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PaGouas mporpamma AuCHMITINHBL «/leroBas mepenucka» COCTaBieHa B COOTBETCTBUU
C TpeOOBAHUSIMH:

- @enepanbHOTO  TOCYJAPCTBEHHOTO  00pa3oBaTENbHOTO  CTaHIApTa  BBICIIETO
oOpa3zoBaHusi Mo HampapiieHH0 moArotoBku 46.03.02 JoxymeHTOBEACHHUE U apXUBOBEJCHUE
(ypoBeHb OakanaBpuaTa), YTBEpKIeHHOro mpukazomM 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 CHEIHaJIWTeTa, IIporpaMmmam
maructpatryps» oT 05.04.2017 Ne 301;

- yuebHoro miana ['OY BO «Komu pecmyOnmkaHCKasi akaJeMus TOCYIapCTBEHHOMN
CIyXObl W ympaBieHUs» 1o HampanieHuto 46.03.02 JlokyMEeHTOBEIEHHE W apXUBOBEJCHUE
(ypoBeHb OakanaBpuara) HampaBIeHHOCTh (Tpodwmib) «JloKyMEeHTaIMOHHOE OOecIeYeHHe
yIpaBICHUS.

© Komu pecniybnukaHcKas akaieMust
TOCYJaPCTBEHHOM CITYKOBI
u ynpasienus, 2020
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1. Leaun u 3a1a4n y4eOHOI AUCHUTIMHBI

1.1. I{enw uzyuenus yueonoii oucyuniunol

Lenbro0 OCBOCHUST TUCHMIUTHHEI «JleoBast epenucka» sSBIsIeTCsl MOATOTOBKA OAKAIA8pP08
K Oynymed npodecCHOHAILHOW JEATEIIbHOCTH Ha OCHOBE OOYYCHHS TCOPUM M TIPAKTHKE
TIOJITOTOBKH JICTIOBBIX ITUCEM U BEICHUSI JETIOBOM TIEPETIMCKHU.

1.2. 3a0auu yueonoii oucyunaunut

3amauaMu OCBOCHUS IMCIUTUIMHBI «J]eII0Bast epenucKay siBIsSIOTCS:

— W3Y4YHTh HOPMATHBHO-METOAWYECKYIO 0a3y, kimaccudukammio u (QyHKIUH JETOBOM
KOPPECTIOH/ICHIINY BCEX BUJIOB,

— W3YYUTH COCTAB PEKBU3UTOB H COJICPIKAHKE JICTIOBBIX TIHCEM,

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

— c(OpMHPOBATH MPAKTHYECKHE HABBIKM MPOCKTUPOBAHUS U COCTABJIICHUS Pa3HBIX BUIOB
JIEJIOBBIX TTUCEM B COOTBETCTBUU C YIIPABICHYCCKON CUTYAIHECH;

— M3YYUTh MSKIYHAPOIHBIC CTAaHIAPThI Ha JACTIOBYIO KOPPECIIOH/ICHITHIO.

1.3. Buowst komnemenuyuii, hopmupyemuole 8 pezynvmame 0C60eHUA OUCUUNTIUHDBL

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

npodeccrnoHaATBHBIX

— TIK-19 — cnocoOGHOCTh HCHOJB30BaTh MpaBuja MMOATOTOBKH YIPABICHYECKUX
JIOKYMEHTOB U BEJEHUS JEJIOBON MIEPENUCKH;

— [IK-25 — BnajgeHue HaBBIKAMU MOATOTOBKHU YIPABICHYECKUX JTOKYMEHTOB M BEACHHUS
JIEJIOBOU IIEPEIUCKHU.

1.6. Mecmo oucuyunaunsl ¢ cmpykmype o0pazo8amenvHoll nPpoZPaAmMMbl:
JucuunnuHa «JlenoBas mepenucka sBIsSeTCS 00s3amenvHol A U3y9eHUs, OTHOCUTCS K
sapuamuenoll yacmu porpammsel brioka 1 «/lucuunauabl (MOIYIIH)».



2. TpeGoBaHust K pe3yJibTaTaM OCBOCHHUS Y4eOHOI JMCIUIIIHHBI

B pesynbrare m3ydeHus AMCUMIUIMHBI «/lemoBas mepernucka» oOydaroniuecs OJKHBI
OBJIAJETh CICAYIOIIMUMH 3HAHUAMU, YMEHUAMU U HaBbIKAMH, COOTHECEHHBIMU C IJIAHUPYEMBIMU

pe3ysibTaTaMi OCBOCHHS 00pa30BaTeIbHONU MPOrPAMMBI:

dopmupyembie I[lnannpyemMble pe3y/ibTaThl 0CBOCHUS

KOMIleTeHIHH (KO, Y4€eOHOM U CIUILINHBI
colepKaHue 3HaTh Ymernb Baagerb
KOMITCTCHIIHH )
Ilpogpeccuonanvnovie kKomnemenyuu
Buo oesmenvrocmu.: mexunonocuueckas

[1K-19 — npaBujIa BEACHUS HUCII0Ib30BaTh CIIOCOOHOCTBIO
CIIOCOOHOCTH JICJIOBOM MEPENUCKU. | TIpaBujIa BeACHUS HCIOJIb30BaTh
HCIOJIbL30BATh HOPMAaTHBHO- JICTIOBOM MEPENUCKHU | MPaBUJIa BEJCHUS
MpaBuJjIa MOJTOTOBKU | METOJUYECKYIO 0a3y JIEJIOBOM TMEPEIHUCKU
yIpaBIeHYECKUX JIETIOBOM MEPEIUCKH,

JIOKYMEHTOB U
BeJIEHUs AeJIOBOU
MEePENUCKH

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

[1K-25 — Bianenue
HaBBIKAMH
IIOATOTOBKHU
YIPaBJICHYECKUX
JIOKYMEHTOB H
BEJICHUS JI€JT0BOM
MIEPETTHCKH

MIpaBHJIa BEACHHUSI
JIEJIOBOM MEePENUCKU:
HOPMAaTUBHO-
METOJIMYECKYI0 0a3y
JIEJIOBOM MEPENUCKH,
(GYHKIIUU U BUJIBI
JIEJIOBBIX TTHCEM,
0COOCHHOCTH HX
odopMIIeHHUS, CTUITH
JIETI0BOM
MMICbMEHHOW peun

BECTU ACIIOBYIO
NEpCIUCKY

HaBBIKaMH BCACHUA
HGHOBOﬁ IICPCIINCKU




3. O0béM y4eOHOI JUCHTUNIMHBI

Ounas popma o0yueHust

Buabl yueOHo# padoThI

Pacnipenenenue yuedoHOro

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 xypcosoii pabomot 9
Iloocomoeka Kk npomedicymouHol ammecmayuu 36

Bup Texymen arrecranuu

KOHTpOJIbHAs paboTa

Oowan mpyooémkocmop OUCYUNIAUHDBL:

qacwol

144

3ayémuvie eOUHUYbL

4

3aounas popma o0yueHus
Jucnurnuna peanusyercs B 2-X CECCHsIX

1 ceccun
Bujabt yueonoii paorsi Pacnpenesienue yueOHOro
BpeMEeHH

Konmaxkmmnasn paooma 16
AyIuTOpHBIE 3aHATUS (BCET0): 16
Jlexyuu 8
Ipaxmuyeckue 3anusimus 8

Jlabopamopnule 3ansmus
[TpomMexyTouHas aTTecTalus 0
Koncynemayus nepeo sxzamenom 0

Oxzamen

3auem

Pyxoeoocmeo kypcosoii pabomoii
Camocmoamenvnas paboma 20
Camocmosmenvras paboma 6 meyeHue cemecmpa 20

Hanucanue xypcosoii pabomot

Ilooeomoska x }’lpOMe.?fcymOHHOﬁ ammecmayuu

Bup Texymei arrecranuu

KOHTpOJbHas paboTa

Oowan mpyooémkocmop OUCYUNIUHDBL:

yacwel

36

3auémmuovle eOUHUYbL

5




2 ceccusn

Bujast yueonoii pacorsi Pacnpenesienue yue0HOro
BpeMeHU
Konmakmmuasa paboma 5,35
AynutopHble 3aHATHUS (BCETO): 0
Jlexyuu
IIpaxmuyeckue 3anusimus
Jlabopamopnule 3ansmus
[IpomexxyTouHas aTTecTamus 5,35
Koncynomayus nepeo sxzamenom 2
Dxzamen 0,35
3auem
Pyxosoocmeo kypcosoii pabomoii 3
Camocmoamenshnas paboma 102,65
Camocmosmenvras paboma 6 meyeHue cemecmpa 84,65
Hanucanue xypcoeoti pabomuwi 9
Iloocomoeka Kk npomedicymouHol ammecmayuu 9
Bup Texyiuei arrecranuu
Oobuwan mpyooémkocmep OUCUUNTUHBL:
yacwl 108
3ayémuvie eOUHUYbL 3

N3ydenne mucuutuinHbI «JleoBas mepenuckay mpeayCcMaTpPUBACT MOATOTOBKY KYPCOBOM
paboThl (mHEeBHas W 3aouHas Qopmbl o0ydenwusi). [IpumepHas TeMaTuka KypCOBBIX paboOT

npeacrasJjicHa B «MGTOI[I/I‘IGCKI/IX YKa3aHUAX 10 OCBOCHUIO JUCHUIIJIMHBD.

4. Conep:xxanue TeM y4eOHOM M CIHUIIIMHBI

HaumeHnoBanue TeMbl yaeOHOM
JIACIIUTIITUHBI

Conep:xanue TeMbl

Tema 1. HopmaTuBHO-mMeTOAMUECKAs
0a3a 1e70BOM NEPENUCKU

(TTK-19, TIK-25)

HopmartuBHo-MeToaunueckas 6aza JIOY kak ocHoBa
HOPMAaTUBHO 0a3bl 1€J10BOM NEPENUCKH.

CocTaB HOPMAaTHBHO-METOJUYECKOM 0a3bl Jen0BOM
KOPPECTOHICHIIUU. 3aKOHOJaTeNbHbIe aKkThl PO B
chepe uHpoOpMaAIMM U JOKYMEHTAaLUHU. YKazbl U
pacniopsbkenust IIpesunenta P®, nocraHoBiIeHUs
[TpaButenscTBa P® mo Bompocam uHpoOpManuu u
nokymentanuu. ['CIHOY. TurmoBble HHCTPYKIIUH T10
JIETIONIPOU3BOJICTBY.

I'ocynapcTBeHHBIE CTaHAAPTHI HA JOKYMEHTALUIO

Tema 2. @yHKINU AETOBBIX TUCEM
(TTIK-19, TIK-25)

CooTHoluieHne GyHKIUN TOKYMEHTOB U UX BHJA.
WNupopmanionHast GyHKIMS CITY>KEOHBIX MHCEM Kak
OCHOBHasl (QYHKIIMSI JOKYMEHTOB JIaHHOT'O BU/IA.
OpranuzanyvoHHass M Opuauddeckas  (QyHKIHUH
JIEJIOBBIX TUCEM

Tema 3. Knaccuduranus Jem0BBIX
MUCEM
(TIK-19, TIK-25)

OCHOBHBIE TPHUHIMIB  KJIACCU(PUKAIIMKA  JIETOBBIX
IHCEM.
Buapl n1emoBbIX THCEM 10 MECTY COCTaBJIEHUS,
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CTamgusIM MOJITOTOBKH, croco0y (buxcanuun
uHpOpMaLIUH.

CpouHble U HECPOUHBIE JIeJIOBbIE MUChMA.

Buael nenoBoil KOPpPECHOHJECHIIMU 10 TJIACHOCTH,
CTEMNEHH CJIOKHOCTU U IOPUINYECKOM CuIIe.

Bunbl nuceM o cpokam XpaHEHUsI.
HNudopmaniioHHble U TUPEKTUBHBIC MHCHMA.
PernamenTupoBaHHble U HEpErIaMEHTHUPOBAHHBIC
nucbMa. OcoOeHHOCTH ODOPMIICHUSI U COCTAaBJICHUS
pErjiaMeHTUPOBAHHBIX ITHCEM.

Bunelr mucem mno (yHKUMOHANBHOMY IPHU3HAKY:
HUPKYJISIPHBIE MHChbMA, 3alpoChl, TapaHTUNUHBIE
nucbMa, oQepThl, peKIamMallu, CONPOBOAUTEIbHBIC

IIACbMa, IIACHMA-TIOATBEPKICHMS, IIMCbMa-
U3BELICHUS,  NUCbMa-HAIIOMUHAHMS,  IPOCHOBHI,
UH(POPMALMOHHbIE IIACbMa, IIPUIJIALIEHUS,

pekiIaMHble TIMchMa. YacTHpIE TIMCbMa M HX
OCOOCHHOCTH.

OTBeTHBIC ¥ MHUIMATUBHBEIC ITHchMa. OCOOCHHOCTHU
obopMIICHUSI ~ WHUIIMATUBHBIX  IMHCEM,  COCTaB
PEKBU3UTOB HMHUIMATHBHBIX muceM. OdopmieHue
orBeTHbIX mHceM. CcbUulka Ha HOMEp U JaTy
BXOJISIIIIETO IOKYMEHTA B OTBETHBIX IMHChMaxX

Tema 4. OcobGeHHOCTH OQOPMIICHUS
JIEJIOBBIX TTUCEM

(ITK-19, TIK-25)

JlenoBeie mHcbMa Kak Pa3HOBHUIHOCTH CIIPABOYHO-
WH(OPMAIIMOHHBIX TOKYMEHTOB.

Ocobennoctu oopmienust nenosbix nucem. ['OCT
P 6.30 — 2003. CocTtaB peKBU3UTOB JCIOBHIX ITHCEM.
bnanku nucem, TpeOoBaHus K OJIaHKaM J1€JIOBBIX
MIHACEM.

3aroioBKM  JIENIOBBIX MHUCEM, OCOOEHHOCTH UX
dbopMyIUpOBaHUs, 3aBUCUMOCTh 3arojioBKa OT BHIA
1ChMa

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

Crpykrypa naenoBoro mnucbma. OJIHOACTEKTHBIE U
MHOTOACIeKTHbIEe MUCbMa. PyOpuKaius B J1€I0BBIX
UChbMaXx.

TpadaperHsie TEKCTHI JIEJIOBBIX MIHACEM.
OcobenHoctu pa3paboTku u MOCTPOEHUS
TpadapeTHBIX TEKCTOB JI€JI0BON KOPPECIIOH ICHIIUH.
CranjapTHble BBIpaXEHUS B TEKCTax JIEIOBBIX
UceM. 3aBUCUMOCTb CTAaHJAPTHBIX BBIPAXKEHUM OT
BU/JIa MHCHMA.

AOGOpeBHaTyppl B  TEKCTaxX JEJNOBBIX  ITHCEM.
Hanucanue COKpAIIEHHBIX HAaUMEHOBAHUS
OpraHu3aruim.

Harmncanne HanMeHOBaHMI JTOKYMEHTOB B TEKCTax
IIUCEM.

[Mudpoast uHGOpMaIHs B TEKCTaX JEIOBBIX IMHUCEM.
Hanmucanue nat. Ludposoit u cioBecHo-1MdppoBoi
croco6Ob! Hanrcanus aaT. CokparieHus Mpy JaTax.
O603HaueHnEe BPEMEHHBIX IEPUOJIOB.

Hamnncanne HomepoB TenedoHOB.
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OOpamennst B THUCbMax. BceTynuTenbHBIE U
3aKJIIOUUTENbHBIE (DOPMYIIBI BEXKIHBOCTH. «BbI» U
«Bam» B nucbmax. OCOOEHHOCTH HCIOJIb30BAHUS
MPOMHUCHOU OYKBBI.

Cunrakcuc  nenoBbix — nuceM.  OcoOeHHOCTH
UCIIOJIb30BAaHUs MIPOCTBIX U CIOXHBIX IPEIJIOKEHUM
B TEKCTaX MHUCEM

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

Ocobennoctu oopmienus nuceM
uH(popMalmoHHoro xapakrtepa. ®dopmar Oymaru,
0coOeHHOCTH a03allHOTO  WICHEHUs, CTPYKTypa
TEKCTa, COCTaB pPEKBU3HUTOB, CTPYKTypa TEKCTa.
biaHku. YnpasiieHuecKHre BOIIPOCHI, PEIIaeMble IIPU
MOMOIIH MHceM HHPOPMAITMOHHOTO XapakTepa.
ConpoBoaUTENBLHOE MHUCHMO. Ocobennoctu
COCTaBJICHUS COMPOBOAUTENBbHBIX NTUceM. CHUTyalIUH,
TpeOyIOLIMEe  COCTAaBICHHS  COMPOBOJUTEIBHBIX
nuceM. CTpyKTypa CONpPOBOAMUTEIBHBIX IHCEM.
KiroueBbie hpassi.

[TuceMo-noaATBEpKACHUE KaK OTBET Ha
corpoBoauTeNnbHOE THCBEMO. CTpyKTypa THCEM-
noareBepkaeHuii.  KiroueBble — dpazpl  mHceMm-
MOJATBEPKICHHIA.

[TuceMmo-mipock0a.  YmpaBlieHYECKHE  CUTYaIlHH,
TpeOyIoIMe CoCTaBleHUs MUceM-pockd. CTpyKTypa
nucbMa-npochObl. KimroueBsbie ¢paspl. OOpaieHus B
MHUCbMax-MPoch0ax.

[TuceMmo-u3BeIIeHNE. OcobenHoctu uceM-
u3BenieHuil. Cutyanuu, TpeOyIOIHUe COCTABICHUS
nucemM-u3BenieHnii. CTpykTypa U KiIro4eBble (Qpasbl
MMACEM-U3BELICHUM.

WNudopmannonHoe IIUCBMO. OcobenHnoctu
MH(OPMaLMOHHBIX IIACEM. Otnnune
MH(POPMALIMOHHBIX MHUCEM OT IMUCEM-U3BEIEHUH U
PEKIaMHBIX MIHCEM. Hens COCTaBJICHUS
UH(POPMAIIMOHHOTO IMChMa. Anpecar
UH(POPMAIIMOHHOTO UChbMa. CrpykTypHBIE

0COOEHHOCTH MHPOPMAIIMOHHBIX ITHCEM.

Pexnamuoe nucemo. OnmcaHne TOBapoB U yCIyT B
pekinaMHbIX nucbMax. OcoOeHHOCTH OQOpMIIEHUS
aZpecHbIX JaHHBIX OpraHM3alMM M ajapecata B
PEKIIaMHBIX MMCbMaX. TEeKCT pEKJIAMHOIO NMHChMa.
[Tucbma-nanomunanus.  Cutyanuu, TpeOyromue
COCTaBJIEHUS] MNuceM-HanoMuHaHui. CTpykTypa u
odopmIieHre THUCeM-HalOMUHAHUH.

[apanTuitasle nuceMa. OcoOeHHOCTH OQOpPMIICHUS
rapaHTuiHelx  nuceM.  HanMeHoBanue  Buzaa
JIOKYMEHTa B TrapaHTUHHBIX nucbMax. CTpykTypa
TEeKCTa rapaHTuifHoro mnuchkMa. OcoOeHHOCTH
MOANMCAHUS TapaHTUUHBIX nuceM. IOpuanueckuit
cTaTyc rapaHTHHHBIX mHceM. KiroueBble ¢pasbl
rapaHTUIHOTO MHUChbMa




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

OCOOCHHOCTH KOMMEPUYECKOW KOPPECIOHICHITUH.
Odopmiienue u IOpUANYECKUN CTaTyc
KoMMepueckux nuceMm. Kommepueckue mucbma Kak
JIOTOBOPHAS! IOKYMEHTAIIHS.

Kommepueckuit  3ampoc. Llenp KoMMepuecKoro
zampoca.  CTpykTypa  TEKCTa  KOMMEPYECKHX
3anpocoB. OCOOEHHOCTH U3JIOKEHHs] HH(OpMAaLIUU B
KOMMepueckux  3ampocax. KiioueBble — (passl
KOMMEpUYEeCKUX 3ampocoB. OTBET Ha KOMMEpPUYECKUN
3anpoc.  IlpuumHBl  OTKa3za  WIM  3aJEPKKHU
BbIMOJHEHHUsT 3anpoca. OdopmieHue OTBETOB Ha
KOMMEpYECKHE 3aIPOCHI.

[Tucemo-tipeioskenne  (odepra). OcoOEHHOCTH
odpopmiienus odept. Llens cocTaBieHHs U OTIIPaBKU
odpeptel. TBepmoe u cBoOOAHOE MPEIIOKEHHE.
CtpykTypa  TEeKCTa  NUChMA-TIPEIJIOKEHUS U
0COOCHHOCTH u3NoKeHus: nHpopmanuu. Kirouessie
¢bpasbl opepTsI.

OtBer Ha mpemoxenue (odepry). Llenb BrICBUTKH
nucemM-oTBeToB. CTpykTypa oTBeta Ha odepTy.
OTKIIOHEHHE TIPEAJIOKEHHS O COTPYAHHUYECTBE.
KiroueBsie bpass MOJIOKUTETBHBIX u
OTPHIIATEIBHBIX OTBETOB Ha OQepTy.

Pexnamarus wim npetensusi. CuTyauuu, B KOTOPBIX

H€O6XOI[I/IMO MNpECaABABUTH PEeKIIaMaluio.
HNudopmanmonHas  CTpyKTypa ©  KOMIIO3HMLUS
[IPETEH3UU (pexnamanun). Odopmiienue

pekiaMaluuii,  OPUIUYECKUM  CTaTyC  IUCEM-
nperensuil.  KimtoueBble  ¢pa3bl  pexiamariuii.
Bo03MOKHBIN pe3ysbTaT NPeAbsIBICHUS PEKIaMaLUU.
OtBer Ha pekiamanuio. BapuaHTel OTBETOB Ha
peknamanuio.  CTpyKTypa  OTBETHOIO  IIHCbMA.
KiroueBbie (hpa3bl OTBETHBIX MHCEM

Tema 8. DTUKETHBIE TUCHMA

(TTK-19, TIK-25)

OcobeHHOCTH ATUKETHBIX TMceM. OTHOCHUTENHHO
CBOOOIHASI CTPYKTYpa ITHKETHBIX TceM. CHIDKEeHHe
OpUIMATEHOCTH TOHA HW3JIOKEHUA HH(OpMalud B
ATUKETHBIX MHChMaX.

[Tucbma-no3apaBieHus.

[TnceMa-nipurnameHus. Nudopmanmonnas
CTPYKTypa W KOMIIO3UIUSI THUCEM-TIPUTIIAIIECHUN.
TpadapeTHblii TEKCT B MUChMaX-TIPUTTAIICHHUSIX.
Hpyrue  BuAbBl  STHKETHBIX IUCEM: IHCbMa-
co00JIe3HOBaHUA, NHCbMa-01aroapHOCTH, OTBETHI
Ha NPUTJIAIIEHUS U T.J.

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

Tenerpamma  Kak  0coOblif  BHJ  JI€JIOBOM
KoppecnoHsieHIuu.  OcoOeHHOCTH — 0QOpPMIICHHUS
tenerpaMMm. Kareropum u©  BUABI  TEIETpamM.
PexkBusutel TenerpaMM. OCOOEHHOCTH  TEKCTOB
tenerpaMM. CokpallleHuss B TEKCTax TeJIerpamM.
Oco0eHHOCTH MOAMUCAHUS TeErPaMMBI.

Tenekc. OcobenHocTH nepenaun TenekcoB. OTanune
TenekcoB oT TenerpaMM. OOs3aTenbHble PEKBU3UTHI
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TEJIEKCOB. ABTOOTBeET. 3aroJ0BoOK TeJIeKca.
Oco0EHHOCTH TEKCTA TEJIEKCA.

dakcorpamma. OcobGeHHOCTH nepenayu
(haKCUMUITBHBIX COOOIIEeHUH. OcobenHoctu
o(opMIIEHHS TOKYMEHTOB, NEPEIaBAEMBbIX I10 (akKcy.
Tenedonorpamma. OcobenHoctu nepenadyu
uH(pOpMaLIUH. OcHoBHbIE PEKBU3UTHI
TesneOHOrpamMmM. TpeGoBanus K TEeKCTaM

teneponorpamMm. OcobeHHOCTH OodopMmiIeHUs U
MOINMCaHUs TeNle(hOHOTPaMM

Tema 10. OcoOeHHOCTH 3JIEKTPOHHOM
MOYTHI

(TTK-19, TIK-25)

OCOOCHHOCTH  JIOKYMEHTOB, IEpeaBaeMbIX  II0
ANIEKTPOHHOM  mouTe.  AJpec  TOJIb30BaTEIS.
CrpykTypa ajapeca.

CTpyKTypa DJIEKTPOHHOTO  COOOIIEHUs:  aJpec,
3aroJIOBOK, TEKCT. TpeboBaHUS K  KaXKIOMY
UH(OPMALTMOHHOMY AJIIEMEHTY  DJIEKTPOHHOTO
COOOILIEHUS.

[IpobGnema JIOCTOBEPHOCTHU COOOIICHUH,
nepe1aBaeMbIX o AJIEKTPOHHOU noyre.
DNeKTpOHHO-IIU(PPOBAs TOIIUCH U €€ OCOOCHHOCTH.
3aKoHOJATENbHOE peryJivpoBaHue TIPUIAHHS
IOPUMYECKON CHJIBI JIOKYMEHTaM, IIepeJaBacMbIM
110 AJICKTPOHHOU TI0YTE

Tema 11. MexnyHaponHbie
CTaHAapTHI Ha JICJIOBYIO
KoppecnoraeHmo. OdopmiieHue
JIETIOBBIX ITHUCEM TI0 MEXTyHAPOIHBIM
CTaHJapTam

(ITK-19, [1K-25)

MexayHapoaHble CTaHAapThl Ha JIOKYMEHTAIIHIO.
MexayHapoaHass opraHusanus MO CTaHAApTU3ALUU
(UCO). Cepus crannaproB UCO «/lokymenTanus u
uHpopMaIus.

[IpaBwia odopMIICHHS  JIENOBBIX  IHCEM  TIO
crangapram MCO. Ilona nokymenrta. bianku nucem.
PexkBu3utel MexayHapoaHbix —mmceMm. llonsTtue
«TEeKCTOBOHM obOmactu» B mucbMe. [lons TekcTOBOIA
obJyacTy B JIe0BBIX TUChMax 1o crangaptam MCO.
OdopmneHnne [OeIOBBIX MHCEM B aHTIJIOS3BIYHBIX
cTpaHax. OCHOBHbIE PEKBU3UTHI NuUceM. biokoBbIi
METOJI PACIOJOXKEHUS PEKBU3UTOB. (OcoOeHHOCTH
odopmiienus nat B BenukoOpuranuu u CIIA.
Odopmnenne [enoBBIX THUCEM MO (PAHIY3CKUM
CTaHIapTaM.

OcoOenHnoctu oQopMIIeHHs JAENOBBIX MHCEM Ha
HEMEIIKOM SI3bIKE
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5. Y4eOHo-MeTOAMYeCKOEe U HH(POPMALIMOHHOE o0ecTiedeHre Y4eOHOH TUCIMIINHBI

5.1. Ocnosnaa rumepamypa:

1. Kymaup, O.H. [IucbmeHHbIe [eTOBbIE KOMMYHHMKanuu: y4e0. mocobue /
O.H. Kymaup, M. B. Tonuka; Komu pecrmybmukanckas akaa. TOC. CIYKObI U yIpaBICHHS. —
CrixteiBKap: N3a-80 KPAI'CuY, 2013. - 120 c.

2. SlukoBas, B.®D. JlenoBas mnepemnucka: yued.-mpakr. mnocobue / B.D. Snkosas;
BHUUJAL. — M., 2007.

5.2. /lononnumenvnuan aumepamypa.

1. Kymmnuepyk, C.II. [Jloxymentnas nuursuctuka / C.II. Kymmepyk. — 7-¢ wu3nx.,
crepeotull. — M. : U3narenbctBo «@aunTtay, 2016. — 258 ¢. — Pexxum moctyna: 1mo mojamnucke. —
URL: http://biblioclub.ru/index.php?page=book&id=83382.

2. Tpopumosa, O.B. OcnoBbl nenoBoro muchma / O.B. Tpopumona, E.B. Kymuuk ;
MunucrepcTBo o0pazoBanus U Hayku Poccuiickoit @enepannu, TIOMEHCKHIA TOCY1apCTBEHHBIN
yHUBEpCUTET. — 4-¢ u3., crep. — M. : U3natenscTBo «®iunTtay, 2016. — 305 c. : Tabn. — Pexxum
nocryna: o noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=57968.

5.3. Dnekmponno-oubIUOMEuUnan cucmema:

1. DnexTpoHHO-OMOMMOTEYHAasT cucTeMa «YHUBEPCUTETCKas OuOIMOTeKa OHJAH»
(www.biblioclub.ru).

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

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

1. CopaBouHno-npaBoBas cucreMa «l'apanT».

2. CnpaBouno-npaBoBas cucrema «Koncynprant [Tmocy.

3. DNeKTpOoHHO-OMONMOTeYHast CcHCcTeMa «YHHBEPCHUTETCKas OWOIMOTeKa OHJIAMH»
(www.biblioclub.ru).

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

5. HanuonanbHast snekTponHast ouodaunoreka (https://H36.pd).

5.5. Pecypcol ungpopmayuonno-ookymenmauyuonnou cemu «Mnumepuemy

1. Cair BCCpOCCHﬁCKOFO HAYYHO-UCCJICAOBATCIIbCKOI'O HHCTUTYTAa JOKYMCHTOBCACHUS U
apxuBHOTO jena http://www.vniidad.ru/

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

3. Poccuiickas Hay4Has DJIEKTPOHHAs 6ubnuorexa «KubepreHnnka»
(https://cyberleninka.ru).

11


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

6. CpencrBa obecrieyeHHsi 0CBOCHHS Y4eOHOI TMCIUTIMHBI

B ydebGHOM mporecce mpu peanu3alu y4eOHOH AMCHUIUTUHBI «/lenoBas mepemnucka
UCIIOJIb3YIOTCS CIEYIOINE PECYPCHI:

Hngpopmayuonnvie
mexnono02uu

Ilepeuens npozpammmnozo obecnevenus u UHGHOPMayUOHHBIX
CHPABOUHBIX cUCMeEM

OducHbrif makeT 1151 pabOTHI C
JIOKYMEHTaMHU

Microsoft Office Professional
LibreOffice

HudopmalinoHHO-CIIpaBOYHbIE
CUCTEMBbI

CnpaBouno-nipaBoBas cucteMa "Koncynprant [lmroc"

CnpaBouHo-nipaBoBas cucrema "["apant”

DIIEKTPOHHO-OUOINOTEUHBIE
CUCTEMBI

OBbC «YHuBepcuteTckas OMOIMOTEKa OHIIANHY

Hay4nas snekrponnas Oudiaunoreka (Www.e-library.ru)

Hanmonanwsnas snexrponnas oubauoreka (https://H36.pd)

QHGKTpOHHaﬂ modra

DeKTpoHHAs 1mouTa B JomeHe Krags.ru

CpeactBa Juisi opraHu3aluu

Cepsuchl BeO- 1 BUICOKOH(DEPEHIICBS3H, B TOM YUCIIE

BeOuHapoB, TenemoctoB U | BigBlueButton

KOH(epeHIUH

CornpoBOXIeHHE OCBOCHMS TUCHUIIMHBI 00YYarOIIMMCSl BO3MOXKHO C HCIIOJIb30BAHHEM
AMIEKTPOHHOU HH(pOpMaAIMOHHO-00pa3oBarenbHOl cpeasl ['OY BO KPAI'CuY, B Tom uucie
oOpa3zoBatenbHOro noptana Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuajibHO-TeXHU4YeCKOe o0ecrieyeHre 0CBOeHHS Y4eOHOM TN CUMIIJIMHBI

IIpu mnpoBeneHuM ydeOHBIX 3aHATUH 10 aucuuiuiuHe «/lemoBas mepemnucka»
3aJlelicCTBOBaHa MaTepUalbHO-TEXHUYECKass 0a3a, B COCTaB KOTOPOM BXOZSAT ClEAyrolue
CPEeACTBA U PECYPChI AJIsl OpraHU3aluU CaMOCTOSATEIbHOM M COBMECTHOM pabOThl 00ydaroInXCs
C IIPENOaBaTeIeM:

— CIENHMAIBHBIE TOMEHICHUS JUIS pealn3alyy JaHHOW JUCLHILIMHBI IPEICTABIIAIOT
co0oil yueOHbIE ayqUTOPUU JUIsl TPOBENEHUS 3aHATUI JIEKUMOHHOIO THMA, 3aHATUN
CEMHUHApPCKOI0 THUIIA, KypCOBOTO MPOEKTUPOBAHUS (BBIMOIHEHUSI KYPCOBBIX padoT), TPYNIOBBIX
W HWHJIABUAYAIbHBIX KOHCYJIbTAllMH, TEKYHIErO0 KOHTPOJIS M INPOMEXKYTOYHOW aTTecTaluu, a
TaKXKe TOMEIEHUs] M CaMOCTOSTENbHOM pabOThl M TMOMEIIEHHs M XpaHeHUs W
npopUIAKTHYECKOTO O00CTyKUBaHUsT ydyeOHoro oOopynoBaHus. CrenuaibHble HNOMEIIEHUS
YKOMIUIEKTOBAHbI CIEIUATU3UPOBAHHON MeOeIbl0 W TEXHUYECKMMHU CpeICTBAaMM OOYy4YeHHS,
CIIy’KaIllUMU JJIS Ipe/ICTaBIeHUs yueOHON nH(pOopMauy 00JIbIION ay TUTOPHH.

Hns

JIEMOHCTPAIIMOHHOTO OOOpYZOBaHUSI U  Yy4eOHO-HATJSIHBIX IMOCOOHIA,

IOPOBEJNCHUS  3aHATUH  JIGKIMOHHOTO  TUINA  MpeulararoTcsi  Habopbl

o0ecrieunBaroIne
TEMATHUYCCKHUC I/IJ'IJ'IIOCTpaHI/II/I;

— IIOMCUICHUC IOJId CaMOCTOSITEIILHON pa60TBI O6y11aIOIJ_II/IXC}I OCHAIICHO KOMHLIOTepHOﬁ
TEXHUKOW C BO3MOXKHOCTBHIO TOAKIIOYEHHUSI K ceTh «MHTepHeT» W olecreyeHueM JOCTyrma B
SJICKTPOHHYTO I/IH(I)OpMaL[I/IOHHO-06pa3OB&TCJ’IBHYIO cpeay OpraHn3anunu,

— KOMIIBFOTCPHBLIC KJIACChI, OCHAIICHHBIC COBPECMCHHLIMU IICPCOHAJIBHBIMHU KOMIIBIOTECpAMU,
1{0)i cucrem  Microsoft  Windows,

06’BGJII/IHGHHI)IMI/I B JIOKAJIBHYIO C€Th U UMCIOIIIMMU BBIXO B I/IHTepHeT;

pa6 OTaroImKrMHn YIpaBJICHUEM ONCpalMOHHBIX
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— Ouwbnmuorexka  AkamemMuu, KHWKHBIA  (OHJ  KOTOPOM  COACPKUT  HAYYHO-
HCCJICIOBATEILCKYIO JTUTEPATYPy, HAYUHBIC KYPHAIBI U TPY/Abl HAYYHBIX KOH(PEPEHIINH, a TAaKKe
YUTATLHBIN 347,

— cepBepHOE 000pyA0BaHUE, BKIIOYAIOIIEE, B TOM YHUCIIE, HECKOJIBKO cepBepoB cepuu IBM
System X, a Takxe BUpTyaJbHBIE cepBepa, padoTaroliue IMOJ YIPaBICHHEM ONEpallMOHHBIX
cucreM Calculate Linux, Bkmouennoit B Peectp Poccuiickoro I10, u Microsoft Windows Server
U CIYXaIlUMHU A7l pa3MEeUIeHUs Pa3IMuHbIX CEPBUCOB U CIYK0, B TOM 4YHUCIe AJsl 0OecrneueHus
pabotel CYBJI MySQL u MS SQL Server;

— CeTeBOe KOMMYTAIIMOHHOE 000pyJoBaHME, O0ecreurBaollee padoTy JIOKaIbHON CETH,
npeJocTaBlieHHe 10cTyna K cetu Internet ¢ obmieil ckopocThio moakimodenuss 10 Mout/cek, a
Takke paboty 6ecripoBogHOrO cerMenTta cet Wi-Fi B moMmenieHusx AKaieMuu;

— UHTEPaKTUBHBIC HHPOPMAIMOHHBIE KHOCKH «H(DO»;

— IpOTpaMMHBIC U ariapaTHbIEe CPECTBA JIJIS MPOBEACHUS BHICOKOH(EPEHIICBS3H.

Kpome Ttoro, B oOpa3oBaTenbHOM Mpoliecce OOYYArOIMIMMHCS IIUPOKO HCHOIB3YIOTCS
CJIETYIOIINE AIIEKTPOHHBIE PECYPCHI:

— cuctema Internet (ckopocTh moaKIrOYeHUS — S MOUT/CEK);

— cait www.krags.ru;

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

KoHkpeTHbple TIOMENIEHUS I OpraHW3alui OO0y4YeHHWsS IO IJUCIHUIUIMHE «JlermoBas
nepenuckay mpencraBicHsl B CnpaBKe O  MaTepHATbHO-TEXHHUYECKOM  O0ECIeUYCHUU
o0pa3oBaTenbHOIl IporpaMMbl 10 HampaslieHHto moAroToBku 46.03.02 JlokymeHTOBeneHUE U
apxuBoBeZieHHe, CHOPMUPOBAHHON B COOTBETCTBUU C pACHHCAHUEM YYEOHBIX 3aHITUH U
IPOMEXKYTOUHOM arTecTanuu U nacnopramu kabuneros 'OY BO KPAT'CuV.

13



