXHOJIOTHH B YIPABJICHUU:
yaeOHnoe nocobue / P. U. baxxenoB. — Mocksa: Aii [ITu Ap Menua, 2023. — 124 ¢. — ISBN 978-
5-4497-1864-8. — Texct: anexkrponnsiii // Ludposoit obpasosarenbubiii pecypc IPR SMART:
[caitr]. — URL.: https://www.iprbookshop.ru/127570.html.

5. Becenkona, T. B. KynbTypa ycTHOI 1 TCbMEHHON KOMMYHUKALIMU: Y4eOHOE TocoOue
/' T. B. Becenkona, 1. C. Beixonuesa, H. B. Jlro6e3noBa. — CapatoB: By3oBckoe oOpa3oBaHue,
UL «Hayka», 2020. — 264 c. — ISBN 978-5-4487-0707-0. — TekcT: 31MEKTPOHHBIA //
DNeKTPOHHO-ONOINOTeYHAs cucreMa IPR BOOKS: [caiT]. — URL:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/94281.html.

6. 'yppeBa H.IO. Cratpsa: CoBpeMeHHBIE KOMMYHUKATUBHBIE CTpaTerdd B BEICHUU

JIETTIOBOM MEPETUCKHU «/lemonpon3BoACTBOY, 2022, Ne 2. -
https://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=PKBO&n=55383#hSWNFKTFO
GpbKP1N.

7. Jzsmommuuckuii, 1. M. [lenoBble KOMMYHUKAMK. Teopusi U MpaKTUKA: YYSOHUK IS
By30B / . M. [I3stmommHckuii, M. A. [Tuneryn. — Mocksa : U3narensctBo HOpaiit, 2024. —
433 c. — (Beicmiee oOpazoBanue). — ISBN 978-5-534-18986-5. — Tekcr: 251eKTpOHHBIN //
OopasoBarenbhas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/555623.

8. 3sumommHckuit, M. M. KoMMyHuKkanuss U KOMMYHHKaTHBHas KyJlbTypa: ydyeOHoOe
nocooue / Y. M. I3snommHckuii. — MockBa: Al [Tu Ap Menua, 2022. — 606 c. — ISBN 978-
5-4497-1367-4. — Texct: snexTpoHHbIi // Lludposoit obpazosarensublil pecypc IPR SMART:
[caiiT]. — URL.: https://www.iprbookshop.ru/115017.html.

9. JlenoBble KOMMYHHUKAIMM B TOCYJapCTBEHHOM M MYHULMIAIBHOM YIIPaBJICHUH:
yuebHuk /g By30B / A. C. Hukutuna, H. I'. YeBraesa, C. A. Baroponun, A. C. Baroponun. —
Mocksa: M3natensctBo FOpaiit, 2025. — 171 c. — (Beiciee o6pazoBanue). — ISBN 978-5-534-

13964-8. — Tekct: anekrponHblii / ObOpa3oBarenbHas miargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/567676.

10. WBanoBa, A. FO. Pycckuii f3bIK B 1€7I0BOM TOKYMEHTALUN: YYEOHUK U IPAKTUKYM
g By30B/ A. 1O. IBanoBa. — 3-¢ u31., nepepad. u non. — Mocksa: M3parensctBo FOpaidT,
2023. — 144 c.— (Beicmee oOpasoBanue). — ISBN 978-5-534-16172-4. —  Tekcr:
NeKTpoHHBIH  //  OOpazoBarenbHas  matgopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/viewer/russkiy-yazyk-v-delovoy-dokumentacii-530556#page/1.

11.  XKepnaxosa, M. b. JlenoBble KOMMYHUKAIIMH: YY€OHUK U MPAKTHKYM JIJIsl BY30B /

M. B. XKepnakoBa, U. A. PymsanieBa. — 2-¢ u3a., nepepad. u jgorm. — Mockpa: M3mareiascTBo
FOpaiit, 2025. — 319 c. — (Bricmee oOpazoBanue). — ISBN 978-5-534-16604-0. — Tekcr:

anekTpoHHbld  //  OOpazoBatenpHass  miatdpopma  IOpaitr  [caiit]. — = URL:
https://urait.ru/bcode/560024.
12. KoseipeB, B. A. Pycckuil a3plk u KynbTypa peud. COBpeMEHHas SA3BIKOBas

CUTYyalMs: yueOHUK U MpakTUKyM 17 By30B / B. A. Ko3zbipes, B. JI. UepHsk. — 2-e u3f., ucnp. u
nor. — Mocksa: UznarensctBo FOpaiit, 2024. — 167 ¢. — (Boicmee oopa3oBanue). — ISBN
978-5-534-07089-7. — Tekcrt: anekrponHsblit // ObpazoBarenbHas mwiatdopma FOpait [caiit]. —
URL.: https://urait.ru/bcode/537822.

13.  Konpmukwaa, T.b.  [lenoBble  KOMMYHUKalUd, JAOKYMEHTOOOOPOT U
JIeonpon3BoIcTBO: yueOHuK 11t By30B / T. b. Konpimkuna, U. B. llyctuna. — 3-e usm., ucnp.
u gom. — MockBa: MzmarensctBo HOpaiit, 2025. — 145 c.— (Boicmiee oOpa3zoBanme). —
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ISBN 978-5-534-14216-7. — Tekct: asnektponnbsiii // OOpa3zoBarenbHas miatdopma FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/562162.

14. Kocoa, 0. A. JlenoBble KOMMYHUKAIIMH: TEXHOJOTHU OOIIEHUS: COOPHUK
npaktndeckux 3amanuii / FO. A. KocoBa, H. B. CepreeBa. — Mocksa: Poccuiickuii
roCyJapCTBEHHBIN yYHUBepcuTeT npaBocynus, 2021. — 127 ¢. — ISBN 978-5-93916-893-9. —
Tekct: anexrponnslii / Ludposoii obpazoBarensubiii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/117239.html.

15. KonoBasienko, M. }O. [lenoBble KOMMYHHKAIlUHU: yY4€OHWUK W TMPAKTHKYM IS
By30B / M. 0. KonoBanenko. — 3-e usn., mepepad. u gomn. — Mocka: M3narensctBo FOpaiir,
2025.— 396 c.— (Bricmee oOpazoBanue). — ISBN 978-5-534-20144-4. —  Tekcr:
amekTpoHHBIH  //  OOpaszoBarenpHass ~ muatdpopma  FOpaiit  [caiit] —  URL:
https://urait.ru/bcode/559993.

16. Kysznenos, . H. Benenue nenoBoil JOKyMEHTAIlMK: YU€OHUK U MPAKTUKYM IS
By30B / U. H. Ky3nenoB. — 4-e u3z., nepepad. u gon. — Mocksa: U3narensctBo IOpaiit, 2024.
— 259 ¢. — (Boicmiee obpazoBanue). — ISBN 978-5-534-17003-0. — TekcT: 35eKTpOHHBIH //
OopasoBarenpHas miardpopma FOpaiit [caiit]. — URL: https://urait.ru/viewer/vedenie-delovoy-
dokumentacii-544968.

17. KynbnazapoBa, A. B. LludpoBbsie TEeXHONIOrMM B peKjIamMe U CBs3SAX C
obmecTBeHHOCThIO: yueOHuK / A. B. KynpHazapoBa. — Mocksa: Ali [Tu Ap Menua, 2023. — 149
c. — ISBN 978-5-4497-2057-3. — Texkcr: anmekrponnsiit // LludpoBoit 00pazoBarenbHBINA pecype
IPR SMART: [caiiT]. — URL: https://www.iprbookshop.ru/128352.html.

18. Jlekant, I1. A. Pycckuii s3bIK: CIIPABOYHHUK JUIS CPEIHETO MPOQPEeCcCCHOHATHLHOTO
obpazoBanus / I1. A. Jlekant, H. b. CamconoB; mox penakiueii I1. A. Jlekanta. — 3-¢ u3., ucmp.
u nor. — Mocksa: M3natensctBo FOpaiit, 2025. — 246 ¢. — (IIpodeccronanbroe 00pazoBaHue).
— ISBN 978-5-534-06698-2. — Tekcrt: anexktponnslii // OOpa3oBarensHas miatdopma FOpaiit
[caitT]. — URL.: https://urait.ru/bcode/562140.

19. Jlexkanr, II. A. CoBpemenHblil pycckuil sa3blk. Cuntakcuc. COOpHUK yIpaKHEHUH:
yuebHoe mocobue st By3oB / I1. A. Jlekant, A. B. KanadreBa. — 3-e uzn., ucnp. u gom. —
Mocksa: M3narensctBo FOpaiit, 2024. — 232 ¢. — (Briciee obpazosanue). — ISBN 978-5-534-
06571-8. — Tekcr: snexkTpoHHbI // OOpazoBarenbHast Tuiargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/53827.

20. Tlan¢wunosa, A. Il. Kynbrypa peun u aeinoBoe OONICHHUE: YICOHUK U MPAKTHKYM
g By3oB/ A. Il Ilandunosa, A. B. [lonmatoB. — MockBa: MU3znarensctBo FOpaiit, 2025. —
488 c. — (Bricuiee obOpaszoBanme). — ISBN 978-5-534-16685-9. — Tekct: 2y1eKTpOHHBIN //
Oo6pasoBartenbHas mwiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/568540.

21. Tlurynesckwuii, B. O. Kynprypa u Bu3yaqpHble KOMMYHUKAIMH: y4eOHOE Tocoone
/ B. O. ITurynesckuit. — CapatoB: By3oBckoe o0pa3oBanue, 2022. — 61 ¢c. — ISBN 978-5-4487-
0832-9. — Texkcr: anextponHbIit // Lludposoit oopazoBatenbublii pecypc IPR SMART: [caiit]. —
URL.: https://www.iprbookshop.ru/120829.html.

22. Parnukos, B. I1. JlenoBeie koMMyHHKau: y9eOHUK 1711 By30B / B. I1. PaTHuKOB;
orBeTcTBeHHBbIN penakrop B. Il. PatnukoB. — MockBa: W3parenscrBo IOpaiit, 2025. —
450 ¢c. — (Briciree oOpaszoBanme). — ISBN 978-5-534-18744-1. — Tekct: 2JIEKTPOHHBIN //
OopazoBarenpHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/560029.

23. Pycckuit s3bIK M KyJIbTypa peud: Teopus: yaeOHoe mocooue / cocraBurenu U. C.
Breixoanesa, H. B. JIro6e3HoBa. — Mocksa: Aii [Tu Ap Menua, 2023. — 115 c. — ISBN 978-5-
4497-1806-8. — Texct: snexrponnsii // Ludposoit odbpasosarenbubii pecypc IPR SMART:
[caiit]. — URL.: https://www.iprbookshop.ru/125349.html.

24. Pycckuit s3bIK W KynapTypa peun: yueOHWK st By3oB/ T. . Cypukosa,
H. U. Knymuna, W. B. Aanenkosa, [I'. . Comranuk ; mnon pemakuuenr [. A. Conranuka. —
Mocksa: U3marensctBo FOpaiit, 2025. — 239 c. — (Bricmee o6pazoBanue). — ISBN 978-5-534-
03822-4. — Texct: snexTpoHHbI // OOpasoBarenpHas 1iatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/559645.
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25.

26.

27.

28.

29.

CruBak, B. A. J[lenoBele KOMMYHHUKAIMK. TeOpHss M MpPaKTHKA: Y4eOHHUK JJIs BY30B /
B. A. CiuBak. — Mocksa: WznatensctBo HOpaiit, 2025. — 460 c. — (Beicmee
obpazoBanue). — ISBN 978-5-534-15321-7. — Tekcr: anekrponnslii // O6pazoBaTenbHas
iatdopma IOpaiit [caiir]. — URL: https://urait.ru/bcode/560464.

CoBpeMeHHBIH pycckuii a3bIK: yaeOHuK 1y By30B / I1. A. Jlekant, E. U. JTubposa, JI. JI.
Kacarkun, E. B. KnoOykoB; nox pemakuueit II. A. Jlekanra. — 5-¢ u3g. — Mocksa:
WznatenbcrBo FOpaiit, 2024. — 493 c¢. — (Beicmiee oopazoBanue). — ISBN 978-5-9916-
9883-2. — Tekcrt: anexTpoHHbIii // OOpa3oBarensHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/535763.

Cocrasienue u opopmIIeHHE JEIOBBIX TOKYMEHTOB: yueOHOe ocooue / cocrapurenu E.
W. bammakoBa. — Mocksa: Aii Ilu Ap Menua, 2021. — 145 ¢. — ISBN 978-5-4497-
0845-8. — Texkct: anekrponnbiii // LludpoBoii odpazoBatenbubiii pecypc IPR SMART:
[caiiT]. — URL.: https://www.iprbookshop.ru/103345.html.

[IyBanosa, H. H. OcHoBBI Aenonpon3BoacTBa. SI3bIK CIyKEOHOTO JTOKYMEHTA: y4eOHUK
s By30B/  H. H. IllyBanosa, A. 10. lBaHoBa; non obmel  pemakiuei

H. H. lllyBanoBoit. — 3-e u3x., mepepad. u gon. — Mocksa: M3garensctBo HOpaiiT,
2025. — 355 c. — (Bwicmiee obOpaszoBanue). — ISBN 978-5-534-20343-1. — Tekcr:
anekTpoHHbld //  OOpazoBatenbHas minatdopma HOpaiit [caiit]. — URL:

https://urait.ru/bcode/560174.

[lysanosa, H. H. JlokymeHTannonHoe obecrieueHre ypaBieHUs: y4eOHHK ISl CPETHETO
npodeccuonansHoro odpazosanus / H. H. lllyBanoBa. — 3-¢ u3x., mepepad. u jgom. —
MockBa:  UszmarensctBo  HOpaiit, 2025.— 234c.—  (Ilpodeccuonanproe
obpazoBanue). — ISBN 978-5-534-20349-3. — Tekcr: anexkrponnsiii // O6pazoBarenbHas
miatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/561049.

Jlonmo/IHUTeIbHAS JIUTepaTypa:

1.

Amnppeea 0. C. MunucrepctBo goBepus. Kak rocyaapcTBy odmarbes ¢ rpakaaHaMu —
M.: ®onrerpaduka, 2023. — 240c. — ISBN 978-5-6048900-1-1. — TekcT: 37IEKTPOHHBIH
[caiiT]. — URL: https://www.ranepa.ru/images/News/2023/ministerstvo_doveriya.pdf.
lopauna, E. A. [lenoBas u numomatudeckas nepenucka = Business And Diplomatic
Correspondence: yue6Hoe nmocobue / E. A. 'opauna, JI. C. AdanacreBa. — HoBocubupck:
HoBocuOupckuit rocynapcTBeHHbIH YHUBEPCUTET 3KOHOMUKHU M yrpasineHus «HUHX»,
2018. — 143 c. — ISBN 978-5-7014-0882-9. — TekcT: 31eKTpOHHBIN // DIIEKTPOHHO-
OubIMoTeYHAs cucremMa IPR BOOKS: [caiT]. — URL:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/87104.html.

JlokymeHTanmonHoe obecniedeHue yrpasieHus. CocraBieHne u 0GOpMIICEHHE JeTOBBIX
JIOKYMEHTOB: yueOHoe nocobue / coctaButenu E. U. bammakosa. — CaparoB, Mocksa:
[Tpodobpazosanue, Aii [Tu Ap Meama, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-
5-4497-0964-6. — TexcT: snexTpoHHbli // Lludposoit oOpa3oBarenbHbii pecypc PR
SMART: [caiiT]. — URL: https://www.iprbookshop.ru/103343.html.

Nudopmanus — kommynukarus — 10kymMeHT (MKJ[-2020): c6. Hayd. cT. mo Matepuanam [
Bcepoc. Hayd.-mipakT. koH(. (¢ MexayHap. yaactuem) (1. [lensa, 24-25 cenrsops 2020 r.)
/ mox pen. JI. P. ®uonosoii, O. N. Cemsukosoii. — [lenza: M3a-so II'Y, 2020. — 174 c.
ISBN  978-5-907364-36-3. —  Tekcr:  snektponHbdi  [caiiT]. —  URL:
https://elib.pnzgu.ru/files/eb/aSUXEf6SSGL.pdf.

NnbaxoB, M. Tekct mo moyioukaMm: KpaTkoe mocoOue mo JenoBod mepenucke / M.
NnpaxoB. — Mocksa: Anenuna [Ta6mumep, 2022. — 176 ¢. — ISBN 978-5-9614-7450-
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10.

11.

3. — Texkcrt: anexTponnslii // Ludposoii oopazoatenbHbIn pecypc IPR SMART: [caiit].
— URL: https://www.iprbookshop.ru/122540.html.

Kanommna, T. FO. JlokymeHTanmonHoe obecneueHue padboThl C HEPCOHANIOM B I (pe 1 Ha
Oymare: yuebnoe mocobue / T. FO. Kanommna. — HoBocubupck: HoBocuOupckwuii
rOCyJapCTBEHHBIN TeXHUYeckuii yHuBepcutet, 2022. — 124 c. — ISBN 978-5-7782-
4728-4. — Texct: snextponnslil / Hudposoit odpasosarenbhblii pecypc [IPR SMART:
[caiiT]. — URL: https://www.iprbookshop.ru/126489.html.

Kocopyxkos, A. A. Lludpposuzaius rocy1apCTBEHHOTO yIpaBlieHus: yueOHoe mocodue / A.
A. KocopykoB. — Mocksa: Aii [Tu Ap Menua, 2023. — 242 c. — ISBN 978-5-4497-1785-
6. — Texcrt: anexrponnsiii // Ludposoii odbpazosarenbhsbiii pecypc IPR SMART: [caiit].
— URL: https://www.iprbookshop.ru/123297.html.

OBcsaHUKOBa, O. A. DTHKA rocyaapCTBEHHOM CITYObI M TOCYIapCTBEHHOTO CITYXKAIIETO
/ O. A. OBcsaHHUKOBA. — 3-€ u31., crep. — Cankr-IletepOypr: Jlanp, 2023. — 280 ¢. —
ISBN 978-5-507-45401- — Texkct: aaeKkTpoHHBINH // JlaHb: 37eKTpOHHO-OMOIMOTEUHAS
cucrema. — URL: https://e.lanbook.com/book/267380. — Pexum mgoctyma: ajst aBTOPH3.
ITonp30Barenen.

Hukutuna, A. C. VYmnpaBineHHe 4YelOBEYECKMMH pEecypcaMH B TOCYIAapPCTBEHHOM H
MYHUIIMIIAJILHOM yTpaBieHuH: ydeOHoe mocodue st By30B / A. C. Hukutuna, H. T'.
YesraeBa. — 2-¢ u3a. — Mocksa: M3narenscTBo IOpaiit, 2023. — 187 ¢. — (Bricmiee
oOpa3zoBanue). — ISBN 978-5-534-12784-3. — Texkcr: anekTpoHHbIi // OOpa3oBarenbHas
wiatgopma Opaiit [caiit]. — URL: https://urait.ru/viewer/upravlenie-chelovecheskimi-
resursami-v-gosudarstvennom-i-municipalnom-upravlenii-519151#page/1

PemernukoBa, E. B. Pycckuii 361k M1 OCHOBBI JICTIOBBIX KOMMYHHKAITH: yaeOHOE Tocooue
/ E. B. PemiernukoBa. — HoBocubupck: CUOUpPCKU rocyaapCTBEHHBIM YHUBEPCUTET
TeleKoMMYHUKaii U uHpopmaruku, 2021. — 104 c. — Tekcr: 37eKTpOHHBINA //
[MudppoBoit  obOpazoBatenbHblii  pecypc IPR SMART: [caiit] — URL:
https://www.iprbookshop.ru/117111.html.

®uonona JI. P. — OcHOBHBIE BOMPOCKHI TUKH M ITUKETA TOCYJAPCTBEHHOTO CIYXKaIEro:
yue6. mocodue. — Ilensa: Uzn-so TII'Y, 2021. — 100 c. — ISBN 978-5-907364-96-7. —
Tekcr: anexkrponuslii [caiit]. — URL: https://elib.pnzgu.ru/files/eb/liUTViBbw9yX.pdf.

HNurepuer-pecypcesl:

1.
2.

I'naBpen [caiit]. — URL: https://glvrd.ru/

Cuernas nanara PO - OTKpbITOCTh IpaBuTenbeTBa B Poccun. — TekcT: 37eKTPOHHBIH
[caiiT]. — URL.: _https://ach.gov.ru/page/government-openness

Harmonansublie poekthl Poccun. — Teket: anekrponnslit [cair]. — URL: https://xn--
80aapampemcchfmo7a3c9ehj.xn--plai/

OcCo0OEHHOCTH DJTHKETAa U MOBCACHHUA TOCCIyKalllux, KOACKC OSTUKH. — Texkcr:
anekTpoHHbIH [caiit]. — URL: https://goodetiket.ru/delovoj-etiket/etiket-gossluzhashhih.

CnpaBo4yHble CHCTEMBI:

No abkowd

http://nlr.ru/ - Poccuiickast HaroHabHas OMOIHOTEKA
https://rusneb.ru/ -HarronansHas 3aeKTpOHHAs OMOIHOTEKA
https://www.rsl.ru/ - Poccuiickas rocynapcTBeHHas OnOinmnorexa
https://www.rambler.ru/ - TTouckoBast cucrema
https://yandex.ru/ - [TorckoBas cuctema
http://www.consultant.ru/ - Koncynberast mitoc
https://www.garant.ru/ - Tapant
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4.OHEHKA KAYECTBA OCBOEHMAA ITPOI'PAMMDbI

4.1. ®opmbl ¥ 00beM UTOTOBOM aTTECTAIUU

HTorosas aTTecrays IpOBOJUTCS B BUJIE 3a4eTa B pOpMe TECTUPOBAHUS (C TPUMEHECHHEM
J0T).

HToroBas aTTecTarys siBIseTCs 0053aTeIbHON [T CITyIIaTeNeH, 3aBepIIaoIInX 00y4eHne
10 IPOrPaMMe.

OneHka KadyecTBa OCBOEHHUS MPOTrpamMMbl IPOBOJUTCS B OTHOUIEHHMHM COOTBETCTBUS
Pe3yJIbTaTOB OCBOEHUS POTPaMMBbI 3asIBJICHHBIM LIEJSIM U IJIAHUPYEMbIM pe3yJibTaTaM 00y4eHHUS.

Cnymarenu, yCreuHo npomieIIie UTOrOBYIO aTTECTALUIO, [10JIy4al0T COOTBETCTBYIOILIUE
JOKYMEHTHI O TOBBIINIEHUH KBalu(ukanuu, GopMy KOTOPBIX 0OpazoBaTelbHas OpraHu3alus
YCTaHaBIIMBAET CAMOCTOSITENILHO: YAOCTOBEPEHUE O MOBBIIIEHUH KBATHU(PHUKALIH.

Cnymarenu, He HPOLIEANIME WUTOTOBYH) AaTTECTALMIO WIM IMOJYyYMBIINE HAa HUTOTOBOU
aTTeCTallUd HEYJIOBJIETBOPUTEIbHBIE pE3YJIbTaThl, BIPAaBE IPOWTH IOBTOPHO HTOTOBYIO
aTTeCTallMIO B CPOKH, OMpeieliseMble 00pa3oBaTeIbHON OpraHU3aIHei.

CrnymarensM, He NPOIIEIIIMM UTOTOBYIO aTTECTALMIO IO YBAKUTEIBHON NPUYMHE (10
MEIULMHCKUM T[IOKa3aHUSAM WM B JPYIMX MCKIIOUUTEIBHBIX ClIy4asX, JAOKYMEHTAJIbHO
MOJITBEPK/IEHHBIX ), I0J)KHA OBITH MPEAOCTaBICHA BO3MOYKHOCTD MPOMTH UTOIOBYIO aTTECTALIUIO
0e3 OTYUCIICHUS W3 OpraHU3allui, B COOTBETCTBUH C MEIUIIMHCKUM 3aKIIOYCHUEM WIU JAPYTUM
JIOKYMEHTOM, TPEAbABICHHBIM CIylIaTeeM, WIM C BOCCTAaHOBJICHHUEM Ha JIaTy IPOBEJIEHUS
WUTOTOBOM aTTECTAlUU.

CrnymarensM, He MPOLIEAIINM UTOTOBYIO aTTECTAL[MI0 WM MOJYYUBIIMM HA MTOTOBOM
aTTeCTallud HEYAOBJIETBOPUTENbHbBIE PE3YyJbTaThl, BbIIAETCS CIpaBka 00 OOy4YeHUH HIU O
nepuone oOydeHHss 1O o0Opasiy, CaMOCTOSITEIBPHO YCTaHOBJIEHHOMY 0Opa3oBaTelbHON
opraHusanuei.

WtoroBass arrtecrauus ciaymaTeleldl OCYLIECTBISIETCS AaTTECTAllMOHHOM KOMHCCHEH,
CO3/1aHHON 00pa30BaTENbHOM OpraHu3alMell B COOTBETCTBMM C JIOKAIBHBIMU HOPMAaTHBHBIMU
aKTaMu opranusanuu u3 yucia corpyaaukoB PAHXul'C u npyrux opranuzanuii.

le/IMepH])Ie BOIIPOCKHI IJIA IMOATOTOBKHA K HTOIOBOM arrecranmumn
HHCI’I’ZpyKuM}Z ons crywameii. 6‘bl6€pum€ O0OUH UNIU HECKOAbKO npasusibHblx 6apuaHnoe omeemaoes

1. Kakoii ¢akTop sBIsE€TCS KIIOYEBBIM AJI1 00eCrieYeHUsI SCHOCTH U JOCTYITHOCTH
MMCBbMEHHOTO TEKCTa?
a) MakcumanbHO€ HCI0JIb30BaHNUE MTPO(HECCHOHATIBHBIX TEPMUHOB
b) AnanTanus si3bIKa U CTHJISL MO/] LEJIeBYI0 Ay IMTOPHIO
¢) Ctporoe crnenoBanue (GopMaIbHOMY JCIIOBOMY CTHITIO

2. YTO U3 MepeunciieHHOr0 IOMOTAeT CTPYKTYpHUPOBaTh HHPOPMALIUIO B JTUHHOM
JIOKYMEHTe?
a) Pasmerienue Bcero TeKcTa B OJIMH CIJIOUTHOM OJIOK
b) Ucnosib30BaHMe 3ar0JI0BKOB, MO13ar0JIOBKOB U ad3aleB
c¢) [IpumeHeHNe CI0KHBIX TPaMMaTHYECKUX KOHCTPYKIUI

3. Kakoii mprieM o3BOJISIET C/1eIaTh TEKCT 00JIee KUBBIM U 00JIeTYaeT ero BOCTIPUSITHE?
a) OOuIMe HOMEHKIIATYPHBIX Ha3BaHUN U aOOpeBUaTyp
b) Ucnosib30BaHNe KOHKPETHBIX IPUMEPOB U MJLIIOCTPALMii
¢) M300mnme kaHEIIpU3MOB U IIITAMIIOB

4. B xakoMm ciydae JOMyCTUMO pUMEHEHHE MPO(ecCHOHANBHOM JIEKCUKH B TEKCTE?
a) B mro6om cirydae, mocKoIbKy 3TO MPU3HAK KOMITETEHTHOCTH
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b) Korna 3To onpaBaano ayauTopueil M IOMOraeT TOYHee BbIPa3uTh MbIC/Ib
¢) [IpodeccronanbHyo JEKCUKY CIIEAYET MOTHOCTHIO UCKITIOYUTh
5. Kak MoxkHO 3(h(peKTHBHO MOAYEPKHYTH KIIOYEBYIO MBICIIb B IHCbMEHHOM TJOKyMEHTE?
a) Crpsarath ee B CepeIMHy JIIMHHOTO maparpada
b) BbiHecTH BO BCTYILIEHHE, 3aKJII0YeHUE UJIN OTeJIbHbIN KOPOTKHUIA ad3a1y
¢) ChopMynupoBaTh MaKCUMaJIbHO BUTHEBATO M CJIOKHO
6. Kakoe u3 kauecTB /1€7I0BOr0 MMChMa OCOOCHHO BaKHO YUUTHIBAThH B MIEPEIIHCKE C
rpakJianamu?
a) M3numHss TakOHUYHOCTH B yHiep0 siCHOCTH
b) loOposkeaTeIbHOCTD M OPHEHTALMS HA NOTPEeOHOCTH MOJIy4aTeJist
¢) be3 aMoLIMOHAIBHOCTD U CYXOCTb U3JI0KEHUS
7. Kak Obl BBl ONMcajy II1aBHOE OTIMYHME TEKCTOB B COLUAIBHBIX CETAX OT TPAIUIIMOHHOM
JIETTIOBOM MEPENUCKH?
a) Pa3BiekaTesnbHOCTH B yiiepOd HHPOPMATUBHOCTU
b) Boabinast cBo60aa CTHJISA, HAIIEJIEHHOCTDH HA JKHBOJ T1HAJIOT
c¢) [lonHoe oTcyTCTBHE MTPaBUII U CTAHIAPTOB
8. Uro BaxkHEee B KOMMYHHUKAIIMH TOCOPTraHa B COLUATBHBIX CETAX?
a) Perynspnas myOnukanust 11000T0 KOHTEHTA JIJISl aKTHBHOCTH
b) IlpenocraB/ieHue moJie3HOM NH(POPMALMHE C YHE€TOM 3aIIPOCOB AYAMTOPHH
¢) Ctporoe ciefoBaHre OIOPOKPATUIECKOMY CTUITIO
9. C yero cneayeT HAUMHATH MOJATOTOBKY JHOOOTO MUCEMEHHOTO IOKYyMEHTa?
a) C mogbopa caMbIX CIIOKHBIX TEPMUHOB ISl COJIUTHOCTH
b) C onpeneJieHus neji, OCHOBHOM M/IeH U KeJIaeMOro pe3y/ibTara
¢) C mowucka mrabyiona 11t KOIMPOBaHUS
10. Kaxkas pexoMeHaamus sBIsIeTCS KIIOUEBOM JIJIs YIYUILIEHUs CTHIIS MMCbMEHHOM peun?
a) "Kak MmoxHO niuHHEe u 3aymHee"
b) "Kparko, sicHo, 1o geay"
¢) "Ctporo 1o mradmaony"
11. Kak iydie Bcero CTpyKTypHUpOBaTh TEKCT 3JIEKTPOHHOTO MHCbMa?
a) HamncaTh Bce OJHMM CILTONIHBIM a03alieM
b) BeiieJnTh NPHBETCTBHE, OCHOBHYIO YaCTh M OANNCH, PA30UTh HA KOPOTKHE a03a1bl
¢) MakcumanbsHO yCIIOXKHHUTH (pOpMaTUpOBaHUE
12. Kakoii coBeT BbI Obl AaJIH JUISI TOBBIIIEHUS YOS TUTEILHOCTH JI€JI0OBOIO ITChbMa?
a) Mcrnosnb30BaTh 04€Hb SMOLIMOHATIBHBIN TOH
b) IlonkpenyIATL OCHOBHBIE Te3UCHI (PAKTAMHU H J0KA3aTeIbCTBAMH
c¢) [IpumMeHsTh TOIBKO UMIIEPATUBHBIE KOHCTPYKIIUU
13. Yem upeBaTo MCHOIB30BAHUE U3JIUIIIHE CIOKHBIX MPETIOKEHUHN U
po(hecCHOoHaNBHOTO JKaproHa B MepenucKe ¢ rpakaaHamMu?
a) [TomokeT NOTYEPKHYTh CTaTyC U SKCIIEPTU3Y BEIOMCTBA
b) 3aTpyAHMT NOHUMAaHKME U MOKET BbI3BATh HETATHBHYIO PEAKIIUIO
¢) He umeeT HuKakoro 3Ha4eHUsI
14. Kak nydine pearpoBaTh Ha HETaTUBHBIN WM IPyObIil KOMMEHTapHil B COIMAIbHBIX
ceTsax?
a) Urnopuposatb
b) laTh BekIUBBIH pa3BepHYTHIN OTBET 0 CYLIECTBY BONPOCA
¢) OTBETUTH B TAaKOM k€ TpyOOM TOHE
15. Kakoii 1omkHa ObITh ONTUMANIbHAS JUTMHA TPEATIOKEHHS B JIETIOBOM JIOKyMeHTe?
a) Uem qyiMHHEE, TEM COJIHTHEE
b) B npenesax 20 c10B 1J151 ICHOCTH ¥ y100CTBA YTeHUs!
¢) Becerma posno 10 ciioB
16. 3ayem Hy>kHa KOpPOTKasi M UH(YOPMATHBHAS TEMa HJIEKTPOHHOTO MHChbMa?
a) [lnst neMoHcTpalyu KpeaTuBHOCTH aBTOpPa
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b) lyis npuBJieYeHrsi BHUMAaHUS aipecaTa U yIpolleHusi 00padoTKu
¢) s ykpamienus nucema
17. Kaxoii kputepuii ABIseTCS TTIaBHBIM IIPH BBIOOpE 0OpaIlieHs B 1€JI0BOM MUChME?
a) MakcumanbHas opMantbHOCTD
b) CooTBeTcTBHE a7ipecaTy U KOHTEKCTY MepenucKu
¢) Hanmume ycrapeBmmx 3TUKEeTHBIX (ppa3
18. 3aueM B muchbMe BaXXKHO BbIpa)kaTh MPU3HATEIBHOCT U YBAXKEHHE K apecatry?
a) DTukeTHas POPMAIBHOCTh, HE UMEET 3HAUCHUS
b) Ykpemisier no3uTuBHOE B3aUMO/I€iiCTBHE U HACTPANBAET HA COTPYAHNUYECTBO
¢) He umeer cmbicia, TOJBKO OTBJIEKAET OT Jiejia
19. Kak nudpsl B TEKCTE BIUSIOT HA €r0 BOCIIpUATHE?
a) ToJIbKO yCIIOKHSAIOT JOKYMEHT
b) CTpyKTYpUpPYIOT 00/1b1110i1 00bEM JAHHBIX U 00J1€r4a10T AHAJIU3
¢) Hukak He BiIustoT
20. Kaxkoii 3 nepedrcieHHbIX MPUEMOB YIy4IlIaeT YUTAEMOCTh TEKCTa B DJIIEKTPOHHON
cpene?
a) LlenTpupoBaHue v BoIpaBHUBAHUE 10 IIUPHHE
b) Ucnosib30BaHue MAPKUPOBAHHBIX H HYMEPOBAHHBIX CIIMCKOB
¢) MakcuManbHOE YIITIOTHEHHE TEKCTa 0e3 MpooOeoB
21. C xakoi IeNbI0 B TEKCTaX HMEET CMBICI HCIIOJIh30BATh MPUMEPHI U3 MPAKTHKU?
a) UtoObl yBeUYUTHh 00bEM TEKCTa
b) UTo0bI NOACHUTH CJI0KHBIE HIEH H YEPKATh HHTEepec YnTaTes st
¢) UtoObl 3amyTaTh YUTaTENsSA
22. Kakas pekoMeHJaIus BEpHA U COCTaBICHUS Y3 PEKTUBHOTO HHPOPMAITHOHHOTO
coo01eHusd?
a) HaunHaTh ¢ ATMHHOTO BCTYIUICHHS
b) BeiHecTH ri1aBHOe B IepBbIi 203a1] M0 NPUHIUILY ''TlepeBepHYTON NupaMuabl'
¢) CripsiTaTh CyTh B CEPEIUHY TEKCTa
23. 3auyeMm rocciyxalieMmy HaBbIKM peIaKTUPOBAHUS U KOPPEKTYpPbI TeKcTa?
a) He HyXHBI, eCTb crielIMaIbHBIE COTPYTHUKH
b) I103BOJISIIOT yJIy4IIaTh Ka4eCTBO M SICHOCTh BCeX MMCbMEHHbIX KOMMYHHMKAIM I
¢) Hyx#HbI TOJBKO NMpodeccuOHaNbHBIM peaKkTopaM
24. Vcnonb3oBaHUE aKTUBHOTO 3aJI0Ta B TEKCTE:
a) 3aryThIBaeT YUTATEIS
b) I1o3BoJisieT pacCTaBUTh AKLEHTBHI, YIIPOCTUTh TEKCT H COKPATUTH 00beM
¢) He umeer 3nauenus
25. Kakoii npuem noBslIaeT yoeauTeabHOCTh TeKeTa?
a) OOuIbHOE TUTHPOBAHUE
b) JIorn4HOCTH M NOC/IEA0BATEIbHOCTh APITYMEHTOB
¢) Obuie SMOIMOHATBHBIX BBICKA3bIBAHHI
26. YMECTHO JIM UCIOJIb30BaTh YMEHBIINUTEIbHO-TacKaTeIbHbIe Cy()(UKCHI B 1e10BOM
nepenucke?
a) la, To nposiBneHne 3a00ThI 00 ajpecate
b) Het, 310 HapyieHue cCy0OpAMHAIIMHA U 1€JI0BOI0 ITHKETA
¢) MoxHO ¢ 1100bIM apecaToM
27. Yro B mepBYyIO 04epenb AEMOHCTPHPYET MapajuiebHast KOHCTPYKIHS MPETOKEHUH B
Tekcre?
a) KpeatuBHocTh aBTOpa
b) SIcHOCTBH M JIOTHKA U3J105KEHUS
¢) CIoXHOCTh TEKCTa
28. Kaxyro posb B 0UIIHATBHON TIEPEUCKe UTPAIOT BCIIOMOTaTeIbHBIC CII0Ba?
a) 3amyThIBAIOT YATATENS U OTBJIEKAIOT OT CYTH
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b) CTpyKTYpUPYIOT TEKCT, MOKA3bIBAIOT CBSA3H MEXKIY HIAeSIMHU
¢) He umeror cMbIcI0BOI Harpysku
29. YmMecTHO Jii B paboueli epenucKe MKy TOCCITYKaITUMHU UCIIOJIB30BaTh CMAMITUKH?
a) Jla, 3TO OXKUBIISIET TEKCT
b) Het, 3T0 He COOTBETCTBYET J1€J10BOMY CTHJIIO O0IIIEHUS
¢) Ilo »xenanuto aBTOpa
30. KakoBa 1nienib coctaBiieHus: JOKYMEHTa B COOTBETCTBHH CO CTaHIapTaMu
JIeIONPOU3BOJICTBA?
a) YCIIOKHUTB paboTy ¢ TOKYMEHTOM
b) YnpocTurs ero ucnosib30Banme, XpaHeHue U Mouck B fasze
¢) UckmounTtensHo popMaabHOEe TpeOOBaHKE

Kputepuu oneHkn 00y4aruuxcs HaA HTOTOBOH aTTeCTAIUH
Tabmuua 4.1.1

Ounenka Tpe6oBanus K 3HAHUAM
3aYmeno BrIcTaBisieTcss CaymiaTeNro, €CIU OH TPAaBHIBHO BBIOJHUI HE
MmeHee 50% 3amanumi
He 3aYmeHo BricTaBnsercs ciiymaTento, €Clu OH MPaBHJIBHO BBIMOJIHUI MEHEe
50% 3amaHuit

5. AHAUKATOPHI C@OPMHUPOBAHHBIX KOMIIETEHIINH BBIITY CKHUKA
IMPOI'PAMMBbI
B pe3ynbraTe ocBoeHHS MporpamMmmsl y ciaymaresns cOpMUPOBAHbI CIEAYIOIINE KOMIETEHIINN:

Tabmura 5.1

XapaKkTepUCTUKA PE3YIbTaTOB OCBOCHHUS ITPOTPAMMBI

Komnerenuus (koa, cogep:kanmne)

Nuaukaropsl

[1CK-1 - Opranuzanus
JOKYMEHTUPOBAHHUS IESITEIBHOCTH B
OpraHu3anuu

— 3HAET HOpPMAaTHBHBIE IIPABOBbIE aKThl Poccuiickoin
denepan B 00JIACTH  YIPABICHHUS JIOKyMEHTaMHU
OpraHu3alnuy, MpaBuwia OPOPMIIEHHS U COCTaBICHUS
pa3IMYHBIX BUJOB IOKYMEHTOB;

— yMmeer paloTaTh C JIOKyMEHTaMH, coOroaas
TpeOOBaHUS K UX MTOATOTOBKE U OPOPMIIEHHUIO.

YK-4  CnocobGeH  OCyIIECTBISATH
JIENIOBYI0 KOMMYHHKAITUIO B YCTHOH U

MMACbMEHHOU dopmax Ha
rocy/1lapCTBEHHOM A3BIKE
Poccuiickoi denepannn 51

MHOCTPAaHHOM(BIX) SI3bIKE(aX)

— cmnoco0eH 3(PQPEeKTUBHO B3aUMOJACHCTBOBATh C
rpaXkJaaHaMd B TUCbMEHHOW ¢GopMe M COIMATbHBIX
CETSX, MPUMEHSISI OCHOBHBIE METOJIbI KOMMYHUKAITUH U
HOPMBI PYCCKOTO SI3bIKa B JICJTIOBOM MEPEIHCKE;

— CHOCOOEH OCYIIECTBIISATh Pa3pabOTKy MaTepHaIOB
JUIS COLMANBHBIX CETeW W YCIHEIIHOW padoThl C
TpaXkJJaHAaMH, a4 TaKXKe ISl TOAJCPXKAHUSA HMUJKA
OpraHoOB BJIACTH.
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