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PaGouas mporpamma AuCHUITINHBI «/lenoBas mepenucka» cOCTaBlieHa B COOTBETCTBUU
C TpeOOBAHUSIMH:

- @enepanbHOTO  TOCYJAPCTBEHHOTO  00pa3oBaTENbHOTO  CTaHIApTa  BBICIIETO
oOpa3zoBaHusi MO HampaBiieHU0 noArotoBku 46.03.02 JloxymeHTOBEJACHUE U apXHWBOBEIICHUE
(ypoBeHb OakanaBpuaTa), YTBEpKIeHHOro mpukazoM MunoOpHayku Poccum ot 06.03.2015
Nel76;

- Ilpukaza MwunHoOpHayku Poccunm «OO06 yrBepknenun Ilopsiaka opraHuzamuu |
OCYIIEeCTBIICHUSI 00pa30BaTeNbHOI AESITEILHOCTU MO 00pa30BaTeIbHBIM MIPOrPAMMAaM BBICIIETO
oOpa3oBaHusi — IMporpaMMaM OakajlaBpuara, MporpaMmaM CIHEIUaIUTeTa, MporpaMMam
maructpatryps» oT 05.04.2017 Ne 301;

- yuebHoro miana ['OY BO «Komu pecmyOnmkaHCKasi akaJeMus TOCYIapCTBEHHOMN
CIYOBl W ympaBjieHus» 1o HampasieHuto 46.03.02 JlokyMEHTOBEICHHE W apXUBOBEICHUE
(ypoBeHb OakanaBpuara) HampaBIeHHOCTh (TIpodmib) «JlOKyMEeHTaIIMOHHOE OOeCIeUCHHE
yIpaBICHUS.

© Komu pecrybnukaHcKas akaieMust
rOCyAapCTBEHHOM CITY>KOBI
u ynpasienus, 2020
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1. Leaun u 3a1a4n y4eOHOI AUCHUTIMHBI

1.1. I{enw uzyuenus yueonoii oucyuniunol

Lenbro0 OCBOCHUST TUCHMIUTHHEI «JleioBast mepenucka» sSBIsIeTCsl MOATOTOBKA OAKAIA8P0O8
K Oynymed npodecCHOHAILHOW JEATEIIbHOCTH Ha OCHOBE OOYYCHHS TCOPUM M TIPAKTHKE
TIOJITOTOBKH JICJIOBBIX ITUCEM U BEICHUS JETIOBOM TIEPETIMCKHU.

1.2. 3a0auu yueonoii oucyunaunut

3amauaMu OCBOCHUS IUCIUIUIMHBI «JleToBast epernucKkay siBIsioTCS:

— W3Y4YHTh HOPMATHBHO-METOAMYECKYIO 0a3y, kimaccudukammioo u (QYyHKIUH JETOBOM
KOPPECTIOH/ICHIINY BCEX BUJIOB,

— M3YYUTH COCTAB PEKBU3UTOB M COJCPIKAHKE JICTIOBBIX TIHCEM,

— paccMOTpeTh 0COOCHHOCTH O(OPMIICHHS U OTIIPABKH MTHUCEM B 3JIEKTPOHHOM (opmare (1o
ANIEKTPOHHOM TT0UTE);

— c(OpMHPOBATH MPAKTHYCCKHE HABBIKU MPOCKTUPOBAHUS U COCTABIICHUS Pa3HBIX BUIOB
JIEJIOBBIX TTUCEM B COOTBETCTBUU C YIIPABICHYCCKON CUTYAIHECH;

— M3YYUTh MSKIYHAPOIHBIC CTAaHAAPThI Ha JCTIOBYIO KOPPECIIOH/ICHIHIO.

1.3. Buowsl komnemenuuii, hopmupyemuole 6 pe3ynvmanie 0C60€HUA OUCUUNTIUHDL

W3ydyenne mucturuivHel «JlemoBas mepemucka» HampaBieHO Ha (HOpMHUpOBaHHE
CIEAYIOIIMX KOMIETECHIINM:

po¢eCCUOHATBHBIX

— TIK-19 — cnocoGHOCTh HCHOJB30BAaTh TpaBWiia TMOATOTOBKU — YIPABICHUYECKUX
JIOKYMEHTOB U BEJICHUS JEJIOBON MEPETIHUCKH;

— [IK-25 — BnajmeHue HaBBIKAMU MOATOTOBKHU YIPABIECHUYECKUX JTOKYMEHTOB M BEACHHUS
JIEJIOBOM ITEPEIUCKH.

1.6. Mecmo oucuyunaunsl ¢ cmpykmype o0pazo8amenvHoll nPpoZPaAmMMbl:

HucuunnuHa «J/lenoBas mepenucka» sBIsSETCS 00s3amenvHol Al U3y4eHUsI, OTHOCUTCS K
sapuamugnoll yacmu TiporpamMmmbl brioka 1 «Jlucturuueel (MOAYNH)», U BXOJUT B MOIYIb
((praBJ'[eH‘-IGCKafl JOKYMCHTalUus» C I[I/ICIII/IHJ'II/IHOI\/II «BI/I)II)I YIPaBJICHUCCKHUX JOKYMCHTOBY.



2. TpeGoBaHust K pe3yJibTaTaM OCBOCHHUS Y4eOHOI JMCIUIIIHHBI

B pesynbrare usydeHus IUCHUIUIMHBI «JlenoBas mepenwcka» OO0y4aroniuecs: TOJDKHBI
OBJIAJETh CICAYIOIIMMH 3HAHUIMU, YMEHUSMHU U HaBBIKAMH, COOTHECEHHBIMU C INIAHUPYEMBIMU

pe3ysibTaTaMi OCBOCHHS 00pa30BaTeIbHONU MPOrPAMMBI:

dopmupyembie I[lnannpyemMble pe3y/ibTaThl 0CBOCHUS

KOMIIeTeHIuM (KOJ, Y4€eOHOM M CIUILINHbI
colepKaHue 3HaTh Ymernb Baagers
KOMITCTCHIIHH )
Ilpogpeccuonanvnovie kKomnemenyuu
Buo desmenvrnocmu: mexnonocuueckas

[IK-19 — npaBujIa BEACHUS HCIIOJIb30BATh CHOCOOHOCTBIO
CIIOCOOHOCTh JICJIOBOM MEPENUCKH. | TIpaBujIa BEACHUS HCII0JIb30BATh
UCIIOJIb30BAaTh HOPMAaTUBHO- JICJIOBOM MEPEeNUCKU | MpaBUJia BEICHUS
MpaBuJjIa MOJATOTOBKH | METOJUYECKYIO 0a3y JIEJIOBOM MEPEIHUCKU
yIpaBIeHYECKUX JIEJIOBOI TEePEnCKH,

JIOKYMEHTOB U
BeJIEHUs AeJIOBOU
MEePENUCKH

(GYHKIMM U BUBI
JIEJIOBBIX IIHCEM,
OCOOCHHOCTH X
odopMIICHHUSI, CTUITH
JICII0BOM
MICbMEHHOU PeYH

[1K-25 — Bianenue
HaBBIKAMH
IIOATOTOBKH
yIpaBIeHYECKIX
JIOKyMEHTOB H
BEAECHHUS JE€TOBOM
MIEPETTHCKU

NpaBUiIa BEJACHUS
JIEJIOBOY MEPENUCKHU
HOPMAaTUBHO-
METOJIMYECKYI0 0a3y
JIEJIOBO MEPENUCKH,
(GYHKIIUHU U BUJIBI
JIEITOBBIX TTHCEM,
0COOEHHOCTH UX
odopMIIeHHUS, CTUITH
JIeII0BOM
IIACbMEHHOU pedn

BECTH JIEJIOBYIO
NEPENNUCKY

HaBbIKaMH B€ACHUA
JIEJIOBOY MEPEIUCKH




3. O0bém yueOHOH TUCHHUILINHBI

Ounas popma o0yueHust

Buabl yueOHo# padoThI

Pacnipenesnenue yuedGHOro

BpeMeHH
Konumaxkmmnan paboma 59,35
AyauTopHbIe 3aHATHS (BCETO): 54
Jlexyuu 18
Ilpaxmuyeckue 3ansamus 36
Jlabopamopnule 3anamus
[TpomexyTouHas arTecTanus 5,35
Koucynomayus nepeo sx3amenom 2
Dx3amen 0,35
3auem
Pyxosoocmeo kypcosoii pabomoii 3
Camocmoamenvnasa paboma 84,65
Camocmosmenvras paboma 6 meyeHue cemecmpa 39,65
Hanucanue xypcosou pabomot 9
Iloocomoeka Kk npomedicymouHol ammecmayuu 36

Bun Texyieit arrectanumn

KOHTpOJIbHAs paboTa

Oowan mpyooémkocmop OUCYUNIAUHDBL:

qacwol

144

3ayémubvie eOUHUYbL

4

3aounas popma o0yueHnus
Jucnurinuna peanusyercs B 2-X CECCHsIX

1 ceccusn
Buabl yueonoii padorsi Pacnpenesienue yueOHOro
BpeMeHH

Konmaxkmmnasn paooma 14
AyIuTOpHBIE 3aHATHUSA (BCET0): 14
Jlexyuu 6
Ilpakxmuueckue 3anamusl 8

Jlabopamopnule 3anamus
[TpomexxyTouHasi aTTecTanus 0
Koncynemayus nepeo sxzamenom 0

Ox3amen

3auem

Pyxoeoocmeo kypcosoii pabomoii
Camocmoamenvnas paboma 58
Camocmosmenvras paboma 6 meyeHue cemecmpa 58

Hanucanue xypcosoii pabomot

Tlooeomoska k npozweo;cymounoﬁ ammecmayuu

Bup Texymei arrecranuu

KOHTpPOJIbHAsI paboTa

Oowan mpyooémkocmep OUCUUNTUHDBL:

yacwel

72

3auémmuoble eOUHUYbL
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2 ceccusn

Bujant yuebnoii paorsi Pacnpenesienune yue0HOro
BpeMeHH
Konmakmmuasa paboma 5,35
AynutopHble 3aHATHUS (BCETO): 0
Jlexyuu
IIpaxmuyeckue 3anusimus
Jlabopamopnule 3ansmus
[IpomexxyTouHas aTTecTamus 5,35
Koncynomayus nepeo sxzamenom 2
Drzamen 0,35
3auem
Pyxosoocmeo kypcosoil pabomoii 3
Camocmoamenvnasn paboma 66,65
Camocmosmenvras paboma 6 meyeHue cemecmpa 48,65
Hanucanue xypcoeoti pabomuwi 9
Iloocomoeka Kk npomedicymouHol ammecmayuu 9
Bup Texyiuei arrecranuu
Oobuwan mpyooémkocmep OUCUUNTUHBL:
yacwl 72
3ayémmvie eOUHUYbL 2

Nzyuenne nuctumiinHbl «JlemoBas nepenuckay mpeaycMaTpuBaeT MoIrOTOBKY KypCOBOM
paboTbl (qHEeBHas W 3aouHast ¢opmbl oOyuyeHus). IlpumepHas TemaTHka KypcOBBIX paloOT
npezcTaBieHa B «MeTOAMUECKUX YKa3aHUAX 110 OCBOCHUIO TUCITUTUTUHBD.

4. Conep:xxanue TeM y4eOHOMN M CIHUIIIHHBI

HaumenoBanue Tembl yueOHON
Conep:xanue TeMbl
JCIUTIAHBI

Tema 1. HopmaruBHo-meronuueckas | HopmatuBHo-meToauueckas 6aza JIOY kak ocHOBa

0a3a /1e710BOM MEPENnCKH HOPMAaTUBHOM 0a3bl 1€J0BOM MEPENUCKH.

(TIK-19, TIK-25) CocTtaB HOpMATHBHO-METOJUYECKON 0a3bl JETOBOM
KOPPECIOHICHIIMU. 3aKOHOJAaTeNlbHble akThl PD B
chepe uHDpoOpMaMM W JOKYMEHTALMU. YKa3bl U
pacniopsbkenust IIpesunenta P®, nocraHoBiIeHUs
[TpaButenscTBa P® mo Bompocam uHpopManuud u
nokymentanuu. I'CIIOY. TunoBble HHCTPYKIMH IO
JIEIIONIPOU3BOJICTBY.
I'ocynapcTBeHHBIE CTaHIAPTHI HA JOKYMEHTAIUIO

Tema 2. @yHKINU AETOBBIX TUCEM CooTHoleHne QpyHKIUI JOKYMEHTOB M UX BUJA.

(TTIK-19, TIK-25) WNudopmanvonHast GyHKIMS CITYy>KEOHBIX MHCEM Kak
OCHOBHasl (QYHKIIHSI JOKYMEHTOB IaHHOT'O BUJIA.
OpraHu3anmoHHass M Opuaudeckas  (QyHKLIUHU
JIEJIOBBIX TUCEM

Tema 3. Knaccudukanus paenoBbix | OCHOBHBIE TNPUHIMIBI KIACCU(DHUKAIMN  JEIOBBIX

nucem (ITK-19, TIK-25) MHCEM.
Buael 1eoBBIX NHCEM IO MECTY COCTABJICHHS,
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CTagusIM IOJITOTOBKH, croco0y (buxcanuu
uHpOpMaLUH.

Cpo4HbIC U HECPOUYHBIC JICTIOBBIC IMHChMA.

Buael nenoBoil KOppPECNOHAEHIIMU 10 TJIACHOCTH,
CTEIEHHU CJI0KHOCTH U IOPUANYECKON CHIIC.

Bunbl nuceM o cpokam XpaHeHUsI.
NudopmaninonHblie ¥ TUPEKTUBHBIC MHChMA.
PernamentupoBaHHble U HEpErIaMEHTHPOBAHHBIC
nucbMa. OcobeHHOCTH O(DOPMIICHUSI U COCTABIICHHS
perjiaMeHTUPOBAHHBIX ITHCEM.

Bunpl mucem mno (yHKIMOHAIBHOMY IPU3HAKY:
HUPKYJSIPHBIE MHChbMA, 3alpoChl, TapaHTUHUHbBIE
nucbMa, odepThl, peKiaMalliu, CONPOBOJIUTEIIbLHBIE

IIAChbMa, MIACHMA-TIOATBEPKICHMS, IMCbMa-
U3BEUICHUS,  NHUChbMa-HAllOMUHAHMS,  IPOCHOBI,
MH(pOpMaLMOHHbIE IIAChbMa, IIPUTJIALICHUS,

peKiaMHble TIMchMa. YacTHpIE TIMCbMAa M HX
OCOOCHHOCTH.

OtBeTHBIC U MHHMIMATHBHBLIC nHchMa. OCOOCHHOCTHU
ohOpMIICHUSI ~ WHUIIMATHBHBIX  IMHCEM,  COCTaB
PEKBU3UTOB HMHUIMATHBHBIX muceM. OdopmieHue
orBeTHbIX muceM. CcbUulka Ha HOMEp U JaTy
BXOJISIIIIETO IOKYMEHTA B OTBETHBIX NMHChMaxX

Tema 4. OcobenHocti odopMiIeHUs
JEIOBBIX ITHCEM

(TTK-19, TIK-25)

JlenoBble THCbMa KaK Pa3HOBUIHOCTH CIPABOYHO-
MH(OPMALIMOHHBIX TOKYMEHTOB.

Ocobennoctu opopmueHus aenoBeix nuceM. ['OCT
P 6.30 — 2003. CocTtaB peKBU3UTOB JCIOBHIX ITHCEM.
bnanku mucem, TpeOoBaHHS K OJIaHKaM JEJIOBBIX
MTUCEM.

3arojoBKH  JICNIOBBIX THCEM, OCOOCHHOCTH HX
bopMyIHpOBaHus, 3aBUCUMOCTh 3arojioBKa OT BHJIA
UChMa

Tema 5. SI3BIK ¥ CTUIIb OQUIIHATIBHBIX
IIUCEM
(TTIK-19, TIK-25)

Crpykrypa nenoBoro mnucbma. OJHOACIEKTHBIE U
MHOTOACIeKTHbIE MHChbMa. PyOpHKaius B JEIOBBIX
MHAChMax.

TpadapetHsie TEKCThI JIETOBBIX TIHCEM.
Ocobennoctu pa3paboTku u MTOCTPOCHUS
TpadapeTHBIX TEKCTOB JIEIOBON KOPPECTIOHACHIINU.
CraHmapTHble BBIPQKEHUS B TEKCTaX JCJIOBBIX
MUceM. 3aBUCUMOCTh CTAHAPTHBIX BBIPAKEHUU OT
BHJIa TTHCHMA.

AOOpeBuaTyppl B  TEKCTaX JENOBBIX  IHCEM.
Hanucanue COKpAIIeHHBIX HaWMEHOBaHHMS
OpraHu3anui.

Hanucanne HamMeHOBaHUN JOKYMEHTOB B TEKCTaxX
MIHACEM.

[udposas nHbOpMaIHS B TEKCTAX JEIOBBIX ITHUCEM.
Hanmmcanue nat. Ludposoit u cioBecHO-1IMppoBOH
cnoco6bl Hanrcanus aaT. CoKpamieHus Mpy J1aTax.
O06o3HaueHNe BPEMEHHBIX TIEPUO/IOB.

Harmncanne HoMepoB TesneoHOoB.
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OOpamenuss B TUChMax. BceTynurenbHbIE W
3aKIIIOYUTEIbHBIE (OPMYIIBI BEKIMBOCTH. «BbBI» 1
«Bam» B mnuceMax. OcoOEHHOCTH HCHOJB30BaHUS
IIPOIUCHON OYKBBI.

Cunrakcuc  genoBeix — nuceM.  OcobGeHHOCTH
MCII0JIH30BAaHUS MPOCTHIX U CIOKHBIX MPEAJIOKECHUN
B TEKCTaX MHUCEM

Tema 6. IadopmaIimoHHbIC MHCEMa
(TIK-19, TIK-25)

Ocobennoctu oopmienus uceM
uHpopmanmoHHoro xapakrtepa. @dopmar Oymaru,
0coOeHHOCTH a03alHOrO  WICHEHUs, CTPYKTypa
TEKCTa, COCTaB pPEKBU3HUTOB, CTPYKTypa TEKCTa.
biiaHku. YnpasiieHueckure BOIPOCHI, PEIIAeMbIe IIPU
MOMOIIIH MHceM HHPOPMAIMOHHOTO XapaKTepa.
CornpoBoauTENHHOE MIMCHMO. Ocobennoctu
COCTaBIICHUS COMPOBOAUTENBHBIX TTUceM. CUTyalIHH,
TpeOyIOIIME  COCTaBICHUS  CONPOBOJUTENBHBIX
nuceM. CTpykTypa CONPOBOAMUTEIBHBIX ITHCEM.
Kittouessie hpassbl.

[TuceMo-noaTBEpKACHHE KaK OTBET Ha
comnpoBojauTenbHOe nHcbMO. CTpyKTypa HHCEM-
noateBepkaenuit.  KiroueBble  ¢paspl  mHceMm-
MOJATBEPKICHUM.

[TuceMo-mipock0a.  YmpaBiieHYEeCKHUE  CHUTYaIlHH,
TpeOyIoIIHe COCTaBleHUs MUceM-pockd. CTpyKTypa
nucbMa-npocbObl. KitoueBbie (pazpl. OOpaieHus B
MUCbMax-TPochOax.

[Tucbmo-u3BeIeHHE. OcobenHoctu UceM-
m3BenieHuit. Cutyanuu, TpeOyrOIue COCTaBIICHUS
nuceM-u3BemieHuil. CTpykTypa U KiIroueBble (pasbl
MHCEM-U3BEIICHUM.

WNudopmannonHoe IIUCBMO. OcobenHoctu
MH(OPMaLIMOHHBIX IIACEM. Otnnuune
MHGOPMALIMOHHBIX MUCEM OT IMUCEM-U3BEIEHUH U
PEKIaMHBIX MIHCEM. Hens COCTaBJICHUS
MH(POPMAIIMOHHOTO IIUChMa. Anpecar
MH(POPMAIIMOHHOTO UChMa. CrpyKkTypHBIE

0COOEHHOCTH MH(POPMAIIOHHBIX TTHCEM.

Pexnamuoe nucbmo. OnmcaHue TOBapoB U yCIyT B
pekiaMHbIX nucbMax. OcoOeHHOCTH OQOpPMIICHUS
aZipeCHbIX JAaHHBIX OpraHM3allMM M ajapecata B
pPEKIaMHBIX MUChbMax. TeKCT PeKIIaMHOTO MHUChMA.
[Tucbma-nanomunanus.  Cutyanuu, TpeOyromue
COCTaBJeHUsl nHUceM-HanomuHaHui. CTpykTypa u
odopmiieHre THUCeM-HalOMUHAHUH.

IapanTuitasle nuceMa. OcoGeHHOCTH OQOpPMIIEHUS
rapaHTuiiHelx  nuceM.  HaummeHoBanue  Buza
JIOKYyMEHTa B TapaHTUHHBIX NUCbMax. CTpyKTypa
TEeKCTa rapaHTHiiHOro mnuchkMa. OcoOeHHOCTH
MOJINUCAHUSL TapaHTUHHBIX nHceM. FOpuanueckui
CTaTyc rapaHTHHHBIX mHceM. KiroueBbie ¢pasbl
rapaHTUUHOTO MUChMa




Tema 7. Kommepueckue nucbma
(TIK-19, TIK-25)

OcoOEHHOCTH KOMMEPUYECKOW KOPPECTOHACHIINH.
Odopmnenue u IOPUINYECKUI cTaTyc
KoMMepueckux nuceMm. Kommepueckue mucbma Kak
JIOTOBOPHAS! IOKyMEHTAIIHS.

Kommepueckuit  3ampoc. Llenp KOMMepuecKoro
zampoca.  CTpykTypa  TEKCTa  KOMMEPYECKHX
3anpocoB. OCOOEHHOCTH U3IOKEHHS] UH(OpMALIUU B
KOMMepueckux  3ampocax. KimiodeBble — (passl
KOMMEpUeCKUX 3ampocoB. OTBET Ha KOMMEpPUECKHIA
3anpoc.  [lpuumHBl  OTKa3za  WIM  3aJEPKKHU
BbIMOJHEHUsT 3ampoca. OdopmiieHne OTBETOB Ha
KOMMEPYECKHE 3aIPOCHI.

[Tucemo-npennoxxkenue  (odepra). OcobeHHOCTH
odopmnenus odept. Llens cocraBieHnus U OTIIPaBKU
odpeptel. TBepmoe u cBOOOJHOE MPEIIOKECHHE.
CtpykTypa  TeKcTa  MUCHMA-TIPEUIOKEHUS U
0COOCHHOCTH Uu3NoKeHus: nHpopmanuu. Kirouessie
¢bpasbr opepTsI.

OtBer Ha mpemnoxenue (odepty). Llens BBHICHUIKH
nuceM-oTBeToB. CTpyKTypa oTBeTa Ha odepTy.
OTKIIOHEHHE TIPENJIOKEHUST O COTPYIHHUYECTBE.
KitoueBsie dbpassl MOJIOKUTEIBHBIX u
OTPHIIATEIIbHBIX OTBETOB Ha OQepTy.

Pexnamarust unn npeten3us. CuTyanuu, B KOTOPBIX

HCO6XOI[I/IMO MNpECaABABUTH PEKIIaMaluIo.
NudpopmanvoHHass  CTpyKTypa M KOMIIO3MLUSA
MPETEH3UU (pexnamaruu). Odopmnenue

peKiIamManui,  IOpPUAWYECKHMH  cTaryc  IUCEM-
nperensuii.  KiroueBsie  ¢pas3pl  pexamarui.
Bo3MOXHBIN pe3ynbTaT IPEebABICHUS pEeKIaMaliu.
OtBer Ha peknamanuio. BapuaHTel OTBETOB Ha
peknamanuio. CTpyKTypa  OTBETHOIO  IIHChbMA.
KitoueBbie (hpa3bl OTBETHBIX MHCEM

Tema 8. DTUKETHBIE TUCHMA

(TTK-19, TIK-25)

OcoOeHHOCTH 3TUKETHBIX muceM. OTHOCHUTEIBHO
cBOOOJIHAs CTPYKTYpa ITUKETHBIX NuceM. CHUXeHne
opUIMANbHOCTH TOHA H3JIOKEHHS WHpOpMalUu B
ATUKETHBIX MUChMaX.

ITucema-nio3ipaBieHus.

IIncpma-nipurnamenus. Nudopmannonnas
CTPYKTypa ¥ KOMIIO3HMLIHS IHUCEM-TIPUTIIALIEHUI.
TpadapeTHblii TEKCT B MUChMaX-TIPUTIIAIICHHIX.
[pyrue BUABl  OTHKETHBIX IUCEM:  IUCbMa-
co00JIe3HOBAaHUA, NHUChbMa-01aro1apHOCTH, OTBETHI
Ha MPUMIAIIEHUS U T. 1.

Tema 9. [Ipyrue Buabl 1€710BbIX HCEM
(TIK-19, TIK-25)

Tenerpamma  Kak  0coOblif ~ BHJ ~ JIJIOBOM
KoppecnoHieHuu.  OcoOeHHOCTH — OQOpPMIICHHUS
tenerpamM. Kareropum u©  BuABL  TEJIErpamm.
PexBuzuter  TenerpamMm. (OCOOCHHOCTH  TEKCTOB
tenerpaMMm. CokpallleHuss B TEKCTax TeJIerpamM.
Oco6eHHOCTH OANUCAHMS TENErPaMMBI.

Tenexc. OcobenHocTH nepenayn TenekcoB. OTauune
TeJEKCOB OT TenerpaMM. OO0si3aTesbHble PEKBU3UTHI
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TEJIEKCOB. ABTOOTBET. 3aroyIoBOK TeJIeKca.
OCo0EHHOCTH TEKCTA TEIEKCA.

dakcorpamma. OcobGeHHOCTH nepeaayn
(haKCHUMUITBHBIX COOOIIEeHUH. OcobenHoctu
oopMIIeHHS JOKYMEHTOB, ITEpeaBaeMbIX 110 (BaKcy.
Tenedonorpamma. OcobenHoctu nepeaaan
uHpOpMaIIUH. OcHOBHBIE PEKBU3UTHI
TesneOHOrpamMmM. TpeGoBanus K TEeKCTaM

tenedonorpamMm. OcobeHHOCTH OodopMiIeHUs U
MOJNMCaHUs Telle(hOHOTpaMM

Tema 10. OcobeHHOCTH 37eKTpOHHOW | OCOOCHHOCTH  JIOKYMEHTOB, II€peJaBaeMbIX  IIO
noutsl (ITIK-19, TTK-25) AJIEKTPOHHOM  mouTe.  AJpec  MOJIb30BaTEIs.
CrtpykTypa aapeca.

CrpykTypa 3JIEKTPOHHOTO COOOLIEHMS:  aJpec,
3arojioBOK, TeKCT. TpeOoBaHUS K  KaXIOMY
UHPOPMALIMOHHOMY  DJIEMEHTY  DJIEKTPOHHOTO
COOOILIEHUS.

[TpoGiema JIOCTOBEPHOCTH COOOIIECHUH,
nepeaaBaeMbIxX o INEKTPOHHOU rouTe.
DNeKTpOHHO-IIM(POBasi MOANUCH U €€ OCOOCHHOCTH.
3aKoHOJATEeNbHOE peryJivpoBaHue pUIaHus
IOPUMYECKON CHJIBI JIOKYMCHTaM, IepeJaBacMbIM
T10 3JIEKTPOHHOM MoUTe

Tema 11. MexnyHaponHble MexnayHaponHble CTaHAApThl Ha JIOKYMEHTALMIO.
CTaHJapThl Ha JIE€JIOBYIO Me:xnyHapoiHas OpraHu3anysi 10 CTaHIapTHU3aLMH
KoppecnoneHnuo. OdopmieHue (UCO). Cepus crannaptoB UCO «/lokymeHnTanus u
JIETTOBBIX MUCEM IO MEXIYHAPOAHBIM | HHGOpMALIH».

cranaapram (I1K-19, I[TIK-25) [IpaBuia  odopmieHHs  JI€IOBBIX  IHUCEM IO

cragnapram MCO. [lona nokymenrta. bianku nucem.
PexBu3utel MexayHapoaHbIx mmceMm. llonsTue
«TEKCTOBOM oOmactu» B mucbMme. Ilonst TexkcToBoi
o0nacTu B J1eN0BbIX uchbMax 1o crangapram UCO.
OdopmieHre AenOBBIX MUCEM B aHIVIOSN3BIYHBIX
cTpaHax. OCHOBHbIE PEKBU3UTHI nuceM. brokoBbIit
METOJ PpaCHONIOKEHUsI PEKBU3UTOB. OCcOOEHHOCTH
odopmiienus nat B Benmukobpuranuu u CIIA.
OdopmiieHre AeIOBBIX MHCEM IO  (hpaHIy3CKUM
CTaHJapTam.

OcobenHoct  oopmieHUsT JIETOBBIX THUCEM Ha
HEMEI[KOM SI3bIKE

5. YuebHo-meToanyeckoe U HH(POPMALMOHHOE o0ecniedeHne Y4eOHOH TUCIUIIINHBI

5.1. Ocnosnaa numepamypa:

1. Kymuup, O.H.IlucbMeHHBIE [elIOBbIE KOMMYHHUKanuu: y4yed. mocobue /
O.H. Kymaup, M. B. Toauka; Komu pecrnybnukaHckasi akaj. roc. CIyKObl W yNpaBIICHUS. —
CoixteiBkap: M3a-so KPAI'CuY, 2013. - 120 c.

2. SukoBas, B.®D. lenoBas mnepemnucka: yd4eb.-mpakt. mocodue / B.D. Snkosas;
BHUNAAL — M., 2007.
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5.2. /lononnumenvnas aumepamypa.

1. Kymmuepyk, C.II. [Jloxymentnas nuursuctuka / C.II. Kymmnepyk. — 7-¢ wu3n.,
crepeotull. — M. : U3narenbctBo «@aunTtay, 2016. — 258 ¢. — Pexxum poctyna: 1mo moJamnucke. —
URL.: http://biblioclub.ru/index.php?page=book&id=83382.

2. Tpopumona, O.B. OcnoBbl nenoBoro muchma / O.B. Tpopumona, E.B. Kymuuk ;
MunucrepcTBo o0pazoBanus U Hayku Poccuiickoit @enepannu, TIOMEHCKHIA TOCY1apCTBEHHBIN
yHUBEpCUTET. — 4-¢ u31., crep. — M. : U3natenscTBO «DiunTay, 2016. — 305 c. : Tabn. — Pexxum
nocryna: o noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=57968.

5.3. Dnekmponno-oudbIUOMeEunan cucmema:

1. DnekTpoHHO-OMOMMOTEUHAass cHUCTeMa «YHHUBEPCHTETCKas OWOJIMOTEeKa OHJIANH»
(www.biblioclub.ru).

2. HaumonanbHast snekrponHas 6udaunoreka (https:/m36.pb).

5.4. IlIpogheccuonanvnvie 6azpl OAGHHBIX, UHPOPMAUUOHHO-CRPAGOUHBIE U NOUCKOGbIE
cucmemol:

1. CopaBouHo-nipaBoBas cucteMa «l'apanT».

2. CnpaBouno-npaBoBas cucrema «Koncynprant [Tmocy.

3. DNeKTpoHHO-OMONMOTeYHast CHCTeMa «YHHBEPCHTETCKas OHOIMOTeKa OHJIAMH»
(www.biblioclub.ru).

4. Hayunas sniektponHast oudanoreka (www.e-library.ru).

5. HanmonanbHast anekrponHast oudanoreka (https://H36.pd).

5.5. Pecypcol ungpopmayuonno-ookymenmayuonnou cemu «Mumepuemy

1. Cair BCCpOCCHﬁCKOF 0 HAYYHO-HUCCJICAOBATCIIBCKOTO NHCTUTYTA JOKYMCHTOBCIACHHUA U
apxuBHOTO jena http://www.vniidad.ru/

2. EnuHoe oKHO jocTyna K oOpa3oBarenbHbIM pecypcaM. KaTanor yueGHBIX MPOJYKTOB
(http://window.edu.ru/window).

3. Poccuiickas Hay4YHas 9JICKTPOHHAs 6ubnuorexa «KubepreHnnka»
(https://cyberleninka.ru).

6. CpencrBa obecrieyeHHsi 0CBOCHHS Y4eOHOM IMCIUTIMHBI

B ydyebHOM mpoliecce mpu peanu3any y4eOHON IUCHMILTUHBI «JlenoBasi mepemucka
HCIIOJIB3YIOTCS CIIEYIOIINE PECYPCHI:

Hugpopmayuonnsie Ilepeuensv npocpammnozo obecneuenusn u uHhopmayuoHHvix
mexHo02uu CHPABOUHBIX cuCmeM
Oduchsrit maket aist padotsl ¢ | Microsoft Office Professional
JIOKyMEHTaMHU LibreOffice

HNudopmannonHo-crpaBounbie | CipaBouHo-nipaBoBas cuctema "Koncymnbrant [Imoc"

CHUCTEMBI CnpaBouHno-nipaBoBas cucrema "['apant"

DIIeKTPOHHO-OUOIMOTEUHBIE OBC «YHuBepcuTeTckas OMOIMOTEKa OHIIAWHY

CHUCTEMEI Hayunas snekrponHast oubaunoreka (Www.e-library.ru)

HarmonanwsHnas anexkrponnas 6ubmuoreka (https://H36.pd)

DneKTpoHHas 1ouTa DneKkTpoHHas 1mo4Ta B jomeHe Krags.ru

CpenctBa s opranuzauuu | CepBUCH BeO- U BUICOKOH(PEPEHIICBA3H, B TOM YHUCIIE
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http://biblioclub.ru/index.php?page=book&id=83382
http://biblioclub.ru/index.php?page=book&id=57968
about:blank
https://нэб.рф/
http://www.vniidad.ru/
http://window.edu.ru/window
http://www.e-library.ru/

BeOMHapoB, TenemoctoB u | BigBlueButton

KOH(epeHIIHIA

ConpoBokIeHUE OCBOCHUS JUCUHUIUIMHBI O0YYarOIIUMCS BO3MOXKHO C MCIOJIb30BaHUEM
3JIEKTpOHHOM HH(pOpManmoHHo-00pa3oBatenbHO cpeapl 'OY BO KPAI'CuY, B ToM umcie
obpasoBarensHOro mopraia Ha ocaose Moodle (https://moodle.krags.ru).

7. MaTepuajibHO-TEXHUYECKOE o0ecrneyeHre 0CBOCHUS Y4eOHOM M CIUIINHbI

[Ipu mnpoBeneHMM Y4eOHBIX 3aHATHH 1O AucHUIUIMHE «/lemoBas mepemnucka
3a[eiicTBOBaHa MaTepHaJbHO-TEXHUUYECKass 0a3a, B COCTaB KOTOPOH BXOIAT CIEIYIOLIHNE
CPEeACTBA U PECYPCHI JJIsl OPraHU3alUU CAMOCTOSATEIILHOM M COBMECTHOM pabOThl 00y4JaroLInXCs
C MPEI0/IaBaTEIEeM:

— CHELUAJIbHBIE TIOMEUICHMs I pealu3alud JaHHOW JUCLUIUIMHBL IPEACTaBISAIOT
coOoi ydeOHbIE ayIUTOPUM JJsl MPOBEACHUS 3aHATUN JIEKIMOHHOIO THIA, 3aHATHH
CEeMMHAPCKOI'0 THIA, KypCOBOI'O IMPOEKTHUPOBAHUS (BBIIOIHEHUSI KYpCOBBIX padoT), IPYyINIOBBIX
U UHIVBUAYAJIBHBIX KOHCYJIbTAllMH, TEKYILEro KOHTPOJS M IIPOMEXYTOYHOH aTTecTaluu, a
TaKXKe TIOMEIIEHHUS IS CaMOCTOATENBbHOM paboOThl W TOMENICHHWS JJIsl XpaHCHUS U
pPOQUIAKTHIECKOTO0 OO0CIy)XKHBaHHS ydeOHOro oOopynoBaHus. CreluanbHbIE MTOMEIIECHUS
YKOMIUIEKTOBAHBI CIIEIHATM3NPOBAHHON MEOETIbI0 W TEXHWYECKHMMHU CPEICTBAMH OOYYCHHS,
CITy’KaIllUMU JIJIS TIPEJICTaBIICHUs yaeOHOH nH(OopMaIiy OOJIbIION ayAUTOPUH.

Jns  mpoBeneHMs — 3aHATHM — JIGKUIMOHHOTO  THMA  MpeUlaralorcs  Habopbl
JIEMOHCTPAIlMOHHOTO O0OpYAOBaHUS M y4yeOHO-HAINIAJHBIX IOCOOMH, oOecreuynBarolye
TEMaTHUYECKHE NILTIOCTPALNH;

— TIOMEIIEHHUE TSI CaMOCTOSITETIbHON paboThl 00yYarOIIUXCS OCHAIICHO KOMITBIOTEPHOM
TE€XHUKOM C BO3MOXKHOCTBIO MOAKIIOUEHHs K cetn «/HTepHeT» M obecreyeHHeM [0CTylna B
AIIEKTPOHHYIO MHPOPMALIMOHHO-00pa30BaTENBHYIO CPEly OpraHU3allny;

— KOMITBIOTEPHBIE KJIACCHI, OCHAIIICHHBIE COBPEMEHHBIMH ITEPCOHAIHBIMU KOMITBIOTEPAMH,

paoTaromMMKM ~ TOJ ~ YHpaBICHHWEM  ONEpaluoHHBIX  cucteM  Microsoft ~ Windows,
00BEIMHEHHBIMH B JIOKAIBHYIO CETh U UMEIOIIMMU BbIX0J B UHTEpHET;

— Oubnuoreka  AKaJeMuHW, KHIDKHBIM  (OHA  KOTOPOH  COAEpPKHUT  HAy4dHO-
HCCJIEIOBATEILCKYIO JTUTEPATyPy, HAyYHBIC KYPHAIBI U TPY/Abl HAYYHBIX KOH(MEPEHIIUH, a TaKkKe
YHUTaJbHBIN 3all;

— cepBepHOE 000pyI0BaHUE, BKIIFOYAIOIIEE, B TOM YHCIIE, HECKOJIBKO cepBepoB cepuu IBM
System X, a Take BUPTyaJbHBIE CepBepa, palOoTarolIue TOJ YIpaBIEHHWEM OTEPAIIMOHHBIX
cucteM Calculate Linux, Bkmtouennoit B Peectp Poccuiickoro I10, u Microsoft Windows Server
U CITY’)KalllUMH JUTSE pa3MEIICHUsT Pa3IMYHbIX CEPBUCOB M CITYXKO, B TOM YHCIIE i1 00ecreueHus
pabdote CYBJ] MySQL u MS SQL Server;

— CeTeBOe KOMMYTAIlMOHHOE 00OpyJoBaHuE, o0ecreunBaromee paboTy JIOKaJbHOW CeTH,
IpeocTaBlieHHe 1ocTyna K ceTu Internet ¢ obmieil ckopocThio monkimoueHuss 10 Mout/cek, a
Takxe paboTy GecripoBogHOro cermenta cetu Wi-Fi B momenieHusx AxkaiemMun;

— UHTEepaKTUBHbIE HHPOpMaLIMOHHBIE KHOCKU «HPOY;

— MpoTrpaMMHbIE U anmapaTHbIe CPEICTBA JIJIs MPOBEACHUS BUICOKOH(PEPEHIICBA3H.

Kpome Ttoro, B oOpa3oBaTelibHOM Mpolecce OO0YYarOUIMMUCS MIHPOKO HCIONb3YIOTCS
CJIEIYIOIINE AJIEKTPOHHBIE PECYPCHI:
— cucrema Internet (ckopocTh nmoakirOUeHuss — 5 MOuUT/cex);
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— calt www.krags.ru;

— OecrpoBonHas cetb Wi-Fi (B OTKpBITOM JOCTYTIE).

KonkperHsle momemieHust JUisi OpraHM3aludy OOydeHus 1o aucuuruimHe «JlemoBas
nepenuckay mpeacraBieHsl B ChopaBke O MaTepHaIbHO-TEXHHUYECKOM  OOecreueHHH
0o0pa3oBaTeNbHON TIpOrpaMMBbl 10 HampaslieHHto moAroToBku 46.03.02 JlokyMeHTOBeneHUE U
apxuBoBeZieHHe, CHOPMUPOBAHHON B COOTBETCTBUM C pACHHCAHUEM YYEOHBIX 3aHITHUH U
MIPOMEKYTOYHOM aTTecTanuu u nacnopramu kabuaetoB 'OY BO KPAT'CuV.
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