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1. MACIIOPT ®OHJJA OHEHOYHBIX CPEJICTB

1.1. TlepeyeHb kommeTeHI Ui, (opMUpPYeMBIX B Ipollecce OCBOEHUSI OCHOBHOM
o0pa3oBaTe/ibHOI NPOrpaMMbl

[Ipoiecc  ocBOeHMs  OUCLUMILIMHBI  HANpaBJIEH HA  OBJIAJECHHE  CICAYIOIIMMH
KOMITETCHIIUSIMU:

OK-5 - criocoOHOCTHIO K KOMMYHHUKAIIMK B YCTHOW U MUCbMEHHOM (popMax Ha PyCCKOM U
WHOCTPAHHOM  SI3bIKAX JUISl  PEIICHHS 3a/ad  MEXJIMYHOCTHOTO M MEXKYJIbTYPHOTO
B3aUMOJICUCTBUS;

[IK-36 - cnocoOHOCTBIO TOATOTaBIMBATH W3JATEILCKHE (JIMIEH3UOHHBIC) IOTOBOPHI,
BECTHU UX pEECTp;

[TK-37 - cmocOOHOCThIO OPraHU30BEIBATh BHYTPHHU3AATECIBLCKUN JOKYMEHTOOOOPOT.

1.2. Dranbl opMUPOBAHHUSA KOMIIETEHIUI U CPeICTBA OLeHMBAHHUS YPOBHSI MX
c¢opMHUPOBAHHOCTH

Jranbl (POPMUPOBAHUS Komnerenuuu KoHTpO/ILHO-011eHOYHbIE

KOMIIeTeHIHi cpeacTsa / cmnocoo
OllEHUBAHUS

Tema 1. JlokyMeHT 1 criocOOBI OK-5, [IK-36, [1K-37 | BeinoiaHeHne NpakTHYECKUX
JIOKYMEHTHUPOBAHHUS 3aJlaHuM, YCTHBIN OMpocC

Tewma 2. HopmaTuBHO-MeTO1MUECKAS OK-5, T1K-36, [IK-37 | BeinmosiHeHHE MPAKTUYECKUX
0a3a COBpEMEHHOT0 JIEIOMPOU3BOICTBA 3aJlaHuM, YCTHBIN OMpocC

Tema 3. PeKBU3UTHI TOKYMEHTOB OK-5, T1K-36, [IK-37 | BeinmosiHeHHE MPAKTUYECKUX

3aJJaHU M, YCTHBIM OITPOC

Tema 4. O6uue npasuia cocrapnenus | OK-5, [IK-36, [1K-37 | Beimonnenue nmpakTHYecKux

u opopmIleHUsI JOKYMEHTOB 3a/IaHH, YCTHBIN OIIpPOC

Tema 5. [lopsimok cocTaBiaeHUs U OK-5, T1K-36, [IK-37 | BeinmosiHeHHE MPAKTUYECKUX

o opMIIeHHS OpTraHU3aIMOHHO- 3a/IaHHM, YCTHBIN OIpocC

MIPaBOBBIX JJOKYMEHTOB

Tema 6. [Topsaok cocTaBneHus u OK-5, I1K-36, [IK-37 | BeinosiHeHHE IPAKTUYECKUX

ohopMIIEHHUS PACTIOPSIAUTEITBHBIX 3aJlaHUM, YCTHBIN OIIPOC

JJOKYMEHTOB

Tema 7. IIpaBuiia cocraBiaeHus OK-5, I1K-36, [IK-37 | BeinosiHeHHE PAKTUYECKUX

CIIPaBOYHO-MH()OPMAITMOHHBIX 3aJlaHUM, YCTHBIN OIIPOC

JIOKYMEHTOB

[TpoMexxyTouHas aTTecTalus OK-5, IIK-36, [1K-37 | KontposbHas paboTa

Wrorosas arrecranus OK-5, IIK-36, I1K-37 | 3ayer (yCTHBII)

1.3. Onucanue noka3aresnei popMUPOBAHHUSA KOMIICTCHIM I
Kon I[Inanupyemble pe3yibTaTbl 00y4eHHUs (M0KA3ATEJIN)

KOMIIeTEeHIIUH

OK-5 3HATh: OCHOBHBIE HOPMBI COBPEMEHHOIO pYCCKOTO 3BbIKA; OCHOBHBIE
MOJIOKEHUS MEXKYJIbTYpPHOU KOMMYHUKaIUH, COLIMOKYJIbTYPHbIE

O0COOCHHOCTH M TpaBHJIa BEJACHUS MEXKYJIbTYpHOTO AMAora i perieHUs
3a71a4 Npo(ecCHOHATBHOTO B3aUMOEHCTBHS;

yMeTb: U3BJIEKaTh U HCIOJB30BAaTh HEOOXOJUMYIO MH(QOPMAIMIO YCTHBIX U
MUCHMEHHBIX TEKCTOB o0O0Imeld U TNpoQecCHOHaNbHON HarpaBlIeHHOCTH;
MIOJIb30BAaThCS OCHOBHBIMU CalTaMH MOJAECPKKHM TPAMOTHOCTH B CETH
HNHurepHer;

BJIaJleTh: HA00OPOM KOMMYHHMKATHUBHBIX CPEJICTB U MpUEMaMu KOMMYHHUKAIIUU
B YCTHOM M NMHUCBMEHHOH (OpMax Ha PyCCKOM M MHOCTPAHHOM SI3bIKaX M UX
MPaBWJIbHBIM  BBIOOPOM B 3aBHCHMOCTH OT CUTyalMu OOUIeHMs, ¢




HCIOJIb30BAHUEM CIIOBapei, yueOHBIX OCOOMIA, cipaBOYHHUKOB, MIHTEpHETA.

I1K-36

3HaTh: Ha3HaueHWe U crHeuuduyeckue OCOOEHHOCTH M3/1aTeNIbCKOrO
JULEH3UOHHOIO JIOTOBOpA; LEIW, 33aJaud M TEXHOJIOTMM IOJArOTOBKHU
U3JaTEIbCKOrO JIMIIEH3MOHHOTO JIOTOBOpPA, B TOM 4YHCJIE BapUaHThl €ro
perucTpanuu;

yMeTb: HaXxoJIuTh U IPaMOTHO IepepadaThiBaTh IIA0JIOHBI JUIS COCTABICHUS
U3JATEeICKOTO  JIMIEH3MOHHOTO  JIOTOBOpa, O(GOPMIIATh  W3AATEIbCKHMA
JMILIEH3UOHHBII JIOrOBOP B COOTBETCTBHMM C KOHKPETHBIMU 3aJadyaMu |
BHOCHUTb €T0 B PEECTP;

BJaJeTh: METOAMKAMHM  COCTaBJIECHUS  M3JATENbCKUX  JIMIECH3HMOHHBIX
JIOTOBOPOB M BEJEHUE HUX PEECTPOB; HAaBBIKAMHU 3allOJHEHUS THUIIOBOTO
U3JaTEeIbCKOrO  JIMIIEH3MOHHOTO  JO0roBopa B Iporecce  ydyeOHOM
NESATENbHOCTH;  HaBBIKAMH  PEJAKTHPOBAHUS  TUIOBBIX  HM3AATEIBCKUX
JIMIIEH3UOHHBIX JOIOBOPOB B COOTBETCTBUM C KOHKPETHBIMU 33/1a4aMHU.

[1K-37

3HaThb:  COJAEpP)KAHME  IOHATHUS  «JIOKYMEHTOOOOpOT»;  CHUCTEMY U
crienn(puIeckue XapakKTepUCTUKN BHYTPUU3IATENLCKOTO JOKYMEHTO000POTa;
yMeTb: KilacCH()UUIUPOBATh JOKYMEHTBI 110 pPAa3IMYHBIM OCHOBAHHSIM;
OpraHu30BaTh  LEJICHANPABICHHOEC  JABWXKCHUE  JOKyMEHTa  BHYTpU
MPEINPUATHS; ONPENSIATh CTENEHh KOH(PHUICHIIMATHbHOCTH 1 KOMMEPYECKOM
LIEHHOCTHU JOKYMEHTA,;

BJIA/IETh: MIPEACTABICHUSAMU 0 cucreme BHYTPHUU31aTEIbCKOIO
JOKYMEHTOO0OOpOTa; HAaBbIKAMM COCTaBJIE€HHUS U OG(OPMIECHUS OTIEIBHBIX
BHYTPHUU3/1ATEIbCKUX JOKYMEHTOB.

1.4. Kpurepun onleHUBAaHHUS KOMIIETEHIMI HA Pa3HbIX 3Tanax ux (popmupoBaHus

Kpurtepun ouennBanusi y4eOHbIX JOCTHKEHUH CTYI€HTOB
04HOM (popMBbI 00yUeHH S

Bua Texkymei yaeOHoi padoThl Koamecrso
0aJiI0B
6 cemecTp
PaboTa Ha MpaKTHYECKUX 3aHATHUSIIX 55
KonTponbHas padbota 15
3auer 30
Hroro 3a cemectp: 100
Bcero 3a rog 100

HakxonuteabHas cucreMa oneHuBanuda no 100-0anabpHoi miKaJe

Yerpipexoaii- 100- BykBeHHas mkaJa, coorsercrByomas 100- Cucrema
JIbHASI CHCTeMa |Da/IbHas 0a1bHOI mKaTe OLICHHBAHUS
OLIEHMBAHUSIK | IIKaJa 3ayera
3aMeHa
OT1inyHO 90-100 A — OTIMYHO — TEOPETUYECKOE COJep>KaHuE

Kypca OCBOCHO MOJHOCTBbIO, 0e3 MpoOenos;
HEe0OXOUMBbIE MPAKTUUYECKUE HABBIKU PabOTHI C
OCBOCHHBIM MaTepHajioM Cc(hOPMHUPOBAHbI; BCE
MpPEeIyCMOTPEHHbIE  MPOrpaMMoil  00ydeHHUs
yueOHble 3aJlaHds BBINIOJHEHBI, KayecTBO UX
BBIITOJIHEHHUS OLEHEHO YHCIIOM OailjIoB, OJU3KUM
K MAaKCUMaJIbHOMY




Xoporo

83-89

B - oueHp XOpOmIO — TEOPETUYECKOE
COJIepKaHUE Kypca OCBOEHO IIOJIHOCTBIO, 0e3
po6esIoB; HEOOXOIUMBbIE MPAKTHUECKUE HABBIKH
paboOThI ¢ OCBOEHHBIM MAaTEpUaIoOM B OCHOBHOM

c(OpPMHPOBAHEI BCE IIPElyCMOTPEHHbIE
nmporpaMMoii  oOydeHusi y4eOHbIE  3aJaHUA
BBITIOJIHEHBI, Ka4yeCTBO BBITIOJTHEHUSI

OOJIPIIMHCTBA M3 HUX OLIEHEHO YHCJIOM OaJlioB,
OJIM3KUM K MAaKCUMAaJIbHOMY

Xoporio

75-82

C — Xopomo — TeOpeTUYecKoe COJAepKaHHE
Kypca  OCBOGHO  IIOJHOCTBIO;  HEKOTOpbIE
MPAKTUYECKHE HABBIKU pPadOThl C OCBOCHHBIM
MaTtepuaioM c(hOpMUPOBaHBl  HEIOCTATOYHO;
BCE MPEIyCMOTPEHHbIE MPOrpaMMoOil 00y4YeHHs
yueOHbIE  3aJaHUSl  BBINOJIHEHBI, KadyeCTBO
BBITIOJTHEHUSI HU OJIHOTO W3 HUX HE OIICHEHO
MUHUMAaJIbHBIM YHUCJIOM 0ajioB, HEKOTOpbIE
BU/IbI 33JIaHUH BBINIOJIHEHBI C OIIMOKaMU

YnosnerBo-
PUTEIBHO

63-74

D - ynoOBIETBOPUTENBHO — TEOPETHUECKOE
COJIepKaHNEe JUCLUIUIMHBI OCBOCHO YacTUYHO,
HO  mpoOenbl  HE HOCAT  CYIIECTBEHHOI'O
XapakTepa; HE00XO0/IUMBbIe IpaKTUYECKUE
HaBbIKH pa6OTI)I C OCBOCHHBIM MaTcpHaJIOM
B OCHOBHOM  C(OPMHUPOBaHbI;  OOJBIIMHCTBO
IPEIyCMOTPEHHBIX  MIpOrpaMMoi  O0y4yeHHs
y4eOHbIX 3aJJaHUH  BBIIIOJHEHO, HEKOTOpbIE
13 BBIITOJIHCHHBIX 38,I(21HHI71, COACpIKAT OILINOKHU

Y noBneTBo-
pHUTEIBHO

50-62

E — 1mocpeacTBEeHHO —  TEOPETUYECKOE
CoJlep’)KaHME  Kypca  OCBOEGHO  YaCTUYHO;
HEKOTOpble TPAKTHUYECKHUE HABBIKM PabOThI
He C()OPMUPOBAHbI, MHOTHE IPEAYCMOTPEHHbBIE
nporpaMMoil  oOydeHust y4deOHbIe 3aJaHus
HE BBIIOJIHEHbI JIMOO KadyeCcTBO BBINOJHEHUS
HEKOTOPBIX M3 HUX OLIEHEHO YHCIOM Oaos,
OJIM3KUM K MUHUMAJIbHOMY

3auTreHo

Heynosnerso-
PUTENBHO

21-49

FX — HeyZOBIETBOPUTENBHO — TEOPETUUYECKOE
CoJlep’)KaHWE  Kypca  OCBOEHO  YaCTHUYHO;
HEOOXO/IMMBbIE TPAKTUUYECKHUE HABBIKM PaOOTHI
He c(hOPMHUPOBAHBI; OOJBIITUHCTBO
IPEIYCMOTPEHHBIX  IPOrpaMMoil  o0ydeHus
y4eOHBIX  3aJaHUN  HE BBIIOJIHEHO  JIHOO
KAaueCTBO MX BBIIIOJHEHUS OLEHEHO YHCJIOM
0a/mioB, ONM3KMM K MUHUMaJbHOMY; IpHU
JIOTIOJTHUTEIIBHON CaMOCTOSITENIbHON paboTe Haj
MaTepuajIoM Kypca BO3MOXHO TIOBBIIIEHHE
Ka4yecTBa BBIOJHEHHs YUEOHBIX 3a1aHUI

Heynosnerso-
PUTENBHO

0-20

F — HeynoBIETBOPUTENBHO — TEOPETUYECKOE
COoZIep’)KaHHe Kypca HE OCBOEHO; HEOOXOAUMBIE
MPAKTUYCCKUEC HaBbIKN pa6OTBI
He c(hopMUPOBaHBI; BCE BBIMOJHEHHbIE YUeOHbIE
3a/1aHUs cozepxkar rpyobie OLINOKH,
JIOTIOJIHUTEIIbHAS CaMOCTOsITeIbHAs paboTa Haj

He 3auteno




MaTepuajIoM Kypca He MPUBEAET K KaKOMY-THOO0
3HAYUMOMY TOBBIIICHUIO Ka4e€CTBa BBIMOIHEHHS
y4eOHbIX 3aJJaHul

2. KOHTPOJIBHO-OLHEHOYHBIE CPEJICTBA

2.1. Ouenounble CpeICTBA TEKYIIEro KOHTPOJIs (THIIOBbIE)

Bomnpocs! 1151 ycTHOTO onpoca:

[TonsITHE «IOKYMEHT» U €r0 (PYHKIIHH.

Buzbl 1 pa3HOBUAHOCTH JOKYMEHTOB.

CBolicTBa U IPU3HAKK JOKYMEHTA.

Crioco0Bl TOKYMEHTUPOBAHHUSL.

Knaccudukanus JOKyMEHTOB M CUCTEM TOKYMEHTAIIUH.
VHu(pUIMpoBaHHAs cCUCTEMa JJOKYMEHTALIUH.

CocTaB peKBU3UTOB IOKYMEHTA.

Buybl opraHu3annoHHO-IPaBOBBIX JJOKYMEHTOB, UX Ha3HAYCHUE.
BI/I[[I)I pactopAAUTCIIbHBIX JOKYMCHTOB, UX HA3HAYCHUC.

0 Bubl ”HOPMAIIMOHHO — CIPABOYHBIX JIOKYMEHTOB, MX Ha3HAYCHHE.

HGP".\‘P\.U‘:';P’!\’._

Bonpocel 11 NpoBeieHUs1 KOHTPOJIbHOI PadoThbI:

1. CocraButh u 0hOPMUTH CPEACTBAMH TEKCTOBOTO mpoueccopa MS Word mpuka3z mo
OCHOBHOM J1eITEIbHOCTH OpraHU3aluu, IPOKOMMEHTUPOBATD.

2. CoctaButh U 0OPMUTH CPEICTBAMU TEKCTOBOro mnpoueccopa MS Word nmpuka3z no
JMYHOMY COCTaBy (IIpHUeM Ha paboTy), MPOKOMMEHTHPOBATH.

3. CoctraButb u O(OPMHUTH CpEICTBAMHU TEKCTOBOro mporeccopa MS Word
pacnopsikeHue, IpOKOMMEHTHPOBATh.

4. CoctaBuTh U 0POPMHUTH CpeACTBAMH TEeKCTOBOro mporeccopa MS Word mpoTokon,
IIPOKOMMEHTHPOBATb.

5. CocraButh M O(OPMUTH CpEACTBAMH TEKCTOBOro mnpoueccopa MS Word axr,
MIPOKOMMEHTHPOBATb.

6. CoctaBUTh U OPOPMHUTH CPEACTBAMH TEKCTOBOTO mpoueccopa MSWord nokiaanyro
3aMMCKy, IPOKOMMEHTHPOBATb.

7. CoctaBuTh M O(QOPMHUTH CpPEICTBAMU TEKCTOBOro mpoueccopa MS Word
OO0BSCHUTENBHYIO 3aIIUCKY, IPOKOMMEHTHPOBATD.

8. CoctaBuTh ¥ 0POPMUTH 3asIBJICHUE, IPOKOMMEHTUPOBATD.

9. CocraButh U 0(OpPMUTH CpeICTBaMH TEKCTOBOro Tpomeccopa MS Word
XapaKTepUCTUKY-PEKOMEHIAINI0 Ha paOOTHHUKA, TPOKOMMEHTHPOBATb.

10. CocraButh M OQOpMUTH aBTOOMOrpaduio, HEOOXONUMYIO JUIi OQPOPMIICHHUS
JOKYMEHTOB IIpH MOCTYIUIEHUH Ha paboTy.

11. CocraButh U 0pOPMUTH pe3tOMe, HEOOXOAUMOE IJIsi OPOPMIICHUS JOKYMEHTOB MpHU
MOCTYTIJICHUH Ha paboTy.

2.2. OueHo4Hble CPEACTBA AJIs1 MPOMEKYTOUHOM aTTecTaluu (324€T)

[ToHsiTHEe «IOKYMEHT» U €r0 (PYHKIIUH.

CBoiicTBa U IPU3HAKH JIOKYMEHTOB.

CniocoOsI 1 cpeicTBa TOKYMEHTHPOBAHUS.

Knaccudukanus 10KyMeHTOB

CucreMsl JOKYMCHTAlHU.

3akoHOAATeNbHBIE  aKThl WM TOCYIJApCTBEHHBIE  CTaHIApPTBl B 00JIaCTH
JIOKYMEHTHUPOBAHUS YIPABICHYECKON JEATEIBHOCTH.

S e




7. HopMaTHBHO-IIPaBOBBIE AKTBHI U METOJANYECKUE JOKYMEHTBI OPraHOB MCIIOIHUTEIBHON
BJIACTH B 00J1aCTH JOKYMEHTUPOBAHUS YIPABICHYECKON 1EATEIbHOCTH.

8. JlokasibHBIE HOPMATUBHBIE aKThl OPraHU3ALMK B 00JIACTH JEJIONPOU3BO/CTBA.

9. IlonsTHE «PEKBU3UT AOKyMEHTa». Il0CTOSIHHBIE U IEPEMEHHBIE PEKBU3UTHI.

10.
11.
12.
13.
14.
15.
16.
17.
18.

[TpaBuia opopmiieHHSI pEKBU3UTOB JTOKYMEHTA.

OcobeHHocTr 0(pUIINATBHO-JIETIOBOTO CTUJIS TOKYMEHTA.

OOmenpuHATHIE CTUIIEBBIE 00OPOTHI.

VYnorpeGienue NpornucHbIX U CTPOYHBIX OYKB.

Jonyctumble 1 Hanboliee ynorpeoisieMbie COKpaIeHHs.

TpeGoBanwust K 0YOPMIICHUIO PEKBU3UTOB JTOKYMEHTOB.

braHku TOKYMEHTOB ¥ OPSAOK UX OPOPMIICHHUS.

Opranu3anroHHO-TIPABOBbIE JOKYMEHTBI OPTraHU3alluH, UX LIEIH U 33/1a4H CO3/1aHusl.
JIOKyMEHTBI, pPEryJUpYIOIIUE JCATEIBHOCTh OpPraHWu3allil H  CTPYKTYPHOTO

noapa3aciiCHHUA.

19.

JIOKYMEHTBI, PEeryJupyrolue IesTeNbHOCTh COTPYAHHUKOB. YCTaB, poiib yCTaBa B

ACATCIIBHOCTH OpPraHu3anuu.

20.
21.
22.
23.
24.
25.

[TonoxxeHue 00 opraHu3aIiy, MOJIOKEHUE O CTPYKTYPHBIX MMOAPA3ICICHUSIX.
JloroBop: BUAbI U HA3HAYCHHUE.

TpynoBoe cornamieHue.

[lITatHOE pacnucaHue U NOHKHOCTHASI MHCTPYKIIUSL.

[enu 1 3agaun U31aHUS PACTIOPATUTENBHBIX TOKYMEHTOB.

JloKyMeHTBI, Hu3/1aBacMble Ha OCHOBE KOJUIETHAJIBHOTO TIPUHATHS pEHICHUSI.

ITocTranoBneHus u PCLICHUA.

26.

I[OKYMGHTBI, HU31aBacMbIC Ha OCHOBC CJMHOJIMYHOTO MMPUHATHA PCHICHUA. HpI/IKa3 10

OCHOBHOM JEITEILHOCTH U BBLINIMCKA U3 IIpHKa3sa I10 OCHOBHOM JESITEIILHOCTH.

27.
28.
29.

Pacnopsixenue.
ITpoTOKOJI M BBINKCKA U3 IPOTOKOJIA.
CrnyxeOHble JOKYMEHTBI, oOecreurBarole WH(POPMALMOHHBII OOMEH MEXIY

CTPYKTYPHBIMHU IMOAPA3ACTICHUAMU U OPraHU3aAl[UAMU.

30.
31.
32.
33.
34.

CnpaBku. OCHOBHBIE PEKBU3UTHI CIIPABOK.

AKTBI ¥ TpeOOBaHUA K UX 0(hOPMIICHUIO.

Joxnaaapie 1 00BSICHUTEIbHBIE 3aIMICKH.

OcHoBHbIE TPeOOBaHUS K COCTABJICHUIO U O(OPMIICHHIO JIETIOBBIX MHCEM.
OcobenHoctu 0hOpMIICHHS TOKYMEHTOB TepeaBaeMbIX 10 JIEKTPOHHOHN TOUTE.



