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1.Padouass mporpamma aucuumianabl B1.B.JIB.07.01 «/loxkymeHnToo00poT B
chepe oxpaHbl Tpyaa» A OakajaBpuara Hanmpapjienus mnoarorosku 20.03.01
TexHocpepHast 0€30IaCHOCTD, npopuib MOJATrOTOBKH «be3onmacHocTh
TEXHOJOTHYEeCKHX MPOLEecCOB.

2.IlepeyeHr MUIAHMPYEMBIX Ppe3yJbTATOB O00y4YeHMsl 10 JMCUMILIMHE,
COOTHECEHHBIX C IUIAHHPYEMBbIMHM Ppe3yJabTAaTaAMHM OCBOCHHUSI 00pa30BaTeJbHOM
NporpamMmsl

2.1. leab 1 3a1a4¥ U3YyYeHUS TUCHUMILIMHBI (MOXYJIs1)

Henv oucyunaunvt (mooyns):
— MOATOTOBKA OYAYIIMX CIEIHAIMCTOB TPYIOOXPAHHOTO MPOQWIs K PEUIeHUIO 3a1ad,
CBSI3aHHBIX C OpraHu3alueld JOKYMEHTAJIbHOTO COMNPOBOXKIEHUS  YIPaBICHUS
TPYAOOXPAHHBIX MPOLECCOB OPraHU3ALINH.

Yueonvie 3a0auu oucyunaunvt (mooyns):
— MOJy4YEeHHE 3HAHWN IO OCHOBHBIM MPHUHIUIIAM, MOHATHSAM (POPMHUPOBAHUS HAYKHU
«JloKyMEHTUpOBaHUE YIPABICHUECKON JIEITEIBHOCTHY», NPUHIMIIOB U 3aKOHOB
OpraHM3aliy JOKYMEHTOOOOpOTa Ha MPEANPUATHH (B TOM YHUCIE U B TPYJOOXPAHHOM
acCIIeKTe)

— (opmupoBaHHE YIPABIEHYECKOW M HMHOM OpPraHU3aIMIOHHO- PACHOPSIUTEIHLHOM,
CIPaBOYHO-MH(POPMAIIMOHHON W CIPaBOYHO-aHAJIUTUYECKOM  JOKyMEHTAIWH,
CBSI3aHHOU C TPYAOOXPaHHOM JEATEIBHOCTHIO HA IPEANPUITHY;

— (popmupoBaHHe yMEHUN MPUMEHSTHh MOJyYEHHbIE 3HAHUS K PEUICHUIO BOIPOCOB IO
OpraHM3aIOHHBIM IIpolieccaM B cepe oXpaHbl Tpyaa paOOTHUKOB HA MPEINPUITUN

— OBJAJICHHE OCHOBHBIMH TpPUHUUIAMUA  (HOPMUPOBAHMS  JTOKYMEHTHPOBAHUS
YOPaBIECHYECKOW JESATEIbHOCTH, 3aKOHAMHM OpraHU3allid, HaBBIKAMH COCTABJICHUS
HEOOXOJUMBIX YIPABICHUYECKUX W MHBIX JOKYMEHTOB

2.2. IInanupyembie pe3yabTaThbl 0CBOCHHS M CHHUILIHHbI

[Iponecc wm3yuenmst auctumumabl b1.B.JIB.07.01 «JlokymerTo0o60poT B cdepe
OXpaHbl TPy/a» HaMpaslieH Ha (POPMHUPOBAHHE CIEAYIOMINX KOMIETCHIINH:
OK-13 - BnageHreM NMUCbMEHHOM U YCTHOM PEUbI0 Ha PYCCKOM SI3BIKE, CIIOCOOHOCTHIO
UCII0JIb30BaTh NMPO(dhecCHOHaTbHO-OPUEHTUPOBAHHYIO PUTOPHUKY, BIaJICHUEM METOJAAMHU
CO3J]aHUSI  TOHSTHBIX  TEKCTOB, CIHOCOOHOCTBHIO  OCYILECTBISITh  COLMAJIbHOE
B3aHMOHeﬁCTBHe Ha OJHOM U3 MHOCTPAHHBIX S3bIKOB

OIIK-3 - cnocoOHOCThIO OPUEHTHUPOBATHCSA B OCHOBHBIX HOPMAaTHUBHO-IIPABOBBIX AKTaX
B o0JsiacT obecrieueHus 6e301MacHOCTH
[1K-12 - criocoOHOCTBIO MPUMEHATH JEHCTBYIONIME HOPMATHUBHbBIEC TIPABOBBIE AKThI IS
peleHus 3a1a4 o0ecrnedeHns: 0€30MacHOCTH 00BEKTOB 3alTUThI
B pesynbraTe u3yueHus TUCIUIUIMHBI CTYIEHT JTOJDKEH:
3HaTh:
— TpeboBaHusl K OQOPMIICHHIO YIPABICHYECKUX, CIPABOYHO-WH(OPMALMOHHBIX H
CIPABOYHO-AHAIUTUYECKUX JTOKYMEHTOB, MCIOJb3YEMbIX B OPraHU3al[MOHHOW U
TPYJIOOXPAHHOM JIeATeNbHOCTH, B cooTBeTcTBUU ¢ [ OCTamu
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— IOKYMEHTOBEAYECKYI0  TEPMHMHOJOTHIO,  JIEWCTBYIOIIME  TOCYAAPCTBEHHBIE
HOPMAaTHBHO - METOAMYECKHE TOKYMEHTBI

— MOPSIIOK COCTaBIEHUSI, 0QOPMIIEHUS TOKYMEHTOB

— OCHOBBI JICITETHLHOCTHU CIIY>KOBI TOKYMEHTAI[MOHHOTO 00ECTIeUeHUs

— MPUHIMIBI OPraHU3ALUY OTIEPATUBHOTO U APXUBHOTO XPaHEHUS JOKYMEHTOB

Ymersb:

— NPUMEHATH JEHCTBYIOLIME TOCYIapCTBEHHbIE HOPMAaTUBHO - METOJIUYECKHE
JOKYMEHTBI B 00J1aCTH OXpaHbl TpyAa

— OCYIIECTBJIATH KOMITBIOTEPHYIO MOATOTOBKY M 00pa0OTKY JOKYMEHTOB

— paboTaTh C BXOAAIIUMU, UCXOAAIIMMU U BHYTPEHHUMHU JOKYMEHTaMU

— COCTaBIATH M OQOPMIISATH JOKYMEHTHl 1O CBOeH mpodeccrnoHaIbHOMI
JeSITeIHOCTU B COOTBETCTBUM ¢ TpeboBanusmu 'OCTa

Baaners:

— HaBBIKaMHU YCTHOW U MUCHMEHHON KOMMYHHUKAIIUU B TIPO(eCCUOHATBHOU cdepe

— NMPAKTUYECKUMH HaBBIKAMH KOMIBIOTEPHON TOATOTOBKU U  OGOPMIICHHS
JOKYMEHTOB

— HaBbIKAMHU MCIMOJb30BAHUS JCHCTBYIOIIMX TOCYJApPCTBEHHBIX HOPMATHUBHO-
METOJAMYECKUX JOKYMEHTOB B 00JIaCTH OXpaHbI TpyAa

— METO/IaMHU COCTaBJICHUs U 0(OPMIICHUS JOKYMEHTOB 110 OXpaHe TPpyAa
3. MecTto qucuuniuHsl B crpykrype OIIOIL.
Hucuummaa b1.B.JIB.07.01 «/lokymeHnToo00opoT B cdepe oxpaHbl Tpyaa»

OTHOCHUTCS K JTUCIHILIMHAM 10 BEIOOPY BapUaTUBHOM YacTH yueOHOIO IJIaHa.

4. O0beM QMCHUILIMHBI (MOTYJISA)
(B 3aueTHBIX EOUHHUIIAX C YKa3aHHEeM KOJMYECTBA  aKaJACMUYECKHX WU
ACTPOHOMHUYECKMX 4YaCOB, BBIJICJICHHBIX HAa KOHTAaKTHYIO paboTy OOYyYaromMXxcsl ¢
npenogaBareneM (Mo BUJIaM YYE€OHBIX 3aHATHUN) W HA CaMOCTOSITEIIBHYIO paboTy
00yJaromuxcs)

KoHTakTHBIE Yachl
Oobee KOJI-BO KonTpoan
Cemectp KOJI-BO 3au. 126.3] TP com. CP (Bpems Ha
4acoB € IMHMUII Beero | ek an |73 3am u3 KOHTPOJIB)
8 108 3 56 18 38 52 3a
Hroro o OPO 108 3 56 18 38 52
5 2 2 2
6 106 3 14 4 10 88 3a K (4 4.)
Hroro o 300 108 3 16 6 10 88 4

5. Coaep:xxaHue IMCUMILUIMHBI (MOAYJsl)) (CTPYKTYPHPOBAaHHOE IO TeMaM
(pa3aesam) ¢ yKazaHHeM OTBEACHHOI0 HAa HUX KOJHYECTBA aKaJAeMHUYECKHX WU
ACTPOHOMHUYECKHUX YACOB M BHI0B Y4eOHBIX 3aHATHI)

KonuuecTBo yacoB

®dopma

TATATITATA

HaunmenoBaHnue tem OYHasx (bopMa 3a04YHast (bopMa
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LUNY LIV YU

a371eJ10B, MOAYJIEH
(pasa > Moyei) KOHTPOJIS

B TOM, 4CJIC B TOM, 4YCJIC

n |nab| mp |cem| U3 | CP n |mab| op |cem| U3 | CP

| Beero
© | Bcero

3145|678 1011|1213 14| 15 16

Paznen 1. Beeaenue B fokymeHTo060poT. HopmaTuBHO-MeTOANYECKast Ha3a

1.1.0cHoBHBIE
MIOJIOKEHHUSI 10
JOKYMEHTUPOBaHUIO
YIPaBIECHYECKOU
JeSITeIbHOCTH.
TpeboBanus k
0(OpPMIICHHIO
PEKBU3UTOB.

8 4 4 16 1 15 | ycrasiit ompoc

Paznea 2. I[OKyMeHTHpOBaHHe YupaBJ€HYECCKUX JOKYMEHTOB

2.1. JIoKyMEeHTHpPOBaHU
€ OpraHU3allUOHHO-
MPAaBOBBIX IOKYMEHTOB

6 2 4 116 1 15 | yernsiit ompoc

2.2 JIoKyMEHTUPOBAaHU
€ OpraHu3allMOHHO-
pacnopsIuTeNbHbIX
JOKYMEHTOB

8 2 6 16 1 15 | ycrusiit ompoc

Tema: «CocraBineHnue
u oopmIIeHHE
OpraHU3aIuOHHO- 9 9 4 1 3
pacnopsaUuTEIbHBIX
nokymeHntoB (OP])».

TIPaKTHYIECKOE
3aJlaHuEC

2.3. JIOKyMEHTHPOBaHU
€ CIIpaBOYHO-
HHPOPMAIIMOHHBIX U
CIPaBOYHO-
AQHAJUTHYECKUX

18 2 16 YCTHBIIi onpoc

AOKYMCHTOB.

Tema: «CocraBienue
1 opopMIICHHE
rH(OpPMAIMOHHO- 9 9 3 3
CIPaBOYHOMU
JOKYMEHTALIUI»

MPaKTHYECKOE
3a/1aH1e

Tema: «CocraBnenue
u oopMIICHHE 9 9 2 2
MHCEM»

MPaKTHYECKOE
3a/1aHue

2.4. JIOKyMEHTUPOBAHH
€ ACATCIIBHOCTU
KOJIJICTUAJIbHBIX 10 2 8 15 15 | ycrusrii onpoc
OpraHoB U pa60TLI C
KaapamMu.

2.5.JIokyMeHTUpOBaHU
¢ TPYIOOXPaHHOH 10| 2 8116 | 1 15 | yernetit onpoc
JEeATEIEHOCTH

Tema:«CocraBnenue u
odopmiieHHne
JIOKYMEHTOB 110 11 11 2 2
OpTraHu3aluy U
nposegeHud COY Ty

MPaKTHYECKOE
3a/1aHue
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Pasnen 3. Opranusanus JT0KyMeHT0000poTa
3.1.Peructpanus
JIOKYMEHTOB.
Opraunuzarnus }
KOHTpPOJIA 3a 8 2 6 |14 13 | ycrasii onpoc
HCTIOJIHEHUEM
JIOKYMEHTOB.
3.2.0Opraunuzamus
XpaHEeHUs
JOKYMCHTOB. 2 2 YCTHBIH O1poc
Ilepenaua gen B
apXuB.
Bcero vacos 3a
108 18 38 52 1104 10 88
8 /6 cemectp
dopma IpOMEK.
P P 3auer 3auer - 4 4.
KOHTPOJIS
Bcero yacos
108 | 18 38 52 | 104 10 88
AMCHMILINHE
94aCcOB HA KOHTPOJIb 4
5. 1. TemaTuyecKMi IJIAH JEKIUI
= ®opma poBe Ko ipgectBo
) JICHUS
= Tema 3aHaTHA U BOIIPOCHI JICKIIUN (aKTI/IB qaCcoOB
ol *
=
WHTEpaK.) 0DO 300
1. [1.1.0cHOBHBIE MOJOXKEHUS 110 AKT. 4 1
JOKYMEHTHPOBAHUIO YIIPABICHYECKOU
nesitenbHOCTU. TpeboBaHus K 0(OPMIICHHIO
PEKBU3HUTOB.
OcHnogHuble eonpocwl.
1. HopmaTuBHO-MeTOMYeCKas Oa3a
ACJIOIIPOU3BOACTBA,
2. JlenoBble TOKYMEHTHI: IOHSTUE, BU/IBI,
odopmiieHue. biiaHKu 1E€JI0BBIX JOKYMEHTOB.
3. PexBU3UTHI: MOHATHE, KITAaCCU(DUKAITUS, BUIBI.
IOpuanueckas cuiia ToKkyMeHTa
2. |2.1.J]lokyMeHTHpOBaHUE OPTaHU3AIMOHHO- AKT. 2 1
IPABOBBIX JOKYMEHTOB
OcHosnvie 6onpocwul.’
1. ITonsaTne, Ha3HAUEHHE U COCTAaB OCHOBHBIX
CHCTEM OPTraHU3aLMOHHO- IPABOBOU
JAOKYMCHTAIINH,
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2. YcraB, NOJ0KEHUE, PETIAMEHT, IITaTHOE
pacnucaHue, JOJDKHOCTHAS MHCTPYKIIUS Kak
OCHOBHBIE OPTraHU3AIMOHHO-TIPABOBHIC
JOKYMEHTBI: UX HA3HAYEHUE , COCTAB PEKBU3UTOB,
HX Pa3MEIICHUE B CTPYKTYPE JOKYMEHTA.

2.2.JIoKyMEeHTUpOBaHUE OPTraHU3aLMOHHO- AKT.
PacCOpSIUTEIBHBIX TJOKYMEHTOB

OcHogHble 80npochl:

1. OcHOBHBIE BH/IbI OpPraHU3aUOHHO-
pactopsIUTEIbHBIX JOKYMEHTOB;

2. IIpukas, ykazaHue, pacopspKeHUE, KaK
JIOKYMEHTBHI, U3/1aBa€MbIE B YCIOBUSIX
€IMHOJIMYHOTO TIPUHSATHUS PELICHNUS;

3. ITocTaHOBIEHUE U pEIIEHUE, KAK JOKYMEHTHI,
W3/1aBa€MbI€ B YCIIOBUSX KOJUJIETHAIIBHOTO
MIPUHATHS PEIICHUS

Tema: «CocraBnenue u opopmieHUE AKT.
OpraHU3alMOHHO-PACTIOPSIAUTENBHBIX TOKYMEHTOB

(OPD)».

OcHognbie 6onpocwl:

1. cHOBHBIE BUIbI CIIPABOYHO-HUH(POPMAIIIOHHOM
JOKYMEHTALIHH.

2. IIpoTokoi1 — MOHSATHE, PEKBU3UTHI, POPMBI,
NnopsiIoK 0(hOpMIICHHUS

3. I[IpemioxkeHue 1 NpeacTaBiIeHUE KaK BHJIbI
CIPaBOYHO-MH(POPMAIIMOHHON TOKYMEHTAIIH;
4. JlenoBble 3aMCKU (JOKJIAHASL, CIyKeOHas,
00BsICHUTEIbHAS, TIOSICHUTEIIbHAS ) — TIOHATHE,
OCOOEHHOCTH COCTaBJIEHUS U O(hOPMIICHUS;

5. enoBsie (CiryxeOHBIC) MHChbMa — TIOHSTHE,
BU/IbI, COCTaBJIeHNE U O(hOpMIICHHE

2.3.J1I0KyMEHTHpPOBaHUE CIIPABOYHO- AKT.
WH(GOPMAILIMOHHBIX U CIIPABOYHO-aHAIUTHIECKHIX
JOKYMEHTOB.

OcHosHbie 80npochyi:

1. [TonsiTHE KOJUIETHATBLHOTO OpraHa v MopsAoK
ero paboThI;

2. JlokyMeHThI, 00pa3yroluecs B J1eITeIbHOCTH
KOJUIETMAJbHBIX OPTaHOB: PEIICHMUS,
pactopsHKeHUs, TPOTOKOJIIBI, TOPSTIOK
COCTaBJICHHS U OPOPMIICHHUS UX;
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3. [IpaBuna cocraBiieHuss U 0POPMIICHUS
JOKYMEHTOB I10 INYHOMY COCTaBY:

TPYJOBBIE KOHTPAKTHI 110 3asBICHUIO, PUKA3HI TIO
JUYHOMY COCTaBy, aBToOHOTpadus,
XapaKTepUCTHKa, pe3toMe, X0aTaiiCTBa,
JIOBEPEHHOCTH.

2.4.JIOKyMEHTUPOBAHUE JEATEIBbHOCTH AKT.
KOJUIETUATIbHBIX OPTraHOB U pabOTHI C KaJlpamMu.
OcHognble 80npocol:

1. OdopmieHue opraHu3auOHHO-
pacnopsIUTEIbHBIX JOKYMEHTOB 10 OXpaHe
TpyJa;

2. OopmiieHne TOKyMEHTOB IO OCHOBHBIM
MEpOINPUATUM I10 OXPaHE TPYAa;

3. Opranu3zanusi JOKYMEHTO000pOTa IO OXpaHe
Tpyaa.

2.5.JIOKyMEHTUPOBAHUE TPYAOOXPAHHOMN AKT.
NeSATEeILHOCTH

OcHogHble 80npocol:

1. JIokyMeHTOO0OPOT, MOHATHE, OCHOBHBIE
TpeOOBaHUsI K €ro OpraHu3aIuu.

2. JIokyMeHTOTIOTOKH, KJIacCu(HUKAIUs, NX aHATN3
Y COBEpPUICHCTBOBAHUE;

3. OcHOBHBbIE 3Tarnbl padbOTHI C TOKYMEHTaMHU.
[Topsimok MPOX0XKACHHUS BXOASIINX U BHYTPEHHUX
JIOKYMEHTOB.

4. .Peructpaius ciykeOHbIX JOKYMEHTOB.
CnpaBouHO-UH(POPMAITUOHHBIE KAPTOTEKH;

5. OpraHuzanus UCIOJHEHUS TOKYMEHTA, CPOKHU
WCITOJTHEHUS, (POPMBI KOHTPOJIS, CHIITHE
JIOKYMEHTOB C KOHTPOJIS.

3.1.Perucrtpanus n1okymeHToB. Opranuszanus AKT.
KOHTPOJIS 32 HCTIOJITHEHHEM JOKYMEHTOB.
OcHogHble 80npocyl:

1. Opranuzanys TeKyIero XpaHeHus JOKyMEHTOB
2. HomeHkiiatypa Aein: NOHSITHE U Ha3HAUYCHUE,
BH/IBI, 0(DOPMIICHHE HOMEHKIIATYP.
Cucrtemartuzanus JTOKYMEHTOB B JI€Jie,
dhopmupoBaHUe e, XpaHEHUE JIeT B
CTPYKTYPHBIX TOAPA3ACICHUSIX YUPEKICHUMH,
NpEAIPUATANA, OPTAHU3ALIMMN.
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3. [logroroBka TOKyMEHTOB K NE€peaaye Ha
apXMBHOE XPAaHEHHE, COCTABJICHHUE OMUCEH AT,
4. OnpezneneHne IEHHOCTU JOKYMEHTOB U
JOKYMEHTAIIMOHHOU NH(pOpMaLIUK.

3.2.0pranu3anusi XpaHeHus1 JOKyMEHTOB.
[lIepenaua nen B apxus.

OcHosHble 80npochi:

1.Opranu3zanys TeKyero XpaHeHus TOKyMEHTOB.
2.HomeHKknarypa Aen: NOHATUE U Ha3HAUYECHHUE,
BUJIBI, 0OOpMIIEHHE HOMEHKIIATYD;
3.CucremaTu3anus JOKyMEHTOB B JIETE,
(dhopMHupoOBaHUE JCIT;

4. XpaHeHue fen B CTPYKTYPHBIX NOAPA3IAEICHUAX
YUPEKICHUM, IPEANPUATHI, OpraHUu3alui. ;
5.IloaroToBka TOKYMEHTOB K I€pe/laye Ha
apXMBHOE XpaHEHHE, COCTABJICHHUE ONUCEN AelT;
6.0npeneneHre HEHHOCTH JOKYMEHTOB U
JOKYMEHTAILIMOHHON MH(GOpMAIIIH.

AKT.

Hroro

18

5. 2. Tembl npakTHYECKUX 3aAHATHI

Ne 3aHgTHA

HaumenoBanue IMPAKTUYICCKOI'O 3aHATUS

®opma 1poBe;
JICHUS
(akTuB.,

KomnnuectBo
94acoB

HWHTEpaK.)

O0®0

3®0

=

Tema: «CocraBnenue u opopmieHue
OpraHU3aIMOHHO-PACTIOPSIIUTENbHBIX TOKYMEHTOB

(OPD)».

AKT.

9

3

Tema: «CocraBnenue u opopMieHue
WH(GOPMAIMOHHO-CIIPABOYHOM TOKYMEHTAIIUI

AKT.

Tema: «CocTaBnenue u 0()OpMIICHUE TTHCEM

AKT.

Tema:«CoctaBnenue u oopMIeHHE JOKYMEHTOB
1o opranu3auuu u nposeneanu COYT»

AKT.

11

Hroro

38

10

5. 3. TeMbl ceMMHAPCKHUX 3aHATHI

9
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(He mpesyCMOTPEHbI y4eOHBIM ITAHOM)

5. 4. IlepeveHnb J1a0OPATOPHBIX PAdOT

(HE IPeyCMOTPEHO y4eOHBIM ILIAHOM)

5. 5. Tembl HHAUBUAYATBHBIX 3aHATHH

(HE IPeyCMOTPEHO y4eOHBIM ILIAHOM)

6. IlepeueHn yueOHO-METOAUYECKOT0 O0ecTiedYeHUs IJIsi CAMOCTOSITEJILHOM

padoThI 00yYAKIIMXCH M0 TUCUHUILIHHE (MOTYJII0)

CamocrosiTenpHast padoTa Mo JaHHOW TUCHUIUIMHE BKIIIOYAET Takue GOopMbI pabOThI
Kak: paboTa c 0a30BBIM KOHCIEKTOM; IIOJIFOTOBKA K MPAKTHYECKOMY 3aHSTHUIO;
MOJTrOTOBKA K YCTHOMY ONPOCY; HAIIMCAHWE KOHCIIEKTA; BBIMIOJHEHHWE KOHTPOJBHOM
paboThI; MOATOTOBKA K 3aYETYy.

6.1. Coagep:kaHue caMOCTOSITEIbHOI Pa00THI CTYIEHTOB 0 JUCHUIIMHE (MOAYJII0)

HammMmeHnoBaHue TeM u BOIIPOCHI, BBIHOCUMBIC Ha

Koi-8o yacos

Ne 5 ®opma CP
CaMOCTOSITEJIbHYIO paboTy
OdO | 3d0O
1 |1.1.0cHOBHEBIC ITOJIOXKEHHMS I10 TOArOTOBKA K
o YCTHOMY

JOKYMEHTHPOBAHUIO YIIPABICHUCCKOM onpocy: 4 15

nesitenbHOCTU. TpeboBaHus K 0OPMIICHUIO HarHCaHHe

PEKBU3UTOB. KOHCIICKTa,

IIOArOTOBKA K
OCHOBHBIC BOIIPOCHI: MPAKTHYECKOMY

1.JlokyMeHTOBEIeHUE KaK Hay4YHasi JUCHUILIMHA.
2.J1enonpou3BOJACTBO: MOHATHE U PUHLUIIBI,
Hay4Hasi OpraHu3alusi 1eJI0MPOU3BO/ICTBA.
3.HopmaTuBHO-MeTOIMYECKast 0a3a yIpaBICHUS
JTOKYMEHTAIUEN.

4.CTtpyKTypa OpraHoB JIOKYMEHTAI[MOHHOTO
o0ecrieuyeHus yrpaBJeHuUs.

5.bnanku TOKYMEHTOB, HA3HaUYCHHE U TPeOOBaHUS
K Onankam. OOmue 01aHKH, OJIaHKU IMUCEM U
KOHKPETHOTO BUa JIOKYMEHTOB.

6. HazHaueHne peKBU3UTOB, UX POJIb B
yHU(DHUKAIMHA TOKYMEHTOB M UCIIOJIb30BaHUH
TEXHUUYECKHUX CPEJICTB B pabOTE C IOKYMEHTaMHU.
7. CocTaB 003aTCIBLHBIX U JOIIOJHUTEIBHBIX
PEKBU3UTOB JOKYMEHTA, MpaBmia UX 0hOpMIICHUS,
0COOCHHOCTH UCIOJTHCHHUS.

8. CocraBnenue popmyssipa - odpasna

3aHATHIO

10
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2.1. JIoKyMEHTHpPOBaHUE OpPraHU3aLUOHHO-
MPaBOBBIX JOKYMEHTOB

OCHOBHBIE BOTIPOCHI:

1. TekcThI JOKYMEHTOB: MX YHU(DUKAIINA,
TpeOOBaHMS U BUbI TEKCTOB.

2. Opraau3alOHHO-IPABOBas JOKYMEHTALIUS:
BUJIbI, CTPYKTYpa, COCTaBJIeHUE U 0(hOpMIICHHIE
JIOKYMEHTOB.

MOJIrOTOBKA K
YCTHOMY
orpocy;

HanucaHue
KOHCIIEKTa

15

2.2.JIo0KyMEHTUpOBaHUE OPraHU3aLMOHHO-
pacropsIuTEIbHbIX TOKYMEHTOB

OCHOBHBIE BOIPOCHI:

l.ITocTpoeHne u TEXHOIOTUS MOATOTOBKHU
pacnopsIUTEIbHOrO JOKYMEHTA B €JUHOJINYHOM
CUCTEME YIIpaBJIECHUSI.

2.Buasl pacniopsauTeIbHON JOKYMEHTALINH.
3.1lopsiiok n3nanust pacnopsiAUTEIbHOTO
JIOKYMEHTA B YCJIOBHUSAX €IUHOJIMYHOTO IPUHATHUS
pELIeHHUS.

4.IlonroroBka u opopMiIeHHE PACIOPSIAUTENbHBIX
JOKYMEHTOB, CO3/IaBa€MbIX Ha KOJIJIETHAIbHON
OCHOBE.

5. IMopsiok opopmiteHUst MPOTOKOJIOB.

6. Ilopsinok GyHKIIMOHUPOBAHUS KOJIETHAIBHBIX
OpraHoB.

7. CoctaBnenue u ohopmiieHHEe OpPraHu3aluOHHO-
pacnopsiauTenbHbIXx 10KymMeHTOB (OP/])

BBITIOJTHCHUE
KOHTPOJIBHON
paboTshl;
HanucaHue
KOHCIICKTA,;
IIOJTOTOBKA K
HPaKTHYECKOMY
3aHSTHUIO

15

2.3.JI0OKyMEHTHPOBAaHUE CIIPABOYHO-
WH(GOPMALIMOHHBIX U CIIPABOYHO-aHAIUTHYECKIX
JOKYMEHTOB.

OCHOBHBIE BOIIPOCHI:

1.XapakTepucTrKa CripaBOYHO-UH(OOPMAIIMOHHBIX
JIOKYMEHTOB, OCOOCHHOCTH X COCTaBJICHUS U
odopmIICHUS.

2.Ilpumenenne o(hUCHON OPTTEXHUKH JJIS
OTMPABKHU CIPABOYHO-MH(POPMAIIMOHHBIX
JIOKYMEHTOB.

3.JlenoBoe nucbMo: crienuduueckue
XapaKTEPUCTUKH, OCOOCHHOCTH HAIMCAHUS.

4. Cocrasiierne u opopmiieHre HHGHOPMAITMOHHO-
CIIPaBOYHOMN JOKYMEHTALIUU

11

HaITHCaHHE
KOHCIIEKTa;
IOJTOTOBKA K
MPAKTUYECKOMY
3aHATHIO

16
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2.4. JIOKyMEHTHUPOBaHUE JEATEIbHOCTH BBINOHEHHE
6 KOHTPOJIBHON 8 15
KOJUIETUATbHBIX OPTaHOB U pabOTHI C KaJIpaMHu. paBoTH

OCHOBHBIE BONPOCHI: HarHcanue
1.Opraun3anoHHbIe JOKYMEHTHI KapOBOii woereiTa;
P a AOKY Ap MOATOTOBKA K
CJ'Iy>K6BI. MIPAKTHYECKOMY
2.XapaKTepuCcTUKa JOKYMEHTOB, OTHOCSIIUXCA K 3AHATHIO
JOKYMEHTAIIMH 10 INYHOMY COCTaRYy.
3.CocTaB IOKYMEHTOB JIMYHOTO JIeTIa.
OdopmiteHre TOKYMEHTOB.
4. TpebGoBaHUS K 3aMIOJTHEHUIO, BEJICHUIO U

XPaHEHUIO TPYAOBBIX KHUKEK.

5. CocraBnenue u opopmieHrue muceM

2.5.JIOKyMEHTUPOBAHUE TPYAOOXPAHHOMN BBITOJIHCHNE

KOHTPOJIBHON 8 15
ACATCIIBHOCTHU paboThi;

OCHOBHBIE BOIIPOCHI: HalHCaHHe

o KOHCIICKTA;
1. OpraHu3aliOHHbIC JOKYMEHTBI TPYAOOXPAHHOM [ - * " =
JACATCIIbHOCTH. MIPAKTUIECKOMY
2. CocTraB TOKYMEHTOB IO KOHTPOJIIO YCIIOBUM U 3AHATHIO
0€e3011acCHOCTH TPYyAa.

3. loxymentsl no COYT

4. CocraBienue u opopmIIeHUE TOKYMEHTOB 110
opranuzauuu u nposeaeanu COYT

3.1.Peructpanus nokymeHToB. Opranuszanus BBITIONHCHHES

KOHTPOJIBHOM 6 13
KOHTPOJIA 3a UICIIOJTHCHUEM JOKYMCHTOB. paGoTH;

OCHOBHBIE BOIIPOCHI: HalMcanme
1.JlokyMeHTOOGOPOT: NOHATHE M IIPABUIIA rotetiea
OpraHu3alyu, yueT o0beMa JOKyMEHTO000poTa.
2.IlepBuyHasi 00pabOTKa TOKYMEHTOB H MOPSIIOK
WX PETHCTPAIIHH.

3.Homenkiarypa e, ux BUJIbI, TPeOOBaHUS K
COCTaBJICHHUIO U O()OPMIICHHIO.

4.Opranu3zaiusi KOHTPOJIS 32 UCIIOJTHEHUEM
JOKYMEHTOB (JOKYMEHTBI TIOJ[JICIKAIIIHE
KOHTPOJTIO, 3JIEMEHTHI MEXaHU3Ma KOHTPOJIA,
CPOKHU UCTIOJTHEHHSI TOKYMEHTOB, CHATHE
JIOKYMEHTAa ¢ KOHTPOJIA).

Hroro 52 88

7. @oH/1 OLIEHOYHBIX CPECTB JJIfl MPOBeIeHUs MPOMEKYTOYHOM aTTecTAlluN
00y4YaOUIUXCA MO0 AUCHUTUIHHE (MOYJII0)

12
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7.1. [lepeyeHb KOMIIETEHIUI ¢ YKa3aHUEM 3TANOB UX (opMUPOBaHMS B MpoLecce
0CBOEHMSI 00Pa30BaTeJbHON MPOTPAMMBI

Heckpun OuieHOYHBIE
Komnerenunn
TOPBI CpeAcTBa

OK-13

3uatp TpeOoBaHMs K 0OPOPMIICHUIO YIIPABICHYECKUX, CIIPABOYHO-
UHGOPMAITMOHHBIX U CIIPABOYHO-aHATUTHIECKHIX

JOKYMCHTOB, UCITIOJIb3YCMEIX B OpFaHHBaI_[HOHHOfI " YCTHBI OTPOC,

TPYJOOXPaHHOU JIE€ATEIbHOCTH, B COOTBETCTBUU C sater
I'OCTamu
YMeTk  [[PUMEHSTH ACHCTBYIOLINE TOCYJAPCTBCHHBIC HOPMATHBHO |  [pakTHYECKOE
METOJUYECKHE JOKYMEHTHI B 00JIaCTH OXpaHbl Tpyda 3a/1aHUe; YCTHBIH
onpoc
Baajers |HaBBIKaMM YCTHOM M MHCbMEHHOW KOMMYHUKALIMH B [PaKTHIECKOE
npoeccuoHanbHOU cepe 3a1aHHe
OIIK-3
3HaTh JOKYMEHTOBEIUECKYIO TEPMUHOJIOTHIO, IEUCTBYIOIINE
roCyJapCTBEHHbIE HOPMATHBHO - METOIMYECKHE YCTHBIH ONpPOC:
2
JIOKYMEHTBI; TOPSAIOK COCTaBICHUS, O(POPMIICHUS 3a9eT

JOKYMCHTOB

YMeTb  |OCYIIECTBIIATH KOMIIBIOTEPHYIO MOATOTOBKY W 00pabOTKY | mpakTHdeckoe

JOKYMEHTOB 3aJjaHne
BirageTs |npakTH4eCKMMH HaBbIKaMH KOMIIBIOTEPHON MOATOTOBKU H |  [pakTHYECKOE
oopMIIeHHS JOKYMEHTOB 3a/1aHKE; YCTHBIM
ompoc
IK-12
3uats OCHOBBI JICATEIILHOCTHU CITYKObI TOKYMEHTALMOHHOTO

YCTHBIN OIIPOC;
3a4eT

O6CCHC‘-I€HI/I$[; MMPUHOUIIBI OPpTaHHU3alIuH OIICPATHBHOT'O U
APXUBHOT'O XpaHCHUA JOKYMCHTOB

Ymerb pa6OTaTI) C BXOOAIUMHU, HCXOJAIMUMA U BHYTPCHHUMU

JIOKYMEHTaMHU; COCTABIATH U 0DOPMIIATh JOKYyMeHThI o | YCTHBIN OPOC;

cBOEl MPOo(hecCHOHATBHOM AesTETFHOCTH B cOOTBeTCTBHN | [PAKTHHECCKOC

¢ TpeboBanusamu 'OCTa 3a7laHne

Biaajgers (HaBBIKAMU UCIIOIB30BaHUS JEUCTBYIOMINX
rOCyAapCTBEHHBIX HOPMATUBHO-METOAUYECKUX
JIOKYMEHTOB B 00JIACTH OXPaHbI TPyAa; METOIaMU
COCTaBJICHHSI 1 O()OPMIICHHS TOKYMEHTOB TI0 OXpaHe
Tpyna

YCTHBIN OIIPOC;
IIPAKTUYECKOE
3a1aHue

13
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7.2. Onucanue noxka3arejel U KpUTepUeB OLEHUBAHMUS KOMIIETEHIIMA HA
Pa3JIMYHBIX 3Tanax ux (JOPMUPOBAHUS, ONIMCAHUE KA OLCHUBAHUS

YpoBHU CHOPMHUPOBAHHOCTH KOMIIETECHITUU

OueHouHbIE
chencTBa KomnereHTHOCTD basosslit ypoBenb | locTaTo4HbIi ypoBeHb|  BbICOKHIl ypOBEHB
pea Hec(opMUpOBaHa KOMIIETEHTHOCTH KOMIIETEHTHOCTH KOMIIETEHTHOCTH
MPaKTHIECKOE He Brimonnena Pabora Pabora PaboTa BrInIOTHEHA
3aaHuec WJIN BBIIIOJIHCHA C |BBIIIOJIHCHA B BBITIOJIHCHA IIOJIHOCTBIO,

rpyOsIMU
OLIMOKAaMU U HE B
IIOJIHOM O0OBEME.

IMOJIHOM 00BEME,
HO C OIINOKaMU.
B xone 3amuTe

CaMOCTOSITEJIEHO, B
HOJMHOM 00BEME U
B COOTBETCTBHH C

odopmIicHa TTO
TpeOOBAHUSM.

BriBoab! nansl MPaKTUIECKON 3aJJaHUEM.

¢dbopmanbHO UM |paboThl cTyneHT | Bo3MokHBI

OTCYTCTBYIOT HE MOXKET HE3HAYUTEIIHHBIE
000CHOBAThH OIIMOKH WJITH
MIPUHSATHIE HETOYHOCTH.
penieHus.

YCTHBIN OMPOC OTtBer HE OTtser OTtser OTBeT MpaBUIIbHBIH,
MPAaBUJIBHBIN WU C|MIPaBUJIBHBIN, HO C [IPaBUJIbHBIH, CTPYKTYPHPOBAHHbI
rpyOpIMu omnoKamMu CTPYKTYPUPOBAHH |i M CBSI3aH C paHee
omnOKaMy U HE B BIi. U3yYEHHBIM

IIOJIHOM 00BEME

Iens ompoca
JOCTUTHYTA

Marepuanom. Llenpb
ornpoca J0CTUTHYyTa

3a4cT

He packpsIT
MOJTHOCTBIO HU
OJIMH TEOP.
BOTIPOC,
MIPAaKTHYECKOe
3aJjaHue He
BBITIOJIHEHO MJIH
BBITIOJIHEHO C
rpyosIMH
ommoKamMu

Teop. BOIpoCH
PACKpPBITHI C
3aMEUYaAHUAMMU,
OJIHaKO JIOTHKA
cobmoieHa.
IIpaxTrueckoe
3aJlaHKe
BBIIIOJIHEHO, HO C
3aMCUYaHUSAMHU:
HaME4YeH X0/
BBIIIOJIHCHU A,
OJIHaKO HE IIOJHO
PacCKpHITHI
BO3MO>XKHOCTH
BBIIIOJIHCHU A

Teop. BOIpOCH
PACKpBITHI €
HECYHICCTBCHHBIM
" 3aMCYaHHUAMU,
OTMEYarTCA
HECYILECTBEHHEIE
HEOOCTAaTKU B
odopmIIeHHUH.

Teop. BOIpoCH
PaCKpBITHL
MIOJTHOCTBIO,
MPaKTUYECKOE
3a71aHne 0hOPMIICHO
10 TPeOOBAHMSM.

7.3. TunoBble KOHTPOJIbHBbIE 32]aHUS UM HHbIe MaTePHAJIbl, He00X0AUMBbIE J1JIs1
OLIEHKH 3HAHUM, YMEHU i, HABBIKOB M (MJIM) ONBITA AeATEJILHOCTH,
XapaKTepUu3yIIUX 3Tanbl (OpMHUPOBAHMS KOMIIETEHIIMH B MpoLecce 0CBOCHUS
o0pa3zoBaTeJIbHOM MPOrPaMMBblI

7.3.1. IlpumMepHbIe NPAKTHYECKUE 32 TaHUSA

14
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1.Ilpaktnueckas pabota Nel

Tema: CocraBienue U opopMIICHHE OpraHU3aMOHHO-PACTIOPSAUTEIbHBIX TOKYMEHTOB
(OPJD).

Ilenp  paborel:  Hayuutbes  cocTaBisitb M OQOPMIIATH  OpPraHU3aLMOHHO-
pacniopsiauTenbHbie JOKyMeHThI B cooTBeTcTBUU ¢ ['OCT P 6.30-2003

[TopsioK BBIMOJIHEHUS pabOTHI:

1. 3anucaTe HOMEp MPAKTUUECKOU PabOThI, TEMY U II€JIb PaOOThHI

2. 3anucaTh KOPOTKO MPEJI0KEHHBIEC 3aJaHUS

[Ipaktrueckass pabora coctour W3 4-x 3amanmii 1o cocrtaBieHuto OPJI. UtoOw
0pOpMHUTHh JTOKYMEHTHI HEOOXOJUMO HCIOJB30BaTh THUIOBBIE (POPMBI, KOTOpPHIE
HaXOJATCS B MPWIOKEHHUAX. B NPUIOKEHUSX TakKe MPEICTaBICHbl 3al0JHEHHbIE
00pasIbl ITUX JTOKYMEHTOB.

OdopmieHne JOKYMEHTOB Tpou3BoauTcs B pemakrope Microsoft Word ¢
coOIOICHHEM BCEX OTCTYIIOB M HMHTEPBANOB. Bce BBIMOJIHEHHbIE 3aJaHUS JOJDKHBI
OBITh pacrevyaTaHbl U IPEICTABICHBI IPENOaBATEINI0 IS IPOBEPKH.

3ananue |

OdopMuth 3asgBlIEHUE UCIIOIHAIOUIETO O0S3aHHOCTH OTBETCTBEHHOI'O 33 OXpaHy Tpyla
manoro mnpennpustus «NeNeNey ¢ mpocs00i MpesoCTaBUTh YUYEHHUECKUHA OTIYCK C
06.03.20_ mo 18.03.20__ mpomomxuTeNnbHOCTRIO 13 KalleHTapHBIX JHEH Ha
ocHOBaHUM crpaBku — BbI3oBa Ne 5655 ot 01.03.20__. @.1.0. 1.0. OTBETCTBEHHOTO 32
OXNAHV TNVTIA.

15
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2.Ilpaktuyeckas pabora No2
Tema: «CoctaBnenue u ohopmieHnue HHHOPMAITHOHHO-CIIPABOYHOHN JTOKYMEHTAIIUN

Lens pabotei: HayuuThes cocTtaBiaTh u opopmiATh HHPOPMAIMOHHO-CIIPABOYHBIC
nokymeHTsl B coorBeTcTBUU ¢ ['OCT P 6.30-2003

[Topsi1oK BBIMOIHEHUST PaOOTHI

1. 3anmcath HOMEp MPAKTHYECKOI pabOThI, TEMY U IIeNIb PabOTHI

2. 3anmcath KOPOTKO MPEUI0KECHHBIE 3a/1aHuUs

[IpakTuueckas pabora coctouT w3 3-x 3amanuii mo cocrtaBieHuto OPJ[. YUToOw
opOpMUTH JTOKYMEHTBI HEOOXOJHMMO HMCIIOJIb30BaTh THUIIOBBIE (DOPMBI, KOTOpBIE
HAXOAATCS B MPUIOKCHHAX. B NPHIOKEHHUSAX TaKKe IPEICTABICHBI 3alOJHCHHBIC
00pasIipl ATUX JOKYMEHTOB.

OdopmiecHre JTOKYMEHTOB Mpom3BoauTcs B pemaktope Microsoft Word ¢
COOJIOICHHEM BCEX OTCTYIIOB M HMHTEPBAIOB. Bce BBHIMOJIHEHHBIE 3aJaHUS JOJDKHBI
OBITH pacrevyaTaHbl U MPECTABICHBI MPETOJaBATEIIO IS TPOBEPKH.

3ananue 1

[Tpu momomm npunokeHust 1 u 2 cocTaBUTh akT peBU3MH Kacchl mpennpustus TOO
"Cmaptax" Ne 15 ot 14.03.20__. OcHoBanueM siBisieTcs mpukas aupekropa Ne 165 ot
13.03.20__.

B coctar koMuccum. ImOROTFTIIEN NERURMH) RXOTTAT:

16
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3.Ilpaktudeckas padora Ne3
Tema «CoctaBrnenue u 0OpMIICHHE TUCEM

ens paGotel: HayuuTbes cocTaBisTh W OQOPMIIATH CIYXKEOHBIC TIHMChMa B
cootBerctBuu ¢ ['OCT P 6.30-2003

[Topsa0K BRIMOTHEHUS PAOOTHI

1. 3anmcath HOMEp MPAKTHYECKOI pabOThI, TEMY U IIeNIb PabOTHI

2. 3anucaTh KOPOTKO MPEJIOKEHHBIE 3aJaHMs

[IpakTrueckas paboTa COCTOMT M3 3-X 3aJIaHUN TI0 COCTABJICHHUIO CITY)KCOHBIX ITHCEM.
Yto6nr 0hOPMUTE TOKYMEHTBI HEOOXOIUMO HCIOJIB30BaTh THUIOBBIC (POPMBI, KOTOPHIE
HaxOJITCA B NPWIOKEHUSIX. B NPUIIOKEHUSX TakkKe MPEJCTaBICHbl 3al0JIHCHHBIC
00pasIipl ATUX JOKYMEHTOB.

OdopmiecHre JTOKYMEHTOB Mpom3BoauTcs B pemaktope Microsoft Word ¢
COOJIIOJIEHNEM BCEX OTCTYIOB M HHTEPBAjOB. Bce BBINOJHEHHBIE 3aJlaHUsl JOJIKHBI
OBITh pacrievyaTanbl U NPeICTaBICHBI MPENOIaBaTEeIIO JIJIs IPOBEPKH.

3ananue 1.
Cocraspre nucemo — npuriamenue Ne 544 ot 10.07.20 o ci1. JaHHBIM:

HMHCTUTYT TOYHBIX NpUOOPOB MOCHUIAET MHUCbMO — mpuriamenue aupexkropy LHHUUN
«ITnomerenn» Korcrarmuav Cenreervuv ¢ TNUTTATIIEHUEM TTOCETUTR MEX TVHANOTHVIO

17
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4 Ilpaktuueckas pabora Ned

Tema «CocraBneHne M 0(QOpPMIICHHE IOKYMEHTOB IO OPTAaHHM3AIlMU M TPOBEACHHUH
COVYT»

Lens pabotel: Hayuutbes coctaBisith U odopMisaTh gokyMeHTel o COVYT B
cootBerctBuM ¢ 'OCT P 6.30-2003

[Topsa0oK BRIMOTHEHUS PAOOTHI

1. 3anucath HOMEp MPAKTHYECKOI pabOThI, TEMY U IIeNIb PabOTHI

2. 3anucaTh KOPOTKO MPEJIOKEHHBIE 3aJaHHs

[IpakTrueckas paboTa COCTOMT M3 3-X 3aJIaHUN TI0 COCTABJICHHUIO CITY)KCOHBIX IHCEM.
Yto6sr 0hOPMUTE TOKYMEHTBI HEOOXOIUMO HCIOJIB30BaTh THUIOBBIC (POPMBI, KOTOPHIE
HaXOJATCA B MNPUIOKEHUSIX. B NPUIOKEHUSIX TakKe MNpPEICTaBICHbl 3alOJHEHHBIE
00pa3ibl ITUX JOKYMEHTOB.

OdopmiecHre JOKYMEHTOB Ipom3BoauTcs B pemaktope Microsoft Word ¢
COOJIIOJIEHNEM BCEX OTCTYIOB M HHTEPBAJOB. Bce BBINOJHEHHBIE 3aJlaHUsl JOJIKHBI
OBITh pacriedyaTanbl U NPeICTABICHBI MPENOIaBATEIIO JIJIsl IPOBEPKH.

3amanue 1.

CocTtaBuTh TIpUKa3 O co3gaHuM Komuccuu 1o tnposeaeHutro COVYT B memsx
neanmuzanuu Tneborannii ct.212 Tnvnororo konekca Poccutickoii @enenarmm ot 30

7.3.2. [IpuMepHbIe BONPOCHI /IJIsl YCTHOTO OIpoca

1.Tema 1.

1. JlokyMeHTOBEIeHUE KaK Hay4YHasi JUCIUILIMHA.

2.  Jlenmompow3BOACTBO:  TMOHATHE W  TPUHIWIBI, HAydyHas  OpTaHU3aIUs
JIEJI0ONPOU3BOJICTBA.

3. HopmaTtuBHO-MeTOMMYECKast 6a3a ynpaBieHUs JOKYMEHTAIHEH.

4. CTpyKTypa OpraHOB JIOKYMEHTAIIMOHHOTO O0ECIICYCHHS YITPaBICHUS.

5. Pa3BuTue U CTaHOBJIEHUE IOCYIapCTBEHHOTO JIEIONPOU3BOICTBA.

2. Tema 2.

1. briaHkM TOKYMEHTOB, Ha3Ha4YCHUE U TpeOoBaHUs K OmankaM. OOmue O0aHKu, OJaHKA
MUCEM U KOHKPETHOTO BHJIa JOKYMEHTOB.

2. Ha3HaueHne pEeKBU3WTOB, UX POJIb B YHU(DHKAIIMU JOKYMEHTOB M HCIIOJIh30BaHUU
TEXHUYECKUX CPEJICTB B pabOTE C JTOKYMEHTAMHU.

3. CoctaB 00s3aTeNBHBIX W JIOMOJHHUTEIBHBIX PEKBU3UTOB TOKYMEHTA, MPAaBHJIA WX
odopMIIeHHUsI, 0COOEHHOCTH MCIIOJTHEHHUS.

4. CocraBnenue GopMyisspa-o0pasiia JOKyMEHTa C PaCIOIOKEHUEM PEKBU3UTOB.
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3.Tema 3.

1. TekcThI JOKYMEHTOB: X YHU(DUKALNS, TPeOOBAHHS U BUBI TSKCTOB.

2. OpraHM3alMOHHO-IIPABOBas JIOKYMCHTAIIMS: BHUJBI, CTPYKTypa, COCTaBJICHHE MU
odopmIIeHHEe TOKYMEHTOB.

4. Tema 4.

1. TloaroToBka W oQopMIIEHHE PACTIOPSIUTEIBHBIX JTOKYMEHTOB, CO37aBa€MbIX Ha
KOJIJIETHaJbHOM OCHOBE.

2. IMopsimox oopMieHUsI TPOTOKOJIOB.

3. [Mopsimok PyHKITMOHUPOBAHUS KOJUIETHATIBHBIX OPTaHOB.

5.Tema 5.

1. TlocTtpoeHne W TEXHOJOTHSI TIOJATOTOBKH PACHOPSIUTEIBHOIO JIOKYMEHTa B
€AUHOJIMYHON CUCTEME YTIPABIICHMUS.

1. Buael pacnopsiuTeNIbHOM IOKYMEHTAIUH.

2. Tlopsamox w3gaHUs PacCHOPAIUTEIHHOTO TOKYMEHTa B YCJIOBHSIX €IMHOJIMYHOTO
IIPUHSTUS PEIICHUSA.

6.Tema 6.

1. XapakrtepucTtuka CHpaBOYHO-UH(DOPMALMOHHBIX JIOKYMEHTOB, OCOOCHHOCTH HX
COCTaBJICHUS U O(hOPMIICHHUS.

2. Ilpumenenne oQGUCHONW OPITEXHUKU IJIsl OTIPABKH CIPABOYHO-WH(OPMAIMOHHBIX
JIOKYMEHTOB.

3. lenoBoe nucbMo: cenupuyecKue XapakTepUCTUKH, 0COOEHHOCTH HAIMUCAHUS.

7.Tema 7.

1. OpranuzanroHHbIE JOKYMEHTHI KaJIpOBOM CITyXKOBbI.

2. XapaKTepucTrKa JJOKYMEHTOB, OTHOCSAIIUXCS K JOKYMEHTALUU IO JINYHOMY COCTABY.
3. CocTaB 10OKyMEHTOB JITU4YHOTO fena. OdopMieHre JOKYMEHTOB.

4. TpeGoBaHUs K 3aMIOJIHEHUIO, BEJCHUIO U XPAHEHHUIO TPYIOBBIX KHUKEK.
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8.Tema 8.

1. JlokymMeHTOOOOpOT: TOHATHE W TpaBWia OpraHM3alud, y4eT o0bema
JIOKYMEHTO000pOTa.

2. IlepBuunas 006paboTKa JOKYMEHTOB U MOPSAIOK UX PETUCTPAIUH.

3. Homenkuatypa jien, ux BUAbI, TPEOOBaHUS K COCTABICHUIO M 0()OPMIICHHIO.

4. OpraHu3zanusi KOHTPOJS 32 KCIOJHEHHEM JOKYMEHTOB (JIOKYMEHTBI MOJJIeXkKAIIUe
KOHTPOJIIO, 3JIEMEHThl MEXaHH3Ma KOHTPOJI, CPOKH HCIIOIHEHHUS] JOKYMEHTOB, CHSTHE
JIOKYMEHTa C KOHTPOJIS).

5. DkcnepTu3a HEHHOCTH IOKYMEHTOB: SKCIIEPTHBIE KOMUCCUU: BUABI U UX (PYHKIUH.

6. DkcnepTr3a IEHHOCTH JAOKYMEHTA: TMOHSATHE, KPUTEPUHU LIEHHOCTH YMPaBICHUYECKUX
JIOKYMEHTOB.

7. Ilonsatue apxuBa U ucrtopus GopMupoBaHus [ oCyqapCTBEHHOW apXUBHOU CITYKOBI
Poccuiickon @enepanun.

8. Hcmonp3oBaHME COBPEMEHHBIX TEXHUYECKHUX CPEACTB YIpPaBICHHUS M O(UCHOTO
nporpaMmMHOro  oOecriedyeHuss  JUis  ONTUMH3AIMU  JIETONPOM3BOJICTBEHHOI'O
00CITyKUBaHMUS.

7.3.3. Bonipochl K 3a4ery

l.YmpaBneHndyeckass JOKyMEHTAlUs: TOHSATHE, Ha3HAuY€HHE, OOIas TUIOJOTHYecKas
XapaKTEePUCTHUKA.

2.J1enonpou3BOJCTBO: TOHITHE, COBPEMEHHBbIE KOHLEMUUU. J[eTonmpon3BOICTBO Kak
ydeOHasi JUCIUIUIMHA U 00JIaCTh IPAKTUYECKOH €SI TEIbHOCTH.

3.JIoKkyMEHTOBEICHHE: TMOHATHE, COBPEMEHHBbIE KOHILENIMH. J[OKyMEHTOBEAECHHE Kak
yueOHast TUCIUILTUHA U 00J1aCTh MPAKTUIECKON eI TEIbHOCTH.

4.Poiib cekpeTapsi B JOKyMEHTAI[MOHHOM 00€CTI€UeHUH YIPaBICHUSI.

5.Cny)x06a JOKYMEHTAI[MOHHOTO OOeCTeueHHs] yIpaBlIeHHs: CTPYKTypa, 3aJayu,
byHKIMN.

6.HopmaTuBHO-MeTOIMYecKas 0aza JOKYMEHTAIMOHHOTO OOECleueHUs YMIpaBIICHUS:
COCTaB U 00IIIasi XapaKTePUCTHKA.

7.061mue npaBuna oGopMIEHHUS TOKyMEHTOB.

8.braHku TOKyMEHTOB: BUIbI, 0COOEHHOCTH OPOPMIICHHUSI.

9.PekBU3UTHI 3aT0JIOBOYHOM YaCTH JOKYMEHTA.

10.06s13aTenbHbIE PEKBU3UTHI JJOKYMEHTOB.

11.PeKBU3HTHI, yTOCTOBEPSIOIINE TOKYMEHT.

12.1Topsimok coryiacoBaHUsI JOKYMEHTOB.

13.Ilopsinok mognucaHusi JOKYMEHTOB.

14.PexBusnuthl — oTMeTKH. [IpaBuia ux opopmiieHus.

15.Cuctema  opraHu3allMOHHO-TIPABOBOM  JIOKYMEHTAllMW: HA3HA4Y€HHUE, COCTaB,
OCOOEHHOCTH CTPYKTYPHI.
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16.Cucrema pacnopsIUTEILHON TOKYMEHTAIIMH: Ha3HAUYCHHE, COCTaB, OCOOCHHOCTH

CTPYKTYPBL.
17.CocraBiiesue u

odopmieHHE

KOJIJICTHAJIBHBIX OPraHOB.

JIOKYMEHTOB,

18.Cuctema crnpaBOYHO-UH(DOPMAIIMOHHONW  JTOKYMEHTAIIHH:
OCOOEHHOCTH CTPYKTYPHI.

19.Cny>xeOHbIe TChMA: BUJBI U TTpaBUiIa OpopMIICHHS.
20.CucreMa JOKYMEHTALUHM IO JIMYHOMY COCTaBY: Ha3Hau€HHUE, COCTaB, 0COOEHHOCTH

CTPYKTYPBL.

CBA3aHHBIX

Ha3Ha4YEHHE,

C JOCATCIBbHOCTBIO

COCTaB,

21.J10kyMeHTOOOOPOT: MOHATHE, ITAIbI, TPEOOBAHUS K €r0 OpraHU3alHH.
22.0OcHOBHBIE 3Tanbl pabOThl C YHNPaBICHUYECKUMHU JIOKYMEHTAaMHU: XapaKTepUCTHKA,
TEXHOJIOTHsI pEaIU3alllH.

23.1lpuem u nepBUYHOE PACCMOTPEHUE JOKYMEHTOB.
24.Peructpanus 1 y4€T TOKYMEHTOB.

25.PaccMoTpeHue TOKYMEHTOB PYKOBOJUTEIIEM.
26.0OpraHu3anysi KOHTPOJISI 32 UCIIOJTHEHUEM JOKYMEHTOB

27.0pranu3anys XpaHeHHs! TOKYMEHTOB.
28.Ilopsinok hopmMupoBaHus Jed.

29.I1opsnok oopmiieHus €.
30.HomenknaTypa Aein: MoHATHE, 3HAU€HHE, IIPAaBUJIa COCTaBIICHUS.

31.I1oHATHS «LIEHHOCTh JOKYMEHTA, «IKCIEPTHU3A LIECHHOCTH.
32.IlpuHIMIBI, KPUTEPUU IKCIIEPTU3BI IIEHHOCTH TOKYMEHTOB.

33.IIpouenypa nepenaun JOKyMEHTOB Ha apXUBHOE XPAHEHHE.

7.4. MeToanuyeckne MaTepuaJibl, ONpeAeJAI0IIHe NPoueAyPbl OLleHUBAHUS
3HAHMii, YMEHHUIl, HABBIKOB U (MJIH) ONBITA AeATEJbHOCTH, XapAKTEPHU3Y 0L X

Tanbl (POPMHUPOBAHUSA KOMIIETEHIIH .

7.4.1. OneHUBaHUE MPAKTHYECKOT0 321aHUSA

Kpurepun YpoBHU pOpMUPOBAHUS KOMITETEHLIUN
OLICHUBAHUSA bazoBs1it JlocTatouHblii Bricokuit
3HaHUE TEOPETUIECKOTO Teopernueckuit Teopernueckuit TeopeTndeckuii Mmarepuan

MaTepHaa 1o
MpeIoKEeHHOH Tpobaeme

MaTe€purajl YCBOCH

MaTcpurall YCBOCH U
OCMBICJICH

YCBOEH M OCMBICIICH, MOYKET
OBITh MPUMEHEH B
Pa3IUYHBIX CUTYALUSIX IO
HEOOXOIUMOCTH

OgnazeHue npueMaMu
paboTsl

CTyneHT MOXeT
MPUMEHUTH HMEIOIIHECS
3HAHUS 7SI PEIICHUS
HOBO# 3a/1a4M, HO
Heo0X0IuMa IIOMOIIb
npernoaaBares

CTyseHT MOXKeT
CaMOCTOSATEIBLHO
MPUMEHUTH UMEIOIIHUECS
3HAHUS JUTSI PEIICHUS
HOBOM 3aJ1auu, HO
BO3MOJKHO He Oolee 2
3aMeYaHui

CTyaeHT MOXKET
CaMOCTOSITEILHO
NPUMEHUTH UMCIOLIHECS
3HAHUS JJIS PELICHUS
HOBOI 3a1aun
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CaMOCTOSTEILHOCTD 3agaHue BBIIIOJIHEHO 3agaHue BBITOJIHEHO 3ajgaHye BBITOJIHEHO
CaMOCTOSTEIBHO, HO €CTh |CaMOCTOATENBHO, HO €CTh |IIOJHOCTHIO
He 0ojiee 3 3aMeuyaHuit He 0oJjiee 2 3aMevyaHuit CaMOCTOSTEIBHO
7.4.2. OleHUBaHME YCTHOIO OMpoca
Kpurepuit YpoBHU (HOpMHUPOBaHMS KOMITETEHIII
OLICHUBAHUSA bazoBs1it JlocTtatouHblii Bricokuit
[MonnoTa u mpaBWIBLHOCTE  |OTBET MOJHEIN, HO €cTh  |OTBET MOIHBIN, OTBeT MOJHBIH,
OTBETa 3aMedaHus, He Ooiee 3 MOCJIeI0BaTeIbHBIN, HO  |HOCIeI0BaTEIbHBIM,
€CTh 3aMeYaHus, He 0oJiee [JIOruYHbIH

2

CTterneHb 0CO3HAaHHOCTH,
IIOHUMAHUS I/ISy‘leHHOFO

Martepuan ycBoeH 1
H3J1araeTcs OCO3HAHHO,
HO eCTb He Ooitee 3
HECOOTBETCTBUI

Marepuan ycBO€H U
M3JIaraeTcs OCO3HAHHO,
HO €CTb He Ooiee 2
HECOOTBETCTBHI

Marepuan ycBoeH 1
H3JIaraeTcsi 0CO3HAHHO

S3pIKOBOC OOpMIICHHE
oTBeTa

Peun, B ienom,
rpaMOTHas1, COOJIOICHBI
HOPMBI KYJIbTYpPBI PEYH,
HO €CTh 3aMEYaHuUsI, HEe
Oonee 4

Peun, B 1iennom,
rpaMoOTHasi, COOJIOICHBI
HOPMBI KYJIBTYPEI pEUH,
HO €CTh 3aMeYaHus, He
boiee 2

Peus rpamorHas,
COOJTIO/IEHBI HOPMBI
KyJIBTYPHI peun

7.4.3. OueHuBaHue 3a4eTa

Kpurepunii YpoBHU HOpMHUPOBaHMS KOMITETEHIIHI
OLICHUBAHUS bazoBsrit JlocTatouHblii Bricokuit
IlomHOTa OTBETA, OTBeT MOJHEIN, HO €cTh  |OTBET MOJHBIM, OTBET IMOJHBIN,
MOCJIEI0BATENIbHOCTD U 3amedaHus, He 6oiee 3 MOCIICIOBATEILHEBIN, HO  |IOCIEeAOBaTCIbHBIM,
JIOTHKA U3JI0KCHUA €CTh 3aMCYaHUs1, HE Ooutee | TOrnYHbIH

2

[IpaBunbHOCTH OTBETA, €TO
COOTBETCTBHE pabouci
mporpaMme yueOHO#H
JUCIUITIINHBI

OTBET COOTBETCTBYET
paboueii mporpamme
Y49eOHOU TUCIUTUTHHBI,
HO €CTb 3aMEYaHus, He
6oiee 3

OTBET COOTBETCTBYET
paboueii mporpamme
y4eOHOU TUCIHILIINHEI,
HO €CTh 3aMEYaHHus, He
Gostee 2

OTBET COOTBETCTBYET
paboueii mporpamme
y4eOHOM TUCIIUITIHHEI

CrocoOHOCTb CTyIEHTa
apryMEHTHPOBATh CBOM
OTBET U IPUBOIUTH
MPUMEPHI

OTBeT apryMeHTHPOBAH,
MPUMEPHI PUBEACHBI, HO
ecTh He Oboiee 3
HECOOTBETCTBUI

OTBET apryMeHTHPOBAH,
MPUMEPHI MPUBEACHBI, HO
ecTh He Ooiee 2
HECOOTBETCTBUI

OTBeT apryMeHTHPOBaH,
MIPUMEPHI IPUBEAEHBI

OCO3HAaHHOCTh U3JIaracMOT0
Marepuajia

Marepuain yCBOCH U
H3J1araeTcs OCO3HaHHO,
HO ecTh He Oonee 3
HECOOTBETCTBUI

Marepuan yCBOEH U
M3J1araeTcs 0CO3HaHHO,
HO ecTh He Oojee 2
HECOOTBETCTBUI

Martepuain ycBOeH U
M3JIaraeTcsi OCO3HaHHO

CooTBeTcTBHE HOPMaM
KyJIbTYpBI peUd

Peun, B 11es10M,
rpaMOTHasi, COOJIIOICHBI
HOPMBI KYJIBTYPBI PeUH,
HO €CTb 3aMCYaHUs, HE
Oonee 4

Peun, B 1ieniom,
rpaMoTHasi, COOJIFOICHBI
HOPMBI KYJIbTYPBI PEUH,
HO €CTb 3aMCYaHus, HE
Oonee 2

Peus rpamoTHast,
COOJIOIEHBI HOPMBI
KYJBTYPBI peUH
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KauectBo oTBETOB Ha Ectp 3ameyanus k B nenom, oTBeTHI Ha Bce Bompoch! nosTy4eHsl
BOIIPOCHI oTBeTaM, He Oosiee 3 PacKpbIBalOT CyTh HCYEpIBIBAIOLINE OTBETHI
BOIIpOCa

7.5. UtoroBasi peMTMHIOBasi OLICHKA TeKYLIEeH U MPOMEKYTOYHOM aTTeCTALMU
CTYAEHTA 0 AUCUMILIMHE

[To yueOHol nucuurmmHe «JloKyMeHTOOO0pPOT B cdepe OXpaHbl TpPyAa»
UCHOJb3yeTcs 4-0ajuibHas CUCTEMa OLEHHBAHMSI, UTOT OICHMBAHMS YpPOBHS 3HAHUMN
oOyuaronmxcs npeaycMaTpuBaeT 3a4€T. 3a4eT BBICTABIIAETCS BO BPEMS IOCIIETHETO
IPAaKTHUYECKOTO 3aHATHS IPU YCIIOBUU BBIMOJIHEHUS BCEX YU€OHBIX MOPYUEHUI CTPOToi
OTYETHOCTH (KOHTpOJIbHasi pabora) m He MeHee 60% WHBIX Y4EOHBIX MOPYUYCHHH,
MPEeIyCMOTPEHHBIX yueOHbIM TutaHoM u PIIJl. Hanwune HEBBIMOTHEHHBIX Y4eOHBIX
HOpYy4YEHHUI MOKET OBITh OCHOBAaHUEM JJISl TOTIOJIHUTEIbHBIX BOIPOCOB MO JAUCHUILINHE
B XOJ€ NPOMEKYTOYHOM aTrTecTalu. BO BCEX OCTaJIbHBIX CllydasX 3a4eT CHAETCS
oOyJarolMMucs B JaThl, HA3HAYCHHBIE MPENoAaBaTesieM B MEPHOJ] COOTBETCTBYIONINI
IPOMEXKYTOUHOM aTTeCTaIUH.

Illkana oyenusanua meKywieii u RPOMENCYmMOUHOI AmMmecmayuu CmyoeHma

YpoBHU popMUpOBaHUS OreHKa 1Mo 4eThIPeX0aTbHOM 1IKase
KOMIICTCHIINH JIJISI 3a4€Ta
Bricokui
JlocTaTouHbIi 3a4TEHO
bazoBriii
Komnerenuust He  copmupoBaHa HE 3a4TE€HO

8. IlepeyeHb OCHOBHOM M IONOJIHUTEJIbHON yU4eOHOM JIUTEPaTYypPhbl, HEO0OXO0AUMOM
JJISI OCBOCHMSI JUCIHUILINHBI (MOILYJIA)

OcHoBHasi JuTepaTypa.

o Tun Kon-Bo B
Bubnuorpaduyeckoe onucaHue et yuednoe
H/H noco6ue, yueGHO-MeTO 6]/16_]'[ .

mocobue, ap.)

1. |Kymmnapenko H.H. JlokymenTtoBenenue: yueOnuk / H. H.
Kymnapenko ; peu.: FO. H. Cronsipos, B. A. Unbranaesa. -| y4eOHHK 10
K.: 3nanns, 2008. - 459 ¢

2. |AmupoB, A. P. JlokymeHTallMOHHOE oOOecreueHne
yIpaBJeHHs B OpraHu3alusax . yuebHoe mocobue / A. P. https://e.
Awmupos, B. Y. Muxaiinos. - Yda : BITIV umennm M.| YueOuere |lanbook.

Axmymisr, 2009. - 176 c. nocobus | com/boo
k/42213
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3. |Opranuzanus  JAETONPOM3BOJACTBA M NEPCOHAIBHBIN
MEHE/KMEHT:  MPUMCHCHHE  KOMIBIOTEPHOTO  TPEHUHIA!| yyoGioe
yue6. nocobue / U. H. Bacunbesa [u ap.]. - M.: Bysosekuit| [ . <o 10
yuebnuk, 2014. - 104 c.

4. |Kapropesa fl. JIokyMEeHTOOOOPOT: OpraHu3aIisl U BEACHUE: | METOIUYEC
metoanueckuii marepuan / S1. KasropeBa. - XapbKoB: KHUE 6
®akrop, 2002. - 164 c. MaTepUalIbl

5. [llopsimox oOydeHHs 1O OXpaHE TpyJa U MPOBEPKH 3HAHUMN

N .. | HOpMaTUBH
TpeOOBaHMI OXpaHbl TpyJda PaOOTHUKOB OpTaHU3AIUil: . 10
HOpPMATHBHBIM JOKyMeHT. - HoBocuOupck: Hopwmaruka, b
2013. - 16c. AOKYMERT

6. |Kocrpoa, 0. b. Opranmszamus ©  TEXHOJOTHS
JOKYMEHTAIIMOHHOTO O0ECTIeUeHUs YIpaBlIeHUsl | yueOHOe https://e.
noco6ue / 10. B. Koctposa, J1. B. Eroposa, O. B. Jlozosas. { Y 4€OHbIE lanbook.
Canxt-Tletep6ypr : U0 CII6YTYuD, 2012. - 347 c. mocobus | com/boo

k/64087
JlonmosiHUTEILHAS JIATEPATYyPA.
No Tun Kon-Bo B
i bubnuorpaduyeckoe onncanue nogﬁfﬂ;} Z:zﬁ;:m .
Tocooue, ap.

1. |Tumodeera C.C. IIpon3BoacTBeHHas 0€30MACHOCTh: y4eO.
mocoOue s CTy/. By30B, 00y4. TIO HAMp. MOATOT. AUILIOM.
crert. "Toproe memno" / C. C. Tumodeesa, FO. B. Illemykos| Y4eOHOE 10
; peu.. H. B. baBmuk, E. B. Kprokos. - M.: ®opywm; nocobdue
M.U1udpa-M, 2014. - 336 c.

2. |Metonuveckue peKOMEHIAMH TI0 Pa3pabOTKe HHCTPYKIIUNA
0 OXpaHe TPyla NPU BBHIIONHEHHH pabor ¢ pyunpiv|Meromndec) hitps://e.
HHCTPYMEHTOM M TPHUCIIOCOOIEHUSIMU METOIUYECKHUE Kne lanbook.
pekomenganun. - Mocksa : DHAC, 2008. - 88 c. ykasanusi 1 | com/boo

pexomenna | k/10447
1807051 8

1.ITonckoBrie

9. Ilepeuennb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKALIMOHHOM ceTH
«/AHTEpHET», HEOOXOAUMBIX /IJIsl OCBOCHUS TN CIUILIMHBI (MOTYJIs1)

CUCTCMBI: http://www.rambler.ru,

http://www.google.com
2.®enepanbHbIi 00pa3oBaTeIbHBINA TOpTAT Www.edu.ru.

3.Poccuiickas rocynapcTBenHas 6ubnuoteka http://www.rsl.ru/ru
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4.I'ocymapcTBeHHass TyONWYHAas HaydyHO-TeXHWYeckas Oubmmoreka Poccmm URL:
http://gpntb.ru.

S5.l'ocynapctBeHHoe OroKeTHOE  yupexkaeHue KyabTypbl PecmyOmuku — Kpbim
«Kpbimckas pecryOIMKaHcKas YHHUBEpCAIbHAS Hay4Has onbmmoTeKay
http://franco.crimealib.ru/

6.Ilenarornyeckas oudnuoteka http://www.pedlib.ru/
7.Hayunas 3JIEKTPOHHAS OoubamoTeka eLIBRARY.RU (PUHLY)
http://elibrary.ru/defaultx.asp

10. MeToguueckue yKazaHus JJs 00y4alOUIUXCH M0 OCBOCHHUIO U CHUILINHBI
(MoayJist)

OO0mue pexkoMeHAAIMH M0 CAMOCTOSATEILHOM padoTe 0aKkaaaBpoB

[TonroroBka coBpeMeHHOro OakajgaBpa IPEIIoJaraer, 4YTo B CTEHaX YHUBEPCUTETA
OH OBJIAJIEET METOJ10JIOTUEN camMo00pa3oBaHus, CaMOBOCHHUTAHMS,
CaMOCOBEpILIEHCTBOBAHUA.  JTO  ONpelesieT  BAXKHOCTh  aKTUBHU3ALMU  €ro
CaMOCTOSITEJIbHON PabOTHI.

CamocrosTenbHas pabota (QOpMHUpPYET TBOPUECKYIO AaKTUBHOCTH OaKajaBpOB,
IPEJCTABICHUE O CBOMX HAYYHBIX M COLMAJIbHBIX BO3MOXHOCTSAX, CHOCOOHOCTb
BBIWICHATh  TJIaBHOE, COBEPUICHCTBYET MpUEMBbl  OOOOIIEHHOTO  MBILILICHUS,
npeanonaraer Oosnee TiayOOKyl0 MPOpabOTKYy HMMU OTIENBHBIX TEM, OMPEIeIICHHBIX
IIPOTPaMMOM.

OCHOBHBIMH BUaMHU U (OpPMaMU CaMOCTOSITENILHOM pabOThl CTYIEHTOB IO JaHHOM
JUCIMITIMHE SIBJISIFOTCS: CAMOIIOATOTOBKA MO OTJEIBHBIM BOIpocam; paboTa ¢ 6a30BbIM
KOHCIIEKTOM; MOJATOTOBKA K MPAaKTHYECKOMY 3aHSATHIO; TIOJrOTOBKA K YCTHOMY OIIPOCY;
HaMMCAHNE KOHCTIEKTA; BHIIIOJIHEHUE KOHTPOJIBHOU pabOThI; MOATOTOBKA K 3a4ETy.

BaxHoif 4acThi0 CaMOCTOSITENTLHOM pabOTHI ABISAETCS YTEHHUE YUEOHOM JINTEPATYPHI.
OcHoBHas (yHKIUS Y4eOHUKOB — OPUEHTHUPOBATH B CHCTEME T€X 3HAHUH, YMEHHH U
HaBBIKOB, KOTOpBI€ JOJDKHBI OBITH YCBOEHBI MO JAaHHOW AMCUUIUIMHE OyayIIHMU
CHEIMATUCTaMHU. YUYEOHHK TaKkKe CIYy)KUT IyTeBOAUTEIEM [0 MHOTOYHUCICHHBIM
IIPOM3BEACHUSAM, OPHUEHTHPYST B MMEHax aBTOpPOB, CHEHUAIU3HUPYIOIIUXCA HA
ONPEACIIEHHBIX HAyYHBIX HAIIPABICHUSAX, B HA3BAHMAX MX OCHOBHBIX TPYIOB. Bropas
¢byHKIMS yueOHUKA B TOM, YTO OH OYEpPUYHMBAECT HEKHI KPYT OO0s3aTENbHBIX 3HAHHM I10
npeaMeTy, He MPETeH Iys Ha TITyO0KOe UX pPacKpBITHE.

UreHne peKOMEHJOBAaHHOW JHUTEpaTypbl — O3TO Ta TJaBHAs YacTh CHCTEMBI
CaMOCTOSITENIbHOM yueObl OakanaBpa, KOTOpas oOecmedrBaeT MOJJIMHHOE YCBOCHHUE
Haykd. YUTaTh 3Ty AUTEpaATypy HYKHO MO MPHUHIIMITY: «U7esl, TEOpHs, METOJ B OHOM, B
JOPYTOU U T.J. KHUTAX».
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Bo Bcex ciydasx peKOMEHAYeTCs PacCMOTPEHUE TEOPETUYECKHUX BOMPOCOB HE
MEHee YeM M0 TPeM UCTOYHUKaM. 3yueHne mpoOaeMsbl 0 pa3HbIM UCTOYHUKAM - 3aJI0T
[IyOOKOr0 yCBOEHMsSI Hayku. VIMEHHO »JTOT OJIOK, Hapsay C BBIIOJHEHUEM
MPAaKTHUECKUX 3aJaHUN SIBISETCS BEOYIIUM B CTPYKTYpPE CaMOCTOSATEIbHOW pPabOThHI
CTYJICHTOB.

BHuManuio 0akamaBpoB TpEIaralOTCs CHOHCOK JIUTEPaTyphbl, BOIPOCH K

CaMOCTOSITEIbHOMY U3yUEHHUIO U BOTIPOCHI K 3a4eTy.

JInist yCTIeNTHOTO OBJAJCHUS AUCIUILIMHON HEOOXOAWMO BBINOJHSATH CIETYIOIIHE
TpeOOBaHMS:
1) BBIMOJHATH BCE OMPE/IEICHHBIC TPOTrPAMMOI BUBI paboT;
2) mocemaTh 3aHATHA, T.K. BECh TEMAaTUYCCKUIl MaTepHal B3aUMOCBSI3aH MEKIY COOOM
M, 3a4acTyl0, CaMOCTOSITEIbHOIO TEOPETUYECKOTO OBJIAJCHUS IPOIYIICHHBIM
MaTepHrajJoM HeI0OCTaTOYHO /ISl KAYeCTBEHHOTO €T0 YCBOCHHUS;
3) Bce paccmaTpuBacMble Ha 3aHATHSAX BOMPOCHI 00s3aTeNbHO (PUKCHPOBATH B
OTJIENIbHYIO TETPab U COXPAHATh €€ J0O OKOHUAHUSI O0yUeHUS B BY3€;
4) MpOSBIATh AKTUBHOCTH TPU MOJTOTOBKE M HA 3aHITHAX, T.K. KOHCYHBIH pe3yJbTatr
OBJIQJICHHUSI COJICpP)KaHUEM JUCIUIUIMHBI HEOOXOIWM, B TEPBYIO OdYepelb, CaMOMY
OakanaBpy;
5) B ciy4asix mpoIycKa 3aHITHI 10 KAKMM-JIN0O0 PUYHHAM 0053aTelIbHO OTPadaThIBATh
MPOMYIIEHHOE MPET0IaBaTe 0 BO BpEeMsl MHAUBHTyaTbHBIX KOHCYIbTAILIUH.

BueypouHnas nesitenbHOCTh OakajiaBpa Mo IaHHOM AMCLHMILIMHE TPEoaraer:

- CaMOCTOSITENbHBIN MOUCK OTBETOB U HEOOXOAMMON MH(POPMAIMH 10 MPEI0KEHHBIM
BOIIpOCaM;

- BBIIIOJTHEHHE KOHTPOJILHOU PabOThI;

- BBIpa0OTKY yMEHUN HAYYHOW OpraHM3aliH TPyZa.

VYcnemHas opraiu3anys BpEMEHU MO YCBOEHUIO JAHHOM JHUCLMIUIMHBI BO MHOTOM
3aBUCUT OT HaJMuus y OakajaBpa yMEHHUS CaMOOPraHU30BaTh ceOsl U CBOE BpeMs IS
BBINIOJIHEHUSI TIPEUIOKEHHBIX JOMAaIIHUX 3aaaHuid. OOBEM 3alaHull  paccUUTaH
MakCUMalbHO Ha 2-3 yaca B Hemenro. [Ipm STOM aiaroputM NOATOTOBKU Oynaer
CIIEIyIOLIUM:

1 sram — moWCK B JUTEpaType TEOPETUUYECKONM HH(MOpMAIMU MO MPEAT0KEHHBIM
IIPETIOaBATEIEM BOIIPOCAM;

2 3Tan — OCMBICIICHNE TIOTYYEeHHON HH(POPMAIH, OCBOCHUE TEPMUHOB U MOHSITHII;

3 3Tam — coCTaBIEHUE TUIaHA OTBETA HA KaX bl BOIIPOC;

4 3Tamn — MOMCK MPUMEPOB IO TaHHOW MpoOIeMaTHKe.

PadoTa ¢ 02a30BLIM KOHCIIEKTOM

[TporpaMMoil AMCUMIUIMHBI MPEIyCMOTPEHO YTEHHE JIEKIMH B Pa3MUYHBIX (opMax
UX TPOBEACHHUSA: NPOOJIIEMHBIC JIEKIIMA C DJJIEMEHTaMH JBPHUCTUYECKON Oecesl,
UHPOPMAITMOHHBIE JICKIIUHM, JIEKIMH C OIOPHBIM KOHCIIEKTHPOBAHUEM, JICKIIUU-
BU3YAJIN3ALINAHN.
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Ha mexknusx mpenopaBarens paccMaTpuBaeT BOIPOCHI IPOTrpaMMbl  Kypcea,
COCTaBJICHHOW B COOTBETCTBHUH C IOCYJIaPCTBEHHBIM 00pa30BaTEIbHBIM cTaHAapTOM. W3-
3a HEIOCTAaTOYHOI'O KOJINYECTBA AYJUTOPHBIX YacOB HEKOTOPBIE TEMBI HE YIAETCA
OCBETUTh B IIOJIHOM O0BEME, MO3TOMY IPENOJaBaTeNb, IO CBOEMY YCMOTPEHHIO,
HEKOTOpPbIE BOMPOCHI BHIHOCUT HAa CaMOCTOATENbHYIO padOTy CTYJEHTOB, PEKOMEHIYS
Ty WIHA UHYIO JINTEPATYPY.

Kpome 3toro, mms mydmero ocBO€HUs Marepuaja M CUCTEMATH3allMM 3HAHWUW I10
JUCIUITINHE, HE0OX0IMMO MMOCTOSTHHO pa30upaTh MaTepHalibl JIGKIUN MO0 KOHCTIEKTaM U
y4€OHBIM TTOCOOUSIM.

Bo Bpems camocTosTeNnbHON TPOpabOTKH JIEKIIMOHHOTO MaTepuana ocoboe
BHHMAaHUE CIENYET YAEHATh BOZHUKIIMM BOIIPOCAaM, HEMOHATHBIM TEPMUHAM, CLIOPHBIM
TOYKaM 3peHus. Bce Takre MOMEHTHI CleNyeT BBIAEIUTh WM BBIIUCATH OTIEIBHO JJIS
JabHEHIIeT0 OOCY)KIIEHUS Ha MPaKTHYEeCKOM 3aHATHU. B cimywyae HeoOxomumocTu
oOparaTteCcsi K MPEnoJaBaTeNio 3a KOHCyJbTanuen. [1onHbI cucoK JaUTepaTypsl IO
JUCIUIUIMHE MPUBEEH B paboyeil mporpaMMme JTUCHUTUIHHBIL.

Hanucanue KOHCIEKTA

Koncmekr (ot ymat. conspectus — o0630p, u3nokeHne) — 1) MUCbMEHHBIH TEKCT,
CUCTEMAaTUYEeCKH, KpaTKO, JIOTUYHO U CBSI3HO IEpeNaroluil coaepKaHhue OCHOBHOTO
UCTOYHMKA MH(OpMAIuu (CTaThH, KHHUTH, JICKIUH U Jp.); 2) CUHTe3upyomas Gpopma
3aMucHu, KOTOpasi MOXKET BKIIIOYATh B ce0sl IUIaH UCTOYHUKA MH(OpPMAIMU, BBIUCKHA U3
HETO U €T0 TE3UCHI.

Buapl KOHCIIEKTOB:
— TUTAHOBBIA KOHCHEKT (IJIAaH-KOHCIEKT) — KOHCIIEKT Ha OCHOBE C(OPMHUPOBAHHOTO
IUIaHa, COCTOAILEIO U3 OMNPENEICHHOrO0 KOJWYEeCTBa ITYHKTOB (C 3arojoBKaMu) H
MOJMYHKTOB, COOTBETCTBYIOIIUX ONPEEICHHBIM YacTsIM UCTOUYHHUKA MHPOPMALIUH;
— TEKCTyaJIbHbIH KOHCIEKT — TMoApoOHas (opma H3JI0KEHHUs, OCHOBaHHAs Ha
BBIITUCKAX U3 TEKCTA-UCTOYHUKA U €r0 HUTUPOBAHUU (C JJOTUYECKUMHU CBSI3AMH);
— MPOU3BOJIbHBIN KOHCTIEKT — KOHCIEKT, BKIIOYAIOIINNA HECKOIBKO CIOCOO0B paboThI
HaJl MaTepuaaoM (BBITUCKH, IIATUPOBAHNUE, TIJIaH
¥ 71p.);
— CXEMAaTUYECKUHA KOHCIEKT (KOHTEKCT-CXeMa) — KOHCIEKT Ha OCHOBE IUIaHa,
COCTABJICHHOI'O U3 IYHKTOB B BUJI€ BOIIPOCOB, HA KOTOPBIE HY>KHO JaTh OTBET;
— TEMaTUYECKUWA KOHCHEKT — pa3paboTKa U OCBEIIEHHWE B KOHCIEKTHUBHOUN (opme
ONPEAEIICHHOTO BOIIPOCA, TEMBI;
— OmnopHbId KOHCHEKT (BBeaeH B. @. IllaTtanoBbIM) — KOHCIEKT, B KOTOPOM
CoJlep)KaHMEe MCTOYHMKA HH(MOpPMALUK 3aKOJUPOBAHO C TIOMOIIBIO TpaduuecKux
CHUMBOJIOB, PUCYHKOB, ITU(P, KIFOUEBBIX CJIOB U JIp.;
— CBOJHBIN KOHCIIEKT — 00paboTKa HECKOJIBKUX TEKCTOB C IEJIbI0 MX COMOCTABICHHUS,
CpPaBHEHUS U CBEACHUS K €JMHON KOHCTPYKIUY;
— BBIOOPOYHBIN KOHCTIEKT — BBIOOP M3 TEKCTa MHPOPMAIIUU HA OTIPEIICTICHHYIO TEMY.
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®opMbI KOHCTICKTUPOBAHUS:
— 1aH (IIPOCTOM, CIOXKHBIA) — ¢dopMa KOHCIEKTHUPOBAHHUSA, KOTOpas BKIOYAET
aHaIM3 CTPYKTYpPHI TEKCTa, 0000IIEeHNE, BBIICJICHUE JIOTUKH Pa3BUTHUS COOBITHN U UX
CyTH;
— BBIMMCKM — TIpocTedmas (opmMa KOHCIEKTHPOBAHHUSA, TMOYTH JIOCIOBHO
BOCITPOU3BO/ISIIIAS TEKCT;
— Te3uchl — (opMa KOHCIIEKTUPOBAHMS, KOTOpas MPEACTABISICT COOOW BHIBOJBI,
CleTaHHbIE HAa OCHOBE MPOYHMTAHHOTO. BBINEISIIOT MPOCThIE U OCIIOKHEHHBIE TE3HCHI
(KpOMe OCHOBHBIX TTOJIOKEHHUH, BKIIOUAIOT TAK)KE BTOPOCTCTICHHBIC);
— I[WTHUPOBAaHHWE — JIOCIIOBHAs BBIMHCKA, KOTOpas HUCMHOJb3yeTcs, KOorja mepeaarhb
MBICITb aBTOpPa CBOMMHU CJIIOBAMHU HEBO3MOXHO.

BrinonHenue 3agaHust:
1) onpeaenuTh eNb COCTABICHHS KOHCIIEKTA;
2) 3anmcaTh Ha3BaHHUE TEKCTA WITU €T0 YacTH;
3) 3anmcarh BBIXOHBIC JaHHBIC TEKCTA (aBTOP, MECTO U TOJ] U3JIaHU);
4) BBIICTUTH TPU IEPBUYHOM UYTEHUU OCHOBHBIC CMBICIIOBBIC YaCTH TEKCTA;
5) BBIZICIIUTH OCHOBHBIC MTOJIOKEHHUS TEKCTa,
6) BBIACIIUTD MOHATHUS, TEPMHUHBI, KOTOPBIE TPEOYIOT pa3bsICHEHUN;
7) mocnenoBaTeIbHO U KPATKO M3JI0XKHUTh CBOUMH CIIOBAMH CYIICCTBEHHBIC MOJOXKCHHUS
U3y4aeMOro MaTepuaa;
8) BKJIIOYUTH B 3aIMCh BBIBOJBI 10 OCHOBHBIM ITOJIOKEHHSIM, KOHKPETHBIM (hakTaM u
npumMepam (6e3 ToApoOHOro ONUCAHNUSA);
9) wucnonp30BaTh MPUEMbl  HATISIHOTO  OTPAXCHHs  cojaepkaHus  (ab3arrsl
«CTYTEHbKaMMy, Pa3JIUYHbIE CTIOCOOBI MOTYEPKUBAHUS, PYUYKH PA3HOTO IIBETA);
10) coOuroaTh MpaBWiIa MATUPOBAaHUS (IIMTaTa JOJDKHA OBITH 3aKIFOYCHA B KaBBIYKH,
JlaHa CChIJIKA HA €€ MCTOYHUK, YKa3aHa CTPAHHUIIA).

[Tnarupyemble pe3ybTaThl CAMOCTOSTEIBHON pabOTHI:
— CHOCOOHOCTh CTYIEHTOB aHAJIM3WUPOBATH PE3yJNbTAaThl HAYYHBIX WCCICIOBAaHUN U
MPUMEHSITh MX TPHU PEIICHUH KOHKPETHBIX 00pa30BaTEIbHBIX W HMCCIEIOBATEIIbCKUX
3ajad;
— CTMOCOOHOCTh pemiaTh CTaHAAPTHBIE 3a1a4d Npo(ecCHOHATBHOW NESTeTHHOCTH Ha
OCHOBE MH(POPMAIIMOHHON u OubOIHorpadguyeckoil KylabTypbl C MNPUMEHEHHEM
nH(OPMAITMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI U C YI€TOM OCHOBHBIX TPEOOBAHHIA
UH(POPMAITMOHHOM 0€30MacHOCTH.

IloaroroBka k NPaAKTHYCCKOMY 3aHATUIO

MeToanvyeckue peKOMEHIAlUK 10 MTOArOTOBKE K MPAKTUYECKUM 3aHITUAM

[TonroroBka K MPAKTUUYECKOMY 3aHATUIO BKIIIOYAET CJICAYIOIIUE DJIEMEHTHI
CaMOCTOSITEJIbHOM  JI€SITEIbHOCTU: YETKOE MpPEACTaBICHUE I1EeIM MW 3aJad  €ero
IIPOBEJICHUS;,  BBIJACICHUE  HABBIKOB  YMCTBEHHOM, AaHAJIMUTUYECKOW, HAYyYHOU
NEeSTEHLHOCTH, KOTOPBIE CTAHYT PE3YIbTATOM MPEACTOAIIEH PaOOTHI.
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BripaOoTka HaBBIKOB OCYIIECTBIISICTCSI C TIOMOIIBIO TTOTyYEHUS] HOBOW MH(POPMAIIH
00 M3y4aeMbIX MPOIECCaX U C MOMOIIBI0 3HAHUS O TOM, B KaKOH CTENEHU B JAaHHOE
BpEMsI CTYJEHT BIIAJIC€T METONAMHU HCCIEA0BATEIBbCKOM NESITENbHOCTH, KOTOPBIMU OH
CTaHET I0Jb30BaThCS HA PAKTUYECKOM 3aHATHH.

CnenoBatenbHO, pab0Ta HAa MPAKTUYCCKOM 3aHATHH HaIlpaBJICeHa HE TOJIBKO Ha
MO3HAHKWE CTYJCHTOM KOHKPETHBIX SBJICHHN BHEITHETO MHpa, HO W Ha W3MCHEHHE
caMmoro ceos.

Bropoii pesympTar OYeHb Ba)K€H, MOCKOJIBKY OH oOecrieumBaeT (opMHpOBaHUE
TaKuX OOIIEKYJIbTYPHBIX KOMIIETEHIINH, KaK CIIOCOOHOCTh K CaMOOpTaHU3alH |
caM000pa30BaHUI0, CIIOCOOHOCTh HCIIOJIB30BaTh METOABl cOopa, 0OpabOTKH W
UHTEPIpPETAlMd  KOMIUIEKCHOW HMH(OpManuu Jjisl  PElIeHHUs OpraHU3aluOHHO-
YIIPaBIEHUYECKUX 3a/la4, B TOM YHCIIe HAXOJMSAIIMXCS 3a MpelelaMi HelOCPEICTBEHHOM
cdephl AeATENbHOCTH CTYEHTA. MIPOILECCOB U SIBIICHHA, BBIICITSIIOT OCHOBHBIE CITOCOOBI
JI0Ka3aTeIbCTBA AaBTOPAMHU HAYYHBIX paOOT IIEHHOCTH TOTO, YeM OHH 3aHUMAIOTCHL.

B Xozme caMoOro mnpakTUYECKOTO 3aHIATUS CTYACHTBl CHadalla IPEICTaBIISIOT
HallIeHHblE UMU BapUaHThl (POPMYIHPOBKU aKTYaJIbHOCTH HCCIIEIAOBAaHUSA, 00CYKIAIOT
uX 1 000CHOBBIBAIOT CBO€ MHEHHUE O HAWIYUlIeM BapuaHTe.

O0bBEM 3a1aHmil pacCYUTaH MaKCUMAaJIBHO Ha 1-2 yaca B HEACIIO.
IoaroTroBKa K yCTHOMY ONPOCY

C nenpr0 KOHTPOJISI M MOATOTOBKH CTYAEHTOB K M3YYEHHMIO HOBOW TE€MBI BHaJalle
KOKJIOW MPAKTHYECKOTO 3aHATHUS IPENOJABATENIEM ITPOBOAUTCSA WHAMBUILYAIBHBIA WIH
(GpOHTANBHBIN YCTHBIN OMPOC MO BBHITOJHEHHBIM 33JaHUSIM MPEABIAYIIECH TEMBI.

Kpurepun onieHKH yCTHBIX OTBETOB CTYACHTOB:

— TPaBWIBHOCTh OTBETA M0 COJACPNKAHUIO 3aJaHMs (YUUTHIBAETCS KOJIMYECTBO U
XapakTep OMKMOOK MPHU OTBETE);

— MOJIHOTA U TNTyOuHa OTBeTa (YYUTHIBAETCSA KOJIUYECTBO YCBOCHHBIX (DAKTOB, MOHITHUN
U T.IL);

— CO3HATENBHOCTh OTBETA (YUUTHIBAETCSI MOHMMAHUE U3J1araéMoro Marepuasa);

— JIOTMKAa HW3JI0KEHUs Marepuana (y4UThIBAETCS YMEHUE CTPOUTH LIEJTOCTHBIM,
NOCJIEIOBATENbHBIN PacCcKa3, PaMOTHO MOJIb30BAThCS CHIEHUATbHON TEPMUHOIJIOTHEN);

— PaIMOHAJIBHOCTh HCIOJB30BAHHBIX MPHEMOB M CIHOCOOOB pEILICHHS MOCTAaBICHHON
yueOHON 3amaun (yUUTHIBACTCSA YMEHHE HCIIOJIb30BaTh HAWOOJee MPOTPECCUBHBIC U
3¢ pexTUBHBIE CIOCOOBI TOCTYKCHHMSI IIEITH );

— CBOEBPEMEHHOCTb M A()(PEKTUBHOCTH HCIIOJIB30BAHUS HATTATHBIX TOCOOMA U
TEXHUYECKUX CPEACTB MPHU OTBETE (YUUTHIBAETCS TPAMOTHO M C MOJIb30H MPHUMEHATH
HATJSAHOCTh M IEMOHCTPAIIMOHHBIN OTBIT PU YCTHOM OTBETE);

— UCIOJIb30BaHUE JIOMOJIHUTEIBLHOTO MaTepHaiia (00a3aTeNbHOE YCIOBUE);
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— palMOHAIBHOCTH MCIOJB30BaHMS BPEMEHHU, OTBEJICHHOTO Ha 3aaHue (He 0100psIeTcs
3aTSSHYTOCTh  BBITIOJIHCHHSI 3aJlaHUs, YCTHOTO OTBETa BO BPEMEHH, C YYCTOM
WHINBUIYATbHBIX OCOOCHHOCTEH CTYJCHTOR).

IHoaroroBka Kk 3a4ery

3ader sABIAETCA TPAAUIMOHHON (POPMOIT MPOBEPKU 3HAHUN, YMEHUN, KOMIIETEHITUH,
c(OPMHUPOBAHHBIX Y CTYACHTOB B IPOLIECCE OCBOCHMS BCErO COACpPKAHUS HU3ydaeMOM
TUCHMITIMHBL.  OOBIYHBIA  3a4eT OTIMYaeTcsl OT DJK3aMeHa TOJBKO TEM, 4TO
npenojaBarens He nuddepeHnupyeT 0amibl, KOTOPHIE OH BHICTABIISIET IO €T0 UTOTaM.

CamocrosTenbHass IOATOTOBKA K 3a4€Ty JIOJKHA OCYIIECTBIATHCS B TEUEHUE BCErO
CEMECTpa, a He 32 HECKOJIBKO JTHEH /10 €ro MPOBEACHHUS.

[ToaroroBka BkIIOYaeT cieAyromue AeicTBus. IIpexae Bcero Hy)XHO NMEpPEeUYUTaTh
BCE JIEKIIMM, a TaKXKe MaTepuaibl, KOTOpPble TOTOBWJIMCH K CEMHHAPCKUM H
NPaKTUYECKUM 3aHATUSIM B TEYEHHE CeMecTpa. 3areM HaJ0 COOTHECTH JTY
uH(pOpMaIMI0O C BOMNpPOCAaMHU, KOTOpble JaHbl K 3adery. Eciam wuHbopmanmu
HEJ0CTaTOYHO, OTBETHl HAXOASAT B MPEAJIOKEHHOW NpernojaBareieM JUTEpaType.
Pekomennayercsi naenaTh KpaTkhe 3amucu. Pedb wuper He O IImaprajike, a o
(GbopMHpPOBAaHMK B CO3HAHUHM YETKOM JIOTMUYECKOM cXeMbl OTBeTa Ha Bompoc. Hakanyne
3a4yera HEOoOXOJAMMO TMOBTOPUTH OTBETHI, HE 3arfisijpiBas B 3amnucu. Bpems Ha
MOJATOTOBKY K 3a4€Ty [0 HOpMaTHBaM YHUBEPCUTETA COCTABIIAECT HE MEeHee 4 4acoB.

11. Ilepeyenb MHGPOPMALMOHHBIX TEXHOJIOIMI, HCI0Jb3yEeMbIX IIPH
OCYILIECTBJIEHNH 00Pa30BaATEJILHOI0 MPOIECCa MO JUCHUILINHE (MOTYJII0)
(BKJIIOYAsI IepeYeHb MPOrPaMMHOIo odecriedeHus 1 HHGOPMAIMOHHBIX

CIPABOYHBIX cHCTeM (IIPH HEOOXOAMMOCTH)

NudopmaninoHHbIe TEXHOIOTUN IPUMEHSIOTCS B CIEIYIOIINX HAIPABICHUSX:
oopMIIeHHE THCHMEHHBIX pabOT BBINOIHIETCS C HCHOJB30BAHUEM TEKCTOBOTO
penakTopa;

JIEMOHCTpPAIAS KOMIIBIOTEPHBIX MAaTepUaioB C HWCIOJIb30BAHUEM MYJIbTUMEIUUHBIX
TEXHOJIOTHH;

UCTIOJIb30BaHNEe WH(POPMAIMOHHO-CIIPABOYHOTO 00ECIIEYeHHsI, TAKOTO KaK: MPaBOBbBIE
cnpaBouHble cuctembl (KoncynmpTant+ wu 1p.), OHIAWH cIOBapW, CHPABOYHUKHU
(I'pamota.py, UnTyut.py, Bukuneaus u ap.), HayuyHble MyOIUKaIUH.

UCTIOJIb30BaHUE CIECIMATN3NPOBAHHBIX CIIPABOYHBIX CUCTEM (IJIEKTPOHHBIX Y4EOHUKOB,
CIPaBOYHHMKOB, KOJUIEKIMH WIUIIOCTpauuid u  (oromsoOpakenuit, (HoToOaHKOB,
po(hecCHOHATBHBIX COLMANBHBIX CETeH U Ip.).

OpenOffice Ccepika: http://www.openoffice.org/ru/

Mozilla Firefox Ccpinka: https://www.mozilla.org/ru/firefox/new/

Libre Office Ccpunka: https://ru.libreoffice.org/

Do PDF Ccrinka: http://www.dopdf.com/ru/
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7-zip Ccbuika: https://www.7-zip.org/

Free Commander Ccrinka: https://freecommander.com/ru

be Reader Ccruika: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.htmlmomo

Gimp (rpadpuueckuit penakrop) Cebuika: https://www.gimp.org/

ImageMagick (rpaduueckwii pemaKkTop) Ccpuika:
https://imagemagick.org/script/index.php

VirtualBox Ccpuika: https:// www.virtualbox.org/

Adobe Reader Ccpunka: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html
Oneparnmonnas cuctema Windows 8.1 JlunensuonHas Bepcus o gorosopy Ned71\1 ot
11.12.2014 1.

DneKTpoHHO-0MbIMoTeYHast cucteMa bubmuokomrekTaTop

HanumonanpHa snexktponHas 6ubnuoreka - deaepaibHOe TOCYyIapCTBEHHOE OFOKETHOE
yapexaenne «Poccuiickas rocynapcrsenHas oudianorexkay (PI'BY «PI'by)

Penaxuus basel nannbix «I1OJITIPEJ] CripaBouHUKNY
DnekTpoHHOo-0ubmoTeuHas cucrema «JIAHDb

12. Onucanne MaTepHAJIbHO-TEXHUYECKOMN 0a3bl, HEO0OXO0AUMOM /151
OCYILIECTBJICHUSI 00PAa30BaTEJIBLHOIO NMPOoLecca Mo AUCHUILIMHE (MOIYJIIO)

-KOMIIBIOTEPHBIN Kiacc W AocTyn K cetd MHTepHeT (BO BpeMs CaMOCTOSITEIbHOU
MOJATOTOBKH) (JIOJKEH OBITh MPUJIOKEH IPaPUK 3aHATOCTH KOMIBIOTEPHOTO Kjlacca);
-TIPOEKTOP, COBMEUICHHBIH C HOYTOYKOM Ui MPOBEICHHUS JIEKIMOHHBIX 3aHSATHI
NPEenoaaBaTeieM U MPEe3eHTAIUN CTYJCHTAMU PEe3yIbTaTOB PaboThI

-pa3IaToOYHbIA MaTepua JJisl IPOBEIEHUS TPYIIIOBOM pabOThI;

-METOAMYECKUE MaTepuanbl K MPAKTHUYECKUM 3aHATHUAM, JEKIUH (PYKOIHUCH,
AIIEKTPOHHAsA BEpCUs), NUJAKTHUYECKHI Marepuan JUisl CTYACHTOB (TE€CTOBBIE 3aJaHMS,
MYJIbTUMEIUNHBIC TTPE3CHTAIINN);

-l mpoBenmeHust  JNEKUMOHHBIX M NPAKTHUECKUX  3aHATHH  HeoOxoauma
CHelMaTu3upOBaHHas ayauTopusi — Jaboparopus TexHochepHas 0e30MacHOCTS,
OCHAILICHHAs HWHTEPAKTUBHOM JIOCKOM, B KOTOPOM Ha CTEHAAX pPa3MEIICHBI
HEOOXOIMMBIE HATISIIHBIE TOCOOUS.
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