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Komnerennusa (xkox | UHaukaTopbl Pe3yabTaTnl 00yyeHus HaumenoBanme
U HAUMEHOBAaHHUeE) OI[€HOYHBIX CPEJCTB
(ompoc, mokman,
pedepar, KypcoBast
pabora, TecT,
TBOPUYECKOE 3a/IaHNE,
MPOEKT,
BOIPOCHI/3aTaHUS
MIPOMEKYTOUHOMU
aTTecTanuu u np.)/
mudp pasnena
(MyHKT/TIOAMYHKT) B
JTAHHOM JIOKYMEHTE
YK-4  Cnocoben VYK-4.1  3axmrogaer 3HaTh: OcHOBBI
OCYIIECTBIISATh KOHTPAKThI C JIEJI0OBOM
b1 (S (0):3% ) MOAPSAYNKAMHU C KOMMYHHUKAIIIH,
KOMMYHHUKAITUIO B coOIroIeHrEM 0COOEHHOCTH ee
YCTHOU u 3aKOHOAATENIhCTBA B OCYIIECTBIICHUS B
IIACbMEHHOU 00JIaCTH  aBTOPCKOTO YCTHOM u
¢opmax Ha roc. | mpaBa NUCbMEHHOU opmax
SI3BIKE PO u Ha pyccKoM U
WHOCTPaHHOM  (BIX) | yK_42 VYMmeeT | HMHOCTpaHHOM  (BIX)

sI3bIKE (ax).

pabotath B KOMaHjE,
YOPaBIATh KOMAaHI0U

VYK-4.3
b1 (1) (6):10)

BJIAJIEET

KOMMYHUKalIUEH,
COBPEMEHHBIMU
digital
WHCTPYMEHTAMH  JIJISt
KOMaHJIHOH  paboThl
HaJ| TIPOCKTaMH B

cdepe KyabTypbl

VK-44 -
CHCTEMOM
pyccKoro
JUTEPATYpPHOIO  A3BIKA,
POJIHOTO SI3BIKA u
HOpMaM# WHOCTPAHHOI'O
(-p1x)  s3pika  (-OB);
CIIOCOOCH JIOTMYECKH U
IrpaMMaTHYEeCKH  BEPHO
CTPOUTH  YCTHYHO U
MTUCBMEHHYIO PeUb

Bnaneer
HOPM

SI3BIKE (ax). -
OCHOBHBIE THIIBI
HOPM COBPEMEHHOTO
pyccKoro
JUTEPATyPHOTO
sI3bIKa; OCOOEHHOCTH
COBpPEMEHHBIX
KOMMYHHKATHBHO-
parMaTHIeCKUX
IpaBWJI |

peyeBoro oOIIeHus. -

STUKU
npaBWiia  JEJIIOBOTO
9TUKCTAa W TIPUCMBI
COBCPUHICHCTBOBAHUA
roJIOCO-PEYEBOM
TEXHHUKH. - OCHOBHbIE
MEXaHU3MBI U
METO/IBI
dbopMHupoBaHUS
UMUKa  JIJIOBOTO
YEJIOBEKa.

Ymers:
OcyiecTBIsITh
JIeTTOBBIE




KOMMYHHKaIlU¥, B
YCTHOU u
MMCbMEHHOU (hopmax
HA  PYCCKOM |
WHOCTPAaHHOM  (BIX)
SI3bIKE (ax). -
OIICHUBATh CTENEHb
3¢ (HEeKTUBHOCTH
0OIIIeHUsI, OTIPEACIISAS
MPUYMHBI
KOMMYHHKATHUBHBIX
ylad W Heyjad;
BBISIBIISITh u
YCTpaHSATh
COOCTBEHHBIC
peveBbIe OLTUOKH. -

CTPOUTH

BBICTYIUICHUE B
COOTBETCTBUU C
3aMBICIIOM peun,

CBOOOJTHO JEep>KaThCS
nepesn  ayJIUTOpUEH,
OCYIIECTBIISATh
0o0paTHyI0 CBSI3b C
HEIO. -
aHATM3UPOBATh TSN
U 3a7a4d mporiecca
oO01eHns B
pa3IMYHbBIX
CHUTYaIUsIX
npohecCHOHABLHOM
KH3HU.

Baanern:
HaBrikamMu pnenoBoit
KOMMYHUKAITUU B
YCTHOU "
MUChMEHHON (hopmax
Ha pycckom u
MHOCTPAaHHOM  (BIX)
SI3bIKE (ax); -
crocodamu
YCTaHOBJICHUS
KOHTAKTOB n
Mo IIep KaHUS
B3aUMOJICUCTBUSI B
YCIIOBHSIX




MOJTUKYJIBTYPHOI
Cpelibl; -
WHOCTPaHHBIM(MH )
s3pIKOM(aMH) TSt
peanuzanuu
npohecCHOHATBLHOM
JESITEIIbHOCTH U B

CUTYaIUsAX
MOBCETHEBHOTO
OOIIeHHUS.
[MK-6 Crioco6HOCTH [1K-6.1 - 3Haer 3narb: OcHoBHble | 3agaHue TBopuecko-
TUTAHUPOBATh U QITOPUTM  CO3JIaHUs MOHATHSI TBOPYECKO- | MOCTAHOBOYHOTO
pa3pabarbIBaTh YCIICIIHBIX TMPOEKTOB MIPOU3BOJICTBEHHOM YPOBHS — TPEHUHT -
CIieHapuu B cepe KyIbTyphl JeSTeNbHOCTH MOKa3, OTKPBITHIN
JIOCYTOBBIX paboOTHUKOB YpOK
MEpONPUATHH, I[IK-6.2 —  ymeer YUpEKIACHUN
OCYILECTBIIATH pabortatp c KYJIbTYpPBI; OCHOBHBIE 3aganust
JOKYMEHTalHOHHOE JOKyMeHTanuei nenu, 3amaun, Bugpl, | PCKOHCTPYKTHBHOTO
obecrieueHre U ux MIPOEKTOB ($hopMBI, TEXHOJOTHUHU yposHs - Hrorosas
aTTecTarus (3K3aMeH)
IPOBEICHUSI. TBOPUYECKO-
[IK-6.3 — MIPOU3BOJICTBEHHOM
KOOPJIUHUPYET JeSITebHOCTH
paboTy co Bcemu paboTHUKOB
cinyx0aMu B paMKax yupexIeHun
TBOPYECKO- KYJIbTYpBI.
ITOCTaHOBOYHOM,
(bHHaHCOBOH, YmMmers:  Brigenats
IMHUHUCTPATUBHOM, TJIaBHOE "
MapKETHHTOBOM BTOPOCTECTICHHOE B
JESITEIIbHOCTH TBOPUYECKO-
poarocepa MIPOU3BOACTBEHHOMN
MacCOBBIX NesITeNIbHOCTH
MEPOTIPUATHIA pabOTHHKOB
YUpEKIACHUN
KyJIbTYpbl;  JaBaTh

OILICHKY CTPYKTYypE H
COZIePKaHUIO
pa3paboTaHHBIX
TBOPUYECKUX
MIPOEKTOB.

Baanern: HaBoikamu
IJIaHUPOBAHUS
TBOPYECKO-
MIPOU3BOACTBEHHOMN
JeATEIbHOCTH
pabOTHUKOB




YUpEeXKICHUN
KYJIbTYPBI;
OLICHOYHBIMHU
CpencTBaMu
CTPYKTYPHI U
COJICpKAHUS
pa3zpaboTaHHBIX

TBOPYCCKUX ITPOCKTOB.

Pa3znen 2. TunoBble U OPUTIHHAJBbHbIE KOHTPOJIbHbIEC 3aJaHUSl U

HHbIe MAaTepHaJibl, HeOOXOAMMBbIC /sl OLEHKH IUIAHMPYEeMbIX pe3yJbTAaTOB
o0yyeHusi M0 JMCUMIUIMHE (OLEHOYHBbIEe cpeacTBa). OnmucaHue mokasarejeil u
KpUTEpHEeB OLEHMBAHUSA KOMIIETEHIMI, ONMCAHNE IIKAJ OLeHUBAHMS.

Tema 1. IIpakmuueckoe 3anamue

3anaHns NPaKTHKO-OPUEHTHPOBAHHOIO YPOBHS

a) COKpaTI/ITB B MPCAJIOKCHHBIX BapHWaHTax CJIOBa U CJIOBOCOYCTAHUA, YACTO BCTPCHACMBIC B

TCKCTaX JOKYMCHTOB.

3aBEIYIOIINI

CTapUIui MpenoaBaTesib

Bapuanr 1 Bapuanr 2
TO €CTh JIepEeBHS
U TaK Jajiee JKENE3HOAOPOKHBIN
U TOMY MOA00HOE CEIIbCKOXO035CTBEHHbIN
U JApyTue 3aBOJL
U TIpoyue TaK KakKk
rJaBa Harpumep
MYHKT XapaKTEePUCTUKA
MOAIYHKT UMEHHU
MYHKTHI UHCTUTYT
PUCYHOK MUJUTHAP T
paszmen MUJUTHOH
CMOTpHUTE ThICSTYA
WJUTIOCTpAIus pyOIB
KHUTa KBapTal
o0nacThb 4acTh
paioH riaBa
ropoa CTpaHuLa
ceno METp
MUJUTUMET] CaHTUMETP
yac TakuM 00pa3zom
MUHYTa TaK Ha3bIBa€MbII
aKaJIeMUK TEKYILEro roja
JIOKTOP JOLIEHT
npodeccop KaHIU1aT SKOHOMUYECKHUX HAYK

CEeKyHJIa
rpamMm

6) Haiitu ommbOku B odopmiaeHMH JHaT ¥ (HU3MYECKUX BEIHYHUH,

npenoaaBaTeCiICM.

dopMa BEITOJTHEHHS K 3aJJaHHIO: MPOCKTHI PA3JIMYHBIX BUJAOB JOKYMCHTOB.

MpEACTAaBJICHHBIX



TDCGOBaHI/IH K BBIIOJHCHHUIO: COOTBCTCTBUC MCTOJAUKEC U IIpaBujiaM, H3JI0OKCHHBIM Ha
ayTUTOPHBIX 3aHATHUSAX WIH B IUTEpAType.

Tema 2. Branku 10KyMeHTOB - IIpakmuueckoe 3anamue

OdopmMuTh cxeMbl OCHOBHBIX 00pa3loB (0OmMI OJIaHK, OJAHK MHChbMa, OJIAHK KOHKPETHOTO
JIOKYMEHTA)

@Dopma BBIMOJIHEHHUS K 33/IaHUI0: TPOEKTHI PA3JINYHBIX BUI0B JOKYMEHTOB.

TDCGOBaHI/IH K BBIIOJHCHHUIO: COOTBCTCTBUC MCTOAUKEC U IIpaBujiaM, H3JI0OKCHHBIM Ha
ayTUTOPHBIX 3aHATHUSAX WIH B IUTEpATYype.

Tema 3. ®opmyasip JOKYMEHTA U €ro COCTaBHbIE YaCTH - [Ipakmuueckoe 3anamue

[Touck ommbok B 0pOpMICHHM TPEACTABICHHBIX IpEroaaBaTesieM TOoKyMeHTOB. JloOaBieHue
HEJIOCTAONNX PEeKBH3UTOB. O(opMHTH 00paslbl TOKYMEHTOB C YKa3aHHEM B HHMX DPEKBHU3UTOB U
rpu¢oB.

@opma BEHINOIHEHNS K 33JIAHHUIO: TIPOEKTHI PA3IMYHBIX BHJIOB JOKYMEHTOB.

TpeGoBaHusl K BBINOJHEHHIO: COOTBETCTBHE METOJUKE W IpaBHJaM, H3JI0KEHHBIM Ha
ayZINTOPHBIX 3aHATHUIX WM B JINTEPATypE.

Tema 5. OdopMiieHue OpraHn3aMOHHO-TIPABOBBIX TOKYMEHTOB - IIpakmuueckoe 3anamue

Pazpabortars mpoekT ycraBa (TI0J0KEHHUs)

Pa3zpaboTaTs 1 0OpMHUTH TOIHKHOCTHYIO HHCTPYKITHIO

@Dopma BBITIOJIHEHUS K 33JIaHUI0: TPOEKTHI PA3IMYHBIX BUIOB JOKYMEHTOB.

TpebGoBaHusi K BBIMNOJHEHHWIO: COOTBETCTBHE METOAMKE U TMpaBUjaM, H3JI0KEHHBIM Ha
ayIUTOPHBIX W TMPAKTHUYECKUX 3aHATUSIX WiId B jureparype. Ilpueemcmeyemca meopueckuil
UHOUBUOYANILHBLIL NOOX00 K 8bINOJIHEHUI) 3A0AHUIL.

Tema 6. OpopMiieHue pacnopsiAuTENbHBIX JOKYMEHTOB
Ilpakxmuueckoe 3anamue

Pa3zpaboTaTe mMpoekT mpukasza Ha JO0YI0 TeMy (0 MOATOTOBKE K CIIEKTaKIII, 00 YTBEPKICHUH
penepryapa, 0 IpeMUPOBAHUH WU OJIarogapHOCTH, O TPOBEICHUN KOHKYPCa).

Pa3zpaboTaTs pacnopsbkeHre Ha TI00yI0 TeMy (HarmpuMep, O TPOBEACHUN MEPOTIPHUSTH ).

Pa3zpabotare ykasanue Ha 00yi0 TeMy (Hampumep, O MEPONPHUATHIX MO pa3paboTKe IulaHa
Pa3BUTHA YUPEKICHUS KyJIbTYpbl Ha IEPCIIEKTUBY).

@Dopma BBITIOJIHEHUS K 33JIaHUIO: TPOEKTHI PA3IMYHBIX BHIOB JOKYMEHTOB.

TpebGoBaHusl K BBINOJHEHHWIO: COOTBETCTBHE METOAMKE U MpaBUjaM, H3JIO0KEHHBIM Ha
ayAUTOPHBIX M TMPAKTHYECKUX 3aHATHSAX WIM B Jutepatype. Ilpueemcmeyemcsa meopuecKkuil
UHOUBUOYANILHBLIL NOOX00 K 8bINOJIHEHUI) 3A0AHUIL.

Tema 7. Odpopmiaenue nHGOPMALMOHHO-CIPABOYHBIX IOKYMEHTOB
Ilpakmuueckoe 3anamue
Pa3zpaboTaTh akT 0 criicaHUW MaTEPUATBHBIX IIEHHOCTEH.
Hanwucars cipaBky [uis noaTBepkAeHUs (pakTa paboThl COTPYAHHUKA TeaTpa.
Hamnucatp qokmaiHyto 1 00bSICHUTENBHYIO 3aIMMCKY JTI000T0 XapakTepa (Harmpumep, o pazpadboTke
Ou3HEeC-TIIaHa).
CocTaBuTh NpOrpaMMKy U T€aTPAIbHYIO apUIy CTIEKTAKIIS.

Tema 8. /lesioBasi 1 KOMMepUYecKas MepPenucKa B yUpeKJICHUHN KYIbTYpPbI
Ilpakmuueckoe 3anamue

Hanucanue u opopmienue nenoBoro nucbMa. CocTaBieHHe HEKOTOPHIX BHAOB JIETOBBIX MHCEM
Ha 33J]aHHYIO TEMY.

Pa3paboTraTe mpoeKT Aen0BOro MuchbMa Ha JII0OYI0 TeMy: MpUTJallleHne Ha CIeKTaKib, 3ampoc,
peKnamanus, TpPeUIOKESHUE, H3BEUICHUE, IO03JpaBICHHe, pEeKJIaMHOoe, OJaroJapHoOCTh, TpaMoTa
(dhecTuBaNIA-KOHKYpca, HHOOPMAITMOHHOE, TAPAHTHUITHOE U T.]I.

d)opMa BLITOJHCHHUA K 3aIdHUI0: IIPOCKT ACJIOBOIO MMUCbMa.




TpeGoBaHus K BBHINOJHEHUIO: TEKCT MUChMa JOJDKEH BKJIIOYATh TPH CTPYKTYPHBIX JJIEMEHTA:
BBOJIHYIO YacTh, U3JIaratonlylo MOBOJ JJI HAMCaHUs MHCbMa; T0KA3aTeIbHYIO0 YacTb, IPUBOIALIYIO
JIOBOJIbl, CCBUIKM Ha HOPMATHUBHBIE JOKYMEHTBI; 3aKJIIOUUTEIBHYIO 4acTb, B KOTOPOM M3J1araercs
npock0a, coriacue, 0TKa3 U np. TeKCT ITOJIKEH CoJlep:KaTh TOCTATOYHO 0OOCHOBaHHBIE APIYMEHTHI U
MOJTHYIO MH(POPMALIUIO, TIO3BOJIAIONIYIO IPUHATH PEIIEHHE M0 MOIHATOMY B TUCbME Borpocy. JlomkHa
OBITh YETKOCTh, SCHOCTb, KPATKOCTb MW3JIOKEHHUS, JIOTMYHOCTb, JOCTYIHOCTbH [UJISl BOCIPHSTHSL.
OdopmisieTcs THUCBMO B COOTBETCTBHM C TpPEeOOBAHUSMH TOCYNApCTBEHHBIX CTAaHIApTOB.
Ilpusemcmeyemca meopueckuii UHOUBUOYAILHBLIL NOOXO00 K 8bINOJIHEHUI) 3A0AHUIL.

Tema 9. OpopmireHne JTOKYMEHTOB 10 JIMYHOMY cOCTaBy - IIpakmuueckoe 3anamue

Hanwucars 3asBneHus 0 mpuemMe Ha paboTy, XapaKTePUCTHKH, PACIIUCKHU, PE3IOMe, JOBEPEHHOCTH
U T.J.

Pazpabotate pe3rome 115 yCTpoiicTBa Ha padoTy.

PazpaboraTts u opopMutTh opTdomo.

Hanwucars XapakTepuCcTUKy Ha JIF0OOTO U3 CTYACHTOB T'PYIIIIHI.

Tema 10. IToaroroBka U 00C/AyKUBAHHE COBEINAHMI B YUPEKACHUU KYJIbTYPbI
Ilpakmuueckoe 3anamue

CocTaBuTh IIJIaH IIOATIOTOBKH K COBCIIAHHUIO.

Pa3paboTtaTh NpoeKT IpOTOKOJIA 3acCEeaHMsL.

Paznean I11. Opeanuzayus pabomel c 0oKkymenmamu

Tema 2. Peructpanusi 10kyMeHTOB - IIpakmuueckoe 3anamue

CocTaBUTb )KypHaJIbl PETUCTPAIIMU BXOIAIIECH U UCXOIAIIECH JTOKYMEHTALINH.

@dopma BBIMOJIHEHUS K 3QJIaHUIQ: JKYpHAJI PErucTpaliil BXOASIIEH AOKYMEHTAIMH, XKypHAT
pEerucTpanuy NCXOIIIed JOKYMEHTAIUH.

TpeOGoBanusi K BBHIMOTHEHHWIO: COOTBETCTBME METOAMKE U TpaBUaM, H3JI0KEHHBIM Ha
ayTUTOPHBIX U MPAKTUYECKUX 3aHATHSIX.

Tema 3. CocTaB/ieHHMe HOMEHKJIATYPHI /1eJ1 ¥ MOAr0TOBKA JOKYMEHTOB K caue B apXUB

Ilpakmuueckoe 3anamue

CocTaBuTh HOMEHKJIATYPY J€JI OPTaHU3AIMH U 00pa31lbl OCHOBHBIX JIOKYMEHTOB IS TIepeiaun Ha
XpaHeHHe B apXuB: (HOpMY OIMHUCH, JTUCT-3aBEPUTEIb.

@®opMa BHIIOJIHEHUS K 33/IaHUI0: HOMEHKJIATypa Je

TpebGoBaHusi K BBINOJHEHHWIO: COOTBETCTBHE METOAMKE U TMpaBUjaM, H3JIO0KEHHBIM Ha
ayTUTOPHBIX U MPAKTUYCCKUX 3aHITHSIX.

Tema 4. Texuuueckue cpeacTBa, HCMOJIb3yeMble B 1eJIONPOU3BOICTBE

Ilpakmuueckoe 3anamue

OdopmMuTh OCHOBHBIE O00pa3lbl  JTOKYMEHTOB HWH()OPMAIIMOHHO-TIOUCKOBOW  CHCTEMBI.
IToznakomuThbes co cripaBoyHoi mporpaMmoil «1C:Teatp». OTnpaBKa 3JIEKTPOHHBIX JOKYMEHTOB.

Tema OdopmiieHne TPyA0BbIX OTHOLIECHUI- IIpakmuueckoe 3anamue

PaccmotpeTs TpyIOBYIO OESTENBHOCTh apTUCTAa XYJ0KECTBEHHOTO KOJUIeKTHBAa. COCTaBUTH
JOJDKHOCTHYIO HMHCTPYKITUIO PaO0OTHHKA (PYKOBOIUTENS JIFOOMTEIBCKOTO TeaTpa, TBOPYECKOTO
KOJUIEKTHBA, aKTepa, apTHCTa).
Kpurepumn oneHku:

4-0amnpHas MIKaga [Tokazarenu Kpurepun
OTaUgHO 1. TlomsoTa BEIMONMHEHUS |3aJaHHE BBIITOJHEHO CaMOCTOSTEIIFHO. €CIU TeMa
MIPaAKTUYECKOTO packpbiTa TpaBUIbHO, IOJHO U TPaAMOTHO.
3a1aHus; OOyuaromuiicsi JOTUYECKH CTPOWHO H3JIaraeT
2. KadecTBO BBHIMOJTHEHHS | y4eOHBIH MaTepuan, CIPaBISETCS C PEHICHHEM
3aIaHuMN; 3a1a4 KOMMYHUKATUBHOMN HaIpaBJICHHOCTH

3. CamoCTOSITENBHOCTD BBICOKOI'O YPOBHS CJIOKHOCTH.




Xopo1io BBINTOJIHEHMSA 3ajaHuii | 3aJjaHue  BBINIOJIHEHO CaMOCTOSTEJILHO, TeMa
packpsiTa MPaBWIBHO, HO HETIOJIHO.
BricTynarommii  BiiazieeTr pa3BUTBIMU HaBbIKAMHU
TOBOPEHUS, TUCKYPCUBHOW KOMITETCHIUECH.

YIOBJIETBOPUTEILHO

3amaHue BBIITOJHEHO CaMOCTOSTENIFHO, TeMa
packpeiTa TpPaBWIbHO, MOJHO, HO B JOKJIAE
MPUCYTCTBYIOT ~ 3HA4YUTENbHbIE  (DAKTUUYECKUE,
JIEKCUYECKUE, TPaMMAaTHYECKUE, CTUIUCTUYECKHUE
omuOKU. BeICTynaronmii He0CTaTOYHO BIIAJEET)
HaBbIKAMM  YCTHOTO H3JIOKEHUS Marepuaia,

HeYHOBICTBOPUTEIbH JUCKYPCUBHOW KOMITETEHIIUEN.

0 3ajaHue  BBIIOJHEHO CaMOCTOSTENbHO, TEMA
pacKpbITa MPaBWIBHO, HO HENOJHO, B JOKJIAne
[PUCYTCTBYIOT  3HAUMUTENbHbIE  (DAaKTHYECKHUE,
JICKCUYECKUE, TPAMMATUYECKUE U CTUIIUCTHYECKUE
omnOku. BricTymaromuii He BiageeT HaBBIKAMH
NyOJIMYHON pe4d W YCTHOTO  M3JIOKEHHS
MaTepuana, IMCKYpCUBHONM KOMIIETCHIIUEH.

HNUTOI'OBASA ATTECTAIIUA

IIpumepHnuiii nepeuenv 60npocos K 3auemy

1. HazoBute TpeOOBaHUS K COCTABJICHHUIO U OQGOPMIICHHIO OOBSCHUTEINBHBIX W JOKIAIHBIX
3aIMHCOK.

2. Ha3zoBuTte TpebOBaHUs K COCTABIECHUIO U OPOPMIICHHUIO CITPABOK.

3. HazoBute TpeboBaHUS K COCTABICHUIO M O(DOPMIICHHIO aKTa.

4. Ha3zoBute TpebOBaHUS K COCTABICHUIO U OPOPMIICHHUIO TPOTOKOJIA.

5. HazoBute TpeboBaHUS K COCTABICHUIO H O(DOPMIICHHIO TEJIETPaAMM.

6. HazoBurte TpeOoBaHUS K COCTABICHUIO U O(DOPMIICHUIO JEIOBOTO MHCHMA.

7. Kak odopmisieTcs COBMECTHOE TMCHMO JBYX OpraHU3aIuii?

8. B ueM 0coOEHHOCTH SI3bIKA U CTUJIS CITYKEOHBIX TOKYMEHTOB?

9. Ilepeuncnute pa3HOBUIHOCTH MUCEM.

10. Buzbl muceM no coJep:kaHuio U Ha3HAUYECHHUIO.

11. «Cuenapuii» moAroTOBKH COBEIIAHUS.

12. Kakue JoOKyMEHTBI CO3/at0TCS B TPOIECCE MOATOTOBKH COBEIIaHUA?

13. Kto MmoxeT paboTaTh ¢ JOKYMEHTaMH, COJECPKAITUMH KOMMEPUYECKYIO TaliHy?

14. JlaitTe onpeesieHre MOHATHS «TOKYMEHTOO00POTY.

15. TlepeuncnuTe 3TAIBI IBHKEHUS U MOPSIOK 00pabOTKH JOKYMEHTOB.

16. Kakoit HOpMaTUBHBII TJOKYMEHT ONPEIeIIseT MOPSI0K pabOThI C JOKYMEHTaMHU B OpraHu3aIuu?

17. IlepeuricnuTe OCHOBHBIE (PYHKIIMHU U 33]]a4U TOAPA3ICICHHUNA CITY>KOBI 1€JI0MPOU3BOICTBA.

18. KakoBa poJib cexkpeTapsi B CTpPYKType YIPaBICHUS JEIOTPOU3BOICTBOM?

19. KakoBa cTpyKTypa ClIy>kObl TOKYMEHTAlIMOHHOTO 00eCIIeYeHHsI YIIpaBIeHUs?

20. Kak peructpupyroTcsi IpOTOKOJIBI COOpaHM U 3aceTaHMs KOJUICKTHBA?

21. Kak ncumcinsercs CpoK UCIOJHEHUS JOKYMEHTOB?

22. Yto Takoe HOMEHKJIaTypa aen?

23. Kem yTBeprkaaeTcs cBOOOIHASI HOMEHKJIATYpa Jesl OpraHu3anuu?

24. I'ne momMeniaroTcs MpUKas3bl O IpUeMe, YBOJIbHEHUH PaOOTHHUKA?

25. Kak cucreMaTu3upyroTcs: JOKYMEHThI B HOMEHKIATYpe Aei?

26. Kak mpoucXOoIUT XpaHEHHE U Tiepeaada el B apXuB?



27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.

40

C kakuM TOKyMEHTaMH MpH puemMe Ha paboTy Bac J0mKHBI 03HAKOMHTH?

[lepeuncnure JOKYMEHTHI [0 IMYHOMY COCTaBY U MpaBHiia UX 0GOPMIICHHUS.

Kewm ycranaBnuBaroTcs WHIUBUAYATbHBIE CPOKU UCIIOTHEHUS JOKYMEHTOB?

KaxkoBbl ¢popmbl peructparuu 10KyMeHTOB B Poccun?

[Ipu perucrpanuu Kakoro JOKyMEHTA JJaTy PErUCTPAIlMU YKa3bIBAIOT B IEHb €0 MOAMNUCAHUS?
Kak onpenenutb Cpok XpaHeHUs TOKyMeHTa?

Yto Takoe 3NEeKTPOHHBINA JOKYMEHT?

UTo Takoe 3IEKTPOHHBIA JOKYMEHTOOOOPOT M KaKOBa €ro POJib B ICIONPOU3BOACTBE?

Kakue cymecTByIOT CUCTEMBI aBTOMATH3AIMH JEIONPOU3BOJCTBA H TOKyMEHTO000poTa?
Kaxkue cripaBouyHbI€ IpOrpaMMBbl 1€TONPOU3BOACTBA Bl 3HAETE?

[lepeuncnure Mos0KUTEIbHBIE CTOPOHBI BHEAPEHHS KOPIIOPATUBHOTO TOKYMEHTOO00pOTA.
Kak nmpoucxoaur obecrieueHre COXpaHHOCTH B IOCTYITHOCTH 3JIEKTPOHHBIX JJOKYMEHTOB?
Kakpumu myTssMM  AOKYMEHTBI MOTYT MOCTYIIaTb B aBTOMAaTU3UPOBAHHYK) CHCTEMY
JeONPOU3BOICTBA?

. [Ins1 yero Hy»KHa aHTUBHPYCHAs 3aIUATA?

Kpurepun oneHku:

Ounenka mo Kputepun oneHkn pe3y1bTaToB 00y4eHHUsI 110 AUCHHUILINHE
AUCHMILINHE

«OTIUYHOY/ BricraBisiercst 00y4aronemMycs, €clii KOMIeTeHIUs (1), 3aKperieHHas
«3a4TEHO 3a JUCHUILIMHOM, chopmupoBaHa (IO WHAWKATOpam/ pe3yiabTaTaM

oOyueHuss B ¢opMaTe 3HAThb-yMETh-BJIA/IeTh) B IMOJTHOM OObEeMe Ha
YpOBHE «BBICOKHIT», U 00yJarONIUIiCs AEMOHCTPUPYET KaK pe3yibTar
oOydeHUsl CIIEAYyIOIINe 3HAaHWs, YMEHHUS M HaBBIKUA: OOydJaromuiics
ri1yOOKO ¥ MPOYHO YCBOMJI TEOPETUUYECKHUI U MPAKTUYECKUN MaTepual,
MPOJIEMOHCTPUPOBAJI 3TO HA 3AHATHUAX M B XOJIe€ MPOMEXKYTOUHOU
aTTeCTalUu.

OOydJaromuiicss HCYEPIBIBAIONIE M JIOTHYECKH CTPOWHO U3Iaraer
y4eOHBI MaTepuana, yMeeT CO4YeTaTh TEOPUI0 C MPAKTHKOM,
CIPABIISIETCS C pElICHUEeM 3aa4 Po(dheCCUOHATHFHOW HAPaBIEHHOCTH
BBICOKOT'O YPOBHSI CIIO)KHOCTH, MPaBUILHO OOOCHOBBIBAET NMPUHSATHIE
penieHusl.

CBoOOgHO oOpHEHTHpyeTCs B y4yeOHOM u  TpodecCHOHATBHON
auTeparype.

OneHka MO JUCHMIUIMHE BBICTABISIOTCS OOydYaromeMmycs ¢ y4€ToMm
pe3yJbTaTOB TEKYIIEH M MPOMEKYTOUYHOM aTTECTAIUU.

«XOPOIIO»/ BricraBisiercss 00ydaromemMycsi, €Clii OH 3HaeT TEOPETUYECKUH H
«3a4TEHO MPAKTUYECKU MaTepuai, rpaMOTHO U IO CYLIECTBY M3JIaraeT €ro Ha

3aHATUSX M B XOJ€ IPOMEKYTOUHOM aTTecTalyd, HE JOITycKas
CYUIECTBEHHBIX HETOUHOCTEH.

OOyuaronuiicst MpaBUJILHO MPUMEHSET TEOPETUYECKHE TTOJI0KEHUS ITPH
pElIeHNH MPaKTUYEeCKUX 3a/iad Mpo¢ecCHOHaIbHOW HaIpaBIEHHOCTH
pa3sHOrO YPOBHS CIIOKHOCTH, BIIQJIEET HEOOXOAWMBIMU JUISI 3TOTO
HaBbIKaMU U MpUEMaMHU.

JlocTaTOYHO XOPOIIIO OPHEHTUPYETCS B yueOHOU U IPO(heCCHOHATBLHOM
JTUTEepaType.

OneHka MO JUCHMIUIMHE BBICTABISIOTCS OOydYaromeMmycs ¢ y4€ToMm
pe3yJbTaTOB TEKYILEH U MPOMEKYTOUHOM aTTECTAIUH.

Komnerennuu, 3akperyi€HHble 3a TUCHMIUIMHOM, COpPMHUPOBaHBI Ha
YPOBHE «XOPOUIUIAY.
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Ounenka mo Kputepun oneHkn pe3yibTaToB 00y4eHHUsI 110 AUCHHUILINHE
AUCHMILIHHE

«yIlOBJIETBOPUTENH | BricTaBnsercss oOyuaromeMycs, €ciad OH 3HaeT Ha 0a30BOM YpOBHE

HOY/ TEOPETUYECKUN W NPAKTUYECKUA MaTepuai, JOMYCKaeT OTIEIbHBIC

«3a4TEHO OLIMOKH MPU €ro M3JI0KEHUU Ha 3aHATUSAX U B XOJI€ MPOMEXYTOUHOU
aTTeCTalUu.

OOyvaromuiics  UCTBITBIBACT  ONpEACTIEHHBIE  3aTPYAHCHUS B
MIPUMEHEHUH TEOPETHUECKUX MOJOKEHUN MTPU PEILIEHNH TPAKTUYECKUX
3amad mpodeccuoHabHON HAMPaBICHHOCTH CTAHJAPTHOTO YPOBHS
CJI0)KHOCTH, BIIaIeeT HEOOXOAUMBIMU JIJIsl 3TOT0 0a30BBIMH HaBbIKAMU
U IIpUEMaMU.

JIeMOHCTpUpYET TOCTATOYHBIH YPOBEHb 3HAHUS YYCOHOW JTUTEPATYPHI
0 AUCLUIUIAHE.

OneHka MO OUCHUIUIMHE BBICTABISIIOTCS OOydaromeMmycsi ¢ y4€Tom
pe3yJIbTaTOB TEKYILEH U IPOMEKYTOUYHON aTTECTALUH.

Komnerenmuu, 3akpervi€HHbIE 3a JUCHUILUIMHON, COpMUPOBAaHBI Ha
YPOBHE «IOCTAaTOYHBIIN.

«HeyznoBieTBopuTe | BricTaBisiercst oOy4daromemMycsi, €ciii OH He 3HaeT Ha 6a30BOM ypPOBHE

JTBHOY/ TEOPETUYECKH W TPAKTUYECKUH Marepuan, JONMyCcKaeT Trpyoble
HE 3a4TEHO OLIMOKH MPU €ro M3JI0KEHUHU HA 3aHATUSAX U B XOJ€ MPOMEXKYTOUHOU
aTTeCTallUu.

OOyuaromuiics UCHBITHIBACT CEpbE3HBIC 3aTPYAHEHHS] B IPUMEHEHUU
TEOPETUYECKUX TIOJIOKEHUM TMpPU PEUIEHWH MPAKTUYECKUX 3a7ad
npodeccnoHalbHOM ~ HAMpaBIEHHOCTH  CTAHAAPTHOTO  YPOBHS
CJIO’KHOCTH, HEC BJIAACCT HGOGXO,Z[I/IMBIMI/I JIs1 3TOr0O HaBBbIKaMHU U
MPUEMAMHU.

Pazgen 3. Meroanyeckne MaTepuaJibl, ONpeaesOliie MNPOHEeTyPbI
OLCHMBAHUSA 3HAHUI, YMEHHUI, HABBIKOB U (MJH) ONbITA [eATEJIbHOCTH,
XapaKTepHu3yLHUX dTanbl (POPMUPOBAHUA KOMIIETCHINH

3.1 Ha 3a4ér nomyckaroTCsi CTYIEHTHI, CAABIINE BCE MPAKTUYECKHE paboThl. 3a4€T MPOBOAUTCS B
¢opMe BBHIMOIHEHUS U TI0Ka3a BBINOJIHEHHOTO 33jaHus. Ha 3aueTe oueHMBAIOTCS 3HAHWA M YMEHUS,
KOTOpBIE CTYJEHT IOKa3aJl BO BPEMsI BBIIOJIHEHUS PAKTUYECKOTO 3a/1aHuUsI.

«3aueT» CTAaBUTCS CTYACHTY, BHIIIOJHUBIIEMY BCE MPAKTUYECKUE 3a/1aHUsI U OTBETUBIIEMY Ha
BONPOCHI IO OMieTam.

«HEe3aueT» CTAaBUTCS 32 HEBBIIIOJIHEHHBIEC TPAKTHUECKUE 3aJaHHsI U HE OTBETUBILIEMY (B OOJbLICH

CTENEeHM) Ha BOIIPOCHI JUIs 3aueTa

3.2 Ha 3auet gomyckaeTrcsi CTYACHT, CAABIINM BCe MpakTHYeckue paboTel. B OuiieT BKIIOYEHO
JIBa TEOPETUYECKUX BOIPOCA COOTBETCTBYIOUIME COAEPKAHUIO (POPMHUPYEMBIX KOMIETEHIMH. 3ader
MPOBOJUTCS B ycTHOU (opme. Ha moAroTroBky u OTBET cTyleHTy oTBoAuTCA 30 MUHYT. 3a OTBET Ha
TEOPETUYECKHUE BOIIPOCHI CTYACHT MOKET IOJYUUTh CIECAYIOIINE OLICHKH:

- OTJIMYHO, 3a IIOJIHBIE OTBETHI Ha JIBa BOIIPOCA.

- XOPOILIO, 32 JOCTATOYHO MOJIHBIE OTBETHI HA BOIIPOCHI, UMEIOIINE He 00JIee ABYX HETOUHOCTEH;

- YIOBJIETBOPUTENHHO 32 PABUIIbHBIN, HO HEYBEPEHHBI OTBET UMEIOLIUI HEe OoJiee YeThIpeX.
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