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

- @enepanbHOTO  TOCYJAPCTBEHHOTO  00pa3oBaTENbHOTO  CTaHAApTa  BBICILIETO
oOpa3oBanusi 1o HampasieHuto noaroroBku 38.03.03. VYmpasneHue nepcoHanoMm (YpOBEHb
OakanmaBpuata), yTBEpKACHHOTO MpukazoM MunoOpaayku Poccun ot «14» nexabps 2015 rona
Ne 1461;

- Ilpukaza MwunHoOpHayku Poccum «O0 yrBepxkaenun Ilopsaka opraHuzanuu |
OCYIIECTBIICHUSI 00pa30BaTeNIbHOM AESITENLHOCTH MO 00pa30oBaTelIbHBIM MPOTrpaMMaM BBICIIETO
oOpa3oBaHusi — IMporpaMMaM OakajlaBpuara, IporpaMmaM CHEIUaIUTeTa, MporpaMMam
mMaructparypsi» ot 05.04.2017 Ne 301;

- yuebHoro miana ['OY BO «Komu pecmyOnmkaHCKash akaJeMus TOCYIapCTBEHHOMN
CIy>OBI U ynpasieHus» 1o HanpaieHuto 38.03.03. Ynpasnenue nepconanom (ypoBeHb Oaka-
JaBpuaTa) HaIpaBJIEHHOCTH (PO MIIL) «YTIpaBIeHUE IEPCOHATIOM OPTaHU3ALIUI.

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

1.1. I{enw uzyuenus yueonoii oucyuniunsl

Lesbr0 OCBOCHUST TUCIMIUTHHEI «JleroBast epenucka» sSBIsIeTCsl MOATOTOBKA OAKAIA8P08
K Oynymed npodecCHOHAILHOW JEATEIIbHOCTH Ha OCHOBE OOYYCHHS TCOPUM M TIPAKTHKE
MOITOTOBKH JICTIOBBIX ITMCEM U BEJICHUS JCTIOBOI TIEPEITUCKH.

1.2. 3a0auu yueoHot Oucyuniunsl

3a;[aanI/I OCBOCHUA NUCHUIIIINHBI ((HCHOBaﬂ NCPCIIMCKa» ABJIAOTCA:

— M3Y4UTh HOPMATHBHO-METOJIUYECKYIO 0a3y, Kiaccupukaimio U (YHKIUU JIEI0BOM
KOPPECHOH/ICHIINU BCEX BUJIOB,

— W3YYUTb COCTAB PEKBU3UTOB U COJECPIKAHKE JICTIOBBIX MHCEM,;

— paccMOTpeTh 0COOEHHOCTH O(OPMIIEHHS U OTIPABKU MHCEM B 3JIEKTPOHHOM (opmare (Io
ANIEKTPOHHOM I10YTE);

— c(hopMHUpOBATh MPAKTHUECKHE HABBIKU MPOCKTUPOBAHUS U COCTABJICHUS Pa3HBIX BUJOB
JIEJIOBBIX TUCEM B COOTBETCTBUU C YIPABICHUYECKOW CUTYaIIHEH;

— W3YYUTh MEKAYHAPOAHbIE CTaHAAPThI Ha JEJIOBYIO KOPPECIOHICHIIHIO.

1.3. Buowi komnemenuyuii, popmupyemoie 8 pe3ynvmame 0C60CHUA OUCUUNTUHbBL

W3yuenne nucuuiuiuHbel «J/lenmoBas mepenucka» HampaBieHO Ha (OpMHUpPOBaHME
CJIEYIOIINX KOMIIETCHLIUN:

1) obmenpodeccuoHaIbHbBIC:

— OIIK-4 — BnaseHue HaBbIKaMu paOOThI ¢ BHEUITHUMHU Opranu3auusaMu (MuHHCTEpCTBOM
Tpyna u coruanpHou 3ammTel PD, [lencuonnsm donaom Poccuiickoit denepanuu, Oonmpom
couuanbHoro crpaxosanusi Poccuiickoit @enepaunu, ®oHmom 006s3aTeIBHOIO MEIUIIMHCKOTO
crpaxoBanus Poccuiickoir ®Pepepaumu, I'ocymapcTBeHHONW UHHCIeEKnuen Tpyna Poccuiickoin
®deneparun, KaJpoOBbIMU areHTCTBAMHU, CIIY>KOaMH 3aHATOCTH HACEJIEHU);

— OIIK-9 — crmocoOHOCTh OCYIIECTBIIATH JeNI0BOE OOIIeHue (MyOIMyHbIe BBICTYIIIICHHS,
[IEPETOBOPHI, IPOBEACHUE COBEIIAHUH, 1€TI0Basl IEPENUCKA, dJIEKTPOHHbIE KOMMYHHKAIIH).

1.6. Mecmo oucuyunaunsl ¢ cmpykmype o0pazo6amenbHoll nPpoZPamMmol:
Hucuunnuna «/lenoBas mepenucka»  SBISIETCS  (PakyibmamueHou
OTHOCHUTCSI K 8apuamusrol yacmu nporpamMmmbl biioka 1 «/[ucuumiuaer (MOIyTN)».

OUCYUNTUHOLI,

2. TpeOoBaHus K pe3yJIbTATAM OCBOCHHS Y4eOHOH TUCHHUILINHBI

B pesynbrare usydeHus TUCHUILIMHBI «JleroBas mepenucka» OO0y4YarolIuecs JOJDKHBI
OBJIQJICTH CJICAYIOIUMH 3HAHUSMHU, YMEHUSIMH W HaBbIKAMH, COOTHECEHHBIMU C TIJIAHUPYEMBIMU
pe3ysibTaTaMH OCBOEHHs 00pa30BaTeIbHONU MPOrPaMMBI:

dopmupyemMble ILi1annpyeMsble pe3y/ibTaThl OCBOCHUSA
KOMIIeTeHI[UM (KOs, Y4€eOHOM M CIUILINHbI
COoIepKaHue 3HaTh Ymern Baaners
KOMIETEHIINN)

Obwenpogheccuonanvhovle KOmnemenyuu

OIIK-4 — Bragenue
HaBBIKAMH pabOTHI C
BHEIITHUMU
OpraHu3aIsIMI
(MunucrepcTBoM
TpyJAa M COIMAJIbHOU

CYIIHOCTb,
MPUHIIUITBI
JIeITEeIILHOCTH U
CTPYKTYPY BHELIHHUX
OpraHu3alui,
CBSI3aHHBIX C

MIPUMEHATH HA
MPAKTUKE 3HAHMS O
NEeSATETbHOCTH TaKUX
BHEIIIHHUX
OpraHu3alMi KaK
MuHUCTEPCTBO

HaBBIKAMU pabOTHI C
BHEIITHUMU
OpTraHU3aLUAMH 110
MOBOAY 00€CTIeUeHUs
3P PEKTUBHBIX
KaJPOBBIX MPOIIECCOB
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3amuTel PO, o0ecrieueHneM TpyJa U COLIMAIBLHOM | B OpraHu3aluu,
IlercnoHHBIM NESITEIbHOCTHU 110 3amuThel PO, 3alIUTe U
dbonaom Poccuiickoil | ympaBlIeHHIO [TencuonubIit GOHI | COONIIOACHUIO
Oenepaunn, PoHAOM | IEPCOHAIOM Poccuiickoit COLIMAJIBHO-TPYAOBBIX
COIIMATLHOTO ®enepanun, Donn npaB pabOTHUKOB MPH
CTpaxOBaHUS COLIMAJILHOTO IIOMOIIY BSACHHS
Poccuiickoi CTpaxoBaHUs JIETTIOBOM TMEPENUCKU
®enepaunn, DoHmom Poccuiickoit
00s13aTeILHOTO ®enepanun, Donn
MEIHUIIUHCKOTO 00513aTENIHLHOTO
CTpaxoBaHUs MEIUITMHCKOTO
Poccniickoit CTPaxXOBaHMS
®denepanuu, Poccuiickoi
I'ocynmapcTBeHHOM ®enepanuu,
MHCIIEKIUEN Tpyaa l'ocynapcrBennas
Poccuiickoit WMHCIEKLHS TPyJa
®denepanuu, Poccuiickoi
KaJIpOBBIMU ®enepanuu,
areHTCTBaMH, KaJIpOBBIC
ciry>x0aMu 3aHATOCTH areHTCTBa, CIYKOBI
HACEJICHUS ) 3aHATOCTH

HacCeJICHUS TIpU

BEJACHHUH C HUMHU

JIETI0BOY MTEPENUCKHU
OIIK-9 — METO/Ibl U CPEJICTBA NPUMEHSATh METOAbl | HABBIKAMM BEACHUS
CIIOCOOHOCTH BEACHHS JICTIOBOTO U CpPEJICTBA BEACHUS | JIEJIOBOTO OOIICHHUS;
OCYHICCTBJIATDH OOIIIEHN; JIEJIOBOTO OOIIEHH; HaBBIKaAMU BEACHUSA
JIeJI0BOE O0IIEeHHE METOJBI BEICHUS HCITIOJIb30BAaTh JIETTIOBOM MEPETUCKH;
(myOm4HbIE JIETIOBOM NEPENUCKH; | METOJBI BEICHUS TEXHOJIOTHSIMH U
BBICTYTUJICHNUA, TEXHOJIOTUHU U JIETIOBOM MEPENUCKH; | CHCTEMaMHU
IIEPETOBOPEL, CUCTEMBI IIPUMEHSATD JJIEKTPOHHBIX
TIPOBEACHHC AIIEKTPOHHBIX TEXHOJOTHH U KOMMYHMKAIUH.
COBCINAHNM, ICTIOBAA | goMMyHUKALIHHA. CUCTEMBI
epeicka, 3JIEKTPOHHBIX
ANEKTPOHHBIE KOMMYHHKALUHA.
KOMMYHUKAIUN).

3. O0bém yueOHOH TUCHHIIINHBI

3aouHas popma 00ydyeHUs

Buabl yuedHoii padoThI

Pacnpenesienue yueOHoOro

BpeMeHH
Konmaxkmmnan paboma 12,25
AynutopHble 3aHATHS (BCETO): 12
Jexyuu 6
Ipaxmuueckue 3anamus 6
Jlabopamopnvie 3anamus
[TpomexxyTouHast aTTecTarus 0,25

Koucynomayus nepeo sxzamernom
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Dxzamen

3auem 0,25

Pyxosoodcmeo kypcosoii pabomoii

Camocmosamenshnas paboma 59,75
Camocmosmenvras paboma 6 meyeHue cemecmpa 95,75
Hanucanue xypcosoii pabomot
Iloocomoska Kk npomexcymoyHo ammecmayuu 4
Bun Texyiuei arrecranuu KOHmMpONbHAs paboma
Oowas mpyooémkocms OUCUUNTUHDBL:
yacwl 72
3ayémmvie eOUHUYbL 2

N3yuenne pucuuiumHel «JlemoBas Iepenucka» HE IPEAyCMaTpuBaeT IOATOTOBKY
KypCOBOM paboTBhl.

4. Copep:kanue TeM y4eOHOM JMCUMILINHBI

HaumenoBanue Tembl yueOHOIM
Conep:xkanue TeMbl

JCIUIINHBI

Tema 1. HopmatuBHo-meroauueckas | HopmaruBHo-meroauueckas 6aza JIOY kak ocHoBa

6a3a es10BOM MepenucKu HOPMAaTHUBHOM 0a3bl AEJI0BOI MEPENUCKH.

(OIIK-4, OIIK-9) CoctaB HOPMATHBHO-METOJUYECKON 0a3bl JEIOBON
KOPPECHOHICHIIUU. 3aKOHOJATeNbHbIe akThl PO B
chepe umHbOpMaAIUM W JOKYMEHTAlMH. YKa3bl M
pacniopskenust Ilpesunenra P®, mnocraHoBieHUs
[IpaButensctBa P® mo Bompocam uHbopmanuu u
nokyMmeHtauuu. ['CIOY. Tunossle HHCTPYKIIMH IO
JIEIIONIPOU3BOICTBY.
I"ocyrapcTBEHHBIE CTaHJAPTHI HA JOKYMEHTAIUIO

Tema 2. @yHKIUU AETOBBIX MHUCEM CootHomieHne QyHKINI JOKyMEHTOB U UX BUJA.

(OIIK-4, OIIK-9) HNudopmannonHas GyHKIMS CIY)KEOHBIX MUCEM Kak

OCHOBHas q)yHKHI/ISI AOKYMCHTOB JAHHOT'O BHUJA.
OpFaHI/BaHI/IOHHaﬂ u HpUuIndeCKas (I)YHKI_[I/II/I
JCJIOBBIX ITUCEM

Tema 3. KJ'IaCCI/I(I)I/IKaLII/IH JACITOBBIX OcHoBHBIC IMPUHIUIIBI KHaCCI/I(l)I/IKaLII/II/I JACJIOBBIX

MHCEeM MTHCEM.

(OIIK-4, OIIK-9) Buael n1enoBbIX mHCEM 110 MECTY COCTaBJIEHUS,
CTagusIM MOJATOTOBKH, croco0y (buxcanumn
uHpOpMaLUH.

CquHBIe 1 HCCPOYHEBIC ICIJIOBBIC ITMCHMaA.

Buner nenoBoit KOppECHOHIEHIIMM TIO TJIACHOCTH,
CTETICHU CIIOKHOCTH U IOPUIMYECKON CHUIIE.

Buer nuceM mo cpokam XpaHEHU.
WNudopmaniioHHble U TUPEKTUBHBIE MHCHMA.
PernaMeHnTupoBaHHblE W HEpErIaMEHTUPOBAHHBIC
nucbMa. OcobeHHOCTH ODOPMIICHUSI U COCTABIICHHS
PEriIaMCHTUPOBAHHBIX IMTUCEM.

Buasl mucem mo  (QyHKIMOHAIEHOMY TpPU3HAKY:
LUPKYJSIPHBIE IHMCbMa, 3alpOChl, TapaHTUHHBIC
MUChbMa, OQEepTHl, pPeKIIaMallid, COMPOBOIUTEILHBIC
nucpMa, MUCbMa-IIOATBCPIKACHUA, nMcbmMa-
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U3BEIICHUs,  MHChbMa-HAIIOMUHAHWS,  IPOCHOBI,
UH(POPMAIMOHHbIE [IACbMA, [pUIIAlICHUs,
peKiilaMHble MuChbMa. YacTHbIE IMMCbMa H  HX
0COOEHHOCTH.

OTBeTHBIE ¥ MHAIMATHBHBIE IMHCbMa. OCOOEHHOCTH
Oq)OpMJIeHI/ISI HNHUIIMATUBHBIX IIMCEM, COCTaB
PEKBU3UTOB HHHMIMATHBHBIX muceM. Odopmienue
oTBeTHbIX mnuceM. Ccbulka Ha HOMEpP U JaTy
BXOJISIIETrO JJOKYyMEHTA B OTBETHBIX IMHChMax

Tema 4. OcobGeHHOCTH OGhOPMICHHS
JIEJIOBBIX MTUCEM

(OTIK-4, OTTK-9)

JlenoBpie mHcbMa Kak pPa3HOBHUJIHOCTH CIIPABOYHO-
WH(OPMAIIMOHHBIX JOKYMEHTOB.

Ocobennoctu opopmiuenus aenoBeix nuceM. ['OCT
P 6.30 — 2003. CocTaB peKBU3UTOB JCIOBBIX ITHCEM.
bnanku mnucem, TpeGoBaHus K OJIaHKaM J1€JIOBBIX
MTHACEM.

3aroioBKM  JICJIOBBIX ~IHUCEM, OCOOEHHOCTH UX
dbopMyupoBaHUs, 3aBUCUMOCTh 3arojioBKa OT BHA
MchMa

Tema 5. SI3bIK ¥ CTWIb OPUIUAIBHBIX
nceM
(OIIK-4, OIIK-9)

Crpykrypa nenoBoro mnucbma. OJHOACIEKTHBIE U
MHOI'0ACIeKTHbIE MUCbMa. PyOpukaius B J1€10BBIX
[UChbMaXx.

TpadaperHsie TEKCTHI JIEJIOBBIX IIUCEM.
Ocobennoctu pa3paboTku u MOCTPOEHUS
TpadapeTHbIX TEKCTOB JI€I0BON KOPPECTIOH ICHIIUH.
CrangapTHble BBIpQXEHHS] B TEKCTaX JEJIOBBIX
IUCEM. 3aBUCHUMOCTh CTAHJAPTHBIX BBIPAXKEHHH OT
BUJIA MHCHbMA.

AOOpeBHaTyppl B  TEKCTaX JENOBBIX  IHCEM.
Hanucanue COKpAIIEHHBIX HAaUMEHOBAHUS
OpraHu3anui.

Hamncanne HanMEHOBAaHMM JTOKYMEHTOB B TEKCTax
IIUCEM.

[Mudposast uHGpoOpMaIHs B TEKCTaX JEJIOBBIX ITUCEM.
Hanucanue nat. Ludposoit u cinosecHo-11uppoBoit
cnoco6bl Hanrcanus aaT. CoKpalieHus Mpy J1aTax.
O06o03HaueHNe BPEMEHHBIX TEPHOIOB.

Harmmucanne HomepoB TeneoHoB.

OOpameruss B NuUCbMax. BCTynuTenbHbIE |
3aKIIIOUUTENbHBIE (DOPMYJIBI BEXIMBOCTU. «Bb» 1
«Bamy» B mucemax. OcoOEHHOCTH HCIOJIb30BaHUS
MPOIMUCHON OYKBBI.

Cunrakcuc  genoBbix — muceM.  OcoOeHHOCTH
MCIOJIb30BAaHUS MPOCTHIX U CIOXHBIX MPEIOKEHHM
B TEKCTaX NMHCEM

Tema 6. InpopmalronHble nucbMa
(OIIK-4, OIIK-9)

OcobenHoctu odopmiieHus MUCEM
uHpopMannoHHOTO XapakTepa. dopmar Oymaru,
OCOOCHHOCTH  a03aIHOTO  YJICHEHHUs, CTPYKTypa
TEKCTa, COCTaB PEKBU3HUTOB, CTPYKTypa TEKCTa.
bianku. YnpasneHdeckre BONMPOCHI, pelIaeMble MpH
MOMOIIH IMHCceM UHPOPMAITMOHHOTO XapaKTepa.

ConpoBOIUTEIIHHOE IMHACHBMO. Oco0enHOCTH
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COCTaBJICHUS] COMPOBOAUTENbHBIX NTHUceM. CUTyalINH,
TpeOyIOIMEe  COCTaBICHUS  COMPOBOJUTEIHHBIX
nuceM. CTpykTypa CONPOBOAMUTEIBHBIX ITHCEM.
Kitouessie passbl.

[TuceMmo-noaTBEpKICHNE KaK OTBET Ha
COMPOBOJUTENbHOE mMHCbMO. CTpyKTypa THCEM-
noareepkaeHuit.  KiroueBble  Qpazpl  mHceMm-
MOATBEPKICHHM.

[TuceMmo-mipocb0a.  YmpaBiieHYeCKWe  CHUTYyallHH,
TpeOyroIIre coCTaBlieHUs muceM-pochkd. CTpykTypa
nucbMa-mpockObl. KimroueBwie dpasbl. OOpamienus B
MUChMaX-MPOCh0ax.

[TuceMo-u3BeIICHNKE. OcoGenHoctu uceM-
u3BenieHuit. Cutyanuu, TpeOyrolue COCTaBIICHUS
nuceM-u3BenieHnii. CTpykTypa U KJIro4eBble (Qpasbl
MMUCEM-U3BELICHUM.

HNudopmannonHoe IIUCBMO. Ocobennoctu
MH(}OPMaLMOHHBIX IIACEM. Otnnune
MH(OPMALIMOHHBIX MHCEM OT MUCEM-U3BEUICHUH U
PEKJIaMHBIX IIUCEM. Lenp COCTaBJICHUS
MH(}OPMALILOHHOTO [MChMa. Anpecar
MH(POPMALIUOHHOTO UChMa. CrpykTypHbIE

0c00eHHOCTH HH()OPMAITHOHHBIX MTUCEM.

PexknamHoe mucemo. Onmcanue TOBapoB U yCIyT B
pekiaMHbIX nucbMax. OcoOeHHOCTH OQOpMIICHHUS
aZpecHbIX JAaHHBIX OpraHM3allud M ajapecara B
pEeKIaMHBIX MHCbMax. TEeKCT PeKIIaMHOTO MUChMA.
[Tucbma-nanomunanus.  Cutyanuu, TpeOyromue
COCTaBJIeHUs] TNuceM-HanoMuHaHui. CTpykTypa u
odopmIIeHHEe THUCEeM-HalOMUHAHUH.

["apanTuitasle nuceMa. OcoOeHHOCTH OQOpPMIIEHHUS
rapaHTHUiiHeIx ~ nuceM.  HammeHoBanue  Buza
JIOKyMEHTa B TapaHTUHHBIX mnucbMax. CTpykTypa
TEeKCTa rapaHTuifHoro mnuceMa. OcoOeHHOCTH
MOJANUCAHUSl TapaHTUHHBIX mnuceM. HOpuanueckuii
cTaTyc rapaHTHiHBIX mnHceM. KitoueBble ¢pasbl
TrapaHTUITHOTO MHUChbMa

Tema 7. Kommepueckue nucbma
(OIIK-4, OIIK-9)

OcoOeHHOCTH KOMMEPUYECKOW KOPPECIIOH ICHIIHH.
Odopmrnenue u IOPUINYECKUN cTaTyc
KoMMepueckux nuceM. Kommepueckue nucbma Kak
JIOTOBOpPHAS IOKyMEHTAIIHSI.

Kommepuecknii  3ampoc. lLlens  koMMepueckoro
zampoca.  CTpykTypa  TEKCTa  KOMMEpPYECKHX
3arpocoB. OcoOeHHOCTH M3JI0KEHUs] HH(pOpMAIUU B
KOMMepYecknx  3ampocax. KioueBble — (hpassl
KOMMepueckux 3anpocoB. OTBeT Ha KOMMEpUECKUN
3anpoc.  [lpuumHBl  OTKa3za  WIM  33EPKKH
BhIMOJIHEHUST 3ampoca. OdopmieHne OTBETOB Ha
KOMMEpPYECKHE 3arpOCH.

[Tucemo-nipennoxkenue  (odepra). OcobeHHOCTH
odbopmiienust odept. Llenb cocTaBiaeHUss U OTIPABKU
odpeptel. TBepmoe u CcBOOOMHOE WPEIJIOKEHHE.
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CtpykTypa  TEKCTa  NHCHbMAa-TIPS/UIOKCHUS |
0coOeHHOCTH M3IoKeHus: uHpopmauuu. Kirouebie
(dbpa3bl opepThI.

OtBer Ha mpemnoxenue (odepty). Llens BBHICHUIKH
nuceM-oTBeToB. CTpyKTypa OTBeTa Ha oOdepTy.
OTKIIOHEHHE TIPENJIOKEHUST O COTPYIHHUYECTBE.
Kirouessie dpassr HOJIOKUTETBHBIX u
OTPHIIATEIIbHBIX OTBETOB Ha 0QepTy.

Pexnamanus wmm nperensus. Cutyanuu, B KOTOPBIX

HE00X0AUMO PEIbsIBUTh peKIaMaIfIo.
HNudopmanmonnas  CTpyKTypa ©  KOMIIO3HMIUS
IIPETEH3UH (pexnamanum). Odopmiienne

pekiiaMaluii,  OPUIWYECKUM  CTaTyC  IUCEM-
nperer3uii.  KorodeBble  (pasbl  peKIamarimid.
Bo03MOKHBIN pe3yNbTaT NpeabsIBICHUS PEKJIAMALIUH.
OTtBer Ha pekiamManuio. BapuaHThl OTBETOB Ha
pexnamauuto.  CTpyKTypa OTBETHONO  MHChMA.
KittoueBbie (hpa3bl OTBETHBIX MHCEM

Tema 8. DTHKETHBIE TUCHEMA
(OIIK-4, OIIK-9)

OcoOeHHOCTH STUKETHBIX muceM. OTHOCHUTEIHHO
CBOOOHAS CTPYKTYpa ATUKETHBIX nuceM. CHUXKEHHE
O(pUIIMATIBHOCTH TOHA H3JIOKEHUA HH(OpMAalUU B
TUKETHBIX MHCbMaX.

[Tucbma-no3apaBiaeHus.

[TnceMa-npurnameHus. Nudopmanmonnas
CTPYKTYypa W KOMIIO3UIUSI THUCEM-TIPUTIIAIIECHUN.
TpadapeTHblii TEKCT B MUChMaX-TIPUTTAIICHHSIX.
Hpyrue  BuABl JTHUKETHBIX IUCEM: NHUCbMa-
co00JIe3HOBAaHUA, NHUChbMa-01arolapHOCTH, OTBETHI
Ha NPUTJIAIEHUs U T.J.

Tema 9. [Ipyrue Buabl 1€7I0BbIX MHCEM
(OIIK-4, OIIK-9)

Tenerpamma Kak 0COOBIN BUJT JIEJTOBOM
KoppecnoHieHIMU.  OcoOeHHOCTH  oopMIIeHUs
tenerpaMM. Kareropum u  BUABI  TEIETpaMM.
PexBu3utel TenerpaMM. OCOOEHHOCTH  TEKCTOB
tenerpaMM. CokpallleHuss B TEKCTax TeJIerpaMM.
OcobeHHOCTH MOANUCAHUS TeJIerPaMMBbI.

Tenexc. OcobeHHOCTH TIEpeauu TejaekcoB. OTanyumne
TeJeKCoB OT TenerpamMM. OOs3aTenbHbIE PEKBU3UTHI

TEIEKCOB.  ABTOOTBET. 3aroJoBOK  TeEJIEKca.
OcoOeHHOCTH TEeKCTa TeNeKca.

dakcorpaMmma. OcoOenHoctu rnepeaadn
(aKCUMHIIBHBIX COOOIIeHUH. OcobenHoctu
oopMIIeHHS JOKYMEHTOB, MTEpeaBaeMbIX 10 (aKcy.
Tenedonorpamma. OcobenHoctu nepenayu
uHpOpMaINH. OcHOBHEBIE PEKBH3HUTHI
TeneoHOrpamMmMm. TpeGoBanus K TeKCcTaM

tene@onorpamMmm. OcoOeHHOCTH OhOpMIIEHUS H
MOJNKMCAaHUs TeJaepOoHOrpaMM

Tema 10. OcoOGeHHOCTH SJEKTPOHHOM
II0OYTHI

(OTIK-4, OTIK-9)

Oco0eHHOCTH ~ JOKYMEHTOB, TIEpeAaBaeMbIX  I10
AJIEKTPOHHOM  mouTe.  AJpec  MOJIb30BaTEIs.
Crpykrypa aapeca.

CTpykTypa SJEKTPOHHOTO COOOLICHMA:  ajapec,
3arojloBOK, TeKCT. TpeOoBaHUS K  KaXJIOMY
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nH(pOpMaITMOHHOMY AIEMEHTY 3JIEKTPOHHOTO
COOOIIIEHUS.

[Tpobnema JIOCTOBEPHOCTH COOOIIECHMI,
nepeaBaeMbIxX o DIIEKTPOHHOU IoYTe.
DneKTpOHHO-IIM(POBAs MOJAMUCh U €€ 0COOEHHOCTH.
3aKOHOIaTEIBHOE peryJIupoBaHHe TpHUIaHUs
IOpUJIMYECKON CHJIBI JIOKYMEHTaM, TIepeIaBacMbIM
T10 AJIEKTPOHHOM MTOYTE

Tema 11. MexayHapoiHbie MexyHapoaHble CTaHJIApPThl Ha JOKYMEHTAIUIO.
CTaHJapThl HA JICJIOBYIO MexayHapoaHasi opraHu3anusi Mo CTaHAapTU3AILUU
KoppecnonaeHnu. OdopmiieHue (UCO). Cepus cranmaproB UCO «/loxkymeHTanust u
JIEJIOBBIX TTUCEM 10 MEXKTYHAPOIHBIM | HH(pOpMAIIHSI.

CTaHaapTam [IpaBuna odopmieHHs  JEIOBBIX IHCEM IO
(OIIK-4, OIIK-9) cranaapram MCO. [lons nokymenta. bianku nucem.

PexkBu3uThl MeXAYHApOAHBIX mHceM. [loHsTHe
«TEKCTOBOW obOyactu» B mucbMe. [lons TeKCTOBOM
obnactu B JienoBbIX uckMax 1o crangapram MCO.
OdopMicHHE [ENOBBIX IHCEM B AHTIIOSI3BIYHBIX
ctpaHax. OCHOBHbIE PEKBU3UTHI MuceM. bIoKOBBIN
METOJI PACHOJIOKEHHUSI PEKBU3UTOB. OCOOEHHOCTH
odopmienus nat B Benuko6puranuu u CHIA.
OdopMiecHHe JEIIOBBIX THCEM IO (PpaHITy3CKUM
CTaHJapTaM.

Ocobennoctu 0GOpMIICHUST JIEJIOBBIX THUCEM Ha
HEMEITKOM SI3bIKE

5. YuedHo-meToanyeckoe U HH(POPMALMOHHOE o0ecniedeHne Y4eOHOH TUCHHIIINHBI

5.1. Ocnosnaa numepamypa:

1. Kymuup, O.H.IlucbMeHHble [JeloBbleé KOMMYHHUKanuu: y4ye0. mocobue /
O.H. Kymaup, M. B. Toauka; Komu pecrnybmukaHckasi akaj. roc. CIyXObl U yNpaBIICHUS. —
CoixteiBkap: M3a-so KPAI'CuY, 2013. - 120 c.

2. SlukoBas, B.®D. JlenoBas mepernucka: yu4eb.-mpakt. mocobue / B.D. SHKoBas;
BHUNJAL. — M., 2007.

5.2. /lononnumenvuas numepamypa:

1. Kymnepyk, C.II. Jloxymentnas nunrsucruka / C.II. Kymnepyk. — 7-e wu3g.,
crepeotun. — M. : U3natensctBo «@imHTan, 2016. — 258 ¢. — Pexxum noctyna: 1o noanucke. —
URL: http://biblioclub.ru/index.php?page=book&id=83382.

2. Tpodpumona, O.B. OcnoBsl nenooro nucema / O.B. Tpopumona, E.B. Kymuuk ;
MunucrepctBo oOpa3oBanus u Hayku Poccuiickoit denepaiuu, TIOMEHCKHM TOCYIapCTBEHHBII
YHUBEpCUTET. — 4-e u3[., crep. — M. : U3znarensctBo «®nunTay, 2016. — 305 c. : Tabn. — Pexum
noctyna: mo noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=57968.

5.3. Dnekmponno-oubauomeunan cucmema:

1. DnexkTpoHHO-OMONMMOTEYHAs cHcTeMa «YHUBEpPCUTETCKass OMONIMOTEeKa OHJIAWH»
(www.biblioclub.ru).

2. HanmonanbHast anektponHas oudmuoreka (https:/H36.pb).


http://biblioclub.ru/index.php?page=book&id=83382
http://biblioclub.ru/index.php?page=book&id=57968
about:blank

5.4. Ilpogpeccuonanvuvie 6azvt 0aHHBIX, UHPOPMAUUOHHO-CHPABOUHDBIE U NOUCKOBDIE
cucmembol:

1. CnpaBouHno-npaBoBas cucteMa «l'apanT».

2. CmpaBouHo-nipaBoBas cucrema «Koncynprant [lnrocy.

3. DIEKTPOHHO-OMOMMOTEUHAsT CHCTeMa «YHHUBEPCHUTETCKas OMOJIMOTEeKa OHJIAH»
(www.biblioclub.ru).

4. Hayunas siekTponHast oubanoreka (www.e-library.ru).

5. HaumonanpHast snekrponHas 6udanoreka (https://H36.pd).

5.5. Pecypcol ungpopmayuonno-ookymenmauuonnou cemu «Mnmepuemy

1. Caiit Beepoccuiickoro HayuyHO-HCCIE10BAaTENBCKOTO HHCTUTYTA IOKYMEHTOBEICHUS U
apxXuBHOTO jeia http://www.vniidad.ru/

2. EnuHoe OKHO jocTymna K 00pa3oBarelbHBIM pecypcaM. KaTanmor y4eOHBIX MPOIYKTOB
(http://window.edu.ru/window).

3. Poccuiickas HayyHas

(https://cyberleninka.ru).

AJIEKTPOHHAS Ooubamoreka «Kubepnennnka»

6. CpencrBa obecrnieueHnsi 0CBOCHHS Y4eOHOM THCHUTLIMHBI

B yuebGHOM mporiecce mpu peannzanuy y4eOHOW NUCHMIUIMHBI «JleloBasi mepenuckar
HCIIONIB3YIOTCS CIIEYIOIINE PECYPCHI:

Hngopmayuonnvie Ilepeuenv npozpammmnozo obecnevenus u UHGHOPMAYUOHHBIX
mexHon02uu CNPABOUHBIX CUCHIEM
Oduchbiit maket s | Microsoft Office Professional
paboTHI C LibreOffice
JOKYMEHTaMHU
WNudopmannonHo- CrnpaBouHo-nipaBoBas cucreMa "Koncynbrant [Tnroc"
crpaBo4Hble cucTeMbl | CripaBouHO-TipaBoBasi cucreMa "['apant”
ONEeKTPOHHO- OBC «YHuBepcurteTckas OMOIMOTEKa OHIAWH
OuOIMOTEYHBIC Hayunas snektponHas 6ubanorexa (Www.e-library.ru)
CHUCTCMBI Hanmonanwsnas anexkrponnas 6ubnuoreka (https://H30.pd)

DJIEKTPOHHAS 10YTa

DyeKTpoHHAs 1mouTa B jomMeHe Krags.ru

CpenctBa s
OpTaHu3aIH
BEOMHAPOB,
TEJIEMOCTOB U
KOH(epeHIMH

CepBI/ICLI BeO- U BI/I,Z[eOKOH(bCpCHLICBHf&I/I, B TOM 4HUCJIC
BigBlueButton,

COHpOBO)KJIeHHe OCBOCHUS OTHUCHUIIINHBI O6y‘—IaIOHII/IMC$[ BO3MOXHO C HCIIOJIB30BaHHUEM

ANIEKTPOHHOU WH(pOpMaImoHHo-00pa3oBaTenbHO cpenapl 'OY BO KPAI'CuY, B ToM umcie
obpasoBatenpHOro moptaia Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepnaibHO-TeXHH4YeCKOe o0ecrieyeHrne 0CBOCHH S y4eOHOM TN CUMIIIMHBI

[Ipu mnpoBeneHMM Y4eOHBIX

3aHATHM 10 JUCUMIUIMHE «/lemoBas mepemnuckar

3aJIcHCTBOBAaHA MaTepHATLHO-TEXHHUYECKass 0a3a, B COCTaB KOTOPOH BXOJAT CIICIYIOIINE
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https://нэб.рф/
http://www.vniidad.ru/
http://window.edu.ru/window
http://www.e-library.ru/
https://moodle.krags.ru/

CPEICTBA U PECYPChI JJIsl OPraHU3alUU CAMOCTOSATEIILHOM M COBMECTHOM pabOThl 00ydaronInxcs
C MpenoaBaTeIeM:

— CIeUUAIbHBIE TMOMEUICHUS I pealu3alydd JAHHOW TUCHMIUIMHBI TPEICTABISIOT
coOoif ydeOHblE ayIUTOPUM JJs IPOBEACHUS 3aHATUH JIEKIMOHHOIO THUIA, 3aHATUH
CEeMHMHAPCKOT0 THIA, KYpPCOBOTO MPOESKTHPOBAHUS (BBIMOJIHEHUSI KYPCOBBIX paboT), TPYIIOBBIX
U MHIUMBUAYAJIBHBIX KOHCYJbTAllUH, TEKYIIErOo KOHTPOJS M IPOMEXYTOYHOW aTTecTalud, a
TaKXKe TIOMEIIEHHUS JJI CaMOCTOATENbHOM pabOThl M TIOMEINEHHUS Il XpaHEHHs W
IpopMIAKTUYECKOTO 00CIyKuBaHUsl ydyeOHoro oOopynoBaHusa. CrenuanbHble NOMEIIEHUS
YKOMIUIEKTOBAHBI CIICIUATU3UPOBAHHON MEOEIbI0 W TEXHUYECKHMMHU CPEICTBAMH OOYy4YCHHS,
CJIy’KaIllUMU JIJIs1 Ipe/ICTaBlIeHUs yueOHOM nH(opMay 60IbII0NH ayAUTOPUH.

JUia  mpoBeneHuss — 3aHATUH  JIGKUOHHOTO  THUMA  IIpeajaramTcs  Habopsl
JIEMOHCTPAllMOHHOTO O0OpYAOBaHUS M y4yeOHO-HAIVIAJHBIX IOCOOMH, oOOecreynBarolye
TEMaTUYECKHE UIUTIOCTPALUY;

— TOMEILEHUE JUIsI CaMOCTOSITEIbHOM paboThl 0OYYarOIIMXCSl OCHALEHO KOMIIBbIOTEPHOM
TEXHUKOH C BO3MOXXHOCTBIO TOJKIIOUEHHUS K cetn «MHTepHeT» M olecrneyeHneM JOCTyra B
3JIEKTPOHHYIO HH(OPMALMOHHO-00pa30BaTEIbHYIO Cpely OpraHu3altu;

— KOMITBIOTEPHBIE KJIACCHI, OCHAIIICHHBIE COBPEMEHHBIMH ITEPCOHAILHBIMU KOMITBIOTEPAMH,
paboTaromMMHu  1OJ,  YIpaBJIGHWEM  ONEpalmuoHHbIX  cucteM  Microsoft ~ Windows,
00BbETMHEHHBIMHU B JIOKATBHYIO CETh M UMEIOIIUMH BbIX0/ B IHTEpHET;

— Oubmmoreka  AKaneMHH, KHIDKHBIH  (OHI  KOTOPOH  COJOEpXKHT  HAYYHO-

HCCJIEIOBATENBCKYIO JTUTEPATyPy, HAyYHBIC KYPHAIBI U TPYAbl HAYYHBIX KOH(EPEHIINI, a TaKKe
YUTAIBLHBIN 3471,

— cepBepHOE 000pyI0BaHHUE, BKIIIOYAOIIEe, B TOM YHCIIE, HECKOJIBKO cepBepoB cepun IBM
System X, a Takke BUPTyaJlbHbIE cepBepa, paboTaroliue IO YIpaBICHHUEM OMepallMOHHBIX
cucreM Calculate Linux, Bkmtouenno# B Peectp Poccuiickoro 10, u Microsoft Windows Server
U CITY’)KalllUMU JUTS. pa3MEIICHUsT Pa3InYHbIX CEPBUCOB U CIYXKO, B TOM YHCIE sl 0O0ecreueHus
pabotel CYBJl MySQL u MS SQL Server;

— CETeBOE KOMMYTAIIMOHHOE 000pya0oBaHHe, oOecleunBaroiiee padoTy JOKaIbHOM CETH,
IpelocTaBlIieHue JocTyna K cetu Internet ¢ obmielt ckopocThio noakiaouenus 10 Mout/cek, a
Takxe padoTy GecripoBogHOro cermenrta cetu Wi-Fi B momenieHusax AxkaiemMun;

— UHTEepaKTUBHbIE MHPOpMAIIMOHHBIE KHOCKU «HOY;

— IMpoTpaMMHBIE U anmapaTHbIe CPEACTBA AT MPOBEACHHS BHICOKOH(PEPEHIICBI3H.

Kpome TOro, B oOpa3zoBaTeabHOM IMpolecce OO0YYAIOUUMHCS LIMPOKO HCIOJIb3YIOTCS
CJICIYIOIIHE DIIEKTPOHHBIE PECYPCHI:

— cuctema Internet (ckopocTh moakiIOUeHuss — 5 MOuUT/cex);
— caiftr www.krags.ru;
— ©OecnpoBojHas cetb Wi-Fi (B OTKpBITOM JIOCTYIIE).

KoHkperHple TOMEIIEeHUs UIsi OpraHMW3aluu OOYYeHHUs IO AucCIUIuInHe «JlemoBast
nepenucka» mpeacraBieHsl B ChnpaBke O MaTepHaIbHO-TEXHUYECKOM  OOecreueHHH
oOpa3zoBaTenbHONM TMporpaMMbl 1O HampaBieHuto moarotoBku 38.03.03. VYmpanenue
HEepCOHANIOM, COOPMHUPOBAHHOW B COOTBETCTBMM C pACIUCAHHEM Y4YEOHBIX 3aHATUH U
MIPOMEKYTOUHOM aTTecTanuu u nacnopramu kabuaeroB 'OY BO KPAT'CuV.
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