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Pabouass mporpamma aucuumiuiael b1.B.10 «JlokymeHTanuonnoe obecreyeHue
yopaBieHus» s OakaiaBpoB HampapieHus noarotoBku 38.03.02 MeHemKMeHT.
[Mpoduns «Jloructuka u yrmpaBieHHE LEMSIMU MOCTABOK» COCTABJIIEHA HA OCHOBAaHUU
®I'OC BO, yTBepKaeHHOTO MpuKka3oM MHUHHUCTEpCTBA HAYKU U BBICIIETO 00pa30BaHUs
Poccuiickoit ®enepanuu ot 12.08.2020 Ne 970.

CocraButenb
paboueit mporpaMmbl 0.M. AOynxaupoBa

TOAITUCH

Pabouas nporpaMMa paccMOTpeHa U 0100pEHa Ha 3aceAaHuy KadeApbl MEHEKMEHTA
Y TOCYJApPCTBEHHOI'O YIIPABJICHUS
oT 26 ¢espans 2024 r., npotokos Ne 9

3aBenyromuii kadeapoit A.P. Banuena

TOJITUCH

Pabouas nporpamma paccmorpeHna u onoopena Ha 3aceganuu Y MK ¢daxynbrera
SKOHOMHUKH, MCHEDKMEHTA ¥ HHPOPMAIIMOHHBIX TEXHOJIOTUI
oT 20 mapra 2024 r., npotokoi Ne 7

[Ipencenarens Y MK K.M. OcmaHoB

TOAITUCH
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1.PabGouass mporpamma aucuumiaunbl  B1.B.10  «/loxkymeHTanmuoHHoe
o0ecrneueHue ynpaspjeHus» s 0akajnappuara Hanpasjenus noarorosku 38.03.02
MenemkmenT, npodpuab mnoaroroBku «Jlorucruka u ynpasjieHHMe UeNAMHU
MOCTABOK.

2.1lepevyeHb IUIAHMPYEMBIX Ppe3yJabTATOB OOy4YeHHS 1O JMCHUILIMHE,
COOTHECEHHBIX C IUIAHUPYEMbIMHM Ppe3yJIbTaTaAaMH OCBOCHHMsI 00pa3oBaTe/IbHOM
NMPOrpaMMblI

2.1. Hesp u 32024 U3y4YeHHUS JUCHHUILINHBI (MOMYJIs1)

IHenv oucyunaunvl (Mooyna):
— (dopmupoBaHue 'y CTYIEHTOB 0a30BOM CHCTEMbl 3HaHMM B  00JacTu
JOKYMEHTAIlMOHHOTO OOECIEUYEeHHUs] YIpaBJCHUS: MPaBWI OpraHu3aluu padoThl C
JOKYMEHTaMHU YIPaBICHUS; OCHOBHBIX MOAXOJIOB K IMPOEKTUPOBAHUIO JIOKYMEHTOB U
CUCTEM JIOKYMEHTAlluM, HOPMATHUBHON 0a3bl JOKYMEHTAllMOHHOTO oOOecredyeHus
yIpaBJICHUS.

Yueonwie 3a0auu oucyunaunvt (modyna):
— 03HAKOMHTH CTYJEHTOB C OCHOBHOW HAy4YHOU JTUTEPATYPOIA;
— HU3Y4YUTh OCHOBBI 3aKOHOJATEIbHOM W HOPMATUBHOM 0a3bl JOKYMEHTAI[MOHHOTO
oOecrieueHust yrpaBieHUs;
— 03HAKOMHTHCS C METOJIUKOM COCTABIICHUS PA3IMYHBIX BUJIOB TOKYMEHTOB;
— c(hopMupOBaTh MPAKTUUECKUE HABBIKK PA0OTHI C JOKYMEHTAIIUEH;
— M3yYUTh TEOPUI0O M TMPAKTUKY OpraHU3alMH JOKYMEHTAI[MOHHOTO OOECTICUCHHS
YIPABJICHUS B OpraHU3AIMIX.

2.2. [Inanupyembie pe3yabTATHI OCBOEHHS TN CHUILIUHBI

[Ipounecc wusywyenuss mucummumabl b1.B.10  «JlokymeHTanmonHoe obecrieueHue
yIpaBJICHUs» HaIpaBiieH Ha (POPMUPOBAHUE CIICTYIONTUX KOMIIETESHIIMN:
YK-10 - Cnoco6GeH nmpuHuMaTh 000CHOBAHHBbIE SKOHOMUYECKHUE PEIICHUS B Pa3IMYHbIX
00JIaCTAX KU3HEACATEILHOCTH
I[IK-4 - Cnoocoben aHanmu3upoBaTh, OOOCHOBBIBATH W  OCYIIECTBISTH  BBIOOD
YIPABJICHUYECKOTO PEIICHHUS

B pesynbpraTe nzyueHus: AUCHUIUIMHBI CTYACHT JI0JKEH:

3HaTh:

— MpaBWJIa COCTaBJICHUS U OQOpPMIICHUS JOKYMEHTOB C KCIOJb30BAaHUEM Kak
TPaAUIIMOHHBIX, TAK U COBPEMEHHBIX KOMIbIOTEpHBIX TexHoJoruii (YK-10.1)

— OpraHu3alui0  JOKYMEHTOOO0OpOTa, KOHTPOJIA HCIOJHEHUS JOKYMEHTOB H
MH()OPMALIMOHHO-CIIPABOYHOM  pabOThl C  KCHOJB30BAaHUEM  COBPEMEHHBIX
KOMITbIOTEPHBIX UH(OpMaMoHHbIX TexHosoruit (YK-10.2.)

— OpPraHMU3alldi0 ONEPATUBHOTO XpaHEHUs JOKYMEHTOB B JIEJIOBOJICTBE U OCHOBBI
apxuBHOTO XpaHeHus nokyMeHToB (I1K-4.15.)

— OCHOBHBIE TpeOOBaHUA K O(GOPMIICHUIO YIpaBICHUYECKUX (OpraHMU3alMOHHO-
pacnopsauTenbHbix) 1okymeHToB (I1K-4.15.)
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Ymers:
— WCTIOJIb30BAaTh COBPEMEHHBIE METOJIbl OpPraHW3allid M  COBEPIICHCTBOBAHUS
YIIPaBJICHYECKOTO TPyAa paOOTHUKOB CTyk0bI AenonpousBoacTea (YK-10.1.)

— MPaBUIIBHO COCTaBIATH NToKyMeHThI (I1K-4.15.)

— 0OpMIISITh JOKYMEHTHI B COOTBETCTBUM C TPeOOBAaHUSMHU TOCYIAapCTBEHHBIX
crangaptoB (I1K-4.15.)

— ONpEACNSITh HCTOPUUECKYIO U MTPAKTUUECKYIO IIEHHOCTh IOKyMeHTOB (YK-10.1.)

— CO3/71aBaTh Pa3JUYHbIC BUJIBI JOKYMEHTOB, paboTaTh ¢ OOpalleHUs MU TpaxiaaH U
KoHuaeHnanbHbIMU JokyMeHTamu (I11K-4.15.)

Baaners:

— HaBBIKaMU CO3/1aHus pekBU3UTOB AJoKkyMeHTa (YK-10.1.)

— HaBbIKAMU  O(OpMIIEHUS JOKYMEHTa B COOTBETCTBHM C TpPeOOBaHUSIMHU
rocyaapctBeHHbIX cTangaptoB ([1K-4.15.)

— HaBBIKAMU MPUMEHEHUS] KOMIBIOTEPHOW TEXHUKH TpHU co3aanuu gokymeHnrta (I1K-

4.15)

— HaBblkaMu (popmupoBanus aen (I1K-4.15.)
— HaBbIKaMU oopMIIeHHs J1en s apxuBHOro xpanenus (YK-10.2.)

3. Mecto nucuuniannsl B ctpykrype OIIOIL.
Hucuunnuna b1.B.10 «/lokymeHTannonHoe obecrnieueHue yrnpapieHHs» OTHOCUTCS K
IUCHUIUIMHAM YacTH, (OpMHUPYEeMON YydYaCTHUKaMU OOpa30BaTENbHBIX OTHOIIEHUMN
y4eOHOro IJIaHa.

4. O0beM QM CHUIJIMHBI (MOTYJIs1)
(B 3a4ETHBIX SAMHUIIAX C YKA3aHUEM KOJIMYECTBA aKaJEMUICCKUX MU aCTPOHOMHUYECKUX
9acoB, BBIJICJICHHBIX HAa KOHTAKTHYIO pa0bOTy OOydYaroIIMXcs ¢ MpernojaBareiaeM (1o
BUJIaM Y4YE€OHBIX 3aHATHI) U HA CAMOCTOSITEIIBHYIO paboTy 00yJaronuxcs)

KoHTaKTHBIE Yachl
Oburee KOJI-BO KonTtpons
Cemectp KOJI-BO 3au. 1263 P cont CP (Bpems Ha
4acoB €JIMHHUI] Beero | sex an. |73 san. u3 KOHTPOJIb)
4 108 3 38 18 20 70 3a
Hroro o O®O 108 3 38 18 20 70

5. ConepxxaHue IUCHUILIMHBI (MOAyJsi) (CTPYKTYpHPOBAaHHOEe IO TeMaM
(pasaenaM) ¢ yKa3aHHeM OTBEJICHHOI0 HA HHUX KOJHYECTBA AKAJAEMHYECKHX MU
ACTPOHOMMYECKHUX YACOB M BUI0B YUYEOHBIX 3aAHATHH)

KomnnyecTBo yacos

®DopmMma
HaumenoBanue tem ouHas popma 3a04Has popma p
( eif) TEKYILEro
a3/IeNoB, MOyl
p » MoTy. B TOM YHCJIE B TOM YHCJIE KOHTPO

mab | mp | cem| U3 | CP n |mab| np |cem| U3 | CP

N | Bceero
© | Bcero

31456 7] 8 10| 11|12 (13| 14| 15 16
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Tema

Tema 1. CymHocTb,
CTPYKTypa u
IBOITIOIUS
OTEYECTBEHHOIO
JIEITOTIPON3BOICTBA
(TOKyMEHTaIIMOHHOTO
obecrieueHust
yIIpaBJICHUS)

20 4 4 12 YCTHBIH OIpoc

Tema 2.

T'ocynapcrBennoe
peryjaupoBaHue 20| 4 A 1 recToBH
JOKYMCHTAIIMOHHOTI'O KOHTPOJIb
obecreueHus

YIPaBICHUS

Tema 3. OcHOBHBIE
MMOHSTHS U
TEPMHUHOIIOTHS
JIOKyMEHTHPOBaHUS

18 2 4 12 pedepar

Tewma 4. TpeboBaHus K
JIOKYMEHTHPOBAHHUIO
YIPaBJIEHYECKON
JeSITETTHHOCTH.
[IpaBuna moaAroToBKU
u ohopMIiIeHNS
OTZAEJIBbHBIX BUIOB
YIIPaBIEHYECKUX
JOKYMEHTOB

18 2 4 12 YCTHBIH OIIpoc

Tewma 5. CoBpeMeHHBIE
uH(pOpMaIMOHHBIE

TEXHOJIOT'HU B 16 | 4 2 10
JICTIONPOU3BOJICTBE

TECTOBBIN
KOHTPOJIb

Tewma 6. Opranuzanus
CITY>KOBI
JIOKYMEHTAI[HIOHHOT'O
obecrieyeHHs
yIIpaBJICHUS
Opranuzanust
JIOKYMEHT0000poTa

16 | 2 2 12 pedepar

Bcero yacos 3a 108! 18 20 70

4 cemectp

dopma pomex.
p p 3auer
KOHTPOJIA

Bcero uacos
JTUCIUILINHE

108 | 18 20 70

4acCcoOB Ha KOHTPOJIb

5. 1. TemaTnuyeckui NJIaH JeKIUH
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Ne nexir

Tema 3angaTusa u BOIIPOCHI JICKIITMHN

dopma npoBe-
JCHUS
(axTuB.,

KomnnuectBo
YacoB

WHTEPAK.)

OP0O | 390

=

Tema 1. CymHOCTB, CTPYKTYpa 1 3BOJIIOLMS
OTE€YECTBEHHOIO JEJIONPOU3BOJICTBA
(1OKyMEHTAILIMOHHOTO 00eCIIeYeHHs YIIPaBIICHU)

OcHogHble 80npochl:

CymiHOCTh, HAIPABIICHUS W BUJIBI
JTOKYMEHTAITMOHHOTO 00eCIIeueHUs YIIPaBICHUS
(1enonpou3BOACTRA).

Tpaauuuu U npaBuiIa NIPUKA3HOTO
nenonpou3BoacTBa. Opranuzanus u
PETrYIMPOBAHUE KOJUIEKCKOTO AEIONPON3BOICTBA.

Opranusanus U peryampoBaHre MUHUCTEPCKOTO
JEJIOIIPOU3BOCTBA.

HamnpaBnenust peryiamupoBaHusi COBETCKOTO
JENOIPOU3BOCTBA.

AKT.

4

Tema 2. ['ocygapCTBEHHOE pETyIHpOBaHUE
JOKYMEHTAIIMOHHOTO 00eCIeueHus YIIpaBiIeHUs
OcHosHble 80npOChi:

CyIIHOCTb, HANPABJIEHUS U BUBI
roCyapCTBEHHOI'O PETYJIUPOBAHUS
JOKYMEHTAIIMOHHOTO 00eCIeueHusl YIIPaBICHHUS.
3aKOHOJIaTEJIbHOE PETYJINPOBAHUE
JOKYMEHTAIMOHHOTO 00eCIeueHusl YIIPaBICHHUS.
HopmaTuBHbIe paBoBBIC aKThI (heepatbHbIX
OpPraHoOB roCyJapCTBEHHOU BJIACTH, PETYIUPYIOLIUE
JOKYMEHTAIMOHHOE 00eCreYeHUe yIpaBIICHHUS.

O61iee 1 TOKaIbHOE HOPMATUBHO-METOANYECKOE
pEryJIupoBaHUe TOKYMEHTAIIMOHHOTO 00eCIIEYeHUS
yIIpaBJICHUS.

AKT.

Tema 3. OCHOBHbIE TOHATHUS U TEPMUHOJIOTUS
JTOKYMEHTHUPOBAHHUS

OcHosHble 80npochi:

O6miee moHaTHe 00 YIIPaBICHUYECKOM JOKYMEHTE.
CaoiicTBa U PYHKIIUHU YIIPaBICHYECKUX
JOKYMEHTOB.

AKT.
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Bupel yripaBiieHUeCKUX JOKYMEHTOB.
VYuudukanusa u crangapTU3anus yrnpaBieHIeCKUX
JOKYMEHTOB.

Knaccudukanus yrnpaBieHYeCKUX JOKYMEHTOB.
CucrteMbl ynpaBiI€HYECKON TOKYMEHTALINH.

Tema 4. TpeboBaHus K JOKYMEHTHUPOBAHUIO
YIIPABJIEHYECKOM JesTenbHOCTH. [IpaBumna
MOATOTOBKU U 0()OPMIICHUS OTJIETIbHBIX BUIOB
YIPaBJICHUYECKUX TOKYMEHTOB

OcHosHble 80npoChi:
HopmaTtuBHo-MeTomuueckas 6a3a
JOKYMEHTUPOBAHUS YIIPABJICHUYECKON
NEATEIbHOCTH.

CocraB PCKBU3UTOB YIIPABJICHYCCKUX JOKYMCHTOB.

[TpaBuia opopmMieHHs] pEeKBU3UTOB
YIPABJIEHYECKOTO TOKYMEHTA.

brnanku 1 popMysspsl yIpaBIeHUECKUX
JOKYMEHTOB.

Bunbl u TUIIOBAsE CTPYKTYpa TEKCTOB
YIPABJICHYECKUX JOKYMEHTOB.

AKT.

Tema 5. CoBpemMeHHbIE UHPOPMALIMOHHbBIE
TEXHOJIOTUH B JIEJIONPOU3BOICTBE

OcHognvle 80npocyl:

OcHOBHBIE TTOHSTHS IEKTPOHHOTO
JeJIONPOU3BOICTBA

Cucrema aBTOMaTHU3aLMU JEIONPOU3BOJCTBA
DJEKTPOHHOE IOKYMEHTUPOBAHUE

AKT.

Tema 6. Opranu3zanust ciry>x0bl
JOKYMEHTAIIMOHHOTO 00eCIeueHus YIIpaBiIeHUs
Opranuzanus J0KyMeHT0000poTa

OcHognbie 6onpocwi:

CyIIHOCTh U OCHOBHBIE XapaKTEPUCTUKHU
JIOKyMEHTOO0O0pOTAa.

DTarbl IBUKEHUS JOKYMEHTOB B OpraHU3aIuu
(yupexxJieHun).

Opranuzanus paboThl C TOKYMEHTaMHU
PYKOBOJIMTEJIEN U UCIIOJHUTEIICH.

AKT.

Hroro

18

5. 2. TeMbl NPAKTHYECKUX 3AHATHIA
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Ne 3ausaTusa

HanmenoBanue MPAKTUYICCKOI'O 3aHATUA

dopma npoBe-
JCHUS
(axTuB.,

KomnnuectBo
YacoB

WHTEPAK.)

O0P0

3®0

=

Tema 1. CymHOCTB, CTPYKTYpa 1 3BOJIIOLMS
OTE€YECTBEHHOIO JEJIONPOU3BOJICTBA
(1OKyMEHTAILIMOHHOTO 00eCIIeYeHHs YIIPaBIICHU)

OcHosHble 80npoChi:

CyluiHoCTb, HaNpaBJICHUS U BUbI
JOKYMEHTAIMOHHOTO 00eCIeueHusl yIIpaBiIeHUs
(1enonpou3BOACTRA).

Tpanuuuu u npaBuiia IPUKa3HOTO
nenonpousBoacTBa. Opranuzanus u
PETryJINPOBAHUE KOJUIEKCKOTO JIEJIONMPOU3BOICTBA.

Opranu3zaius U peryJiupoBaHUE MUHUCTEPCKOTO
JEI0MPOU3BOJICTBA.

Hanpasnenus peryJmpoBaHusi COBETCKOTO
JEI0NPOU3BOJCTBA.

AKT.

4

Tema 2. ['ocygapCTBEHHOE pEryIHpOBaHUE
JOKYMEHTAIIMOHHOTO 00eCIeueHus yIIpaBiIeHUs

OcHognvle 80npocyl:

Cy1iHoCTh, HANPaBJICHUS U BHUJIBI
rOCyZapCTBEHHOTO PETYJIMPOBAHMUSI
JIOKyMEHTAITMOHHOTO 00eCIIeueHUs YIIPaBICHHUS.
3aKOHOJIaTeNIbHOE PEryJIUPOBAHUE
JIOKyMEHTAITMOHHOTO 00eCIIeueHUs YIIPaBICHHUS.
HopmaTuBHbIe mpaBoBbIe akThl (heiepatbHbIX
OpraHoOB T'OCYAapCTBEHHOM BJIACTU, PETYIUPYIOLINE
JOKyMEHTAIMOHHOE 00ecreyeHue yrnpaBlieHHUS.

Oob1iee 1 T0KaTbHOE HOPMATUBHO-METOANYECKOE
pEryJIupoBaHUE TOKYMEHTAIIMOHHOIO 00eCIeYeHUS
yIpaBJICHUS.

AKT.

Tema 3. OCHOBHbIE TOHATHUS U TEPMUHOJIOTUS
JTOKYMEHTHUPOBAHHUS

OcHosHble 80npoChi:

O6miee noHATHe 00 YIIPaBICHUYECKOM JOKYMEHTE.
CaoiicTBa U PYHKIIUHU YIIPaBICHYECKUX
JOKYMEHTOB.

AKT.
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Bupel yripaBiieHUeCKUX JOKYMEHTOB.
VHuukanusa u crangapTU3anys yrnpaBieHYeCKUX
JOKYMEHTOB.

Tema 4. TpeboBaHus K JOKYMEHTHPOBAHUIO AKT.
YIIPABIICHYECKOU AeaTenbHOCTH. [IpaBuiia
MOATOTOBKU U O(OPMIICHHS OTJIETHHBIX BUJIOB
yIPaBIEHYECKUX TOKYMEHTOB

OcnosHble 80npocwl:

HopmaTtuBHo-MeTonuueckas 6a3a
JOKYMEHTUPOBAHUS YIIPABJICHUYECKON
NEATEIIbHOCTH.

CocTaB peKBU3UTOB YNPABICHYECKUX IOKYMEHTOB.

[TpaBuia opopmMieHHs] pEeKBU3UTOB
YIPABJIEHYECKOTO TOKYMEHTA.

brnanku u popMysspsl yIpaBIeHUECKUX
JOKYMEHTOB.

Tema 5. CoBpemMeHHbIE UHPOPMALIMOHHbBIE AKT.
TEXHOJIOTHH B JEIONPOU3BOICTBE

OcHognvle 80npocwl:

OCHOBHBIE MOHATHUS PIEKTPOHHOTO
JENONPOU3BOJICTBA

Cucrema aBTOMaTH3alMU JEI0NPOU3BOJICTBA
DJIEKTPOHHOE TOKYMEHTUPOBAHUE

Tewma 6. Opranu3zanust ciry>x0bl AKT.
JOKYMEHTAIIMOHHOTO 00eCIeueHus YIIpaBiIeHUs
Opranuzanus JOKyMEeHTO000poTa

OcHognvle 80npocyl:

CyIIHOCTh U OCHOBHBIE XapaKTEPUCTUKHU
JTIOKyMEHTOO0O0pOTA.

DTansl IBUKEHUS TOKYMEHTOB B OpraHU3aluu
(yupexxieHun).

Opranuzaius paboThI C TOKYMEHTaMH
PYKOBOJMTEINEH U UCTIOTHUTEIICH.

Hroro

5. 3. TeMbl ceMMHAPCKHUX 3aHATHH

(He IpeTyCMOTPEHBI y4eOHBIM IITAHOM)
5. 4. IlepedeHb 12a00paTOPHBIX padoT
(He mpelyCMOTPEHO y4eOHBIM TIITAHOM)

5. 5. Tembl HHAUBUAYAJIBHBIX 3AHATUHI

(He MpelyCMOTPEHO y4eOHBIM IIJIAHOM)
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6. IlepeyeHb y4eOHO-METOAUYECKOTO 00eCIIeYeHU IJIsl CAMOCTOSITEJIbHON padoThI
00y4YarOIUXCH MO0 IMCIUILIHHE (MOYJII0)

CamocrosiTenbHast paboTa Mo TaHHOW TUCHUILIMHE BKIIOYAeT Takue (Gopmbl pabOThI
Kak: paboTta ¢ 0a30BbIM KOHCIEKTOM; MOJrOTOBKA K YCTHOMY OMPOCY; MOJTOTOBKAa K
TECTOBOMY KOHTPOJIIO; MMOATOTOBKA pedepaTa; MOArOTOBKA K 3aUETy.

6.1. Coxep:xaHue caMOCTOATEIbHOI Pa0OTHI CTY/ICHTOB IO JUCHHUILVINHE (MOYJIIO0)

N HaunmMenoBanue TemM 1 BONPOCHI, BEIHOCUMBIE Ha Kon-Bo wyacosn
[\)

®opma CP
CaMOCTOSTEIIbHYIO paboTy 0DO 3d0

1 |Tema 1. CymHOCTb, CTPYKTYpa U SBOJIOLMS TOATOTOBKA K
YCTHOMY OIPOCY

OTEUECTBEHHOIO JIETIONPOU3BOICTBA

(TOKyMEHTaIIMOHHOTO 00ECTIeUeHUsI YIIPABICHUS )

12

OCHOBHBIE BOIIPOCHI:

CyIlIHOCTh, HaNPaBIICHUS U BUJIBI
JOKYMEHTAIMOHHOTO 00eCIIeueH s YIIPaBICHUS
(menonpou3BoACTBA).

Tpanuuuu 1 npaBuiia MPUKA3HOTO
nenonpou3soacTea. OpraHusanys u
PETyJIMPOBaHKUE KOJUIEKCKOTO ACIONPOU3BOACTBA.

Opranuszanus U peryjaupoBaHHe MUHUCTEPCKOTO
JEIOIPOU3BOCTBA.

2 |Tema 2. 'ocynapcTBEHHOE pETyIUPOBaHHE TOATOTOBKA K
YCTHOMY OIIPOCY 12
JOKYMEHTAIIMOHHOTO 00ecTieyeHUs YIpaBiICHUS
OCHOBHBIE BOIIPOCHI:

CyHoCTb, HaNpaBJIE€HUS U BUJIbI
roCyJapCTBEHHOTO PETYJIMPOBAHUS
JOKYMEHTAIIMOHHOT'O 00eCTIeYeHUs YIIpaBICHHUS.
3aKoHOJATEIBLHOE PETYIUPOBAHNE
JOKYMEHTAIMOHHOTO 00€eCIeueHusl yIIPaBICHHUS.
HopMmatuBHbIe paBoBbI€ aKkThl (eaepaTbHbIX
OpPraHOB TOCYAAPCTBEHHOM BJIACTH, PETYIUPYIOLINE
JOKYMEHTallMOHHOE 00ecrieYeHHe yIpaBICHUsI.

3 |Tema 3. OCHOBHBIC MOHATHS K TEPMUHOJIOTHUS TO/INOTOBKA 1
cpepara
JIOKYMEHTUPOBaHU pedep

OCHOBHBIE BOIIPOCHI:

OG6miee moHATHe 00 YIIPaBICHUYECKOM JOKYMEHTE.
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CpoiicTBa ¥ PYHKIIMU YIPABICHUECKUX
JOKYMEHTOB.
Buzpel yripaBiieHUeCKUX JOKYMEHTOB.

4 |Tema 4. TpeOoBaHus K JOKYMEHTUPOBAHUIO TOArOTOBKA K
o H TECTOBOMY

yIpaBlieHYecKoi nesiTenbHocTH. [IpaBuma KOHTPOIIO 12

MOJTOTOBKH U O(OPMIICHHSI OTACIbHBIX BUIOB

YIPaBIEHYECKNX TOKYMEHTOB

OcCHOBHBIE BOTIPOCHI:

HopmatuBHo-meToan4eckas 6a3a

JOKYMEHTHPOBAHHMSI YIIPABICHYECKOM

TeSITeTbHOCTH.

CocTaB peKBU3UTOB YIIPABICHUYECKUX TOKYMEHTOB.

[TpaBuia opopmieHHs] pEKBU3UTOB
YIIPaBIECHYECKOrO JOKYMEHTA.

5 |Tema 5. CoBpemeHHbIe HHGOPMAIMOHHBIE TOArOTOBKA K
YCTHOMY ONPOCY 10

TEXHOJIOTHH B ICJIONPOU3BOICTBE

OcCHOBHBIE BOTIPOCHI:

OCHOBHbBIE MOHSTHS JIEKTPOHHOTO

JEOMPOU3BO/ICTBA

Cucrema aBTOMaTH3alUU JEIONPOU3BO/ICTBA

DIEKTPOHHOE IOKYMEHTUPOBAHUE

6 |Tema 6. Opranuzanusi ciry>k0bl TOJrOTOBKA K
TECTOBOMY

KOHTPOJIIO

JOKYMEHTAIMOHHOTO 00ecTieueHUs YIIpaBiICHUS 12
Opranuzaius J0KyMeHT0000poTa

OCHOBHBIE BONIPOCHI:

CyIIHOCTh U OCHOBHBIE XapAKTEPUCTUKHU
JOKyMEHTOO0O0pOTA.

Oranbl JBUKEHHS TOKYMEHTOB B OpraHu3aluu
(yupexxieHun).

Opranu3zanus padboThl ¢ JOKYMEHTaMHU
PYKOBOJIMTEJIEN U UCIIOJHUTEIICH.

HToro 70

7. @OH OLIEHOYHBIX CPEICTB JJIA POBeIeHHUs NPOMEKYTOYHON ATTeCTAlNH
00y4arouuxcs no JUCHUIINHE (MOAYJIIO0)
7.1. IlepeyeHb KOMIIETEHLMH ¢ YKa3aHUEM JTaNo0B UX ()OPMHUPOBAHMS B IpoLecce
OCBOCHHS 00Pa30BaTEJbHON MPOrPaAMMBbI

Jeckpun O1ieHOYHBIE
Komnierenuumn
TOPBI cpelcTBa

YK-10

11
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3HaTh

npaBujia COCTaBlIeHUs U O(hOPMICHUS JOKYMEHTOB C
UCIOJIb30BAaHUEM KaK TPAJAUIIMOHHBIX, TAK U COBPEMEHHBIX
koMibtoTepHbIX TexHomoruii (YK-10.1); opranuzaruio
JIOKyMEHTOO000POTa, KOHTPOJISI UCTIOTHEHUS! JOKYMEHTOB U
UH(OPMAIMOHHO-CIIPABOYHOM paOOTHI C UCIIOIH30BAHUEM
COBPEMEHHBIX KOMITbIOTEPHBIX WH()OPMAIIMOHHBIX
texnoziorui (YK-10.2.)

YCTHBIN OPOC

YmMmeTh

HCITOJIB30BaTh COBPEMEHHBIC METOIbI OPTaHU3AIINN U
COBEPIIICHCTBOBAHMS YIPABICHYECKOTO TPY1a pAOOTHUKOB
ciy>k0b1 nenonpousBojacTBa (YK-10.1.); onpenensrtsb

VMCTOPUYECKYIO U TPAKTUYECKYIO LIEHHOCTh JOKYMEHTOB
(YK-10.1.)

TECTOBBIHI
KOHTPOJIb

Biaagern

HaBBIKaMHU CO37aHUs pekBU3UTOB JokyMeHTa (YK-10.1.);
HaBbIKaMU opopMIIeHHs Aen i apxuBHoOro xpaneHus (YK-

10.2.)

3a4€T

K4

3HaTh

OpraHU3aLMI0 ONIEPATUBHOIO XPAHEHHUSI IOKYMEHTOB B
JIEJ0BOJICTBE U OCHOBBI ADXUBHOI'O XPAHEHUS JOKYMEHTOB
(ITK-4.15.); ocHoBHBIE TpeOOBaHUs K 0OPMIICHUIO
YIPABJIEHUYECKUX (OPraHU3aMOHHO- PACIIOPSIUTEIbHBIX )
noxkymenToB (ITK-4.15.)

YCTHBIM OIIPOC;
pedepar

YMmeThb

PaBHIBHO cOCTaBIATH NOKyMeHTHI (I1K-4.15.); opopmiars
JIOKYMEHTBI B COOTBETCTBHH C TPEOOBAaHUSIMU
rocyaapctBeHHbIX cranaaptoB (I11IK-4.15.); coznaBath
pas3inuHbIe BUIBI IOKYMEHTOB, paboTaTh ¢ 0OpaIIeHUSIMU
rpaxaaH u KoHpuaeHmanbHbIMu fokymMeHTamu (I11K-4.15.)

YCTHBIM OIIPOC

Baagern

HaBbIKAMH O(POPMIICHUS JOKYMEHTA B COOTBETCTBHUHU C
TpeboBaHUsIMU rocyaapcTBeHHbIX cTanaapToB ([1K-4.15.);
HABBIKAMH MPUMEHEHUS! KOMITBIOTEPHOU TEXHUKH MPU
co3aanuu aokymenta ([1K-4.15.); HaBbikamu

dbopmupoanus aen (I1K-4.15.)

3a4€T

7.2. Onucanue nokaszareJjieid ¥ KpUTepHeB OLIEHMBAHUS KOMIIETEHIMI HA
PA3JIHYHBIX 3TANAX UX (DOPMUPOBAHUS, ONMCAHUE HIKAJ OLlCHUBAHUSA

OLneHOoYHbIE
cpeacTBa

YpoBHU chOPMUPOBAHHOCTH KOMITETCHITUN

KomnerentHocTh BasoBelii ypoBeHb | [locTaTouHBIN YPOBEHb
Hec(hopMHUpOBaHa KOMIIETEHTHOCTH KOMIIETEHTHOCTH

Beicokuii ypoBeHb
KOMIIETEHTHOCTH

12
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YCTHBIN OIPOC

CryneHT He
crocoOeH naTh
OTBET Ha 3aJaHHBIN
BOIIPOC

CTyJeHT HEMOJIHO,
MOBEPXHOCTHO, HE
000CHOBAHHO
OTBEYAET Ha
3a/1aHHbIE
BOTIPOCHI

CryaeHT noJiHo, ¢
HECYIECTBEHHBIMHU
3aMeYaHHsIMH
OTBEYaeT Ha
3aJaHHbIE
BOIIPOCHI

CryaeHT noJiHo,
riry0oKo,
000CHOBAaHHO
OTBEYAET Ha
3aJIaHHbIE BOIIPOCHI

TECTOBBIHN KOHTPOJIb

Meunee 59%
BEPHBIX OTBETOB

60-74% BepHbIX
OTBETOB

75-89% BepHBIX
OTBETOB

90-100% BepHBIX
OTBETOB

pedepar Marepuan He Matepuan cnabo |Marepuan Marepuan
CTPYKTYPUPOBAaH |CTpYKTypupOBaH, [CTPYKTypUpOBaH, |CTPYKTYypHpPOBaH,
0e3 yuera HE CBsi3aH C paHee |odopmien 0o(OpMJICH COTJIACHO
cnenu(uKu U3yYEHHBIM, HE COTJIaCHO TpeOOBaHUIM
poOIeMbl BbIJICJIEHBI TpeOOBaHUSAM,
CYIIIECTBEHHBIC OJIHAKO €CTh
MPU3HAKH HECYIIECTBEHHBIC
POOJIEMBI. HEIOCTATKHU.
3a4er Hemoncrpupyercs [lemoHcTpupyeres |[demoncrpupyercs |JleMoHCTpupyeTcs
HE3HAHUE oO1iee 3HaHUE JIOCTaTOYHO rIyOOKOE M IPOYHOE
M3y4aeMOoro M3y4aeMOoro MOJIHOE 3HAHUE YCBOCHHE
TEOPETHYECKOTO  |TEOPETHYECKOTO  [TEeOpeTHYecKoro  [TeopeTH4ecKoro
MaTtepuana u Martepuaia u Marepuaia u Marepuaiia u
HEeI0CTAaTOYHBIN HEeI0CTaTOYHBIN JNOCTAaTOYHBIN BBICOKAas
YpOBEHb YpOBEHb YpOBEHb aJIaITUBHOCTH
MPAKTHYECKOTO MPAKTHYECKOTO YCTOMUHBOTO MPAKTHYECKOTO
HaBbIKa HaBbIKa MPAKTUIECKOTO HaBbIKa
HaBBIKA

7.3. TunoBble KOHTPOJIbHBbIE 3aaHNS UJIM HHbIe MaTePHUAJIbl, He00X0AUMBbIE 1JIA
OLICHKH 3HAHWH, YMEHUI, HABBIKOB U (MJIM) ONbITA AEeATEJIbHOCTH,
XapaKTepu3yuux 3Tanbl GoOpMUPOBAHNS KOMIIETEHIIHI B MPoLecce 0CBOEHUS
o0pa3oBaTe/IbHOI MPOrpaMMBblI

7.3.1. IlpumepHbIe BONPOCHI AJI5 YCTHOTO ONpoca

1.Kakue nokymeHTsl B coorBeTcTBUM ¢ KoHcTuTynueit PO uznaer Ilpesnnent PO?

2.Kakune nokymeHTol B cootBeTcTBUU ¢ KoHcTuTynuein PO uznaer IlpaBurensctso PD?
Kakum akToMm omnpenieneHnsl BUIbl JOKYMEHTOB, u3aaBaemele [Ipesngentom PO?

3.Kakue BapuaHThl H300pakeHHUs TOCYAApCTBEHHOro TepbOa BO3MOXHBI Ha OJaHKax
(benepabHBIX OPraHOB UCTIOJHUTEIBLHOMN BIACTH?

4.B KaKOM aKTe JJaHO OIpeeICHUE FIEKTPOHHOTO COOOIIECHUS?
5.Kakue Bompockl paccmarpuBatorcs B DenepanbHoMm 3akoHe «OO0 wuHbopmaiuwy,
MH()OPMALIMOHHBIX TEXHOJIOTHUSIX U O 3aluTe HHDOpMaUmu»?

6. Kak onpenensieTcst 3JIeKTPOHHBINA JOKYMEHT B 3aKOHOAATEILHO-TIPABOBBIX aKTax?
7.Kak onpenenseTcss B 3aKOHOIaTENIbHO-ITPABOBBIX aKTaX 3JIEKTPOHHAS MOIUCH?

8.Kakue CcymecTByIOT BUAbI JJIEKTPOHHBIX MOANIUCEH?

9. Kakum JOKYMEHTOM ONpPEAEseTCs CTeNEHb OTPAHUYEHUS JOCTYNA K JOKYMEHTY?
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10.Kakum 3akOHOJATEIbHBIM AaKTOM YyCTAHABIMBAETCS OTPAHUYEHHE JOCTyINa K
CBEJICHUSIM I10 INYHOMY COCTaBy?

7.3.2. IlpuMepHbBIe BONPOCHI JISI TECTOBOI0 KOHTPOJISI

1.Kakoit BapuaHT odopMieHHUS pPEKBU3UTA «AdpecaT COOTBETCTBYET TPEOOBAHUSIM
I'OCT P 6.30-2003?

1. npexropy mkosasl Ne 269

MartseeBou Tamape [leTpoBHe

2. lupexropy mkoJibl Ne 269 Martseeson T.11.

3. 129128, Mockga, yi. Poctokunckas, 7

Jupexropy mkomnsl Ne 269 r-xe Marseeson T.11.

4. [Tupexropy MockoBckoil mkoisl Ne 269

T.I1. MartBeeBou

2.01™MeThTe BapuaHT MPaBUILHOTO OPOPMIICHHS TOJMUCH JOKYMEHTA Ha 00111eM OJaHKe
yupexaenuss [.B.  CumopoBbIM, HUCHOJHSIONUM  OOS3aHHOCTH  PYKOBOJMTENS
yupexaeHus A.W. Iletposa B ero B oTCyTcTBHE?

1. N.0. nupekropa JInunas noanuck Cugoposa I'.B. Cunopos
2./ upektop JInunas noanuck Cugoposa A.N. IleTpos
3. 3a lupexTop JInuynas noanucs Cugoposa A.N. IleTpos
4. 3a qupexTopa JInuynas noanucs Cugoposa I'.B. Cunopos

3.Kakoii Bapuant oopmienus pekBuzuta «['pud cormacoBaHus NOKYMEHTa» B clydae
COrJlacoBaHUsl IJIaHA KOJUIETHAJIbHBIM OpraHoMm cooTBercTByeT TpeboBanusim ['OCT P
6.30-2003?

1. COTJIACOBAHO

MIPOTOKOJIOM 3aCEAAaHNUSI METOAUYECKOTO COBETA

ot 12.07.2007 r. Ne 16.

2. COI''TACOBAH

IIpoTokonom 3acenanuss METOAUYECKOTO COBETA

ot 12.07.2007 r. Ne 16.

3. COI'JTACOBAHO

IIpoTokon 3acenanust METOAUYECKOTO COBETA

ot 12.07.2007 r. Ne 16.

7.3.3. IlpumepHBbIe TeMbl AJI51 COCTAaBJIeHUA pedepaTa
1.JIOKyMEHTBI U UX Ha3HAUYECHHUE.
2.HopmaruBHO-TexHUYeCKas 0a3a aenomnpon3BoacTsa PO Ha coBpeMeHHOM 3Tare.
3.00mue TpeboBanus K 0hOPMIICHUIO PEKBU3UTOB JIOKYMEHTA.
4.TpeboBaHus K TOKYMEHTaM, U3rOTAaBIMBAEMbBIM C TOMOIIIbIO IEYaTHBIX YCTPOICTB .
5.bnaHKK TOKYMEHTOB.
6.0prann3aliMOHHO-PACTIOPSIAUTEIIbHBIE JOKYMEHTHI.
7.JJ0KyMEHTBI KOJIJIETHAJIBHBIX OPTAaHOB, TOKYMEHTBHI I10 TUYHOMY COCTAaBY.
8.Ciy>xeOHas mepenucka.
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9.0Opranu3zanus paboThl ¢ MUCbMEHHBIMHU U YCTHBIMHU OOpaIICHUSIMU TPaK/IaH.
10.Peructpanus u y4eT NOCTYIAOIINAX B OPraHU3alAI0 JOKYMEHTOB.

7.3.4. Bonipochl K 3a4ery

1.CyuiHocTh U CTPYKTypa JOKYMEHTAIIMOHHOT'O 00€CIIeYeH sl YIIPaBICHUS.

2.Poib  IOKYMEHTAIIMOHHOTO  OOECHEYEeHHs]  yOpaBi€HUS B  JEATEIbHOCTH
rocyAapCTBEHHBIX OPTaHOB.

3.0Tanpl  JBOJIOLMM  OTEYECTBEHHOI'O  JIEJONPOU3BOJACTBA  (JIOKYMEHTALIMOHHOIO
oOecrneyeHnsl yIpaBJIeHUs1): COCTaB U o0L1asi XapaKTepUCTHKa.

4.OCHOBHBIE JOCTH>KEHHSI M HEJIOCTATKU MPUKA3ZHOTO, KOJUIEKCKOIO U MUHUCTEPCKOIO
JEJOMPOU3BOCTBA.

5.0OCHOBHBIE JOCTHKEHHSI U HETOCTATKH COBETCKOTO JIEJIONPOU3BOCTBA.

6.Hasnauenue Enunoil rocymapcTtBeHHO# cuctembl aenonpousBoactBa (EI'CI) u ee
POJIb B TOKYMEHTAllUOHHOM 00€CTIeUeHUH YIIpaBICHUSI.

7.HampaBienusi rocyapCTBEHHOTO PEryJIMpOBaHUsl JOKYMEHTAIMOHHOIO 00ecreyeHus
yIpaBJIEHUS: COCTaB U 00IIas XapaKTepPUCTUKA.

8.Bunpl  JOKYMEHTAalMOHHOTO  OOECHeYeHHs  YIpaBJIECHHUS: COCTaB M o0mias
XapaKTEePUCTHKA.

9.Ha3znaueHue W CTpPyKTypa TIpaBOBOIO PETyJIUPOBAaHUS  JTOKYMEHTAllMOHHOI'O
oOecrneyeHust ynpaBJieHuUs.

10.CoctaB ¥ Ha3HaYeHHE 3aKOHOJATENbHBIX akTOB Poccuiickoii denepanuu,
PEryJIUPYIOIINX JOKYMEHTAIMOHHOE 00ECIIeYeHNE yIPaBICHUS.

11.CoctaB um Ha3HayeHHWE HOPMATUBHBIX IPABOBBIX aKTOB (perepasbHbIX OpPraHoOB
UCIIOJIHUTENIBHOM ~ BJIACTH,  PETYJHMPYIOMIMX  JOKYMEHTAI[MOHHOE  oOecreueHune
yYIpaBJICHUS.

12.CoctaB ¥  Ha3HauY€HHE TOCYJAPCTBEHHBIX  (HALUMOHAIbHBIX)  CTAaHIAAPTOB,
PETrYIUPYIOIINX JOKYMEHTAMOHHOE 00ECIIEYEHUE YIPABIICHHUS.

13.Pons DenepanbHoil apxuBHOW ciayxkObl (PocapxuBa) B rocynapCTBEHHOM
PEryJIupoOBaHUM JOKYMEHTAIIMOHHOTO 00ECIIeYeHUs yIPaBIICHHUS.

14.Haznauenne u cCTpykTypa l'OoCyAapCTBEHHOW CHUCTEMbI JIOKYMEHTAllMOHHOTO
ob6ecneuenus ynpasiuenus (['CAOY).

15.Ctpykrypa u o6mias xapakrepuctuka OcHoBHbIX nojoxenuit 'C/IOY.

16.Pons  yHHpUKauMM W CTaHAAPTU3ALMM  JIOKYMEHTOB B  COBPEMEHHOM
JOKYMEHTAIMOHHOM OOECIIEYEHUH yIPABIICHHUS.

17.CoctaB 1 Ha3HAYEHUE YHU(PUIIUPOBAHHBIX CUCTEM JJOKYMEHTAIIUU.

18.CoctaB, HazHaueHHWE€ W  COAEpP)KAHHE TOCYNApCTBEHHBIX CTaHAApPTOB  HA
YHUDUIIMPOBAHHBIE CUCTEMBI JIOKYMCHTAIIUH.

19.CoctaB u Ha3HaUeHUE OOIIEPOCCUNUCKUX KIACCU(DUKATOPOB TEXHUKO-IKOHOMUYECKOU
Y COIMATbHOU UH(POPMALIHH.

20.OCHOBHbIC TIOHATHS M  TEPMHUHOJIOTHS  JOKYMEHTAIlMOHHOTO  OOeCTeueHUs
yIpaBJICHHUS.
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21.00mas xapakTepUCTHKa TEPMHHOCHUCTEMBl JIOKYMEHTAIIMOHHOTO OOeCIeuYeHUs
ynpasienus, onpeaeneHusii [OCTom P 51141-98 «/lenonpou3BocTBO U apXHUBHOE
neno. TepMUHBI U OIIpeIeTICHUS.

22.CyniHOCTh, OCHOBHBIE aCMEKThl M CBOWCTBA YIPABJICHYECKOrO0 JOKYMEHTa Kak
CUCTEMBI.

23.Knaccudukaiys yrnpaBIeHUECKUX JOKYMEHTOB.

24.00ume TpeOoBaHMs K JOKYMEHTHPOBAHHMIO YIPABJICHUECKOW JEATEThHOCTH,
onpeaeneHHbie OcHOBHbIMU nosioxkeHusiMu ['CJIOY.

25.00mme TpeboOBaHUS K JOKYMEHTHPOBAHUIO YIPaBICHUYECKOW JEATEIbHOCTH,
omnpeaeieHHble TUTOBOM MHCTPYKIIMEH MO JIETOMPOU3BOJICTBY B (heliepalibHBIX OpraHax
WCIIOJIHUTENIbHON BIIACTH.

26. O0mue TpeboBaHMS K JIOKYMEHTHPOBAHMIO YIMPABICHYECKOU JACATEIBLHOCTH,
onpenencHasie [OCTom P 6.30-2003 «YHupUIIMpOBaHHBIE CHCTEMBI JOKYMEHTAIUH.
VYHudunupoanHas cucTeMa OpraHU3alMOHHO-PACHOPSAIUTEILHON JTOKYMEHTAIIUH.
TpeOGoBanust K 0POPMIICHUIO TOKYMEHTOBY.

27.00m1as XxapakTepUCTUKa TPEOOBAHUI K TEKCTaM YIIPaBICHYECKUX JOKYMEHTOB.
28.CoctaB u o011as XapaKTEpUCTHKA PEKBU3UTOB YIPABIEHYECKOTO IOKYMEHTA.
29.Hopwmbl cTusist ynpaBieHUeCKUX TOKYMEHTOB.

30.0cobenHocTy OOPMIIEHUSI TEKCTOB YIPABIEHYECKUX JIOKYMEHTOB B AHKETHOM,
TpadapeTHOil u Tabau4HOU Popme.

31.CTpykTypa OpraHu3allMOHHO-PACIOPSAAUTENbHON TOKYMEHTAIIUH.

32.Ha3HaueHnue 1 coCTaB OPraHU3alMOHHO-IPABOBBIX JOKYMEHTOB.

33.Ha3HaueHnue u cocTaB pacrnopsIUTEeIIbHBIX JOKYMEHTOB.

34 Ha3znauenue 1 coctaB UHPOPMAIIMOHHO-CITPABOYHBIX TJOKYMEHTOB.

35.Ha3HaueHue 1 cocTaB JOKYMEHTOB 110 JINYHOMY COCTaBY.

36.CoctaB, pacroyiOXX€HUE PEKBU3UTOB U CTPYKTypa TEKCTa MOJOXKEeHHUs 00
OpraHu3allNH.

37.CoctaB, pacmojiO)KEHHE PEKBU3UTOB M CTPYKTypa TEKCTa HWHCTPYKUUU IO
JOKYMEHTAIIMOHHOMY OOCCIICUCHHIO YIIPABJICHHS B OpTraHU3AIIHH.

38.CocTaB, pacrojaoXeHUEe PEKBU3UTOB U CTPYKTYpa TEKCTA TOJHKHOCTHOM MHCTPYKIIMH.
39.CocraB, pacroyiO)K€HHE PEKBH3UTOB W CTPYKTypa TEKCTa IpPHKa3a MO0 OCHOBHOMY
BUJTY JICSITCIIBHOCTH OpTaHU3aIiH.

40.CoctaB, pacnoyio)KeHUE PEKBU3UTOB M CTPYKTYpa TEKCTa PEHICHUS! KOJIJIETHAIbHOTO
opraHa yrnpaBJICHHUS.

41.CocTtaB, pacmoioXeHHe PEKBU3UTOB W CTPYKTypa TeKCTa IuUiaHa paloThl
OpraHU3aIIHH.

42.CoctaB, pacnoJioKeHUE PEKBU3UTOB U CTPYKTypa TEKCTa JOKJIAHOM, CIy>KEOHOU U
00BSCHUTENLHOM 3aIHUCOK.

43.Buasl nuceM U 0COOEHHOCTH UX TTOJATOTOBKU U 0(OPMIICHHUSI.

44.CoctaB, pacrojOK€HHE PEKBU3UTOB U CTPYKTypa TeKCTa HHQPOPMAIIMOHHOTO
MMChbMa.
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45.CocTaB, pacroyio)KEHHE PEKBU3UTOB M CTPYKTypa TEKCTa TpPYJOBOIO JOroBopa
(KOHTpaKTA).

46.CocraB, pacrnoyiO)KeHUE PEKBU3UTOB U CTPYKTypa TEKCTa PE3IOME.

47.CoctaB, pacroioKeHue PEKBU3UTOB U CTPYKTYpa TEKCTa TPYIOBOTO COTIIAIICHUSI.
48.3amaum, GyHKIIMN ¥ TUIIOBBIE CTPYKTYPHI CIYKObI JOKYMEHTAIIMOHHOTO 00eCTIeueHMs
yIpaBIeHUS.

49.PernamenTaniys paboThl CITyKObI JOKYMEHTAIIMOHHOTO 00€CTIeUeHUsI YIIPaBICHUSI.

50.Ilenp m 3a7a4n yrnpaBiaeHUS JOKYMEHTAIMEW OpraHu3alyu.

51.I1puHIUIIBI OpraHu3aluu JOKyMEHTO000poTa.

S52.Ilopsimoxk  OBWKEHHST JOKYMEHTOB B  OpPraHM3allid W OCHOBHBIE  3Tallbl
JTIOKYMEHTO000pOoTA.

53.0Opranuzanus paboTsl C JOKYMEHTaMH PyKOBOJIUTENEH.

54.0Opranusanus padoThl C JOKYMEHTAMH HUCIIOJHUTENEH.

55.0pranuzanusi KOHTPOJISI UCIIOJTHEHHUS IOKYMEHTOB.

56.0nepaTuBHOE XpaHEHUE JOKYMEHTOB, HKCIEPTH3a MX IEHHOCTH M MOATOTOBKA K
clayde B apXUB.

57.0cobeHHocTH OpraHu3aluy padoThl ¢ KOH(PUICHIUAILHBIMU JOKYMEHTAMHU.
58.CoBpeMeHHbIE MHPOPMALIMOHHBIE TEXHOJOTHH B JOKYMEHTAllMOHHOM OO€CIEeYeHHH
yIpaBJICHHUS.

59.0OcHOBHbIE HaNpPaBIEHUS COBEPIICHCTBOBAHUSA COCTaBa U (HOPM IOKyMEHTOB.

60. CuctemMbl 3JIEKTPOHHOIO JOKYMEHTOOO0OpOTa, HMX Kiaccudukanus, OCOOCHHOCTU
BHEJIPEHUS U TEHJEHIIUU Pa3BUTHSI.

61.0OcHoBHBIE HaNpaBJIEHUSI COBEPUICHCTBOBAHMSI COCTaBa M JOPM JTOKYMEHTOB.

62. CuctemMbl 3JIEKTPOHHOIO JOKYMEHTOO0OpOTa, HMX Kiaccudukanus, OCOOCHHOCTH
BHEJIPEHUS U TEHJECHIIUU Pa3BUTHSI.

7.4. MeToguueckue MaTepuaJibl, ONpeaeJasionue NPoueaypbl OleHUBAHUS 3HAHUH,
YMEHU, HABBIKOB U (WIH) ONbITA 1eATEJIbHOCTH, XAPAKTEPHU3YOIIMX ITANbI
¢dopmMupoBaHuss KOMIIETEHIIMH.

7.4.1. OueHuBaHHue YCTHOTO ONPOCa

Kpurepuii YpoBHU HOpMHUPOBAHUS KOMIIETEHITHIH
OLICHUBaHU bazoBbiit JlocTaTouHbIi Bricoknit
ITonnoTa u npaBuUiIbHOCTE  |OTBET MOJMHBIN, HO ecTh  (OTBET MOIHBIH, OTBET MOJHEIH,
OTBeTa 3aMeuanus, He Oonee 3 MTOCJIC/IOBATEIBHBIN, HO  |ITOCTIeIOBATEBHBIH,
eCTh 3aMeYaHMsl, He 00JjIee JIOrMYHbIH
2
CreneHb 0CO3HAaHHOCTH, Marepuan yCBOEH U Marepuain ycBOEH U Marepuai ycBOEH U
MTOHMMAHHUSI H3YICHHOTO H3JIaraeTcs 0CO3HAHHO, HO |U3J1araeTcsi 0CO3HaHHO, HO [M3J1araeTcsi OCO3HAaHHO
ecTb He Oonee 3 ecTb He Oonee 2
HECOOTBETCTBUH HECOOTBETCTBUH
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SI3p1KOBOE OOpMIIEHHE
OTBETA

Peus, B ienom,
rpaMoTHasi, COOIFOICHBI
HOPMEI KyJIBTYPBI PeUH,
HO €CTh 3aMeYaHMus, He
Oonee 4

Peus, B ienom,
rpaMOTHas1, COOJFOICHBI
HOPMBI KyJIBTYPBI PEUH,
HO €CTh 3aMeYaHusi, He
Oomee 2

Peusb rpamoTHas,
COOJIIOIEHBI HOPMBI
KYJIBTYPHI peUH

7.4.2. OueHUBaHHE TECTOBOI0 KOHTPOJISI

Kpurepwnii
OLICHUBaHUS

YpoBHH pOpMUPOBAHUS KOMITCTCHITANA

ba3oBbIii

JlocTaTouHbIM

Bricokuit

HpaBI/IJ'ILHOCTL OTBCTOB

He MeHee 60% TeCTOBBIX
3aJaHui

He MeHee 73% TeCTOBBIX
3aJaHui

He MeHee 86% TEeCTOBBIX
3aJaHuil

7.4.3. OuenuBanue pedepara

Kpurepnii
OLICHUBAHUSA

YpoBHU pOpMUPOBAHUS KOMITETEHITUM

bazosbiii

JlocTaTo4yHbIM

Bricokuit

HoBwusna pedepupoBanaoro
TEKCTa

[Ipobnema, 3asBieHHAS B
TEKCTEe, IMEET HAYUHYIO
HOBH3HY M aKTyaJbHOCTb.
ABTOpCKas MO3UIINS HE
ob6o3naueHa. EcTb He
Oomee 3 3aMevyaHui

[Ipobnema, 3asiBieHHAS B
TEKCTE, UMEET HAYIHYIO
HOBH3HY M aKTyaJbHOCTb.
ABTOpCKas O3UIIHS HE
ob6o3HaueHa. EcTb He
Oomee 2 3aMeUYaHU

IIpobnema, 3asiBieHHAS B
TEKCTE, UMEET HAYIHYIO
HOBHM3HY U aKTyaJIbHOCTb.
BeripakeHa aBTOpcKas
MO3HUIIUS

CreneHb pacKpBITHSI
POOIIeMBI

[1nanH cooTBEeTCTBYET TEMe
pedepara, oTmeuaeTcs
MOJTHOTA M TITyOrHA
PpacKphITUsSI OCHOBHBIX
MOHATUH POOIIEMBI;
000CHOBAHBI CIIOCOOBI U
METO/JIbl pabOTHI C
MaTepHaJioM;
MPOAEMOHCTPUPOBAHO
yMeHHe paboTaTh C
JINTEpaTypoH,
CUCTEMATU3UPOBATH U
CTPYKTYpUPOBATh
Marepuai; 0000IarTh,
COIOCTABJIATh PA3JINYHbIC
TOYKHU 3PCHUA T10
paccMaTpuBaeMoMy
BOIIPOCY,
apryMEHTHUPOBaTh
OCHOBHBIC ITOJIOKCHUA U
BBIBOJIBI. ECcTh HE Gonee 3
3aMeYaHuH

[1nan cooTBeTCTBYET TEME
pedepara, ormedaeTcs
MIOJTHOTA ¥ TITyOHHA
PACKPBITHSI OCHOBHBIX
MTOHATUH TPOOIIEMBI;
000CHOBAHEKI CITIOCOOBI U
METOJIbI PabOTHI C
MaTepUaioM;
MIPOJCMOHCTPHUPOBAHO
yMeHue paboTarth ¢
JUTEPATYpOH,
CHCTEMaTH3UPOBATh U
CTPYKTYpUPOBATh
Marepuai; 00001arTh,
COIOCTABJISATh Pa3INYHbIC
TOUYKH 3PCHHS 110
paccMarpuBaeMoMy
BOIIPOCY,
apryMeHTUPOBATh
OCHOBHBIC ITOJIOKCHHS U
BBIBOMIBI. ECTh He Oonee 2
3aMevyaHui

[1nan cooTBeTCTBYET TeMe
pedepara, ormeuaeTcs
MIOJTHOTA U TITyOWHA
PacKphITUS OCHOBHBIX
TIOHSATHUH MPOOIIEMBL;
000CHOBAHEI CIIOCOOBI U
METOBI pabOTHI C
MaTepualioM;
MIPOJIEMOHCTPHPOBAHO
yMeHne paboTaTh ¢
JIUTEPaTypoH,
CUCTEMATU3UPOBATH U
CTPYKTYpUPOBATh
MaTtepuai; 0000Iarh,
COIIOCTABJISTh Pa3JINYHbIC
TOYKH 3PCHUS I10
paccMarpuBaeMoMy
BOIPOCY, apIrYMEHTUPOBAThH
OCHOBHBIC IIOJIOKCHHUA U
BBIBObI
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O060CcHOBaHHOCTH BEIOOPA
HUCTOYHHUKOB

5-8 HCTOYHUKOB

8-10 HUCTOYHUKOB

OTmeuaeTcs TONHOTA
HCIIOJIb30BaHUS
JUTEPATyPHBIX HCTOYHHKOB
10 MpobJieMe; pHUBIICYEHUE
HOBEHIHX paboT 1o
pobiieMe (KypHaJIbHBIC
MyOJIMKAIIH, MaTepUAITBI
COOPHUKOB HAYYHBIX
TPYIOB H T.1.), 6osee 10
HCTOYHHKOB

CooOimotenne TpeOOBaHUH K
0(pOpPMIICHHIO

He Gonee 4 3ameuyanuii

He Gonee 3 3ameuanuii

IIpaBuisHOE 0hopMiIeHHE
CCBUIOK Ha UCIOJIb3yEMYIO
JUTEPATYPy; TPAMOTHOCTD U
KYJbTYPa U3JI0KCHUS;
BJIaJICHUC TEPMHHOIOTHEH U
MOHATUIHBIM arapaToMm
poOIeMbl; COO0eHNE
TpeOoBaHUi K 00beEMY
pedepara; kynbTypa
0o(OpMIICHHUS: BBIJICIICHNE
a03ares.

I'pamotHOCTH He Oonee 4 3ameuanwmii He 06onee 3 3ameuanwmii OtcyTcTBHE
opdorpaduyeckux u
CHUHTAKCHYECKHX OIIMOOK,
CTHIIMCTHYECKUX
MOrPEIIHOCTEH; OTCYTCTBUE
OIEYaTOK, COKpAILCHUH
CJIOB, KPOMeE
OOILENPUHATHIX;
JIUTEPATYPHBIA CTUIIb

7.4.4. OuneHuBaHue 3a4eTa
Kpurepwnii YpoBHU HOpMUPOBAHUS KOMITETEHIIUMA
OLICHUBAHUA bazoBbiit JlocTaTouHbIM Bricokuii

TlomHoTa OTBETA, OTBeT MOJHBIN, HO €cTh  |OTBET MOJHBIH, OTBeT MOJHBIH,

MOCJICI0BATEIILHOCTD U 3ameuaHus1, He Oonee 3 MOCIIEAOBATENbHBIN, HO  |TIOC/IEAOBATEIILHBIH,

JIOTHKA M3JI0KECHUS €CTh 3aMeYaHusl, He OoJiee |JTIOTHYHBIN

2

IIpaBunBHOCTE OTBETA, €TI0
COOTBETCTBHUE paboueit
nporpamMme y4eOHoH
JICTIATUTHHBI

OTBeT COOTBETCTBYET
pabodeii mporpamme
yueOHOM AUCLUIUIMHBL, HO
€CTh 3aMedaHus, He 0oJiee
3

OTBET COOTBETCTBYET
paboueii mporpamme
y4eOHOM JUCLHUIUIMHBL, HO
€CTh 3aMedaHus, He 0oJiee
2

OTBET COOTBETCTBYET
paboueii mporpamme
y4eOHOM JUCIUTUIAHBI
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CriocoGHOCTh CTyIeHTa
apryMeHTHPOBATh CBOU
OTBET ¥ IPUBOJUTH
IIPUMEPBL

OTBeT apryMeHTHPOBaH,
MIpUMEPHI IPUBEICHBI, HO
ecThb He Ooitee 3
HECOOTBETCTBUIM

OTBeT apryMeHTHPOBAH,
MpUMeEpPEI IPUBEIECHEI, HO
ecThb He Ooree 2
HECOOTBETCTBUI

OTBET apryMeHTHUPOBAH,
MIpUMEpPHI IPUBEICHBI

OCO03HaHHOCTH U3J1araeMoro
Marepuana

Marepuan ycBoeH u
H3J1aracTcs OCO3HAHHO, HO
ecTh He Ooree 3
HECOOTBETCTBUIM

Marepuan ycBoeH u
H3J1araeTCs OCO3HAHHO, HO
ecTh He Ootee 2
HECOOTBETCTBUIM

Marepuan ycBoeH u
H3JIaraeTcs OCO3HAHHO

CooTBeTcTBHE HOpMaM
KYJIBTYpBI peUH

Peus, B 1ienom,
rpaMOTHasl, COOJTIOICHBI
HOPMEI KyJIbTYPBI PeUU,
HO €CTh 3aMeYaHusl, He
Oouee 4

Peus, B 1ienom,
TrpaMOTHasI, COOJIOICHBI
HOPMBI KyIbTYPHI PeUU,
HO €CTh 3aMeYaHus, He
oouee 2

Peus rpamorHasi,
COOJIFOIEHBI HOPMBI
KYJIBTYpbI peun

KauectBO OTBETOB Ha
BOITPOCHI

Ectb 3aMeuanus k
oTBeTaM, He Oosee 3

B niestom, oTBETHI
PAaCKPBIBAIOT CYTh
BOIIpOCca

Ha Bce BonpocCs! oJTy4eHsl
HCUCPIBIBAIOIIIE OTBETHI

7.5. UToroBasi peMTHHIOBasi OLICHKA TeKYLIeH U MPOMEKYTOYHON aTTeCTAlHU
CTY/ICHTA 110 JUCLHILIMHE

[lo yueOHoW aucHuIUIMHE «JlOKyMEHTAlMOHHOE OOECreYeHue YIpaBICHUS
UCIoNb3yeTcs: 4-0aipHas CUCTEMa OLICHUBAHHUS, WUTOT OICHUBAHMS YPOBHS 3HAHUM
oOyyJarouuxcsi npeaycMaTpuBaeT 3au€T. 3adyeT BBICTABISIETCS BO BpeMs IOCIETHErO
MPaKTUYECKOTr0 3aHATHS MPU YCIOBUH BBINMOJIHEHUSI He MeHee 60% y4ueOHbIX MOpyUEHHUI,
MpeaycMOTpeHHBIX yueOHbIM TuiaHoM W PIIJ[. Hamwune HEBBIOTHEHHBIX YYEOHBIX
MOPYYEHUN MOXKET ObITh OCHOBAHHEM JJI TOMOJHUTEIBHBIX BOMPOCOB MO JHUCLMILINHE
B XOJE€ IPOMEKYTOUHOMW arTecTauMu. Bo BceX OCTalmbHBIX Cilydasx 3a4eT CHAEeTCs
oOyyJarouMucs B J1aThl, HA3HAYEHHBIE MPENOJaBaTeIeM B MEPUOJ COOTBETCTBYIOLIUMN
MIPOMEXYTOUYHOU aTTECTALUU.

IlIkana oyenusanua meKywieii u RPOMeNCymouHOU ammecmayuu cmyoenma

YpoBHU GOpMUPOBAHUS OreHKa 1Mo YeThIpeX0aJIIbHOM MIKaJIe
KOMIETCHITUN JUTS 3a4€Ta
Bricoknit
JlocTaTo4HBIM 3a4TE€HO
bazoBbiit
Komnerennus He  copmupoBaHa HE 3a4TE€HO

8. IlepeyeHb OCHOBHOM M IONOJTHUTEJIbHOM Y4eOHOM JIUTEPATYPbl, HEO0X0AUMOM
JJIS OCBOCHUS JUCUUILIMHBI (MOXYJIs1)

OcHoBHas JuTEpaTypa.

Tun
(yueOHuK, yueOHOE
nocobue, y4eOHO-MeTox
nocobue, 1p.)

Kom-Bo B

bubaunorpaduueckoe onvcanue
pad ounoJI.

n/m
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Cemkxo, M. A. OcHOBBI A€IONPOM3BOACTBA . YydeOHOE https://e.
nocooue / U. A. Cemko, JI. A. Anryxosa. - CTaBpomnois : lanbook.
C1TAY, 2018. - 119 c. YHEOHEIS | hoo
nocoous K/14161
3
Eropos, B. II. /lenonpou3BoaCTBO U PEXKUM CEKPETHOCTH: https://e.
yueOnuk st cro / B. I1. Eropos, A. B. CiauabpkoB. — 2-¢ lanbook.
u3n., crep. — Cankrt-IlerepOypr: Jlans, 2022. — 312 ¢. — ydeOHHK com/boo
ISBN 978-5-8114-9442-2. PLENO 1 k119542
8
Eroposa, JI. b. Kondunenmuaisnoe aeaonpous3BOJCTBO
yueonuk / JI. b. Eropoma, H. A. PoroxoBa. — CaHKT-
Merep6ypr : UD0 CTIGYTYnD, 2020. — 227 ¢. — ISBN https://e.
978-5-94047-838-6. — TekcT : sneKkTpoHHBIN // JlaHb lanbook.
AIEKTPOHHO-OMOINOTEUHAS cucTema. — URL: yaebnk | com/boo
https://e.lanbook.com/book/246371  (mata  oOpaieHHS: ki24637
26.07.2022). — Pexum jgocryma: i aBTOPH3. 1
MOJIb30BATEIICH.
Jlenonpous3BOACTBO W JIOKYMEHTOOOOPOT: TMPAKTUKYM: https://e.
yue6Hoe mocobue / cocrasurens JI. J[. KotaspoBa. — moc. lanbook.
Kapasaeo: KI'CXA, 2020. — 44 . yuebHoe |
mocodHe |y 17171
0
Jlenonpou3BOACTBO © ydyeOHO-MeToauueckoe mocooue / H.
A. lapenckas, E. E. lneitnukosa, O. B. JIucosckuii, U. A.
JIucuna. — Cankr-IletepOypr : CIIGITIMY, 2021. — 56 c. hitps:/fe.
— ISBN 978-5-907443-22-8. — Texcr : snexrponnsi /| Yi€0HO- | lanbook.
Jlanp JIEeKTPOHHO-OHOMoTedHast cucrema. — URL;|[METOAMICCK com/boo
https://e.lanbook.com/book/255947  (mata  oGpamens:| O€ 10c00ue | k/25594
01.09.2022). — Pexum jgocTyma: JJjIs  aBTOPHS3. 7
MOJIb30BATEIICH.
OCHOBBI  JI€JIONPOU3BOJICTBA: MPAKTUKYM IO HW3YUYCHUIO https://e.
JTYCHMTIUTMHBI 111 oOyyarommxcs 1mo HanpasiaeHuto 38.03.04 lanbook.
«l'ocyapCTBEHHOE Y MYHHULMIAIBHOE  YIIPABJICHUEN: yHe6Hoe com/boo
yuebHoe nocooue / cocrapurenu C. H. Konoanosa [u ap.]. mocobue k/17897
— Boponex: BI'AY, 2019. — 87 c. 2
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7. |YepnoOait, H. Bb. VYueOHOoe mocobue MO JUCHUILIUHE
"J1enonpou3BOJACTBO B KOMMEPYECKOW JesITeNbHOCTH"
yuebnoe mocobue / H. b. UepnobGaii. — CraBponoisb : https://e.
CtI'AY, 2020. — 71 c. — Tekcr : anekrponHblid // Jlanb | yge6rOE lanbook.
AJIEKTPOHHO-OMOIMOTEUHAS cHucTeMma. — URL:| mocobue com/boo
https://e.lanbook.com/book/245933  (mara  oOpaieHus: k/i24593
26.07.2022). — PexuMm [gocTyma: Ui aBTOPHS. 3
MOJIb30BATEIICH.
JlonmoTHUTEILHASI JIUTEPaTypa.
Ne bubnuorpaduueckoe onucanue (yqes;l;f ynqe@me Kox-Bo
i/ | OHO.
1. |Ky3uenoB, WM. H. [enonpousBoacTBo y4eOHO- https://e.
cipaBounoe mocooue / U. H. Ky3Heros. - 6-¢ u3a. - MockBa lanbook.
: JlamkoB u K, 2017. - 460 c. CripasoHU com/boo
k10554
3
2. |[denonpou3BoaCTBO W JOKYMEHTOOOOPOT B (UHAHCOBOKH https://e.
chepe: npakTHKyM: yueOHOe mocobue / coctaButens JI. . qebHoe lanbook.
KotmsipoBa. — moc. KapaBaeso: KI'CXA, 2020. — 44 c. zoco Site com/boo
k/17171
1
3. |Cnuuak, A. B. KondunennuanbHoe Aenonpou3BOACTBO
yuebHoe mocobme / A. B. Cnmuak. — HmxHeBapTOBCK :
HBT'Y, 2020. — 118 c. — ISBN 978-5-00047-558-4. — https://e.
TexcT : anextponnsiit // JlaHb : 3MeKTPOHHO-OMOIMOTEUHAS yueGHOE lanbook.
cuctema. — URL:  https://e.lanbook.com/book/208217| rocogme | COM/POO
(mata ooOpamenus: 18.04.2022). — Pexum goctyna: st k/ 2(;821

aBTOPU3. M10JIb30BATEIIEH.

9. IlepeyeHn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKAIIMOHHOM CETH

«HTEpHET», HEOOXOAUMBIX IJISI OCBOCHM S AU CIHUILIUHBI (MOAYJIA)

1.ITouckoBsie cuctemsl: http://www.rambler.ru, http://yandex.ru, http://www.google.com

2.®DenepanbHbIA 00pa3oBaTENbHBIN MOpTAl www.edu.ru.
3.Poccuiickas rocynapctBeHHas ouonunoreka http:// www.rsl.ru/ru

4.I'ocynapcTBeHHass myOJM4yHash HaydyHO-TexHU4eckas Oubmmoreka Poccunm URL:

http://gpntb.ru.
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5.'ocynapctBeHHOE O1OKETHOE yupekaeHue KyabTypbl Pecriyonuku Kpeim «KpbiMckas
pecnyOIuKaHCKas YHUBepcalbHas HaydHast OnbiamoTeka» http://franco.crimealib.ru/

6.Ilegarornueckas 6ubamoteka http://www.pedlib.ru/
7.Hayunas snextponHas oubnuoreka eLIBRARY.RU (PMHLI)

10. MeToauyeckue yKasanus JAJs1 00y4arOIUXCs M0 OCBOCHHUIO M CHUIIMHBI
(MonayJist)
O01mue pekoMeHIalMU 110 CAMOCTOSAITE/IbHOI padoTe 0akajlaBpoB

[ToaroToBka COBpPEMEHHOTO OakalaBpa MPEAIOoiaraeT, YTo B CTEHAX YHUBEPCUTETA
OH OBJIaJIeeT METOIOJIOTHEN camoo0pa3oBaHus, CaMOBOCTIMTaHUS,
CAMOCOBEPIICHCTBOBAHUSA.  JTO  ONpEJeNseT  BaXHOCTh  AKTUBU3AIUU €0
CaMOCTOSITEIEHOM PabOTHI.

CamocrositenbHass pabota (GOpPMHPYET TBOPUYECKYI0 AaKTHBHOCTh OaKallaBpOB,
NPEJCTaBICHNE O CBOMX HAYYHBIX W COLMAIBHBIX BO3MOXKHOCTSX, CIIOCOOHOCTH
BBIWICHATh  TJABHOE, COBEPUICHCTBYET MpPHEMbl  O0OOOIIEHHOTO  MBIIUICHUS,
npeanoyaraeT Oosiee TayOOKyr0 TPOPaOOTKY WMH OTIEIBHBIX TEM, OIpPEIeNICHHBIX
IIPOrPaMMOi.

OcCHOBHBIMU BUAAMH U (pOpMaMHU CaMOCTOSTEIBHONW paOOTHI CTYIEHTOB MO JAaHHOU
JTUCIUIUIMHE SBIISTIOTCS: CAaMOTIOTOTOBKA MO OTAEIBHBIM BOIIpOcaM; padboTa ¢ 6a30BBIM
KOHCIIEKTOM; MOJTrOTOBKa K YCTHOMY OIPOCYy; MOATOTOBKA K TECTOBOMY KOHTPOJIIO;
MOJITOTOBKA pedepara; MoAroTOBKA K 3a4eTy.

BaxHOi1 4acThi0 CaMOCTOSTENbHON PabOThI ABIISETCS YTEHHUE YYEOHOUM JTUTEPaTypHI.
OcHoBHast ¢GyHKIUS Yy4eOHUKOB — OpPUEHTHPOBATh B CHUCTEME TE€X 3HAHWN, YMEHUU U
HABBIKOB, KOTOpBIE MOJDKHBI OBITH YCBOEGHBI MO JAaHHOW AMCHMIUIMHE OYyIyIIUMU
cCHeualucTaMi. Y4eOHUK TakKe CIYXKUT MyTEBOJUTENIEM IO MHOTOYUCICHHBIM
IIPOU3BEIACHUSAM, OpPUEHTUPYsT B HMEHAX aBTOPOB, CHELUUAIM3UPYIOLIUXCA Ha
ONPEACIIEHHBIX HAay4YHBIX HAIIPABJICHMIX, B HAa3BAaHUIX MX OCHOBHBIX TPYyIOB. Bropas
¢byHKIus ydyeOHUKA B TOM, YTO OH OYEPUYMBAET HEKUH KPYr 0OsA3aTeNbHBIX 3HAHUH IO
MpeMeTy, He IPETeHys Ha TITyO00KOe X PACKpPBITHE.

UreHue pEKOMEHJIOBAaHHOM JIUTEPATYpPbl — O3TO Ta IJIaBHas 4YacTb CHUCTEMBbI
CaMOCTOSTEJIbHOM y4eObl OakanaBpa, KoTopass oOecneunmBaeT MOJUIMHHOE YCBOEHME
Hayku. UuTaTh 3Ty JIMTEPATYPY HYKHO MO IPUHLMIY: «UIEs, TEOPUs, METOJ B OJIHOMU, B
OPYroM U T.J. KHUTAX».

Bo Bcex ciyuasx peKOMEHIyeTCsl paCCMOTPEHHUE TEOPETUYECKUX BOIIPOCOB HE MEHEE
4eM IO TpPeM HUCTOYHUKaM. V3yueHue mnpoOjembl MO pa3HbIM HCTOYHHUKAM - 3aJI0T
riry0OKoro ycBoeHus Hayku. IMeHHO 3TOT OJIOK, Hapsily C BBINOJIHEHUEM MPAKTHYECKUX
3aJJaHuM SBJISIETCS BEIYIIUM B CTPYKTYpPE CaMOCTOSATENbHON pabOThI CTYEHTOB.

Buumanuio 0OakanaBpoB MpeJiaraloTcsi CHUCOK JHUTEPaTypbl, BOMPOCHl K
CaMOCTOSITEJIBHOMY U3YyYEHUIO U BOIIPOCHI K 3a4ETy.
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JUIs yCHENIHOTO OBJANCHUS IUCIUIUTMHONW HEOOXOJMMO BBITIONHATEH CICIYIOIIHC
TpeOOBaHUSI:
1) BBITTOJTHATH BCE OTPEACICHHBIC POTPaMMO BHIBI PaboT;
2) ToceIaTh 3aHATHS, T.K. BECh TEMAaTHYCCKUI MaTepral B3aMMOCBA3aH MEXTy cO00i H,
3a4acTyl0, CAMOCTOSTEIBLHOTO TEOPETHUSCKOTO OBJIAJICHUS MPOMYIICHHBIM MaTePHAIIOM
HEJ0CTATOYHO JIJIsl KAYECTBEHHOTO €T0 YCBOCHUS;

3) Bce paccMaTpuBaeMble Ha 3aHATHAX BOIPOCH 00s3aTelbHO (UKCHPOBATH B
OTIIETLHYIO TETPA/Ib U COXPAHSITH €€ 10 OKOHYAHUS OOYUYCHUS B BY3€;

4) NpOoSBIATh AKTUBHOCTH TPU TOJITOTOBKE M HA 3aHATHAX, T.K. KOHCUHBIA PE3yJIbTaT
OBIIAJICHUS COJIEP)KAaHWEM JUCIUIUIMHBI HEOOXOIWM, B TEpPBYIO O4Yepelb, CAMOMY
OakanaBpy;

5) B cayyasx mpoIycKa 3aHATHI M0 KaKUM-JIHO0O0 MPUYMHAM 00s3aTelIbHO 0TpadaThiBaTh
MPOIYIIEHHOE MPEIOIaBaTeII0 BO BPeMs HHINBUTYATbHBIX KOHCYIIbTAIIHH.

Bueypounas nedarenbHOCTh OakanaBpa Mo JaHHOW TUCHUIUIMHE MPEANOIaraeT:

- CaMOCTOSITEJIbHBIM IOMCK OTBETOB M HEOOXOAMMOM MH(OpPMAIUH IO MPENIOKEHHBIM
BOIIPOCAM;

- BBIIIOJIHEHUE PAKTUYECKUX 33]IaHU;

- BBIpa0OTKY YMEHUI HAyYHOW OpraHu3aluu Tpy/a.

VYcenemHas opraHu3anusi BpEMEHU 0 YCBOCHHUIO JAHHOM JHMCLHUIUIMHBI BO MHOTOM
3aBHCHUT OT HalW4usl y OakajaBpa yMEHHUS CaMOOPraHH30BaTh ce0s U CBOE BpeMms s
BBIMIOJTHEHUS] TMPEJIOKEHHBIX JoMamHuX 3ananuid. OOBEM 3amaHuii paccuuTaH
MakcUMalbHO Ha 2-3 yaca B Henemo. l[Ipu 3TOM anropuTM HOATOTOBKUA Oyner
CJIEIYOLUM:

1 sTam — TWOWCK B JHUTEpAType TEOPETHUUYECKON HHGPOPMAIIMU TIO0 MPEIIOKEHHBIM
IIPEIoAaBaTesIeM BOIIpocaMm;

2 3Tarn — OCMBICIIEHUE TTOJIyYeHHOW MH(POpPMAIINHI, OCBOCHUE TEPMUHOB U MOHSATUH;

3 9Tam — cocTaBJIEHUE IJIaHA OTBETA HAa KaX bl BOIIPOC;

4 3Tan — NOUCK MPUMEPOB MO JTAHHOM MpoOIEeMaTHKeE.

PaboTta ¢ 6a30BbLIM KOHCIIEKTOM
[IporpaMMoi JUCHUIIIIMHBI IPETYCMOTPEHO YTEHUE JEKIUNA B pa3IMUHbIX (hopMax UX
IIPOBEICHUSL: HpO6J‘I€MHBIC JEKIMU C DJEMEHTaMU 3BPUCTHYECKOM  Oecensl,
I/IH(i)OpMaHI/IOHHLIG JCKIMHU, JICKOUHN C OHOPHBIM KOHCHQKTI/IpOBaHI/IeM, JICKIOUU-
BHU3yaJIN3aIUH.

Ha nexkuusix mnpenojaBarenb paccMaTpuBAEeT BONPOCHI IMPOrpaMMbl  Kypca,
COCTABJICHHOW B COOTBETCTBUHU C IOCYJapCTBEHHBIM 00pa30BaTelIbHbIM cTaHaapToM. W3-
32 HEAOCTAaTOYHOIO0 KOJUYECTBA ayAUTOPHBIX YAaCOB HEKOTOPbIE TEMbl HE YAAETCS
OCBETUTHh B IIOJIHOM OOBEME, IMOATOMY TMPENoAaBareib, MO CBOEMY YCMOTPEHHIO,
HEKOTOPbIE€ BOMPOCHI BHIHOCUT HA CAMOCTOSITENBHYIO PA0OTy CTYA€HTOB, PEKOMEHAYS Ty
WJIY MHYIO JINTEPATYPY.
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Kpome aToro, mms Jydinero ocBOSHHsS Marepuala M CHCTeMaTH3alliyd 3HAHUHW IO
JTUCLUTUIMHE, HEOOXOUMO TTOCTOSTHHO pa30rpaTh MaTepralbl JIEKIIUH 10 KOHCIIEKTaM 1
YIEOHBIM TTOCOOHSIM.

Bo Bpems camocTosTenbHOM TPOPaOOTKH JEKITMOHHOTO MaTepraia 0co00e BHUMaHHUE
CIENYET YAECHATh BO3HUKIINM BOIPOCAM, HEMOHATHBIM TE€PMHUHAM, CIIOPHBIM TOYKAM
3peHusi. Bce Takhe MOMEHTBHI CJIEAYET BBIICIUTh WM BBIIUCATH OTIACIBHO JJIA
JTanbHEHIIero OOCYXXJIeHUs Ha MPaKTHUYEeCKOM 3aHsATUU. B cimydae HeoOXxoaummocTu
oOpamiaTbCsi K MpEenojaBaTeNio 3a KoHCyibTanueil. [lomHbIil cnucok nuTepaTypbl MO
JTYCLMTUIMHE TIPUBEICH B paboueil mporpaMMe JTUCITUILINHEI.

IHoaroroBka pedepara

Pedepar sBnsercs oaHoit u3 GopMm pyOEXHOM MM UTOTOBOM arTecTanuu. [laHHas
(dhopMa KOHTPOJIA  SBJISIETCS CaMOCTOSTENBHOM HCcaeaoBaTenbCckoil padboroi. [ToaTtomy
HEJOMYCTUMO MPOCTOE KOMMPOBAHUE TEKCTa M3 KHHUIHU, JUOO kK€ CKAYMBAHUE U3 CETH
Nurtepuer roroBoil paboThl. bakanaBp JOMKEH MOCTapaThCsi pPACKPBITh CYTh B
ucciaeayeMon mpobieme, MPUBECTH MMEIOIIMECS TOYKH 3PEHHS, a Takke OOOCHOBATH
cOOCTBEHHBIN B3IJISA]I HA HEE.

[TosToMy TpeboBaHusi K pedepaTy OTHOCATCS, MPEXKIE BCEro, K OPOPMIICHUIO U €r0
COJIEPKAHUIO0, KOTOPOE MOJKHO OBITh JOTUYHO HU3JI0KEHO M OTJIMYaThCA MPOOIEeMHO-
TEMAaTUYECKUM XapakTepoM. [IOMHMO YETKO H3J0KEHHOIO0 U CTPYKTYPUPOBAHHOTO
Marepuana, 00s3aTelIbHO HaJU4Ke BBIBOJIOB MO KAXKIOMY maparpady v oOIIuX Mo Bcei
pabore.

HopmaTtuBHble TpeOoBaHus K HAaUCaHUIO pedepaTta OCHOBBIBAIOTCSA Ha CIEAYIOIINX
MPUHIUIAX:
— Hauatp pexomeHayeTcsi ¢ mpaBUIbHOM (OPMYITUPOBKH TEMBI U TMTOCTAHOBKU 0a30BBIX
LeJIe 1 3a7ay.
— B nmanpreimem HaunHaeTcs oTOOp HeoOxoaumoro Marepuana. Camoe TiIaBHOE -"HE
XKaaHU4ath' U yOupaTh TE€ JaHHbIE, KOTOpPHIE HE CMOTLYT PACKpPBITh CYIIHOCTb
noctaBieHHOU nenn. Henb3s pykoBoacTBOBaThCA NpUHIUIIOM: «byaeT 00ibioil 00beM
paboThl, 3HAYMUT, MOJY4YY XOPOIIYIHD OTMETKY». IJTO — HENPaBUIBHO, IOCKOJIbKY
TpeboBanust k pedepary I'OCT He TONBKO OrpaHMYMBAIOT €ro 00bEM, HO U KECTKO
ONPEACIISIIOT CTPYKTYPY.

Pedepar comepxut ciaeayromme pas3ienbl:
1. BBenenue, BKIOUYaeT B cebs: aKTyaJdbHOCTb, B KOTOPOH OOOCHOBATh CBOM BBIOOD
JAHHOM TeMbl; OOBEKT; MPEAMET; 1IeJIb; 3a/1a4ld U METO/Ibl UCCIEAOBAHUS; IPAKTUYECKAS
U TEOpEeTUYECKasi 3HAYUMOCTh PaOOTHI.
2. OcHOBHasl yacTb. B OCHOBHOM 4acTH TEKCT 00s13aTebHO pa3doUTh Ha maparpadbl U MO
naparpadsl, B KOHIIE KaXXJIOTO CJeliaTb HEOOJBIIOE 3aKII0YEHUE C U3JI0KEHUEM CBOECH
TOYKH 3PEHUS.

[ToaroroBka pedepara AOMKHA OCYHIECTBISATHCA Ha 0a3ze TeX HAYYHBIX MaTepuasos,
KOTOpbIE aKTyaJbHbI HA CETOMHSIIHUN 1eHb (3a 10 mocneaHux Jer).
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3. 3akiroueHue.

4. JIutepaTypa (CIIUCOK MCMOIb3yEMbIX UCTOYHUKOB). OPOopMIIITH €ro peKOMEHAYETCS C
yKa3aHueM Ccleaymomei uHdoOpMaluu: aBTOp, Ha3BaHWE, MECTO U TOJ W3IaHUA,
HAaUMEHOBAaHME U3/1aTEIhCTBA U KOJMYECTBO CTPAHUII.

TpeboBanus k pedepary 1Mo ohopMIECHHUIO CIEAYIOIIHUE:
— Jlematb 3TO peKOMEHIyeTCs TOJIbKO B COOTBETCTBUU C TMpaBUJIAMH, KOTOPBIC
NPEOBABISIOTCS B KOHKPETHOM  0Opa30BaTeIbHOM YYpPEXKICHWU. Pedb wuaer o
TUTYJIBHOM JIUCTE, CITUCKE JTUTEPATYPhl U BHEITHEM BHUJIC CTPAHHMIIBI.
— Oco00e BHUMAaHKE TOHKHO OBITh yJIETIEHO OPOPMIICHHUIO ITUTAT, KOTOPHIE BKIIOUAIOTCS
B TEKCT B KaBbIUKaX, a Jajiee B CKOOOUYKAxX JAeTCs MOPSAKOBBIA HOMEP MEePBOMCTOYHHKA
U3 CITUCKA JIUTEPATYPhI U YepPe3 TOUKY C 3aIATOH HOMEp CTPAHUIIBL.

— B coorBerctBum ¢ I'OCT 9327-60 TekcT, TabmUIBl U WILIIOCTPAIUU 005S3aTEIBHO
JOJDKHBI BXOJUTH B (popmaT A4.

— Pedepar BBIMOJHATH TOMBKO Ha KOMIbIOTEpe. TEKCT BBIpaBHUBATHL IO IIUPUHE,
MEXTyCTPOYHBIN MHTEpBai -nodatopa, mpudt -Times New Roman (14 nr.), mapaMeTpsl
nosiek - HmkHee u BepxHee - 20 mM, neBoe -30, a mpaBoe -10 MM, a oTcTyn ad3ana -1,25
CM.

— B Tekcte o00s3aTeNbHO AaKIEHTUPOBATH BHUMAHUE HA OIPEIEICHHBIX TEPMHUHAX,
MOHATUAX U (opMyJax MpH MOMOIIM MOJYEPKUBAHUS, KYpCUBA M KUPHOro Iipudra.
[loMmuMo 3TOro, HOMKHBI BBIACNATHCS HAUMEHOBaHUS TJaB, mnaparpagoB u
noanaparpadoB, HO TOYKU B KOHIIE HUX HE CTaBsITCS.

IMoaroroBka K TECTOBOMY KOHTPOJIIO

OCHOBHO€ JIOCTOMHCTBO TECTOBOH (POPMBI KOHTPOJISL — 3TO MPOCTOTA U CKOPOCTh, C
KOTOpOI OCYIIECTBIIAECTCA TNEepBasi OIICHKA YPOBHS OOYYEHHOCTH 1O KOHKPETHOM TeMe,
MO3BOJIAIONIASA, K TOMY JK€, PEaJbHO OIEHUTh TOTOBHOCTh K HWTOTOBOMY KOHTPOIIIO B
MHBIX (opMax M, B ciIydae HEOOXOJIMMOCTH, OTKOPPEKTUPOBATH T€ WJIM MHBIC DJIEMEHTHI
TEMBI.

[ToaroroBka Kk TECTUPOBAHUIO

1. Yrounute o6beM maTepuana (OTAETbHAS TeMa, Psij TeM, pas3zied Kypca, 00beM BCETOo
Kypca), 10 KOTOpOMY IPOBOJUTCSI TECTUPOBAHUE.

2. Ilpoutute MaTepuanbl JEKIHM, Y4eOHBIX TOCOOUH.

3. OOparure BHHMaHHE Ha XapaKTep 3aJaHUl, MpeUlaraeMblXx Ha MPAKTHYECKUX
3aHATHUSAX.

4. CocTaBbTe JIOTMUECKYIO KapTHUHY Marepuana, BHIHOCUMOIO Ha TECTHpPOBaHHE (IS
MPOJYKTUBHOM pabOThl MO MOJATOTOBKE K TECTUPOBAHUIO HEOOXOIUMO MPEACTABISATH
BECh NOATOTOBJICHHBIA MaTepual Kak CUCTEMY, [IOHUMaTh 3aKOHOMEPHOCTH,
B3aMMOCBSI3U B PaMKaXxX 3TOW CHCTEMBI).
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IToaroroBka K VCTHOMY OIIPOCY

C nenbto KOHTPOJSI U MOJATOTOBKH CTYACHTOB K M3YYEHHUIO HOBOM TEMbl BHayaie
KKJIOM NMPaKTUYECKOro 3aHATHS TpernofaBaTelIeM MPOBOAUTCA WHAMBUAYAJIbHBIN WIH
(pOHTAJIbHBIN YCTHBIA ONPOC IO BBIMOJHEHHBIM 33JIaHUSIM NPEIbIAYLIEH TEMBI.

Kpurepuu onieHKH yCTHBIX OTBETOB CTYJIEHTOB:
— MPaBUWJIBHOCTH OTBETA MO COJIECPKAHUIO 3aaHus (YUUTHIBAETCS KOJUYECTBO U XapaKTeP
OIIUOOK MPHU OTBETE);
— MOJHOTA U TJIyOrHa OTBeTa (YUYUTHIBAETCS KOJMYECTBO YCBOECHHBIX (PAKTOB, MOHATHHA U
T.IL.);
— CO3HATEIBLHOCTh OTBETA (YUUTHIBACTCS MIOHUMAHKE U3JIaraéMoro Marepuana);
— JIOTMKAa W3JIOKEHUsT Marepuana (y4UThIBA€TCA YMEHUE CTPOUTH UEJIOCTHBIH,
MocJe0BaTEIbHBIN paccKkas, FPaMOTHO MOJIb30BAThCS CIEHUATIBHON TEPMUHOJIOTHEN );

— palMOHAIBHOCTh HUCIOJIb30BAHHBIX MPHEMOB U CIIOCOOOB PEIICHUS MOCTaBICHHOMN
yueOHOU 3amaun (YYUTHIBAETCS YMEHHE HCIOJb30BaTh HAMOOJIEE MPOrpPECCUBHBIE U
3¢ peKTUBHBIC CITOCOOBI TOCTIKCHUS 1IEIH );

— CBOEBPEMEHHOCTh U J(PPEKTUBHOCTh HCMIOIB30BAHUS HATJAIHBIX MOCOOMH U
TEXHUYECKUX CPEJICTB IMpPH OTBETE (YUUTHIBACTCS IPAMOTHO M C MOJIb30M MPUMEHSTH
HaIISIIHOCTD U JIEMOHCTPALIMOHHBIN OMBIT IIPU YCTHOM OTBETE);

— HCTIOJIb30BAHUE JIOTIOTHUTEILHOTO MaTepHuaia (00s3aTeIpHOe YCIOBHE);

— paIMOHAIIBHOCTh UCIIOJIL30BaHUSI BPEMEHHU, OTBEJCHHOTO Ha 3ajaHue (He 0100psieTcs
3aTSIHYTOCTh  BBITIOJIHEHMSI 3aJlaHUs, YCTHOTO OTBETa BO BPEMEHH, C YYETOM
WHIUBUIYATHHBIX OCOOEHHOCTEHN CTY/ICHTOB).

IloaroroBka K 3a4yery
3aueT ABISAETCS TPAAUIIMOHHON (HOpPMOM MPOBEPKH 3HAHUM, YMEHUN, KOMIIETEHIIUH,
c(OpPMHUPOBAHHBIX Y CTYAECHTOB B IPOIIECCE OCBOCHHS BCEro COACPNKAHHUS HU3ydaeMOu
auciUIUiiHbl.  OOBIYHBIM  3a4€T OTJIMYAETCS OT JK3aMEHa TOJNBKO TEeM, YTO
npernojaBaTelsb He AU depeHInpyeT 6aibl, KOTOPhIE OH BHICTABIISIET 110 €r0 UTOTaM.

CamocrosiTeabpHas IMOAr0oTOBKA K 3a4CTy AOJDKHA OCYHICCTBJIATBHCA B TCUYCHUC BCCI'O
CCMCCTpPA, a HC 3a HCCKOJILKO ,ZIHGﬁ A0 €T0 IIPOBCACHUA.
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IToaroroBka BKIIOYAET CIAEAyIOMIME NeUCTBUA. [Ipexae Bcero HyKHO nepeunTaTh BCe
JIEKLUM, a TaKKe MaTepualibl, KOTOPbIE TOTOBUJIMCHh K CEMUHAPCKUM U NMPAKTUYECKUM
3aHATUSIM B TEUCHHE CeMecTpa. 3aTeM HaJ0 COOTHECTU ATy MH(MOPMAIMIO ¢ BOIIPOCAMH,
KOTOpble JaHbl K 3auery. Eciu wuHpoOpManuu HEAOCTaTOYHO, OTBETHI HAXOIAT B
MPEUIOKEHHON MpenofaBaTeyeM JuTeparype. PekomeHayercs nenarbs KpaTKue 3aIrucu.
Peub uner He o mmaprainke, a 0 OPMUPOBAHUU B COBHAHUU YETKOW JIOTHUYECKON CXEMBI
oTBeTa Ha Borpoc. HakanyHe 3adueTa HEOOXOAUMO MOBTOPUTH OTBETHI, HE 3arJisA/IbIBasi B
3anvcu. BpeMsi Ha MOATOTOBKY K 3a4€Ty 0 HOPMAaTHUBAM YHUBEPCUTETA COCTABIISET HE
MeHee 4 4acoB.

11. Ilepeyenb nHGOPMANMOHHBIX TEXHOJIOT Ui, HCIOJIb3YyeMbIX MPHU OCYIIECTBICHUH
o0pa3oBaTeILHOIO NMpoIecca Mo JUCHMIINHE (MOIYJII0) (BKJIIOYAS NepeYyeHb
NMPOrpaMMHOro odecriedeHnsi 1 ”HPOPMAIHOHHBIX CIPABOYHBIX CHCTEM (MPH

HE00X0AMMOCTH)

NudopmanmoHHbIe TEXHOJIOTHU IPUMEHSIOTCS B CJICAYIONIUX HAIIPaBICHUSIX:
opopmiIeHHE THCHMEHHBIX pPa0OT BBIMONHIETCS C WCIOJIb30BAHUEM TEKCTOBOTO
pemaKkTopa;

JEMOHCTpAIysl KOMITBIOTEPHBIX MAaTEPHAIIOB C WCIOJIH30BAHUEM MYJIBTUMEIUHHBIX
TEXHOJIOTUH;

UCTIOJIh30BaHNE WH(MOPMAIIMOHHO-CIIPABOYHOTO 00ECIMeUeHus, TAaKOTO0 KakK: IMPaBOBHIC
cnpaBouyHble cuctembl (KoHcympTaHT+ W Jp.), OHJAMH CJIOBAapH, CIPABOYHUKH
(I'pamorta.py, Uatyut.py, Bukuneaus u ap.), HaydHble MyOIHKAIIUH.

UCIIOJIb30BAHUE CIICIIMAIM3UPOBAHHBIX CIPABOYHBIX CHUCTEM (DJICKTPOHHBIX YUYCOHUKOB,
CIPaBOYHUKOB, KOJUIEKIIMI wWumocTpanuii U (poronsoOpakeHudd, (POTOOAHKOB,
pOo(ECCHOHAIBHBIX COITUAIBHBIX CETEH H Jp.).

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

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

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

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

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

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

be Reader Ccepuika: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.htmlmomno

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

ImageMagick (rpaduueckuii penakrop) Cepuika:

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

Adobe Reader Ccpinka: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html
Onepannonnas cucrema Windows 8.1 Jlunensnonnas Bepcus mo gorosopy Ned71\1 ot
11.12.2014 r.

DneKTpOHHO-0uOIMoTeYHas cructeMa bubirokoMIieKTaTop
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HanmonaneHa aiexkTpoHHas OubnuoTeka - (eaepanbHOe rocyJapCTBEHHOE OI0KETHOE
yupexaenue «Poccuiickas rocygapcrBenHast ouonuoreka» (OI'BY «PI'by)

Penaxuus basel nanusix « [ TIOJITTPE] CipaBouHuKm»
DnekTpoHHO-O0ubMnoTeuHas cuctema «JIAHb»

12. Onucanue MaTepuaJIbHO-TEXHUYECKOM 0a3bl, HEOOXOAMMOM 1JIs1
OCylIeCTBJICHHSI 00Pa30BaTeJILHOIO NPoLecca Mo AMCHUIINHE (MOLYJII0)
-KOMITBIOTEPHBIA KJIACC W JOCTyn K ceTu MuTepHeT (BO BpeMsi CaMOCTOSITEILHOM

MOJTOTOBKH);

-IIPOEKTOP, COBMEIICHHBIA C HOYTOYKOM [l TPOBEIEHUS JIEKIIMOHHBIX 3aHSATUN
MpenoiaBaTesieM U MPE3CHTAIMH CTYJIEHTAMHU PE3YJIbTaTOB PA0OThHI

-pa31aToOYHBIN MaTepuan AJid NPOBEACHUS IPYIIIOBON padOThI;

-METOJIMYECKHE MaTepualibl K MPaKTUYECKUM 3aHATHUSIM, JIEKIUU (PYKOIIUCH,
ANEKTPOHHASI BEPCHSl), NUIAKTUUECKUN Marepuan g CTyACHTOB (TECTOBBIE 3aJaHus,
MYJIbTUMEINITHBIE TPE3CHTAIUN).

-Jlns mpoBefeHUsT JEKIMOHHBIX HEOOXOoJuMa CIENHAIU3UPOBAHHAS ayAUTOPUS —
OCHAIIEHHAs] ”THTEPAKTUBHOW JIOCKOM.

13. Oco0eHHOCTH OPraHu3alvy 00yYeHHUs MO JUCUHUILIMHE 00YYAIONIUXCA M3 YHCIa
HHBAJWA0B U JIKI[ C OTPAHNYEHHBIMH BO3MOKHOCTAMU 310poBbsi (OB3)

[Ipu HeoOXoauMOCTH B 00pa30BaTENIbHOM MPOIECCE MPUMEHSIOTCS ClEAyIolne
METOAbl U TEXHOJIOTUH, OOJIErYaronIue BOCHPUATHE HHPOPMALMK O0yYarOUUMUCS
WHBaMMamMu u Juramu ¢ OB3:

- CO3/1aHH€ TEKCTOBOM BEpCHH JIF0OOT0 HETEKCTOBOTO KOHTEHTA JJIsi €r0 BO3MOKHOIO
npeoOpazoBaHus B albTepHATUBHBIC (DOPMBI, YIO0OHBIE I PA3TUYHBIX MTOJIH30BATENICH;

- CO31aHuC KOHTCHTA, KOTOpBIf'I MOJKHO IMPCACTAaBUTH B PA3JIMYHBIX BUIAX 663 IMOTCpPhb
JTAHHBIX WU CTPYKTYPBI, MPEIyCMOTPETh BO3MOXXHOCTH MACIITA0MPOBAHUS TEKCTAa U
n300pakeHuit 0e3 MoTepu KauecTna;

- CO3/ITaHUE BO3MOXKHOCTH ISl 00YYArONINXCS BOCIPUHUMATE OJIHY H TY e HH(OP-
MallMi0 M3 Pa3HbIX HCTOYHHUKOB — HAIIPUMCP, TaK, YTOOBI Jma ¢ HapyHmICHHCM CJIyXa
MOJTy4aaIl HHPOPMAIUIO BU3YaIbHO, C HAPYIICHUEM 3PCHUS — ayIHajIbHO;

- IPUMEHEHHE MPOrPAMMHBIX CPEJICTB, 0OECHEUYHMBAIOIIUX BO3MOKHOCTh OCBOEHUS
HABBIKOB M YMEHHH, (HOPMHUPYEMBIX TUCIUIUIMHOM, 32 CYET albTEPHATUBHBIX CIIOCOOOB,
B TOM YHUCJI€ BUPTYaJIbHBIX JIAOOPATOPUIN U CUMYJISIIITUOHHBIX TEXHOJIOTHH;

- IPUMCHCHUC JHUCTAHIIHOHHbIX O6paBOBaT€HBHBIX TEXHOJIOT U J repeaain
YECKUX 3aHATHN, BBICTYIUICHUS C JOKJIAJaMd ¥ 3alUTOW BBITIOJHEHHBIX paldoT,
MPOBEJICHUE TPEHUHTOB, OPTraHU3aIUU KOJIJICKTUBHOM pabOTHI;

- MPUMEHEHUE TUCTAHITMOHHBIX 00pa30BaTEeNbHBIX TEXHOJOTUHN JJII OpTaHU3aIluU
TEKYIIET0 ¥ MPOMEKYTOYHOT'O KOHTPOJIS;

- YBEIMUYEHUE TPOJAODKUTEIHPHOCTH CIaul 00yJalOIUMCSI MHBAIMIOM W JIUIIOM C
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MJI-23: Pabouyas nporpamma aucuumuinasl 51.B.10 «J/lokyMeHTallMOHHOE 00ECIIeUeHHUE YIIPaBICHHS»

OB3 ¢opm npomMexyTOUYHOW aTTeCTalldd IO OTHONIEHWIO K YCTaHOBJICHHOM
MPOJIOJKUTENILHOCTH UX CAAuM: 3a4eT U HK3aMeH, TPOBOJIMMBIN B MHUCbMEHHOU hopme, —
He Oonee yem Ha 90 MUH., TPOBOJUMBIN B yCTHOU (hopme — He Oonee yeM Ha 20 MUH., —
MPOJIOKUTENILHOCTH BBICTYIUJICHUSI O0YYAIOIIErocsl IPY 3allluTe KypcoBOM pabOThI — HE
Oonee yem Ha 15 MuH.

14. Buabl 3aHATHH, IPOBOAUMBIX B (JOpMe MPAKTHYECKON MOATOTOBKHU

(He NPeyCMOTPEHO MPH H3yYCHUH JTUCIHIIIHHBI)
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