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JlekunoHHble 3ansiTuda (164.)
1. O0uue BONPOCHI OPraHM3alUM 1eJOBbIX KOMMYHHKANUH {JieKuus ¢ pa3déopom
KOHKPeTHbIX cutyaumii} (24.)[1,2] Cnenuduxa neinoBoro obmeHus. Buasl nemnoBoro
obOmenus. JlenoBas KOMMYHHMKalMsi B YCTHOM W MNHUChbMEHHOW (opMax Ha
rocyaapctseHHOM s3bike P®. [lonsatue «aenonpousBoactsoy». IlosBieHue mnepBhIX
IIUCbMEHHBIX IaMATHUKOB B [IpeBHen Pycu. JlenonpousBoACTBO B JAPEBHEUIIUHI
MIEPUO. [Tpukasnoe JIEJIONPOU3BOJCTBO XVI-XVII BB. Komnerunaasaoe
nesonpousBoactBo XVIII-XIX BB. McnomaurensHoe nenonpousBocTBo XIX-Havana
XX Beka. Jlenmonpon3BoCTBO B COBETCKHM neproa: COBPEMEHHOE J1€TOIPOU3BOICTBO.
2. IIpaBuna odopmMieHHusi [1eJIOBOIl KOppecHOHJAeHIMH {JieKIus ¢ pa3dopom
KOHKPeTHBIX cutyanuii} (24.)[1,2] JlemoBasi KoOMMyHHKAIUsl B TUCbMEHHOUN (hopme Ha
rocyapctBeHHO si3bike P®D. OCHOBHbBIE MOHATHS W HOPMATUBHBIE MaTepualbl IO
JIEONIPOU3BOACTBY. YHHU(PUKAIMS W CTaHAApTHU3AIUs YIPABICHUYCCKUX JTOKYMEHTOB.
Bunpt nmoxymentoB m ux kinaccubukamus. [IpaBmima odopmieHUs MTOKYMEHTOB B
cootBerctBuM ¢ ['OCT P 7.0.97-2016. CoctaB M pacnojOoK€HHE PEKBHU3UTOB Ha
JIOKYMEHTAX, MPAaBUJIA UX KOPPEKTUPOBKH, CPOKHU UCTIOJIHEHUS.
3. JdenoBoe nmucbmMo {JieKuusi ¢ pa3doOpPoM KOHKPETHBIX curyanui} (24.)[1,2,5,6]
JlenoBasi KOMMyHUKalMs B TUCbMEHHOU (popMe Ha rocygapcTBeHHOM si3bike PD. Buabl
nenoBeiX mmceM. llpaBuna odopmieHus genoBoro mnuchMma. S3BIK U CTWIb
ohUIHAIBHBIX THUCEM. SI3BIKOBOM CTaHIAPT JEIOBOrO MUCHbMa. ITUUYECKUE HOPMBI MPH
COCTaBJIEHUH TEKCTa JIEJIOBOTO MHUCHhMA.
4. MexkayHapoaHoe JeJIOBOe NMUCbMO H J1eJIOBO 3THKET. {JIeKHUusA ¢ pa3dopom
KOHKpPeTHbIX cuTyaumii} (24.)[1,2,5,6] IlpaBuna odopmieHUs [IETOBBIX ITHCEM
3apyOekHOMY JenoBoMy mapTHepy. CocTaB PEeKBU3UTOB MEKIYHAPOIHOIO JEIOBOTO
nucbMa. OdopmiieHre peKBU3UTOB B COOTBETCTBUU co ctanaaptom MCO.
BusuTtHas kaprouka. YCTaHOBJIECHHE U MOAAEPKAHUE JEJIOBOr0 KOHTAaKTa C MOMOIIBIO
BU3UTHOM KapTOYKHU. MICTOpUsA BO3HMKHOBEHHSI BU3UTHOW KapTOUYKH. BUIbI BU3UTHBIX
kaptouek. [IpaBuna oOmeHNs ¢ MOMOIIBIO BU3UTHON KapTOYKH.
5. O0meHue Kak KOMMYHHMKalNuf {JieKnus-npecc-kondpepenuus} (24.)[1,3,5,6]
OcobeHHOCTH HEBEpOATbHOTO OOIICHHS. YCTAaHOBJIEHHE U MOJAEpPKaHWE KOHTAKTOB,
obecrnieunBaOIIMX padOTy K KOJJIEKTHUBE. 3HAYEHHWE HEBEpPOAJbHBIX CPEJCTB MpPHU
nepeaye uHpopMmarmu. Kunecuka, MPOCOMKA, TaKeCHKa oOLIeHUS.
[IpocTpaHCTBEHHO-BpEMEHHBIE TTapaMeTPhl OOIIECHHUS.
6. O0meHne Kak KOMMYHMKanus. {Jekuus-npecc-koHdepenuus} (24.)[1,3,5,6]
YcraHoBieHUE W MOAJEPKAHUE KOHTAKTOB, OOECMEUMBAIOIIUX PabOTy K KOJUICKTHUBE.
Dkcrpeccusi JauUa W B3MIAA 4esioBeka. ONUCaHUE TJIa30/IBUTATENbHBIX PEAKLIHM.
Tunonorust cyobexToB oOienus. Tunonorus cy0ObekToB o01ieHus 1o 3. bepny.
7. IleperoBopbl KakK KaHpP /eJOBOH KOMMYHHMKalUU. {JIeKIUA-TIPecc-
KoH(pepenuusi} (24.)[1,3,6] Crnenuduka nemoBoro oOIeHUs. Buabl meperoBopos.
YcraHnoBieHue U MoJiepKaHue KOHTAKTOB, 00€CTICUUBAIOIITNX PA0OTY K KOJUICKTUBE.



[IpyHIMOBl W TpaBHUia BEACHUS IEPErOoBOPOB. TaKTUKKM BEIEHHs IEPErOBOPOB.
TexHuyeckue mpuUeMbl MO3UTUBHOrO 0OmIeHUS. KOMMYHUKATHBHBIE MaKCHUMBI
[1.I'paiica.

8. PeueBble W S3BIKOBBIE CTEPEOTHIIHI [1€JI0BOI0 OOIIEHUAA. {JIeKIUs-TIpecc-
KoH(pepenuus} (24.)[1,3,5,6] PeueBasd KynbTypa U pedyeBOi 3THKET. Y CTAHOBJICHHUE U
NOJJIEp>)KAHNE KOHTAKTOB, OOECHeYMBAIOIIMX padOTy K KOJUIEKTHBE. Buabl pedeBbIx
KyJIbTYp. OTUKETHbIE (GopMysbl. OCOOEHHOCTH PYCCKOro Tene(OHHOro OOUIEHUS.
Ortuker TtenedoHHOro pasroBopa. IlpaBuna BeneHUss TelIePOHHOTO pasroBopa.
Hcnonb3oBaHue COBPEMEHHBIX HH(OPMAIMOHHO-KOMMYHUKATUBHBIX CpPEJICTB B
paznuYHBIX chepax IeaTeIbHOCTH.

IIpakTuyeckue 3ansitus (164.)
1. OcHOBHBIE OHATHUSA [1€JI0BOI KOMMYHUKAIIMUA. OpPraHu3anuoOHHO-METOANYECKOE
3aHsiTHe. {AucKyccusi} (24.)[2,6] JlenmoBas KOMMyHMKaIUsl B MUCbMEHHOM (popme Ha
rocyapctBeHHoi si3bike PO. [Touarus "aenonpouszBoacTBo"”, "N0KyMeHT", "peKBU3UT",
"cranmapruzanus’, "yHupukanusa'.
[IpaBuna cocraBnenus u ohopmiIeHUs MPOPECCUOHAIBHOTO PE3IOME.
[TpaBumna cocraBienus u 0OpMIIEHUS COMTPOBOIUTEIHHOTO MUChMaA K PE3FOME.
2. IIpaBuia cocraBieHusl 1 0(POPMJICHHS JOKYMEHTOB LIl 3(P(PEKTUBHOIO MOMCKA
padorel M TpyaoycrpoiictBa. {0ecema} (24.)[1,2] IlpaBuna cocraBieHUs U
oopMiIeHUsI JOKYMEHTOB M 3()PEKTUBHOrO Moucka pabOThl U TPYJIOYCTPOICTBA.
JlenoBasi KOMMYyHHUKalMsi B NHUCbMEHHOW (opMe Ha TocylapcTBEHHOM s3bike PO.
JIOKyMEHTBI TIO JIMYHOMY cocTaBy npeanpustusi. CocTaB JTOKYMEHTOB JIMYHOTO Jeja.
JlokyMeHTBhl aiia  TpynoyctpoiictBa. IlpaBuna cocraBieHuss U oQOpMIICHUS
aBTOOMOTpaduu, XapaKTEPUCTUKH, 3asIBICHUS.
3. OpraHu3anMOHHO-pacnoOpsiAMTe]bHAsi W  HMH(OPMALUOHHO-CIIPABOYHAA
aokyMeHnTamusi. {0ecena} (24.)[1,2] JlesoBas KOMMYHHKAIIMSA B MUCbMEHHOM (hopMe Ha
roCyJlapCTBEHHOU si3bIKe POD.
OpraHu3almoHHO-pacopsAAUTENbHbIE JOKYMEHTBHI.
A) Ipasuna opopmiienus npukazoB. Bumbl mpukazos.
b) [IpaBuna opopmnenus pacnopspkeHuid. MHGOpMaIMOHHO-CIPaBOYHBIE IOKYMEHTHI.
A) IpaBuna opopmiieHHs pa3HBIX BUOB 3aMMHUCOK:
- IOKJIaJIHBIX 3aIMHCOK;
- O0BSICHUTENIBHBIX 3aITUCOK;
- CIIyKEOHBIX 3aIUCOK.
b) TpebGoBanus k cocTaBIeHUIO U O(DOPMIICHUIO aKTOB.
B) TpebGoBaHuUs K COCTAaBJICHUIO JJOKYMEHTOB OINEPaTUBHON MH(OPMALINH:
- TeJIETpaMM,;
- TesiepoHOrpamMM.
4. KoutpoJb Tekymeil ycneBaemoctu. {0ecena} (24.)[2,4,5,6] KonrponsHas padora
No 1.
5. IlpaBuiia mpoBeJAeHNs 1eJI0BbIX 3aCelaHUil, COBEIllaHMi, ePeroBopoB. {0ecena}
(24.)[1,2,3] enoBass KOMMYHHKAITUS B YCTHOUM (popMe HaA TOCYAapCTBEHHOM s3bike PO.
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[IpaBuna nmpoBeneHus 3ace1aHul, COBELIAHNM.

[IpaBuia cocraBiieHuss U1 0OPMIICHHUS ITPOTOKOJIA.

[IeperoBopsl. Buael neperoBopos.

TakThku BeACHHS MEPETOBOPOB.

6. Jle1oBoe oOmeHue M COOJIIOJeHHE ITHKETHBIX HOPM. {auckyccusi} (24.)[1,3]
[ToHsATHS 3TUKET W JI€JIOBOM O3TUKET. YCTAHOBICHUE W TMOAJAECPKAHHE KOHTAKTOB,
o0ecreynBammmX padoTy K KOJJIEKTHUBE.

HanmonanbHas cnenuduka nenoBoro 3Tukera (0oOIIeHHE C JIEJTOBBIMU MApPTHEPAMH W3
ctpad EBponsl u biimxxkaero Bocroka).

DTHUKET JIeJI0OBOTO rocTenpuuMcTBa. Bunbl mpuemoB. [IpaBuiia moBeaeHus: Ha JIETOBBIX
npruemax.

DTHUKET JapeHus B JICJIOBOM OOIICHUHU.

7. denoBoid 3THKET M CiayxkeOHble KOHQPIUKTHI . UMMIK 1eJ0BOr0 4esioBeKa.
{oecena} (2u.)[1,3] Kondaukrel. Bumgel koHdaukroB. Cragum NPOTEKAHHS
KOH(IUKTOB.

Crparerun TmOBeIeHHS B KOH(MIUKTHBIX cuUTyanusx. OOmeHne ¢ KOH(IMKTHBIM
KIIMEHTOM. Y CTAaHOBJIGHHWE W TO/JIEP)KaHNE KOHTAKTOB, 00ECIEUMBAIOIIMX PabOTy K
KoJuiekThBe. OCyIIECTBICHUE B3aUMOICHCTBUS U peaii3alus poJiu B KOJUIEKTHUBE.
Nmumx nenoBoro yenoBeka. COCTaBIAIONIME UMUJIKA.

JlenoBoi UMUK MY>KUUHBI.

JlenoBoi UMUK KEHILMHBI.

8. KonTpoab Tekyuieii ycmeBaeMocTH. {TBopuYeckoe 3ananue} (24.)[1,2,3,4,5,6]
KounTponbsHas pabora 2.

CamocrositesibHast padora (404.)
1. IloaroroBka K JIeKHMAM M MNPAKTHYECKHM 3aHATHAM. {C DJJeMEHTaMH
3JIEKTPOHHOT0 OOYYeHHSI W JMCTAHUMOHHBLIX 00pa30BaTeJbHBLIX TEXHOJOTHA}
(164.)[1,2,3,4,5,6] 1. ITpounTaTh JUTEPATYpPy MO TEME.
2. OTBETUTH HA BOIPOCHL.
3. [ToAroTOBUTH COOOIIIECHHUS TI0 TEME 3aHITHSI.
4. TToaroroBUTH 00pA3IBl JOKYMEHTOB 110 TEME 3aHSTHA.
5. CocTaBUTh TIOKYMEHTHI IO TEME 3aHSITHH.
2. [loaroroBKa K KOHTPOJbHBIM padoram Ne 1, Ne 2. {c 3;1eMeHTaMHU 3JIEKTPOHHOI' 0
00yuyeHHs ¥ TUCTAHUMOHHBIX 00pa30BaTeJLHBIX TexHoJoruii} (154.)[1,2,3,4,5,6] 1)
BBIYYHUTh COCTaB PEKBU3UTOB JJOKYMEHTOB;
2) MOBTOPUTH OCOOEHHOCTH O(UIIMATBHO-/IETIOBOTO CTUJIS,
3) BBIy4UTh OCHOBHBIE TTOHSATHS ICJIONIPOU3BOJICTRA.
4) NOBTOPUTH MpaBuiIa 0OPMIICHUSI OCHOBHBIX BHUJOB JOKYMEHTOB;
5) BBIyYHTH COCTAaB PEKBU3UTOB TIpHUKa3a, CIYyKEOHOH 3alHCKH, TelerpaMMbl,
TeneOHOrpaMMbl, TPOTOKOIA;
6) MOBTOPUTH OCOOEHHOCTH JICJIONPOU3BOICTBA 110 OOPAIICHUSM TPaXK/IaH;
7) BBIyUHTh OCHOBHBIE BB OOPAIICHUI Ipak1aH U BUJIbI IETTOBBIX MHUCEM.
3. IloaroroBka Kk 3a4eTy . {C 3JIeMEHTAMH JIEKTPOHHOT0 00y4YeHH S H



AMCTAHIIMOHHBIX 00pa3oBaTebHbIX TexHoJsgorumi} (94.)[1,2,3,4,5,6] IloaroToBUTH
Pa3BEPHYTHIN YCTHBIN OTBET IO BOIIPOCAM K UTOTOBOW ATTECTALIMU 110 JUCLUILIMHE.

5. IlepeyeHb Y4e0OHO-METOAUYECKOI0 OOeCIEeYeHUS CAMOCTOSITEJIbHON PadoThI
00y4arIMXCcs M0 TUCHMUIJIMHE

s kaxxaoro oOywaromierocsi o0ecriedeH WHIANBUAYATbHBIH HEOTPaHUYCHHBIN
JOCTyll K  DJEKTPOHHO-OMONMOTeUHBIM  cucreMaM: Jlab, YHUBepcUTETCKas
Ooubnuoreka OH-NAWH, dJeKTpoHHOW Oubnmoreke AnTI'TY u K 2JIeKTpOHHOMN
uH(OPMaIIMOHHO-00pa30BaTENLHOM Cpeie:

1. Kysuenos, W.H. JlenmonpouspoactBo : ydeOHoe mocoowe : [16+] / WM.H.
Ky3nenos. — 9-e¢ uzn., nepepad. — Mockaa : Jlamkos 1 K°, 2020. — 406 c. : uin. — Pexxum
noctyna: o noamnucke. — URL: https://biblioclub.ru/index.php?page=book&id=572967

6. IlepeyeHnb yyeOHOM JUTEPATyPbI
6.1. OcHOoBHas nUTEpaTypa

2. TIpunbepr, A. C. JloKyMeHTallMOHHOE oOO€cIeYeHue YIpaBJICHUS
[DnekTpoHHBIN pecypc] : [y4eOHMK Jisi BY30B IO HampaBjieHUAM "ODKOHOMHUKA" U
"MeHeKMenT", CIIECIIMATIbHOCTSIM 030100 "UndopmaTtuka", 032001
"JIokyMEHTOBEICHUE U JIOKYMEHTAIlMOHHOe oOecneuenue ympasienus", 220200
"ABromatuzaius u ynpaeienue"| / A. C. I'punbepr, H. H. Topbaue, O. A.
MyxamermuHa. - OneKkTpoH. AaH. - Mocksa : FOHUTU-JJAHA, 2015. - 392 c. Pexum
nocryna: http://biblioclub.ru/index.php?page=book&id=115031.

6.2. JlonionHUTENbHAS IUTEPATYPA

3. [Ilo3gnsikoBa, Enena IOpbeBHa. Pycckuii 43bIK U KyJIbTypa peyH
[DNeKTpOHHBIN pecypc| : Kypc JIeKIui : [yueOHOoe mocoOue JJisl By30B MO JUCLUILIMHE
"Pycckuit s3pik 1 Kynbrypa peun'] / E. FO. Ilo3nusikoBa ; AnT. roc. TexH. yH-T um. .
N. TlonzynoBa, @ak. rymaHutap. oOpazoBanus, Kad. KyapTypbl U KOMMYHHKATHUB.
texHosiorui. - (pdf-daiin : 483 Koaiira). - bapnayn : Antl'TY, 2013. - 70, [1] c. - Jlata
nepsuyHoro pasmemienus: 17.04.2013. Oo6noneno: 07.04.2016. Ilpsimas ccbuika:
http://elib.altstu.ru/eum/download/kikt/pozdjakova-rus.pdf

7. IlepeyeHb pecypcoB HMH(POPMALMOHHO-TEJICKOMMYHMKANMOHHOH  CeTH
«HTEpHEeT», HE0OXOAUMBIX 1JISI OCBOCHHMS JUCHMILIUHBI

4. http://www.humanities.edu.ru/

5. TPAMOTA.PY [DnekTpoHHBII pecypc|: CripaBOYHO-UH(OPMAIIMOHHBIN MOPTAL. -
Pexxum poctyna: www.gramota.ru

6. AkagemMuKk [DJIEKTPOHHBIA pecypc]: CIOBapu U SHUUKIIONEINU. - Pexxum qocTtyna:
http:/ dic.academic.ru/



8. ®oHA OUIEHOYHBIX MAaTEePHAJIOB /Uil TMPOBeJeHHUS TEKYyIlero KOHTPOJS
YCIIEBA€MOCTH M MPOMEKYTOYHOM aTTecTAlNH

ConepxaHue  NOPOMEXKYTOYHOM — aTTeCTAllMd  pPAaCKPbIBAETCA B KOMILJIEKTE
KOHTPOJIMPYIOIIUX MAaTEpUANIOB, MPEAHA3HAUYEHHBIX JJIsI TMPOBEPKU COOTBETCTBHUS
YpOBHSI TIOATOTOBKHA M0 muciuiuinHe TpedoBanusm DI'OC, koTopble XpaHATCS Ha
kadeape-pazpadboruuke PI1J] B meuarnom Bujae u 8 SUOC.

®onx  oueHouHbix MmatepuasioB (OOM) mno jgucUMIUIMHE TPEACTaBIEH B
IIPUJIOKEHUH A.

9. Ilepeyenb MHGPOPMAIMOHHBIX TEXHOJIOTHIA, HCIOJIb3yeMbIX IIPH OCYLIECTBJIEHUHN
o0pa3oBaTeJIbHOIO  mpouecca MO0 JAUCHMIUVIAHE, BKJIKYasg  INepevYeHb
NMPOrpaMMHOI0 odecrnevyeHuss 1 HH(POPMAIHOHHBIX CIIPABOYHBIX CHCTEM

JUis yCHEemHoro OCBOEHHS TUCHMIUIMHBI HUCHOJB3YIOTCS PECYpChl AJIEKTPOHHONH HH(DOPMAIIMOHHO-
0o0pa3oBaTeNbHON Cpelbl, 00pa30BaTEbHBIE WHTEPHET-TIOPTAIBI, TI00abHAS KOMITBIOTEpHAs CETh
HNureprner. B mporecce u3ydeHUs AUCLHUIUIMHBI IPOMCXOAUT HHTEPAKTUBHOE B3aUMOJCICTBUE
oOyyaromierocss ¢ TMpenojaBaTesieM uepe3 JUYHBIM KaOWHeT cryaeHTa. s wu3yueHus gaHHOM
AUCHUIUIMHBL HCIIOJB3YIOTCA HpO(l)eCCI/IOHaJ'IBHI)Ie 0asnl JaHHBIX H I/IH(bOpMaHHOHHO-CHpaBOqHBIe
CHUCTEMBI.

Nenn HcnoJsb3yemMoe nporpaMMHoe obecrneyeHue
1 LibreOffice
2 Windows
3 Antusupyc Kaspersky
Nenin Hcnonb3yemblie npodeccnoHaibHbie 0a3bl JAHHBIX M HHPOPMALIMOHHBbIE
CNPABOYHbIE CHCTEMBI
1 becrutathast anekTpoHHas OuOnmoreka oHiaiH "EnuHOoe OKHO K 00pa3oBaTEbHBIM

pecypcam" ISl CTYIGHTOB M TIpETOAaBaTeNell; KaTalor CChUIOK Ha 0Opa3oBaTeIbHBIE
uHTepHeT-pecypesl (http://Window.edu.ru)

2 Hanmonanenast anekrponHast oubnmuorexka (HOB) — cBOOOMHBINM MOCTYN YHMTaTENCH K
¢dbonnam poccuiickux Oubmuorek. CoAepKUT KOJUIEKIUH OLM(PPOBAHHBIX JOKYMEHTOB
(KaK OTKPBITOTO JOCTyTa, TAK U OTPAHMYCHHBIX aBTOPCKHM IIPABOM), a TAKXKE KaTajor
W3JIaHu|, XpaHsmmxcs B oudnnorekax Poccun. (http://H36.pd/)

3 CrpaBouno-uHpopmarmonsslii moprai [PAMOTA.PY (http://gramota.ru/)

4 OnexrponHas 6aza 'OCTos (http://1000gost.ru/list/1-0.htm)

10. Omnwucanume  MaTepHATIbLHO-TEXHHMYECKON  0a3bl, HeOOXOAMMOM  JJId
OCYLIeCTBJIEHUSI 00Pa30BaTEJbHOI0 Mpolecca M0 JMCHUILINHE

HaumeHoBaHMe cienUAJIbHBIX NOMEILIEHUH U MMOMeEIeHUIl JJIsl CAMOCTOATEIbHON paﬁoTbI

yueOHbIe ayIUTOPUU JJIsi IPOBEJCHHs YUeOHbIX 3aHATUN

IMOMCIICHUA NI CaMOCTOSTEIbHOMN pa60T51

MaTepI/IaJIBHO-TGXHI/ILIeCKOC oOecrieyecHre | OopraHu3aliuAa O6p330BaT€JII>HOFO
Imponccca 1mo IMCIUINIMHS JIA MHBAJIMA0B U JINI] C OIrPaHUYCHHBIMHA BO3MOKHOCTAMU
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3JI0POBbSI OCYIIECTBIIIETCS B COOTBETCTBUU ¢ «IlonoxkeHneM 00 0Oy4eHUN WHBAIHUIOB
Y JIUI C OTPAaHUYECHHBIMUA BO3MOKHOCTSIMH 3JI0POBbS».



