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IIporpammy cocraBun(u):
K.¢h.n., Hoyenm, Tiokaesa H.U.

Pabouas mporpamMma JUCIUTUTAHBI

OCHOBBI IOKYMEHTOBE/IeHUSI B 00pPa30BaHUU

paspaborana Ha ocHoBanuu ®I'OC BO - GakanaBpuaT 1o HampasieHuio moarotosku 44.03.01 Ilexarorndeckoe
oOpasoBanue (mpuka3 Munoopaayku Poccun ot 22.02.2018 1. Ne 121)

cocTaBiieHa Ha ocHOBaHMH ydeOHorO 11ana 44.03.01 Ilemarorngaeckoe odpasoBanue (YpoBeHs: OakallaBpHaT;
kBanuukanus: 6axkamasp), yreepskaeHHOro Y4énsim coetoM @I'BOY BO «Antl'TIV» ot 25.03.2024, npoTtokon Ne
10.

Pabouas mporpamma ogoOpeHa Ha 3acefaHUHU Kadeapsl
O011ero u pycckoro i3bIKO3HAHUSA

ITporokon Ne 8 ot 03.05.2024 r.
Cpoxk peiictus mporpammsl: 2024-2029 yu.r.
3aB. xaenpoit Burokyposa M.A.

Pacnpez{e.ﬂeﬂue YaCoB JUCHHUIIJIMHBI IO KypcaM

Kypc 2
— Hroro
Bun 3ansTuit v | pn
Jlexun 4 14 14 |4
[TpakTuyeckue 4 |14 |4 |4
Kontpons 2 12 (2 |2
CaMOCTOSTENIbHOM
padoThI
HUroro ayn. 8 [8 |8 |8
KonrakTHas pabora |10 |10 |10 | 10
Cawm. pabora 58 [ 58 [ 58 [ 58
Yacel Ha KOHTPOJIb 4 (4 |4 (4
Hroro 72 (72172 (72




1.1. LIEJIM OCBOEHMUS AUCLIAIIIMHBI (MOAYJIST)

1.1.1 | 3HAKOMCTBO 06yan0H_U/IXCﬂ C OCHOBaMH JJOKYMEHTOBEICHU A, NEJTOITPOU3BOACTBA B 06p8.30BaTeJ'[BHOf/‘I OpraHu3aluu.

1.2. 3AJJAYA OCBOEHMSI JUCLIUIIIMHBI (MOYJIST)

1.2.1

OCBOCHHUC HOHﬂTHﬁHO-TCpMHHOHOFHqeCKOFO armapara B obnactu JOKYMCHTOBCACHUS

122

3HaKOMCTBO C YIPABJICHYECKOH KYIbTYpOil BeJeHHsI IETIONPOM3BOJICTBA B 00pa30BaTEIbHON YUPEXKACHNH;

1.2.3

(hopMHUpOBaHKE TEOPETUIECKUX U MPAKTHUECKUX 3HAHUH MO TOKYMEHTOBEACHHUIO B 00pa30BaHHU.

2. MECTO JUCIIMITIJIMHBI MOAYJISA) B CTPYKTYPE OBPA30OBATEJIbHOU ITPOI'PAMMBbI

Hukn (paznen) OIT: | OT/

21

TpebdoBaHuUsI K PeIBAPUTEIBHOI MOATOTOBKE 00yJAIOIIErocs:

2.1.1

Pycckuil s13pIK M KynbTypa peuu

2.2

JMcuunianHb1 (MOAY/IM) U NPAKTHKH, ISl KOTOPBIX OCBOEHHE JAHHOM JUCIHUILTHHBI (MOTYJ151) HEOOXOUMO KaK
npelecTByIoIIee:

221

HOpMaTI/IBHO-HpaBOBBIC OCHOBBI HpO(I)eCCHOHaJ'IBHOfI JACATCIBHOCTH U aHTUKOPPYIIIHOHHOEC ITOBCACHUC

3. KOMIIETEHIIMHU OBYYAIOIIEI'OCS, ®OPMUPYEMBIE B PE3YJIBbTATE OCBOEHUS JTUCIIUITIJINHBI

(MOJYJIST)

VK-4.1: Baajgeer cucreMoii HOPM PYCCKOr0 JIMTEPATYPHOro sI3bIKa MPU €ro MCNOJIb30BAHHU B KayecTBe IoCyIapCTBEHHOIO
s3pika P® W HopMamMy WHOCTPAHHOTO(bIX) M3BIKA(OB), WCMOJIb3YeT pa3imuHble (GOPMbI, BHAbI YCTHOHl W MHCHMEHHOI
KOMMYHHUKAIIMH.

YK-4.2:

I/ICIIOJILSyeT ABBIKOBBIEC CpeaACTBa MJIA AOCTHKCHUSA IIpO(l)eCCPIOHaJIBH]:IX neJiei Ha PYCCKOM H l/lHOCTpaHHOM(bIX)

si3pIKe(aX) B paMKax MeKJIUYHOCTHOTO U MEKKYJIbTYPHOIO 001IIeHHUS.

VK-4.3: OcyuecTBiasieT KOMMYHHKAaIMIO B UMQpPoOBOii cpeae A I0CTH:KeHMs NMPo(deccHOHAIBLHBIX HeJeid U IQPeKTHBHOrO
B3aMMO/IeliCTBHA.

B pe3yabTaTe 0CBOEHUSI AUCHUILIMHBI (MOYJIs1) 00y4aKOUIUIACS J0/KEH

3.1

3HaTh:

3.1.1

NOHATUC JOKYMCHT, BUABI U (t)yHKHI/II/I JAOKYMCHTOB;

3.1.2

MIPaBOBOE, OPraHU3aIMOHHOE U TEOpETHIecKoe obecrie-ueHue paboThl ¢ JOKYMEHTaMHU B 00pa30BaTeIbHOM OpraHu-
3allHH;

3.13

OCHOBBI ACIOIPONU3BOJCTBA B 06paBOBaT€J’IBHOﬁ OpraHu3a-1uu;

3.14

OCHOBBI I[OKyMeHTHOﬁ KOMMYHHKaIlUH;

3.1.5

COACPIKAHUEC I'OCYAAPCTBEHHBIX CTAHAAPTOB IO JOKYMEH-TOBCACHHUIO;

3.1.6

IpaBuiia 0pOPMIEHHS JOKYMEHTOB, PEKBU3UTHI JOKYMEH-TOB;

3.1.7

0COOEHHOCTH SI3bIKA U CTHIIS O(bI/ILII/IaJ'ILHLIX JOKYMCHTOB.

3.2

Ymerth:

3.2.1

COCTaBJIATH JOKYMCHTBI Pa3JIMYHBIX TUIIOB U BUAOB;

322

OCYHICCTBJIAITH KOMMYHUKAIIUIO TOCPEACTBOM JOKYMCHTOB.

3.3

Buaanernb:

33.1

HaBbIKaMH COCTAaBJICHUS PA3JIMYHBIX JOKYMECHTOB,

332

HaBbIKaMU OCYHICCTBJICHUA KOMMYHHKAalIUN TOCPECACTBOM JOKYMCHTOB,

333

HaBbIKaMU OpraHu3aliuu ACJIOIMPOU3BOACTBA B 06pa30Ba-Tean0P“1 OpraHu3anuu.

4. CTPYKTYPA U COJEPKAHUE JUCHUILIAHBI (MOIYJI5)

Kon HaunmenoBanue pasneos u teM /Bua | Cemectp / | Yacos | Komneren- JIntepartypa
3aHATHS 3aHsaTHA/ Kype M

Pa3nein 1. Teopernueckne 0CHOBBI
JOKYMEHTOBE/ICHMSI.

1.1 OCHOBBI JOKYMEHTOBEICHUSI KaK 2 2 VK-4.1 VK-
Hayku. /Jlex/ 4.2 €

1.2 JlokymeHToOOpa3yrolmue Npu3Haku U 2 2 YK-4.1 VK-
CBOMCTBa JOKyMeHTa. /JIek/ 4.2 YK-4.3 31

1.3 JlokyMeHTOOOpa3yroIue Mpu3Hak 1 2 2 YK-4.1 VK-
cBoiicTBa nqokymenTa. /I1p/ 4.2 YK-4.3 21




1.4 JlokymeHT kak Tekct. /T1p/ 2 2 YK-4.1 VK-
4.2 21
1.5 Oco0eHHOCTH TOKyMEHTa KaK 0co00To 2 25 YK-4.1 YK-
tuna aexcra. /Cp/ 4.2 VK-4.3 21
1.6 CTUIUCTHYECKUE TPU3HAKU 2 33 VK-4.1 VK-
nokymenra. /Cp/ 4.2 21
1.7 /3auét/ 2 4

5. ®OHJI OHEHOYHbBIX CPEJCTB

5.1. Hepeqeﬂb HHAUKATOPOB JOCTUKCHUHA KOMHeTeHlIl/lﬁ, (l)OpM KOHTPOJIA U OIEHOYHBIX CPEACTB

VK - 4.1. BoctiprHEMAaeT, aHATU3UPYET U KPUTHIECKH OLICHUBAET NMPO(EeCCHOHATBHYIO HH(OPMAIIHIO B YCTHOHM U MMCEMEHHON
(hopme Ha rocyrapcTBeHHOM si3bike Poccuiickoit denepannu 1 HHOCTPAHHOM (BIX) S3BIKE (aX).

VK - 4.2. OcymecTBisieT BHIOOP S3BIKOBBIX CPEACTB B COOTBETCTBUY C OCTaBICHHBIMH KOMMYHHKAaTHBHBIMU 3a/ladyaMH U
JIEMOHCTPHPYET BIIaZICHIE TPaMOTHOM, JIOTHIECKH BEPHO M apTyMEHTHPOBAHHO IIOCTPOSHHON YCTHOM M MICEMEHHOM PEeYhio Ha
rocynapcTBeHHOM si3bike Poccmiickoit denepaniuy 1 HHOCTPaHHOM (BIX) SI3bIKE (aX).

YK - 4.3. BolcTpanBaeT CTpaTeruio yCTHOTO U MMCbMEHHOTO OOILIEHNs Ha FOCyAapCTBEHHOM si3blke Poccuiickoit denepannu u
MHOCTPaHHOM(BIX) SI3BIKE (aX) B paMKax JIeJI0BOH MPO(dhecCHOHaTbHON KOMMYHHUKAIIHH.

DOopMBI KOHTPOJISI ¥ OIICHOYHBIE CPEACTBA: BOIIPOCHI JJIsI CAMOKOHTPOJIS, BOIIPOCHI K CEMHHAPCKIM 3aHATHSIM, TECTOBEIC 3a/IaHN,
KOHTpOJIbHAsA paboTa, JOKIaabl / COOOIIEHH s, 3aJaHUs IS TPYNIOBBIX U MHAWBUIYaIbHBIX IPOEKTOB, TECTOBBIE 3a1aHUS, BOIIPOCHI
K 3a4erTy.

5.2. TexHoJioruueckasi KapTa JOCTHKEHUS HHIUKATOPOB

[Tepeuenn nngukaropoB komnereHuuii: YK - 4.1., YK -4.2., YK - 4.3.
Bump! yaeOHOMH pabOTHI: JIEKITMOHHBIE 3aHATHS

DOopMBI KOHTPOIISI U OIICHOYHBIE CPEICTBA:

BOIIPOCHI [Tl CAMOKOHTPOJIA (8 GaiioR)

Ilepeuens nnaukaropos komnereHnui: YK -4.1., YK -4.2., VK - 4.3,
Buns! yueOHOH pabOTHL: IPaKTHIECKHE 3aHATHS

@DopMbI KOHTPOJIS U OLICHOYHBIE CPE/ICTBA:

Borpockl k ceMuHapckuM 3aHATHIM (22 6aIIIoB)

Ilepeuens nnaukaropoB komnereHimil: YK - 4.1., YK - 4.2, VK - 4.3.
Bums! yuebHoI paboThL: caMocTOsATEeNbHAs paboTa

®DopMBI KOHTPOJIS U OIICHOYHBIE CPEICTBA: KOHTpOJbHast pabota 1 (15 6amios)
Ilepeuens nnaukaropos komnereHiui: YK - 4.1, YK -4.2., VK - 4.3,
Buner yaebHoi pabOTHL:

@DopMbI KOHTPOJIS U OLIEHOUHBIE CPE/ICTBA:

KonTtpomnbHast pabora 2 (15 6amion)

Ilepeuens nnaukaropoB komnereHumil: YK - 4.1., YK -4.2., VK - 4.3.
Bums! yuebHoI paboThL: caMocTOsATENbHAs paboTa

@DopMbI KOHTPOJIS U OLICHOYHbIE CPE/ICTBA:

Tematnka TOKJIaI0B, COOOICHUH

3agaHus I TPYNIIOBEIX U HHAWBUIYaJIBHBIX IPOSKTOB

[HenoBas urpa

25 6amnoB),

Ilepeuens nuaukaropos komnereHnuii: YK -4.1., VK -4.2., VK - 4.3,
Buns! yuebHolt paboThL: 3aueT

@DopMbI KOHTPOJIS U OLICHOYHbIE CPE/ICTBA:

Bomnpcsr k 3adety (15 6ayioB).

Hroro: 100 6anmoB

5.3. ®opMbI KOHTPOJISA M OLIECHOYHbIE CPEeACTBA

3amaHust Ul MHIUBUIyaIbHBIX U TPYITIOBEIX IPOEKTOB

. [lonaTue «10KyMEHTOOOOPOT» U MPUHLHUIIBI €70 OPraHU3aLUH.

. BUtbI TOTOKOB JOKyMEHTAINH B TOKYMEHTOO0OPOTE TPEIIIPHSATHSL.

. ITopsI0K TOATOTOBKH U MPOXOKACHHS BXOIAMINX U HCXOMAIMINX TOKYMEHTOB

. OcHOBBI pa0bOTHI C MUCBMAaMU U OOpAIIEHUSIMU TPaskKAaH.

. DKcIepTh3a LeHHOCTH JOKYMEHTOB.

. Bo3MOKHBIH cocTaB peKkBU3NTa «AllpecaT» H TPeOOBaHHS K €ro 0(OPMIICHHUIO.

. [Mopsimok oopmieHunsT peKBU3UTA «3ar0JIOBOK K TEKCTY».

. TpeboBaHus kK 0OPMIICHHIO PEKBU3UTOB, pa3MelIaeMbIX Ha ciyxeOnom nmoae OP/I.
. CocTtaB cripaBOYHbBIX AAHHBIX OpPraHU3aLUH.

10. TpeboBaHUSI K TEKCTY TOKyMEHTA.

11. DTansl HOATOTOBKH TOKYMEHTOB.

12. ®enepanbHble TocyaapcTBEHHbIE 00pa30BaTeNIbHbIE CTAaHAAPTHL: CYIIHOCTh U CTPYKTYpa B COOTBET-CTBUH C Pa3HBIMU YPOBHSAMHU
o0Opa3oBaHusl.
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Bormpocs! kK ceMHHAPCKUM 3aHATHIM (TIPIMEPHBIH TIepeueHb )
1. Odopmnenne npukasa.

2. OpdomMenne muchbMa Ha OJaHKe OpraHU3alHH.

3. Odbpomitenue ycrasa.

4. OdopmieHne FIEKTPOHHOTO JETOBOTO MUChMA.

5. Odopnmenune mpoToKoIIA.

1) KontpomnpHaas pabora 1.
Bapuanr 1.
Teopernueckuii Bonpoc: Ponb nenonpousBojictsa B ucropuu Poccnu XIX Beka.
IMpakTHyeckue 3aKaHMS:
3aganue 1. CocraBpTe U 0popMHTE MIPUKA3 IO OCHOBHOW AGSATEIFHOCTH, U IPYrUe PacIOPSAU-TEIbHbIEC JOKYMEHTHI, HCOOX0AUMBIC
B JIaHHBIX YIPaBICHYECKHX CUTYyallUsX.
Ha MockoBckoM KOMOMHATE 110 IPOU3BOICTBY MY3bIKaJIbHBIX HHCTPYMEHTOB M MeOelH (Tocynap-CTBeHHOE MPENPUSTHE),
KOTOpHIi BXoauT B KoHIIEpH 10 pa3paboTke U IPOU3BOACTBY NPOAYKIINH My-3BIKaNbHO npoMeinuieHHOCcTH (POCMY3IIPOM),
neiictByet ITonoxkeHne 0 MPEeMUPOBAHUH PYKOBOAU-TENEH IIEXOB, OTAENOB U cIyx0, yrBepxaeHHoe 05.01.2003 Ne 27.

12 anpenst TekyIero rojga AupekTop kombuHara B.M.JIapnoHOB nopy4ns Ha4aJIbHUKY OT/ENa TpyAa U 3apabOTHON IIIaThI
MapxkoBy H.I'. paccunraTs pa3mep MpeMun pyKOBOJIUTEINISAM OT/EJIOB, IEXOB M CIIY’KO KOMOHMHATa 0 HTOTaM pabOTHI 3a TTEPBBIi
KBapTals K 15 ampens, a rmaBHOMY Oyxrantepy koM-0mHaTa TpommHoit C.I'. — opraHu30BaTh BRILIATY NpeMuH K 20 anpems
TEKYIIEro roja.
HavanpHEK TTaHOBO-3KOHOMUYecKkoro otaena MatseeBa C.H. u rmaBHbIi Oyxrantep TpommHa C.I'. 3aBU3MpOBaIN MPOEKT
IpUKa3a JUPEKTopa KOMOMHATA.
3aganue 2. CocTtaBbTe H 0()OPMHTE CITY’KEOHOE MHCHMO.
JlemapTaMeHT MOANEPKKH U Pa3BUTHsI MaJIOro MPEANPUHIMATENBCTBA MUCBMOM 3a MOAMKCHIO 3aM.IUPEKTOPA AeHapTaMeHTa
CaepukoBa A.B. yBenoMui pykoBoJCTBO AeTckoro caga Ne 1586 o ToM, 4TO B CBSI3U € pa3BUTHEM NPENIIPUHIMATEIBCTBA 3aHKE
JIETCKOTO caJia JODKHO OBITH MepeaHo I TEXHHIECKUX HYK ACIapTaMeHTa.
Hcnonuurenem BacunbeBoii mo nmopyueHuro nupexropa nerckoro caga Ne 1586 FOro-3amagHoro okpyXKHOTO yrpaBieHuUs
o0pa3oBaHus T.MOCKBEI, pacIIOJIOKEHHOTO Ha MpoctiekTe MuayprH-cKoM, 10M 22 1.MOCKBBI, OBIJIO COCTABIICHO IIHCHMO,
ajpecoBaHHOE oty muceM Mapuu Mockssl o anpecy: r.Mocksa, yn.TBepckast, 13, B koTopom qupektop nerckoro caga No 1586
O.A.AbpamoBa pocH-1a pa3o0paThcs B JAHHOM BOIIPOCE, MOTUBHPYS TEM, YTO B HA3BAHHOM palfOHE JETCKHUX CaJl0B OCTANIOCh
MaJlo U He BCE JAETH MOTYT IOCEaTh JETCKHE JOMIKONbHbIE yupexkaeHHs. [IncbMo ObLI0 OTBETOM Ha MO-Ty4EHHBIH JTOKYMEHT OT
JenaprameHr.
2) KontponbHas paborta 2. « TUnuIHbIe OMUOKH B SI3bIKE U CTHIIE JEOBON TOKYMEHTAIIUN

1. UcnpaBbTe TekcT: «B cBsi3u ¢ HenmoaydyeHueM oT Bac 3asBku Ha TomuBo Ha 2 kBapTan 2005 1. cozfa-eTcs HeoOX0IUMOCTb
OCTaBJICHUSI IOCTaBKH TOIUIMBA B pa3Mepax MpeIblayIiero Kkpapranay. Mcnpasnen-Helit TekeT (1) mpeacraBbTe B BUIE JOKYMEHTA C
JBYMS JIOTHIECKIMH 3JIEMEHTAMH, OTKOPPEKTUPYITE €ro U OMpeelIuTe METO I, IO KOTOPOMY OH COCTaBIICH.
2. UcnpaBbTe TeKcT: «list ycTaHOBiIEeHHs OoJiee JIyqIIero KOHTPOIIS 32 Ka4eCTBOM XJ1e000yIOUHBIX U3-Aenuii mpoury Bamero
yKa3aHus 00 YTBEpIKIICHHHU JIOJDKHOCTH MUKpoOuosora ¢ okiaanoM 6500 pybieit B Mecsin.
3. UcnpaBpTe TeKCT: « BRI3BIBAIOTCS HEOOXOANMOCTBIO IPUBEICHIE KBAPTATIHHBIX IUIAHOB IIPOM3BO-CTBA IIEMEHTA B COOTBETCTBHIH
C YTBEPKICHHBIM T'OIOBBIM ILUIAHOM.
[IpumepHbIe BOIPOCHI Il CAMOKOHTPOJIS:
. IToHsATHE «TOKYMEHTOOOOPOT» U IPUHLMIIEI €0 OPTaHU3ALHN.
. BUztbI TOTOKOB JOKyMEHTAINH B TOKYMEHTOO0OPOTE TPEAIPHATHSL.
. ITopaa0K TOATOTOBKY U MPOXOKACHHS BXOIAMINX U HCXOAAIIUX JOKYMEHTOB
. OcHOBBI pabOThI C MUCbMaMU U OOPAICHUSIMH TPAXKAAH.
. DKCcTepTH3a EHHOCTH TOKYMEHTOB.
. Bo3MoHEIH cocTaB pekBU3nTa «AdpecaT» U TPeOOBaHUS K €r0 0(hOPMIICHHUIO.
. ITopsiiok o(opMIICHUS PEKBU3UTA «3aroJIOBOK K TEKCTY».
. TpeboBanus k 0hOpMIIEHNIO PEKBU3UTOB, Pa3MeIIacMbIX Ha ciryxeOHOM roie OP/J.
. CocTaB CrIpaBOYHBIX JAHHBIX OPTaHU3AIIH.

10. TpeGoBaHMSA K TEKCTY JOKYMEHTA.

11. DTanbl NOATOTOBKU JOKYMEHTOB.

12. ®enepanbHBIe TOCyTapCTBEHHBIE 00pa30BaTEIbHBIC CTAHAAPTHL: CYITHOCTD M CTPYKTYpa B COOTBET-CTBUH C PA3HBIMHU YPOBHAMH
oOpa3oBaHusl.
[enosa urpa

1. IToaroToBUTH AENOBYIO UTPY Ha TeMY: « OCHOBBI AENONPOU3BOJCTBA B 00pa30BaTEIbHON OpPraHU3a-1HuM».
TemaTnka JOKIam0B, COOOIIEHMIA

1. Pa3BuTHE MOHATHS «TOKYMEHT»: ONIpEAeIeHHEe U (QYHKITHH.
2. BO3HUKHOBEHUE MMCbMEHHOCTH, MOSBICHUE JOKYMEHTA.
3. TekcToBOE TOKYMEHTHPOBAHUE, Pa3BUTHE, HA3HAUCHHE W 00J1aCTh MPUMEHEHHSI.
4. MatepuaabHBIC HOCUTEIN HHPOPMAIUN U UX Pa3BHUTHE.
5. CoBpeMeHHbIC MaTepHalIbHbIe HOCUTEIN HH()OPMAIUH.
6. Pycckue muceMoBHUKH XIX B. Kak cCHCTeMa 00pa3loBBIX TEKCTOB H (HOPMYIISPOB.
7. lcTopns BOSHUKHOBEHHS M Pa3BUTHS OTACIBHBIX BHOB JOKYMEHTOB (110 BEIOOPY — IpaMoTa, yKa3, IIPHKa3, IIPOTOKOJI, MICEMO H
T.10.).
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8. Ucropust yHu(uKanuym TEKCTOB JTOKyMEHTA.

9. 3akoHOaTeNbHas 1 HOPMATHBHAS pEeTJIAMEHTAIUS JOKYMEHTHPOBAHHS PAa3IHIHBIX BUAOB JEATEIHO-CTH (OpTaHU3aI[OHHO-
pacmnopsauTeNbHOM, KOMMEPUYECKOH, KaapOBOM U 1Ip.).

10. MeToab! cOBEpIIEHCTBOBAHUS JOKYMEHTHPOBAHHUS YIIPABIEHUECKOH AESTENBHOCTH.

11. BnusiHMe cOBpeMEHHBIX MH()OPMATMOHHBIX TEXHOJIOTHH Ha JOKyMEHTHPOBAHHE.

12. ®enepanbHbIe TOCyIapCTBEHHBIE 00pa30BaTENbHBIC CTAHAAPTHL: CYIIHOCTD U CTPYKTYpa MeAarorude-cKoi eI TeIbHOCTH B
COOTBETCTBHU C PA3IMYHBIMU YPOBHAMU 00pa30BaHMUS.

IIpumMepb! TeCcTOBBIX 3aMaHui (TTOJTHAs 6a3a TECTOBBIX 3a/IaHUH XpaHUTCS Ha Kadeape oOIIero M pycCKOTo S3bIKO3HAHUS).
TecToBble 3ajaHKs HAMpaBJIEHbl Ha TPOBEPKY CPOPMUPOBAHHOCTH KOMIIETEHIIUI"

1. JIOKyMEHT U TOKYMEHTHO-KOMMYHHKAIIHOHHAS IESITENLHOCTD 3TO ...

2. Teopernueckue, HICTOPUYECKHE U OPraHN3alMOHHO-METOANIECKHE TPOOIEMBI HAYKH O JOKYMEHTE B JOKYMEHTHO-
KOMMYHHKAITHOHHOW JESATEIbHOCTU H3y4aer ...

3. K rpyIine uCTOYHUKOB, MPEACTABISIIOMNX cO00i 3aKOHOATEIbHO 3aKPEIUIEHHbIE TPAaBUIa U HOPMBI pabOThI ¢ JOKyMEHTaMH
OTHOCHTCH ...

4. YriopsiioueHHast COBOKYITHOCTb TaHHBIX WM IOKYMEHTOB, HEOOXOMMBIX IJIS PEIICHHS 3a/1a9 OMPEeIeNICHHON 00IacTH
JEATEITbHOCTH - 3TO ...

5. ...- AefCTBUE MM COBOKYIHOCTD JACHCTBHUMH, IPUMEHACMBIX IIPH 3aIlicH HHPOPMaLUK Ha MaTepHUaIbHOM HOCHTEINE.

Bompocs! k 3auery

. IloHATHE «TOKYMEHTOOOOPOT» U IPHHIHITEI €TO OPraHU3aINH.

. BUtbI TOTOKOB JOKyMEHTAINH B TOKYMEHTOO0OPOTE TPEAIPHATHSL.

. [TopsiA0K TOATOTOBKY M MPOXOXKICHUS BXOASAIMX U UCXOSIINX JOKYMEHTOB

. OcHOBBI paOOTHI C MUCHMaMH U OOPALICHUSIMHU TPaKIaH.

. DKCTepTH3a EHHOCTH TOKYMEHTOB.

. Bo3Mo>HEIH cocTaB pekBU3nTa «AdpecaT» U TPeOOBaHUS K €r0 0(hOPMIICHHUIO.

. ITopsinok oopmIteHUs] pEeKBU3UTA «3ar0JI0OBOK K TEKCTY».

. TpeboBaHMs K 0(OPMIICHHIIO PEKBU3UTOB, pa3MeIacMbIX Ha ciry:keOHoM mose OP/I.
. CocTaB CIpaBOYHBIX TAHHBIX OPTaHU3AIIH.

10. TpeboBaHMsI K TEKCTY JOKYMEHTA.

11. DTansl NOATOTOBKU AOKYMEHTOB.

12. ®enepanbHBIe TOCYTapPCTBEHHBIE 00pa30BaTEIbHBIC CTAHAAPTHL: CYITHOCTD M CTPYKTYpa B COOTBET-CTBUH C PA3HBIMH YPOBHAMH
oOpa3oBaHusl.

14. OdopmieHune NenoBbIX THCEM.

15. Odoprmenue OpraHU3anOHHO-PACIIOPSTUTEIBHBIX TOKYMEHTOB.

16. DTUKeT NeN0BOM NEPEIUCKHU.

17. OcHOBHBIE THIIBI OIINOOK B TEKCTE JOKYMEHTA.

18. lokymeHTHas TuHrBUCTUKA B Poccun.

19. OdpopmieHnE TUIHBIX JOKYMEHTOB.

20. OdopmiteHrE IPOTOKOIIA.

O 001N Nk~ W —

5.4. Onenka pe3yiabTaToB 06yqe}mﬂ B COOTBETCTBUU ¢ UHAUKATOPAMH JOCTHKECHUSA KOMIIeTeHIH i

He 3aureHo: MUHUMAIIBHBII IOPOTOBBII YPOBEHb HE JOCTUTHYT.

3aureno (50-69 6amioB). [ToporoBelii ypoBeHb:

3HaeT ¢ OMMOKaMH ITOHATHE TOKYMEHT, BUIBI M (DYHKIINU JOKYMEHTOB; CI1a00 NMPaBOBOE, OPTAHU3AIIMOHHOE H TEOPETHIECKOE
obecrieueHue pabOTHI ¢ TIOKYMEHTaMH B 00pa30BaTeIbHON OpraHnu3allui; OCHOBBI JICTONMPOU3BOJICTBA B 00pa30BaTEIbHOM
OpTaHM3aIM{; OCHOBHI JOKyMEHTHOM KOMMYHUKAIIUH; C OIMIMOKAMHU COJepKaHNe TOCYyAapCTBEHHbIX CTAHAAPTOB MO
JOKYMEHTOBEJICHHIO; TIpaBUiIa 0(hOPMIIEHNS JOKYMEHTOB, PEKBU3UTHI JIOKYMEHTOB; C TPYOBIMU HapYLICHUSIMU OCOOCHHOCTH SI3bIKa
W CTHIISI OPUITHATBHBIX JOKYMEHTOB.

Ymeer c1abo BOCHIPHHUMATE, aHATM3UPOBATh 1 KPUTHUECKU OIICHUBATH MTPOQECCHOHANBHYIO HHPOPMAIIHIO B YCTHOH U
NHUCBMEHHOI (hopMe Ha rocyaapcTBeHHOM si3bike Poccuiickoit deneparyy; ¢ OMMOKaMH OCYIIECTBIIATH BEIOOP S3bIKOBBIX CPEICTB
B COOTBETCTBUH C MOCTABIEHHBIMA KOMMYHUKATUBHBIMH 33/1a4aMH U JIEMOHCTPUPOBATH BJIaJICHUE TPAMOTHOM, IOTHYECKH BEPHO U
apryMEHTUPOBAaHHO IIOCTPOEHHOM YCTHOM U MMCHbMEHHOU PEYbI0 Ha FOCYAapCTBEHHOM s3blke Poccuiickoit denepanuu; ¢
OIIMOKaMH{ BBICTPAUBATh CTPATETHIO YCTHOTO U IMCbMEHHOTO OOIIEHUS Ha TOCYAapCTBEHHOM si3bike Poccuiickoii denepannu B
paMKax JeloBOH MpoecCHOHATEHO KOMMYHHKAIIMH; C TPyObIMH OIIMOKaMU COCTABIISATh JOKYMEHTHI PA3IMYHBIX THUIIOB U BHJIOB;
OCYIIECTBIISATh KOMMYHHKAIIHIO TOCPEICTBOM JOKYMEHTOB.

Brnaneer 6a30BBIMHU HaBBIKAMH COCTaBIICHUS Pa3IMYHBIX JOKYMEHTOB; HABBIKAMH OCYIIECTBICHHS KOMMYHUKAIIUH OCPEACTBOM
JOKYMEHTOB; c1ab0 HaBbIKAMH OpPTaHU3aIUU JeNONPOM3BOACTBA B 00pa30BaTENbHON OpraHU3aIUH.

3auteno (70-84 6amtoB). ba3oBblil ypoBEHb:

3HaeT ¢ He3HAYNTENEHBIMH OIMMOKAMH TTOHATHE TOKYMEHT, BUABI U (QyHKIIMH JOKYMEHTOB; IPABOBOE, OPTAHN3AIIMOHHOE H
TeopeTHdIecKoe obecreueHue paboThl ¢ JOKYMEHTaMU B 00pa30BaTEIbHOM OpraHU3aIuu; OCHOBBI JeTOIPOU3BOJICTBA B
00pa30BaTebHON OpraHU3aliK; OCHOBBI JOKYMEHTHOH KOMMYHHUKAllUK; C HE3HAYNTEIbHBIMH OLIMOKAMHU COJepKaHUE
TOCYIAapCTBEHHBIX CTAaHIAPTOB IT0 JOKYMEHTOBEICHHUIO; IpaBHiIa 0(hOPMIICHHUS JOKyMEHTOB, PEKBU3HUTHI JOKYMEHTOB; 0OCOOCHHOCTH
S3bIKA U CTHISI OPHUITHATBHBIX JOKYMEHTOB.

YMeeT BOCIIPUHMMATh, aHAIN3UPOBATH U KPUTHUIECKH OLIEHUBATh MPO(EcCHOHATbHYIO HH(POPMALIHIO B YCTHOM M IMCbMEHHOM
(opme Ha rocynapcTBeHHOM si3bike Poccuiickoit deneparyu; ¢ MOMOIIBIO TPEIOIaBaTEeNs OCYIIECTBIATE BHIOOP S3BIKOBBIX




CpENCTB B COOTBETCTBHH C IIOCTABIEHHBIMI KOMMYHHKAaTHBHBIMU 3a7]adyaMHU M IEMOHCTPUPOBATH BIaJ€HUE TPAMOTHOMH, JTIOTHYECKU
BEPHO U apIryMEHTUPOBAaHHO IIOCTPOECHHO! YCTHOM M MUCbMEHHOM peubl0 Ha TOCYAapCTBEHHOM s3blke Poccuiickoit denepanuy; ¢
HE3HAYUTETbHBIMH OIIHMOKaMH BBICTPAUBATh CTPATETUIO YCTHOTO U MUCEMEHHOTO OOIIEHNS Ha TOCYIapCTBEHHOM SI3BIKE
Poccuiickoii denepanun B paMkax 1e0BOH MpodeccHoHaTbHOW KOMMYHHUKAIIMN; C HE3HAUYUTEIIbHBIMH OIIMOKaMHU COCTaBIISITh
JIOKYMEHTBI pa3IM4YHbIX TUIIOB U BUI0B; OCYIECTBIISITh KOMMYHHUKAIUIO IIOCPEACTBOM JOKYMEHTOB.

Bnageer 0CHOBHBIMU HAaBBIKAMU COCTABIICHUS PA3JIMYHBIX JOKYMEHTOB; HABBIKAMH OCYLIECTBIICHUS KOMMYHUKAUH [IOCPEICTBOM
JOKYMEHTOB; HaBbIKAMH OpPTaHU3alMU JIETOMPOU3BOICTBA B 00pa30BaTeIbHOMN OpraHu3aIiu.

Oriuuno (85-100 6asmoB). Beicokuii ypoBeHb:

3HaeT MOHATHE TOKYMEHT, BUABI U (PYHKIIMN TOKYMEHTOB; IPABOBOE, OPTAaHU3AIIMOHHOE U TEOPETHIECKOE obecedeHre paboThl C
JOKyMEHTaMH B 00pa30BaTeIbHOM OPraHN3alMy; OCHOBHI JIETOIPOU3BOJICTBA B 00pa30BaTEIbHOM OPraHN3aIii; OCHOBBI
JOKYMEHTHOH KOMMYHHUKALIUH; COJEPKaHUE rOCYIapCTBEHHBIX CTAaHAAPTOB 110 JOKYMEHTOBEICHUIO; TPaBHIIa 0(OPMIICHUS
JIOKYMEHTOB, PEKBU3UTHI JOKYMEHTOB; 0COOCHHOCTH S3BIKA M CTIIISA O(UIHAIBHBIX JJOKYMEHTOB.

YMeeT BOCHPHHUMATH, aHATU3UPOBATH U KPUTHIECKH OLIEHUBATH IPO(ecCHOHATbHYI0 HH(DOPMALIUIO B YCTHON W MICHMEHHOH
(hopme Ha rocynapcTBeHHOM si3bike Poccuiickoit deaepannu; OCyIECTBIATh BBIOOD SA3BIKOBBIX CPEACTB B COOTBETCTBHHU C
MOCTaBIEHHBIMU KOMMYHHKATUBHBIMU 33Ja4aMH M JEMOHCTPHUPOBATH BIIaJIEHUE FPAMOTHOM, TOTUYECKH BEPHO U
apryMEHTHPOBAHHO MOCTPOECHHOI YCTHOM M MMCbMEHHOM peubio Ha rocyaapcTBeHHOM sa3bike Poccuiickoit denepanumy;
BBICTPanWBaTh CTPATETHIO YCTHOTO M MUCbMEHHOTO OOIIEHNUsI Ha TOCYJapCTBEHHOM si3bike Poccuiickoit denepany B paMKax
JIeT0BOH NPo(hecCHOHANBEHO KOMMYHHKAIIMH; COCTaBIATh JOKYMEHTHI PA3JIMUHbIX THIIOB M BUAOB; OCYIIECTBIISITH KOMMYHHKAIHIO
MOCPEICTBOM JOKYMEHTOB.

Brnaneer cneruduaecKkiMu HaBBIKAMH COCTaBJICHUS PA3IMYHBIX JOKYMEHTOB; HABBIKAMHU OCYIIECTBICHHS KOMMYHUKAIINU
MOCPEICTBOM JOKYMEHTOB; HaBbIKAMU OPraHU3allUH JEIONPOU3BOCTBA B 00pa30BaTENbHON OpraHu3alyu.

6. YAEBHO-METO/JUYECKOE U HHO®OPMAINIMOHHOE OBECIIEYEHHME /JUCIIUITJIMHBI (MO YJIS)

6.1. PexoMenayemas JiuTepatypa

6.2. Ilepeyenns pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKALUMOHHOI ceTu "MHTepHeT"

31 |bank nokymeHToB MuHHuCcTepcTBa mpocBeieHus PO [caifr]:

6.3.1 Ilepeyenb NporpaMMHOro odecrnev4eHust

6.3.1.1 [ ITakeT Microsoft Office

6.3.1.2 | UurepueT Opaysep

6.3.1.3 | Menua npourpeIBaTelib

6.3.1.4 | IIporpamma 7zip

6.3.1.5 | ITaxer Kaspersky Endpoint Security 10 for Windows

6.3.1.6 | Pemaxtop nzobpaxenuit Gimp

6.3.1.7 | Penaxtop nzobpaxkenuii Inkscape

6.3.1.8 | CorelDraw Graphics Suite X4

6.3.1.9| ABBYY FineReader 9.0 Corporate Edition

6.3.2 [lepeuens NHPOPMALIMOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1 | eLIBRARY.RU : Hay4Has neKTpoHHas: OUOIHOTEKa

6.3.2.2 | Onextponnas 6ubmamorexa HIIb / Anrtaiickuii rocynapCTBEHHBIH TeIarOTHYECKUH yHUBepcuTeT, HaydHo-miemarornaeckas
6ubmoTeka

6.3.2.3 | CereBast aneKTpoHHAs OHONMOTEKA MEJarOTHIECKHUX By30B // DIeKTpoHHO-0nbanoTeuHas cuctema Jlans / M3naTenscTBO
Jlanb

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHWE JUCIUIIJIMHBI (MO YJIS)

7.1 | ObopynoBaHHbBIE y4eOHbBIE ayTUTOPHH, B TOM YHCJIE C UCIOIb30BAaHUEM MYIbTUMEAUUHBIX KOMIUIEKTOB, TIOKITIOYEHIEM
K cetu «IHTepHET» U IOCTYNOM B JIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTeIbHYIO Cpeay Y HUBEPCUTETA.

7.2 | Aynuropuu [ CaMOCTOSTEIbHON paboThI ¢ MOAKIIOUCHUEM K ceTU «IHTepHeT» U AOCTYIIOM B JJIEKTPOHHYIO
MH(OPMaAIMOHHO-00Pa30BaTEIbHYIO Cpely Y HUBEPCUTETA.

8. METOJUUECKUE YKA3AHNS /151 OB YUAIOIINXCSI IO OCBOEHMIO JUCIUILINHBI (MOIYJIST)

Kypc nmpoBonuTcs B popMe TEKIMOHHBIX U MPAKTUYECKUX (CEMHHAPCKUX) 3aHATHHA. Bce TeKuu conpoBoXIatoTCst
MYJIBTUMEIUHHON TIpe3eHTAINEeH, CTyACHTaM NIPEABapUTEIbHO IIPEAOCTABISAIOTCS KOHCIIEKTHI JIEKINI B 3JIEKTPOHHOM BH/E,
KOTOpBIE PEKOMEH/TyeTCsI pacredaTaTs u UCIOIb30BaTh KaKk OCHOBY IS COOCTBEHHBIX 3aITHCeil.

Ha cemuHapax cTygeHTBI 00CYKIAI0T OTIEIbHbBIE BONPOCH AUCIUILIHHEL, IPOBOJAT aHAIN3 JOKYMEHTOB Pa3HBIX )KaHPOB,
HPOOYIOT CaMOCTOSITENIBHO CO3/1aBaTh O(UIHATIBHO-/IEIOBbIE TEKCThI PA3HBIX >KaHPOB. Lleab ceMnHapoB 3aKIII04aeTCst B TOM, YTOOBI
o0ecreunTs MOHNMaHNe OCHOBHBIX TIOJIOKEHHUH Kypca, pa3BUTh Y CTYAEHTOB yMEHHE paboTaTh ¢ HAyqHOI JINTepaTypoH,
(hopMHpOBATH YMEHUS 110 aHATH3Y U MPOLYIUPOBAHUIO TEKCTOBEI JOKyMEHTOB. OT CTy[eHTa TpeOyeTcs He TOIBKO
NPOJEMOHCTPUPOBATH 3HAHHS TEOPETUUECKUX MOJIOKEHHH, HO U YMETh O()OPMIISITH JIOKYMEHTBI Pa3HBIX BHIOB.




MeoTamueckue pekoMeHganuu s odydatommxcs ¢ OB3

I[Tox crienanbHBIMU YCIOBHAMH JUIS ITOTy4SHUS] 00pa30BaHuUs 00y4aIOUMUCS C OTPAaHUYCHHBIMU BO3MOKHOCTSMH 30POBbBSI
TIOHMMAIOTCSI YCTIOBUS 00ydeHNs, BOCHUTAHMS M Pa3BUTHS, BKIIFOYAIONIIE B ce0s NCITOIB30BaHNE CIIEIHATBHBIX 00pa30BaTeIbHBIX
HIpOrpaMM M METOJ0B OOYIEHHS U BOCITUTAHHS, CIEHATBHBIX YI€OHUKOB, YIeOHBIX HOCOOMI U AUAAKTHUECKUX MATEPHATIOB,
CIIEIMAaTbHBIX TEXHUUECKUX CPEICTB 00ydeHHs KOJIEKTUBHOTO U MHAUBHIYaIbHOTO MONb30BaHus. [TocTpoeHne 06pa3oBaTeIbHOTO
Hporecca OpHEHTHPOBAHO HA YUET WHIUBHUIYaIbHBIX BO3PACTHBIX, NCUXO(U3HIECKNX 0COOCHHOCTEH 00yJaroMXcsl, B YaCTHOCTH
MpeIIoIaraeTcsi BO3MOXKHOCTD Pa3padOTKU HHANBHAYATbHBIX yIeOHBIX IIaHOB. Peann3anus HHANBHYaIbHEIX yIeOHBIX TIAHOB
COIPOBOXKAAETCSI MOAACPIKKOM THIOTOpa (POIUTENS, B3ABLIETO Ha ce0sl THIOTOPCKHUE (QPYHKIMU B MpoLecce 00ydeHus], BOJIOHTEPA).
Obyuaromuecs ¢ OB3, kak 1 Bce OCTaJIBHbIE CTYACHTBI, MOTYT 00ydJaThCsl 110 HHANBHIYIbHOMY y4eOHOMY ILIaHY B
YCTaHOBJICHHBIE CPOKH C YIETOM HHANBHUIYaJbHBIX 0COOCHHOCTEH M CIIeHaFHBIX 00pa30BaTeNbHBIX TOTPEOHOCTEH KOHKPETHOTO
oOyuarormerocs. [1pu cocTaBneHNN HHANBUAYATHHOTO Tpaduka oOydenus it un ¢ OB3 BO3MOXKHBI pa3IndHbIC BApHAHTHI
NpOBEICHNS 3aHATHH: IPOBEICHNE NHIUBUIYaIbHBIX U IPYIIOBBIX 3aHIATHUI C LEITbIO YCTPAHEHHUS CTI0KHOCTEH B YyCBOGHHU
JIEKLIMOHHOTO MaTepuana, HOATOTOBKE K CEMUHAPCKUM 3aHATUAM, BBITIOIHEHHUIO 33laHHM 110 CaMOCTOATENBHOM paboTe. [lyist v ¢
OB3, 1o ux mpock6e, MOTyT OBITH aAANTHPOBAHBI KaK CAaMH 33 aHU, TaK ¥ (JOPMBI UX BBIIOIHEHNUS. BeimonHeHne o
PYKOBOJCTBOM IIPENOJaBaTeNs MHIUBHUIYaTbHOTO IPOEKTHOTO 3aJaHNUs, TO3BOJISIOMIETO COYETaTh TEOPETHUECKUE 3HAHUS U
MpaKTHYECKUE HABBIKK; IPHIMEHEHHE MYIbTUMEIUHHBIX TEXHOJIOTHH B MPOLIECCE 03HAKOMUTENBHBIX JIEKIIUH 1 CEMHHAPCKUX
3aHATHH, 9TO MO3BOJIET 3KOHOMHTH BPEMsI, 3aTpadyrBaeMoe Ha H3JI0KEeHHE HEOOX0ANMOT0 MaTepralla M YBEIHIUTH €T0 00BEeM.
Jlnist ocyIiecTBIICHHS POIEAYP TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH M IPOMEXYTOUHOH aTTECTAIHH IPENoJaBaTelH, B
COOTBETCTBHU C MTOTPEOHOCTSMHU CTY/I€HTa, OTMEUEHHBIMU B aHKETE, U PEKOMEHIAIUAMHE CIIEIUAINUCTOB Je(eKTOIOTHYECKOTO
npo¢ust, paspadarsiBaeT HOHIBI OLIEHOYHBIX CPECTB, aJAITHPOBAHHBIC JJIS JIUI C OTPAaHHIEHHBIMH BO3MOKHOCTSIMH 31I0POBBSI
TIO3BOJISIONINE OIIEHUTH JJOCTHKEHHUE UMH 3aIUIaHUPOBAHHBIX B OCHOBHOM 00pa30BaTeIbHOM IpOrpaMMe pe3ylibTaToB OOydeHUS U
ypoBeHb C(HOPMUPOBAHHOCTH BCEX KOMIIETEHIINH, 3aIBICHHBIX B 00pa3oBaTebHOM nporpamMmme. Gopma npoBeeHHs TeKyIIeH
aTTecTaluy Iy cTyneHToB ¢ OB3 ycTaHaBiIMBaeTcs ¢ y4eTOM MHIMBHAYAIbHBIX ICHXO(PU3NIECKUX 0COOEHHOCTEH (YCTHO,
MICEMEHHO Ha Oymare, MICEMEHHO Ha KOMIBIOTEpe, B (JOpMe TeCTHpOBaHMA | T.11.). JInmtam ¢ OB3 MokeT OBITh IpeocTaBiIeHO
JOTOTHUTEIBHOE BpeMs JUIS TIOATOTOBKH K OTBETY HA 3K3aMEHE, BHIIIOIHEHHUS 3aJaHUS JUI CAMOCTOSTENBHON paboTHL

IIpu He06XOIUMOCTH CTYAEHT C OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBBSI IT0JJa€T MUCbMEHHOE 3asBICHHE O CO3aHUHU I HETO
CIIeNMAJIbHBIX YCIOBUH B Y4eOHO-METOIMYECKOE YIIPaBICHHE Y HUBEPCUTETA C IPUIIOKEHNEM KOTHIT JOKYMEHTOB,
MOJTBEPKIAIONIMX CTaTyC MHBanuaa uiu auna ¢ OB3.
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