MHMUHOBPHAYKH POCCHUU
OI'bOY BO «bAIIKNPCKHUU I'OCYAAPCTBEHHBIM YHUBEPCUTET»

OAKVIIBTET ®NJIOCOPHUHU N COLMOJIOI' N

Y TBepKIaEHO: CornacoBaHo:
Ha 3aceflaHuu KadeIphol [Ipeacenatens YMK dakynbrera
npotokoi1 Ne 7 ot «05» urons 2020 r. /MHCTUTYTA
/ //
3aB. kadeapoi Wl /Utkynosa JLLA. Xadt /Xabubymmuna 3.H.

PABOYAS ITPOT'PAMMA ANCHUIITIMHBI (MO Y JISA)
JucuuninuHa «/{oKkyMeHTHUpOBaHUE YNIPABICHUECKON 1€ TEILHOCTH
Yacts, hopmupyemas yaacTHUKaMHU 00pa30BaTEIbHBIX OTHOIIEHUN
nporpamMma OakanaBpuara
Hamnpagienre noAroToBKH (CeUaibHOCTB)

42.03.01 — PexiraMa ¥ CBSI3HU C OOIIECTBEHHOCTHIO

HamnpapierHocTs (podwith) MOATOTOBKU
KoMMyHUKaIIMOHHBIN MEHEIKMEHT

Keamudukamms
OaxanaBp
) .
Pa3zpaboTuunk (cocTaBUTENH) (e’
JIOIICHT, KaH/. (pron. HayK . / /Cunuanen; A.B.

st mpuema: 2020 r.

Ypa 2020 r.




CocraButens: Cunuanen AHrennsa BiagumuposHa

Paboyas mporpamMMa JAUCIUILTMHBI YTBEP)KJICHA HA 3aceJaHuu Kadenpbl 3TUKHU, KYIbTYpOJIOTUH
U CBsI3€H ¢ 00IIeCTBEHHOCTHIO, TPOTOKOI Ne 7 oT «05» utonst 2020 r.

1
/ )/
/4 /

3aB. xadeapoit A / Utkynosa JLA.

JlononHeHus U U3MEHEHMsI, BHECEHHbIE B pa0ouyr0 MPOrpaMMy AMCLMIIIIMHBI, YTBEPXKAECHbI Ha
3acejaHuM Kadeapsl

POTOKOJI Ne 0T « » 20 r.

3aBeyronuii kKadeapoit /




Cnucoxk 10KyMEHTOB M MAaTEPUAJIOB

1. TlepeyeHp MIAHUPYEMBIX PE3YIHTATOB OOYUEHUS 1O JMCIUILUIMHE, COOTHECEHHBIX C
IUTAHUPYEMBIMU  pe3yJIbTaTaMU OCBOCHUSI 00pa30BaTeIbHON MPOrpamMMbl

2. Llenb 1 MeCTO TUCITUIUIMHBI B CTPYKTYpPE 00pa30BaTeIbHON IPOTpaMMBbI

3. Conepxanue paboueld mporpamMmbl (0OBEM UCIHUIUIMHBI, THIBI W BB yICOHBIX
3aHATHHA,  y4eOHO-METOIUYecKoe  OOecredeHHe  CaMOCTOSTEIBHOW  paboThI
oOyyJarommxcs)

4. ®oHJ OLICHOYHBIX CPEJICTB MO TUCITUTIIIMHE
4.1. TlepeueHb KOMIETEHIIMHA C YKa3aHHWEM 5TaroB UX (OPMHPOBAHUS B IMPOIECCE
ocBOeHHUs1 oOpa3zoBarenbHOM mporpamMmbl. OrnucaHue TIOKa3aTelnel W KPHUTEpUEB
OIIEHUBAHMS KOMIIETCHIIMI Ha PA3IMYHBIX dTanax ux (popMHUpOBaHUS, OTMCAHUE TITKAI
OTICHUBAHMS
4.2. TurmoBble KOHTPOJIbHBIE 3a/JlaHMsI WJIM WHBIC MaTepualibl, HEOOXOTUMBIC ISt
OIIEHKH 3HAHWM, YMEHHI, HABBIKOB W OTBITA JIEATETHLHOCTH, XapaKTEPU3YIOIINX ITAITbI
(hopMupOBaHUS KOMIIETCHIIMI B TPOIIECCE OCBOCHUSI 00pa30BaTEILHON MPOTPAMMBI.
Metonuyeckie Marepualbl, OIpeAessIoNiie MNpOLEAYypbl OLIEHUBAaHUS 3HAHU,
YMEHH, HABBIKOB U OTbITa JIEATEIbHOCTH, XapaKTePU3YIOIINX ATanbl (HOPMHUPOBAHUS
KOMIIETEHIUI
4.3. PeliTHHT-IJIaH JUCIIUIUINHEI

5. YuebHO-MeTomueckoe U HHGOPMAIIMOHHOE 00ecTIeYeHUE UCITUTLTMHBI
5.1. IlepedyeHb OCHOBHO | JIOTIOJIHUTEILHON YIEeOHOM IUTEpaTyphl, HEOOXOAUMOM JIJIst
OCBOCHUS JUCLUILIMHBI
5.2. Ilepeuensb pecypcoB HH(POPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHOM ceTu «IHTepHeT»
U IPOrpaMMHOT0 oOecreyeHus, HEOOXOIMMBIX JJIsi OCBOCHHUS AUCIUILIIUHBI

6. MarepuanbHO-TeXHUYECKas 0aza, HeoOxoaumast TUTST OCYIIIECTBIICHUS

O6paSOBaTCJII>HOFO Inponecca 1o fMCIUIInHEC

20

21
27

27

28

28



1. Hepeqeﬂb IJIAHUPYEMBIX pE3yJIbTaTOB oﬁyqe}mﬂ o JTMCHUIIJIMHE, COOTHECCHHBIX C
INIAHUPYEMBIMHU pE3yJbTaTaMHU O0CBOCHUSA 06pa30BaTeJ’[LHOﬁ NnporpaMmmbl

B pe3ynbTaTe ocBoeHUs1 00pa3oBaTeIbHON MIPOrpaMMbl 00YJAIOIITUICS TOJKEH OBJIAJICTh
CIIEAYIOIIUMHU pe3ybTaTaMHi OOyICHHUS 110 TUCITUILIIHE

®dopmupyemasi KOMIETEHIUS (C
yKa3aHuEeM KoJa)

Kona n HaumenoBanue
WHJIUKATOPa JOCTHKEHUS
KOMIIETEHIIUHU

Pe3ynbrarel 00ydeHus no
JUCIUIUINHE

[1K-3. CnocobeH ocyIecTBIsATh
PEIAKTOPCKYIO IEATENbHOCTD B
COOTBETCTBUHU C SI3bIKOBBIMU
HOPMaMH,

cTaHzapTamu, (hpopmMaramu,
CTHJISIMH,

TEXHOJIOTHYECKHUMH
TpeOOBaHUAMU Pa3HBIX

tunoB CMU u apyrux meaua

[TK-3.1. OcymectBusier
pPEIAKTHPOBAHUE TEKCTOB
pEKJIaMBbl U CBSI3€H C
OOLIECTBEHHOCTHIO B
COOTBETCTBHUH C
SI3BIKOBBIMU HOPMaMH,
cTaHaapTamu, popmaramu,
TEXHOJIOTUICCKUMH
TpeOOBaHUSIMHU KaHAJIOB
TpaHCIALUN
KOMMYHHKAITHOHHOTO
MIPOJIyKTa

YMeeT oCylecTBIsATh
pEIaKTHUPOBAHUE TEKCTOB
PEKJIAMBI U CBA3EH C
0OIIIECTBEHHOCTHIO B
COOTBETCTBUHU C
A3BIKOBBIMU HOpMaMH,
cTaHaapTamu, popmaramu,
TE€XHOJIOTHYECKUMHU
TpeOOBaHUSAMU KaHAJIOB
TpaHCIALUN
KOMMYHHKAI[MOHHOTO
MPOJIyKTa

[1K-3.2. KonTponupyer
cooTBeTCTBUE (hopmaTa
KOMMYHHUKAIIHOHHOTO
IPOJYKTa
MeMAKOHIIETIIIMY KaHala

Bnaneer HaBbIKaMU
KOHTPOJISI COOTBETCTBUS
dbopmarta
KOMMYHHUKAITHOHHOTO
MIPOJIYKTA
MEIUAKOHIIEIINHN KaHaia

dopmupyemasi KOMIETeHIUS (C
yKa3zaHueM KoJa)

KO,Z[ N HAUMCHOBAHHC
HHIUKaTOpa JOCTHXKCHUA
KOMIICTCHI MU

Pe3ynbratel 00ydenus mno
JTUCIUILINHE

[TK-6. Cnocob6eH ocyIiecTBIsATh
aBTOPCKYIO J1€ATEIbHOCTb C
YUYETOM Creln(UKN Pa3HbIX TUIIOB
CMMU u npyrux meaua u
HMEIOIIErocsi MUPOBOTO U
OTEYECTBEHHOI'O OIbITA

TIK-6.1 Co3maeT TEKCTHI
pPEKIIaMBbI U CBSI3CH C
00II[ECTBEHHOCTBIO C
YUeTOM crienu(PpUKu
KaHaJI0B KOMMYHHKAIUH U
UMEIOIIIETOCsI MUPOBOTO M
OTEYECTBEHHOI'O ONbITa

VYMeeT co3naBaTh TEKCThI
PEKIIaMbI U CBsI3EH C
O6H_ICCTBCHHOCTBI-O C
yueToOM CHGHI/IQ)I/IKI/I
KaHaJIOB KOMMYHUKAIlUU U
HMCHOIICTOCSA MHUPOBOI'O U
OTCUCCTBCHHOI'O OIIbITa

IIK-6.2. Co3pgaer
UH(POPMAIMOHHBIEC TTOBOJIBI
JUTSL KaMTIaHUH ¥ TIPOSKTOB
B cpepe peKiIaMbl U CBsA3EH
C OOIIIECCTBEHHOCThIO,
NPUMEHSIET TBOPUYCCKUE
pEIICHUS C yI4EeTOM
MHUPOBOTO U
OTEYECTBEHHOTO OIBITA

VYMeeT co3maBaTh
UH(POPMAIMOHHBIEC TTOBOJIBI
JUTSL KaMTIaHHWI U TIPOSKTOB
B cdepe peKIaMbl U CBs3eH
C OOIIIECCTBEHHOCTHIO,
MPUMEHSIET TBOPUYCCKUE
pEILICHUS C yIEeTOM
MHUPOBOTO U
OTEYECTBEHHOTO OITBITA

T1K-6.3. Co3gaeT OCHOBEI

YMeer co31aBaTb OCHOBY
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CIICHApHEB CIEIMATIBHBIX
COOBITUI U MEPOTIPUATUI
JU1sl pekiiaMHoM unu PR-
KaMIIaHUU

CLIEHapUEB CIIELUAIbHbBIX
COOBITHI U MEPOIIPUATUI
JUIs pekiiaMHou ninu PR-
KaMIIaHUU

[1K-6.4. [Ipumensier
UHCTPYMEHTHI TPAHCIISIIHH
MHUCCHHU U puocopun
OpraHu3alliH LIEIEBbIM
rpymmnam oOIeCTBEHHOCTH
B 0 ¢1aifH- ¥ OHJIAH-
cpene

Bianeer HaBbIKaMu
PUMEHEHHS
MHCTPYMEHTOB TPaHCISLUU
Muccud U punocodun
OpraHu3aluy 11eJIEBbIM
rpymnmnaM o01eCTBEHHOCTH
B o(uiaiin- u oHNaMH-

cpene

2. Leap 1 MecTO AMCHHUILIMHBI B CTPYKTYpe 00pa3oBaTeIbHOii NporpaMmbl

JucuuninuHa «J{oKkyMeHTUpOBaHHUE YIPaBICHYECKON NESTEbHOCTU» OTHOCUTCA K YacTH,
(dbopMupyeMoil yduacTHUKaMU 00pa30BaTEIbHBIX OTHOIIEHHUH.

JucuuninHa nu3ydaercs Ha 3 Kypce B 5 ceMecTpe.

Kypc Hamenen Ha oBiaJileHHE OCHOBAMU MPAaBUIBLHOTO OGOPMIICHHS JTOKYMEHTOB U
HaBbIKaMU OPraHU3alluM JTIOKYMEHTO000pOTa B YUPEKIEHUH B COOTBETCTBUU C TPEOOBAHUSIMHU
I'OCT, B T.4. ¢ nenamMu, 3aKOHYEHHBIMH JI€JIONIPOU3BOJCTBOM (MX 0(OpMIIEHHE U MOPAJIOK CIauH
Ha apXWMBHOE XpaHeHue). 3ajaud JAUCHUIUIMHBL: HU3YYUTh TEOPETHYECKHE OCHOBBI
JOKYMEHTOBEACHUS, OBJIAJeTh COBPEMEHHBIMH  TpPEOOBAHUAMM, TPEIBSIBISIEMBIMU K
COCTaBJICHUIO U O(DOPMIIEHHIO JOKYMEHTOB, OpPraHU3alMM HMX JABWKEHMS, ydeTa M XpaHEHMUS,;
ONpPENENNUTh POJIb CIYKO JTOKYMEHTAllMOHHOIO OOECledYeHusi YIpPaBICHHS B OpraHu3allu

paboThl ¢ JOKyMEHTHOW wuHGOpMaIeld; TNPUBUTh HEOOXOJUMBIE HaBBIKM PAOOTBI ¢
JOKYMEHTaMHU.
3. Conep:xanue padoydeil nporpaMMbl (00beM TMCUUIIJIMHBI, TUIIBI M BUIbI Y4€0HBIX

3aHATHI, Y4eOHO-MeTOAHYECKOe o0ecriedeHrne CaMOCTOSITeIbHOI Pad0ThI 00y4aI0IIMXCH)

Coneprkanue pabodeid mporpaMmMsel npeacrasiieHo B [Ipumosxernn Ne 1.



2. @D oHI OLIEHOYHBIX CPEaACTB 10 JUCHUIIJINHE

4.1. TlepeyeHb KOMIETEHHHH ¢ YyKa3aHMeM JTANoOB HX (POPMHPOBAHHMA B Mpolecce
OCBOEHHUSI 00pa3oBaTe/ibHOII mnporpammbl. OnucaHue moKa3arejeil M KpUTepUEB
OlLIEHNUBAHHUSI KOMIIETEHIIUI HA PA3JIMYHBIX ITanax ux popMupoBaHusi, ONUCAHNE IIKAJ
OlLleHUBAHUS

Kox u ¢popmymuposka komnereniun: [1K-3. Criocoben ocymiecTBiasTh peIakTOPCKYIO
ACATCIIBHOCTD B COOTBCTCTBHU C A3BIKOBBIMU HOPpMaMH, CTaHAApPTaAMHU, (1)OpMaTaMI/I, CTHJISIMU,
TEXHOJIOTUYECKUMHU TpeOOBaHUSIMHU pa3HbIX THIIOB CMU u npyrux meana

Konmn Pesynbprarsl Kpurepun onieHnBanus pe3yapTaToB 00y4eHHs
HauMEHOBaHa o0yueHus 2 3
UHIMKaTOpa o («Heynosner 4 5
JIOCTHKECHUS JUCLUIIIINH | BOPUTEIHHO («noBETEO («Xopomioy) | («OTauyHOY)
KOMIIETEHIIN U € ) PHTENBHO)
IK-3.1. YMmeer He Cdopmuposa | Chopmupora | ChopmupoBa
OcymiecTBisieT | ocymecTBis | chopMupoBa | HBI HBI, HO HBI Ha
pEIaKTUPOBAHU | Th HbI YMEHUS HayaJIbHbIE COJIEpP)KaTCsA | BHICOKOM
€ TEKCTOB PEAAKTUPOB | OCYIIECTBISAT | YMEHHUS OT/IebHbIE yYpOBHE
peKiIambl U aHue b OCYILIECTBIIAT | MpoOebl B YMEHHUS
CcBs3eil C TEKCTOB peaakTupoBa | b YMEHHUH OCYIIIECTBIISAT
OOIIECTBEHHOCT | peKJIaMbl U | HME TEKCTOB | pEIaKTUPOBA | OCYILECTBIAT | b
BIO B cBsizel C peKyIaMsbl U HHUE TEKCTOB | b pelaKTHpoBa
COOTBETCTBUU C | OOLIECTBEH | CBsI3eH C peKIaMsbl U pEeaKTUPOBa | HUE TEKCTOB
A3BIKOBBIMU HOCTBIO B OOIIECTBEHHO | CBsI3€H C HHUE TEKCTOB | PEKJIaMbl U
HOpMaMH, COOTBETCTB | CTBIO B OOIIECTBEHHO | PEKJIaMbl U CBsi3eH
CTaHJApTaMH, Uy C COOTBETCTBU | CTBIO B CBsI3eH 0011eCTBEHHO
¢dbopmaTamy, SI3BIKOBBIMU | U C COOTBETCTBU | OOIIECTBEHHO | CTHIO B
TEXHOJIOTUYECK | HOpMaMH, A3BIKOBBIMU | M C CTBIO B COOTBETCTBU
UMHU CTaHJapTaM | HOpMaMmy, A3BIKOBBIMU | COOTBETCTBU | U C
TpeOOBaHUAMHU | H, CTaHJapTaMM | HOPMaMH, uc A3BIKOBBIMU
KaHaJloB ¢dopmatamu | , hopmaTaMy, | CTaHIAPTaMH | A3BIKOBBIMH | HOPMaMH,
TPAHCISILIUN , TEXHOJIoTu4e | , popMaramu, | HOpMaMH, CTaHJapTaMH
KOMMYHHKAIMO | TEXHOJIOTUY | CKUMHU TEXHOJIOTHYE | CTaHJIapTamH | , popmaramu,
HHOT'O €CKHUMHU TpeOOBaHUAMU | CKUMU , popmaramu, | TexHOIOrHYE
IPOIYKTa TpeOOBaHUS [KaHAJIOB TpeOOBAHUAM | TEXHOJOTHYE | CKUMHU
MU KaHaJIOB [TPaHCISALMU U KAHAaJIOB | CKUMH TpeOOBaHUAM
TPAHCIIALUU [KOMMYHHKAIM | TPAHCISIUMU | TpeOOBaHUAM | U KaHAJIOB
KOMMYHHKa |OHHOTO KOMMYHHKaIl | ¥ KaHaJIOB TPAHCISILUU
IMOHHOTO  [IPOJYKTa MOHHOTO TPAHCIALMN | KOMMYHHUKAI]
OpOAYKTa IpOayKTa KOMMYHHUKal] | HOHHOTO
MOHHOTO IIPOJIyKTa
IPOJIyKTa
I1K-3.2. Bnageer OtcyrerBytot | Chopmupona | Chopmupona | ChopmupoBa
KoHnTponupyer | HaBbIKAaMH | HaBBIKH HBI HBI Ha HBI Ha
COOTBETCTBUE KOHTPOJIS KOHTPOJIS npocteimme | 6a30BoM BBICOKOM
¢dopmara COOTBETCTB | COOTBETCTBUS | HABBIKU YpOBHE YpOBHE
KOMMYHHKaIMo | us ¢opmara | popmara KOHTPOJIS HaBBIKH HaBBIKH
HHOTO KOMMYHMKa | KOMMYHHKall | COOTBETCTBUS | KOHTPOJIS KOHTPOJIS
IIPOJIyKTa LIUOHHOT'O MOHHOT'O ¢dopmara COOTBETCTBUS | COOTBETCTBHSI




MCIHNAKOHIICIILL
HHK KaHalla

MIPOJIyKTa
MeaKOHI]
(31113171
KaHasa

MPOJYKTa
MEIMaKOHIIS
MUY KaHana

KOMMYHHKalIl
MOHHOI'O
IPOJIYyKTa
MEIMAKOHIIE
NIMY KaHala

dbopmara
KOMMYHHKAII
MOHHOTO
pOIyKTa
MeIMaKOHIIe
OIUY KaHalla

dbopmara
KOMMYHUKaI|
HMOHHOT'O
POIyKTa
MEIMaKOHIIe
OIOUY KaHajla

Kox u ¢popmymupoka komnerenuuu: [1K-6. Crioco6eH ocyniecTBIsSTh aBTOPCKYIO IESITEIbHOCTh
¢ yuetoM cnenuduku pasHbix TurnoB CMU u npyrux meamna u UMEIOILErocsi MUpoOBOTO U
OTEYECTBEHHOTO OITbITa

Konmn Pesynbrarsl | Kputepuu onieHrBaHus pe3yabTaToOB 00yUEHHs
HaVMEHOBaHa o0OyueHus 2 3
UHIMKATOpa o («Heynosner («Y 10BETBO 4 5
JIOCTHKECHUS JUCLMIUIMH | BOPUTEIILHOY («Xopomioy) | («OTauyHOY)
KOMIIETEHIIN U € ) PUTENLHOY)
[TIK-6.1 Coznaer | Ymeer He Cdopmuposa | Chopmupora | Chopmupoa
TEKCTHI CO3/1aBaTh chopmupoBa | HBI HBI, HO | HBI Ha
peKIIaMBbl U TEKCTHI Hbl YMCHUS | HauaJIbHbIC colieparcs | BEICOKOM
CBsI3EH C peKJIaMbl U | CO3/1aBaTh YMEHUS OTJICNTbHBIC YpOBHE
OOLIECTBEHHOCT | CBSI3EH C TEKCTBI CO3/1aBaTh npoOenbl B | YMEHHS
BIO C YIETOM oOIIecTBEH | peKiIaMbl U | TEKCTHI YMEHUHU CO3/1aBaTh
cienupuKu HOCTBIO C CBsI3eH C | pekiaMbl | | CO3/1aBaTh TEKCTHI
KaHaJoB y4eToM OOIIECTBEHHO | CBsI3el C | TEKCTHI peKiaMbl U
KOMMYHUKAIMK | CIEHUPHUKH | CThIO C | OOLIECTBEHHO | peKJIaMbl U | CBA3EH c
U UMEIOLIErocs | KaHaJloB y4eTOM CTBIO c | cBs3eit C | 00LIECTBEHHO
MHUPOBOIO U KOMMYHHUKA | CIEUU(UKH | yYETOM OOIIECTBEHHO | CTHIO c
OTEYECTBEHHOI'O | MU U KaHaJIOB cneuu(ukn | CThIO C | yueTom
OIbITa HMEIOIEroc | KOMMYHMKALl | KaHAJIOB y4eTOM cneuuduku
s MUPOBOTO | MU U | KOMMYHUKaI[ | cCHEHM(UKH | KaHAJIOB
U UMEIOILErocs: | UM U | KaHaJIOB KOMMYHHKAI]
OTE€YECTBEH | MMPOBOTO U | HMEIOIIErocs | KOMMYHUKAL] | UU u
HOT'O OIbITa | OTEYECTBEHH | MUPOBOIO W | MU U | UMeroierocs
Oro OIbITA OTEYECTBEHH | UMEIOILErocsi | MUPOBOIO U
Oro OIbITA MHUpPOBOIO U | OTEYECTBEHH
OTEYECTBEHH | OT'0 OIbITA
Oro OIIbITA
[1K-6.2. YmMmeer OtcyrctBytoT | Chopmuposa | Chopmuposa | ChopmupoBa
Co3pnaer CO3/1aBaTh HaBBIKH HbI HbI Ha HBbI Ha
uHGOpMalMOHH | UH(OPMAIM | CO3/1aHUSL npocteinue | 6a30BoM BBICOKOM
b€ [TOBO/IbI OHHBbIE UHGOPMALIMO | HABBIKU YpOBHE YpOBHE
JUI KAMIAHUKA | TIOBOJIBI JUISL | HHBIX CO3/1aHUs HaBBIKH HaBBIKH
U TIPOEKTOB B KaMIIaHWH U | TIOBOJIOB JUId | HH(GOPMAIMO | CO3/1aHUS CO3/1aHus
cdepe pexinaMbl | IPOEKTOB B | KAMIAHUN U | HHBIX uHpopManro | HHPOpMaLUO
U CBA3€EH C chepe IPOEKTOB B HOBOJIOB JJISl | HHBIX HHBIX
OOIIECTBEHHOCT | peKjiaMbl U | cepe KaMIaHWi 1 | IOBOJOB /Il | IOBOJOB JJIst
bIO, IPUMEHSIET | CBs3€H ¢ peKJiaMBbl U IPOEKTOB B KaMIaHUi U | KaMOaHu| u
TBOpYECKHE oOmiecTBeH | cBs3eil ¢ chepe IPOEKTOB B MIPOEKTOB B
peleHus ¢ HOCTBIO, OOIIECTBEHHO | peKJIaMbl U cdepe cdepe
y4eToM MNPUMEHSET | CThIO, CBsI3eH ¢ peKJIaMBbl U peKJIaMBbl U
MHUPOBOTO U TBOpPYECKUE | IPUMEHSTh 0O0IIeCTBEHHO | CBsI3€H C CBA3€EH C
OTEYECTBEHHOT'O | PEIICHHsI C | TBOPUECKUE | CTHIO, 0011eCTBEHHO | 00IIECTBEHHO




OTIBITA Y4eTOM peuIeHus ¢ MPUMCHSITh CTBIO, CTBIO,
MHUPOBOTO U | yUETOM TBOPUYECKHE | MPUMEHSTH MPUMCHSITh
OTEUECTBEH | MUPOBOTO M | PEIICHHUS C TBOPUYECKHE | TBOPYECKHE
HOTO OIBITA | OTEUECTBEHH | yYETOM pelIeHus ¢ pelIeHus ¢
OTO OITBITA MHUPOBOTO U | Y4E€TOM y4EeTOM
OTCUECTBEHH | MHPOBOTO U | MHPOBOTO H
OTO OTIbITA OTCUECTBEHH | OTCYCCTBECHH
OT0 OTIBITA OTO OIIBITA
I1K-6.3. YwMmeer OrcyrcrBytot | Chopmupoa | Chopmuposa | Chopmupoa
Coznaer CO3/1aBaTh HABBIKU HBI HBI Ha HBI Ha
OCHOBBI OCHOBY CO3/1aHus npocreimue | 6a30BoM BBICOKOM
CILICHapueB CIIEHApUEB | CIIEHApPUEB HABBIKU YpOBHE YpOBHE
CHeIaIbHbIX CHCIHAIbH | CIICIMAILHBI | CO3IaHHUS HABBIKA HaBBIKA
coOBITHI U BIX X COOBITUN M | CLIEHapHEB CO3/1aHus CO3/IaHUs
MEPOTIPUATHI COOBITHIA U | MEPOTIPUSITH | CHICIIHAILHBI | CIICHApHECB CIIEHApHUEB
JUISL PEKJIAaMHOM | MEpONPUAT | i X COOBITUH M | CHIEIUATBHBIX | CIICIIHAIbHBI
nimu PR- 5051 JUTS MEpPOIPUATH | COOBITUH U X COOBITUH U
KaMITaHUU JUIs PpEeKIIaMHOU 71 MEPOIIPUATH | MEPOIIPUATH
pexnamuon | uiau PR- JUTS 51 u
WA PR- | kammmanun peKIaMHOM TS s
KaMIIaHU ! nnu PR- pPEKIIAMHOM pPEKIIaMHOM
KaMIIaHAHN nmm PR- nim PR-
KaMITaHU! KaMITaHUN
[1K-6.4. Bnaneer OrcyrcrByiroT | Chopmupoa | Chopmuposa | Chopmupoa
[Ipumensier HaBBIKAMU | HAaBBIKU HBI HBI Ha HBI Ha
UHCTPYMEHTBI MPUMEHEHH | IPUMEHEHUs | mpocTreiiue | 6a30BoM BBICOKOM
TpPaHCIALUU s UHCTPYMEHTO | HaBBIKU yYpOBHE ypOBHE
MUCCUU U WHCTPYMEHT | B NPUMEHEHUS | HAaBBIKU HaBbIKU
¢bunocopun OB TPAHCISALUUU | UHCTPYMEHTO | MPUMEHEHUS | MPUMEHEHUs
OpraHu3anuu TPAHCISALUU | MUCCUU U B UHCTPYMEHTO | HHCTPYMEHTO
L[EJIeBBIM Muccuu ¥ | dpunocopun | TpaHCISALUU | B B
rpymnmnam ¢unocodun | opraHuzalUU | MUCCHH U TPAHCISALUUU | TPAHCIALUU
OOLIECTBEHHOCT | OpraHu3aly | LeJIeBbIM dunocopun | Muccuu u MUCCUU U
v B opduaiiH- 1 | ¥ 1EJIEeBBIM | TPYIIIaM opranuzarnuu | ¢uinocopun | prrocopun
OHJIaliH-Ccpeie rpymnmnam OOILIECTBEHHO | I[EJIEBBIM OpraHu3aluy | OpraHu3aluu
OOIIECTBEH | CTH B rpymmnam [EJIEBBIM [EJIEBBIM
HOCTH B | odbdrnaiiH- 1 | 00IIECTBEHHO | rpynnam rpyImnmnamM
obdnaiiH- U | OHIANH- CTHU B 0OIIECTBEHHO | OOIIECTBEHHO
OHJIAMH- cpene obhdnaiin-u | cTH B CTH B
cpene OHJIANH- obdnaiin- u | opdraitH- u
cpene OHJIalH- OHJIalH-
cpene cpene

4.2. TunoBble KOHTPOJIbHbIE 32JaHUS MJIH UHbIE MATePHAJIbl, HEOOXOAUMBIE ISl OLEHKHU
3HAHUN, YMEHHMH, HABBIKOB H ONbITA [JAEATEIbLHOCTH, XAPAKTEPHU3YKOLIUX ITaNbI
(popMupoBanNs KOMIETeHIHII B Mpolecce OCBOCHHS 00Pa30BaTeJbHON NMPOrpamMMbl.
MeTtoanyeckue MaTepHaJibl, ONpeleJsomme Nnpoueaypbl OeHUBAHUSA 3HAHUM, YMEHU,
HABBIKOB M ONbITA [JEATEJbHOCTH, XaPAKTePHU3YKOLIMX J3Tanbl (POPMUPOBAHUSA
KOMIIEeTeHLM I



KO[[ U HAMMCHOBAHUC MHUKATOpA
JOCTHIXXCHUSA KOMIICTCHIIUHN

PesynbraTel 00y4eHus mo
JMCLUTUIAHE

OrneHoyHsle
CpeICcTBa

[IK-3.1. OcymiecTBisieT pelakTupOBaHUE
TEKCTOB

pEKIIaMbl U CBSI3€H ¢ 00IIECTBEHHOCTHIO B
COOTBETCTBHUHU C S3bIKOBEIMH HOPMaMH,
cTaHgapTamH, (hopmMaTamu,
TEXHOJIOTUYECKUMU

YMeeT oCylecTBIsATh
peIaKTUPOBAHUE TEKCTOB
pEKJIaMBbl U CBSI3€EH C
00I11€CTBEHHOCTHIO B
COOTBETCTBUU C S3bIKOBBIMU
HOPMaMHu, CTaHapTaMHU,

BeicTymuienue no
TE€ME IIPAKTHYECKOTO
3aHATHS.
TectupoBanue

TpeOOBaHUAMU KAaHAJIOB TPAHCIISALIAN dopmaramuy,
KOMMYHHKAIIMOHHOTO MPOIyKTa TEXHOJIOTMYECKUMHU

TpeOOBaHUSMU KAaHAJIOB

TpaHCIALUN

KOMMYHHKAIITHOHHOTO

POJYKTa
[TK-3.2. KoHTponaupyeT COOTBETCTBUE Bnaneer HaBbIKaMu | BeicTyruieHue o
¢dbopmara KOHTPOJIS COOTBETCTBHS | TEME NMPAKTUUECKOTO
KOMMYHHKAIIMOHHOTO MPOIYKTa ¢dopmara 3aHATHUA.
MeMaKOHIIeNINY KaHaja KOMMYHHUKAIIHOHHOTO TectupoBanue

MPOJYKTa MEIHAKOHIIEIIIUI
KaHaja

[TK-6.1 Co3nmaet TeKCThI pEKIIaMbl U
CBsI3€H C

00IIECTBEHHOCTBHIO C YYETOM CIICIIH(UKH
KaHaJIOB KOMMYHHUKAIIUU U UMEIOIIETOCs
MHPOBOT'O U OT€YECTBEHHOTO OTIbITa

VYMeeT co3maBaTh TEKCTHI

peKilaMbl M CBsI3€d  C
00II1ECTBEHHOCTRIO C
y4eTOM crienuuKu

KaHaJIOB KOMMYHUKallUHM U
HMCIOOIETOCd MHPOBOIO H
OTCUYECTBCHHOI'O OIIbITa

BeicTymuienne no
TeMe MPAKTHYECKOTO
3aHATHSL.
TectupoBanue

[1K-6.2. Co3nmaet napopMaIimoHHbIC
TTOBO/IBI

JUTsl KaMIIaHUW ¥ TIPOEKTOB B cepe
PEKJIaMBbI U CBSI3€H ¢ OOIIECTBEHHOCTHIO,
MPUMEHSET TBOPUYECCKUE PEIICHUS C
YYETOM MUPOBOTO U OTEUECTBEHHOTO
OTIbITa

VYmeer Cc031aBaTh
nH(pOpPMAITMOHHBIE TIOBOJIBI
JUTsl KaMIIaHUA ¥ TPOEKTOB
B cepe pexiiaMbl B CBS3EH

c 00IIECTBEHHOCTHIO,
MPUMEHSIET TBOpUYECKHE
pelieHus c y4ETOM
MHUPOBOTO u

OTCYCCTBCHHOI'O OIIbITA

BricTymienne no
TeMe MPAKTHYECKOT0
3aHATHUA.
TectupoBanue

[T1K-6.3. Co3aet 0CHOBBI ClICHApUEB
CHEIUATbHBIX COOBITUI U MEPOTIPUSTHIA
JU1s1 pexnaMHor i PR-kamMnannmn

YMeer co31aBaTh OCHOBY
CIICHApUEB CIICIHATBHBIX
COOBITHI K MEPOIIPHUATHIA
Uil pekiiamMHOM wuimum PR-
KaMITaHUH

BricTyruienue no
TeMe IIPAKTUYECKOTO
3aHATHSA.
TectupoBanue

I1IK-6.4. ITpuMeHsA€T THCTPYMEHTHI
TPaHCIALUU

MHUCCHHU U pUI0COPUN OpraHU3alIH
LIEJIEBBIM

rpymnmnam oOIecTBeHHOCTH B o diaiiH- u
OHJIAMH-Cpene

Brnaneer HaBBIKaMH
IMPUMCHCHUS UHCTPYMCHTOB

TPAHCIISALUA ~ MHCCUU |
¢unocodpun  opraHU3aANUU
1[E€JIEBBIM rpymnmnam
00II[eCTBEHHOCTH B

oddnaiin- u oHnaH-cpene

BelcTymienue no
TE€ME IPAKTUYECKOTO
3aHATHA.
TectupoBanue

KpI/ITepI/ISIMI/I OLICHUBAHHUA IIPpU MOI[y.HBHO-pCﬁTHHF OBOI CHCTEME SIBIISIIOTCS 68..]1.]1]:1,
KOTOPBIC BBICTABJIAIKOTCA IMPETIOAABATCIICM 3a BHUJBI ACATCIILHOCTH (OI_ICHOLIHLIC CpeI[CTBa) 18(0)
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UTOTaM W3Yy4YEeHUS MOAYyJeH (pa3fenoB AWCHUIUIMHBI), MEPEYHCICHHBIX B PEHTHHT-TIaHE
TUCHUIUTAHBI (0151 9K3aMeHa: TeKYIUH KOHTPOJIb — MakcuMyM 40 0aiioB; pyOeKHBIH KOHTPOIIb
— makcuMyM 30 6anoB, MOOMpPHUTENbHBIE OaIIBl — MakcuMyM 10).

[[Ixanel OLIEHUBAHUA:

st akzamena:

ot 45 110 59 6a10B — «yIOBIIETBOPUTEIHHOY;

ot 60 10 79 6aTOB — «XOPOIIOY;
ot 80 0aIOB — «OTIUYHON.

PeliTHHI-IIJIaH TUCHUIIINHBI
«JloOKyMeHTHpOBaHUe YIIPABJICHYECKOMN AeSITeJJbHOCTH

Hanpasnenue noarorosku 42.03.01 Pexnama u cBsi3u ¢ 00LIECTBEHHOCTHIO

Kypc 3, cemectp 5

Buabl yyeoHoit
AeATeJIbHOCTH
CTY/IEeHTOB

bamn 3a
KOHKpPET
HOE

3aJlaHnue

Yucno
3aJaHuN
3a
CEMECTp

basuiel

MuHUMaIbHBIN

MakcuManbHBIN

Mopyns 1. Teopetuueckue ocaoBbl JIOY. @opmynsip-o6pasern opraHu3anuoHHO-
pacnopsaIuTeNbHOTO TOKYMEHTa

Tekymmii KOHTPOJIb

1. AynutopHnasi pabota 1 5 0 5

2. BricTymieHue mo 3 5 0 15

TeMe MPaKTUYECKOTro

3aHSTUS

Py0e:xHblii KOHTPOJIb

TectupoBanue 1 0 15
Monyinb 2. JIoKyMEeHTaIlMOHHBIA MPAKTUKYM

Texkyumii KOHTPOJIb

1. AynutopHnas pabota 1 5 0 5

2. BricTymuienue no 3 5 0 15

TeMe MPaKTHIEeCKOTro

3aHSTUS

Py0e:xHbIii KOHTPOJIb

TecTupoBanue 1 0 15

[MoompurtenbHbIe 0AITBI

[TyOnukarus crateit 0 10

ITocemaemocTs

[Tocemenne 0 —6

JIEKIIMOHHBIX 3aHSATUI

[Tocemenne 0 -10

MPAKTHYECKUX

(ceMHHapCKUX,

1a00PaTOPHBIX 3aHSITHI)
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HToroBblii KOHTPOJIb

OK3ameH 30

MeToanka oneHUBaHUA AJ IK3aMeHa 110 AU CUUILIMHE:

OneHka «OTJIMYHO» BBICTABISICTCS CTYICHTY, €CIM OH TIIyOOKO W MPOYHO YCBOWII
IIPOrpaMMHBIN MaTepHall, UCUEPIIBIBAIOLIE, NIOCIEA0BATEIBHO, YETKO U JIOTUYECKH CTPOMHO €ro
M3JIaraeT, yMeeT TeCHO YBS3BIBATh TEOPHIO C MPAKTHUKOM, CBOOOJHO CHpABISIETCS C 3a/a4aMH,
BOIIPOCAMU U JPYTMMHU BUJAMU NPUMEHEHUS 3HAHUW, IPUYEM HE 3aTPYAHSIETCS C OTBETOM IpU
JIOTIOJTHUTEIBHBIX BONPOCAX, MCHOJb3yeT B OTBETE MaTepuall MCIOJIb3YEMON PEKOMEHIyeMOM
JUTEPaTyphl, MPaBWIBHO OOOCHOBBIBAET NPHUHATOE pEIIEHHE, BIAJEeT Pa3HOCTOPOHHUMU
HaBbIKaMU U IIPUEMaMU BBITIOJIHEHUS TPAKTUUECKUX 3a]a4.

OrneHka «XOpoLIo» BBICTABIISIETCS CTYIEHTY, €CJIM OH TBEPJIO 3HAET MaTepHall, FpaMOTHO
U 0 CYIIECTBY M3JIaraeT €ro, He J0MyCKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE HA BOINpPOC,
MPaBMWJIBHO MPUMEHSAET TEOPETUUYECKUE TOJIOKEHUS NMPU PELIEHUU MPAKTUYECKUX BOMIPOCOB U
3a/1a4, BJIaJieeT He0OX0IMMBbIMU HaBbIKaMU U MPUEMaMH UX BBITIOJTHEHHUS.

OneHka «yI0BIETBOPUTEIBHO» BBICTABIIAETCS CTYACHTY, €CJIM OH UMEET 3HaHHS TOJIbKO
OCHOBHOTO MaTepuaia, HO HE YCBOWJI €ro JeTajied, JOMyCKaeT HETOYHOCTH, HEJOCTATOYHO
MpaBWJIbHbIE (POPMYIUPOBKH, HAPYIIEHHS JIOTMUECKON IMOCIIEOBATENbHOCTH B H3JIOKEHUU
MPOrpaMMHOTO MaTepuaia, HCHbIThIBACT 3aTPYJHEHHMs] TNpPU OTBETE Ha JOMOJHUTEIbHBIE
BOIIPOCHI.

OneHka «HEYJOBJIETBOPUTEIBHO» BBICTABJIAETCS CTYIEHTY, KOTOPbIH HE 3HaeT
3HAYUTENBHONM dYacTH TMPOTrpaMMHOIO MarTepuaia, JOIMYyCKaeT CYIIECTBEHHbIE OIIMOKH,
HEYBEPEHHO, C OOJIBIINMHU 3aTPYJHEHUSIMU OTBEYAET HA JOMOJHUTEIBHBIE BOMPOCHI.

I[IpumepHbIe BONPOCHI K IK3aMeHY
[Ipenmer, nienu u 3aaaun Kypca «JJoKyMEeHTUPOBaHUE YIIPABICHUECKON NEATEIBHOCTIY.
dopmupoBaHue 0PpUIIHATHLHO-AEII0OBOTO MUCHMA.
Enunast rocynapcTBeHHas ccTeMa JOKYMEHTAIIMOHHOTO O0eCIIeUeHus yIIPaBICHUS.
HopmatuBHbIe TOKyMEHTHI 10 JOKYMEHTALIHOHHOMY OOECIEUEHUIO YIPaBICHUSI.
CBolicTBa U MPU3HAKU JIOKYMEHTA.
Knaccudukanuu 10KyMEeHTOB.
KOpuanueckas cuna ToKyMeHTa.
dopmyisip-o6pazen. 'OCTrwI B cdhepe neaonpon3BoacTBa: o0Ias XxapakTeprucTHKa.
SI3bIK Ci1y’keOHBIX TOKYMEHTOB. OcOOEHHOCTH O(HUIIHATEHO-AETI0BOIO CTHIIA.
0. OpranuzannoHHO-pacTOPSIAUTENbHAS JOKYMEHTAIHS.
1. UadopmanimoHHO-CipaBOYHAs JOKYMEHTAIHS.
12. lokymeHTAalus 10 JTUYHOMY COCTaBY.
13. CoBpemMeHHOE J1e10BO€ MUCHMO. BUIbI 1€70BBIX MUCEM.
14. Cnyxx6a noxymeHTanmoHHoro obecriedenusi. Opranuzaius paboTsl ¢ JOKYMEHTaMH.
15. Co3nanue OnaHKOB TOKYMEHTOB: OOMHIMI OyiaHK, OJIaHK MHUChbMa, OJAHK KOHKPETHOTO
BHJIA IOKYMEHTa, OJIaHK CTPYKTYPHOTO TMOJipa3ieNieHus], JOJDKHOCTHOM OaHK.
16. TpeGoBaHus K JOKYMEHTaM, U3TOTABIMBAEMbIM C TOMOIIBIO TIEYATHBIX YCTPOUCTB.
17. Texuuyeckue OMMOKYU B TOKYMEHTax. PenakTupoBaHue TOKyMEHTa.
18. Opranuzanust paboThl ¢ BXOISAIIUMH JOKYMEHTaMU.
19. Opranuzanus paboThl C UCXOAALIUMU JOKYMEHTaMH.
20. Opranusanus paboTbl ¢ BHyTPEHHUMH JJOKYMEHTaMHU.
21. Opranusanus 10KyMeHTo000poTa. Peructpanivs u KOHTPOJIb UCTIOTHEHUS TOKYyMEHTOB.
22. Opranu3aius ornepaTuBHOTO XpaHEHHsI IOKYMEHTOB.
23. CocraBiieHHE HOMEHKIIATYp JIe.

RBPpooo~NokwNE
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24,
25.

26.

27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.
ol.
52.
53.
54,
55.
56.
S7.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.

@opMHUpPOBaHUE U BEJICHUE JEIL.

HOI[FOTOBKa AOKYMCHTOB K HEpcaaduc B BGI[OMCTBGHHBIﬁ ApXHB. 9KCHCpTH3a OCHHOCTHU

JOKYMEHTOB.
Opranuzanys NOCTOSIHHOTO XpaHEHUs JIOKyMEHTOB.
XPaHEHHUsI JOKYMEHTOB.

®opmymsip-oopazen (TOCT P 7.0.97-2016): pexsusur 01.

Dopmysip-oopazert (TOCT P 7.0.97-2016): pexsusur 02.

Dopmymsip-oopazen (TOCT P 7.0.97-2016): pexsusur 03.
Dopmymsip-oopazen (TOCT P 7.0.97-2016): pexsusur 04.
Dopmymsip-oopazen (TOCT P 7.0.97-2016): pexsusur 05.
Dopmymsip-oopazer; (TOCT P 7.0.97-2016): pexsusur 06.
®opmymsip-oopazen (TOCT P 7.0.97-2016): pexsusur 07.
®opmymsip-oopazen (TOCT P 7.0.97-2016): pexsusur 08.
®opmymsip-oopazer; (TOCT P 7.0.97-2016): pexsusur 09.
®opmymsip-oopazer (TOCT P 7.0.97-2016): pexsusur 10.
dopmynsp-oopazen (I'OCT P 7.0.97-2016): pexusur 11.
®opmymsip-oopazen (TOCT P 7.0.97-2016): pexsusur 12.
®opmymsip-oopazer (TOCT P 7.0.97-2016): pexsusur 13.
®opmymsip-oopazer; (TOCT P 7.0.97-2016): pexsusur 14.
®opmymsip-oopazen (TOCT P 7.0.97-2016): pexsusur 15.

dopmymsip-oopazern (IOCT P 7.0.97-2016): pexBusut 16.

®opmymsip-oopazer (TOCT P 7.0.97-2016): pexsusur 17.
®opmymsip-oopazer (TOCT P 7.0.97-2016): pexsusur 18.
dopmysip-oopazer ('OCT P 7.0.97-2016): pexsusut 19.
dopmyisip-o6pazer ('OCT P 7.0.97-2016): pexsusut 20.
dopmysip-oopazer; ('OCT P 7.0.97-2016): pexsusut 21.
dopmysip-oopazer ('OCT P 7.0.97-2016): pexBusut 22.

dopmynsip-oopazen (TOCT P 7.0.97-2016): pexkBuzut 23.
dopmymsip-oopazen (TOCT P 7.0.97-2016): pexBuzut 24.

dopmyisip-o6pazen (I'OCT P 7.0.97-2016): pexBusut 25.
dopmyisip-o6pazen (I'OCT P 7.0.97-2016): pexBusut 26.
dopmyisip-o6pazer ('OCT P 7.0.97-2016): pexBusur 27.
dopmyisip-o6pazer (I'OCT P 7.0.97-2016): pexBusut 28.
dopmyisip-o6pazer (I'OCT P 7.0.97-2016): pexBusut 29.
dopmyisip-o6pazer (I'OCT P 7.0.97-2016): pexsusut 30.

Nucrpykuus. JJomKHOCTHAS HHCTPYKIIMS.
IIpukas. Pacniopsixxenue.

Hoxnannas 3anucka. CioyxeOHas 3ammcka.
AKT.

3asiBJICHUE.

[Ipuka3 o JIMYHOMY COCTaBY.

Pesrome.

ConpoBoAUTENBEHOE TUCHMO.
[Mucemo-npocnoa.

TpeboBanust K oOpraHuzanuu

HI/ICLMO'HaHOMI/IHaHI/IC, IMUCBbMO-YBCIOMIICHUC, TIMCBbMO-TIPCAYIPCIKIACHUC.

[IncemMo-nIO ATBEPIK ICHHUE.
[Tncemo-3amnpoc.

[IuceMo — oTBeT Ha 3arpoc.
[IuceMo-nipurnamenue.
[TuceMo-pexiamanus.
[TuceMo-npeynpexieHue.
I'apanTHiiHOE UCHEMO.
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74. ndopMaiioHHOE MHCHMO.
Cmpykmypa 3K3amMeHayuOHHO020 Ounema

OO0pasel PK3aMEHAIMOHHOTO OwIIeTa:
MHWHOBPHAYKU POCCHUN
®denepalibHOE rOCYAAPCTBEHHOE OI0KETHOE 00pa30BaTEIbHOE YUPEKICHUE BBICIIETO
0o0pa3zoBaHus
«bamkupckuil rocy1TapCTBEHHBIN YHUBEPCUTET)
@akynbTeT GUI0COPUH U COIUOTIOTHA
Kadenpa stuku, KyJIbTypOJOTUH U CBSI3EH ¢ 00IIECTBEHHOCTHIO
SK3AMEHAIIMOHHBIN BUJIET Ne

10 JUCIHHUITIINHE «I[OKYMGHTI/IPOBaHI/IC ynpaBnquecxofI JACATCIIBHOCTH»

Hanpasnenune 42.03.01 — Peknama u cBsI3u ¢ 00I1IECTBEHHOCTHIO
[Tpoduns - KoMMyHUKAITMOHHBIN MEHEKMEHT

1. OpranuzanuoHHO-pacHopsaUTENbHAS JOKYMEHTALMS.
2. Dopmynsap-oopasen (TOCT P 7.0.97-2016): pexsusur 24.

3aB. kadeapoi Utkynosa JI.A.

ITepeBon omenkn u3 100-0ayuibHONW B YETHIPEXOAIBHYIO TPOM3BOIUTCS CICAYIOITUM
o0pazom:
- otinyHO — oT 80 o 110 6amtoB (Birovas 10 mOOIIPHUTENBHBIX 0aIOB);
- xopoio — ot 60 10 79 6aioB;
- YIOBJIETBOPHUTEIBLHO — OT 45 10 59 Gamios;
- HEYJIOBJIETBOPUTEILHO — MeHee 45 0aloB.

[IpuMepHBbIC KPUTEPUH OIICHMBAHHUS OTBETA HA SK3aMEHE:
Kpurepun ouenku (B 0a/iax):

- 25-30 6aJJ10B BBICTABIISIETCS CTYACHTY, €CIIM CTYACHT Jaj MOJIHbIC, Pa3BEPHYTHIC OTBETHI
Ha BCE TEOPETHYECKHE BOMPOCHI OWIIETa, MPOJEMOHCTPUPOBAT 3HAHUE (YHKIIMOHATBHBIX
BO3MOJKHOCTEH, TEPMHUHOJOTMH, OCHOBHBIX JJIEMEHTOB, YMEHHUE IPUMEHSITH TEOPETUYCCKUE
3HAHUS TIPU BBITIOJHCHUM TPAKTUYECKUX 3ajaHuil. CTymaeHT 0e3 3aTpyJHEHH OTBETHI Ha BCE
JOTIOTHUTEIbHBIE BOMPOCHL. [IpakThyeckass YacTh pabOTHI BBIMIOJIHEHA TOJIHOCTBIO 0e3
HETOYHOCTEH U OIINOOK;

- 17-24 6anjoB BBICTaBISIETCA CTYICHTY, €CIH CTYIEHT pPackpbUl B OCHOBHOM
TEOPETUYECKUE BOTMPOCHI, OJHAKO JOMYIIEHbl HETOYHOCTH B OMPEICIIEHUH OCHOBHBIX TOHSTUM.
[Ipy oTBeTe Ha JOMONHUTENBHBIE BOIMPOCHI JAOMYIIEHHl HeOONbIIMEe HeTOYHOCTH. [lpum
BBITIOJTHEHUH MPAKTUYECKON YacTh paboThl JOMYIIEHBI HECYIIECTBEHHBIE OIIUOKH;

- 10-16 GannoB BBICTABISETCS CTYIEHTY, €CIIM MPH OTBETE HA TEOPETUUYECKHE BOIPOCHI
CTYIACHTOM JIOTYIIEHO HECKOJbKO CYIIECTBEHHBIX OIIMOOK B TOJKOBAHHHM OCHOBHBIX TMOHSITHH.
Jloruka ¥ TOJIHOTa OTBETa CTPAJAIOT 3aMETHBIMU H3bSIHAMU. 3aMETHBI MpOOENbl B 3HAHUU
OCHOBHBIX MeTOJIOB. TeopeThyecKkue BOMPOCH B I1EJIOM U3JOXKEHBl JOCTaTOYHO, HO C
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pomnycKkaMu MaTepuana. VIMeroTcs npuHIUNHUaibHble ONIHMOKY B JIOTHKE TIOCTPOCHUSI OTBETa Ha
Borpoc. CTyIeHT He pemn 3a/1ady WK IPU PELICHUN JOMYIIEHbI IPpyOble OITHOKH;

- 1-10 6amnoB BBHICTABISETCA CTYAEHTY, €CIM OTBET Ha TEOPETHUYECKHUE BOIPOCHI
CBUJICTEIILCTBYET O HENIOHMMAHUU U KpaliHE HEIIOJHOM 3HAaHMM OCHOBHBIX IIOHATHI U METOJIOB.
OOHapyXuBaeTCsi OTCYTCTBUE HAaBBIKOB IMPUMEHEHHUSI TEOPETUUECKUX 3HAHUN MPH BBHITIOJHEHUU
MIPaKTUYECKUX 3a1aHui. CTyI€HT HE CMOT OTBETUTh HU Ha OJIMH JOIOJHUTENIBHBIN BOIIPOC.

BOHPOCI)I K NPAKTUIE€CKUM 3aHATHAM

Moayas 1. Teopernueckue ocHoBbl JOY. @opmy.isip-o6pa3en OpraHu3aluOHHO-
pacnopsiiuTeIbLHOI0 JOKyMEHTAa
Tema 1. I'ocyoapcmeennas cucmema OOKYMEHMAYUOHHO20 00eCcnedeHUs YNpaeieHusl

OcHoBHblEe MOHATHSA: OJaHK, BU3a, TpUP, AEN0, AEIOBOE MHCbMO, JIEIONPOU3BOJCTBO,
JOKYMEHT, JIOKyMEHTOOOOpPOT, BXOJAIIME M HCXOASIIME JOKYMEHThI, HOMEHKJIaTrypa e,
MPOEKT JOKYMEHTa, PErucTpanusi JOKYMEHTOB, PEKBU3HUT JOKYMEHTa, CTaHAApT, TUIIOBOU
JOKYMEHT, TpadapeTHblii JOKyMeHT, (opMmynsp nokyMmMeHTa. @DopMHpOBaHHE PYCCKOTO
O(pUIMAIbHO-/IEJIOBOTO  MUChbMA: TMEpBble JOKYMEHTBI, MPHUKa3HOE JEIONPOU3BOACTBO,
KOJUIEKCKOE  JEJONPOU3BOICTBO, TNEpBble YHUPHUIMPOBAHHBIE CHCTEMBI JOKYMEHTAlUU.
OcHoBHBIE yueOHBIC TOCOOMS M 3aKOHOAATEIIbHBIC AKTHI.

Ponp  noxymeHTanmoHHOro oOecnedyeHHs B COBEPILICHCTBOBAHUHM  YIpPaBIEHUS
OPEeNNpUATHSIMH M yuypexaeHusMu. Ha3HaueHue W OCHOBHBIE  33Ja4d  CIIY)KOBI
JOKYMEHTAI[MOHHOTO o0ecrieueHus yrnpaBiaeHus npennpustus. OpraHu3alioHHas CTPYKTypa U
YUCIEHHBIM COCTaB CIIy’KObl JOKYMEHTAllMOHHOTO oOecredeHus ynpasieHus. PaboTHuku
yIpaBJIeHUs U UX (QYHKIUH B IOCYJapCTBEHHOM CHCTEME JAOKYMEHTAllMOHHOTO oOecreyeHUs
ynpasieHus. [lonoxxeHnue o coz3gaHuu cirykObl JOKYMEHTALMOHHOTO 00eCIeYeHUs yIPaBICHHUS.

Tema 2. IOpuouueckas cuna 0oKymeHma

[onsiTue ropuamuecKkoil cuibl TokyMeHTa. FOpumryuecku 3HauMMble PEKBU3UTHI JOKYMEHTA:
HaVMEHOBAaHUE OpraHu3aluM (IJOJDKHOCTHOTO JIMIIA) — aBTOpa JOKYMEHTa, HAaMMEHOBaHUE BHIA
JOKyMEHTa, 1aTa IOKYMEHTa, PErUCTPAlUOHHBINA HOMEP, IPpUQ YTBEP>KICHUSI, TEKCT, IIOIHCh, I1€YaTh.
Ocobennoct  OQOpPMIICHHSI PEKBU3UTOB, OOCCIICUMBAIOUINX FOPUIMYECKYIO CHIIy JOKyMEHTA.
IOpunnueckass cuia SMEKTPOHHOTO JIOKYMEHTA: JJIEKTpOHHAas IMQpoBas MOJIMNNUCh, YCIOBHS
PaBHO3HAYHOCTH 3JIEKTPOHHOM 1 (POBOI MOAMMCH COOCTBEHHOPYUHOM MOIIHCH.

Tema 3. OcrosHbie mpebo6anus K 0h)oOpMAeHUIO YNPABIEeHUECKUX
(OpeanuzayuoHHO-pacnopsaoumenbHvlx) OOKYMeHmMo8

OCHOBHBIE TOJIOKEHHS MO JOKYMEHTHPOBAHHUIO YIPABICHUECKOW JESITEIHHOCTH.
YHubukanyss M CcraHgapTH3alMs YIPaBICHYECKHX JTOKYMEHTOB. BuIbl OKYMEHTOB U UX
knaccuukanuu: Mo crnocody Qukcanuu  (MUCHbMEHHBIE, Trpaduueckue, KWUHO-, (OTo-,
ayIMOJOKYMEHTHI), 10 HAMMEHOBAHMIO (TMPUKA3bl, UHCTPYKIIMH, CIIPABKU, MPOTOKOJBI, aKThl U
T.1.), IO BUJaM (TUIIOBbIE, MPUMEPHBIC, UHIUBHIyaTbHbBIE), TIO CTETIEHH CIOXHOCTH (TPOCTHIE,
CJIO’KHBIE), TI0 MECTY COCTaBIIEHHS (BHYTPEHHUE U BHEILITHHE), TI0 CPOKAM HCIIOJIHEHUS (CPOYHBIE U
HECPOYHBIE), TI0 TMPOUCXOKACHUIO (CIyKEOHbIE U O(UIINATHLHO-INYHBIE), IO CTEMEHU TJIACHOCTH
(oTkpbITBIE W C TpudoM orpaHudeHus noctyna). [IpaBuna odopmieHus yrnpaBIeHYECKHX
(opraHu3aMOHHO-PACTIOPS AUTENBHBIX ) TOKYMEHTOB.

Tema 4.TOCT P 7.0.97-2016. @opmynap-odopasey
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Odopminenue pexBusutoB (01-30): T'ocymapctBennblii repod Poccuiickoii ®deneparuu,
I'ep6 cybOwekra Poccwmiickoii denepanuu, smbIemMa OpraHu3alliid WM TOBApHBIA 3HAK (3HAK
oOcCITy>)KuBaHus1), KOJl OpraHM3alld, OCHOBHOW TOCYIApCTBEHHBIH PETUCTPAIlMOHHBIA HOMEp
(OI'PH) ropuanueckoro Jmia, uaIeHTU(GUKAIMOHHBIA HOMEP HAJIOTOTUIATENBIIUKA/ KO IPUIHHBI
nocraHoBku Ha yder (MHH /KIIII), kox ¢opmbel NOKyMEeHTa, HAaMMEHOBAHWE OpraHU3aIHH,
CIpaBOYHbIE JaHHbIE 00 OpraHu3aldy, HAUMEHOBAaHUE BHUJAA JOKYMEHTa, JaTa JIOKYMEHTa,
PErucTpallMOHHBIA HOMEP JTOKYMEHTA, CChIJIKA HA PETMCTPAlMOHHBIN HOMEP U JATy JTOKYMEHTa,
MECTO COCTAaBJICHUS WM W3JaHUS JIOKYMEHTa, anapecaT, rpud yTBEepKICHHS IOKYMEHTa,
Pe30JIIoNMs, 3aroJIOBOK K TEKCTY, OTMETKA O KOHTPOJIE, TEKCT JTOKYMEHTA, OTMETKA O HaJIU4UH
MPWIOKEHUSI, TOANUCh, TpU( COIVIaCOBaHMSI JOKYMEHTa, BU3bl COIJIACOBAHUS JOKYMEHTAa,
OTTUCK II€4aTH, OTMETKAa O 3aBEpEHUU KOIMH, OTMETKa 00 HCIOJIHUTENE, OTMETKa 00
WCIIOJJHEHUU JOKYMEHTA M HAIIPaBJICHUU €ro B JEJI0, OTMETKA O MOCTYIUICHMH JOKYMEHTa B
OpraHu3aIuio, UIEHTU(UKATOP FINEKTPOHHON KOTIMH JOKYMEHTA.

Moayas 2. JIoKkyMeHTAIlHOHHBIH NPAKTHKYM
Tema 5. [lokymenmuposanue op2anu3ayuOHHO-pAcnopaOUmenbHol 0esmeibHOCmu

Opranu3anoHHas JTOKyMEHTAIUS: YCTaBbl, TOJIOKEHUS, WHCTPYKIUH. OCOOCHHOCTH
ohopMIIeHHUsSI PEKBU3WTAa «TEKCT» B YyCTaBax. YCTaBbl NpeAnpusaTuid. PacmopsiaurenbHbie
JOKYMEHTBI: TPHUKa3bl, YKa3aHWs, I[IOCTAHOBJICHMS, pacnopsbkeHus, pemenus. Craaun
MOJITOTOBKH PACTIOPAIUTENIBHBIX JTOKYMEHTOB. CTpyKTypa pacnopsauTebHOrO0 JIOKYMEHTA:
KOHCTaTUpyIOIIass 4YacTb M pPacHopsAuTEIbHas 4YacTh. 3arojOBOK B PacHopsAIATEIbHOM
nokymeHTe. OcoOEHHOCTH OQOPMIICHHS PEKBU3UTOB OPraHU3aIMOHHO-PACIOPAIUTEIbHBIX
JOKYMEHTOB. YHU(UIUPOBaHHbIE (OPMBI TOKYMEHTOB [UIsl THUIOBBIX YIPaBICHYECKUX
CUTYyallUi.

Tema 6. [{okymenmuposanue uHghoOpmMayuoOHHO-CHPABOUHBIX OOKYMEHMO8

CrpaBka, CTpyKTypa CHpPaBKH, PEKBU3UTHI CIPAaBKU: HAUMEHOBAHHWE MHHHUCTEPCTBA WU
BEJIOMCTBA, Ha3BaHWE  OpraHu3aliy, HAMMEHOBAaHWE  CTPYKTYPHOTO  IOApa3eieHHUs,
HaUMEHOBaHHE BHUJAa JOKYMEHTa, JlaTa, HOMEp, MECTO H3JaHus, ajpecar, 3aroJioBOK, TEKCT,
MOJNUCH, NedaTh. [IpOTOKONBI, CTPYKTypa MPOTOKOJA, PEKBU3MUTHI MPOTOKOJIA: HAHMEHOBAHME
OpraHu3alil WIA BEIOMCTBa, Ha3BaHME OpraHU3alMd, HAUMEHOBAHUE CTPYKTYpPHOIO
MoJipa3/iejieHnsi, HAaWMMEHOBaHME BHUAA [OKyMEHTa, Jara 3acelaHus, HoMmep (B TeyeHue
KaJICH/IapHOTO T0Jia), MECTO COCTaBjeHus (TOpoj), 3arjaBue (BUJ KOJUIETHMAIBHON pPaOOThI U
HAaMEHOBaHHE KOJUIETHAJIbHOTO OpraHa, TEKCT BBOJHOW M OCHOBHOM YacTH, MOANUCH, Tpud
yTBEp)KJIEHHs, coryiacoBanus. JlokiajgHas 3amucka, BUIbl JOKJIATHBIX 3alUCOK, CTPYKTYpa,
PEKBU3UTHI BHYTPEHHUX (HAUMEHOBAaHHE CTPYKTYpHOTO MOJIpa3efieHHs, HauMEHOBAaHUE BHUIA
JOKYMEHTa, Jara, HOMEp, ajpecar, 3arojiOBOK, TEKCT, MPHJIOKEHUs, IMOJINUCh) W BHEIIHUX
(HauMEHOBaHWE MUHHCTEPCTBA WM BEJOMCTBA, Ha3BaHHE OpraHU3allud, HaMMEHOBAHUE
CTPYKTYPHOTO TOJIpa3Je/ieHUsl, HAaUMEHOBaHNWE BUJAa JOKYMEHTA, J1aTa, HOMEp, MECTO W3HaHMs,
ajzipecar, 3aroJioBOK, TEKCT, IMPHJIOKEHHS, MOMAMUCH) MOKIAJHBIX 3amucoK. OObSCHUTETHHbBIE
3aMuCKU, 0COOEHHOCTH O(hOPMIICHHUS, PEKBU3UTHI: HAUMEHOBAHNE MUHUCTEPCTBA WUJIM BEJOMCTBA,
Ha3BaHWE OpraHM3allid, HAaUMEHOBAaHUE CTPYKTYPHOTO MOJpa3felieHus, HAauMEHOBaHHE BHAA
JOKYMEHTa, J1aTa, HOMEp, MEeCTO M3JaHus, aJpecar, 3arojioBOK, TEKCT, MOINUCH). AKT, CTPYKTypa
aKTa, PEKBM3WTHI: HAMMEHOBaHWE MHHHUCTEPCTBA WM BEJOMCTBA, HAa3BaHWE OpraHU3aluU,
HaMMEHOBaHUE CTPYKTYPHOIO MOJpa3/esieHUs, HAUMEHOBAaHWE BUJA JIOKYMEHTa, Jara, HOMEp,
MECTO M3/IaHHsl, 3ar0JIOBOK, TEKCT, MPHIIOKEHUS, IOJIMUCH, TPU()) YTBEPIKICHHSI, COTIIACOBAHMUS.

Tema 7. Tpebosanus k opopmaenuro 0OKyMeHmos no JIU4HOMY COCMAgy
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3asBieHue, PEKBU3UTHI 3asBJICHUS, TipaBuia opopmienus. [Ipukas mo 1MyHOMY COCTaBy,
PEKBU3UTHI PUKa3a 10 JIMYHOMY cocTaBy. Boinmcka u3 npukasa. TpynoBoi 10roBop (KOHTPAKT),
yCIIOBUSL JI0TOBOpa (MecTo paboThl, KOHKpeTHas paboTa mo mpodeccHn/IoImKHOCTH, CpPOKe
JEWCTBHS JOTOBOpA, YCIOBHS OIUIAThl TpyJda, OOS3aHHOCTH NPEANPUSATHS IO OXpaHEe TPyHa),
JIOTIOJIHUTENIbHBIE YCIIOBUSI CTOPOH. TpYyAOBbIE KHM)KKH, MOPSIIOK 3aBECHHS TPYAOBON KHIKKU U
3aHECEHUs JaHHBIX, JaHHBIC TPYAOBOW KHIKKH (CBEICHHUS O pabOTHUKE, CBEJACHUS O padore, O
HarpaxJICHUsIX U MOOLIPEHUSAX, 00 OTKPHITHSIX Ha KOTOpbIE BbIJAHbI AUIUIOMBL. JIMyHOE Aeno:
BHYTPEHHSISI ONMCHh JJOKyMEHTOB JIeNia, JOTIOJIHEHHE K aHKETe, 3asBJICHUE O NpUeMe Ha padory,
aHketa ¢ gororpadueit, TpyI0BOH JOTOBOpP, IPUKA3 O MpHEeMe Ha padoTy (KOMHs), JOKYMEHTHI 00
o0Opa3zoBaHUM (KONHHM), XapaKTEPUCTUKW WIM PEKOMEHJATEIbHbIC IMMChbMa. XapaKTepPHCTHKA,
PEKBU3UTHl XapaKTEPUCTUKU: HAUMEHOBAHUE BUJA JOKYMEHTA, TEKCT, MOJIMUCH, JaTa, IeyaTb.
ABTroOuorpadus, peKBU3UTHI aBTOOMOTpaguu: Ha3BaHUE BHUJIAa JOKYMEHTA, TEKCT, 1aTa, OIHUCh U
ee pacmupoBka. JIMYHBII JUCTOK NO Yy4YeTy KaJpoB, CBEACHHUS, HEOOXOIUMBbIE JUIS €ro
3amoJiHeHusl: Ouorpaduyeckue TaHHble, CBeJeHUS 00 0Opa3oBaHUM, TPYIOBOHU IESATEIBHOCTH,
ceMeHOM 1oJiokeHUH. CpOKU XpaHEHUsl JOKYMEHTOB I10 JUYHOMY COCTaBY.

Tema 8. Cospemennoe 0enosoe nucbmo

JlenoBoe nmucbMo B ycioBHsX yHuU(ukanuu. [IpaBmia opopmiieHHs Jel0BOro MHUChMA.
Bunel nucem: conpoBoauTeNbHBIE MUChMA, MUChMA-MPOCHOBI, MUCbMa-HAIOMUHAHUS, TTUChMa-
MOATBEPK/ICHUS, THCbMa-WU3BEIEHUs, MNHUChbMAa-TIPUrJallleHusi, HHQOPMAIMOHHbIE MHCHhMA,
UUPKYJISpHbIE THUCbMa, TapaHTUHHBIE MHCbMa, KOMMEpPYECKHE IHCbMa, MHChMa-3alpochl,
mMchbMa — OTBETHl HA 3alpochl, MHCbMA peKjIamaliH, MHCbMa-NPeTeH3uu, MHchbMa-
npeaynpexaeaus. OcoOeHHOCTH OQOpMIIEHUS PEKBU3WUTOB JIEJIOBOTO MHChMA. SI3BIKOBOM
CTaHJApPT [I€JIOBOTO IHUChbMa, CTaHJIApTHbIE (OPMYIbI, JIEKCHYECKass codeTraeMocTb. [IpaBuia
pyOpunpoBanus. PedeBoil 3THKeT nenoBoro nucbma. MHGOpMaTHUBHOCTE U yOEAUTEIBHOCTH
nenoBoro nucekMa. bianku odunmansHoro nucbMa. HeperinaMeHTHpOBaHHBIE JEI0OBBIE TUCHMA.

Tema 9. Opeanuzayust pabomul ¢ OOKymMeHmamu, OoKymenmooobopom. [1opsook xpanerus
OOKYMEHMO8 8 apxuge

[Ipuem Bxomsmmx A0KyMeHTOB. llpeaBapurenbHoe paccMOTpeHHE JOKYMEHTOB.
Peructpanus u yuyer AokyMmMeHTOB. JloKian pPYKOBOIUTENIO O IOJYYEHHBIX JIOKYMEHTAaX.
Hanpasienune nokymeHTOB Ha ucrnosiHeHue. Opranu3anusi KOHTPOJIS HCIOIHEHHS TOKYMEHTOB.
HcnonHenne JOKyMEHTOB. XpaHEHHE JOKYMEHTOB, COCTaBJICHME HOMEHKJIATyphl e,
dbopMupoBaHre IOKyMEHTOB B jena. [lpuHuumnel ¢GopMUpOBaHUSA Jield: HOMUHAJBHBIN,
MIPeIMETHO-BOIIPOCHBIH, aBTOPCKUH, KOPPECTIOHIECHTCKUH, TeorpadudecKuii, XpOHOJIOT HUECKUH.
TpeboBanust k ¢dopmupoBanuio nen. lcmonp3oBaHHE TOKYMEHTOB B HMH(OPMAIMOHHO-
cpaBoyHOU pabote. OmpeneneHue CpoKOB XpaHEHUs NOKyMeHTOB. Ilepemada nOKyMEHTOB B
apXuB, UCTIOJIb30BAaHUE U YHUUTOXKEHHE TOKYMEHTOB.

Opranmzanys apXuBHOTO XpaHeHUs: JOKyMeHTOB. DenepanbHblii 3ak0H PD «OO0 apxuBHOM
nene B Poccuiickoit @enepauum». [loarortoBka gen k nepegave B apXuB. JKCIEPTH3a LEHHOCTU
JIOKYMEHTOB, IOKYMEHTUPOBAHHUE PE3YIbTATOB IKCIEPTU3bl. 3HAUMMOCTD YUPEKACHUS WUIIH JIULIA,
KOTOpBIE CO3/1alH JOKYMEHTBI. 3HAUUMOCTh COJIEPXKaHUs JOKYMEHTOB (KPUTEpHUl COIEp:KaHUs).
OCOOeHHOCTH AKCHEePTH3bl HEHHOCTH W Tepefadyd B apXWB AIIEKTPOHHBIX JTOKYMEHTOB (0a3
JaHHBIX). Bpems u Mecto oOpa3oBaHusi JOKyMeHTOB. [10TMHHOCTE ¥ KOMMMHHOCTH JIOKYMEHTOB.
JlybneTHOCTh TOKyMEHTOB. DHU3MUECKOe COCTOSHUE JOKyMeHTa. OpraHu3anus paboThl ¢ JAejaMu,
COCTOSIIIMMH Ha BPEMEHHOM XPaHEHUU B apXUBE.

Memoouueckue ykazanus
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B nensx ycnemrHoi moJaroToBKH, IPOBEIEHUS MPAKTUYECKUX 3aHATHH U 3PPEKTUBHOTO
CaMOCTOSITEIIBHOTO M3y4YEeHHUS PEKOMEHJIOBAHHBIX T€M OOydJalomMMCs HEOOXOIUMO COOJII0aTh
CJIEYIOIIE OCHOBHBIE METOANYECKUE TIOJIOKEHUS.

OOyuarommMcss HEOOXOIUMO TMOMHHUTh, YTO KauyeCTBO MOJY4EHHOro oOpa3oBaHUS B
HEMaJIOW CTENEeHM 3aBUCUT OT aKTHBHOM POJHM caMoro oOywaromerocs B y4eOHOM Ipoliecce.
Bonbiiyto mosib3y 0OydaromiMMcs MOXET IpPUHECTH (QOPMHUPOBAHUE AIIEKTPOHHON MaNKu
JOKYMEHTOB, IOCKOJIbKY 3TH BU/JIbl padOThI 00ECIIEUNBAIOT OBJIAJICHUE HABBIKAMU U YMEHUSIMH B
cdepe YCTHOU M MUCBMEHHON KOMMYHHKAIUH.

Henn mnpakTU4yecKUX 3aHATUN: OBJAJEHUE OCHOBAMHU IPABUIBHOIO OQOPMIIEHHUS
JOKYMEHTOB M HaBbIKAMHU OpPraHU3alluU JIOKyMEHTOOOOpOTa B YUPEXKIACHUU B COOTBETCTBUM C
tpeboBanusmu ['OCT, B T.4. ¢ AenamMu, 3aKOHYCHHBIMU JICTIOTIPOU3BOICTBOM (MX 0OPMIICHHE U
MOPSIIOK CAaYM Ha apXUBHOE XpaHEHHUE).

3anauy MpPaKTUYECKUX 3aHSATHUM: 3aKpelvieHue M yriyOJeHue 3HaHWi, MOJTy4eHHBIX Ha
JEKUUAX U NPUOOPETEHHBIX B IMPOLIECCE CAMOCTOSITENIbHOM paboThl ¢ y4yeOHOUM JHUTEepaTypoH,
HOPMAaTUBHBIMHM aKTaMH U JAPYrMMH MaTepuanamu; GopMHpoBaHUE Y 00ydarolIUXCsl YMEHUU U
HaBbIKOB paboThl ¢ 'OCTamu, kinaccupukaropamu.

[IpakTHyeckoMy 3aHATHIO JOJDKHO MPEALIeCTBOBAaTH O3HAKOMIIEHHE C JIEKIMell Ha
COOTBETCTBYIOILYIO TE€MY HWJIHM C JIUTEPATypoll MO TeMe. 3aHATUS MPOXOJAT B CIEIYIOIIUX
OCHOBHBIX (popMax: cBOOOJHOTO OMpoca OOYJArONIUXCs IO 3aJaHHBIM BOTIPOCaM, OOCYKICHUS
MPOOJIEMHBIX CUTYallui, TECTUPOBAHUS U JP.

HezaBucumo oT TOro, kakue MeToibl OyIyT HCIOJIb30BAaThCA IPENojaBaTeieM Ha
3aHSTUSIX, K IPEICTOSALIEMY IPAKTUUECKOMY 3aHITHIO TOTOBSTCS BCEe 00ydaromuecs

CamocTtodTrenbHas paboTa CTYJCHTOB HallpaBlieHa HA PEIlIeHHE CIEIYIOIUX 3a/1a4:

- JIOTUYECKOE MBILIUICHNE, HABBIKA CO3/IaHUs HAy4YHBIX pabOT T'yMaHUTAapHOIO HaIpaBlICHUS,
BEJICHUS AUCKYCCHI Ha 3a/laHHYIO TEMY;

- pa3BUTHE HABBIKOB paOOTHI 3JIEKTPOHHBIMU HCTOYHUKAMU;

- ocymecTBieHue 3PPEKTUBHOTO TIONCKA HH(POpMAITUH;

- TIoJTydeHune, 00paboTKa U COXpaHEHUE UCTOYHUKOB HH(MOPMAIIHH;

- mpeoOpazoBanue HHGOPMAITUN B 3HAHUE;

- ¢opMUpOBaHHE U APryMEHTUPOBAHHOE OTCTAaWBAaHUE COOCTBEHHOM MO3WMUHUN MO Pa3ITUYHBIM
npooaeMam.

Jlig pelieHus yKa3aHHBIX 3a7ad CTyJEHTaM MpelaraloTcs K O3HAKOMIICHHIO H
CoJIep’KaTelbHOMY aHanu3y oOpa3lbl pa3IUYHbIX JOKYMEHTOB. Pe3ynbrarel paboTbl ¢
JOKYMEHTaMHU OOCYXJaloTCsl Ha NPAKTHUECKUX 3aHATHSAX. CTyIeHTHl BBHIMOJIHSIOT 3a/JaHus,
CaMOCTOSITEJIbHO OOpamiasicb K OpPUTHHAJIBHBIM HCTOYHUKAM, Y4eOHOM U CIIpaBOYHOU
nmutepatype. [IpoBepka BBITIONHEHUS 33JaHUN OCYILIECTBIISETCS KaK Ha MPAKTUYECKUX 3aHATHUAX
C TIOMOIIBIO YCTHBIX BBICTYIUIEHUH CTYICHTOB U HX KOJUIEKTUBHOTO OOCYXXIIEHUS, TaK U C
MTOMOIIBIO0 TECTUPOBAHUSI.

Kpurepuu onenku (B 6a/1ax):

- 15 GasIoB BBICTABIIACTCS CTYIEHTY, €CIIM IPHHAMAET aKTHBHOE Y4acTHE B OOCYKIEHUH TEMBI,
OYCHb XOPOIIIO OTBEYACT Ha BOMPOCHI W yMeeT (hOpPMYyIHPOBaTh U OTCTAMBATh CBOIO TOYKY
3pCHUS,

- 10 GasI0B BBICTABIISIETCS CTYACHTY, €CJIH MPHUHAMAET y4acTHEe B OOCYKICHUH TEMbI, XOPOIIIO
OTBEYACT Ha BOMPOCHI;

- 5 6a/toB BBICTABIIAETCS CTYJCHTY, €CJIH XOPOIIIO OTBEYAET Ha BOMPOCHI;

- 0 6ayUTOB BBICTABIISAETCS CTYJCHTY, €CJIM HE TOTOB K 3aHSTHIO.

IIpumepHBIe TECTHI IO AMCHUILJIMHE

Tect 1
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1. CoxkpalieHHOE HaMMEHOBAHHE OPTraHU3aLMK JJOJKHO MPOCTABIISATHCS CTPOTO B COOTBETCTBUU
c:

a) 3aKOHOM;

0) moJI0XKeHneM 00 OpraHu3aluy;

B) YCTaBOM OpraHU3alMY;

r) 6+B.

2. PeKBU3UT «CTIPAaBOYHBIE TaHHBIE 00 OPraHu3aIy COACPKUT:
a) MOYTOBBI azpec;

0) Homepa TeneoHOB, (PaKCOB, TEICKCOB;

B) aJpec 3JIEKTPOHHOM 1ouThl, caiita B IHTEepHETE;

I') BCE MIEPEUNCIICHHOE.

3.B PEKBU3UTE KOTMCTKA O HAJIMYHUU ITPUITIOKCHU A HAMMCHOBAHUC IPHUIIOKCHUS YKA3bIBACTCS:
a) €clid OHO HE Ha3BaHO B TEKCTE;

0) ecru OHO Ha3BaHO B TEKCTE;

B) €CJIM UX HECKOJIBKO;

I') BCE MEPEUNCIICHHOE.

Kpurtepun ouenku B 0ajuax:
B kadectBe pyOeKHOTO KOHTPOJIS TTPOBOJIUTCSA TECTUPOBAHUE, B KOTOPOM IPEICTABICHO
25 BompocoB. TecTupoBaHue NpoBOIUTCS — Ha | 1 2 pyOeKHOM KOHTPOJIE.
- 25 GayIsIOB BBICTABIISIETCS CTYJEHTY, eciii 6oJiee 19 BEpHBIX OTBETOB U3 BO3MOXKHBIX 25;
- 15 GannoB BBICTABISIETCS CTYACHTY, €Clu OT 15 70 18 BEepHBIX OTBETOB;
- 10 GannoB BeICTaBIsIETCS CTYAEHTY, eciu oT 10 10 14 BEepHBIX OTBETOB;
- 5 6anioB BBICTABIAETCS CTYACHTY, €CITU OT 5 10 9 BEpHBIX OTBETOB;
- 0 6anIoB BHICTABIIAETCS CTYACHTY, €CJIU BEPHBIX OTBETOB MEHEE 5.

5. YueOHO-MeTOoqUYecKOe U HHPOPMAIIMOHHOE o0ecTiedeHne T CIUTIIMHBI

YyeOHasi aucuUIUIMHA obecriedeHa  y4yeOHO-METOIUYECKOW JOKyMEHTalued u
Matepuanamu. Ee conepaHue IpeacTaBiIeHO B JOKAJIBHOM CETH By3a M Ha caiite dakynbTeTa
¢bmrocopun u coumonorun baml'V http://www.bashedu.ru/o-fakultete-filosofii-i-sotsiologii
OOyuaromumMes obecrieyeH JOCTYI K COBPEMEHHBIM MpodecCHOHaIbHBIM 0a3aM JIaHHBIX,
MH(OPMALIMOHHBIM CIIPABOYHBIM M MOMCKOBBIM CHCTEMaM B KOMIIBIOTEPHOM Kilacce (hakynbTera
¢unocopun u counonorun baml'V, a Taxke k DnexkrponHoi 6ubnunorexke bamly no agpecy:

http://lib.bashedu.ru.

5.1. IlepeyeHb OCHOBHOM M JONOJHUTEIBHON y4eOHOI JIuTEepaTyphbl,
HEe00X0AMMOI ISl 0CBOCHUS AN CIMIIIMHBI
OcHoBHasi InTEepaTypa:

1. JloxymeHTanmoHHoe obecrieueHue ynpasienus : yueonuk / [A. C. I'punbepr [u ap.]] .—
Mocksa : KOHUTHU-JAHA, 2013 .— 391 c.

2. CoxkonoBa O.H. JlokyMeHTallMOHHOE OOecreueHne yIpaBiIeHHs] B OpraHu3alyu : yued.
nocobue / O. H. Cokonosa, T. A. AkumoukuHa .— 2-€ u3., crep. — Mocksa : Kropyc,
2013 .— 160 c.

3. Kysuenor U.H. JlokymeHTanmoHHOE 00eCreYeHne YIpaBiICHUS U JEIOTPOU3BOACTBO :
yuebnuk / M. H. Ky3nenos .— Mocksa : FOpaiit, 2012 .— 576 c.

18


http://lib.bashedu.ru/
http://ecatalog.bashlib.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=376&TERM=%D0%A1%D0%BE%D0%BA%D0%BE%D0%BB%D0%BE%D0%B2%D0%B0,%20%D0%9E%D0%BB%D1%8C%D0%B3%D0%B0%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
http://ecatalog.bashlib.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=3444&TERM=%D0%9A%D1%83%D0%B7%D0%BD%D0%B5%D1%86%D0%BE%D0%B2,%20%D0%98%D0%B3%D0%BE%D1%80%D1%8C%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%B8%D1%87%5B1,1004,4,101%5D&LANG=rus

5.2.

1.

2.

3.

JlonoTHUTE/ILHASI JIUTEPaTypa:
Kyzuernos U.H. JlenoBoe nuckMo : yaeOHO-cripaBouHOE ocodue / M.H. Ky3neros. - 5-¢
u3a. - Mockasa : Jlamkos u Ko, 2008. - 196 c.
KOmuna JLLH. J[loxymeHTanmoHHOE oOOeCIeueHne YIPaBICHYECKON AeITeIbHOCTH
[DnexktponHbIit pecype] : yueb. mocobue .— HoBocubupck : HI'TY, 2011 .— [octym k
TEKCTY AJIEKTPOHHOTO W3/IaHUSl BO3MOXKEH uepe3 DJIEKTPOHHO-OMOIMOTEYHYIO CHCTEMY
«YHHUBEPCUTETCKAs oubnmoTeka online» —
<URL:http://biblioclub.ru/index.php?page=book_view&book id=228777>.
Poroxxun M.IO. JlokymenTanimonHoe o0ecrieueHue yrpaiieHust [ DIeKTPOHHBIN pecypc] :
npaktudeckoe mocooue / M. FO. Poroxun .— M., bepnun : dupexr-Menuna, 2014 .—
398 C. — ISBN 978-5-370-1254-9 —
<URL:http://biblioclub.ru/index.php?page=book&id=253705&sr=1>.
3axapoBa T.M. JlokymeHTallMOHHOE OOecleYeHHEe YIpaBJIeHUs: y4eOHO-TPAKTUYECKOE
nocobue [Dnexrponusii pecypc| / 3axapoBa T. U. — M. : EBpasuiickuii OTKpBITHIN
uHctutyT, 2010 .— 155 c. — JloCcTyn K TEKCTY JI€KTPOHHOTO M3/JaHMs BOZMOXEH uepe3

DNEKTPOHHO-OUOIMOTEUHYIO CHCTEMY «YHUBEpCcHTETCKas OnommoTeka online» .— ISBN
978-5-374-00261-4 .— <URL.:http://www.biblioclub.ru/book/90346/>.

Ilepeuens pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKANMOHHOU ceTH « AHTEepHeT» N
NMPOrpamMMHOro odecrneyeHusi, He0OXOAUMBIX JJISI OCBOEHUS U CHUIINHBI

[Tepedyers mporpaMmMHOTO OOECTICYCHUSI:
Windows 8 Russian. Windows Professional 8 Russian Upgrade. OLP NL Academic Edi-
tion. Beccpounast. Ne104 ot 17.06.2013 r.
Microsoft Office Standard 2013 Russian. OLP NL Academic Edition. beccpounas. Nel 14
or 12.11.2014 r
KoncynpranT [Tnmroc. JToroBop Ne 28826 ot 09.01.2019 r. JIunienzun 6eccpoyHsbIe.

[Tepedyersr nHGOPMAITMOHHBIX CIIPABOYHBIX CUCTEM:
—DOBC «YHuBepcuTeTcKas 0MOJInoTeKa OHIANHY,
—ObC n3narenscTBa «JIaHb»;

— OBC «2OneKTpOHHBIN YUTATIBHBIN 321D,
https://protect.qgost.ru/
https://ppt-online.org/
https://www.profiz.ru

http://gramota.ru/

http://www.slovari.ru/
https://dic.academic.ru

http://pr.web-3.ru

http://orthographia.ru/
http://www.e-xecutive.ru
http://www.piar.ru

http://pr-info.ru

http://pr-life.ru

http://www.raso.ru

http://www.soob.ru

http://www.rwr.ru

http://studlib.com/
https://vnaumov.timepad.ru
https://prexplore.ru

6. MaTepuajbHO-TeXHH4YeCKasi 0a3a, He0OXoAUMAs 1/l OCYLIECTBJIEHUSI
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http://ecatalog.bashlib.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=5720&TERM=%D0%AE%D0%B4%D0%B8%D0%BD%D0%B0,%20%D0%9B.%20%D0%9D.%5B1,1004,4,101%5D&LANG=rus
http://biblioclub.ru/index.php?page=book_view&book_id=228777
http://ecatalog.bashlib.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=5720&TERM=%D0%A0%D0%BE%D0%B3%D0%BE%D0%B6%D0%B8%D0%BD,%20%D0%9C.%20%D0%AE.%5B1,1004,4,101%5D&LANG=rus
http://biblioclub.ru/index.php?page=book&id=253705&sr=1
http://ecatalog.bashlib.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=5720&TERM=%D0%97%D0%B0%D1%85%D0%B0%D1%80%D0%BE%D0%B2%D0%B0,%20%D0%A2.%D0%98.%5B1,1004,4,101%5D&LANG=rus
http://www.biblioclub.ru/book/90346/
https://protect.gost.ru/
https://ppt-online.org/
https://www.profiz.ru/
http://gramota.ru/
http://www.slovari.ru/
https://dic.academic.ru/
http://pr.web-3.ru/
http://orthographia.ru/
http://www.e-xecutive.ru/
http://www.piar.ru/
http://pr-info.ru/
http://pr-life.ru/
http://www.raso.ru/
http://www.soob.ru/
http://www.rwr.ru/
http://studlib.com/
https://vnaumov.timepad.ru/
https://prexplore.ru/

06p330B3T€J’[LH01"0 npouecca nmo 1MCHUuIlJInHEe

HaumeHnoBanue
CHeNUATN3UPOBAHHBIX
ayauTOpHi,
Ka0OMHETOB,
JabdopaTopuii

Buj 3anaruii

HaumenoBanue o60pynoBanus,
NPOrpaMMHOI0 obecrnedeHHs

1

3

yueonasn ayoumopus
0 nposedenu
3aHAMUIL 1eKYUOHHO20
muna:

aymutopuss ~ Ne 409
(momemenue, yn. Kapna
Mapkca, .3,
Kopi.4)nomeuwienue 0ns
Xpanenus u
npogunaxmuyecxkozo
oocnyxrcueanusn
yueonozo
o0bopyoosanus:
aymutopuss ~ Ne 305
(momemenne, yn. Kapna
Mapkca, 1.3, kopr.4),

Jlexiun

Aynutopus Ne 409
YyebHast mebeib, T0CKa.

yueonan ayoumopus
0 nposedenus
3AHAMUIL CEMUHAPCKO20
muna:

ayautopuss ~ Ne 409
(momemenne, ya. Kapna
Mapkca, 1.3, kopn.4)

[IpakTnueckue
3aHSTUS

Aynutopusi Ne 409
YuebHas Mmebenb, ToCKa.

yueoHnan ayoumopus
0 nposedenu
2Pynnoevix u
UHOUBUOYATIbHBIX
KOHCYbmauuii:
aynuropus Ne 409
(momenienwue, ya. Kapna
Mapkca, 1.3, kopn.4)

yuebnasa ayoumopus
011 meKyuiezo
KOnmpona u

npOMENCYmouHou
ammecmayuu:
aymutopuss  Ne 421
JlaGopaTopus T

(momemenue, yn. Kapna
Mapkca, 1.3, kopi.4),
aymutopus  Ne 406
(momemenue, yn. Kapia
Mapkca, 1.3, kopn.4)

NHnuBuayanpHble |

IPyIIIOBbIE
KOHCYJIbTAIIUH,

IMPOMEIKYTOHYHAA
aTTeCTanus.

Aynutopusi Ne 409
VYuebOnast Mebenb, TOCKa.

Aynutopus Ne 406
YuebHas Mebenb, T0CKa.
Ayautopus 421
JlaGopaTopus UT

YyeOnast MeOenb, JI0CKa, KOMIIBIOTEP

(cucremunrii 610k Power Cool\ Core i3-8100

(3,6)\8Gb HDD 1 Th\DVD-RW\450W\ Win

10 pro\ xm-pa USB\ Meme USB\ LCD

Mounwurtop 21,5 (15 mwTyk).

I10:

1. Windows 10. IIpemycraHoBieHHas.
Jluuensus Oeccpounas. [loroBop Ne004
ot 19.03.2019 1.

2. Windows 8 Russian. Windows Profes-
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sional 8 Russian Upgrade. OLP NL Aca-
demic Edition. beccpounas. Nel04 ot
17.06.2013 r.

3. Microsoft Office Standard 2013 Russian.

OLP NL Academic Edition. beccpounas.
Nell4 or 12.11.2014 r.

4. Koncynbrant Ilmoc. [Jorosop Ne 28826

ot 09.01.2019 r. JIunien3un 6eccpovHbIe.

nomeuieHus 011
CamocmoamebHoul
pabomut:

yuTanbHbIN 3251 Ne 5
(momemenue, yi. Kapna
Mapkca, 1.3, kopm.4)

CamocrosTenapHas
pabota

YuraabHbii 327 NeS
VYyebnas mebenb, yaeOHO-HATJISITHbIC
noco6ust, npuntep Kyocera M130 — 1 wr.,
ckanep Epson V33 — 1 mr., Mmoro610k Com-
paq Intel Atom, 20.0”, 2 GB, Mono6ok IRu
502, 21.5”, Intel Pentium, 4 GB,
OTHCTYIIHUTECIIb — 1 mIT., IIoJCTaBKa
AaBTOCEHCOpPHAas Ha CKaHep — | mT.
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MUWHOBPHAYKU POCCUN

[Tpunoxxenne Ne 1

®I'BOY BO «BAIIKHUPCKUIN I'OCYIAPCTBEHHBI YHUBEPCUTET»

OAKVIIBTET ®NJIOCOPUN 1 COLIOJIOT M

COJIEP)KAHUE PABOYEN ITPOT'PAMMBbBI

JUCHMIUIMHBI «J{0OKyMEHTHpOBaHUE YIPABIECHYECKOU JESITEILHOCTU» Ha S CEMECTpP

O4HOH QopMBbI 0OyUeHUs

Pabouyro porpammy OCyIIECTBIISIFOT:

Jlexunu ¥ MpaKTHYECKUE 3aHATHS: JIOIEHT, Kau . ¢puioi. Hayk CunuBanen AHTennHa

BrnagumupoBHa

Oo0bem
AUCHUILINHBI
Bun paéorsl Ounas dopma
00y4eHus1
O6mas TpynoemkocTs aucturuiabl (3ET / gacoB) 144/4
Y4eOHBIX 4acOB Ha KOHTAKTHYIO pabOoTy ¢ MpenogaBaTeseM: 54,2
JIEKIIMOHHBIX 18
MPAKTUYECKHUX 36
JIpyrux (rpymnmnoBasi, ”HIUBUyallbHAsi KOHCYJIbTAUS U MHbIE BUIbI
y4eOHOH JesATENBbHOCTH, TPEAYCMaTPUBAIOIINE pabOTy 0,2
obOyvaroruxcs ¢ npenoaasarenaem) (OKP)
Y4eOHBIX 4acOB Ha CaMOCTOSTENbHYIO padoTy oOy4atomuxcs (CP) 37
Y4eOHBIX 4acoB Ha MOATOTOBKY K 3a4eTy (KoHTpoIb) 52,8

dopma KOHTPOJIS:
3auet 5 cemectp
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<I)opMa HU3YUCHU MaTCpPpUaAJIOB:

®opma TeKy1Lero

JICKLUH, IPAKTHYECKUE 3aHSTHS, OcHoBHas U KOHTPOJIA
CEeMUHApPCKUeE 3aHsTHUs, JONOJTHUTENbHAS yCIEeBaeMOCTH
No Tema 1 coxepsKate nabopaToOpHbIC padOTHI, TUTEpaTypa, 3agaHus MO0 CaMOCTOSTEIHHON (KOJIIIOKBUYMBI,
/o P caMmocTosTeNnbHas paboTra u PEeKOMEHOyeMast pabore cTyJeHTOB KOHTPOJIbHBIC
TPYILOEMKOCTb (B Hacax) CTyJeHTaM (HoMmepa U3 paboTHI,
K P P CP CITHCKA) KOMIIBIOTEPHBIE
TECTHI U T.11.)
1 2 3 4 5 6 7 8 9
1. | Moayas 1. Teopernueckrne OCHOBBI 1-3 3HAKOMCTBO C PEKOMEH Ty EeMOit Brictyruienue no
JOY. dopmysip-obpaseir JINTEPATYpPOH. TeMe
OpraHU3aIMOHHO-PACTIOPSTUTEIHHOTO [MoaroroBka marepuana K MPaKTUIECKOTO
JOKyMEHTa BBICTYIUICHHIO 110 TEME 3aHSTHSL.
Tema 1. T'ocymapcTBeHHAs CCTEMa MPAKTUYECKOTO 3aHSTHSI.
JIOKYMEHTAIIHOHHOTO 00ECTICUCHIS 2 4 4
yIIpaBJICHUS.
OCHOBHBIC TTOHSITHS.
DOopMUPOBAHUE PYCCKOTO
o(uIMaIbHO-1€I0BOT0 UChMA.
OcHOBHBIE 3aKOHOAATEIIBHBIE AKTHI.
3agaun cayx0s1 JIOY npeanpusTus.
Opranu3armoHHasi CTpyKTypa
ciyx0n1 IOY. PaboTHHKH
yhnpaBieHus U uX GyHKLIHUH B
rocynapcrBenHoi cucreme JJOY.
2. | Tema 2. FOpuauueckas cuia 2 4 4 1-3 3HAKOMCTBO C PEKOMEH Ty eMOH Beictymienue mo
JIOKYMEHTA. JIUTEPATYpPOH. TEME
ITonsiTHe FOPUIMUECKON CHITBI IToaroroBka MaTtepuana K MPaKTUYECKOT0
JokyMenTa. FOpumdecku 3HaYuMBbIe BBICTYIUIEHHIO 110 TEME 3aHATHSL
PEKBH3UTHI TOKyMeHTa. OCOOEHHOCTH MPAKTUIECKOTO 3aHSITHS.
o(hopMITeHHST PEKBU3HTOB,
00ECTICUNBAIONIX FOPHITIECKYIO CILTY
nokyMenTa. FOpumueckas cuia
3JIEKTPOHHOT'O JIOKYMEHTA.
3. | Tema 3. OcHOBHBIE TPEOOBAHUS K 2 4 4 1-3 3HAKOMCTBO C PEKOMEHAYEMON Brictynienue no
0(hOpMIIEHHIO YIPaBICHYECKHX JUTEPATYpOH. TeMe
(opranu3zai.-pacropsiiuT.) IloaroroBka Marepuaia K PAKTUIECKOT0
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JIOKYMEHTOB.
OCHOBHBIE MOJIOKEHUS TI0
JOKYMEHTUPOBAHHIO yIPaBICHYECKOM
JeATEIbHOCTH. Y HU(UKAIUS U
CTaHJAapTHU3AIMs YIIPABICHYCCKHX
JIOKYMEHTOB. BuibI TOKyMEHTOB U UX
knaccuukanmu. [pasuna
ohopMITeHHS YIIPaBIEHYECKIX
(opranmzamoHHO-
PACIIOPSTUTENBHBIX) IOKYMEHTOB.

BBICTYIIJICHUIO 11O TEME
MMPAKTUYCCKOI'O 3aHATHUA.

3aHATUS.

Tema 4. TOCT P 7.097-2016. 14,8 1-3 3HAKOMCTBO C PEKOMEH Iy eM O Beicrymienue mo
dopmynsp-obpaserl. JINTEPATYpPOH. TeMe
Odopmienne pexksuszutoB (01— [ToaroroBka mMarepuana K MPaKTUYECKOTO
30). BBICTYIUICHHIO 110 TEME 3aHSTHSL.
MPAaKTUYECKOTO 3aHATHS. TectupoBanue.
IToaroroBka K TECTUPOBAHUIO.
Mopayas 2. JIoKyMeHTallMOHHBIH 6 1-3,5-7 3HAKOMCTBO C PEKOMEHTyeMOn BelcTymuienue o
[IPAKTUKYM JIUTEPaTypOH. TeMe
Tema 5. JoxymeHTHpOBaHNE [ToaroroBka Matepuana K MPaKTUYECKOT 0
OpraHU3allMOHHO-PACIOPSIUTEIbHON JIOKJIaly IO TeME MPAKTUUECKOI'0 | 3aHATHSL.
JeATEIIbHOCTH. 3aHATHSL
Opraau3auoHHast
JNOKyMeHTauus. PacnopsinurensHele
nOoKyMeHTbl. CTaguy IOATOTOBKU
pacnopsAnTEeNbHBIX JOKYMEHTOB.
CrtpykTypa pacrnopsauTeabHOro
nokymernTa. OcoOeHHOCTH
oopmIteHNs pEKBU3UTOB
OpraHU3alMOHHO-PACHOPS IUTEIbHBIX
JNOKYMEHTOB. Y HU(HLINPOBaHHBIE
(OpMBI TOKYMEHTOB ISl TUIIOBBIX
YIpaBIEHUYECKUX CUTYaLUH.
Tema 6. JlokymeHTHpOBaHNE 6 1-3,5-7 3HAKOMCTBO C PEKOMEHAYEMOH Brictynienue no
HNH(OPMALTUOHHO-CIIPABOYHBIX JUTEPATYpOH. TeMe
JOKYMEHTOB. IToaroroBka mMarepuana K MPAKTUIECKOTO
Craanu moaroToBKU BBICTYIUIEHHIO 110 TEME 3aHSATHSL

HH(OPMALIMOHHO-CITPABOYHBIX

MMPAKTHUYICCKOI'O 3aHATHUS.
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nokyMeHTOB. CTpyKTypa
MH()OPMAIIMOHHO-CIIPABOYHBIX
nokyMmeHTOB. OcoOeHHOCTH
oopmITeHHS] PEKBU3UTOB
UH(OPMAITMOHHO-CIIPABOYHBIX
JOKYMEHTOB. Y HU(PUIIUPOBAHHBIC
¢dbopmbl HHQOPMALIMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB IS
THUIIOBBIX YIIPABJICHYSCKUX CUTYAIIHH.

Tema 7. Tpeboanus K 0OpMIICHHIO 1-3,5-7 3HAKOMCTBO C PEKOMEH Iy eM O Beicrymienue mo
JOKYMEHTOB TI0 INYHOMY COCTaBY. JUTEPaTypOH. Teme
CTpykTypa JOKyMEHTOB 110 IMoaroroeka Marepuaia K | IpaKTH4ECKOro
JTUIHOMY cocTaBy. OcoOEHHOCTH BBICTYIIICHUIO o TeMe | 3aHSATHS.
o opMIICHUS PEKBU3UTOB IPAKTUYECKOr O 3aHATHUS.
JOKYMEHTOB I10 INYHOMY COCTaBY.
YuauduimpoBanHbie GOPMBI
JOKYMEHTOB I10 IMYHOMY COCTaBYy JJIid
TUTIOBBIX YIIPABJICHYECKHUX CUTYalINH.
Tema 8. CoBpeMEHHOE JIETIOBOE 1-3, 4 3HAKOMCTBO C PEKOMEH Ty EMOit BricTymienue mo
MUCHMO. JIUTEPaTypOH. TeMe
JlenoBoe MIChMO B YCIOBHUSX IloaroroBka marepuana K MPaKTHIECKOTO
yaudukarun. [Ipasuia opopmieHus BBICTYIUICHHIO TIO TEME 3aHITHSL
JIENTOBOT'0 TUChMa. BHIBI TiHceM. MPAKTHIECKOTO 3aHITHS.
OcobenHocT 0(hOPMIICHHS
PEKBH3HUTOB JEIOBOTO MHCHMA.
SI3BIKOBOM CTaHIAPT AETOBOTO
MMChMa, CTaHAApPTHBIE POPMYIIBI,
JIEKCUYECKas COYETaeMOCThb. PeueBoit
STHUKET JIEN0BOr0 MUchMa. biianku
o(unMaIbHOrO MHCHMA.
Tema 9. Opranu3arus padoTsI C 1-3, 5-7 3HAKOMCTBO C PEKOMEHTyeMOr Brictymienue no

JNOKyMEHTaMH, TOKYMEHTO0OO0pOT.
[opsinok xpaHEeHUs! JOKYMEHTOB B
apxuBe.

[Iprem BXOASIIMX JOKYMEHTOB.
Peructpanus u yuer 1OKyMEHTOB.
Opranu3zanysi KOHTPOJISL UCTIOJTHEHUSI

JIUTEPaTypOH.

IToaroroBka mMarepuana K
BBICTYIUIEHHIO 110 TEME
MPAKTUYECKOTO 3aHSITHA.
IToaroroBka K TECTUPOBAHHMIO.

TeMe
MPAKTUIECKOTO
3aHATHSL
TectupoBaHue.
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JIOKYMEHTOB. XpaHEHUE IOKYMEHTOB,
COCTaBJICHHE HOMEHKJIATYPHI Jel,
(dhopMHupOBaHUE JOKYMEHTOB B Jiefa.
Opranuszaius apxuBHOTO XpaHEHUS
JIOKYMEHTOB.

HUTOI'O:

18

36

52,8
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MUWHOBPHAYKU POCCHUN

®I'BOY BO «BAIIKUPCKUN I'OCYJIAPCTBEHHBI YHUBEPCUTET»

OAKVIIBTET ®NJIOCOPUN 1 COLLMOJIOT M

COJIEP)KAHUE PABOYEHN ITPOI'PAMMBbBI

JAUCIHUITIINHBI «I[OKYMGHTI/IPOBaHI/IG ynpaBﬂquCCKOﬁ JACATCIIBHOCTH))

Ha 5 ceMecTp, ceccHsl 2 3a04HOI popMbl 00yUeHUs

Pabouyro nporpammy OCyIIECTBIISIFOT:

.HCKIII/IOHHI)IG W NPAKTUYCCKUC 3aHATHA: JOUCHT, KaH/. (1)I/IJ'IOJ'I. HayK CI/IJ'II/IBaHGH AnrenuHa

BrnagumuposHa

Oo0bem
AUCHUTLTNHBI
Bua pa6orsl 3aounas
dpopma
00y4eHus1
O6mras TpynoeMkocTs aucuuruiabl (3ET / qacoB) 144/4
Y4eOHBIX 4aCOB Ha KOHTAKTHYIO pabOTy ¢ MpenoaBaTeseM: 16,2
JIEKIIUNOHHBIX 6
MPAKTUYECKUX 10
Opyrux (TpynmoBasi, HHIUBUIyalbHAs KOHCYJIBTAIUS U UHBIC BUJIBI
y4eOHOH JesATeIbHOCTH, IPEAYyCMaTPUBAOIIHNE paboOTy 0,2
oOyuaroruxcs ¢ npenoaasarenaem) (OKP)
Y4eOHBIX 4acOB Ha CaMOCTOSTENbHYIO padoTy oOy4atomuxcs (CP) 123,8
KonTpois (3auer) 4

dopma KOHTPOJIS:
3auet 5 cemectp, ceccus 2




<I)opMa HU3YyUCHHA MaTCpUaAJIOB:

®opma TeKy1Lero

JICKLUH, IPAaKTHYECKUE 3aHATHS, OcHoBHas U KOHTPOJIA
CEeMUHApPCKUeE 3aHsTHUs, JONOJTHUTENbHAS yCIIEBAaEMOCTH
No Tema 1 coxepsKate nabopaToOpHbIC padOTHI, TUTEpaTypa, 3agaHus MO0 CaMOCTOSTEIHHON (KOJIIIOKBUYMBI,
/o P caMmocTosTeNnbHas paboTra u PEeKOMEHOyeMast pabore cTyJeHTOB KOHTPOJIbHBIC
TPYILOEMKOCTb (B Hacax) CTyJeHTaM (HoMmepa U3 paboTHI,
K P P CP CITHCKA) KOMIIBIOTEPHBIE
TECTHI U T.11.)
1 2 3 4 5 6 7 8 9
1. | Moayas 1. Teopernueckrne OCHOBBI 1-3 3HAKOMCTBO C PEKOMEH Ty EeMOit Brictyruienue no
JOY. dopmysip-obpaseir JINTEPATYpPOH. TeMe
OpraHU3aIMOHHO-PACTIOPSTUTEIHHOTO [MoaroroBka marepuana K MPaKTUIECKOTO
JOKyMEHTa BBICTYIUICHHIO 110 TEME 3aHSTHSL.
Tema 1. T'ocymapcTBeHHAsS CHCTEMa 0,5 1 10 MIPAKTHYECKOTO 3aHATHS.
JOKYMEHTAIIMOHHOTO 00eCTIeueHUs
yIIpaBJICHUS.
OCHOBHBIC TTOHSITHS.
DOopMUPOBAHUE PYCCKOTO
o(uIMaIbHO-1€I0BOT0 UChMA.
OcHOBHBIE 3aKOHOAATEIIBHBIE AKTHI.
3agaun cayx0s1 JIOY npeanpusTus.
Opranu3armoHHasi CTpyKTypa
ciyx0n1 IOY. PaboTHHKH
yhnpasieHus U uX GyHKLIHUH B
rocynapcrBenHoi cucreme J[OY.
2. | Tema 2. FOpuauueckas cuia 0,5 1 10 1-3 3HAKOMCTBO C PEKOMEH Ty eMOH Beictymienue mo
JIOKYMEHTA. JIUTEPATYpPOH. TEME
ITonsiTHE FOPUIMUECKOUN CHITBI IToaroroBka Matepuana K MPaKTUYECKOT0
JokyMenTa. FOpumdecku 3HauuMBbIe BBICTYIUIEHHIO 110 TEME 3aHATHSL
PEKBH3UTHI TOKyMeHTa. OCOOEHHOCTH MPAKTUIECKOTO 3aHSITHS.
o(hopMITeHHST PEKBU3HTOB,
00ECTICUNBAIONIX FOPHITIECKYIO CILTY
nokyMenTa. FOpumueckas cuia
3JIEKTPOHHOT'O JIOKYMEHTA.
3. | Tema 3. OcHOBHBIE TPEOOBAHUS K 1 1 20 1-3 3HAKOMCTBO C PEKOMEHAYEMON Brictynienue no
0(hOpMIIEHHIO YIPaBICHYECKHX JUTEPATYpOH. TeMe
(opranu3zai.-pacropsiiuT.) IloaroroBka Marepuaia K PAKTUIECKOT0
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JIOKYMEHTOB.
OCHOBHBIE MOJIOKEHUS TI0
JOKYMEHTHUPOBAHHIO yIPaBJICHYECKOM
JeATEIbHOCTH. Y HU(UKAIUS U
CTaHJAaPTHU3AIMs YIIPABICHYCCKIX
JIOKYMEHTOB. BuibI TOKyMEHTOB U UX
knaccuukanuu. [Ipasuna
ohopMITeHHS YIIPaBIEHYECKIX
(opranmzamoHHO-
PACIIOPSTUTENBHBIX) IOKYMEHTOB.

BBICTYIIJICHUIO 11O TEME
MMPAKTUYCCKOI'O 3aHATHUA.

3aHATUS.

Tema 4. TOCT P 7.097-2016. 1 27,8 1-3 3HAKOMCTBO C PEKOMEH Iy eM O Beicrymienue mo

dopmynsp-obpaserl. JINTEPATYpPOH. TeMe
Odopmienne pexksuszutoB (01— [ToaroroBka mMarepuana K MPaKTUYECKOTO

30). BBICTYIUICHHIO 110 TEME 3aHSTHSL.

MPAKTUYECKOTO 3aHSTHS.
Moayab 2. JlokyMeHTallHOHHBIHA 1-3, 5-7 3HAKOMCTBO C PEKOMEH Ty EMOit Brictymienue no
MPAaKTHKYM JIUTEPATypPOH. TEME

Tema 5. HoxymentupoBanue | 0,5 12 [ToaroroBka Matepuana K MPaKTUYECKOT 0

OpPTaHHU3AIMOHHO-PACTIOPSAUTEINBHOM JIOKJIZy TIO TEME MPAKTUIECKOrO | 3aHSATHSL.

JeSITeTbHOCTH. 3aHSITHAL
Opraau3auoHHast

JIOKyMeHTanus. PacopsiutensHbie

noKyMeHTHI. CTaJiny TOATOTOBKU

pacnopsiINTENbHBIX JOKYMEHTOB.

CrtpykTypa pacrnopsauTeabHOro

nokymernTa. OcoOeHHOCTH

o opMIICHHUS PEKBU3UTOB

OpTaHHU3aIHOHHO-PACTIOPSITUTENBHBIX

JOKYMEHTOB. Y HU(HUIIUPOBAHHBIE

(hopMBI TOKYMEHTOB JJIsT THTIOBBIX

YIpaBIEHIECKUX CUTYaIIHH.

Tema 6. HoxymentupoBanue | 0,5 12 1-3, 5-7 3HAKOMCTBO C PEKOMEHTyeMOr Brictymienue no

MH(OPMAIMOHHO-CITPABOYHBIX JTUTEPaTypOil. TeMe

JIOKYMEHTOB. IlogroroBka marepuana K MPAKTHIECKOTO
Craguu moIroTOBKH BBICTYILICHHIO TIO TEME 3aHSITHSL

HWH(POPMALTMOHHO-CITPABOYHBIX
JoKkyMeHToB. CTpyKTypa

MMPAKTHUYCCKOI'O 3aHATHUA.
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HH(POPMAITIOHHO-CITPABOYHBIX
I0oKyMeHTOB. OcoOeHHOCTH
ohopMIIeHHS PEKBU3HUTOB
HH(POPMAITUOHHO-CITPABOYHBIX
JOKYMEHTOB. Y HU(HUIIMPOBAHHEIC
¢dopmbl nHQOPMALIMOHHO-
CTIPaBOYHBIX JJOKYMEHTOB JIJIsI
THUTIOBBIX YIPABJICHYECKUX CUTYaIIHH.

Tema 7. Tpeboanus K 0OpMIICHHIO 0,5 10 1-3,5-7 3HAKOMCTBO C PEKOMEH Iy MO Beicrymienue mo
JIOKyMEHTOB TI0 JINYHOMY COCTaBY. JUTEPaTypOH. Teme
CTpykTypa JOKyMEHTOB 110 IMoaroroeka Marepuaia K | IpaKTH4ECKOro
TMaHOMY cocTaBy. OcoOeHHOCTH BBICTYTUICHHIO o TEeMe | 3aHATHSL
o opMIICHUS PEKBU3UTOB IPAKTUYECKOr O 3aHATHUS.
JOKYMEHTOB I10 IMYHOMY COCTaBY.
YuudunupoBanueie GpopmMbl
JOKYMEHTOB I10 IMYHOMY COCTaBYy JJIid
TUITOBBIX YIPABJICHYCCKHUX CHTyaHHﬁ.
Tema 8. CoBpeMEHHOE JIETIOBOE 1 12 1-3, 4 3HAKOMCTBO C PEKOMEH Ty EMOit BricTymienue mo
MUCHMO. JIUTEPaTypOH. TeMe
Jles0BO€ NMCHMO B YCIIOBHSX IToaroroska mMarepuaia K IIPAKTUYIECKOT0
yHu¢ukanun. [Ipasnna opopmuenns BBICTYIUIEHUIO 110 TEME 3aHATHSL
JIeJIOBOr0 NuchbMa. Bunel nucem. MPAKTUYECKOT O 3aHATHS.
OcobenHocT 0(hOPMIICHHS
PEKBU3UTOB JI€I0BOTO NHCHMA.
SI3BIKOBOM CTaHIAPT AETOBOTO
MUChMa, CTaHAapTHBIE (POpMYIIHI,
JIEKCHYECKas COYETaeMOCTh. PeueBoit
9THKET JIeJI0BOro nuchMa. braanku
o(unMaIbHOrO MHCHMA.
Tema 9. Opranuzarus paboTsI C 0,5 10 1-3, 5-7 3HAKOMCTBO C PEKOMEHTyeMOr Brictymienue no

JNOKyMEHTaMH, TOKYMEHTO0OO0pOT.
[opsinok XxpaHeHUs1 JOKYMEHTOB B
apxuBe.

[Iprem BXOASIIMX JOKYMEHTOB.
Peructpanus u yuer 1OKyMEHTOB.
Opranu3zanusi KOHTPOJISL UCTIOTHEHUS
JOKYMEHTOB. XpaHeHHe JOKYMEHTOB,

JIUTEPaTypOH.

ITonroroBka maTepuana K
BBICTYIUIEHHIO 110 TEME
MPAKTUIECKOTO 3aHSITHA.
IToaroroBka K TECTUPOBAHHMIO.

TeMe
MPAKTUIECKOTO
3aHATHSL
TectupoBanue.
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COCTAaBJICHNEC HOMCHKJIATYPEI ACI,

(dhopMHupOBaHNE JOKYMEHTOB B Jiefa.

Opranuzanus apXUBHOTO XpaHEHUs
JIOKYMEHTOB.

HUTOI'O:

10

123,8
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MUWHOBPHAYKU POCCHUN

®I'BOY BO «BAIIKUPCKUN I'OCYJIAPCTBEHHBI YHUBEPCUTET»

OAKVIIBTET ®NJIOCOPUN 1 COLLMOJIOT M

COJIEP)KAHUE PABOYEHN ITPOI'PAMMBbBI

JUCHMIUIMHBI «J{0OKyMEHTHpOBaHUE YIPAaBIECHYECKOU JESITEILHOCTU» Ha S CEMECTp

OYHO-320YHOU (pOpMbI 00yUEeHHUS

Pabouyro nporpammy OCyIIECTBIISIFOT:

.HCKIII/II/I W MPAKTUYCCKUC 3aHATHA: JOLCHT, KaH/. (1)I/IJ'IOJ'I. HayK CI/IJ'II/IBaHGH AnrenuHa

BrnagumupoBHa

Oo0bem
AUCHUTLTNHBI
Buj padorsl O4Ho-3204HOI
dbopma
00y4eHust
O6mras TpynoemkocTs aucuuruinabl (3ET / gacoB) 144/4
Y4eOHBIX 4aCOB Ha KOHTAKTHYIO pabOTy ¢ MpenoaBaTeseM: 54,2
JIEKIIUNOHHBIX 18
MPAKTUYECKUX 36
Jpyrux (rpymnmnoBasi, ”HIAUBUyalbHAs KOHCYJIbTAUS U MHbIE BUIbI
y4eOHOH IeATENHHOCTH, IPEAYCMaTPUBAIOIIHNE PAdOTy 0,2
oOyuaroruxcs ¢ npenoaasarenaem) (OKP)
Y4eOHBIX 4acOB Ha CaMOCTOSTEIbHYIO padoTy oOy4atomuxcs (CP) 36
Y4eOHBIX 4acoB Ha MOATOTOBKY K 3a4eTy (KoHTpob) 89,8

dopma KOHTPOJIS:
3auet 5 cemectp




<I)opMa HU3YyUCHHA MaTCpUaAJIOB:

®opma TeKy1Lero

JICKLUH, IPAKTHYECKUE 3aHSTHS, OcHoBHas U KOHTPOJIA
CEeMUHAPCKUE 3aHATUS, JONOJTHUTENbHAS yCIEeBaeMOCTH
No Tema 1 coxepsKate nabopaToOpHbIC padOTHI, TUTEpaTypa, 3agaHus MO0 CaMOCTOSTEIHHON (KOJIIIOKBUYMBI,
/o P caMmocTosTeNnbHas paboTra u PEeKOMEHOyeMast pabore cTyJeHTOB KOHTPOJIbHBIC
TPYILOEMKOCTb (B Hacax) CTyJeHTaM (HoMmepa U3 paboTHI,
K P P CP CITHCKA) KOMIIBIOTEPHBIE
TECTHI U T.11.)
1 2 3 4 5 6 7 8 9
1. | Moayas 1. Teopernueckrne OCHOBBI 1-3 3HAKOMCTBO C PEKOMEH Ty EeMOit Brictyruienue no
JOY. dopmysip-obpaseir JINTEPATYpPOH. TeMe
OpraHU3aIMOHHO-PACTIOPSTUTEIHHOTO [MoaroroBka marepuana K MPaKTUIECKOTO
JOKyMEHTa BBICTYIUICHHIO 110 TEME 3aHSTHSL.
Tema 1. T'ocymapcTBeHHAsS CHCTEMa MPAKTUYECKOTO 3aHSTHSI.
JIOKYMEHTAIIHOHHOTO 00ECTICUCHIS 2 4 10
yIIpaBJICHUS.
OCHOBHBIC TTOHSITHS.
DOopMUPOBAHUE PYCCKOTO
o(uIMaIbHO-1€I0BOT0 UChMA.
OcHOBHBIE 3aKOHOAATEIIBHBIE AKTHI.
3agaun cayx0s1 JIOY npeanpusTus.
Opranu3armoHHasi CTpyKTypa
ciyx0n1 IOY. PaboTHHKH
yhnpasieHus U uX GyHKLIHUH B
rocynapcrBenHoi cucreme JJOY.
2. | Tema 2. FOpuauueckas cuia 2 4 10 1-3 3HAKOMCTBO C PEKOMEH Ty eMOH Beictymienue mo
JIOKYMEHTA. JIUTEPATYpPOH. TEME
ITonsiTHE FOPUIMUECKOUN CHITBI IToaroroBka Matepuana K MPaKTUYECKOT0
JokyMenTa. FOpumdecku 3HaYuMBbIe BBICTYIUIEHHIO 110 TEME 3aHATHSL
PEKBHU3UTHI TOKyMeHTa. OCOOEHHOCTH MPAKTUIECKOTO 3aHSITHS.
o(hopMITeHHST PEKBU3HTOB,
00ECTICUNBAIONIX FOPHITIECKYIO CILTY
nokyMenTa. FOpumueckas cuia
3JIEKTPOHHOT'O JIOKYMEHTA.
3. | Tema 3. OcHOBHBIE TPEOOBAHUS K 2 4 10 1-3 3HAKOMCTBO C PEKOMEHAYEMON Brictynienue no
0(hOpMIIEHHIO YIPaBICHYECKHX JUTEPATYpOH. TeMe
(opranu3zai.-pacropsiiuT.) IloaroroBka Marepuaia K PAKTUIECKOT0
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JIOKYMEHTOB.
OCHOBHBIE MOJIOKEHUS TI0
JOKYMEHTUPOBAHHIO yIPaBICHYECKOM
JeATEIbHOCTH. Y HU(UKAIUS U
CTaHJAapTHU3AIMs YIIPABICHYCCKHX
JIOKYMEHTOB. Bu/IbI TOKyMEHTOB U UX
knaccuukanmu. [pasuna
ohopMITeHHS YIIPaBIEHYECKIX
(opranmzamoHHO-
PACIIOPSTUTENBHBIX) IOKYMEHTOB.

BBICTYIIJICHUIO 11O TEME
MMPAKTUYCCKOI'O 3aHATHUA.

3aHATUS.

Tema 4. TOCT P 7.097-2016. 10 1-3 3HAKOMCTBO C PEKOMEH Iy eM O Beicrymienue mo
dopmynsp-obpaserl. JINTEPATYpPOH. TeMe
Odopmienne pexksuszutoB (01— [ToaroroBka mMarepuana K MPaKTUYECKOTO
30). BBICTYIUICHHIO 110 TEME 3aHSTHSL.
MPAaKTUYECKOTO 3aHATHS. TectupoBanue.
IToaroroBka K TECTUPOBAHUIO.
Mopayas 2. JIoKyMeHTallMOHHBIH 10 1-3,5-7 3HAKOMCTBO C PEKOMEHTyeMOn BelcTymuienue o
[IPAKTUKYM JIUTEPaTypOH. TeMe
Tema 5. JoxymeHTHpOBaHNE [ToaroroBka Matepuana K MPaKTUYECKOT 0
OpraHU3allMOHHO-PACIOPSIUTEIbHON JIOKJIaly IO TeME MPAKTUUECKOI'0 | 3aHATHSL.
JeATEIIbHOCTH. 3aHATHSL
Opraau3auoHHast
JNOKyMeHTauus. PacnopsinurensHeie
nOoKyMeHTbl. CTaguy IOATOTOBKU
pacnopsAnTEeNbHBIX JOKYMEHTOB.
CrtpykTypa pacrnopsauTeabHOro
nokymernTa. OcoOeHHOCTH
oopmIteHNs pEKBU3UTOB
OpraHU3alMOHHO-PACHOPS IUTEIbHBIX
JNOKYMEHTOB. Y HU(HLINPOBaHHBIE
(OpMBI TOKYMEHTOB ISl TUIIOBBIX
YIPaBIEHUYECKUX CUTYalUH.
Tema 6. JlokymeHTHpOBaHNE 10 1-3,5-7 3HAKOMCTBO C PEKOMEHAYEMOH Brictynienue no
HNH(OPMALTUOHHO-CIIPABOYHBIX JUTEPATYpOH. TeMe
JOKYMEHTOB. IToaroroska marepuana K MPAKTUIECKOTO
Craanu onroToBKU BBICTYIUIEHHIO 110 TEME 3aHSATHSL

HH(OPMALIMOHHO-CITPABOYHBIX

MMPAKTHUYICCKOI'O 3aHATHUS.
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nokyMeHTOB. CTpyKTypa
MH()OPMAIIMOHHO-CIIPABOYHBIX
nokyMmeHTOB. OcoOeHHOCTH
oopmITeHHS] PEKBU3UTOB
UH(OPMAITMOHHO-CIIPABOYHBIX
JOKYMEHTOB. Y HU(PUIIUPOBAHHBIC
¢dbopmbl HHQOPMALIMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB IS
THUIIOBBIX YIIPABJICHYSCKUX CUTYAIIHH.

Tema 7. Tpeboanus K 0OpMIICHHIO 10 1-3,5-7 3HAKOMCTBO C PEKOMEH Iy eM O Beicrymienue mo
JOKYMEHTOB TI0 INYHOMY COCTaBY. JUTEPaTypOH. Teme
CTpykTypa JOKyMEHTOB 110 IMoaroroeka Marepuaia K | IpaKTH4eCKOro
JTUIHOMY cocTaBy. OcoOEHHOCTH BBICTYIIICHUIO o TeMe | 3aHSATHS.
o opMIICHUS PEKBU3UTOB IPAKTUYECKOr O 3aHATHUS.
JOKYMEHTOB I10 IMYHOMY COCTaBYy.
YuauduimpoBanHbie GOPMBI
JOKYMEHTOB I10 IMYHOMY COCTaBYy JJIid
TUTIOBBIX YIIPABJICHYECKHUX CUTYalINH.
Tema 8. CoBpeMEHHOE JIETIOBOE 10 1-3, 4 3HAKOMCTBO C PEKOMEH Ty EMOit BricTymienue mo
MUCHMO. JIUTEPaTypOH. TeMe
JlenoBoe MIChMO B YCIOBHUSX IloaroroBka marepuana K MPaKTHIECKOTO
yaudukarun. [Ipasuia opopmieHus BBICTYIUICHHIO TIO TEME 3aHITHSL
JIENTOBOT'0 TUChMa. BHIBI TiHceM. MPAKTHIECKOTO 3aHITHS.
OcobenHocT 0(hOPMIICHHS
PEKBH3HUTOB JEIOBOTO MHCHMA.
SI3BIKOBOM CTaHIAPT AETOBOTO
MMChMa, CTaHAApPTHBIE POPMYIIBI,
JIEKCUYECKas COYETaeMOCThb. PeueBoit
STHUKET JIEN0BOr0 MUchMa. biianku
o(unMaIbHOrO MHCHMA.
Tema 9. Opranu3arus padoTsI C 9,8 1-3, 5-7 3HAKOMCTBO C PEKOMEHTyeMOr Brictymienue no

JNOKyMEHTaMH, TOKYMEHTO0OO0pOT.
[opsinok xpaHEeHUs! JOKYMEHTOB B
apxuBe.

[Iprem BXOASIIMX JOKYMEHTOB.
Peructpanus u yuer 1OKyMEHTOB.
Opranu3zanysi KOHTPOJISL UCTIOJTHEHUSI

JIUTEPaTypOH.

IToaroroBka mMarepuana K
BBICTYIUIEHHIO 110 TEME
MPAKTUYECKOTO 3aHSITHA.
IToaroroBka K TECTUPOBAHHMIO.

TeMe
MPAKTUIECKOTO
3aHATHSL
TectupoBaHue.
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JIOKYMEHTOB. XpaHEHUE TOKYMEHTOB,
COCTaBJICHHE HOMEHKJIATYPHI Jel,
(dhopMHupOBaHUE JOKYMEHTOB B Jiefa.
Opranuszaius apxuBHOTO XpaHEHUS
JIOKYMEHTOB.

HUTOI'O:

18

36

89,8
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	2. Цель и место дисциплины в структуре образовательной программы

