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TB-22: Pabouas nporpamma qucuumuinsasl 51.B.J1B.09.01 «JlokymeHTaloHHOE oOecriedeHne yIPaBICHUsT B OXpaHe Tpyaa»

1.Padouas mnporpamma aucuumuineabl Bb1.B.JIB.09.01 «/lokymMeHTanuoOHHOE
ol0ecrieyeHue YNpaBJieHUs] B OXpaHe TPyAa» s OakajaBpUaTa HaNpaBJieHHUsA
noaroroBkn 20.03.01 Texnochepnas 06e3omacHOCTb, NPOoGUWIbL MNOATOTOBKH
«be30nacHOCTh TEXHOJIOTHYECKUX MPOLECCOB.

2.Ilepedyenb IUIAHMPYEMBIX Ppe3yJbTATOB O00y4YeHHMsl 10 [MCHUILIUHE,
COOTHECEHHBIX ¢ IUIAHHUPYEMBbIMH Ppe3yJbTaTaAMH OCBOeHHMsI 00pa3oBaTebLHOI
NporpamMmblI

2.1. lleab 1 321244 U3yYeHHUS] AMCHUTLIAHBI (MOAYJIA)

Henv oucyunaunvt (moodyna):
— MOJTOTOBKA OYIyIIMX CHEIUAIKMCTOB TPYAOOXPAHHOTO MPOGUIIS K PEIISHUIO 3a/ad,
CBSI3AHHBIX C OpPraHu3alMed JIOKYMEHTAJIbHOIO CONPOBOXKICHUS  yIPaBICHUS
TPYAOOXPAHHBIX MTPOILIECCOB OPraHU3ALNH.

Yuyeonwie 3a0auu oucuyunaunovt (mooyns):
— TIOJyYeHHE 3HAHUH 110 OCHOBHBIM IIPUHIIMIIAM, TMOHATHSAM (OPMHUPOBAHUS HAYKU
«/lokyMeHTHpOBaHWE YMPABICHUYECKOW JEATCILHOCTHY», TMPUHIUIIOB W 3aKOHOB
OpraHM3aliy JOKYMEHTO00O0pOTa Ha MPEANPUITHH (B TOM YHCIIC U B TPYAOOXPAHHOM
acIIeKTe);

— (opMmupoBaHUE YNPABICHUYECKOW M HMHON OPraHU3aIlMOHHO- PACHOPSAUTEILHOMH,
CIIPaBOYHO-UH(DOPMAIIMOHHON W CIPABOYHO-aHAIUTUYECKOW  JTOKYMEHTAIlWU,
CBSA3aHHOU C TPYJIOOXPaHHOMU JEATEIbHOCTBIO HA IPEANPUATHH;
— (hopMHpOBaHUE YMEHUM MPUMEHATH MOJTYYEHHbIE 3HAHMS K PEIICHUIO BOMPOCOB IO
OpraHU3alMOHHBIM IpoIeccaM B c(hepe 0OXpaHbl TpyAa paOOTHUKOB Ha MPEANPUITHH;
— OBJIQJICHWE OCHOBHBIMH TMPHUHIMUIAMU (HOPMUPOBAHUS JTOKYMEHTHUPOBAHUS
YVIPABJICHUYECKON NESITEIbHOCTH, 3aKOHAMHU OpraHU3allMi, HaBbIKAMU COCTaBJIEHUS
HEO0OXOUMBIX YIIPABICHUECKUX U UHBIX JIOKYMEHTOB.
2.2. [lnanupyemble pe3yabTAThl OCBOCHHUS IMCUUIIIMHBI

ITpontecc m3yuenust qucuumuinabl b1.B.JIB.09.01 «/lokymeHTalimoHHOE OOecreueHue
VOpaBJI€HUS B OXpaHe Tpyda» HampaBlieH Ha (OPMUpPOBAHUE CIIEIYIOIIUX
KOMITETEHLINH:
VYK-4 - CnocobeH oCyleCTBIATh €TOBYI0 KOMMYHHMKAIIMIO B YCTHOM M MUChMEHHOMU
dbopmax Ha rocymapCTBEHHOM si3bike Poccuiickort deneparuu ¥ MHOCTPAHHOM(BIX)
Aa3bIKe(ax)
[1K-1 - Cnocoben peann3oBbIBaTh HOPMATUBHOE OOecrieueHne O€30MacCHbIX YCIOBUM U
OXpaHbl Tpyia
[IK-3 - CnocoOeH ocymecTBisATh cOop, o0pabOTKy M mepemady HHGOPMAIMU TIO
BOIIPOCAaM YCJIOBUM U OXpaHbl Tpyaa

B pesynbrare uzydeHus TUCHUIUIMHBI CTYICHT JIOJKEH:
3HATH:
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— HOPMATUBHbIE, KOMMYHUKATUBHbBIC, ITUUECKUE ACTIEKThl YCTHOM M MUCHbMEHHOM
peuu;

— SI3BIKOBBIE XAPAKTEPUCTHUKU TUIIOB TEKCTOB M PEUEBBIX KAHPOB, PEAUIU3YEMbBIX B
pPa3TMYHBIX (QYHKIIMOHATBHBIX CTWIAX (O(HIIMaTbHO-IET0BOM, OOMXOTHOM) B UX
YCTHOW Y TUCbMEHHOMN Pa3HOBUAHOCTSX;

— HOPMaTHMBHYIO TpaBoByl0 ©0a3y B cdepe oOXpaHbl Tpyda, TPYAOBOE
3aKOHOIAaTeNbCTBO Poccuiickon Penepanuuy;

— BUJBI JIOKAJILHBIX HOPMATHBHBIX aKTOB B cepe OXpaHbl TPyla W TOPSIOK HX
pa3pabOTKH, COTJIACOBAHUS, YTBEPKIACHUS U XPAHCHUS;

— myTH (KaHaJbl) JOBEACHHS HHGOPMAIIMH TTO BOIIPOCAM YCIOBHM U OXpaHbI TPyia
710 paOOTHUKOB, HHBIX 3aMHTEPECOBAHHBIX JIUIL;

— COCTaB U MOPSAIOK O(POPMIICHUS OTYETHOM (CTATUCTUUYCCKOMN) MOKYMEHTAIIUU TIO
BOIIPOCAM YCJIOBUM M OXPaHBI TPY/Ia.

YMmerh:

— aHAJM3MPOBATh M CO3/1aBaTh TEKCTHI Pa3HBIX CTUJIEH B 3aBUCHMOCTH OT CQephl
OOIIIEHHS,;

— IPUMEHSTh TOCYJApCTBEHHBIC HOPMAaTHUBHBIC TPEOOBaHHUS OXpaHBl TPpyaa MpPH
pa3paboTKe JOKaTbHBIX HOPMAaTUBHBIX aKTOB,;

— NIPUMEHATh HOPMATUBHBIC IIPABOBBIE AKThl WU HOPMATUBHO-TEXHUYECKYIO
JTOKYMEHTALMIO B YACTH
BBIJICTICHUSI B HUX TpeOOBaHMH, MPOIEAYp, PErJaMeHTOB, PEKOMEHIALMM s
ajanTanuu u
BHEJIPCHUS B JIOKAJIbHYIO HOPMATUBHYIO IOKYMEHTALIUIO;

— aHAJIU3UPOBATh M OLEHUBATh MPEMJIOKEHHS U 3aMEYaHUs K IPOEKTaM JOKaJIbHbBIX
HOPMAaTUBHBIX
aKTOB 110 OXpaHe TPYy/a;

— MOJIB30BAaThCSl  CIPABOYHBIMM  HMH(POPMAIMOHHBIMU 0azaMu  JaHHBIX,
COZIEpKAIINMU JOKYMEHTBI U
MaTepualibl 10 OXpaHe TpyAa;

— pa3pabatbeiBaTh (TiepepadaThiBaTh) MPOEKTHl JIOKAIHHBIX HOPMATUBHBIX aKTOB,
oOecreynBarONMX Cco3JaHue W (YHKIIMOHUPOBAHUE CHUCTEMBI YIIPaBIICHUS
OXpaHOM TpyHa;

— MOJATOTaBJIMBaTh  JIOKYMEHTBI, COJEpXKallue TMOJHYI0 U  OOBEKTHUBHYIO
uH(OpMaIIHIO IO BOIIPOCaM OXpaHbl TPY/a.

Baapers:

— MPUHIIAIIAMU CO3JaHUs TEKCTOB Pa3HBIX (QYHKIIMOHATHLHO-CMBICTOBBIX THUIIOB;

— o0muMu  mpaBujiaMi  OPOpMIIEHHS JOKYMEHTOB pa3JIMYHBIX THUIIOB Ha
rocyjaapctBeHHOM si3bike; (YK-4.3.1);

— OCHOBaMH HOPMATUBHOI'O O0ECIIEYEHUsI CUCTEMBI YIIPABIIEHUS OXPAaHOU TPY/a;
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— HaBbIKAMU  pa3pabOTKM  MPOEKTOB  JIOKAIbHBIX  HOPMATHUBHBIX  aKTOB,
oOecreunBarOMX Cco3MaHue # (YHKIMOHUPOBAHWE CHUCTEMBI yIPABIICHUS
OXpaHoU TpyAa;

— HaBBIKAMHU TEPEPAOOTKH JIOKATHHBIX HOPMATHUBHBIX aKTOB IO BOTPOCAM OXPaHbBI
TpyJla B Cly4yae BCTYIUICHHS B CHJIY HOBBIX WJIM BHECEHHUS W3MEHEHUH B
JIEHCTBYIONME HOPMATUBHBIE MPABOBBIE aKThI, COACpPKAIINE HOPMBI TPYIOBOTO
npaBsa;

— MeTojaMu  cbopa wuHPOpPMAIMM U TOPEMIOKEHUH OT pabOTHUKOB, UX
MPEACTABUTEIBHBIX OPraHOB, CTPYKTYPHBIX MOMAPA3NCICHUN OpraHU3ANH 10
BOIIPOCAM YCJIOBHM M OXpaHbl TPY/a;

— METOJIaMH OpraHu3anuu cOopa M 00paboTku MHOOPMAIUU, XapaKTePU3YIOMeH
COCTOSIHME YCJIOBHUI M OXpaHbl TpyJla y paboTo aTes;

— HaBBIKAMHU  TOATOTOBKM  OTYETHOM  (CTAaTHCTHYECKOW)  JOKyMEHTAIluu
paboToaaTess Mo BOIpocaM YCJIOBUHM U OXpaHbl TPY/a.

3. Mecro aucuuminabl B crpykrype OIOIL.
Huctunuaa b1.B.JIB.09.01 «JlokyMeHTallMOHHOE OOeCreueHre YIpaBiIeHUS B
OXpaHE TpyAa» OTHOCHUTCA K JHUCIHWIUIMHAM 110 BBIOOPY dacTH, (GOpPMHUPYEeMOI
y4aCTHUKaMU 00pa30BaTeNIbHBIX OTHOIIEHUH Y4eOHOTOo IUIaHa.

4. O0beM IMCHUILIHHBI (MOAYJIA)
(B 3aueTHBIX EAWHHUIIAX C YyKa3aHWEM KOJIMYECTBA  aKaJEMUYECKUX  WIH
ACTPOHOMUYECKHX YacOB, BBIJICJICHHBIX HAa KOHTAKTHYI paboTy OOydarommxcs ¢
npernojaBarenieM (MO BHUAAM YYEOHBIX 3aHATHI) M Ha CaMOCTOSITEIbHYHO paboTy
00yJaroIImXxcsi)

KonrakTHbIE Yachl
Obmiee KOJI-BO KonTtpons
Cemectp KOJI-BO 3au. 126. | "P2| cem. Ccp (Bpems Ha
4acoB €IMHHUI] Beero | nex sar. |73 an u3 KOHTPOJIb)
8 108 3 48 18 30 60 3a
Hroro mo ODO 108 3 48 18 30 60
9 2 2 2
10 106 3 14 4 10 88 3a (4 4.)
Hroro o 300 108 3 16 6 10 88 4

5. Conep:xaHue AUCHUIVIMHBI (MOAYJisi) (CTPYKTYPMPOBAaHHOE IO TeMaM
(pa3zesamM) ¢ yKa3zaHHeM OTBEJACHHOI0 HA HMX KOJMYECTBA AKAAEMHYECKHUX HJIH
ACTPOHOMHMYECKHUX YACOB M BUIOB YUEOHBIX 3aHATHH)

KomnnuectBo yacos
dopma
HaumeHoBaHue TeM ouHas opma 3a04Has Gopma p
(pazmenos, Mmogyaeit) | 2 2 TEKYHero
~ ~
p > Y. 5 B TOM YHCIIE 5 B TOM YHCJIE KOHTPOIS
B 1 | a6 mp |cem| U3 | CP B 1 |na6 mp |cem| U3 | CP
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Pa3snen 1. BBenenne B JOKyMeHTaLMOHHOe o0ecnieyeHue ynpasiaeHusi. HopmaTnBHo-MeToAn4Yeckas 0a3a

1.1.0cHOBHBIE
TIOJIO’KEHUS TI0
JIOKYMEHTHUPOBAHUIO
YOPABICHUYECKOU
JIeSITeTbHOCTH.
TpeboBanus k
0hOpMITCHHUTO
PEKBU3HUTOB.

16

15

YCTHBIi onpoc

Pazpmen 2.

JloOKyMeHTHpOBaHue

yHpaBJIeHYeCK

HX TOKYMECHTOB

2.1.JlokyMEeHTHPOBaHU
€ OpraHU3allOHHO-
MIPABOBBIX
JIOKYMEHTOB

16

15

YCTHBIi onpoc

2.2.JIokyMEeHTHPOBaHU
€ OpraHu3alioOHHO-
pacnopsAUTENbHBIX
JIOKYMEHTOB

16

15

YCTHBI onpoc

[TpakTudeckas padbota
Nel. Tema:
«IIpoextupoBanue u
co3laHue OJITHKOB
JIOKYMEHTOB
OpraHHU3aIiN)»

HPaKTHYECKOE
3aJlaHue

2.3.JlokyMeHTHpOBaHU
€ CIIPaBOYHO-
UHGOPMAITUOHHBIX U
CIPaBOYHO-
AHATTUTHYECKUX
JIOKYMEHTOB.

18| 2

16

YCTHBII onpoc

[Mpaktudeckas pabora
No2. Tema: «Co3naHue
mabI0HOB OJIAHKOB
OpraHH3aIfu C
YTJIIOBBIM
pacrojIoXKeHHEM
PEKBU3UTOB C
HCITOJIE30BaHUEM
MHCTPYMEHTAJIBHBIX
cpenctBs Wordy

TIPAKTAYECKOC
3aJlaHue

2.4.JlokyMEeHTHPOBaHU
€ JIeATeIbHOCTH
KOJUTETHaJIbHBIX
OpraHoB U paboTHI ¢
KaJI[paMH.

10| 2

15

15

YCTHBIH onpoc

2.5.JIokyMeEHTHPOBaHU
€ TPYZAOOXpaHHOH
JesITeIbHOCTH

10| 2

16

15

YCTHBIi onpoc
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[pakTuueckas pabota
Ne3. Tema:
«JlIOKyMEHTAIIMOHHOE
oOecrieueHue
ynpasnenus (JJOVY)
nporiecca
OpraHu3aIuu 1
MIPOBEICHHUSI
peIBAPUTEIHHOTO
MEIMIIHCKOTO
0CMOTpPa».

TIPAKTHUYIECKOC
3aJJaHue

IIpakTrueckas pabora
Ne4. Tema:
«loxymeHTanmoHHOE
obecrieueHne
ynpasieans (JOY)
mporiecca
OpraHH3aluy U
MIPOBEICHUS
MIEPUOTTIECKOTO
MEAUIIHCKOTO
OCMOTpay.

MPaKTHYECKOE
3alaHne

Pazgen

3. Opran

n3anusa 10

KYMEHT0000poTa

3.1.Peructpanus
JIOKYMEHTOB.
Opranuzanus
KOHTPOJIA 32
HCIIOJTHEHHEM
JIOKYMEHTOB.

14| 1

13

YCTHBI onpoc

3.2.0pranuzanus
XpaHeHUs
JIOKYMEHTOB.
Ilepenaua nen B
apXuB.

YCTHBIH onpoc

[MpakTudeckas pabora
Ne5. Tema:
"CocraBieHnue u
odopmiteHne
MHCTPYKILMH 0
oxpane Tpyaa".

MPAaKTHYECKOE
3a/[aHne

[IpakTuaeckas pabota
Ne6. Tema:
"«JlOKyMEHTaIIHOHHOE
obecrieueHue
opraamuzanuu padoT ¢
MMOBBIIIICHHOM
OIaCHOCTBHIO®.".

TIPAKTAYECKOC
3aJlaHue
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IMpakTryeckas pabota
Ne7. Tema:
«JIOKyMEHTAIHOHHOE
obecrieucHUe . 4 1 npaKTIecKoe
OopraHu3alnuu 1 3aJlaHue
[POBEICHUSI
TPEXCTYIEHYATOrO
KOHTPOJISD».
[IpakTrueckas paboTa
Ne8. Tema:
"CocraBiieHHE U
Oq)opM'HeHHe 3 2 1 2 2 HpaKTI/I‘ICCKOG
JOKYMCHTA 3aJlaHue
"[ToJtokeHHnE O
ciyx0e OXpaHsbI
Tpyna"
Bcero uacos 3a
108 | 18 30 60 | 104 10 88
8 /10 cemectp
dopma NpoMex.
P P 3auer 3auer -4 4.
KOHTPOJIS
Bcero yacoB
108 | 18 30 60 | 104 10 88
AUCLHUILIMHE
94acoB Ha KOHTPOJIb 4
5. 1. TemaTnueckui NJIaH JeKIui
) dopma poBeY Ko rygectBO
() IEHUS
= TeMa 3aHATHU U BOHpOCBI JICKIIU A (aKTI/IB qaCoB
ol *
Z
MHTEPAK. ) 0DO 300
1. |1.1.0cHOBHBIE OJIOKEHUS I10 AKT. 4 1
JTOKYMEHTUPOBAHUIO YITPABICHYECKON
nesTenbHOCTH. TpeboBaHus K 0()OPMIICHHUIO
OCHOGHble eonpocsl.
1. HopmaTtuBHO-MeTOIMUECKas 0asza
ACITOIIPOU3BOACTBA,
2. JlenoBble TOKYMEHTHI: IOHSATHUE, BUJIBI,
opopmiieHre. braHku 1eTOBBIX JOKYMEHTOB.
3. PexBU3UTHI: NOHATHE, KIIaCCU(DUKALIMS, BUBI.
IOpunnueckas cuina ToKymMeHTa
2. [2.1.loxyMeHTHpOBaHNE OPTaHU3AIMOHHO- AKT. 2 1
HpaBOBBIX I[OKYMGHTOB
OCHOGHble eonpocsl.
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1. IlonsATHE, Ha3HAYEHNE U COCTAB OCHOBHBIX
CUCTEM OpPraHU3alMOHHO- IPABOBOU
JOKyMEHTAlLUH;

2. YcraB, NOJ0KEHUE, PETJIAMEHT, IITATHOE
pacnucaHue, JOJDKHOCTHAS MHCTPYKIUS KaK
OCHOBHBIE OPTAHU3ALMOHHO-IIPABOBbIE
JOKYMEHTBI: X Ha3HAYCHHE , COCTAaB PEKBU3UTOB,
UX pa3MEIIEHUE B CTPYKTYPE JOKYMEHTA.

2.2.JIOKyMEHTUPOBaHNE OPTraHU3AIMOHHO- AKT. 2
pacIopsIUTENIbHBIX JOKYMEHTOB

OcHosHnbie 60npochl:

1. OcHOBHBIE BH/IBI OPTAHU3ALIUOHHO-
pacropsIUTEIIbHBIX JOKYMEHTOB;

2. Ilpukas, ykazaHue, pacopsiKeHUe, Kak
JIOKYMEHTBI, U3/1aBa€MbI€ B YCIIOBUSIX
€IUHOJINYHOTO MIPUHSATHUS PEUICHNUS,

3. IlocTaHOBNIEHHE U PELICHUE, KAK IOKYMEHTBHI,
M3/1aBa€MbI€ B YCIOBUSX KOJUIETUAIIBHOTO
MIPUHSITUS PEUICHUS

2.3.JlokyMEeHTUpPOBaHUE CIPABOYHO- AKT. 2
MH(POPMAIMOHHBIX U CIIPABOYHO-aHATTUTUYECKUX
JOKYMEHTOB.

OcHogHble 80npochl:

1. cCHOBHBIE BU[IbI CIIPABOYHO-UHGOPMAITMOHHOM
JTIOKYMEHTAIUH.

2. IIpoTokoJ — MOHSTHE, PEKBU3HUTHI, (HOPMBI,
MOPsIA0K OPOpMIIEHUS;

3. IlpennoxkeHre U MPEICTaBICHUE KaK BUIbI
CIIPaBOYHO-UH(POPMAITMOHHON JOKYMEHTAIIUY;
4. JlenoBbie 3anUCKH (OKIaaHAS, CITy>)KeOHas,
00BSICHUTEIIbHAS, TOSICHUTEIIbHAS ) — TIOHSTHE,
0COOEHHOCTH COCTaBJICHUS U OPOPMIICHUS;

5. enoBele (City»eOHbIe) TUChMa — MOHSTHE,
BU/IbI, COCTaBIICHUE U 0(OPMIICHHE

2.4.JIOKyMEHTHUPOBaHUE I€ATEIbHOCTH AKT. 2
KOJUIETHATILHBIX OPTaHOB U PA0OTHI C KaJpamu.
OcHognble 80npocyl:

1. TloHsiTHE KOJIIETHATILHOTO OpraHa U MopsioK
ero paboThl;
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2. JlokyMeHTbI, 00pa3yrolecs B AesITeIbHOCTH
KOJUIETHAJIbHBIX OPraHOB: PELICHMUS,
pacropspKeHusl, IPOTOKOIIBI, TTOPSIIOK
cocTaBlieHUs U 0QOPMIICHUS UX;

3. [IpaBuina cocraBneHus: U opopmiieHus
JOKYMEHTOB TI0 JIAYHOMY COCTaBY:

TPYZOBBIE KOHTPAKTHI MO 3asIBICHUIO, IPUKA3HI IO
JUYHOMY COCTaBy, aBToOMOTpadusi,
XapaKTepUCTHKA, pEe3IOME, X0/1aTalCTBa,
JOBEPEHHOCTH.

2.5.JIOKyMEeHTHpOBaHUE TPYA0OXPaHHOU AKT. 2
NEeATEIbHOCTH

OcHognble 80npocyl:

1. Opopmnenue opraHu3alMOHHO-
PacCIOpPSIAUTENBHBIX JTOKYMEHTOB 110 OXpaHe

2. OdopmieHue T0OKYMEHTOB 10 OCHOBHBIM
MEPONPHUITUM IO OXpaHE TPYIa;

3. Opranu3zanus T0KyMeHTO000pOTa [0 OXpaHe
TpyJa.

3.1.Peructpanusa nokyMeHTOB. Opranu3anus AKT. 2
KOHTPOJIA 32 UCTIOJIHEHUEM JIOKYMEHTOB.
OcHosHbie 80NPOCHL:

1. JlokyMeHTOOOOPOT, MOHATHE, OCHOBHBIC
TpeOOBaHUS K €T0 OPraHU3aIIHH.

2. JIoKyMEHTOTIOTOKH, KJIaCCU(UKAIIHS, NX aHATU3
Y COBEPIIICHCTBOBAHUE;

3. OcHOBHBIE ATanbl PadOTHI C JOKYMEHTAMH.
[Topsimok MPOXOKASHUS BXOIAIIUX U BHYTPEHHUX
JIOKyMEHTOB.

4. Perucrparnus ciayKeOHbIX JOKYMEHTOB.
CnpaBouHO-HHGOPMAITMOHHBIC KAPTOTEKH;

5. Opranu3anus UCIIOJTHEHUS JOKYMEHTA, CPOKH
UCTIOTHEHUS, (POPMBI KOHTPOJISI, CHITHE
JTOKYMEHTOB C KOHTPOJISL.

3.2.0pranusanus XxpaHeHus! JOKyMEHTOB. AKT. 2
[lepemaua nen B apxus.

OcHnogHnbie 6onpocuwl:

1. Opranuzanys TEKyIIEro XpaHeH!s! JOKyMEHTOB

10
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2. Homenknarypa Jen: NoHsATUE U Ha3HAuYEHUE,
BU/JIbI, 0pOPMIICHHE HOMEHKIIATYD.
CucremaTu3zanus JOKYMEHTOB B JIEI€,
dbopmupoBanue nei. XpaHeHHe J1e1 B
CTPYKTYPHBIX NOJIPA3JEICHUAX YUPEKICHUM,
MPEAIPUATHHI, OpPTraHU3aLAN.

3. IloaroroBka JOKyMEHTOB K IEpeaade Ha
apXUBHOE XpaHEHHE, COCTABJICHUE OMUCEN JIET;

4. OnpeneneHue NEHHOCTH TOKYMEHTOB U
JOKYMEHTAlMOHHOM HH(OpMaIUH.

Hroro 18 6
5. 2. TeMbl NPAKTHYECKHUX 3aHATHI
=]
= Popma poBet Ko ppgectBo
o JICHUS
§ HanmeHoBaHMe MPAKTUYECKOTO 3aHATHUS (axrup., 4acoB
= WHTEPAK. ) 0DO 300
1. |[Ipaktuueckas pabora Nel. Tema: AKT. 4 2
«IIpoexTupoBanue u co3nanue OJIMHKOB
JIOKYyMEHTOB OpPraHU3aIIUN )»
2. |lIpaxtuueckas padora Ne2. Tema: «Co3nanue AKT. 4
11a6JI0HOB OJIAHKOB OPTaHU3AIMH C YTIIOBBIM
PacToI0KEHNEM PEKBU3UTOB C HCIIOIH30BAHUEM
WHCTPYMEHTAIIbHBIX cpeacTB Word»
3. |IIpaktuueckas padora Ne3. Tema: AKT. 4
«/lokymeHTanmoHHOE 0OecTeYeHUE YIPaBICHUS
(IOY) nporecca opraHu3amy U IPOBEICHUS
MPEIBAPUTEIBHOTO MEAUIITHCKOTO OCMOTPa.
4. [IIpaktuyeckas padora Ne4. Tema: AKT. 4 2
«/lokymeHTalmoHHOE 0OecTIeYeHUE YIPaBICHUS
(IIOY) nportiecca opraHu3aiy U MPOBEICHUS
NEPUOJUIECKOTO METUITUHCKOTO OCMOTPAY.
5. |lIpaktuueckas padora Ne5. Tema: "CocraBineHue AKT. 4 2
1 o(popMIIEHHE UHCTPYKIUHI 1O oXpaHe Tpyaa".
6. |IIpakTuueckas padora Ne6. Tema: AKT. 4 2
"«JlokyMeHTalMOHHOE 00ecTieueHre OpraHn3aluu
paboT C MOBBIIIEHHOHN OMACHOCTHIOM.".
7. [ITpaxtuueckas pabora No7. Tema: AKT. 4
«/lokymeHTanmoHHOE 0OecTeueHuEe OpraHu3aliu
Y TIPOBEJICHUS TPEXCTYIEHYATOIO0 KOHTPOJISI.

11
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ITpakTuueckas padora Ne8. Tema: "CocTtaBienue u

opopmiienue nokymenTa "[lomoxxenne o ciyxoe
oXpaHsbl Tpyaa"

AKT.

2 2

HToro

5. 3. TeMbl CEMUHAPCKMX 3aHATHIA

(HE IpeJyCMOTPEHbI y4eOHbBIM IIIAHOM)

5. 4. [lepeyennb J1a00paTOPHBIX padoT

(He MpeyCMOTPEHO y4eOHBIM IIJIAHOM)

5. 5. TeMbl MHAUBUAYAJbHBIX 3aAHATHI

(He MpeyCMOTPEHO y4eOHBIM IIJIAHOM)

6. IlepeyeHb y4eOHO-MeTOAUYECKOT0 O0eCIIeYeHU [IJIsl CAMOCTOSATEILHOM

padoThHI 00y4aKOIIUXCS N0 JUCHHUILIHHE (MOTYJII0)

CamocTrodaTenbHas paboTa O TaHHOM AMCUMILIMHE BKIIIOUAET Takue (popMbl pabOThI
Kak: paboTa ¢ 0a30BbIM KOHCIEKTOM; IOATOTOBKA K MPAKTUYECKOMY 3aHSITHIO;
MOJITOTOBKA K YCTHOMY OIIPOCY; HallMCaHHE KOHCIIEKTA; MOATOTOBKA K 3a4ETy.

6.1. Conep:kanue cCaMOCTOATEIbHON PadOTHI CTY/ICHTOB M0 JTUCHUILIHHE (MOIYJII0)

HanmMmeHoBaHue TeM U BOIIPOCBI, BBIHOCMMBIC HAa

Koi-Bo yacos

JEeSATENbHOCTH. TpeOoBaHus K 0POPMIIEHUIO

OcHOBHBIE BOIIPOCHI:

1.JlokyMeHTOBEIEHME KaK Hay4YHasl AUCLUIUIMHA.
2.J1enonpon3BOACTBO: MMOHATUE U TPUHIIUIIBL,
Hay4Has OpraHu3alus 1eJ0IPOU3BOJICTRA.
3.HopmaTuBHO-MeTOAMYECKas: Oa3a yIpaBICHUS
JOKYMEHTAIUEH.

4.CTpyKTypa OpraHoB IOKYMEHTAIlMOHHOTO
oOecreueHust yrpaBaeHUsI.

12

HaIltMCaHue
KOHCIICKTa

No 5 ®opma CP
CaMOCTOSITEJIbHYIO PadoTy
9]0 300
1 [1.1.0cHOBHBIE TOJIOXKEHUS 10 TIO/IrOTOBKA K
o YCTHOMY 4 1
JTOKYMEHTUPOBAHUIO YITPABJICHUYECKON onpocy: 5
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5.biaHKu TOKYMEHTOB, Ha3HAYCHUE U TPEOOBAHUS
K Onankam. OO1iue OJ1aHKuU, OJaHKHU ITHCEM U
KOHKPETHOT'O BHJIa TOKYMEHTOB.

6. Ha3HaueHue peKBU3UTOB, UX POJIb B
yHU(PUKAITUU JOKYMEHTOB M HCITOJIb30BaHHH
TEXHUYECKUX CPEJICTB B pabOTE C TOKYMEHTaAMHU.
7. CocTaB 00s3aTCIBHBIX U JOITOJHUTEIIHHBIX
PEKBU3HUTOB JOKYMEHTA, TIPABUIIA X
odopMIIeHUsT, 0COOCHHOCTH UCITOJTHCHHUS.

8. CocraBnenue hopmyisapa - oopasia

2.1.JIOKyMEHTUPOBAaHUE OPTaHU3ALHOHHO-
MIPaBOBBIX TOKYMEHTOB

OCHOBHBIE BOIIPOCHI:

1. TekcTbl JOKYMEHTOB: UX YHU(DUKALUA,
TpeOOBaHUs U BUbI TEKCTOB.

2. OpraHn3anMOHHO-NIPABOBAS JOKYMEHTALIUSA:
BU/Ibl, CTPYKTYpa, COCTaBICHUE U 0POPMIICHHUE
JTOKYMEHTOB.

MOATOTOBKA K
YCTHOMY
orpocy;

HAMUCaHUE
KOHCIIEKTa

15

2.2.JIOKyMEHTHpPOBaHNE OPTraHU3AIMOHHO-
pPacloOpsIIUTENBHBIX TOKYMEHTOB

OCHOBHBIE BOIIPOCHI:

1.ITocTpoeHMEe U TEXHOIOTUS TOATOTOBKH
pPacnopsIAUTENILHOTO JOKYMEHTA B €MHOJINYHON
CUCTEME YTIPABIICHHUS.

2.Bunbl pacriopsauTeNbHON JOKYMEHTALUH.
3.Ilopsnok u3iaHus pacropsAUTENBHOTO
JOKYMEHTA B YCIOBUSAX €AMHOINYHOTO IPUHATHUS
peLIeHUs.

4.IloaroroBka u opopMiIeHHE PaCIOPSIUTEIbHBIX
JOKYMEHTOB, CO3/1aBa€MbIX Ha KOJUIETHAJILHON
OCHOBE.

5. Ilopsimok oopmieHus: TPOTOKOJIOB.

6. Ilopsanok GyHKITMOHUPOBAHUS KOJUIETUATBHBIX
OpPraHoB. 7.
Cocranenue u 0popMIIeHHE OPraHU3aAUOHHO-
pacnopsauTebHbIX JoKyMeHTOB (OPJI)

HaIlMCaHue
KOHCIICKTa

15

[Tpaktuueckas padota Nel. Tema:
«IIpoekTrpoBaHue U co3/laHue OJIMHKOB
JIOKYMEHTOB OpPTaHU3AIIUHN )»

OcHOBHBIE BOIIPOCHI:

13

MTOJITOTOBKA K
YCTHOMY
oTIpocy;
MTOJITOTOBKA K
MIPAKTUIECKOMY
RAHATURO




TB-22: Pabouas nporpamma qucuumuinsasl 51.B.J1B.09.01 «JlokymeHTaloHHOE oOecriedeHne yIPaBICHUsT B OXpaHe Tpyaa»

1. CoctaBuTh MakeT 00111ero O6J1aHKa OpraHu3aluu
C YIJIOBBIM BApMAHTOM PaCIOIOKEHUS
PEKBU3UTOB Ha Oymare ¢opmara A4;

2. CocTaBUTh MakeT OJlaHKA MUChMA C YTJIOBBIM
BapUaHTOM PACIIOJIOKEHHS PEKBU3UTOB Ha Oymare
dbopmara A4;

3. CocTaBUTh MakeT O1aHKa KOHKPETHOTO BUAA
JTOKyMEHTa (MpUKa3a) C YIJIOBbIM BAPUAHTOM pac-
MOJIOKEHUSI PEKBU3UTOB Ha Oymare ¢opmata A4.

2.3.JIOKyMEHTHPOBaHUE CIIPABOYHO-
MH(OPMAIMOHHBIX U CIIPABOYHO-aHATUTHYECKUX
JIOKYMEHTOB.

OCHOBHBIE BOIIPOCHI:

1. XapaktepucTuka cipaBOYHO-UH(OPMAIIMOHHBIX
JIOKyMEHTOB, OCOOCHHOCTH UX COCTaBJICHUS U
odopMIIEHUS.

2.Ilpumenenue opUCHON OPITEXHUKH IS
OTHPaBKHU CIIPABOYHO-UH(DOPMAITMOHHBIX
JOKYMEHTOB.

3.JlenoBoe nmucpMo: crienupuuecKue
XapaKTEPUCTUKU, OCOOCHHOCTH HAMMCAHUS.

4. CocraBnenue u opopmieHrue HHHOPMAIMOHHO-
CIIPABOYHOM JIOKYMEHTAIUH

MOATOTOBKA K
YCTHOMY
orpocy;

HaICaHUe
KOHCIICKTa

16

[Ipaktuueckas padota Ne2. Tema: «Co3nanue
11a6JI0HOB OJIAHKOB OPTaHU3AIMH C YTIIOBBIM
PacToI0KEHNEM PEKBU3UTOB C HCIIOIH30BAHUEM
MHCTPpYMEHTANIbHBIX cpencTtB Word»

OcCHOBHBIE BOIIPOCHI:

1. Pa3zpaborath mabdsoH o0uiero 6anka
OpraHMU3aIUH C YTIIOBBIM PACIOIO0KEHUEM
PEKBHU3UTOB;

2. Paspaboratp maba0H OJ1aHKa MmuchMa ¢
YTJIOBBIM PACTIONOXKEHUEM PEKBU3UTOB;

3. Pazpaborats 6mank [Ipukasa ¢ yriBsim
PacmoI0KEHNEM PEKBU3UTOB.

3amaun:

1. Co3nath ¥ COXpaHUTh SMOJIEMY OpraHU3alINH;
2. Coznatp m1a0JI0H yIiIOoBOTroO OJ1aHKa
OpraHM3aluy;

3. Habpatph nocTosiHHBIE PEKBU3UTHI I1a0JI0HA
OJ1aHKa.

14

TIOJITOTOBKA K
YCTHOMY
orpocy;
TIOJITOTOBKA K
MIPaKTHYECKOMY
3aHATHIO
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2.4.JIOKyMEHTHUpPOBaHUE €ATEIbHOCTH
KOJUIETHAJIbHBIX OPTaHOB U PabOTHI C KaJpaMHu.
OCHOBHBIE BOIIPOCHI:

1.Opranu3anyoHHbIE JOKYMEHTBI KaJpOBOI
CITYKOBI.

2.XapaKTepuCTUKA JOKYMEHTOB, OTHOCSIIINXCS K
JOKYMEHTAIUU T10 TUYHOMY COCTaBY.
3.CocTaB JOKYMEHTOB JJUYHOTO JIETIA.
OdopmiieHre 10KyMEHTOB.

4.TpeGoBaHus K 3aMOIHEHUIO, BEICHUIO U
XPaHEHHUIO TPYIOBBIX KHUKEK.

5. CocraBnieHue u 0(pOpMIICHHE MHUCEM

MOATOTOBKA K
YCTHOMY
orpocy;

HAMUCAHUE
KOHCIIEKTa

15

2.5.JIOKyMEeHTHpOBaHUE TPYJ0OXPaHHOU
NEeSATEIbHOCTH

OCHOBHBIE BOIIPOCHI:

1. Oprann3anrOHHBIE TOKYMEHTBI
TPYOOXPAHHOM JAESATENBHOCTH.

2. CocTaB TOKYMEHTOB 110 KOHTPOJIIO YCIOBUU U
0€30I1acHOCTH TPY/a.

3. doxymentsl mo COVYT.

4. CocraBieHue U 0pOpMIIEHHE JOKYMEHTOB 1O
opranuzauuu u nposeaeHun COYT

MIOJIrOTOBKA K
YCTHOMY
orpocy;

HarucaHue
KOHCIIEKTa

15

[Ipaktuueckas padota Ne3. Tema:
«/lokymeHTalmOHHOE 0OecTIeueHUE YIIPaBICHUS
(IIOY) npotiecca opranu3aiu U MpOBEICHUS
MPEBAPUTEIBHOIO MEAUIIMHCKOTO OCMOTPa».

OcCHOBHBIE BOIIPOCHI:

1. CocTaBuTh OMCaHKE AITOPUTMA OPTAHU3ALNI
rpouecca npeBapuTeENbHOTO MEIUIIUHCKOTO
OCMOTpa.

2. CocTaBUTh CIUCOK KOHTUHTEHTOB PAOOTHUKOB,
MOJIeKAIINX MEAUIIMHCKUM OCMOTpaM, B
COOTBETCTBHHU C 33JIAaHUEM I10 BAPUAHTY.

3. CocTtaBuTh 0Opazel; JoroBopa ¢
JIAIEH3UPOBAHHON MEIUIIMHCKOW OpraHu3amuen
Ha OKa3aHUe MEAUIMHCKUX YCIyT (MEI0CMOTpa),
B COOTBETCTBHUU C 3aJJaHUEM 10 BapUAHTY.

4. Opopmuts nokymeHt «Hamnpasnenue Ha
MIPEBAPUTEIIbHBIN (MIEPUOTUUECKUI)
MEJUIIMHCKUI 0CMOTp (00CIeI0BaHKE), COTJIACHO
3aJIaHHIO TI0 BAPUAHTY.

15

TIOJITOTOBKA K
YCTHOMY
orpocy;
TIOJITOTOBKA K
MIPaKTHYECKOMY
3aHATHIO




TB-22: Pabouas nporpamma qucuumuinsasl 51.B.J1B.09.01 «JlokymeHTaloHHOE oOecriedeHne yIPaBICHUsT B OXpaHe Tpyaa»

10

ITpakTuyeckas padora Ned. Tema:
«JloxymeHTannonHoe o0ecreueHre ynpaBiIeHUs
(1OY) nmpotiecca opranuzaiuy U NpoBEACHUs
MEPUOUYECKOT0 METUIIMHCKOTO OCMOTPay.

OCHOBHBIE BOIPOCHI:

1. CocTaBuTh ONMKMCAHUE AITOPUTMA OPTAHU3ALIUU
npolecca NepUuoANIECKOro MEIUITMHCKOTO
OCMOTpa.

2. [loaroroButh npuka3 06 opraHu3auy paboT mo
IIPOBEICHUIO IEPUOIUYECKUX METUIIMHCKUX
OCMOTpOB.

3. CocTaBUTh CIUCOK KOHTUHIEHTOB PAOOTHUKOB,
MOJICKAIUX METUITUHCKOMY OCMOTPY, B
COOTBETCTBHUHU C 3aJ]JaHUEM T10 BapUAHTY
(MCTI0IB30BaTh CIIMCOK KOHTUHTEHTA,
c(hOopMHUPOBAHHBIN B MPAaKTHUYECKOM padoTe Ne3).

4.CoctaBuTh 00paszell 10roBopa c
JIMLIEH3UPOBAHHOM MEAULIMHCKON OpTraHu3aluen
Ha OKa3aHHE MEJUIMHCKUX YCIYT (MEI0CMOTpa),
B COOTBETCTBUU C 33JIaHUEM I10 BApUAHTY
(ucnosb30BaTh OOpa3el J0roBopa, COCTABIEHHBIN
B IMpakTH4yeckoi pabore No3).

5.CocTaBUTh NOMMEHHBIN CIUCOK pAOOTHUKOB,
MOJIEKAIUX ITEPUOJUIECKOMY MEIULIMHCKOMY
OCMOTpY.

6.110aroTOBUTH NPUKa3 O HAPABJICHUH
PabOTHUKOB Ha MEPUOJUUYECKUN METUIIMHCKUI
OCMOTP.

7.0popmuts nokymeHT «Hanpasnenue Ha
MEPUOUYECCKUN METUIIMHCKUN OCMOTP
(oOcnenoBaHme), COrJIACHO 3aJIaHUIO IO BAPUAHTY.
8.0dopMuUTh KypHaJl yueTa BbIJauM HaIllpaBICHUN
Ha MEJOCMOTP.

MOJIrOTOBKA K
YCTHOMY
orpocy;

MIOJIrOTOBKA K

MIPaKTHYECKOMY

3aHATHIO

11

3.1.Peructpanust nokyMmeHToB. Opranu3anus
KOHTPOJISI 32 UCIIOJTHEHHUEM JIOKYMEHTOB.

OcCHOBHBIE BOIIPOCHI:

16

IIOATOTOBKA K
YCTHOMY
orpocy;
HalMCaHue

13
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1.JlokyMeHTOOOOPOT: MOHSTHE U IPaBUIIA
OpraHu3aiuy, yuer o0bemMa J0KyMeHT0000poTa.
2. IlepBuuHas 00paboOTKa JOKYMEHTOB U MOPSIOK
UX PETUCTPAIUH.

3.HomenkuaTypa e, ux BUIbL, TPEOOBaHUS K
COCTaBJICHUIO U O(POPMIICHHUIO.

4.0Opranu3zanys KOHTPOJIS 32 UCTIOTHEHHEM
JOKYMEHTOB (JIOKYMEHTBI TIOJJIeXKAIINE
KOHTPOJIIO, 3JIEMEHTBI MEXaHU3Ma KOHTPOJIS,
CPOKH HCIIOJIHEHUS JIOKyMEHTOB, CHSTHE
JTOKYMEHTa C KOHTPOJIS).

KOHCIICKTa

12

3.2.0pranuzanus XpaHeHus: TJOKYMEHTOB.
[lepenaua nen B apXuB.

MIOJTOTOBKA K
YCTHOMY OTIPOCY

13

[IpakTuueckas padora NeS. Tema: "CocrtaBieHue
1 o(popMIIEHHE HHCTPYKLUN IO OXpaHe Tpyaa".
OCHOBHBIE BOIIPOCHI:

1.3y4uTh HOPMATUBHO-METOUUYECKYIO
JOKYMEHTAITUIO MO0 pa3pab0TKe U yTBEPKIACHHIO
MHCTPYKLUN IO OXpaHe Tpyaa.

2. CocTaBUTh KPATKOE OMUCAHUE TEOPETUUECKUX
OCHOB U TpeOOBaHUM K pa3paboTKe, 0POPMIICHHUIO
¥ YTBEPKJICHUIO NHCTPYKIIMH 110 OXpaHe Tpyda
mutst mpodeccuut (TOJPKHOCTH) WIIA BUIa padoT.

3. Pa3zpaboTaTh MHCTPYKIUIO [0 OXpaHe TpyAa AJis
npodeccuu (Buaa paboT) COrIaCHO BapUaHTY
(McXO/HBIE NaHHBIE TaHBI 10 BApUAHTaM
OTIIeTbHBIMU (haliylaMu B BHJI€ TPEOOBaHUH K
pabOTHHKAM WM BUAAM paldoT, AJisi KOTOPBIX
CTYJICHT JOJIKEH pa3paboTaTh HHCTPYKIIHUIO).

4. OTBETUTH HA KOHTPOJBHBIE BOIIPOCHI JJIS
CaMOIIPOBEPKH.

TIOJTOTOBKA K
YCTHOMY
orpocy;
TIOJTOTOBKA K
MIPaKTHYECKOMY
3aHATHIO

14

[Ipaktuueckas padota Ne7. Tema:
«/lokyMeHTanmoHHoe o0ecreueHne Oprann3alnuu
Y MPOBEJCHUS TPEXCTYIIEHYATOTO KOHTPOJIISD).

OCHOBHBIE BOIIPOCHI:

17

MTOJITOTOBKA K
YCTHOMY
orpocy;
MTOJITOTOBKA K
MIPAKTHIECKOMY
RAHATUH)
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1. I3y4nTh HOPMAaTUBHO-METOJUYECKHUI MaTepual
M0 TOKyMEHTallMOHHOMY O00€CIIEYEeHHUIO MpoIiecca
OpraHM3aliy U IPOBEACHUS TPEXCTYIIEHUATOrO
KOHTPOJISL.

2. CocTaBUTh KPaTKOE ONUCAHUE TEOPETUUECKUX
OCHOB OpTaHHU3aIluU U MPOBEACHHUS
TPEXCTYNEHYATOTO0 KOHTPOJIS.

3. OpopMuUTh craeayromue TOKyMEHTHI:

1. IPUKa3 O BBEJICHUU TPEXCTYIIEHYATOT O
KOHTPOJIS ¥ co3aanuu komuccuu no OT;

11. )KypHaJ TPEXCTyIEHYaTOr0 KOHTPOJIA 3a
COCTOSTHUEM OXPaHbI TPYAa, IPOU3BOICTBEHHOM
CaHUTAPUHU;

4. OTBETUTHh HA KOHTPOJIbHBIE BOIPOCHI JIJIS
CaMOIIPOBEPKH.

15

[Ipaktuueckas padorta Ne8. Tema: "CocraBieHue u
opopmienue nokyMenTta "llonoxenue o ciayxoe
oXpaHsbl Tpyaa"

OCHOBHBIE BOIIPOCHI:

1. 3anucaTe HOMEpP MPAKTUUYECKON pabOThI, TEMY U
11e7Ib PaOOTHI.

2. ChopmynupoBaTh 3aa4H, PEIICHHE KOTOPBIX
MPUBEJIET K MTOCTABJICHHOM 1ETIH.

3. O3HaKOMUTHCS C TEOPETUUECKON YACThIO
paboTHI.

4. CocTtaBuTh U OPOPMHUTH 3aJaHHBIC
MperojaBaTesieM o BapuaHTaM JTOKYMEHTHI.

5. IlpousBectu aHanu3 CTPYKTYPBI U COJECPKAHUS
c(hOpMUPOBAHHOTO JJOKYMEHTA, ONKUCATh €ro
MpeHa3HauYCHHE.

HOATOTOBKA K
YCTHOMY
orpocy;
HOATOTOBKA K
HPaKTHYECKOMY
3aHATHUIO

HUToro

60

88

7. ®OH/ OLIEHOYHBIX CPECTB ISl NPOBEACHUS IPOMEKYTOUYHOM aTTeCTAIUU
00y4arIuUXCc M0 JUCUUILINHE (MOTYJII0)

7.1. IlepeyeHb KOMIIETEHUMH € YKA3aHUEM 3TanoB ux GopMHUPOBaHKS B MpoLecce
0CBOEHHUsI 00pa30BaTEeJILHOM MPOrPaMMBbI

Heckpun
TOPBI

Komnereninu

OLeHOYHBIE
CpeAcTBa

YK-4
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3HaTh

HOPMATHBHBIE, KOMMYHHUKATUBHBIE, STHYECKUE aCIIEKTHI
YCTHOM Y ITINCBMEHHOU PEYU; A3bIKOBBIE XapAKTEPUCTUKHU
TUIIOB TEKCTOB U PEYEBBIX KAHPOB, PEATU3YEMBIX B
pa3IMyYHbIX (PYHKIMOHANBHBIX CTUISX (OQHUIIHATBHO-
JIEJIOBOM, OOMXO/JHOM) B UX YCTHON U MHUCbMEHHOMN
Pa3HOBUIHOCTAX

YCTHBIN OpOC

YmMmerh

aHATM3UPOBATH U CO37]aBaTh TEKCTHI PA3HBIX CTHJICH B
3aBUCUMOCTH OT chephl OOIICHHS

IIPAKTUYECKOE
3a/1aHue

Baagern

IMPpUHIOUIIAMHA CO3JaHUA TCKCTOB PAa3HbIX (1)YHKLII/IOHEUIBHO—
CMBICJIOBBIX THUIIOB, O6HII/IMI/I IMpaBUJIaMHU O(bOpMJIeHI/ISI

JIOKyMEHTOB Pa3JIMYHBIX TUIIOB HAa TOCYAaPCTBEHHOM
s3bike; (YK-4.3.1)

3a4€T

IIK-1

3HaTh

HOPMAaTHUBHYIO MTPABOBYIO 0a3y B cpepe oxpaHbl Tpy/a,
TPYZ0BO€E 3aKOHOJATENBCTBO Poccuiickon denepannu;
BU/JIbI JIOKAJIbHBIX HOPMATHUBHBIX aKTOB B chepe OXpaHbl
TpyJla U MOPSJIOK UX pa3pabOTKH, COTIIACOBAHUS,
YTBEPKICHUS U XpPAHEHUS

YCTHBIN OIPOC

YmMmeTh

MIPUMEHSATH TOCYTaPCTBEHHBIE HOPMAaTHUBHBIC TPEOOBAHUS
OXpaHbl Tpy1a MpHU pa3zpabOoTKe JIOKATbHBIX HOPMATUBHBIX
aKTOB; MPUMEHITh HOPMAaTUBHBIC ITPABOBHIC aKTHI 1
HOPMATUBHO-TEXHUYECKYIO TOKYMEHTAIMIO B YaCTH
BBIJICJICHHS B HUX TPeOOBAaHUMU, TIPOIIETYD, PETJIAMEHTOB,
PEKOMEHIalUi JIJIs aAanTallid UBHEIPEHUS B JJOKATBHYIO
HOPMATHBHYIO JOKYMEHTAIINIO; aHAJTU3UPOBATh U
OIICHUBATH MPEJIOKEHUS U 3aMEUaHUsI K TTPOCKTaM
JIOKaJbHBIX HOPMATHUBHBIXAKTOB IO OXPaHE TPY/a;
MOJI30BAThCS CIIPABOYHBIMU UH(POPMAIIMOHHBIMU 0a3aMu
JTAHHBIX, COJACPIKANTUMHU JOKYMEHTBI UMATEPUAIIBI TT0
oXpaHe TpyJa; pazpadbarsiBaTh (1epepadbaThiBaTh)
TIPOCKTHI JIOKATBHBIX HOPMATHUBHBIX aKTOB,
o0ecIeunBarouX Co3/1anne U (PyHKITMOHUPOBAHKE
CUCTEMBI YIIpaBJICHUS OXpaHOU Tpyaa

MIPAKTUIECKOE
3aJJaHKe
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Baanern

OCHOBaMH HOPMAaTHUBHOT'O 00€CTICYEHHUS CUCTEMBI
YIOPABJICHUS OXPaHOU TPy/aa; HABBIKAMH Pa3pabOTKH
MPOEKTOB JIOKAIBHBIX HOPMATUBHBIX AKTOB,
oOecreynBaronnX co3aaHue U QyHKINOHUPOBAHUE
CHUCTEMBI YIIPABJICHUS OXPAHOU TPY/1a; HABbIKAMU
nepepadoTKH JIOKAIbHBIX HOPMATUBHBIX aKTOB 10
BOIIPOCAM OXpaHbl TpyAa B CIIy4ae BCTYIUICHUS B CUITY
HOBBIX WJIM BHECEHHS U3MEHEHUU B JCUCTBYIOIINE
HOPMATUBHBIE TPABOBBIE AKTHI, COACPKALIAE HOPMBI
TPYAOBOTO IpaBa

3a4€T

IK-3

3HaTh

nyTu (KaHaybl) JOBEACHUS MH(DOPMALIMU IO BOIIpOcam
YCIIOBUM U OXpaHbI TpyAa 10 paOOTHUKOB, UHBIX
3aMHTEPECOBAHHBIX JIUII; COCTAB U MOPSAOK OPOpMIIEHUS
OTYETHOMU (CTATUCTUYECKOI) TOKYMEHTAllMU IO BOIIPOCaM
YCJIIOBUHM U OXPaHBI TPYyAQ.

YCTHBIN OIPOC

YmMmeTh

MOJrOTABINBATh IOKYMEHTHI, COJIEpKalUe MOJHYIO U
00BEKTUBHYIO HH(OPMAIIKIO 110 BOIIPOCAM OXpaHbl TPY/Ia.

IIPAKTUYECKOE
3a/1aHue

Baangers

MeToaamu coopa uH(popMauuu U IPeAIOKEHUH OT
pabOTHUKOB, X MPEICTABUTEIbHBIX OPTAHOB,
CTPYKTYPHBIX NOJIpa3/ieIEHUd OpraHu3aluu Mo BOIpOocaM
YCIIOBUI M OXpaHbl TPy/Ja; METOJJaMHU OpraHU3aIu coopa
1 00paboTKM MH(pOpMALIMU, XapaKTEPUIYIOLIEH COCTOSIHUE
YCIIOBUI M OXpaHbl TpyJa y paboToaTelisl; HaBbIKaMU
MOATOTOBKH OTYETHOM (CTaTUCTUYECKON) JOKYMEHTAIIUU
paboTonarens Mo BONpocaM YCJIOBUN U OXpaHbl TPYAa.

3a4€CT

7.2. OnucaHue noka3zareJieid 1 KpUTEpHeB OLICHMBAHNS KOMIIETEHIIMI Ha
Pa3IMYHBbIX 3Tanax ux GopMHUPOBAHNS, ONIMCAHNE IKAJI OLIEHNBAHUS

YPOBHI/I C(l)OpMI/IpOBaHHOCTI/I KOMIICTCHIIUHN
OneHoYHEbIE
CDEICTBA KomnerenTHoCTh ba3zoBnlii ypoBenb  |JlocTaTO4HBbIN YpOBEHb|  BbICOKMI ypOBEHb
pea HecopMHpOBaHa KOMIIETEHTHOCTH KOMIIETEHTHOCTH KOMIIETEHTHOCTH
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MPaKTHYECKOE
3a7aHue

He Brimonnena
WJIM BBIIIOJHEHA C
rpyoBIMU
oInOKaMu U HE B
IIOJIHOM 00BEME.

Pa6ota
BBIIIOJIHEHA B
IMOJIHOM 00BEME,
HO C OIIMOKaMHU.
B xone 3amuTte

Pa6ota
BBIIIOJIHEHA
CaMOCTOSITENILHO, B
IIOJIHOM 00BEME U
B COOTBETCTBHH C

Pabora BeIMOTHEHA
MOJIHOCTHIO,
odopmiieHa 1o
TpeOOBaHUSIM.

BriBobI maHbI MPAKTUYECKOU 3aJlaHHUEM.

dopmanbHO Wit |paboThl cTyaeHT  |Bo3aMokHBI

OTCYTCTBYIOT HE MOXET HE3HAYUTEIIbHbIE
000CHOBATh OLIMOKH WU
IIPUHSITHIE HETOYHOCTH.
peuieHusl.

YCTHBIN OIIPOC OtBer He OtBer OTtBer OTBeT npaBUJIBHBIMH,
IIPaBUJIbHBIN WIH C|IIPaBUIIBHBIN, HO C |[IPaBUJIbHBIM, CTPYKTYpUPOBAHHBI
rpyObIMu omnoKamMu CTPYKTYPUPOBAaHH |U U CBSA3aH C paHee
OomMOKaMHy U HE B BIM. H3Y4YEHHBIM
IIOJIHOM 00beMe I{ens onpoca MarepuanoM. Llens

JIOCTUTHYTA OIpoca JOCTUTHYTa

3a4€T

He packpsiT
MOJIHOCTBIO HU
OJIMH TEOp.
BOIIPOC,
MPAKTHYECKOe
3aJlaHuE HEe
BBITIOJTHEHO WITH
BBITIOJTHEHO C
rpyoBIMU
omuoKaMu

Teop. Bompockl
PacCKpBITHI C
3aMEYaHUIMU,
OJ/IHAKO JIOTHKA
coOuroIeHa.
[IpakTryeckoe
3a1aHue
BBITIOJIHEHO, HO C
3aMEYaHUsIMU:
HaMe4eH XOJ
BBITIOJIHEHMS,
OJIHAKO HE MOJIHO
PacKpBITHI
BO3MOXHOCTH
BBITIOJIHEHUS

Teop. Bonpockl
PaCKpBITHI C
HECYILIECTBEHHBIM
Y 3aMEYaHUSIMU,
OTMEYArOTCs
HECYILIECTBCHHbIE
HEIOCTaTK! B
o(opmieHHH.

Teop. Bompockl
PaCKpPBITHI
MOJIHOCTHIO,
MIPAKTHYECKOe
3aanue oopmiieHo
0 TpeOOBAHUSM.

7.3. TunoBbie KOHTPOJIbHbIE 3a/ITAaHUSI UJIM UHbIE MAaTePUAJIbl, HE00X0AMMBbIE JIsI
OLIEHKH 3HAHWNH, YMEHHUIl, HABBIKOB U (MJIH) ONBITA AeSITEeJIbHOCTH,
XapaKTepU3yIUMX ITAlbl (()OPMUPOBAHUA KOMIICTCHIUI B MpoLecce 0CBOCHUA
o0pa3oBaTeILHOI MPOrpaMMbl

7.3.1. IllpumepHbIe NPAKTHYECKHUE 32]AHUSA
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I.Ilpaktuueckas pad6ora Nel. Tema: "lIpoekTupoBaHue | co3JaHHUE OJIAHKOB
JOKyMEHTOB". [enu paGoTbl
- | IpUOOpEeTEeHNE HABBIKOB MPOEKTUPOBAHMS U COCTABJICHUS OJIAHKOB OpPraHU3alMOHHO-
pacnopsiiuTeNbHbIX 10KyMeHTOB (OP/]) opranuzanum.

3amaHue.

1. CocraButh MakeT oOmero OJaHKa OpTraHW3alldd C YIJIOBBIM BapHaHTOM
pacrnoioKeHus: pEKBU3UTOB Ha Oymare hopmata A4;

2. CocTaBUTh MakeT OJaHKa MUChMa C YTIIOBBIM BApHAHTOM PAaCMOJIO0KEHHUSI PEKBU3UTOB
Ha Oymare ¢opmara A4;

3. CocraBuTh MakeT OJaHKa KOHKPETHOTO BHJA JOKYMEHTa (TpuKa3a) C YIJIIOBBIM
BapUaHTOM PAaC-TOJI0KEHUS pEKBU3UTOB Ha Oymare popmara A4.  3agauu:

1. O3HaKOMUTBCS TEOpPETUYECKUMH OCHOBamMu (opmupoBanus OmankoB OP]]
OpraHHU3alNH;

2. Bpraeptuth mabnoH 30H OPJ[ ¢ yriaoBeIM pacmlojOXEHUEM PEKBU3HTOB B
cootBercTBHEe ¢ TpeboBanusmu ['OCT P 6.30-2003;

3. Berueprurh mabmoH dopmymspa-o0pasna CIyKeOHOTO JTOKYMEHTa C YIJIOBBIM
PacCIOJIOKEHUEM PEKBU3UTOB C IOCTPOYHOM Pa3JIMHOBKOM;

4. CocTaBUTh PYKONUCHBIA I1a0soH OyiankoB 3amaHHbiX OPJl mo pexkBusurtawm,
3a/IaHHBIM IO BapUaHTaM;

5. CocTaBUTh KOMIIBIOTEPHBIE ME€YaTHbIE BapuaHThl 3afaHHbIX OPJl 1o pexBu3uTaM,
3a/IaHHBIM 10 BapUaHTaM;

2.Ilpaktraeckas pabora Ne2. Tema: "Co3znaHue maOIOHOB OJaHKOB OpraHU3AIUU C
VTJIOBBIM ~ PACIlOIOKEHUEM PEKBU3UTOB C HCIOJB30BAHMEM HHCTPYMEHTATbHBIX
cpeacts Word". Llens nmpakTudeckoi pabOThl — pa3BUTHE HABBIKOB CO3aHHUs OJAaHKOB
MPEATPHUITHS B TEKCTOBOM peaakTope Word.

3agaHue:

1. Pazpaborarp mabioH oOmiero OjJaHKa OpPTraHW3allMd C YTJIOBBIM PAaCIOIOKEHHUEM
PEKBU3HTOB;

2. Pazpaborath ma6yioH 0J1aHKa TUChMA C YTIIOBBIM PACIIONIOKEHUEM PEKBU3UTOB;

3. Pa3paborats Oank [Ipukasa ¢ yriiBeIM pactoyiOKEHUEM PEKBU3UTOB.

3amaun:

1. Co3nath 1 COXpaHUTh IMOJIEMY OpPTaHU3AIUY;

2. Co3naTh 11abJI0H YIJIOBOTO OJaHKa OpraHU3aIliy;

3. HaGpaTh nocTossHHbIE PEKBU3UTHI 111a0JI0HA OJaHKA.
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3.Ilpaktuueckas pabora Ne3. Tema: "J[oKyMeHTAIMOHHOE OOECIICUCHHE YIpPaBJICHUS
(IOY) mnpouecca opraHuzald U MPOBEJICHHUS NPEABAPUTEIBHOTO MEAUIUHCKOIO
ocmoTpa". Lenp npakTuyeckoi pabOTHI:
OCBOUTH aJrOPUTM OpraHU3alMd MPEIBAPUTEIBHOTO MEIUIIMHCKOTO OCMOTpA,
NpPUOOPECTH HABBIKM HCIOJIB30BAHUS HOPMATHUBHO-METOJUYECKOM 0asbl C CO3AaHUEM
Ha HMX OCHOBE JIOKIbHBIX HOpMaTuBHBIX akToB (JIHA) wu opranuzaimonHo-
pacnopsauTeNbHbIX JoOKyMeHTOB JJOY mporecca opranu3any MeI0CMOTPOB.

3agaHue:

1. CocraBuTh ONHCAaHWE aJTOPUTMa OpPTaHU3AIMU TMpoIecca IPEABAPUTEIHHOTO
MEUIIMHCKOTO OCMOTpA.

2. CoCTaBUTh CHHCOK KOHTHHTEHTOB pPAOOTHUKOB, TOJICKAIIUX MEIUITHHCKIM
OCMOTpaM, B COOTBETCTBHUU C 33JJaHUEM I10 BAPUAHTY.

3. CocraBuTh 00pazer] 10roBopa ¢ JUIEH3UPOBAHHOW METUITMHCKOW OpTraHu3aIiel Ha
OKa3aHWEe MEIUIMHCKUX YCIyr (MeZocMoTpa), B COOTBETCTBHUU C 3aJlaHHEM [0
BapHaHTY.

4. Odopmuth nokymeHT «HampaBieHue Ha MpeABAPUTENbHBIA (MEPUOTUICCKUN)
MEIUIIMHCKUN OCMOTp (00CIeI0BaHKE), COTIIACHO 3a/IaHUIO0 [0 BapUAHTY.

5. OdbopmuTh KypHai ydeTa BblJIadyd HANlpaBJICHUN HA MEIOCMOTP.

4 Ilpaktuueckas padorta Ned. Tema: «/lokymeHTaumoHHOE OO€ECIEUEHHUE YIIPABICHUS
(A0Y) mnponecca opraHuzalii ¥ TPOBEACHUS MNEPUOJUYECKOTO MEIUIIMHCKOTO
OCMOTPA». Lenp npakTuyeckoi pabOThI:
OCBOUTH  aJTOPUTM OpraHU3alMM  [EPUOAUYECKOTO  MEAMUIMHCKOIO  OCMOTpA,
NpUOOpPECTH HABBIKM HCIOJb30BaHUS HOPMATUBHO-METOJIUYECKOW 0a3bl ¢ CO3JaHUEM
Ha UX OCHOBE JIOKaJbHBIX HOpMaTuBHbIX akToB (JIHA) u opranuzanuoHHO-
pacnopsauTeNbHbIX JOKyMeHTOB [JOY mpouecca opranuzannuu MeI10CMOTPOB.

3ananue:

1. CocrtaBuTh oOmnMCaHuE aIropuTMa OpraHU3aldd Mpolecca MNEPHOIUYECKOTO
MEIULUHCKOT0 OCMOTpA.

2. TloarotoButh mnpukaz o0 OpraHu3alMu pabdOT MO MPOBEICHUIO TMEPUOIUUYECKUX
MEIULUHCKUX OCMOTPOB.

3. CocTaBUTh CHUCOK KOHTMHIE€HTOB pAa0OTHUKOB, MOJJICKAIINX MEAUIUHCKOMY
OCMOTpPY, B COOTBETCTBUM C 33JaHUEM IO BapuaHTy (KCIOJIb30BATh CIIMCOK
KOHTHUHI€HTa, COPMHUPOBAHHBIN B MPAaKTHUECKOI paboTe Ne3).
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5.4.CocTtaButh 00pazel J0roBopa ¢ JIUIEH3UPOBAHHON METUIIMHCKON OpraHu3anuei Ha
OKa3aHW€ MEIMIIMHCKUX YCIyr (MEIoCMOTpa), B COOTBETCTBUU C 3aJlaHHEM IO
BapuaHTy (MCIOJIb30BaTh 00pasel] I0roBopa, COCTABICHHBIM B MpPaKTUYECKON paboTe

Ne3).

5.CocTtaBuTh IIOMMEHHBIM CHHCOK pa6OTHI/IKOB, noajcxkKamux IMnepuoaAnYCCKOMY

MEIULHHCKOMY OCMOTDY.

6.HO,Z[FOTOBI/ITB IIPpUKa3 O HaIIpaBJICHUHU pa60THI/IKOB Ha Hepnozmqecrcnﬁ MCI[I/IHI/IHCKHﬁ

OCMOTP.

7.0popMuth nokyMeHT «HampaBineHue Ha NEPUOTUYECKUA MEAUIIUMHCKHI OCMOTpP

(obcnenoBanme), COTIACHO 3aJaHUIO TIO BAPUAHTY.
8.0 opMHUTh KypHaJl yueTa BblJauM HAIIPaBICHUIM Ha MEJOCMOTD.

7.3.2. [IpumepHbIe BONPOCHI JIsl YCTHOT'O OIPOCa

1.1. JlIokyMeHTOBEIeHHE KaK Hay4YHasi JUCLUIUIMHA.

2.  Jlemompow3BOACTBO:  TOHSATHE W NPHUHIMIBL,  HAyYHAs
IEJIOIPOU3BOJICTBA.

3. HopmaTuBHO-MeTOo1MuU€ecKas 0a3a ynpaBlIeHHs TOKYMEHTALUEH.

4. CTpyKTypa OpraHoB JJOKYMEHTAIlMOHHOT'O 00eCTICUCHHUS YIIPaBJICHHUS.

5. Pa3BuTHE U CTAaHOBJIEHUE IOCYIapPCTBEHHOIO JIEJIONPOU3BOJICTBA.

OpraHu3aIus

6. brmanku JOKyMEHTOB, Ha3HaueHHE W TpeOoBaHuMsA K Oyiankam. OOIMe ONaHKH,

OJaHKYU MUCEM U KOHKPETHOI'O BUJ1a TOKYMCHTOB.

/. Ha3HaueHne peKBU3UTOB, UX POJIb B YHU(DUKAIIMU JOKYMEHTOB M HMCIOJb30BaHUU

TCXHUYCCKUX CPCACTB B pa60Te C IOKYMCHTaMHU.

8. CocrtaB 00s3aTCIBHBIX U AOITIOJIHUTCIbHBIX PCKBU3UTOB AOKYMCHTA, IIPpaBHJIa HUX

odopmIIeHUS, 0OCOOEHHOCTU UCTIOJIHCHUS.

9. CocraBiaenue ¢dopmynapa-obpasna JOKyMEHTa C VYIJIOBBIM W MPOAOIBHBIM

PaCIoIOKCHHUEM PCKBU3UTOB.
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2.10. TekcThl TOKYMEHTOB: UX YHU(UKaLMS, TPEOOBAHUS U BUJIbI TEKCTOB.

11. OpraHu3allMOHHO-TIPABOBasi JOKYMEHTAlUs: BU[bI, CTPYKTypa, COCTaBICHHE U
oopMIIeHHE JJOKYMEHTOB.

12. TloarotoBka u oGoOpMIIECHHE PACTOPATUTENBHBIX JTOKYMEHTOB, CO3/1aBacMbIX Ha
KOJJIETHATIBHOM OCHOBE.

13. Tlopsiaok oopmiieHUsI TPOTOKOJIOB.

14. Tlopsinok GyHKIIMOHUPOBAHUS KOJUIETHATIBLHBIX OPTraHOB.

15. IloctpoeHue W TEXHOJOTHS MOATOTOBKHA PACHOPSAUTEIBHOIO JOKYMEHTA B
€AMHOJIMYHOMN CUCTEME YTIPABIICHUS.

16. Buasl pacnopsiauTeNbHON JOKYMEHTAIINH.

17. Topsinok wu3aHusl PACHOPSAIUTEIBHOTO TOKYMEHTa B YCIOBHUSAX €IWHOJIMYHOIO
MPUHSITUSL PEIICHUS.

18. XapakTepucTuka CnpaBOYHO-UH(GOPMAIIMOHHBIX JOKYMEHTOB, OCOOEHHOCTH HUX
cOCTaBlIeHUS ¥ 0(hOPMIICHUSI.

19. [IpumeneHue opUCHON OPITEXHUKH JUIsI OTHPABKHU CIPABOYHO-UH(DOPMAIIMOHHBIX
JOKYMEHTOB.

20. JlenoBoe MUCHMO: CIEIU(PUUECKHE XapaKTEPUCTUKH, OCOOEHHOCTH HAITUCAHUSI.

3.21. OpranuzaioHHbIE JOKYMEHThI KaJPOBOH CITykKOBbI.

22. XapaKTepucTHUKa JTOKYMEHTOB, OTHOCSIIMXCA K JOKYMEHTAlMd IO JUYHOMY
COCTaBY.

23. CocTaB OKYMEHTOB JIUYHOTO Aena. OdopmiieHrue TOKYMEHTOB.

24. TpeboBaHMs K 3aII0JIHEHUIO, BEACHUIO U XPAHEHHIO TPYIOBBIX KHUKEK.

25. JlokyMeHTOOOOpOT: TOHSATHE W TpaBWJIa OpraHU3alud, Yy4eT o0bema
JIOKyMEHTOO00pOTA.

26. IlepBuuHas 00pabOTKa JOKYMEHTOB U MOPAJIOK UX PETUCTPALIUU.

27. HomeHkiaTypa e, X BUbl, TpPeOOBaHUS K COCTABICHUIO U O()OPMIICHUIO.

28. Opranuzanus KOHTPOJS 332 MCIIOJTHEHHEM JOKYMEHTOB (JIOKYMEHTBHI MOJICKAIINE
KOHTPOJIIO, 3JIEMEHTHI MEXAHU3Ma KOHTPOJIS,, CPOKHM MCIOJHEHHUS TOKYMEHTOB, CHATHE
JIOKYMEHTa C KOHTPOJISI).

29. DkcnepTu3a HEHHOCTH JOKYMEHTOB: IKCIIEPTHBIE KOMUCCHH: BUABI U UX (DYHKIUU.
30. DkcnepTu3a EeHHOCTH JOKYMEHTA: MOHSATUE, KPUTEPUHU LIEHHOCTU YIIPaBICHYECKUX
JOKYMEHTOB.

31. IlonsTue apxuBa u uctopus GopmupoBaHusi ['ocynapcTBEHHOW apXUBHOM CITyKObI
Poccuiickon ®denepanum.

32. Hcnonb30BaHHE COBPEMEHHBIX TEXHUYECKUX CPEACTB YNPABICHHUS U OPUCHOTO
OpOrpaMMHOTrO  oOecriedyeHus I ONTHUMM3AlUU  JEJIONPOU3BOJICTBEHHOTO
00CITyKUBaHUSI.
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7.3.3. Bonipochl K 3auety

l.YnpaBnenueckass AOKyMEHTAlMsl: TMOHATHE, Ha3HAyeHUE, oOIlas THUMOJOoTHYecKas
XapaKTEPUCTHKA.

2.J1enonpon3BOACTBO: TOHATHE, COBPEMEHHBIE KOHILENUUU. JleNONpon3BOACTBO Kak
yueOHasi IUCHUIIIINHA U 00JIaCTh MPAKTHUECKON JAESITETbHOCTH.

3.JIOKyMEHTOBEICHHE: TOHATHUE, COBPEMEHHBIE KOHUEMUIHMHU. /JJOKYMEHTOBEIECHHUE Kak
yueOHasi IUCHUILINHA U 00JIaCTh MPAaKTHUECKON JAESITETbHOCTH.

4.Posnb cekpeTapsi B JOKYMEHTAIlMOHHOM O00€CIIE€UYEeHUN YIIPABICHHUS.

5.Cnyx06a JOKYMEHTAllMOHHOTO OOECHEeYeHUs YIpaBJICHUS: CTPYKTypa, 3a/ayH,
(yHKITUY.

6.HopmaTuBHO-MeTOAMUECKass 0a3a JOKYMEHTALMOHHOIO OOECHEYEHHUsS! YIPABJICHHUS:
COCTaB M 00I1asi XapaKTePUCTHUKA.

7.001mue npaBuia opopMIIEHUS JOKYMEHTOB.

8.braHKu JOKYMEHTOB: BUbI, 0COOCHHOCTH O()OPMIICHUS.

9.PeKBU3HUTHI 3ar0JJIOBOYHON YACTH JOKYMEHTA.

10.06s13aTenbHbIC PEKBU3UTHI IOKYMEHTOB.

11.PexBU3UTHI, yAOCTOBEPAIOMIME JOKYMEHT.

12.ITopsinok cornacoBaHusl JOKYMEHTOB.

13.1Topsmok noanvcanust JOKYMEHTOB.

14.PexBu3utsl — otMeTKu. [IpaBuna ux opopmieHus.

15.Cucrema OpraHM3allMOHHO-IIPABOBOM  JOKYMEHTAllMW: HA3HAY€HHE, COCTaB,
O0COOEHHOCTH CTPYKTYPBHI.

16.Cuctema pacnopsiiUTeIbHOM JOKYMEHTAIlMW: Ha3HaY€HUEe, COCTaB, OCOOEHHOCTH
CTPYKTYPBL.

17.CoctaBnenre u o(dOpMIIEHHE JOKYMEHTOB, CBS3aHHBIX C JICSITEIBHOCTBIO
KOJUIETHAJIbHBIX OPTaHOB.

18.Cuctema crnpaBoYHO-MH(GOPMAIMOHHOM JIOKYMEHTAallMU: Ha3HAY€HUE, COCTaB,
O0COOEHHOCTH CTPYKTYPBHI.

19.Cny>xeOHble TUChMa: BUABI U TTpaBuiia 0pOpMIICHUS.

20.CucreMa TOKyMEHTALUU MO JIMYHOMY COCTaBY: Ha3Hau€HHUE, COCTaB, OCOOCHHOCTHU
CTPYKTYPBHI.

21.1okyMeHTOOOOPOT: TTOHSATHE, ITAMBI, TPEOOBAHUS K €0 OPTaHU3aIUH.

22.0OcHOBHbBIE 3Tanbl pabOThl C YNPABICHYECKUMHU JIOKYMEHTAMH: XapaKTEPUCTHKA,
TEXHOJIOTHS pean3aliu.

23.1lpuem u mepBUYHOE pacCMOTPEHUE JOKYMEHTOB.

24.Peructpanus v y4€T JOKYMEHTOB.

25.PaccMOTpeHHE TOKYMEHTOB PYKOBOJIUTEIIEM.

26.0Opranu3zaiysi KOHTPOJIS 32 UICIIOJIHEHUEM JIOKYMEHTOB

27.0pranu3anus XpaHEeHUs TOKYMEHTOB.

28.Ilopsaox hopMUpOBaHUS €.
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29.Ilopsinok opopmiieHus aer.
30.Homenkiartypa jei: NOHsITUE, 3HAaUCHUE, ITPaBUia COCTABJICHUSI.

31.IIoHATHSA «UEHHOCTh JOKYMEHTa», «AKCIIEPTU3a UEHHOCTH.
32 IlpuHUUIIBI, KPUTEPHUH SKCIEPTHU3bI IECHHOCTH JOKYMEHTOB.
33.Ilpouenypa nepegayu JOKyMEHTOB Ha ApXUBHOE XpAHEHUE.

7.4. MeToanueckue MaTepuaJibl, ONpeae/siionue npoueaypbl OeHUBAHUSA
3HAHMH, YMEHHUI1, HABBIKOB U (WJIH) ONBITA AeATEIbHOCTH, XaPAKTEePHU3YOIIUX
3Tanbl GOPMUPOBAHUA KOMIIETEHUUM.

7.4.1. OueHuBaHNe NPAKTHYECKOT0 3aJaHUS

Kpurepuii YpoBHU HopMUPOBaHUS KOMITETECHIIHMI
OLICHUBAHUSA bazoBpbIit JlocTaTouHBIM Bricoknit
3HaHHE TEOPETUYECKOTO Teopernueckuii Teopernueckuii Teopernueckuii Marepuan

Marepuaa 1o
IpeSIOKEHHOH pobieme

Martepuai yCBOCH

MaTepual YCBOEH U
OCMBICJIEH

YCBOEH U OCMBICIICH, MOXKET
OBITH IPUMEHEH B
Pa3NUYHBIX CUTYAIHSIX 110
HE00X0AUMOCTH

OBnaneHue mpueMamMu

CTyaeHT MOXeT

CTyneHT MOoXeT

CryneHT MOoXeT

pa6OTI>I IMPUMCHUTHb UMCIOIIUECA |CaMOCTOATCIIBHO CaMOCTOSATCIIBHO
3HaHUA OJ1d peIICHUA MIPUMCHUTHb UMCIOIIUCCA |IIPUMCHUTH UMCIOIUECH
HOBOH 3aJa4yu, HO SHaHHWA U1 peIICHUA SHaHUA JJId pCIICHUA HOBOH
Heo0XoauMa IIOMOIIb HOBOH 3aJa4u, HO 3a1aun
IIPENo1aBaTes BO3MOXKHO He Oonee 2
3aMevyaHui
CaMOoCTOSTENLHOCTD 3az[aHHe BBIIIOJTHEHO 3a,Z[aHI/Ie BBIITIOJTHEHO 3a,£[aHI/I€ BBIITOJIHCHO
CaMOCTOATCIIbHO, HO €CTh |CaMOCTOATCIBHO, HO €CTh |IIOJTHOCTBIO
He OoJiee 3 3aMeYaHM He Ooitee 2 3aMeYaHUit CaMOCTOSITEJIbHO
7.4.2. OuleHUBaHHME YCTHOTO OIIPOCA
Kpurepnii YpoBHU HhopMUPOBAHUS KOMITCTCHITHMI
OLICHUBAHUSA bazoBeii JlocTaTtouHbIN Brrcokui

IlonHOTa M IPaBUIIBHOCTH
OTBeTa

OTBET NOJIHBINA, HO €CTh
3aMedaHus, He oosee 3

OTBET NOJIHBIH,
MOCJIEA0BATENbHBIN, HO

€CTh 3aMeuaHus, He 0oJiee
2

OTBET NOJHBIH,
MOCJIEJOBATEIBHBIN,
JIOTHYHBIN

CreneHb 0CO3HAHHOCTH,
IMOHMMAaHUWA U3YyYCHHOT'O

Marepuan ycBoeH u
H3JIaraeTcsi 0CO3HAHHO,
HO ecTh He Ooee 3
HECOOTBETCTBHI

Marepuan ycBO€H u
H3J1araeTcs OCO3HAHHO,
HO ecTh He OoJee 2
HECOOTBETCTBHI

Marepuai yCBOEH U
U3J1araeTcsi OCO3HaHHO
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S3pIKOBOE OopMITEHHE
oTBeTa

Peus, B niemomMm,
rpaMOTHAsI, COOFOICHBI
HOPMBI KYJIBTYPhI PEYH,
HO €CTh 3aMEUaHUsI, HE
bomee 4

Peus, B nienom,
rpaMOTHAs, COOJFOICHEI
HOPMBI KYJIbTYPBI pEUH,
HO €CTh 3aMEUaHMs, HE
bomee 2

Peus rpamoTtHas,
COOIIOIEHBI HOPMBI
KYJIBTYPBI peun

7.4.3. OneHuBaHue 3auera

Kpurepuii YpoBHU HopMUPOBaHUS KOMITETECHIIHMI
OLICHUBAHUSA bazoBbIit JlocTaTouHbIM Bricoknit
IlonHoTa OTBETA, OTBeT NOJHLIN, HO ecTh  |OTBET IOIHEIH, OTBeT MOJIHBIMN,
OoCJICAOBATCIBbHOCTD U 3aMc4daHus, HE Ooiee 3 HOCJICI[OB&TCJ]LHblﬁ, HO HOCHGILOBaTeJ'ILHLIfI,
JIOT'MKa U3JI0KCHUA €CTb 3aMc4aHus, HE Ooutee [ JIOrMYHbBII

2

[IpaBUIBHOCTH OTBETA, €TO
COOTBETCTBHE padovei
nporpamme y4eOHoi
JMCIUTUTAHBI

OTBeT COOTBETCTBYET
paboueii mporpamme
y4eOHOMN TUCIUILINHEI,
HO ©CTh 3aMEYaHusl, He
Oomnee 3

OTBET COOTBETCTBYET
pabodeii mporpamme
y4eOHON JTUCIUTUINHBI,
HO €CTh 3aMCUaHus, HE
Oomnee 2

OTBeT COOTBETCTBYET
paboueii mporpamme
Y4eOHOU AUCIIUTITHHBI

CriocoGHOCTH CTYyACHTa
apryMEHTUPOBATh CBOU
OTBET U NPUBOJUTH
pUMEPHI

OTBeT apryMeHTHPOBAH,
MIPUMEPHI TPUBEICHBI, HO
ecTh He Oonee 3
HECOOTBETCTBHI

OTBeT apryMeHTHPOBaH,
MIPUMEPHI TTPUBEEHBI, HO
ecTh He OoJee 2
HECOOTBETCTBHI

OTBeT apryMeHTUpPOBaH,
MIPUMEPHI IPUBEICHBI

OCO03HAaHHOCTH U3JIara€MOT0

Mmarepuaia

Marepuan ycBoeH 1
M3JIAraeTcsl OCO3HAHHO,
HO ecThb He OoJjiee 3
HECOOTBETCTBUM

Marepuan yCcBOEH U
H3JIaraeTcss OCO3HAHHO,
HO eCTb He 0oJiee 2
HECOOTBETCTBUI

Marepuain yCcBOEH U
M3J1araeTcsi OCO3HaHHO

CooTBeTcTBHE HOPMaM
KYJIBTYPBI peun

Peur, B nesom,
rpaMOTHAsI, COOFOICHBI
HOPMBI KYJIBTYPhI PEYH,
HO €CTh 3aMEUaHUsl, HE
oounee 4

Peus, B ieom,
rpaMOTHAs, COOFOICHBI
HOPMBI KYJIbTYPHI pEYUH,
HO €CTh 3aMEUaHMs, HE
oouee 2

Peub rpamoTHas,
COOIIOIEHBI HOPMBI
KYJIBTYPBI peun

KauecTBO OTBETOB Ha
BOIIPOCHI

Ectb 3amMeuanus k
oTBeTaMm, He OoJjiee 3

B nenom, oTBETHI
PAaCKpHIBAIOT CYTh
BOIIpOCa

Ha Bce BOIpoch! oJTy4eHbl
HUCYCPIBIBAIOIINE OTBETHI

7.5. UToroBasi peMTMHIOBasi OLCHKA TeKYLIeld U MPOMEKYTOYHOM aTTecTAluM
CTYJAEHTA N0 AMCHUILIMHE
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[To yueOHoW mucuurmauHe «JloKyMeHTalMOHHOE oOOecleyeHue YMpaBlieHUs B
OXpaHEe TPyJa» HCHOJb3yeTcs 4-OabHas CHCTeMa OIICHWBAHUS, UTOT OICHWBAHUS
YPOBHSI 3HaHUM OOYYaIOIIMXCS TPEAYCMaTPUBAET 3a4ET. 3aUeT BHICTABIISECTCS BO BpeMs
MOCJICIHETO TMPAKTUYECKOTO 3aHSITHS TPHU YCIOBHHM BBIIOMHEHUsT He MeHee 60%
y4eOHBIX TOpPYYEHUM, MPEAyCMOTPEHHBIX yueOHbIM IaHoM u PIIJ[. Hamuuwne
HEBBIMOJIHEHHBIX ~ YYEOHBIX  MOPYYEHHUM  MOXKET  OBITh  OCHOBAaHHEM  JIsS
JOTIOJIHUTENBHBIX BOIIPOCOB MO JUCIUIUIMHE B XOJ€ MPOMEKYTOUHOU arrectauuu. Bo
BCEX OCTaJbHBIX CIIy4yasix 3aueT cJaercs oOydarolMMHCS B JaThl, Ha3HAUYCHHbBIC
IPENOAABATENIEM B IEPUOJ COOTBETCTBYIOIINM MIPOMEKYTOUYHOM aTTECTALINH.

IIxana oyenuganua meKywieii u RPOMeNCymouHOU ammecmayuu cmyoeHma

YpoBHU HOpMHUPOBAHUS O1eHKa TI0 YeThIpeX0aUTbHOM IIKajIe
KOMIICTCHITNH U1 3a4éTa
Bricokuii
JlocTaTo4YHBIM 3a4TECHO
bazoBrrit
Komnerenuus He  chopmupoBaHa HE 3a4TCHO

8. IlepeyeHb OCHOBHOM M IONOJTHUTEJIBHOH Y4eOHOM JTUTEPATYPbI, HEOOXOAUMOH
JJISL OCBOCHMS JUCHUILIMHBI (MOXYJIs1)

OcHoBHas JuTepaTypa.

o Tun Komn-Bo B
Bubauorpaguueckoe omucaHue (raeOnm, yueGuoe
H/H nocobue, yue6Ho- 6I/I6H .

MeToj nocobue, ap.)

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

2. |Yynpun, K. II. Teopernuyeckoe IOKyMEHTOBEICHUE: 'I'“Ft';'”l‘:
yaeOHoe mocobme / K. II. Yynpun. — Ilepms: IIT'HK,| yuebuoe anm;)bo '
2019. — 96 c. — ISBN 978-5-91201-330-0. nocoGe ‘;(‘/’ 155;’8

1
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VYcanosa, O. I'. JIOKyMEHTOBEJICHUE U APXUBOBEACHUE !
cioBaps / O. I'. Ycanosa, A. B. JlymnukoBa. — 2-e u3.,

crep. — Cankr-IletepOypr : Ilnanera mysbiku, 2019. — https://e.
172 c¢. — ISBN 978-5-8114-3873-0. — Tekcr : lanbook.
ANEKTpOHHBIN //  JlaHb DJIEKTPOHHO-O0MOMMOTEe HAst| Croapu | com/boo
cuctema. — URL: https://e.lanbook.com/book/113186 k/11318
(mata oOpamenus: 18.09.2020). — Pexxum mocTyma: Juis 6
aBTOPU3. MOJIb30BATEIICH.

AmupoB, A. P. JlokymMeHTallMOHHOE OOeCIeUeHHE https://e.
yIpaBJICHUs] B opraHm3anusx . ydeOHoe mocobue / A. P.| Vyebusie |lanbook.
AmupoB, B. . Muxaiinos. - Yopa : BI'TIY umenn M.| nmocobus |com/boo
Axmymisr, 2009. - 176 c. k/42213
JlokymentoBenenue. Yacts 1 yueObHOoe mocobue /

cocrasutenb C. B. Munyk. — Jluneuk : Jluneukui I'TIY, https://e.
2017, — 56 c¢.— Texkcr: onektpoHHbl / Jlanp lanbook.
AIEKTPOHHO-OMOIMOTEUHAS CHCTEMA. — URL.: YueOmbie com/boo
https://e.lanbook.com/book/111986 (mata oOparcHus: 10co0us k/11198
29.09.2020). — Pexum jgocTyma: s aBTOPH3. 6
I10JIb30BATENEH.

KocoB, A. TI. Xpecromatuss 00 JAOKYMEHTHOU

nuHrBuctuke: 1649-1811 rr. B 4-x 4. Yacte IV.

3aKOHO/ATENbHBIE aKThl, PETJIAMEHTUPYIOIIUE CUCTEMY

nokymenroobopora : xpectomatust / A. I'. KocoB. — 2-¢ https:/e.
31, — Mockea ; ®JIHTA, 2018. — 147 ¢. — ISBN 978 Xpectomar | lanbook.
5-9765-3752-1. — Texct: onekTpommsii// Jlams :| V¥ KHATH | COM/DOO
AIIEKTPOHHO-OMOIMOTEUHAS cUCTEMA. — URL:| A utenms | k11078
https://e.lanbook.com/book/110788 (mata oOpareHus: 8
26.09.2020). — Pexum jgocTtyma: Uil aBTOPHS3.

MOJIb30BATENEH.

ABTOMaTH3a1Us JOKYMEHTO00OpOTa : yueOHoe mocobue /

A. A. Tumenko, FO. M. Kazakos, M. B. Tepexos [u ap.].

 Mocksa : ®JIMHTA, 2018. — 108 c. — ISBN 978-5- https://e.
0765-4024-8. —  Texer:  snexrpommsid / Jams | Vaeoupe | 21POOK:
AJICKTPOHHO-OMOIMOTCUHAS CHCTEMa. — URL:| nocobus com/boo
https://e.lanbook.com/book/113481 (mata oOpaineHus: ki11348
29.09.2020). — Pexum jgocTyma: Uil aBTOPHS3. 1
MOJIb30BATEJIEN.
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8. [KoctpoBa, IO. b. Opranuzamus U  TEXHOJOTHS hitos://
JOKYMEHTAI[MOHHOTO  OOECTICUCHHS  YIPABJICHUS Vere6 | aﬁ E'
yuebHoe nocooue / 0. b. Koctposa, JI. b. Eroposa, O. B. e gme an /Obo '
JlozoBas. - Cankt-Iletepbypr : U0 CII6YTYuD, 2012. - focobus | COM/DOO
347 ¢, k/64087

JlonoTHUTEILHAS JIMTEPATypa.
Ne bubnunorpaduueckoe onrcanue M%EKi@% Kon-so
H/H p nocobue, y6‘ICGHO- ) 6I/I6H.
METOA 1mocooue, ap.

1. |Ky3nemoB, W. H. [lemonpou3BojcTBO y4eOHO- ruT;J'E'
cnpaBoyHoe mnocobue / WM. H. Kysnemnos. - 6-e usa. -|CrnpaBounn anboox.
Mocksa : lamkoB u K, 2017. - 460 c KU com/boo

' ’ ' ' k/10554

o]
2. |Kab6amos, C. 1O. Jlemonpon3BoACTBO M apXHBHOE JIETIO B HERS TS
_ lanbook.

TepMHHAX M ompeaeneHusx . yued. mocooue / C. H).| YueOGubie

com/boo
Ka6amos, U. I'. AchanausipoBa. - 3-e usa., crep. - MockBa| mocoOus K/10955

: ®JIMHTA, 2018. - 294 c. y

3. |[BBegenue B 0a30BbI€  TEXHOJOTUHM  HCIOJIb30BaHHS ruT:J'E'
IIATPOPMBI 3IEKTPOHHOrO JokyMeHToobopora T-FLEX| yueGnoe anboox.
_ com/boo
DOCs: yuebHoe mocobue / cocraBurenn M. C. KopsiToB [u| mocoOue K/ 16376
ap.]. — Omck: Cu6AJIN, 2020. — 49 c. a
4. |Kpacusuckuii M.H., Kapnymkun C.B., O6yxoB A./l., hito://
Kopo6osa N.JI., KapnoB C.B. OcHOBBI IPOEKTUPOBAHUS p._ w
, .| yueOHOe |ww.iprb
CHUCTEM DJIEKTPOHHOTO JOKyMeHTooOopoTa: TamOoBckuit
. . mocodue |[0ookshop.
rocyJlapCcTBEeHHbIN TexHuueckuil yuuepcurer, ObC ACB,
2018 I ru/94361

5. AHalIU3 CHCTEM DJIEKTPOHHOIO JOKYMEHTOOOOpOTA! JR;%”:B

Cesepo-KaBkasckuil penepanbubiil yauBepeutet, 2018 . | mpakTukym 1P
ookshop.
ril/Q2R708

6. | Cuctembl 3JEKTpOHHOTO JOKyMeHTooOoporta: Cesepo- &;:ﬁ;:;
K i i 2019 . '

aBKa3CKUi eepalbHbI YHUBEPCUTET, r HpaKTHKyMﬁookShop.
rii/Q27A8

7. [Muxeenko, O. B. OcHOBB JI0KyMEHTOOOOpOTa B httos://
TaMOKEHHBbIX opraHax. [Ipaktukym : yueOHOe mocoOue Iuﬁf. i'
JUIS CTYJIEHTOB BY30B, OOYYalOIIMXCS MO CHEIUATBHOCTH| YyeOHbIe anbook.
" " com/boo
tamoxxeHHoe neno" / O. B. Muxeenko, H. B. I'mymak, O.| noco6us /11560
B. I'mymak. - Canxkt-IletepOypr : Unatepmenus, 2019. - 5

168 c.
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8. [Cemkxo, U. A. OcHOBBI HEJIONPOU3BOJACTBA . YyueOHOE TUES- T
nocobue / U. A. Cemxo, JI. A. AntyxoBa. - CtaBponoib :| YyeOHble lanbook.
C1TAY, 2018. - 119 ¢, nocoGus | oMV P00

’ k/14161
o]

9. |Opranuzamusi  JIEJIOMPOU3BOJICTBA W TMEPCOHATBHBIN
MEHEIKMEHT: ITPUMEHEHHE KOMIIBIOTEDHOIO TPEHHHIA:[ yuyeOHOE 10
yue6. mocoodue / M. H. Bacunbesa [u 1p.]. - M.: By3oBckuii| mnoco6ue
yueOHuk, 2014. - 104 c.

9. IlepeyeHnb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM CETH
«HTEpHET», HEOOXOAUMBIX JISl OCBOCHHS JUCHUIIMHBI (MOXYJI51)

1.ITouckoBsie cucteMbl: http://www.rambler.ru, http://yandex.ru,

2.DenepanbHblil 00pa3zoBaTEIbHBIN MOpTan www.edu.ru.

3.Poccuiickas rocynapctBenHas ouonunoreka http://www.rsl.ru/ru

4.I'ocygapcTBeHHasi MmyOiauyHas HaydyHO-TexHHueckas OuoOnunorexka Poccum URL:
http://gpntb.ru.

5.l'ocygapcTBeHHOE  OIOJUKETHOE  yupexaeHue KyinbTypsl PecnyOmuku  Kpbeim
«Kpbimckas pecnyOuKaHCcKas yHUBEpCaIbHas Hay4yHas OoubIMoTEKA»
http://franco.crimealib.ru/

6.Ilegarornueckas 6udanoteka http://www.pedlib.ru/

7.Hayunas BJIEKTPOHHAS oubMoTexa eLIBRARY.RU (PUHLIY)
http://elibrary.ru/defaultx.asp

10. MeToauveckue yKazaHus sl 00y4alOIIMXCsl M0 OCBOECHUIO M CIIUTIIUHBI
(MoayJist)

O01mue pekoMeHIAUMH MO CAMOCTOSATEILHOM padoTe 0aKkaaaBpoB

[TonroToBKa COBpEeMEHHOTO OakantaBpa MpeAIoiaraet, 9To B CTEHaX YHUBEPCUTETA
OH OBJIaJIeeT METOI0JIOTUEH camooOpa3zoBaHus, CaMOBOCTIUTAHUSA,
CaMOCOBEPIIICHCTBOBaHUSA.  OJTO  ONpEACNIIeT  BaXHOCTh ~ AKTHBU3AIMM  €TO0
CaMOCTOSITEIIbHON PabOTHI.

CamocrositennbHass pabora (opMUpPYeT TBOPUECKYI0 AaKTUBHOCTH OaKallaBpOB,
MPEACTABICHUE O CBOWMX HAYYHBIX W COIHMAJIBHBIX BO3MOYKHOCTSX, CITOCOOHOCTH
BBIWICHSTh TJABHOE, COBEPIICHCTBYET TMpPHUEMbl  OOOOIICHHOTO  MBINIICHUS,
npeamnoiaraeT Oojee TIyOOKyr HpPOpaOOTKy HMH OTACIBHBIX TE€M, ONpPEACICHHBIX
MIPOrpaMMoOH.
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OcHOBHBIMU BUJaMU U (hOpMaMU CaMOCTOSITEIbHONW pabOThI CTYJEHTOB MO JaHHOU
TUCITUTIIIMHE SIBJITFOTCS: CAMOIIOATOTOBKA TI0 OTJEIBHBIM BOTIpOcaM; paboTa ¢ 6a30BbIM
KOHCIIEKTOM; MOATrOTOBKA K MPAKTUYECKOMY 3aHSTHIO; MMOATOTOBKA K YCTHOMY OIPOCY;
HalrcaHWe KOHCIEKTA; MOJAr0TOBKA K 3aUeTy.

BaxxHoil 4acTbio cCaMOCTOSTENIbHON PabOTHI SIBISIETCS YTEHUE YUeOHOM JINTEpaTyphl.
OcHoBHast (pyHKIHSA y4YEOHHKOB — OPUEHTHPOBATh B CUCTEME TE€X 3HAHWMM, YMEHUU U
HABBIKOB, KOTOpbIC JOJDKHBI OBITH YCBOCHBI IO JTAHHOW AMCHMIUIUHE OYyIyIIUMU
CHeUaICTaMU. YYEeOHUK TakkKe CIYXKUT IyTEBOAUTEIEM 110 MHOTIOYHCIEHHBIM
IIPOM3BEJCHUSM, OpPHEHTHUPYs B MMEHAaX aBTOPOB, CIEHUAIU3UPYIOIIMXCS Ha
ONpEIEIEHHBIX HAyYHBIX HAIIPABICHUAX, B Ha3BaHUAX MX OCHOBHBIX TPyAOB. Bropas
byHKIUS yyeOHHKA B TOM, YTO OH OYEPUYMBACT HEKUH KPYT 00sA3aTeIbHBIX 3HAHUU IO
OpeaMeTy, He IPEeTEeHAYs Ha IIIyOOKO€E UX pPacKpBITHE.

UreHue pEKOMEHIAOBAaHHOW JIMTEpPATypbl — 3TO Ta TJIABHAsg 4YacTb CHCTEMBI
CaMOCTOSITEJIbHON yueObl OakanaBpa, KOTOpas oOOecnedyMBaeT MOJJIMHHOE YCBOCHHE
HaykH. UuTaTh 3Ty IUTEpPATypy HYKHO IO IPUHLUITY: «HAIEs, TEOPUs, METOJ B OJTHOM, B
IPYroM U T.J. KHUTax».

Bo Bcex ciydasx pEeKOMEHIYETCS PAacCMOTPEHHE TEOPETUYECKUX BOIIPOCOB HE
MEHEe YeM [0 TPeM HUCTOYHHMKaM. M3ydenue npoOiieMbl MO pa3HbIM HCTOYHUKAM -
3aj0r TIyOOKOTO YCBOEHHUsI Hayku. VMIMEHHO 3TOT OJIOK, HapsAxy C BBIIOJHEHUEM
MPAaKTUYECKUX 3aJaHUI SIBISETCS BEAYLIMM B CTPYKTYPE CAMOCTOSATEIBHON pabOThI
CTYJICHTOB.

Buumanuio OakalaBpoB MpeUIaraloTCs CHOUCOK JIMTEpaTypbl, BOIPOCHI K

CaMOCTOSITEIbHOMY U3YYEHHIO U BOIIPOCHI K 3a4ETy.

JUJis yCHemHoro OBJIaACHUs AUCHUIUIMHON HEOOXOIHMMO BBINOJHATH CIEAYIOLINE
TpeOOBaHUS:
1) BBINOJHATH BCE ONpeeeHHbIE TPOrpaMMOi BUAbI paldoT;
2) mocemaTh 3aHATUS, T.K. BECb TEMAaTUYCCKUI MaTepuall B3aUMOCBSI3aH MEXIy COOOM
M, 3a4acTyl0, CaMOCTOSITEJIBHOTO TEOPETUYECKOTO OBJIAACHMS IPONYIIEHHBIM
MaTepuaioM HEIOCTaTOYHO JJIsl KAYECTBEHHOTO €r0 YCBOEHUS;
3) Bce paccMmaTpuBacMble Ha 3aHATHSIX BOIPOCHI 00s13aTeNbHO (DUKCHPOBATH B
OTIIETILHYIO TETPA/Ib U COXPAHSTH €€ 10 OKOHYAaHUs OOyUEHHUsI B BY3€;
4) mpOSIBJIATh AKTHBHOCTB IPH MOJTOTOBKE M HA 3aHATHSAX, T.K. KOHCYHBIH pe3ysIbTaT
OBJIAJICHUSI COJECpP’KAHUEM JUCHUIUIMHBI HEOOXOAMM, B TEPBYIO OYEpellb, CAMOMY
OakanaBpy;
5) B ciydasx TMpomycKa 3aHATHH 10 KaKUM-JIMOO MpHYMHAM  00S3aTEeNIbHO
oTpabaTbIBaTh  MPOMYUICHHOE MpEnojaBaTelliio BO  BpeMs  UHAUBUAYAIbHbBIX
KOHCYJIbTAllU M.

BHeypounast 1esTenbHOCTh OaKkanaBpa Mo JaHHOW JUCIUIUIMHE MPEIIoIaraeT:
- CaMOCTOSITEJIbHBIN MTOMCK OTBETOB U HEOOXOAMMON MH(POPMALIMHU MO MPEJIOKEHHBIM
BOIIpOCaM;
- BBIIIOJIHEHUE IPAKTUYECKUX 3aJaHUM;
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- BBIpA0OTKY YMEHUN Hay4HOU OpraHu3anuu Tpyaa.

VYcnemnas opranu3anys BpEMEHU 10 YCBOEHUIO JTAHHOW JHUCLUMIUIMHBI BO MHOTOM
3aBUCHUT OT HaJIM4UA y OakajaBpa yMEHHUsI CaMOOPraHHU30BaTh ce0sl U CBOE BpeMsl s
BBITIOJTHEHUST TMPEUIOKEHHBIX JOoMallHuX 3aganuil. OOBEM 3agaHuil paccuuTaH
MakcuMaibHO Ha 2-3 yaca B Hexaemo. [lpy 3ToM airoputM mMOATOTOBKH OyneT
CIEAYIOIINM:

1 sTam — mouMcK B JHTEpaType TEOPETUYECKON HHGPOpMAlMK MO MPEIIOKECHHBIM
[IpEenoAaBaTesieM BOIIPOCcaM;

2 3Tan — OCMBICJICHHE MOJIYyYeHHON HH(POPMAIIMK, OCBOEHUE TEPMUHOB U TOHSATHH;

3 3Tall — COCTaBJICHHE IIJIaHA OTBETA Ha KaXKbIi BOIIPOC;

4 3Tam — MOMCK NPUMEPOB MO JAaHHOU MPOOIeMaTHKe.

Pabdora ¢ 0a30BbIM KOHCIIEKTOM

[IporpaMMo# JUCHUIIIMHBI TPEAYCMOTPEHO YTEHHUE JIEKIHUI B pa3IuyHbIX (popmax
UX TPOBEACHUS: MpOOJEMHbIE JEKIUU C JJIEMEHTaMU »3BPUCTHYECKON Oecenpl,
MH()OpPMALMOHHBIE JIEKIIMH, JEKUUH C ONOPHBIM KOHCIEKTUPOBAHHMEM, JEKLIHUH-
BU3yaJIN3aLUH.

Ha gnekmusx mnpenojaBarelnb paccMaTPUBAET BOMNPOCHI IMPOrpamMMBl  Kypca,
COCTaBJICHHOM B COOTBETCTBHH C I'OCY/IapCTBEHHBIM 00pa30BaTENIbHBIM CTAHIAPTOM. M3-
32 HEJOCTATOYHOIO KOJIMYECTBA ayAUTOPHBIX YaCOB HEKOTOPBIE TEMBI HE YJIaeTcs
OCBETUTh B TIOJHOM 00BEME, MO3TOMY IMPENoAaBaTellb, MO CBOEMY YCMOTPEHHIO,
HEKOTOpbIE BOMPOCHI BHIHOCUT Ha CAMOCTOSITENIbHYIO PabOTy CTYAEHTOB, PEKOMEHAYS
Ty WIW UHYIO JUTEPATYPY.

Kpome 3toro, s iay4iiero OCBOCHHsI MaTepuaia M CHCTeMaTH3alud 3HaHUU 1O
JUCHUIUIMHE, HEOOXOUMO MOCTOSIHHO pa30upaTh MaTepHalibl JIEKIUHA 110 KOHCIIEKTaM
1 y4€OHBIM OCOOUSIM.

Bo Bpems camocTosiTeNnbHONW MpOpabOTKH JIEKIIMOHHOTO Marepuaia ocoboe
BHUMAHHE CIEAYET YIAEIATh BOZHUKIINM BOIIPOCAaM, HEMOHATHBIM TEPMUHAM, CIIOPHBIM
TOYKaM 3peHus. Bce Takue MOMEHTHI CIEAYET BBIIEINUTh WIN BBIIUCATh OTAEIIBHO IS
JanbHENIIero oOCYKJIEHUS Ha NPAKTUYECKOM 3aHATHH. B ciayyae HeoOXoIuMocTu
oOpalarbcsi K MpenojaBareo 3a KoHcyhabTanueil. [loaHbli cnucok nutepaTypsl 1Mo
JUCUUIUIMHE IPpUBEAEH B paboyeil mporpaMme AUCIUIUINHBIL.

Hanucanue KoHCHEeKTA

Koncmekr (ot mar. coOnspectus — o030p, uznoxkeHue) — 1) MUCbMEHHBIH TEKCT,
CHCTEMaTHUYECKH, KPaTKO, JIOTUYHO U CBSI3HO TEepeAalolIuil colep:kaHue OCHOBHOTO
UCTOYHHKA WHpOpMaIK (CTaThU, KHUTH, JISKIIUU U JIp.); 2) CHUHTE3Upytomas Gopma
3aIlMCH, KOTOPas MOXET BKJIIOYaTh B ceOs MIaH UCTOYHHKA WH(GOPMAIIMH, BBIITUCKU U3
HETO U €ro TE3HCHI.
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Buabl KOHCIIEKTOB:
— TUTAHOBBIA KOHCTEKT (IUIAH-KOHCIIEKT) — KOHCIEKT Ha OCHOBE C(POPMHPOBAHHOTO
IUIaHa, COCTOSILEr0 W3 OMNPENEICHHOTO KOJMYECTBA MYHKTOB (C 3arojloBKaMu) M
MOAMYHKTOB, COOTBETCTBYIONTUX OMPEEICHHBIM YaCTIM UCTOYHUKA WH(POpMAIIHH;
— TEKCTyaJIbHbI KOHCHIEKT — TMOApoOHas QopMa H3JI0KEHHS, OCHOBAaHHAs Ha
BBINKUCKAX U3 TEKCTA-UCTOUYHUKA U €r0 IUTUPOBAHUU (C JIOTHYECKUMU CBSI3SIMU);
— TPOU3BOJIbHBIA KOHCTIEKT — KOHCIEKT, BKIIOYAIOIIUNA HECKOJIBKO CIIOCOOOB pabOThI
HaJl MaTepUaJioM (BBIMUCKH, IUTUPOBAHUE, TIJIAH
" JIp.);
— CXEMaTUYECKUW KOHCHEKT (KOHTEKCT-CXeMa) — KOHCIIEKT Ha OCHOBE IIJaHa,
COCTaBJIEHHOT'O U3 ITYHKTOB B BUJIE BOIIPOCOB, HA KOTOPBIE HY’KHO JJaTh OTBET;
— TEMaTUYECKUA KOHCIEKT — pa3padOTKa W OCBEIICHHWE B KOHCIEKTUBHOU Gopme
OMPEAEIEHHOTO BOIPOCA, TEMBI;
— omnopHbli KoHCHEKT (BBeaeH B. @. IllaTtamoBbIM) — KOHCIEKT, B KOTOPOM
coJiepKaHWE MCTOYHMKA HHGOPMAIIMU 3aKOJUPOBAHO C TOMOIIBIO TI'papUUIECKUX
CHUMBOJIOB, PUCYHKOB, ITU(P, KIFOUEBBIX CJIOB U JIp.;
— CBOJIHBIN KOHCIIEKT — 00paboTKa HECKOJIBKUX TEKCTOB C IEJIbI0 X COMOCTABIICHHUS,
CpPaBHEHUS U CBEICHUSA K €UHON KOHCTPYKIIUU;
— BBIOOPOYHBIN KOHCIIEKT — BBIOOP M3 TEKCTa HHPOPMAIIMK HA ONIPEACIICHHYIO TEMY.
®opMbl KOHCTIEKTUPOBAHMUSL:
— miaH (IpOCTOM, CIOXKHBIN) — ¢dopMa KOHCHEKTUPOBAHHUS, KOTOpas BKIIIOYAET
aHaJiu3 CTPYKTYpPhl TEKCTa, 0000IICHUE, BBIACICHUE JIOTUKU PAa3BUTHUS COOBITUN U HX
CyTH;
— BBIIUCKM — TMpocTeimas ¢opMa KOHCHEKTUPOBAHUS, TOYTH JIOCIOBHO
BOCIIPOU3BOSAIIASA TEKCT;
— Te3uchl — ¢dopMa KOHCIEKTUPOBAHUS, KOTOpash MPEACTaBisieT COOOM BBIBOJBI,
CIEJaHHbIE Ha OCHOBE MPOYUTAHHOTO. BBIIENIAIOT MPOCThIE U OCIOKHEHHBIE TE3UCHI
(KpoMe OCHOBHBIX TMOJIOKEHUH, BKIIIOYAIOT TaAK)KE€ BTOPOCTEIICHHBIE);
— UWATHPOBAaHUE — JOCJIOBHAs BBINHUCKA, KOTOpas HMCIHOJb3YyETCA, KOrja INepenaThb
MBICJTb aBTOpPA CBOUMHU CJIOBaMU HEBO3MOIKHO.

BrinonHenue 3ananus:
1) onpenenuTh LEeab COCTABICHUS KOHCIIEKTA;
2) 3amucarh Ha3BaHUE TEKCTa WJIM €ro 4acTu;
3) 3anucaTh BIXOJHBIEC JAHHbBIE TEKCTA (ABTOP, MECTO U TOJ U3JaHUsA);
4) BBIACIUTH IPU NEPBUYHOM YTEHHH OCHOBHBIE CMBICJIOBBIE YACTH TEKCTA;
5) BBIJIETTUTh OCHOBHBIE MOJIOKEHUSI TEKCTA,
6) BBIJICIUTH MOHSTHS, TEPMUHBI, KOTOPBIE TPEOYIOT Pa3bsCHCHUI;
7) mocaenoBaTeIbHO M KPATKO M3JI0KUTh CBOMMHU CJIOBaMU CYIIECCTBEHHBIC TTOJIOXKCHHUS
U3y4aeMOro MaTepuana;
8) BKJIIOYUTH B 3alKCh BBIBOJBI 110 OCHOBHBIM TOJIOXCHHSIM, KOHKPETHBIM (aKTam M
npumepam (6e3 moIpoOHOTO OMHUCAHMS);
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9) wucmonb3oBaTh IPHEMBl  HAIVBIIHOIO  OTPAKEHHUsS  coAcpkaHus  (a03albl
«CTyNEHbKaMMW», Pa3INYHBIC CIIOCOOBI MOYCPKUBAHUS, PYUKH Pa3HOTO I[BETA);
10) coOumomaTh mpaBuiIa MUTHPOBAHMS (IIMTATa JOJKHA OBITh 3aK/II0UEHA B KaBBIUKH,
JlaHa CChUIKA HAa €€ UCTOYHUK, yKa3aHa CTPAHUIIA).

[TnanupyemMble pe3ybTaThl CAMOCTOSATEILHON paOOTHI:
— CHOCOOHOCTh CTYJICHTOB aHAJWU3UPOBATH PE3YNbTAThl HAYYHBIX HCCIICIOBAHUA H
IPUMEHATh MX IPH PEIICHHMH KOHKPETHBIX OO0pa30BaTEIbHBIX M HMCCIICI0BATEIBCKHUX
3aj1a4;
— CIIOCOOHOCTh pelaTh CTaHAApTHBIC 33J1la4d IPO(PECCHOHAIIBHON NEATEILHOCTH Ha
OoCHOBe HWH(POpMaMOHHOW U OuOnHorpaduyeckord KyJIbTyphl C TNPUMECHCHHEM
HH()OPMAITMOHHO-KOMMYHHKAIIMOHHBIX ~ TEXHOJIOTMA HM C  Y4eTOM  OCHOBHBIX
TpeboBaHui HHOOPMAITMOHHOHN 6€30TTaCHOCTH.

HO)II‘OTOBKa K IPAKTUYC€CKOMY 3aHATHUIO

Meroauueckue peKOMEHAAMUH 110 MOATOTOBKE K MPAKTUYECKUM 3aHATUAM

[TonroroBka K NPAKTUYECKOMY 3aHATHIO BKJIKOYAET CIECAYIOIIHAE SJIEMEHTHI
CaMOCTOSITCJIBHOM  JICSITEIIbHOCTH: YETKOE IIPEJACTaBICHUE 1EJIM M 3aJa4  €ro
MPOBEACHHUS;  BBIJCICHUE HABBIKOB  YMCTBEHHOM, AaHAJWTHUYECKOM, HAYYHOU
NEATEeIIbHOCTH, KOTOPBIE CTAHYT PE3YIbTATOM IPEACTOSIIEH PaOOTHI.

BBIpa6OTKa HaBBIKOB OCYIICCTBJIACTCA C IIOMOIIBIO ITOJTYYCHHA HOBOU HH(l)OpMaI_[I/II/I
00 HN3y4aCMbIX IIpOoHecCax M C IOMOIIbIO 3HAHHA O TOM, B Kakoil CTENeHU B JaHHOC
BpeM:A CTYACHT BJIAACCT MCTOAdaMH HCCHGHOB&TGHBCKOﬁ ACATCIIbHOCTHU, KOTOPBIMH OH
CTAHCT IMOJIb30BATHCA HA MPAKTUYCCKOM 3aHATHH.

CrnenoBaTenbHO, paboTa Ha TPAKTUYECKOM 3aHSATHM HAMpaBJIICHA HE TOJBKO Ha
MMO3HAHUE CTYJCHTOM KOHKPETHBIX SBJICHWM BHEIIHETO MHpPa, HO W Ha H3MCHEHHE
caMoro ceos.

Bropoii pe3ynbraT OueHb BaKEH, MOCKOJBKY OH oOecredynBacT (OpMHUPOBAHHE
TaKUX OOINEKYJIBTYPHBIX KOMIICTCHIMM, KaK CIHOCOOHOCTh K CaMOOPTraHHM3allud U
caM000pa3oBaHMIO, CHOCOOHOCTh HKCIOJB30BaTh METOJBI cOopa, 0OpaboTKU U
UHTEPIIPETAIIMM  KOMIUIGKCHOM HWH(pOpPMAIMK JUIS  PEIICHUS  OpraHW3al[MOHHO-
YIPaBICHYCCKUX 33]1a4, B TOM YHCIIC HAXOMAIIUXCS 3a MpeaesiaMi HeIIOCPEICTBCHHOMN
cdepsl AeATEIBPHOCTH CTYICHTA. TIPOIECCOB U ABJICHUH, BBIICISIOT OCHOBHBIC CITOCOOBI
J0Ka3aTeIbCTBA aBTOPAMH HAyYHBIX PabOT IIEHHOCTH TOTO, YeM OHH 3aHUMAIOTCSI.

B xome camMoro mnpakTH4YeCKOro 3aHsATUA CTYAEHTHl CHayajga MpPEACTaBISAIOT
HalJIEHHbIE UMW BapUaHThl (OPMYIMPOBKU aKTyalbHOCTH MCCIIEIOBAHUS, OOCYKIAIOT
UX 1 000CHOBBIBAIOT CBOE€ MHEHHUE O HAWIy4IlEM BapHaHTE.

O0BEM 3a1aHN pacCUMTaH MaKCUMaJIbHO Ha 1-2 yaca B HEEIO.

IHoaroroBka K yCTHOMY OIIPOCY
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C uenbl0 KOHTPOJIS W MOATOTOBKU CTYJEHTOB K M3YYEHHUIO HOBOM TE€Mbl BHAualie
KaXJIOW MPAKTUYECKOI0 3aHATHS MPENOAABATEIIEM MPOBOAUTCS WHAVWBUIYAIbHBIA WU
(GPOHTABHBIN YCTHBIA OTIPOC IO BHITIOJHEHHBIM 33IaHUSIM TIPEIBIAYIIEH TEMBI.

Kputepuu o1ieHKH yCTHBIX OTBETOB CTY/IEHTOB:
— TPaBWIBHOCTh OTBETA IO COJCPXKAHWIO 3afaHus (YUYUTHIBACTCS KOJUYECTBO H
XapakTep OIIMOOK MPU OTBETE);
— TOJTHOTA U TJIyOWHA OTBeTa (YYUTHIBACTCS KOJMYECTBO YCBOCHHBIX (DAKTOB, MOHATHIA
U T.11.);
— CO3HATEIBLHOCTH OTBETA (YUUTHIBACTCS IOHUMAHKE M3J1araéMOro MaTepuana);
— JIOTMKAa W3JIOXKEHUs Marepuana (y4UThIBA€TCS YMEHHUE CTPOUTH IIEJIIOCTHBIM,
MOCJIeIOBATEIBLHBIN pacCcKas3, TPaMOTHO TOJIB30BATHCS CIICIUATEHON TEPMHUHOJIOTHEH ),
— palMOHAJIBHOCTh HCIOJIb30BAHHBIX MPUEMOB M CIOCOOOB pEIICHUS] MOCTaBICHHOM
y4eOHOM 3amaun (y4UTHIBACTCS YMEHHUE HCMOJIb30BaTh HamOoOJiee MPOTPECCUBHBIE U
3¢ PeKTUBHBIE CITOCOOBI TOCTHKCHUS 1IEIIH );

— CBOEBPEMEHHOCTh U A(PGHEKTUBHOCTh HCIOIB30BAHUSI HAMJISAHBIX TOCOOM U
TEXHUYECKUX CPEJICTB MpPU OTBETE (YUUTHIBAETCS T'PAMOTHO M C IMOJIb30M MPUMEHSTH
HarJIsiTHOCTh U IEMOHCTPAIIMOHHBIN OMBIT MPU YCTHOM OTBETE);

— UCIOJIb30BaHUE JOTIOJHUTEIHLHOTO MaTepHaa (00s13aTeIbHOE YCIOBHE);

— palMOHAIBHOCTH MCIIOJb30BAaHUSI BpEMEHH, OTBEJICHHOTO Ha 3a/ilanue (He 0J00psieTcs
3aTSHYTOCTh BBIMIOJIHEHUSI 3aJlaHHsl, YCTHOIO OTBE€Ta BO BpPEMEHHU, C YYETOM
VHJIUBUYyTBHBIX OCOOEHHOCTEH CTYJIEHTOB).

IHoaroroBka Kk 3auery

3ader ABNsAETCA TPAJAULHUOHHON (POPMOI MPOBEPKHU 3HAHUM, YMEHUH, KOMIIETEHIIUH,
c(OpMUPOBAHHBIX y CTYIAEHTOB B IPOLIECCE OCBOEHUSI BCETO COJIEPKaHUS M3ydaeMoil
auctumuiiHbl.  OOBIUHBIN  3a4eT OTJIMYaeTcsl OT OJK3aMeHa TOJBKO TeM, 4TO
npenoaaBaTeNb He qudPepeHupyeT 6alIbl, KOTOPbIe OH BBICTABIISIET IO €r0 UTOTaM.

CamocTosiTenpHas MOJr0OTOBKA K 3a4€Ty JOJIKHA OCYIIECTBISATHCS B TEUYEHUE BCETO
CEMECTpa, a HE 32 HECKOJIBKO JHEU 0 €0 MPOBEIACHHUS.

IToaroroBka BKIIFOYAET cleayronme AeucTBus. [Ipexe BCero HyXHO IEepeunTaTh
BCE JIEKIUM, a TAaKXXE€ Marepuajabl, KOTOpPbI€ TOTOBUJIWCH K CEMUHAPCKUM H
MPAKTUYECKUM 3aHSATUAM B TEUYEHUE CEMecTpa. 3aTeéM HaJ0 COOTHECTH 3Ty
HHpOpMAIMIO C BOMpPOCaMH, KOTOphle JaHbl K 3adery. Ecau unbopmanuu
HEIOCTAaTOYHO, OTBETHl HAXOJAT B IMPEIIOKECHHOM NPEINOIABaTEIIEM JIUTEPATYPE.
Pexomenayercs penatb KpaTkuhe 3amucd. Peub wuaer He O mmapraike, a o
(GhopMUPOBaHUHN B CO3HAHMM YETKOW JIOTUYECKOW CXEMbI OTBEeTa Ha Bompoc. Hakanyne
3ayera HEOoOXOAMMO TMOBTOPUTh OTBETHI, HE 3arfisijbpiBas B 3amnucu. Bpems Ha
MOJTrOTOBKY K 3a4€Ty [0 HOpMaTUBaM YHUBEPCHUTETA COCTABIIET HE MEHee 4 4acoB.
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11. Ilepeyenb nHGOPMAMOHHBIX TEXHOJIOT Ui, HCIIOJIb3YeMBbIX NPHU
OCYLIeCTBJIEHMH 00Pa30BaTEJIbHOIO MpoLecca 1o AUCHUIIHHE (MOAYJII0)
(BKJIIOYasi MepeYeHb MPOrPaMMHOI0 odecriedyeHrs: 1 MHGOPMAIHOHHBIX

CIPABOYHBIX cCHCTeM (IIPH HEOOXOAMMOCTH)

HNupopMannoHHbIe TEXHOJIOTHU TPUMEHSIOTCS B CIIEAYIONINX HAIIPaBICHUSIX:
oopmiIeHHE THCBMEHHBIX pabOT BBIMOJHACTCA C HCIOJIb30BAHUEM TEKCTOBOTO
pemaKkTopa;

JEMOHCTpAIsl KOMIBIOTEPHBIX MAaTEPHUAJIOB C MCIOJIb30BAaHUEM MYJIbTUMEIUITHBIX
TEXHOJIOTHH;

MCIOJIb30BaHNE HMH(OPMAIIMOHHO-CIIPABOYHOTO OOECIeUeHHUs, TaKOTO KaK: IPaBOBbHIE
cupaBouyHble cucteMbl (KoHCympTaHT+ ® 1p.), OHNAWH CIOBapH, CIPaBOYHUKH
(I'pamora.py, Uatyur.py, Bukunenus u ap.), HayuHble MyOIUKALIUU.

MCIIOJIb30BAHUE CIIECIIMAIU3UPOBAHHBIX CIIPABOYHBIX CUCTEM (RJIEKTPOHHBIX YYCOHUKOB,
CIPaBOYHHMKOB, KOJUIEKIIMI WUIOCTpauuid ©u  (porouzodpaxenuii, (porodaHKOB,
npodeccroHaNbHBIX COLUAIBHBIX CETEH U JIp.).

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

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

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

Do PDF Ccsuika: http://www.dopdf.com/ru/

7-zip Ccbuika: https://www.7-zip.org/

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

be Reader Ccbuika: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.htmlnomno

Gimp (rpaduueckuii pegakrop) Cebinka: https://www.gimp.org/

ImageMagick (rpadrueckwmii penaKTop) Ccpuka:
https://imagemagick.org/script/index.php

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

Adobe Reader Ccpinka: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html
Omneparnronnas cucrema Windows 8.1 JlunensnonHas Bepcus 1o goroopy Ne471\1 ot
11.12.2014 1.

DnekTpoHHO-0ubIMoTeuHas cucrema bubnokommiekTaTop

HannonanwsHa snexktponHas Oubauorexa - defepaibHOe TOCYIapCTBEHHOE OIOHKETHOE
yupexaenue «Poccuiickas rocynapcrsennas ouonuorekay (PI'BY «PI'by)

Penakius baszel nannusix «I[TOJITIPE]L CipaBouHUKNWY

DnexkTpoHHOo-O0ubmoTeuHas cuctema «JIAHDb

12. Onucanue MaTepuaJbHO-TEXHUYECKOH 0a3bl, HEOOXOAMMOM 1JIs1
OCYIIIeCTBJIEHHSI 00Pa30BaTEJbLHOI0 NMPOLECcca Mo JUCHUIINHE (MOTYJII0)

-KOMIIBIOTEPHBIA KJIaCcC M JOCTyn K cetu WHTEpHET (BO BpeMsi CaMOCTOATEIIbHOU
MOATOTOBKH) (OJKEH OBITh MPUJIOKEH TPpa(uK 3aHITOCTH KOMITBIOTEPHOIO KJIacca);
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-IIPOEKTOP, COBMEIICHHBIM € HOYTOYKOM JJii TPOBEACHUS JIEKIMOHHBIX 3aHSATUN
MPENo/IaBaTeNIeM U MPE3CHTAINH CTYJECHTAMHU PE3YJITaTOB PAOOTHI

-pa3AaToOYHBIN MaTepua i MPOBEAEHUS IPYIIOBON pabOTHI;

-METOAUYECKHE MaTepUalibl K NPAKTUUYECKUM 3aHSITUSIM, JIEKIUU (PYKOIKUCH,
AJIIEKTPOHHASI BEpCHUsl), AUJAKTUUECKUN MaTepuan Uisl CTyIeHTOB (TECTOBBIEC 3aJaHus,
MYyJIbTUMEIUIHBIC MPE3CHTAIUN);

-Jlnss  mpoBeneHHMs  JIGKIIMOHHBIX M MPAKTUYECKUX  3aHATUA  HeoOXoauma
CHeHMAIM3UPOBAHHAS AYJUTOPUS, OCHAILCHHAs UHTEPAKTUBHON TOCKOM U CTEHJIaMH C
HEO0OXOAMMBIMUE HATJISITHBIMU TTOCOOUSMH.

13. OcobGeHHOCTH opraHmsanuu Oﬁy‘leHI/Iﬂ no JAUCHHUIIIMHE 06y‘IaIOl[lI/IXCH u3
YUCJIa UHBAJIUIA0B U JIUI ¢ OrPAHUYCHHBIMHA BO3MOKHOCTSIMH 310POBbA (OBB)

[Ipu HEoOXoaUMOCTH B 00pa30BaTEIBLHOM MPOLIECCE MPHUMEHSIOTCS CIEAYIOLIUe
METOJIbl M TEXHOJIOTUH, OOJIeryarouue BOCHpUATHE HH(OpMAIMU OO0y4YaroUUMUCS
nHBaIMAaMu 1 mnamu ¢ OB3:

- CO3JJaHUE TEKCTOBON BEPCHUH JIFOOOTr0 HETEKCTOBOI'O KOHTEHTA JJIsl €T0 BO3MOYKHOTO
npeoOpa3oBaHus B albTEPHATUBHBIE POPMBI, YIOOHBIE AJI Pa3IMYHBIX [10JIb30BATENEH;

- CO3JJaHUE KOHTEHTA, KOTOPBIM MOKHO IIPEJICTaBUTh B PA3IMYHBIX BUAaX 0€3 IOTEpPh
JAHHBIX WU CTPYKTYpPBI, MPEAYCMOTPETh BO3MOXKHOCTh MAacIITaOMpPOBAHMS TEKCTa U
n300pakeHuil 0e3 MoTepu KauecTBa;

- CO3/IaHKME€ BO3MOXXHOCTH JIJIs1 OOYYAIOIINXCSl BOCIPUHUMATh OJTHY U TY K€ UH(pOp-
MAaIMI0 U3 pa3HbIX UCTOYHMKOB — HaNpUMeEp, TakK, YTOOBI JIMLIa C HApyIICHHUEM CllyXa
MOJly4YaJid MH(MOPMALIMIO BU3YaTIbHO, C HAPYIIEHUEM 3PEHUS — ayAHAIIbHO;

- IPUMEHEHHUE MPOTPAMMHBIX CPEICTB, 00ECIEUMBAIOIIUX BO3MOKHOCTh OCBOEHUS
HaBBIKOB M YMEHHH, QOpMHUpPYEMBIX JIUCHUUILUIMHON, 3a CYET aJbTePHATUBHBIX
CHOCO0OB, B TOM YHUCJI€ BUPTYaJIbHBIX JJAOOPATOPUHN M CUMYJISILIMOHHBIX TEXHOIOTH;

- IPUMEHEHUE JIUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTHMU IS Mepeaadu
YECKUX 3aHATHM, BBICTYIUICHMS C JOKJIaJaMd M 3allMTON BBINOJIHEHHBIX padorT,
MPOBEACHUE TPEHUHI OB, OPTaHU3allMU KOJJIEKTUBHON paOOTHI;

- IPUMEHEHUE TUCTAHIIMOHHBIX O0pa30BaTeNIbHbIX TEXHOJIOTUM /Ui OpraHU3aluu
TEKYLIEro U MPOMEXKYTOUHOI'O KOHTPOJIS;

- YBEJIMUYEHUE MPOAODKUTEILHOCTU CAaun 00y4aroIUMCs HHBAJTUAOM MM JIULIOM C
OB3 ¢opm mnpomMexyTOUHOM aTTeCTallMM 1O OTHOIICHUIO K YCTAHOBJICHHOM
MPOJOJKUTENILHOCTH X CIayH: 3a4eT U SK3aMeH, IPOBOAUMBINA B MTUCBMEHHOU (opMme,
— He 6osiee yeM Ha 90 MUH., IPOBOJUMBII B yCTHOM opme — He Oosiee yeM Ha 20 MuH.,
— MPOJIOJKUTEBHOCTH BBICTYIIJICHUS! 00YYaroIIerocst Mpy 3aluTe KypcoBoil paboThl —
He OoJiee yem Ha 15 MuH.

14. Buabl 3aHATHIL, MPOBOAUMMBIX B JopMe NMPAKTHYECKOI MOATOTOBKH

(He NPeyCMOTPEHO NPH H3YYCHHUH JTUCIMILIHHBI)
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