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Pabouas mporpamma AMCLUIUIMHEL «/lenoBasi mepenucka» cocTaBieHa B COOTBETCTBUU
C TpeOOBAHUSIMH:

- @enepanbHOTO  TOCYJApCTBEHHOTO  00pa3oBaTENbHOTO  CTaHIApTa  BBICIIETO
oOpa3oBanusi 1o HampasieHuto noaroroBku 38.03.03. VYmpasienue nepcoHanoMm (ypoBEHb
OakanmaBpuata), yTBEpKACHHOTO mpukazoM MunoOpHayku Poccun ot «14» nexabps 2015 rona
Ne 1461;

- Ilpukaza MwunHoOpHayku Poccum «O0 yrBepxkaenun Ilopsaka opraHuzanuu |
OCYILECTBIJICHHUs] 00pa30BaTEIbHOM AEATENIBHOCTU MO 00pa30BaTEIbHBIM MPOrpaMMaM BBICILIETO
oOpa3oBaHusi — MporpamMmaMm OakajaBpuaTa, IporpamMmaM CIEHUAJIUTeTa, IporpamMmamM
mMaructparypsi» ot 05.04.2017 Ne 301;

- yuebHoro miana ['OY BO «Komu pecmyOnmkaHCKash akaJeMus TOCYIapCTBEHHOMN
citykObl 1 ynpasiieHus» 1o HanpasieHuto 38.03.03. Ynpasienue nepcoHanoM (ypoBeHb Oaka-
JaBpuaTa) HaIpaBJIEHHOCTH (MPOQHIIL) «YTIpaBICHUE IEPCOHATIOM OpPTaHU3AIII.

© Komu pecriybnukaHcKasi akaieMust
TOCYJaPCTBEHHOM CITYKOBI
u ynpasienus, 2021
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1. Leaun u 3a1a4n y4eOHOI AUCHUTIMHBI

1.1. I{enw uzyuenus yueonoii oucyuniunol

Lenbr0 OCBOCHUST TUCIMIUTHHEI «JleroBas epenucka» sSBIsICTCs MOATOTOBKA OAKAIA8PO8
K Oynymed npodecCHOHAILHOW JEATEIIbHOCTH Ha OCHOBE OOYYCHHS TCOPUHM M TIPAKTHKE
TIOJITOTOBKH JICTIOBBIX ITUCEM U BEICHUSI JETIOBOM TIEPETIMCKHU.

1.2. 3a0auu yueonoii oucyunaunut

3amauaMu OCBOCHUS JIUCIUIUIMHBI «J[eIToBast mepernucKkay siBIIsIoTCS:

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

— W3YYUTH COCTAB PEKBU3UTOB H COJICPIKAHKE JICTIOBBIX TIHCEM,

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

— c(OpMHPOBATH NMPAKTHYCCKHE HABBIKK MPOCKTUPOBAHUS M COCTABIICHHS PA3HBIX BUIOB
JICJIOBBIX TTUCEM B COOTBETCTBUU C YIIPABICHYCCKON CUTYAIHECH;

— M3YYUTh MSKIYHAPOIHBIC CTaHIaPThI Ha JACTIOBYIO KOPPECIIOH/ICHITHIO.

1.3. Buowsl komnemenuuii, hopmupyemuole 6 pe3ynvmane 0C60eHUA OUCUUNTIUHDL

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

1) obmenpodeccnonaabHbIE:

— OIIK-4 — BnaseHue HaBbIKaMU pabOTHI C BHEHTHUMH Opranu3anusimMu (MUHHCTEPCTBOM
Tpyna u coruanbHoil 3amutel PO, [lencuonnsiM gougom Poccuiickoit deneparnu, Gonaom
couuanpHoro crpaxosanusi Poccuiickoit @enepaunu, ®oHmoM 006s3aTeIBHOIO MEIUIIMHCKOTO
crpaxoBanus Poccuiickor @enepanmu, ['ocymapcTBeHHOM WHcHeKnuen Tpyna Poccuiickoin
®denepalyu, KaJpoBbIMU areHTCTBAMH, CIy>KOaMH 3aHATOCTH HACEJICHUS);

— OIIK-9 — crmocoOHOCTh OCYIIECTBIIATH JENI0BOE OOIIeHue (IMyOIMyHbIe BBICTYIIIICHHS,
HIePEroBOpHI, MPOBEICHUE COBELIAHNUH, 1eI0Bast MEPENNCKa, JIEKTPOHHbIE KOMMYHUKAIIH).

1.6. Mecmo oucyunaunsl 6 cmpykmype o0pazoeamenvHoi RPOZPaAMMbL:
Hucuunnuna «/lenoBasg mepenmcka» — SBISIETCS  PakyabmamueHou
OTHOCUTCS K 8apuamueroti yacmu mporpammbl broka 1 «/{uciunnunel (MOaynn)y.

OUCYUNTUHOL,

2. TpeGoBanusi K pe3yJibTaTaM OCBOCHHUSI Y1eOHOM JMCIUILIHHBI

B pesynbrare m3yueHus IUCHMIUIMHBI «JlemoBasi mepemmcka» oOydarouiuecs TOJKHBI
OBJIQJIETH CIICAYIOIIUMH 3HAHUSMHU, YMEHUSIMH U HaBbIKAMH, COOTHECEHHBIMU C TIIIAHUPYEMBIMU
pe3ylIbTaTaMi OCBOCHHS 00pa30BaTeIbHON MPOTPAMMBI:

dopmupyemMble ILinannpyeMsble pe3y/ibTaThl OCBOCHUSA
KOMIIeTeHI[UM (KOs, Y4eOHOM M CIUILINHbI
COoIepKaHue 3Hath Ymern Baaaers
KOMIETEHIINN)

Qobwenpogheccuonanvnvle Komnemenyuu

OIIK-4 — Bmagenune
HaBBIKAMU pabOTHI C
BHEIITHUMHU
OpraHu3alsIMH

CYIIHOCTb,
IIPUHLIMIIBI
JESATEIBHOCTH U
CTPYKTYPY BHEIIHUX

IPUMCHATH Ha
MPAaKTUKC 3HAHUA O
JACATCIIBHOCTH TaKUX
BHCIIHHUX

HaBbIKaMU pabOTHI €
BHEIITHUMHU
OpraHu3alUsIMHU 10
MOBOJTy 0OecTeueHus
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(MunHHuCTEpPCTBOM OopraHu3aIui, OpraHU3aIHi KakK 3¢ PEeKTUBHBIX
TPpy/la ¥ COLIMAIIBHOM | CBSI3AHHBIX C MuHuctepcTBo KaJIPOBBIX MPOILIECCOB
3amuThl PO, obecrieyeHneM TpyJla ¥ COLIMAIBHOW | B OPraHU3aluu,
IlercnoHHBIM JNESITEIbHOCTHU 110 3anuThel PO, 3alIUTe U
dbonaom Poccuiickoil | ympaBlIeHHIO [Tencuonubiit GOHA | COONIIOACHUIO
Oenepannn, PoHAOM | IEPCOHAIOM Poccuiickoit COLMAIbHO-TPYIOBBIX
COLIMAIBHOTO Oenepaunn, Ponpg paB pabOTHUKOB U
CTpaxOBaHUS COILIMAJIBHOTO MTOMOIIH BEICHUS
Poccuiickoi CTpaxoBaHUs JIETTIOBOM MEePEIUCKU
®enepaunn, DoHmom Poccuiickoit
00s13aTeILHOTO ®enepanun, Donn
MEAUIIMHCKOTO 00s13aTeNTLHOTO
CTpPaxOBaHMS MEIUIUHCKOTO
Poccniickoit CTPaxOBaHMS
®enepanuu, Poccuiickoi
I'ocynapcTBeHHOM ®enepauuu,
WHCIIEKIIUEN Tpyaa l'ocynapcrBennas
Poccuiickoit WHCIEKLHS TPyJa
®denepanuu, Poccuiickoit
KaJIpOBBIMU depnepannu,
areHTCTBaMH, KaJIpOBBIC
ciry>x0aMu 3aHATOCTH areHTCTBAa, CIYKOBI
HAaCEJICHUS ) 3aHATOCTH

HaceJIeHus Ipu

BEJICHUU C HUMHU

JIEJI0BOY MTEPENUCKHU
OIIK-9 - METO/bl M CPEJICTBA | IPUMEHATh METO/bl | HABBIKAMU BEJICHHS
CIOCOOHOCTh BEJICHUS JIETIOBOTO Y CpEJICTBA BEACHUS | JIEJIOBOTO OOIICHHS;
OCYHICCTBJIATH OOIIIEHN; JIEJIOBOTO OOIIEHH; HaBLIKaAMHU BEACHUA
JIeTI0BOE OOLIEHNE METOAbI BEACHUA HCIIOJIb30BAaTh JIEIIOBOU IIEPEIUCKH,
(my6myHBIE JIETIOBOM NEPENUCKH; | METOJBI BEICHUS TEXHOJIOTHUSIMHU U
BBICTYTUJICHNUA, TEXHOJIOTUHU U JIETIOBOM MEPENUCKH; | CHCTEMaMHU
IIEPETOBOPEL, CHUCTEMBI IIPUMEHSATD JJIEKTPOHHBIX
TIpOBE/CHHC AIIEKTPOHHBIX TE€XHOJOTHH U KOMMYHHKAIUH.
COBCINAHMHM, ICTIOBAA | gomMyHUKALIHH. CUCTEMBI
epeicka, 3JIEKTPOHHBIX
AIIEKTPOHHBIE KOMMYHHUKAITUH.
KOMMYHUKAIUN).

3. O0bém yueOHOH TUCHHMILINHBI

Ounas popma o0yueHust

Buabl yueOHoii padoThI

Pacnpenesienne yueOHoro

BpeMeHH
Konmaxmmuasn paboma 36,25
AyIUTOpHBIE 3aHATHUS (BCETO): 36
Jlexyuu 18
Ilpakmuueckue 3anamus 18
Jlabopamopnuvle 3anamus
[TpomexyTouHas arTecTanus 0,25

Koncynemayus nepeo sxzamenom
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Ox3zamen
3auem 0,25
Pyxosoodcmeo kypcosoii pabomoii

Camocmosamenshnas paboma 31,75
Camocmosmenvras paboma 6 meyeHue cemecmpa 27,75
Hanucanue xypcosoii pabomot
Ilooecomoska Kk npomexcymoyHol ammecmayuu 4
Bun Texyiuei arrecranuu KOHMPOIbHAs paboma
Oowas mpyooémkocms OUCUUNTUHDBL:
yacwl 72
3ayémuvie eOUHUYbL 2

3aounas opma oOyuenust

Brub yaednoii pa6ors: Pacnpenesienue yueOHOro
BpeMeHH
Koumaxkmmnan paboma 12,25
AynuropHble 3aHATHS (BCETO): 0
Jlexyuu 6
IIpaxmuueckue 3anamus 6
Jlabopamopnvie 3anamus
[TpomexyTouHas arTecTanus 0,25
Kouncynomayus nepeo sxsamernom
Ox3amen
3auem 0,25
Pyxosodcmeo kypcosoii pabomoii
Camocmoamenvnas paboma 59,75
Camocmosamenvras paboma 8 meyeHue cemecmpa 55,75
Hanucanue xypcosoii pabomot
Iloozomoska k npomedxxcymounou ammecmayuu 4
Bup Texyiei arrecranuu KOHMPOIbHAs paboma
Oowan mpyooémkocmop OUCYUNIAUHDBL:
yacwl 72
3auémHule eOUHUYbL 2

N3ydyenne pucuuniuHbl «JlenoBas mnepenucka» HE MPelyCMaTpUBAET IOATOTOBKY
KYpCOBOi1 pabOTHI.

4. Conep:kaHue TeM Y4eOHOH AMCUUNIMHBI

HaunmenoBanue Tembl yaeOHOM
Conep:xaHnue TeMbl

JVCLIUTUTMHBI
Tema 1. HopmatuBHo-meroauueckas | HopmatuBHo-meroauueckas 6aza JIOY kak ocHoBa
0a3a 1enoBoi MepenucKu HOPMAaTHUBHOM 0a3bl AETIOBOI MEPENUCKU.

(OITK-4, OIIK-9) CoctaB HOPMATHBHO-METOJUYECKON 0a3bl EIOBON

KOPPECHOHICHIIUU. 3aKOHOJATeNbHbIe akThl PO B
chepe wmHbOpMAIIUKM W JOKYMEHTAlMH. YKa3bl H
pacniopsbkenust  Ilpesunenta P®, nocraHoBieHUs
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[IpaButensctBa P® mo Bompocam wuHpopManuu u
nokymenTtanuu. ['CAOY. Tunosble HHCTPYKLIHMU IO
JIeJIONIPOU3BO/ICTBY.

["ocyapcTBEHHbIE CTaHJAPThI HA JOKYMEHTAIUIO

Tema 2. @yHKIUMHU JETOBBIX MUCEM
(OIIK-4, OIIK-9)

CooTHomeHne PyHKIMN TOKYMEHTOB U UX BUA.
WNudopmanronnas GyHKIHS CIY)KEOHBIX MHUCEM Kak
OCHOBHasl (PyHKIUS TOKYMEHTOB JIaHHOTO BHJIA.
Opranu3anvoHHass ¥ OpUAWYecKas  (YHKIHU
JICTIOBBIX ITHCEM

Tema 3. Krnaccudukaiusi Ie10BBIX
rceM
(OIIK-4, OIIK-9)

OCHOBHBIC TPUHIUIBI KIACCH(PUKAIUU JIETOBBIX
ITHCEM.

Buapl n1emoBbIX IHCEM IO MECTY COCTaBJIEHUS,
CTagusIM MOATOTOBKH, croco0y (uxcanuun
MH(pOpMaLIUH.

CpouHbI€ U HECPOYHBIE JICJIOBBIC MUChMA.

Buael nenoBoil KOPpPECHOHJECHIIMU 10 TJIACHOCTH,
CTEIECHU CII0KHOCTH U IOPUINYECKOU CHIIE.

Buael muceM 1o cpokam XpaHEHHUS.
NHpopManimoHHbie 1 TUPEKTUBHBIC ITHChMA.
PernameHTHpOBaHHBIE M  HEPErIAMEHTUPOBAHHBIC
nucbma. OcobeHHOCTH O(DOPMIICHUSI M COCTABIICHHS
pEerIaMEHTUPOBAHHBIX MMHCEM.

Buner mucem mno (yHKIMOHANBHOMY IPHU3HAKY:
UUPKYJIAPHBIE TIMCbMA, 3alpoChl, TapaHTUIHbBIC
nucbMa, oepThl, peKiIaMalliu, CONPOBOJIUTEIIBLHBIC

IIAChbMa, MACHbMAa-TIOATBEPKICHMS, MCbMa-
U3BEIICHUS,  NUChbMa-HAIOMUHAHMS,  MPOCHOHI,
MH(pOpMaLlMOHHbIE IIAChbMa, MIPUTJIALIEHUS,

peKiaMHble mHchbMa. YacTHble THChbMAa U UX
OCOOEHHOCTH.

OTBeTHBIE U MHUIMATUBHEIE IHCbMa. OCOOEHHOCTH
O(l)OpMJ'IeHI/ISI HNHUIINATUBHBIX IIMCEM, COCTaB
PEKBU3UTOB WHUIMATHBHBIX muceM. OdopmieHue
orBeTHbIX mnuceM. CchUlka Ha HOMEp U Jary
BXOJISAIIETO TOKYMEHTA B OTBETHBIX MUCbMaX

Tema 4. OcobGenHoctH odopMiIeHus
JCIOBBIX ITMCEM

(OTTK-4, OTIK-9)

JlenoBble THCHbMa KaK pPa3HOBUIHOCTH CIPABOYHO-
MH(OPMALIMOHHBIX TOKYMEHTOB.

Ocobennoctu odopmienust nenosbix nucem. ['OCT
P 6.30 — 2003. CocTaB peKBU3UTOB JEIOBBIX IMHCEM.
bnanku mucem, TpeOoBaHHS K OJIaHKaM JEJIOBBIX
MTHCEM.

3arojoBKM  JICIOBBIX THCEM, OCOOCHHOCTH HX
bopMyIHpOBaHUs, 3aBUCUMOCTh 3arojioBKa OT BHJA
UChMa

Tema 5. SI3bIK ¥ CTUIIB OPUIIHATIBHBIX
IIUCEM
(OIIK-4, OIIK-9)

Crpykrypa npenoBoro mucbMa. OmHOACTIEKTHBIE U
MHOTOACTIeKTHbIE MHChbMA. PyOpHKaius B JEIOBBIX
InucbMax.

TpadapetHsbie TEKCThI JIEIOBBIX TTUCEM.
OcobenHoctu pa3paboTku u MOCTPOCHUS
TpadapeTHBIX TEKCTOB JIEIOBON KOPPECTIOHACHIINH.
CraHiapTHbIE BBIDOKEHHS B TEKCTaX JIEJOBBIX
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MHUCEM. 3aBUCHUMOCTh CTaHIAPTHBIX BBIPAKEHUH OT
BH/JIa MTUCHMA.

AOOpeBuaTyppl B  TEKCTaX JENOBBIX  ITHCEM.
Hanucanue COKpAaIIeHHBIX HaWMEHOBAaHUS
OpraHu3aIuu.

Hanucanne HauMeHOBaHMN JOKYMEHTOB B TEKCTaX
MUCEM.

[udposas naopmMarus B TeKCTaxX JETOBBIX MUCEM.
Harmucanne mar. IudpoBoii u cioBecHO-1U(PpOBOI
criocoObl Hantucanus nat. CokpaiieHus Ipu JaTax.
O603HaueHue BpPeMEHHBIX MTEPUOOB.

Hanucanue HoMepoB TeneoHOB.

OOpamenust B NOucbMax. BceTynurenbHble U
3aKJIFOYUTENbHBIE (DOPMYIIBI BEXKIHBOCTH. «BbI» U
«Bam» B mucbmax. OCOOEHHOCTH HCIIOJIb30BAHUSA
IPOIMUCHON OYKBBI.

Cunrakcuc  nenoBbix — nuceM.  OcoOeHHOCTH
WCIIOJIb30BAHUS MPOCTHIX U CIOXKHBIX MPEAJIOKCHUN
B TEKCTaX MUCEM

Tema 6. IadopMaIMOHHBIC THCHMa
(OITK-4, OIIK-9)

OcobenHoctu oopmienus ceM
uHpopMalMoHHOro Xapakrtepa. ®opmar Oymaru,
OCOOCHHOCTH  a03alHOrO WIEHEHUs, CTPYKTypa
TEKCTa, COCTaB PEKBU3UTOB, CTPYKTypa TEKCTa.
biaHku. YnpasiieHueckre BOIPOCHI, PEIIaeMble IIPU
MOMOILY MHCEM MH()OPMAIIMOHHOTO XapaKTepa.
ComnpoBoauTENHEHOE IIHCHMO. Ocobennoctu
COCTAaBJIEHUS CONPOBOAUTENBHBIX NuceM. CUTyanuy,
TpeOyloIMe  COCTaBJICHUS  CONPOBOJUTENIBHBIX
nuceM. CTpykTypa CONpPOBOAMTEIBHBIX ITHCEM.
KitoueBsie ¢pasbl.

ITuceMo-noaTBEpAKACHUE KaK OTBET Ha
conpoBoauTenbHOe mNHCcbMO. CTpyKTypa MHCEM-
noarBepxaeHuil.  KiroueBble  Qpaszpl  muceM-
MTOATBEPKICHUN.

[Tucemo-npockba.  YmpaBieHUECKHe  CUTYallHH,
TpeOyrole cocTaBieHus nuceM-npock0. CTpykTypa
nucbMa-npochObl. Kitouesble ¢paspl. OOpaieHus B
MUCbMax-TIPOChOAX.

[TuceMo-u3BelIeHNE. OcobenHoctu nuceM-
u3BenieHnid. Cutyanuu, TpeOyrolue COCTaBICHUs
nucemM-u3BenieHni. CTpykTypa U KiIro4eBble (Qpasbl
MUCEM-U3BEIICHUN.

HNupopmanronHoe ITACBMO. OcoOenHoctu
UH(POPMAIIMOHHBIX IIUCEM. Otnnune
MH(OPMALIMOHHBIX MHCEM OT MUCEM-U3BEUICHUH U
pEKIaMHBIX IIUCEM. Lens COCTaBJICHUS
MH(OPMaLIMOHHOTO MIACHMA. Anpecar
MH(POPMAIIMOHHOTO MHAChMa. CrpykTypHBIE

0COOEHHOCTH MH(POPMAIIIOHHBIX TTHCEM.

PexknamHoe nucbmo. OnucaHue TOBapoB U yCIyT B
pexiaMHBIX mHchbMax. OcoOeHHOCTH odopMIICHUS
apeCHBIX NAHHBIX OpPraHu3alMu MW anpecara B
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PEKIIaMHBIX MHCbMaX. TE€KCT pEKJIaMHOIO NMHChMa.
[Mucbma-nanomunanusi. Curyaruu, TpeOyronme
COCTaBJIeHUsl nHUceM-HanomMuHaHui. CTpykTypa u
o opMIICHHE TUCEM-HATIOMUHAHUH.

I"apantuitaple mucbma. OcoOeHHOCTH OhOpPMIICHHS
FapaHTUMHBIX  ITHCEM. HanmenoBanue  Buza
JOKYMEHTa B TrapaHTUHHbIX nucbMax. CTpykTypa
TeKcTa rapaHtuiiHoro mucbMma.  OcoOEHHOCTH
MOJINMCAHUS TapaHTUHHBIX nHceM. FOpuanueckui
CTaTyc rapaHTHHBIX mHceM. KiroueBbie ¢pasbl
rapaHTUIHOTO MHChbMa

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

Oco0eHHOCTH KOMMEpPUECKOH KOPPECHOHICHITHH.
Odopmnenue u IOpUANYECKUN cTaTyc
KoMMepueckux nuceMm. Kommepueckue mucbma Kak
JIOTOBOPHAS JIOKYMEHTAIIHS.

Kommepueckuii  3ampoc. lLlens koMMepueckoro
zampoca.  CTpykTypa  TeKCTa  KOMMEpPYECKHX
3anpocoB. OCOOEHHOCTH U3IOKEHHs] UH(OpMaLUU B
KOMMepYecknx  3ampocax. KiodeBble — (passl
KOMMEpUYECKUX 3ampocoB. OTBET Ha KOMMEpPUYECKUN
sampoc.  [lpuumHBl  OTKa3a  WIM  3alEpXKKU
BbIMOJHEHHs 3ampoca. OdopmiieHne OTBETOB Ha
KOMMEPYECKHE 3aIPOCHI.

[Tucemo-npennoxxkenue  (odepra). OcobeHHocTH
odopmiienust odept. Llenb cocTaBieHuss U OTIPaBKU
opeptel. TBepmoe u CcBOOOAHOE TMPEATIOKEHHE.
CtpykTypa  TEeKCTa  NHChMA-TIPEIJIOKECHUS U
0c00EHHOCTH M3N0KeHus: uHpopmanuu. Kitouesbie
¢bpassl 0pepThI.

OtBer Ha mpemioxkenue (odepry). Llenb BbICBUTKH
nuceM-otBeToB. CTpyKTypa oOTBeTa Ha OQepTy.
OTK/IOHEHHE TPEAJIOKEHUS O COTPYAHHMUYECTBE.
Kunrouesbie ¢dpa3zbl MOJIOKUTENBHBIX u
OTPHIIATENIbHBIX OTBETOB Ha 0QepTy.

Pexnamanus win nperensus. Cutyauuu, B KOTOPBIX

H€O6XOI[I/IMO MNpEaABABUTDH PEKIIaMalrio.
NudopmanoHHass  CTpyKTypa H  KOMIIO3HMLUS
MIPETEH3UU (pexnamanum). Odopmnenue

peknamManui,  IOpPUAWYECKHMH  CTaTyc  IHCEM-
npereHsuii.  KimodeBble  ¢pa3pl  pexiamariuii.
Bo3MOXHBIN pe3ynbTaT NPEebABICHUS peKIaMaliy.
OtBer Ha pekiamanuio. BapuaHTel OTBETOB Ha
peknamanuio.  CTpyKTypa  OTBETHOIO  IIMChbMA.
KiroueBsie (hpa3bl OTBETHBIX MHCEM

Tema 8. DTUKETHBIE TTHCHMA

(OTTK-4, OTIK-9)

OcoOeHHOCTH H3THUKETHBIX mHceM. OTHOCHTEIHHO
CBOOOJIHAS CTPYKTYpa ATHKETHBIX nuceM. CHUXKeHHe
OQUIMATIBHOCTY TOHA H3JIOKEHHA HH(OpMalud B
ATUKETHBIX MHChMaX.

[TnuceMma-no3apaBieHus.

IIucema-npuriameHus. WNudopmannonnas
CTPYKTypa ¥ KOMIIO3HMIHs IHUCEM-TPUTIAIICHUM.
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TpadapeTHblii TEKCT B MUChMaX-TIPUTIAIICHHSIX.
I[pyrlxle BHU/IbI OTUKCTHBIX IINCEM: ImmcbMa-
co00JIe3HOBaHHUA, NHUChbMa-01aroapHOCTH, OTBETHI
Ha NpUTrJIaliCHUA U T.O.

Tema 9. JIpyrue Bubl 1€JI0BBIX THCEM
(OIIK-4, OIIK-9)

Tenerpamma KakK 0COOBINA BUI NEJIOBOH
KoppecrioneHMu.  OcoOeHHOCTH — O(OpMIICHHUS
tenerpamMMm. Karteropuum W BHABI  TEJIETPaMM.
PexkBusutel TenerpaMMm. OCOOCHHOCTH  TEKCTOB
tenerpamMM. COKpallleHHsT B TEKCTaX TeJerpamM.
Oco0eHHOCTH NOANUCAHUS TEIETPAMMBI.

Tenexc. OcobeHHOCTH TIepeayu TeaeKkcoB. OTanyune
TEJNEKCOB OT TeserpaMM. OOs3aTenbHble PEKBU3UTHI

TEJIEKCOB.  ABTOOTBET.  3arojlOBOK  TeJeKca.
Oco0eHHOCTH TEKCTa TeJIeKca.

daxcorpamma. OcoOenHoctu nepeaadu
(haKCUMUITBHBIX COOOIIEeHUH. Ocobennoctu
oopMIICHHS JOKYMEHTOB, IIEpeaBaeMbIX 110 (aKcy.
Tenedonorpamma. OcobenHoctn nepeaqn
uH(pOpMaLIUH. OcHoBHbIE PEKBU3HUTHI
TenedoHOrpamMM. TpeboBanus K TEKCTaM

teneponorpamm. OcobeHHOCTH OdopMiIeHUS U
MOIMTMCaHUs TeJIe(hOHOTPaMM

Tema 10. OcoOeHHOCTH 3MEKTPOHHOU
MOYTHI

(OTIK-4, OTTK-9)

OCOOCHHOCTH ~ JOKYMEHTOB, IEpeaBaeMbIX  I10
DIIEKTPOHHOW  modYTe.  AJpec  TOJIb30BaTEls.
CrtpykTtypa aapeca.

CTpyKkTypa D3JEKTPOHHOTO  COOOIIEHHUS:  aJpec,
3arojioBOK, TeKCT. TpeOoBaHUS K  KaXIOMY
WH()OPMAIIMOHHOMY  DJIEMEHTY  JJIGKTPOHHOTO
COOOIIIeHUSI.

[Tpobnema JIOCTOBEPHOCTH COOOIICHUH,
nepeaBaeMbIX o IMEKTPOHHOU rouTe.
DneKTpoHHO-1IM(POBas MOJIMKUCh U €€ 0COOEHHOCTH.
3aKoHOJATENbHOE perynupoBaHue MpHUIaHus
IOpI/I)II/ILIGCKOI\/JI CUJIBI NOKYMCHTaM, II€p€aaBaCMbIM
10 AJIEKTPOHHOM MOUTe

Tema 11. Mexnaynapoiabie
CTaHJAapThI Ha JEJIOBYIO
KoppecnonieHu0. Odopmienue
JIETTOBBIX MTUCEM 0 MEXTyHAPOIHBIM
CTaHaapTam

(OIIK-4, OIIK-9)

MexnayHaponHble CTaHAApThl Ha JOKYMEHTALMIO.
Me:xyHapoiHas OpraHu3anys IO CTaHJApTHU3aLMH
(UCO). Cepus cranmaptoB UCO «/loxkymeHnTanus u
UHpOpMALIU».

[IpaBuna  odopmileHHS  JENOBBIX  MHCEM IO
cragaapram MCO. [lona noxymenta. biianku nucem.
PexkBu3utel MexayHapoaHbix mmceMm. llonsTue
«TeKCcTOBOM obnmactu» B nuckMme. Ilons TekcroBoit
obJyacTu B J1e0BBIX TUchMax 1o crangaptam MCO.
OdopmiieHne JeNOBBIX IMHUCEM B AHTJIOA3BIYHBIX
crpaHax. OCHOBHBIE PEKBHU3UTHI NHCEM. BIOKOBBII
METOJ PpaCIOJIOKEHUsI PEKBU3UTOB. OCOOEHHOCTH
odopmiienus nat B BenukoOpuranuu u CIIA.
OdopmiieHne OenoBBIX NHCEM MO (PpaHIy3CKUM
CTaHIapTaM.

OcobOenHnoct OoQOpMIICHHS JACNOBBIX IHCEM Ha
HEMEILKOM SI3bIKE

9




5. Y4eOHo-MeTOAMYeCKOEe U HH(POPMALIMOHHOE o0ecTiedeHre Y4eOHOH TUCIMIINHBI

5.1. Ocnosnaa rumepamypa:

1. Kymaup, O.H. IIucbmeHnHble 1elOBbIe KOMMYHHKanuu: yde0. 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 mnepenucka: yued.-mpakt. mnocobue / B.D. SnkoBas;
BHUUJAL. — M., 2007.

5.2. /lononnumenvnasa numepamypa:

1. Kymmnuepyk, C.II. [Jloxymentnas nuursucruka / 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. Tpodumona, O.B. OcnoBel aenoBoro muceMma / O.B. Tpodumosa, E.B. Kynuuk ;
MunuctepcTBo 00pa3zoBanus u Hayku Poccuiickoit ®enepaunn, TroMmeHCKUI rocy1apCTBEHHBIN
YHHUBEpPCUTET. — 4-¢ u3., crep. — M. : U3narensctBo «@nunTtan, 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-OMOMMOTEYHAsT cucTeMa «YHUBEPCUTETCKas OuOIMOTeKa OHJIAMHY
(www.biblioclub.ru).

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

5.4. Ilpogpeccuonanvhnvie 6azvl OAHHBIX, UHPOPMAUUOHHO-CRPABOUHbBIE U NOUCKOBBLE
cucmemol:

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

2. CrmpaBouHo-nipaBoBas cucreMa «Koncynprant [lnrocy.

3. DNeKTpOHHO-OMONMOTeYHast CHCTeMa «YHHBEPCHTETCKas OHOIMOTeKa OHJIAH»
(www.biblioclub.ru).

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

5. HanmonanbHast snekTponHas oudaunoreka (https://H36.pd).

5.5. Pecypcol ungpopmayuonno-ookymenmauyuonnou cemu «Mnumepuemy

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

2. EnuHoe OKHO jocTyna K oOpa3oBarenbHbIM pecypcaM. KaTamor ydeGHBIX MPOJYKTOB
(http://window.edu.ru/window).

3. Poccniickas Hay4JHas DJIEKTPOHHAs 6ubnuorexa «KubepreHnnka»
(https://cyberleninka.ru).

6. CpencrBa obecrnieyeHHsi 0CBOCHHS Y4eOHOI IMCHUTIMHBI

B ydyebHOM mpoliecce mpu peanu3ani y4eOHON MUCHMILTUHBI «JlenoBasi mepemnucKkay
HCIIOJIb3YIOTCS CIIEYIOIINE PECYPCHI:

Hugpopmayuonnsie Iepeuens npozpammnozo obecnevenusn u unGopmayuoHHbIX
MexXHOoN02Ul CHPABOUHBIX CUCHIEM
Oduchsrit maker st | Microsoft Office Professional
paboThI ¢ LibreOffice
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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

JTOKYMEHTaMH

WNudopmannonno- CrnpaBouHo-nipaBoBas cucrema "Koncynbrant [Tnroc"
crpaBo4Hble CHCTEMBI | CnipaBouyHO-IIpaBoBas cucrema "['apant”

DNEeKTPOHHO- OBC «YHuBepcureTckast OnOIMOTEKA OHIAWHY
OnbIMOTEUHBIE Hayunas snekrponnast 6udaunorexa (Www.e-library.ru)
CUCTCMBbI HarmonanwsHas anekrponnas ounobnuoreka (https://H30.pd)
DNeKTpoHHAs 1MoYTa DIleKTpOHHAs 10oYTa B JIoMeHe Krags.ru

CpencrBa mis CepBucsl BeO- 1 BUJICOKOH(EPEHIICBS3H, B TOM YHUCIIC
OpraHu3aIiH BigBlueButton,

BEOMHAPOB,

TEJIEMOCTOB U

KOH(epeHImn

ConpoBokJIeHUE OCBOCHHUS JUCUHUIUIMHBI 00YYarOIIUMCs BO3MOXKHO C HCIOJIB30BaHUEM
3eKTPOHHOU HHpOopMaImoHHO-00pa3oBarensHoi cpenslt 'OY BO KPAI'CuY, B Tom uucie
obpasoBarensHOro mopraia Ha ocaose Moodle (https://moodle.krags.ru).

7. MaTepunajibHO-TeXHH4YeCKOe o0ecrieyeHre 0CBOCHHS Y4eOHOM TN CUMIIJIMHBI

IIpu mpoBeneHun ydeOHBIX 3aHATHM 1O AMCHMILIMHE «JlenmoBasi mepenuckay
3ajielficTBOBaHa MaTepuUalbHO-TEXHUUYECKass 0a3a, B COCTaB KOTOPOH BXOAT ClleAyroIue
CPEIICTBA U PECYPCHI JIJIsi OPTaHU3alNN CAMOCTOSATEIFHOW H COBMECTHOM pabOThl 00YJArOIIUXCS
C MPEIO0IaBaTEIIEM:

— CHelHUaJIbHblE TOMEUICHMs JJs pealu3aluy JaHHOW JUCIHUIUIMHBL IMPEACTaBISIOT
coOoi ydeOHbIE ayTUTOPUM JJIsl MPOBEAEHUS 3aHATUH JIEKIMOHHOTO THMA, 3aHATUN
CEMHUHApPCKOI0 THUIIA, KypCOBOTO MPOEKTUPOBAHUS (BBIMOIHEHUSI KypCOBBIX padoT), IPYNIOBBIX
U UHIVBUAYAJIBHBIX KOHCYJIBTAlUH, TEKYILEro KOHTPOJS U IPOMEXYTOUYHOM aTTecTalluu, a
TaK)K€ TOMEIIEHHUs JJIs CAaMOCTOSTENbHOM paboThl W TMOMENIeHMs] i1 XpaHEHUs U
npopUIAKTHYECKOTO O00CTyKUBaHUsI ydyeOHoro oOopynoBaHus. CrenuaibHble HNOMEIIEHUS
YKOMIUIEKTOBaHbl CHEUATIM3UPOBAHHON MeOEeIbl0 M TEXHUYECKUMHU CpEeACTBAMHU OOyuYeHUs,
CIIy’KaIllUMU JIJIS Ipe/ICTaBlIeHUs yueOHoM MHpOopMauy OOJIbIION ay TMTOPHH.

JUia  mpoBeneHUss — 3aHATUH  JIGKUOHHOTO  THUMA  MpeajaralTcs  Habophl
JIEMOHCTPAllMOHHOTO O0OpPYAOBaHUS M y4yeOHO-HAINIAJHBIX IOCOOMH, oOecreuynBarolye
TEMAaTHYECKUE WILTIOCTPALINH;

— TIOMEIIlEHUE JUIsI CaMOCTOSITEIbHOM paboThl 0OYYAIOIIMXCSl OCHALEHO KOMIIBbIOTEPHOM
TEXHUKOW C BO3MOXKHOCTBIO IMOAKIIOUEHHUs K ceTH «/HTepHeT» M obecrieueHueM JocTyna B
AIIEKTPOHHYIO HHPOPMALMOHHO-00pa30BaTEIbHYIO Cpely OpraHu3alny;

— KOMIIBIOTEPHbIE KJIACChl, OCHAIIICHHBIE COBPEMEHHBIMU MTEPCOHATBHBIMU KOMIIBIOTEPAMH,
paboTaOIMMKA  TOJ  YIpaBICHHEM  ONEpaluoOHHBIX  cucteM  Microsoft — Windows,
00BeAMHEHHBIMH B JIOKAIBHYIO CETh M UMEIOIIMMU BbIX0/ B UHTEpHET;

— Oubnmoreka  AKaJeMuHu, KHIDKHbIM  (OHA  KOTOPOH  COAEpPKHUT  Hay4yHO-

HCCJIEIOBATENIbCKYIO JIUTEPATYPy, HAyUHBIE KYpHAIbl U TPY/Abl HAYYHBIX KOH(EPEHIINH, a TaKkKe
YUTATbHBIN 34JI;

— cepBepHOE 000pyI0BaHNE, BKIFOYAIOIIEE, B TOM YHCIIE, HECKOIBKO cepBepoB cepun IBM
System X, a Takke BUpTyaJibHbIE cepBepa, paboTaloMe IMOJA YIPaBICHHUEM OINEPaIMOHHBIX
cucreM Calculate Linux, Bkimouennoit B Peectp Poccuiickoro I10, u Microsoft Windows Server
U CIY’)KalllUMU JUTS pa3MEIIeHUs] pa3IMYHbIX CEPBUCOB M CIY>KO, B TOM UHUCIIe Ui 00ecredeHus
pabdote CYBJ] MySQL u MS SQL Server;

— CETeBOE KOMMYTAIIMOHHOE 000pyaoBaHWE, 0OecreunBaroliee padoTy JIOKAIbHONW CETH,
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http://www.e-library.ru/
https://moodle.krags.ru/

MpeaoCcTaBlIeHe I0CTyna K ceTu Internet ¢ obmielr ckopocThio moakaoueHus 10 MoOut/cek, a
Takke paboty OecripoBogHOrO cerMenTa cet Wi-Fi B moMmenieHusx AKaieMuu;
— UHTEPaKTUBHBIC HHPOPMAaLIMOHHBIE KHOCKH «HDO»;
— IpOTpaMMHBIC U arapaTHbIC CPEJCTBA IS MPOBEACHUS BHICOKOH(EPEHIICBS3H.
Kpome Ttoro, B oOpa3oBaTellbHOM TpOIECCe OOYYAIOMIMMHUCS IIHPOKO HCHOIB3YIOTCS
CJICYIONIHE DIICKTPOHHBIE PECYPCHI:

— cucrema Internet (ckopocTh moaKIIIOUeHUst — 5 MOUT/CeK);
— caiftr www.krags.ru;
— ©OecnpoBonHas cetb Wi-Fi (B OTKpBITOM JIOCTYTIE).

KonkperHble mnomemieHuss A OpraHu3aluy OO0ydeHHs MO JUCHUIUIMHE «JlenoBas
nepenuckay mpenactaBieHsl B CmpaBke O MaTepUaIbHO-TEXHHMYECKOM  OOECIICUeHUH
o0pa3zoBaTrelbHOM MpoOrpaMMbl IO HampasieHuto noarotoBku 38.03.03. VYmpanenue
nepcoHaIoM, C(HOPMHUPOBAHHOW B COOTBETCTBUM C PACIUCAHUEM YUYCOHBIX 3aHATHH U
IPOMEXKYTOUHOM arTecTauu u nacnopramu kabuneroB 'OY BO KPAI'CuY.
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