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1. HACIOPT PABOYEWM ITPOT'PAMMBI TUCITATIJIMHBI
HNHocTpaHHbIi A3BIK B NIPO¢ecCHOHAIBHON NeATeIbHOCTH

1.1. ObsacTh NpUMeHEHHUs TPOrPAMMBI
PabGouas  mporpamma  JUCHMIUIMHBI ~ SIBISIETCSI  4YacTbl0  OCHOBHOM  MpOgeCCHOHATbHON
oOpa3oBatenbHOil  mporpammbel B cootBercTBUM ¢ DPI'OC mo cmemumanbHocTH  46.02.01
JlokyMeHTalmoHHOe o0ecrieueHue YIpaBiIeHUs U apXUBOBEICHUE
PabGowyas mporpaMma AMCHMIUIMHBI MOXXET OBITH HCIOJNB30BaHA B  JOMOJIHUTEIHLHOM
npodeccnoHarbHOM 00pa3oBaHUU (B MporpamMmax IMOBBIIIEHUS KBATU(GUKALKUKA U TEPErOArOTOBKU) U
npoeCCUOHATBHON TOATOTOBKE IO HAMpaBJIEHUSM MOJrOTOBKH, CIEHUAIBHOCTIM H©  pabodum
npodeccusim CI1O, Bxonsamum B coctaB yKpynHeHHO# rpynmbl 46.00.00 McTopus u apxeosorus.
Pabouas mporpaMMa JUCHUIUIMHBI MOXKET OBITh aJalTUPOBaHA AJIs 00y4YEeHUs NHBAJIUAOB U JIMIL
C OrpaHUYCHHBIMU BO3MOKHOCTSIMH 3/10POBBSL.

1.2 MecTo AMCHUIUIMHBI B CTPYKTYPe OCHOBHOI 00Pa30BaTe/IbHOI MPOrPAMMBI:

Huctunnuna «WHOCTpaHHBIA #3bIK B NpodecCHOHATBHONH 1esITeIbHOCTHY»  SBIISCTCS
00513aTeNIbHON YaCThIO COIMATbHO-TYMaHUTAPHOTO KA 00pa30BaTeIbHON MPOTPaMMBbl B COOTBETCTBHH
¢ ®I'OC CIIO no cneunansHoctu CITIO 46.02.01. JlokyMeHTallMOHHOE OOecneueHue YIpaBiIeHUs U
apXUBOBEJICHUE.

Oco0oe 3HaueHne AUCHUIIMHA UMeeT npu hopmupoBanuu u pazsutuu OK 1-2,4-5.9; TIK 1.1,

K 1.2, IIK 1.4, TIK 1.7.

1.3. Heapb 1 niiaHupyeMblie pe3yJibTAThI OCBOEHUS I CHUIJIMHBI:

1.3.1. Heap aucuunInHbl

JuctumnuHa mpemycMaTtpuBaeT MpodeccHoHaIbHO-OPUEHTHPOBAHHOE H3YYEHHE WHOCTPAHHOTO S3bIKA.
[IporpaMmma oTpakaeT COBpeMEHHBIE TEHACHIMHM W TpeOOBaHHWA K OOYYECHHIO W TPAKTUYSCKOMY BIIAICHHIO
WHOCTPAaHHBIM SI3bIKOM B TIOBCEJHEBHOM OOLICHWM W MPOQECCHOHANBHOW NEeATENbHOCTH, HalpaBieHa Ha
MOBBIIIIEHHE OO0IIed W KOMMYHHUKATHBHOW KYyIBTYPHl CIICIIHAIMCTOB CpPEJHETO 3BEHA, COBEPIICHCTBOBAHHUE
KOMMYHUKAaTUBHBIX YMCHHU U HABBIKOB, ITIOBBIINICHUC KA4YCCTBa HpO(l)ﬁCCI/IOHaJ'ILHOFO 06p3.30BaHI/I$I.

OcHoBHOM 11€7110 Kypca «IHOCTpaHHBIH S3bIK B MPOGECCHOHATBHOU IEATETLHOCTH SIBISETCS
o0yuyeHHe NPaKTUYECKOMY BJIaJICHUIO pa3rOBOPHO-OBITOBOM PEUBIO U JICIOBBIM SI3bIKOM CIHELIUATbHOCTH
JUIsl aKTUBHOT'O TPUMEHEHHUS KaK B [IOBCEHEBHOMW, TaK M B MPOPECCUOHATBHON AESITETbHOCTH.

OCHOBHBIMU 3aJJa4aMU Kypca SIBIISIOTCS:

- 3aKpeTJIeHNE HaBBIKOB YTEHUS U TOHUMAaHUs TPO(HECCUOHATIBHBIX TEKCTOB.

- (hopMUpOBaHME U 3aKPEIVICHNE HABBIKOB OOIIEHNS HA MHOCTPAHHOM $SI3bIKE C IPUMEHEHUEM
npodeccnoHalbHOM JIEKCUKH U ITPaBUJI PEUEBOT0 3TUKETA;

- pacIIMpeHNe aKTUBHOI'O CJIOBApPsI CTYAEHTOB, 3HAaHUI IPaMMaTHYECKOT0 MaTepHalla,
3aKperJIeHNe HaBbIKOB YCTHOTO M MHCbMEHHOTO MepeBo/ia NPo(heCcCUOHATBHBIX TEKCTOB, a TaKXKe
TEJIEKCOB, TEIETPaMM, JEJIOBBIX ITUCEM;

- pa3BUTHE CTPAHOBEIUYECKOTO OIbITA U Pa3BUTHE TBOPUECKOM JINYHOCTHU CTYJEHTOB

1.3.2.I1nanupyemMsble pe3yJbTAThl 0CBOCHHS AU CHUIITIUHBI

B pamkax nporpaMMbl IUCHUIIIMHBI 00yUYaIOIUMUCS OCBAWBAIOTCSI YMEHUS U 3HAHUS:

Ymenus 3Hanus
Kon

OK 1-2,4-5,9; TIK — MOHUMAaTh OO CMBICIT — IIpaBHJIa IIOCTPOEHHUS

1.1, IK 1.2, IIK UETKO TPOU3HECEHHBIX BHICKA3BIBAHUI HA |[IPOCTHIX M CIIOKHBIX

1.4, TIK 1.7. po(ecCHOHATbHBIE U OBITOBBIE TEMBI; MpeIoKeHHU Ha
— OHMMATh TEKCTH Ha 0a30BBIE U PO(ECCHOHATBHBIE TEMBI;
PO ecCHOHATBHBIE TEMBI; OCHOBHBIE
- CTPOMTB MPOCTBIE BBICKA3bIBAHUS O ceOe |00IeyoTpeOUTEBHBIE TI1Ar0JIbl
1 0 CBOEH MpodeccuoHanbHOI ObITOBas U MpodeccroHallbHAs
NEATENEHOCTH; JIEKCHKA);
- y4acTBOBATh B IMAJIOTAX HA OOIME U |— JIEKCHYECKUH MUHUMYM,




MpodecCHOHALHBIC TEMBI,

— KpaTKo 00OOCHOBBIBATh U OOBSICHATH
CBOM JICHCTBUS; TUCATh MPOCTHIC CBSI3HBIC
COOOIICHNS HA 3HAKOMBIC WIIN
MHTEPECYyIOIHe MpodeccnoHATbHBIC TEMBI,
BecTu Oeceny (BKIItOUYas TenedOHHbBIE
[EPETOBOPHI) HA HHOCTPAHHOM SI3BIKE.

OTHOCSIITUICS K OITUCAHUIO
[IPEIMETOB, CPEJICTB U
[TPOIIECCOB MPOPECCHOHATBHON
TeATEILHOCTH,

— 0COOEHHOCTH MPOU3HOIICHHS
CJIOB,

— MpaBHJIa YTCHUSI TEKCTOB
podeCcCuOHATBHON
HANPaBICHHOCTH; (ppa3bI-KIIHIIIE
InJ1s BemeHus Oeceanl U
[epenucKy Ha UHOCTPAaHHOM
SI3bIKE; OCOOCHHOCTH TIEPEeBOIA
ITOKYMEHTOB C HHOCTPAHHOT'O
SI3BIKA;

— MpaBuJia OpraHu3alun
[preMa oCeTUTENEH;




2. CTPYKTYPA U COAEP)KAHUE JUCHUIIJINHBI

2.1. O06beM AUCHMILIMHBI U BUABI Y4eOHOIi padoThl

Bun yueoHoii padoTnl O0bem B yacax

MaxkcumanbHasi yueOHasi HATPy3Ka (Bcero) 200
Oobs13aTesibHas ayTIMTOPHAs YUeOHasi HArpy3Ka (Bcero) 174
B TOM YHCIIE:

TEOPETUUECKUE 3aHITHUS 4

MIPAKTUYECKUE 3aHATH 170
B TOM uHciie: B hopMe MPaKTHIECKOW MOATOTOBKH 170

IPOMEKYTOYHAS aTTECTAIHS 2

CamocTrosiTe/ibHasi padoTa o0y4aromerocs (Bcero) 26

B TOM YHCJIE:
BBITIOJJHEHHE JIOMAIIHUX 33 JaHH I 26

IIpome:kyTouHas arrectauus B popme:
3 cemecTp — aTTecTals C OLIEHKOM
4 cemMecTp — aTTecTaluus ¢ OLICHKOMN
5 ceMecTp — aTTecTalus C OLEHKOU
6 ceMecTp — aTTeCTaIHs C OIEHKOU




2.2. TemaTudeckuii JIaH M coiep:KaHue JUCHUNINHBI UHOCTpaHHbBII A3bIK (MpodeccHoHaNbHBIN), AHTJINHCKHT

HaumenoBanue Conep:kanue y4eOHOro MaTepuasia (0OCHOBHOE M MPOdeccCHOHAILHO-OPHUEHTHPOBAHHOE), OB LeM 1aCOE dopmMupyemblie
pa3aesioB U TeM JIa00opaTOpHBIE U NPAKTHYECKUEe 3aHATHUS, NIPUKJIAJTHON MOAYJ/Ib (IIPU HAJMYUH) KOMIIeTeHIIUH
1 2 3 OK 1-2,4-5,9; TIK
Paznen 1. 40 1.1, 11K 1.2, TIK
Tema 1.1. TeopuTHyeckoe 3aHsITHE 4 1.4, TIK 1.7
CrpykTypa u 1. Beenenue B remy «CTpyKTypa U 0(OpMIICHHUE JICIIOBBIX ITHCEM.
oopmienue aenoBbix | 2. Yactu aenoBoro nucbma. OOLIENIPUHATHIE COKPALIEHUS B A€JI0BOM Mepernucke.
nrceM OO0parenre, BCTYIUICHUE, 3aKTIOYATEIbHBIC (POPMYJITBI BEKIUBOCTH. OdopMiIcHHE
KOHBEpTA.
3. Aynmo marepuain. Pa3zBuTre HaBBIKOB BOCTIPUSITHS MHOSI3BIYHOM peun Ha ciryX. Paborac
JIEJI0BO KoppecnionaeHInel. TpeHupoBOYHbIE YIIPa)KHEHUS.
4. Pa3BuTHE HaBBIKOB YCTHOM peyM Ha MaTepualie COCTaBIeHUs 1uaioros «B npuemHoin
PYKOBOJUTEN; 00CYKICHUE JTMUYHOCTHBIX KauecTB, TPeOYyIOIUXCs Ul CIEHaIicTa B
00JaCTH TOKYMEHTAIIMOHHOT O 00ECIIeUeHuUsl yIPaBIEHUSI.
Tema 1.2. IIpakTnyeckne 3anaTHA (MPOdecCHOHATBHO-0PHEHTHPOBAHHOE COCP/KAHME) 14
Bripaxkenus, 1. Bonpocsl, ocBenomiienusi. CooO11eH s, U3BEIIEHUs. Y BEpEeHNUs, IPEII0KEHHS ITOMOIILH,
HCIIOJIb3YEMBIE B ycayr. Beipaxkenue nHagexabl. [Ipocs0bl, O1arojapHOCTH, coXXaneHus, n3BUHeHUs. OTBETHI
JIEJIOBOM MepenucKke | Ha BOIPOCHI U MPEITOKEHHUS.
2. IlpakTiueckast paboTa 110 COCTABJIEHUIO JIENIOBBIX ITUCEM Ha SI3bIKE; EPEBOJI AETOBBIX
MIACEM C aHIVIMMCKOTO S3bIKA HA PYCCKUM U C PYCCKOT'O HA aHITIMHUCKHMN.
3. Ayauo marepuai. 3anuch 1e€10BOM KOPPECTIOHAEHIIMH O]l TUKTOBKY. TpeHMpOBOYHbIE
YOpaXHEHUS.
4. Pa3BuTHE HAaBBIKOB YCTHOW peuH Ha MaTepuase 00CyKIeHUs BOIPOCOB JIEIOBOM
MEPENUCKH.
Tema 1.3. IIpakTyeckue 3aHATHA (MPOdecCHOHATBHO-0PHEHTHPOBAHHOE COCP/KAHME) 14

BI/IJII)I JCJIOBBIX ITMCEM

1. [Tepenucka mo BoOmpocam IeHbI KOHTPAKTa, (HOPM pacyeToOB M YCIOBHUSM ILIATEXkA; O
BOIMPOCAM CTPaxXOBaHUs U TapaHTHIA; IO BOMPOcaM (POpPC-MaKOPHBIX 0OCTOSTEILCTB,
peKnaMaqu/’I u HpeTeHBI/Iﬁ; 110 BOIIpOCaM KOMaHIUPOBAaHUA CIICHHUATIMCTOB U ITOCTABKU
000pyIOBaHUsI.

2. Tlepenuicka 1o BOIpocaM COTPYAHUYECTBA HA YCIOBHUSAX TOAPSIA IO KIFOW); IO
BOIMPOCAM COTPYTHUYECTBA B paMKaX COTJIAIICHHUS O KOHCOPIIUYME;

10 BOMPOCAM MPOJIAXK JUIECH3UH, KHOY-Xay», «MHXHHUPHHTA»; TI0 BOIIPOCAM TPAHCIIOPTHBIX
OTepaIyii, MPOSKTHO-U3bICKATEILCKIUM PabOoTaM M BOIPOCAM MEIUIIMHCKOTO 00CTyKUBaHHSI.

OK 1-2,4-5,9; TIK
1.1, TIK 1.2, TIK
1.4, TIK 1.7




3. Aynuo marepuai. [IpocnymmBanue nuanoros mno reMe «PadboTta ¢ KOHTpakTaMuy.
TpeHUpOBOYHBIEC YIIPAKHEHUSI.

4. Pa3BuTHE HaBBHIKOB YCTHOI peuyr Ha MaTepuase COCTaBJICHUS JUAIOTOB MO MPEII0KEHHON
TEME.

CamocrosiTenbHas padoTa ydyamuxcst

paccka3 «YemoBeKk, KOTOPBIA OKa3ajd BIUSHHE Ha MOW BBIOOpP MpO(deccHu»; COCTaBUTh
JIEJIOBOE MHUCbMO Ha MPEMJIOKEHHYIO TEMY; IOATOTOBUTH CIIMCOK BOIIPOCOB B paMKax IIpel
KOHTPAaKTHOM Iepenucku ¢ (upmoii; coctaBuTh auaior «llpuem mHOCTpaHHBIX KOJJIET B
oduce pykoogutenss». Small Talk.

Pa3zpen 2

53

Tema 2.1
JlenoBbie JOKYMEHTBI

IIpakTuyeckne 3ausATHA (MPOPecCHOHATBLHO-OPHEHTHPOBAHHOE CO/IePKAHUeE)

1. Tumnb! 1eTOBBIX TOKYMEHTOB: IEPEIATOYHBINA aKT, KOHOCAMEHT, TOBEPEHHOCTb,
perucTpaoHHbIi Oy1aHK, aHkeTa. OdopmiieHHe eTOBBIX JOKyMEHTOB. OCHOBHBIE TEPMUHBI
Y CJIOBOCOYETAHMS, YaCTO BCTPEUAIOIINECS B JEIOBBIX TOKYMEHTAX.

2. JIOJOKHOCTHBIE JIUIA ¥ KX 00S3aHHOCTH B pabOTe C JISTIOBBIMH JJOKYMEHTaAMHU.

3. Ayauo matepual: mpociaylInBaHUE OTPBHIBKOB paauonepenad Ha Temy «PaboTa B opucey.
TpeHupOBOYHBIEC YITPAKHEHUSI.

4. Pa3BuTHE HaBBHIKOB YCTHOM peun Ha MaTepuaie paboThl C IETOBBIMU JOKYMEHTaMHU B
oduce, COCTaBIEHUE HOBOCTHBIX OroJUIeTeHEH Aiis oduca.

14

Tema 2.2
PaGora ¢ koHTpakTamMu

IIpakTnyeckue 3ausaTus (MPOPecCHOHATBLHO-OPUEHTHUPOBAHHOE COIePKAHNE)

1. IIpenmer konTpakra. Llena u o011as CTOMMOCTh KOHTPAKTa. Y CJIOBUSA TUIATEXa U CPOKU
MOCTaBKH. YTaKOBKa U MapkupoBka. ["apanTuu, cankuuu, popc-MaxopHbIEe 00CTOSTENHCTBA.
CrpaxoBaHue, OIy4eHHE IKCIIOPTHOM JINLIEH3HH.

2. O0Opa31pl KOHTPAKTOB. ATeHTCKHe cornameHus. KOpuandeckre mpaBa M 00S3aHHOCTH
CTOPOH.

3. Aynmo marepuai: 00CyXIeHHe KOHTPAKTHO-TO0TOBOPHBIX 0053aTEIbCTB CTOPOH.
TpeHUPOBOYHBIE YIIPAKHEHUS.

4. Pa3BuTHE HAaBBIKOB YCTHOW PEeUYM HA MaTepuase MPOBEIECHUS JIEIOBBIX BCTPEU B Pa3HbIX

14




5. [lepenucka no BonmpocaMm COTPYAHUYECTBA HA YCIOBUSAX MOAPAJIA IO KIIFOW); IO
BOIIPOCAaM COTPYAHMUYECTBA B paMKaX COIJIALIEHUSI O KOHCOPLIMYME;

10 BOIIPOCaM MPOAAXK JIMLEH3UH, «HOY-Xay», K MHKUHUPUHTA»; TI0 BOIIPOCAM TPAHCHIOPTHBIX
orepanui, MPOEeKTHO-U3bICKATEIbCKUM PadoTaM M BOIPOCAM MEIUIIMTHCKOTO OOCITY)KUBAHHUSL.
6. Aynuo marepuai. [IpocinymuBanue quanoros mo treme «Pabora ¢ kKoHTpakTaMmy.
TpeHnpoBOYHbBIE YIIPAKHEHHUS.

7. Pa3BuTHE HABBIKOB YCTHOM peur Ha MaTepualie COCTaBICHUS UAJIOTOB I10 MPEJI0KEHHON
TEME.

OK 1-2,4-5,9; TIK
1.1, TIK 1.2, IIK
1.4, 1IK 1.7

CamocrosiTeibHas padoTa yyamuxcst

paccka3z «YenoBek, KOTOpBIM OKaszal BIMSHHE Ha MOW BBIOOp MpO(deccum»; COCTaBHTH
JIeJIOBOE TMCHMO Ha TPEAJIOKEHHYIO TeMY; MOJATOTOBUTH CIIMCOK BOIPOCOB B PaMKax Ipe
KOHTPAaKTHOM Tepenucku ¢ (Gupmoii; coctaButh auanor «llpueM MHOCTpaHHBIX KOJJIET B
oduce pykopoautens». Small Talk.

CTpaHax.

Tema 2.3
JluHbIC KOHTAKTHI B
cdepe 1enoBoii
KOMMYHHKAIHH

IIpakTyeckue 3aHATHA (MPOGecCHOHATBHO-0PHEHTHPOBAHHOE COCP/KAHME)

1. JlenoBsle TeneOHHBIE pa3rOBOPHI: C CEKPETapeM, ¢ TeIe(hOHUCTKON KOMMYTATOPa;
Ha3HaueHUe BCTPEUH, pa3MelIeHHe 3aKa3a, MoTy4YeHue 1 nepeaaya nudopmanuu. Jlekcuka
JIEJIOBBIX Telle()OHHBIX pa3rOBOPOB.

2. buzHec 3THKa pa3HbIX CTPaH U HApOJIOB.

3. Ayamo marepuain: 0COOCHHOCTH JIeTTIOBOM 3TUKHU MTAPTHEPOB U3 PA3HBIX CTPaH.
TpeHnpoBOYHBIE YIIPA)KHEHHUS.

4. Pa3BuTHE HaBBIKOB YCTHOM peun Ha Temy «busHec-Tpaguiuu EBpornsl n A3uu »,
«HarmmonanpHas cnenuduka OusHeca.

16

HUrorosasi KOHTpPOJIbHAsI padoTa

CamocrosiTenbHast padoTa yyamuxcst

npoekT «IIpoBenenne npe3eHtannn kKomnanuu B Poccum»; npoekt «IIpoBenenue nemoBoi
BCcTpeuu B SAnmoHum»; mpoekT «Crnenuduka 6usneca B Poccuny, mucsMo Ou3zHec-mapTHEPY
«Tpaguuuu Haileu ctpaHsl»; NpoeKT «VcTopus u Tpaguunu KoManuu JUtonm;

Pa3zpgen 3

52

OK 1-2,4-5,9; TIK
1.1, [IK 1.2, TIK
1.4, 1IK 1.7.




Tema 3.1
BnyTtpenHss
JOKYMEHTALHs
KOMITAHUU

IpakTnyeckne 3ausiTus (MPoPecCHOHATBLHO-OPUEHTHPOBAHHOE CO/IEPKAHNE)

1. JloknaznHble 3alMCKH, IIATEKHbBIE BEIOMOCTH, LIMPKYJISIPHBIE MMCbMa; BHYTPEHHSIS
JOKyMeHTauus opuca

2. O0paboTKa U XpaHEeHUE MMCbMEHHOM JJOKYMEHTAIMH B 0(rce; KOMIbIOTEpHAst 00paboTKa
JOKYMEHTAlUH1; TEPMUHOJIOTHUS; JIEKCUYeCKHe On3Hec-1TaMIlbl; abOpeBuarypa.

3. Aynno marepualt: B IpUEeMHON PYKOBOAMTENS - Oecena ¢ cekperapeM. TpeHupoBOYHbBIS
YIPaXHEHUS.

4. Pa3BuTHEe HaBBIKOB YCTHOM peun Ha TeMy «Pa0oTa ¢ BHyTpeHHElH JOKyMEHTaluen B
KOMIIaHUMN

16

Tema 3.2
CoOpanus, COBEIIaHMUS,
BCTpeYu

IIpakTunyeckue 3ausaTus (MPOPecCHOHATBHO-OPUEHTHUPOBAHHOE COIePKAHNE)

1. Beenenue B temy «CobOpaHnusi, coBemanus, Bctpeun». [loaroroButenbHas pabora;
Ou3HeC- pacchlIKa; MOBECTKA JHSI; OJrO0TOBKA TEXHUYECKOr0 000pyaoBaHus. UteHue
TEKCTa.

2. IlpoBeneHne AEMOBBIX BCTPEY; BEJCHHE IPOTOKOJIA COOPAHHST; TOMOIIb PYKOBOJUTEIIO B
KOOpJMHAIIMU JICHCTBHI BO BpeMsl MpOBeACHUs coOpaHus; moceayomas oopadoTka
uHpOpMaLnu.

16

3. Ayamo marepuai: NpoCiIylInBaHUE BHICTYIUICHHUS 3aMECTUTENS TEeHEPAIBHOTO TUPEKTOpa
¢dopmbl AiiTek 1o BompocaM yIydiieHHs! 00CTyKUBaHUs KJIMEHTOB. TpeHUPOBOYHbIE
YOpaXHEHUS.

4. Pa3BuTHE HAaBBIKOB YCTHOU peur Ha TeMy «lloAroroBka npeseHTanuu Ajs BCTpeuu
pykoBoauTesend GupMbD».

Tema 3.3
CobecenoBanue npu
npueme Ha paboTty

IIpakTnyeckue 3aHATHSA (MPOecCHOHAIBLHO-OPUEHTHPOBAHHOE CO/IePKAHNE)

1. Beenenue B reMy «CobecennoBanue npu nprueMe Ha padboty». [loaroroska nucbMeHHOE
JOKYMEHTALUH NPH 00pallieH!H o IpreMe Ha paboTy; COCTAaBICHUE Pe3lOMe; HalicaHue
aBToOnorpaduu; 3anonHeHue 01aHkoB pupmbl. UTeHne TekcTa.

2. [TonroroBka K MPOBEICHUIO YCTHOTO coOecenoBanust; coop unpopmanuu 006
OpraHu3aIliy; MOJATOTOBKA K OTBETaM Ha BO3MOYKHBIE BOIIPOCHI; (haKTOP IIEPBOTO
BIIEYATJIEHUS (BHEIIHUN BU) U MaHepa IOBEICHUS.

3. Aynmo marepuai: codeceoBaHHE IPU YCTPOHCTBE Ha paboTy. TpeHupoBOYHBIE
yIpakKHEHUS.

4. Pa3BuTHE HaBBHIKOB YCTHOH peun Ha TeMy « TexHuka nmpoBeeHus codece1oBaHus pu
npreme Ha paboTy.

16

OK 1-2,4-5,9; TIK
1.1, TIK 1.2, IIK
1.4, 1IK 1.7
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CamocrosiTesibHasi padoTa o0yuyarwmmxcs npoekT «IloaroToBka Ae10BOM TOKYMEHTALIMU
BHYTPY KOMIaHUI»; TPOeKT «IloaroToBKa 1 mpoBeieHne BHYTPEHHETO COBEIIAHMS/
«O0paboTKa MaTepHaIOB COBEIIAHUS»; KOHKYPC Acce «JIydmunii JOKyMEeHTOBE ] B CBOCH
npodeccun.

Pa3nea 4 55
Tema 4.1 IIpakTyeckue 3aHATHSA (MPodecCHOHATBHO-OPHEHTHPOBAHHOE COepKaAHMe) 16
Pexnama — kax 1. Beenenue B Temy «Pekiama — kak HeoTbeMiIEMas 4acTh Ou3Heca». UTeHue TekcTa.
HeoThemJieMast 4acTh | 2. Opranuzanus peKIaMHOM JesITeIbHOCTH Ha MPEANPUATHH; UCCIIE0BAHUE KOHBIOHKTYPBI
OusHeca pbIHKA; cOOp MaTepuania /i PeKJIambl; .
3. Ayamo marepuai: yMeHHE YYUThCS, Ka4eCTBa U POJIb YUUTEIs B y4eOHOM IpoIriecce,
HOJrOTOBKA K caye aTTecTaluy. TpeHUpOBOYHbIE YIPAXKHEHUS
4. Pa3BuTHE HaBBIKOB YCTHOM peun Ha TeMy «COBpeMEHHbIE TEXHUUECKHUE CPEJICTBA B
yuebHOM Mporueccey, «JIro0umblil mpeaMeT»
Tema 4.2 IIpakTnyeckne 3ausaTus (MPohecCHOHATBLHO-OPUEHTHPOBAHHOE CO/IEPKAHNE) 16
Poxb cpencts 1. BBenenue B reMy «Poib cpesicTB MaccoBOM MH(OpMAIK B PEKJIIAMHON 1€ATEIIBHOCTI.
MaccOBOM UreHue Tekcra. OK 1-2,4-5,9; I[IK
uH(popMaIuu B 2. PaznuuHble BUIBI PEKJIAMHOHN TPOIYKIMH; PeKJIaMma B CPEJCTBaX MacCOBOM HH(opMaIum; 1.1, TIK 1.2, TIK
peKIaMHON peKJIaMHbIe IUTHI, IJIaKaThl, aQUIIN; peKIaMHble OpOIIIOphI U OYKJIEThI; peKJIaMHbIe 1.4, 1IK 1.7.
NeSITeIbHOCTH JIMCTOBKH; pEeKJIaMHasi pacchlIKa.
3. Ayauo matepuai: pekiaMa B cpe/icTBaX MaccoBoil nHpopmauuu. TpeHHnpOBOUHbIE
YOpaXHEHUS.
4. Pa3BuTHE HAaBBIKOB YCTHOU peur Ha TeMy «lloaroroBka pekiiaMHOMN KaMIIaHUU HA
OPEIIPUITUNY.
Tema 4.3 IIpakTyeckue 3aHATHA (MPOGeCcCHOHATBHO-0PHEHTHPOBAHHOE COCP/KAHME) 16
Cnemuduka paboter | 1. BBenenue B temy « Crieniuduka padboTsl apxuBuctay. Kauectsa, HeoOX0auMbIe 115
apXHBHCTA paboThl apxuBUCTa. YTeHHE TEKCTA.
2. ConeprxaHne apXHBOB Ha MPEIIPUATHH; 3aKOHOIaTeIIbHBIC aKThl B 00JIACTH
apXUBOBEJICHUS; aO0peBUaTypa U COKpAILEHUS B ApXUBOBEICHUH.
3. Ayamo marepuai: HHTEPBBIO ¢ paOOTHHKaMH cepbl apXuBOB. TpEeHHPOBOYHEIE
YIPaXHEHUS.
4. Pa3BuTHE HAaBBIKOB YCTHOW peur Ha TeMy «Paccka3 o mpodeccuu apXuBucTay.
HNToroBasi KOHTpPOJILHasI padoTa 1
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CamMocrosiTesibHAsi padoTa yyauuxcs:

scce «Posib ”HOCTpaHHOTO S3bIKa B COBpeMEHHOM Mupe»/ «KauecTBo 0OpazoBaHms — 30T
ycnexa BollycKHUKa»/ «O0pa3oBaHue B 00J1aCTH TOKYMEHTOBEICHHUS U apXUBOBEJCHUS B
Poccun u 3a pyOe:kom»; MOATOTOBUTH MPOESKT PEKIAMHON CTAThU JJIsl KOMIAHHH;
MOJArOTOBKA MpoekTa «HTepHeT — Kak camoe 3(h(PeKTUBHOE CPEICTBO MACCOBOI
uHpOpMALIUN.

Bcero

200

Jl1s xapakTepUCTUKU YPOBHSI OCBOEHMSI y4eOHOr0 MaTepHalia UCIOJIb3YIOTCS ClIeAyoIne 0003HAYECHUS:

1. — o3HakoMUTENBHBIN (y3HABaHUE paHEee U3yUYEHHBIX 00BEKTOB, CBOMCTB);

2. — penpOAYKTUBHBIN (BBITIOIHEHUE JIEITEILHOCTH 10 00pa3Ily, HHCTPYKIIUH WIH MOJT PYKOBOJICTBOM)

3. — IPOAYKTUBHBIHN (IUIAHUPOBAHHE U CAMOCTOSITEIILHOE BBIIIOJHEHUE I€ATEIIbHOCTH, pellieHHe IPOOIEeMHBIX 3a/1a4)
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3. YCJIOBUSA PEAJIM3AIIMU JUCTIAITJIMHBI

3.1. TpeGoBaHus K MUHUMAJIbHOMY MAaTEPUAJIbLHO-TEXHUYECKOMY 00ecnedYeHUuIo

Peanuzanuss AUCHMIUIMHBI TMPEAINONIaracT Haludue KaOWHeTa OOIIECTBEHHO-HAYYHBIX U
TYMaHUTapHBIX [IPEIMETOB U JTUCIUILINH.

YyeOHoe oOopymoBaHHe: pabouyue MecTta OOydYarommuxcs, padodee MecTO TpernoaaBareds,
MapKepHas JocKa.

Y4eOHO-HAMISIIHBIE TIOCOOUS: KOMIUIEKTa Y4eOHO-METOJIMYECKUX MATEPUATIOB U METOJAMUYECKUX
ocoOMii, CTeHbI, IJIAKATHI.

TexHuueckue cpeacTBa: HOYTOYKM C BBIXOJIOM B ceThb MHTepHET, MEepeHOCHON MpOoeKTop,
MarauTo(oH, ayIMOKOJIOHKH, SKPaH.

3.2. HudopmanuonHoe odecrevyeHue 00ydeHust
IMepeyeHb peKoMeHAyeMbIX YUeOHBIX U31aHUIi, UHTepHeT-pecypcoB, JONOJTHUTETbHOI
JINTEPATYPBI

OcCHOBHbIE HCTOYHHKH:
1. ManbkoBckas 3. B. AHITIMHCKHI A3bIK B CHUTYalUsAX MOBCEAHEBHOTO JEIOBOTO OOIICHUS: Y4eOHOe
mocoobue / 3. B. ManbkoBckas. - M: HWH®DPA-M, 2023. - 223 ¢ // URL:
https://znanium.com/catalog/product/1128280
2. VYxpaumnen U. A. MHOCTpaHHBIH A3bIK (aHTTIMHCKUIT) B TPO(GECCHOHATLHON JACSITEIBHOCTH: YIeOHOE
mocooue / U. A. VYkpauner. - M: PI'VII, 2023. - 40 c¢. //  URL:
https://znanium.com/catalog/product/1191403

JlonoTHUTe/IbHbIE HCTOYHUKH:
1 bensesa 1. B. MHocTpaHHbIN A3bIK B cdepe MpoPecCHOHATBHON KOMMYHUKALIMU: KOMILUIEKCHBIE
yueOHbIe 3amanus: Yuebnoe nocodue / bemseBa U.B., Hecrepenko E.JO., Coporuna T.U., - 3-¢ u3n.,
crep. - M: @nunra, 2021. - 132 c. // URL: https://new.znanium.com/catalog/product/937882
2 Panmosenr B. A. Aarnwmiickuii 536Kk B cepe yceryr: ydebHoe mocoodue / B. A. Pagosens. - M:
PUOP: UH®PA-M, 2022. - 344 c. // URL: https://znanium.com/catalog/product/1091306
3. Toxkapera H. JI. AHIMHCKMIl A3bIK IS M3YYArOIIUX HMCTOPHUI0 M KyiabTypy Poccum (A2-B2).
Russia as it is: yueOHOe mocoOue 17151 cpeniHero npogdeccruoHansHoro oopasosanus / H. JI. TokapeBa. —
2-e u3., ucnp. u gomn. - M: IOpaiit, 2022. - 297 ¢. // URL: https://urait.ru/bcode/455915
4. IlleBenea C.A. AHMIMICKUN SA3BIK JJIS1 CEKpeTapeil 1 MeHeIKepoB: yued. mocodue Ui CpeHUX
npodeccnoHanbHbIX yueOHbIX 3aBenenuii / C.A. IlleseneBa. - M: IOHUTU-JIAHA, 2021. - 272 c. //
URL.: https://znanium.com/catalog/product/1039963

IIpodeccnonanbubie 02361 JAHHBIX U HH(POPMaLMOHHbIE pecypchl cetn UHTEpHET:
1. bBonee 30 aHIII0-pyCcCKUX, PYCCKO-aHIIIMMCKUX U TOJIKOBBIX clloBapei oOuIeil 1 oTpacieBon
nexcuku WwWw.lingvo-online.ru
2. Hudopmanmonnsiii pecype: http://window.edu.ru («EauHoe okHO J0CTyIa K 00pa3oBaTeIbHBIM
pecypcam»)
Poccwuiickuii mopTan oTkpsITOro oopasosanus http://www.edu.ru/
Onekrponnas oudmauorexa PI'TY https://liber.rsuh.ru/ru
DnexTponHsiii pecype: DBC «3nanmymy» http://znanium.com
Onexrponnsiii pecype: DbC «tOpaiit» https://urait.ru
Ouruknoneaus «bpurannuka» Www.britannica.com
Longman Dictionary of Contemporary English www.ldoceonline.com
. Macmillan Dictionary c BO3MOYKHOCTBIO MPOCITyIIaTh IPOU3HOIIICHUE CIIOB.
www.macmillandictionary.com/dictionary/british/enjoy

©COoN AW
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4. KOHTPOJIb U OHEHKA PE3YJBbBTATOB OCBOEHUSA JUCHUIIJINHBI
KoHTpoJib U o1leHKa pe3yabTaTOB OCBOCHUS JUCIUIUIMHBI OCYIIECTBISETCS MPernojaBaTeieM
B IIpOLIECCE MPOBEICHUS NMPAKTHUECKUX 3aHATHI, TECTUPOBAHUS, OOCYXICHUS U OLEHKHU pedepaTos,

IOKJIa0B, COOOIIEHHUH.

Oobmasi/npodeccuoHaIbLHAsT KOMIIETEHIUS

Tun oueHOYHbIX MepONnPUATHIH

OK 01 BribupaTh criocoOb! pemeHus 3a1ad
npodeCcCHOHANEHON IEATETLHOCTH
MPUMEHHUTENHHO K PA3TUYHBIM KOHTEKCTaM

OK 02 Hcnons30BaTh COBpeMEHHBIEC CPEACTBA
MOWCKA, aHAJIN3a ¥ HHTEPIPETAIUH HHPOPMAITUH,
Y UH(POPMAIMOHHBIC TEXHOJIOTHH TSI
BBITIOJTHEHHS 3314 MTPOECCHOHAIBHOM
JICSITENTBHOCTH

OK 04 D¢ddexkTrBHO B3aUMO/ICHCTBOBATH U
paboTaTh B KOJJICKTUBE Y KOMAaH/IC

OK 05 OcyuiecTBIsITh YCTHYIO U HUCbMEHHYIO
KOMMYHHKAIIHIO Ha TOCYAaPCTBEHHOM SI3BIKE
Poccwiickoit denepannu ¢ yaeToM 0COOCHHOCTEH
COLMANILHOTO U KyJIBTYPHOTO KOHTEKCTa

OK 09 Ilonr30Batbes mpodeCCHOHANTBHOM
JIOKyMEHTALIUEN HA FOCYJapCTBEHHOM U
HWHOCTPAHHOM A3bIKaX

IIK 1.2. KoopaunupoBaTh paboTy MpHUEMHON
PYKOBOAMTEIS, 30H

MpreMa Pa3InyHbIX KaTerOpUi MOCeTUTENeH
OpraHM3alnN

[IK 1.4. OcyuiecTBisiTh MOATOTOBKY IEIOBBIX
M0E310K PYKOBOJUTEIS U IPYTUX COTPYTHUKOB
OpraHu3alnn

IIK 1.7. OpopmisTh opraHu3aLuOHHO-
pactopsiAuTENbHbBIE TOKYMEHTHI U
OpPraHHU30BbIBaTh paboOTy C HUMH, B TOM YHUCIIE C
HCTIOJIb30BaHMEM aBTOMAaTH3UPOBAHHBIX CUCTEM

DKcrnepTHOe HaOMI0ACHHE.

YcTHBIM onpoc.

CocraBnenne pyHKIHOHATBHBIX CUTyaldd TI0 TEMaM.
BrinonHneHne KOHTPOJIBHBIX PadoT.

Brinmonnenue gomManiHero 3aaaHusl.

[ToaroroBka coobmieHwit (YCTHO U TICBMEHHO) TI0
mpeiaraeMol TeMaTHKe.

BreaynutopHas camocTosiTelIbHasE padoTa (IIOAr0TOBKA
coo0meHuni, pedepaToB MO MpeIaracMoil TeMaTHKe).
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