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PABOYASA TIPOT'PAMMA JUCIHUIIJIMHBI
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HanpasyeHre noArotoBku 38.03.02 MeHnemkMeHT
npoduib NOArOTOBKU «MeHeIKMEHT (TOCTUHUYHBIN, KYpOPTHBIA U TYPUCTUIECKUIN OU3HEC)»

(I)aKy.HBTeT OKOHOMUKH, MCHCIXXMCHTA U I/IH(bOpMaI_[I/IOHHLIX TEXHOJIOT UM

Cumpeponons, 2024



Pabouas mnporpamma muctmmimHel b1.B.10  «JlokyMeHTarmoHHOE oOecrieueHue
yrpaBJeHus» Ui OakanaBpoB HampaBieHus noarotoBku 38.03.02 Menemxment. [Ipodunb
«MeHemKMEeHT (TOCTHHUYHBIA, KYPOPTHBIA W TYypPHCTHUCCKHMH OHM3HEC)» COCTaBJieHa Ha
ocHoBanun @®I'OC BO, yTBepKIeHHOro NpuKa3oM MUHHCTEpPCTBA HAyKHM M BBICHIETO
obpazoBanus Poccuiickoit @enepaimu ot 12.08.2020 Ne 970.

CocraBurenb
paboueil mporpaMmbl 0.M. AbnynxaupoBa

MO AMHUCh

Pabouas nporpamma paccMoTpeHa u 0100peHa Ha 3aceiaHiy Kadeapbl MEHeDKMEHTa U
TrOCYapCTBEHHOTO yTIPaBJICHUS
oT 26 despaist 2024 r., nmpotokona Ne 9

3aBenyromui kapeapoi A.P. BanueBa

MO AIIACH

Pabouas nporpamma paccmoTtpeHna u ooopena Ha 3acegannu Y MK (akynbrera 3KOHOMUKH,
MEHEPKMEHTa U MHPOPMALIMOHHBIX TEXHOJIOT HiA
ot 20 mapta 2024 r., npotokoia Ne 7

[Ipencenarens YMK K.M. OcmanoB

MOANHUCH
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1.Pabdouasi nporpamma aucuuiuinebl B1.B.10 «/lokyMeHTanimoHHoe olecnedeHue
ynpasJjeHus» I OakanaBpuara HanpasieHus noaArorosku 38.03.02 MeHem:kMeHT,
npopmwib NOAroTOBKH «MeHeIKMeHT (FOCTUHUYHBbIN, KYPOPTHbIH M TYPHUCTHYECKHIl
ourHec)H».
2.I1epedeHb MUIAaHUPYEMBbIX Pe3YyJIbTATOB 00y4eHHUs 110 JUCHHMILINHE, COOTHECEHHBIX C
IUVIAHUPYEMbIMH pe3yJbTaTaMH OCBOEHUsI 00pa30BaTe/JbLHOI MPOrpaMMbl

2.1. Hean u 3a7aun M3yYeHHUsl TUCHUILIMHBI (MOXYJIS)

Lenv oucuyunaunvr (mooyns):
— (opMupoBaHKHE Yy CTYJCHTOB 0a30BOM CHUCTEMBbI 3HAHUM B O0JIACTH JOKYMEHTAIIOHHOTO
oOecriedeHrs] YTPABJICHUS: TPaBWI OpraHu3aiyu paboThl C JOKYMEHTaAMH YIIPaBJICHUS
OCHOBHBIX TIOJXOJIOB K MPOEKTUPOBAHUIO JIOKYMEHTOB W CHUCTEM JIOKYMEHTalUH;
HOPMATHUBHOM 0a3bl JOKYMEHTAIIMOHHOT'O 00ECIICUCHHUS yIIPaBIICHUS.

Yuyeonuwie 3a0auu oucyunaunvt (moodynsa):
— O3HAKOMUTH CTYJAEHTOB C OCHOBHOM HAyYHOU JINTEPATYPOU;
— M3Y4YdThb OCHOBBI 3aKOHOJATENILHOW © HOPMATHUBHOW 0a3bl JOKYMEHTAIMOHHOTO
oOecrieyeHus yrpaBJjieHuUs;
— O3HAKOMMUTKCS C METOAUKOM COCTABJICHUS PA3JIMYHBIX BUIOB IOKYMEHTOB;
— chopMHpOBaTh MPAKTUIECKUE HABBIKUA PAOOTHI C JOKYMEHTAIIUEH;
— U3YYUTh TEOPHUIO U MPAKTUKY OPraHU3alMHU TIOKYMEHTAIMOHHOTO O0ECIICUCHHUs YIPaBIICHUS
B OpraHu3aIysX.

2.2. Ilnanupyembie pe3yJabTAThl OCBOCHHS THCHUILIHHBI

[Ipouecc m3yuenuss aucipruinabl b1.B.10 «/lokyMenTamonHoe obecrieueHre yrnpaBieHUsD

HarpasJjeH Ha (POPMHUPOBAHHE CIEIYIOMIUX KOMIIETESHIHMA:
VYK-10 - CrocobeH mnpuHMMaTh OOOCHOBAHHBIE HPKOHOMMYECKHE PELICHUS B PAa3IMYHBIX
00JTaCTSIX KU3HEACSITEIIEHOCTH
[1K-4 - CriocobeH aHanm3upoBaTh, 0OOCHOBBIBATH U OCYIIECTBIIATH BHIOOP YIPABIEHYECKOTO
penieHus

B pe3ynbrare uzydeHus: AUCHUIUIMHBI CTYJCHT JOJIKEH:

3HaTh:

— MpaBWIa COCTaBJCHUS U O(OpPMIEHHS JOKYMEHTOB C HCIIOJIb30BAHUEM KakK

TPaJUIMOHHBIX, TAK U COBPEMEHHBIX KOMIBIOTEPHBIX TexHoioruil (YK-10.1)

— OpraHM3alyI0  JOKyMEHTOOOOpOTa, KOHTPOJS  MCIOJNHEHUS JOKYMEHTOB U
MH()OPMAIMOHHO-CIIPABOYHOH ~ PabOTBI ¢ WCIOJIB30BAHMEM  COBPEMEHHBIX
KOMITBIOTEPHBIX MH(pOpMalMoHHbIX TexHonoruit (YK-10.2.)

— OpPTraHu3alMIi0 OMNEPATUBHOI'O XpAHEHHs JIOKYMEHTOB B JICJIOBOJACTBE M OCHOBBI
apxuBHOT0 XpaHeHus fokymentoB (I1K-4.15.)

— OCHOBHBIE TpeOOBaHMS K O(QOpMIICHHIO YMpaBJIeHYECKHUX (OpraHU3aIlMOHHO-
pacnopsaurenbHbix) qokymeHToB (I1K-4.15.)

Ymerb:

— UCHOJIB30BaTh COBPEMEHHBIE METOJAbl OpraHu3alid M COBEPLIECHCTBOBAHMS
YIpaBJIEHUECKOTo Tpyaa paboTHUKOB ciryxk0b1 genonponsBoacTea (YK-10.1.)

— MPaBWIBHO COCTABIATH JOKyMeHTHI (I[1K-4.15.)
— oOpMIISITh JTOKYMEHTBI B COOTBETCTBUM C TpPEOOBAHUSIMU TOCYIAPCTBEHHBIX
crangaptoB (I1K-4.15.)
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— ONPEIENSITh UICTOPUYECKYIO U MPAKTUIECKYIO IIEHHOCTh JoKyMeHToB (YK-10.1.)

— CO3J]aBaTh pa3JM4YHbe BUABl JOKYMEHTOB, paboTaThb C OOpallEHUSIMU TpPaxIaH U
koH(puaeHManbHbIMU JokymMeHnTamu (I1K-4.15.)

Baagers:

— HaBBIKAMU co3JaHus pekB3uToB JokyMenTa (YK-10.1.)

— HaBBIKaMU 0()OPMIICHHUS TOKYMEHTA B COOTBETCTBUH C TPEOOBAHUSIMHU T'OCYIAPCTBEHHBIX
cranaaptoB (I1K-4.15.)

— HaBBIKAMU MPUMEHEHHS KOMIBIOTEPHOM TEXHUKHU Ipu co3anuu gokymenta (I1K-4.15.)

— HaBblkamu GpopmupoBanus aen (I1K-4.15.)
— HaBbIKaMU oopmiieHus aen Juis apxuBHoro xpanenus (YK-10.2.)
3. Mecro aucuuiuinebl B crpykrype OITOIL.
Huctmmiuaa b1.B.10 «JlokyMeHTaiionHOe 0o0ecnedeHne ynpaBJIeHUs» OTHOCHUTCA K

JTUCIUIUTMHAM YacTH, (GOpMHUPYyEeMOl yYacCTHUKAMH 00pa30BaTeNbHBIX OTHOLIEHUH y4eOHOTO

4. O0beM QMCHUNINHBI (MOTYJISA)
(B 3a4eTHBIX EIUHHUIAX C YKa3aHWEM KOJMYECTBA AKAJIEMUUYECKUX WM aCTPOHOMHYECKHX
9YacoB, BBIICIICHHBIX HA KOHTAKTHYIO pabOTy OOydYaromIuxcst ¢ mMpenogaBareneM (1o BUIaM
y4eOHBIX 3aHSITHI) U Ha CAaMOCTOSTEIILHYIO0 pab0oTy 00yUarOIInxCs)

KonrakTHble yach
O0ee KOJI-BO Konrposns
Cemectp KOJI-BO 3ad. ma6.3| P | cem.3 CP (Bpems Ha
4acoB ©JIMHULL Beero P e n3 KOHTPOJIB)
4 108 3 38 18 20 70 3a
Hroro mo OPO 108 3 38 18 20 70

5. Coaep:kanue IMCUMIIMHBI (MOAYJIf1) (CTPYKTYPHUPOBaHHOE MO TeMaM (pa3jeiam)
€ YKa3aHHMeM OTBEJeHHOI0 HA HUX KOJIMYeCTBA aKaJeMHYeCKUX MJIH ACTPOHOMHYECKHX
4acoB M BHI0B Y4eOHBIX 3aHATHI)

KomuaecTBo yacos

dopma

HaumeHoBaHMNE TEM
(pazmenoB, Moy ieit)

ouHas popma

3a04Has popma

B TOM 4HUCJIC

B TOM 4HCJIC

TEeKyILero
KOHTPOJIS

7120

mp | cem

u3

CP

J1a0

np | cem

n3

CP

o | Beero

4

5 6

7

o | Bcero

11

12 | 13

14

15

16

Te

Ma

Tema 1. CymHoCTS,
CTPYKTYypa H
JBOJIFOLIHS
OTCYECTBEHHOT O
JIEOTIPOU3BOICTBA
(IOKyMEHTaIIMOHHOTO

obOecrneueHus
VIIPaBICHUA)

20| 4

12

YCTHBIH orpoc

Tema 2.
I'ocymapcTeeHHOE
peryJmpoBaHue
JIOKyMEHTAI[HOHHOT O
oOecreueHus

20 | 4

12

TECTOBBII
KOHTPOJIb

Tema 3. OcHOBHBIC
IIOHATHUA U
TEPMUHOJIOTUS
JOKYMCHTHUDOBAHUSA

18| 2

12

pedepat
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Tema 4. TpeboBanus K
JIOKY MEHTHPOBaHUIO
yIpaBIeHYECKOU
JEATSIBHOCTH.
[IpaBuma moaToTOBKH | 18 | 2 4 12
u oopMIICHHS
OT/AENbHBIX BUIOB
YIpaBIeHYECKAX
JIOKYMEHTOB

YCTHBIH OIpoc

Tema 5. CoBpemMeHHBIE
HHPOpPMAIMOHHBIC
TEXHOJIOTUH B
JIeJIOTIPOU3BOICTBE

16 | 4 2 10

TECTOBBII
KOHTPOJIb

Tema 6. Opranuzanus
CITy XKOBI
JIOKYMEHTAITHOHHOT O
oOecreueHus 16 | 2 2 12
yIIpaBiIeHUs
Opranm3anus
JIOKYMEHT0000pOoTa

pedepat

Bcero gacos 3a

108 | 18 20 70
4 cemectTp

dopma npoMex.
KOHTPOJIS

3auer

Bcero yacos
JUCHHUILTHHE

108 ] 18 20 70

HJacOB Ha KOHTPOJIb

5. 1. TemaTuuecKkui NMJIaH JEeKIUH

E dopma npose-
) KonnyectBo yacos
S Tema 3aHATHA U BOIIPOCHI JIEKLIUU neHust (aKTuB.,
S WHTEpakK. )
O0DO 3d0
1. [Tema 1. CymHOCTb, CTPYKTypa U 3BOJIOLHS AKT. 4

OTEYECTBEHHOTO JICJIOTPOU3BO/ICTBA
(IOKYMEHTAIIMOHHOT'0 OOECTICYCHHS! YIIPABIICHUSI)

OcHogHble 6onpocuwi:

Cy1HOCTb, HaNpaBJIEHUs U BUJIBI
JOKYMEHTAIMOHHOT'0 00eCHeyeHus! ypaBIeHUs]
(memonpon3BOCTRA).

Tpaguuyu u npaBuiia MPUKa3HOTO
nenonpousBocTBa. OpraHuzanus U peryjJupoBaHue
KOJUIEKCKOT'O JAEJIONPOU3BOACTBA.

Opranuzaiys U peryJIupoBaHUE MUHHUCTEPCKOIO
JIEJIONPOU3BO/ICTBA.

HanpaBnenus peryimpoBaHusi COBETCKOTO
JIEJIONPOU3BO/JICTBA.
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Tema 2. ['ocyaapcTBEHHOE pETyIUPOBAHUE
JIOKYMEHTAIMIOHHOTO 00€eCcTieueH sl yIpaBIeHHs
OcHogHble 60npocyl:

Cy1HOCTb, HaNpaBJICHHS U BUIbI TOCYJapCTBEHHOTO
pEryarpoBaHus JOKYMEHTAMOHHOTO oOecneyeHus
yIpaBJICHHUS.

3aKoHOIaTeNbHOE PETYIUPOBAHKE
JIOKYMEHTAIMOHHOTO 00ecTieueHHsl yIpaBIeHHUsI.
HopMmaruBHbIe npaBoBbIe aKkThl (eiepalIbHbIX
OpraHoB rOCy/IapCTBEHHOW BJIACTH, PETYJIHUPYIOLIUE
JOKYMEHTAIMIOHHOE O0ECTIEYeHUE YIIPABIICHUSL.

Oob111ee 1 TOKaJIbHOE HOPMATUBHO-METOAMYECKOE
peryJupoBaHue TOKYMEHTAITMOHHOTO 00eCTIeYeHIS
yIpaBJICHHU.

AKXT.

Tema 3. OCHOBHBIC MOHATHS ¥ TEPMHUHOJIOTHSI
JOKYMEHTHUPOBAHHS

OcHosHble 60NpoChi:

Oo1ee noHsiTHE 00 YIPABJICHYECKOM JIOKYMEHTE.
CBolicTBa 1 (h)yHKIMHU yTIPABICHYECKUX IOKYMEHTOB.

Bunbl yripaBieHYECKUX IOKYMEHTOB.
YHudukaiys u cTanaapTH3ays ynpaBieHuYEeCKHUX

JIOKYMEHTOB.
Knaccudukanus ynpaBieH4eCKUX JOKYMEHTOB.
CuCcTeMBbl YIIPaBJIECHUYECKOM IOKYMEHTAIUH.

AKT.

Tema 4. TpeboBanus K TOKYMEHTHPOBAHUIO
YIIPaBJICHYECKOU aestenbHocTh. [IpaBmna
HOATOTOBKHU M 0()OPMIICHUSI OT/IEIbHBIX BUJIOB
YIPaBJIEHUYECKHUX JOKYMEHTOB

OcHogHble 60nPOCHI:

HopmaruBHo-metoanueckas 6a3za JOKyMEHTUPOBAHUS
YIPABJICHYECKON EATEIBHOCTH.

CocTaB peKBU3UTOB YIPABICHUYECKUX JIOKYMEHTOB.

[TpaBuna oopMieHNs] pEKBU3UTOB YIPABICHIECKOT'O
JIOKYMEHTA.
bnanku u popMyIspsl yrpaBlieHUeCKUX JOKYMEHTOB.

Bunel v THIIOBAst CTPYKTYpa TEKCTOB YIIPABJIECHUYECKUX
JIOKYMEHTOB.

AKXT.

Tema 5. CoBpeMeHHbIe UH)OPMAIMOHHBIE
TEXHOJIOTUH B JIEJONPOU3BOACTBE

OcHosHbvle 60npoChi:

OCHOBHBIE TIOHATHUSI AITEKTPOHHOT'O JIEIONPON3BOJICTBA

AKXT.
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Cucrema aBTOMAaTH3 anyy JCJI0nponu3BOACTBA
On CKTPOHHOC NOKYMCHTHPOBAHUC

Tema 6. Opranuzanus ciryX0bl
JOKYMEHTAI[MOHHOT'0 00ECIICUCHHUSI YIPaBICHUSI
Opraumsanyst JOKyMEHTO000poTa

OcHogHble 60npOCh:
CyIIHOCTb Y OCHOBHBIE XapaKTEPUCTUKU

JIOKyMEHTO000pOTA.

OTtarnbl IBWKEHUs IOKYMEHTOB B OpPTaHU3alUH
(yupexaeHun).

Opranuzaius padoThl C JOKyMEHTaMHU
PYKOBOJIUTENIEH U UCTIOJTHUTETIEH.

AKT.

Hrtoro

18

5. 2. Tembl IpaKTHYECKUX 3aHATHH

No 3aHsaTus

HanmenoBanme MPaKTHICCKOT' O 3aHATHA

dopma npose-
JieHus (aKTHB.,
WHTEpakK. )

KomnnuectBO yacoB

0PO

3P0

[S—

Tema 1. CynHOCTB, CTPYKTYpa U 3BOJIFOLHS
OTEYECTBEHHOTO JIEIIONPOU3BOJICTBA
(TOKyMEHTAIMOHHOTO 00eCTIeueH s yIIPABIICHHS )

OcHnognble 6onpocuwl:
CyIHOCTb, HANPABIICHUS U BUIIBI
JIOKYMEHTAIMIOHHOTO 00€ecTieueH sl yIpaBIeHHs

( IeToMOU3BOICTRA).
Tpaauiu 1 npaBuiia MPUKa3HOTO

ACJIOIIPONU3BOJACTBA. OpI‘ aHM3alyd 1 peryJIupoBaHnC
KOJUICKCKOI'O ACIOIIPOU3BOACTBA.

Opranmzanys 1 peryJimpoBaHie MUHHUCTEPCKOTO
JIeTIONPOU3BO/ICTBA.

Hanpasnenust perympoBaHusi COBETCKOTO
Je7I0NPOU3BOJICTBA.

AKT.

Tema 2. ['ocyaapcTBEHHOE pETyIUPOBAHNE
JOKYMEHTAIMOHHOTO 00ecTieueH sl yIpaBieHHs
OcHogHble 6onpocwl:

CyniHoCcTh, HalpaBJIECHUA U BUIBI TOCYIaPCTBEHHOTO
pEeryJMpoBaHus IOKYMEHTAIMOHHOTO 00eCTIeYeHHUs
YIpPaBJICHHUS.

3aKkoHOAATENBHOE PETryJIMPOBAHUE
JIOKYMEHTAIMOHHOT O 00ecreueHts yIpaBIeHHUs.
HopmaTuBHbIe TpaBOBBIC aKThl PenepabHbBIX
OpPraHOB IrOCYAapCTBEHHOM BIACTH, PETYIUPYIOLIHE
JOKYMEHTALMIOHHOE O0OECTIEYEHUE YIIPABJICHUSL.

AKT.
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Oob1ee 1 TOKaJIbHOE HOPMATUBHO-METOAMIECKOE
pEryIupoBaHue JOKYMEHTAIMOHHOTO 0OecreueHus
VIPABJIEHYSL.

Tema 3. OCHOBHBIE TIOHSTUSI U TEPMUHOJIOTUS
JIOKYMEHTHUPOBAHHUS

OcHosHble 60NpoChl:

O61iee noHsTHE 00 YIPaBJICHYECKOM JTOKYMEHTE.
CBolicTBa 1 (h)yHKIMU yTIPaBICHYECKUX IOKYMEHTOB.
Bunpl ynpaBieHYECKUX TOKYMEHTOB.

YHudukanus u cranaapTH3ays yrnpaBIeHIECKUX
JTIOKYMEHTOB.

AKT.

Tema 4. TpeboBanus K JOKyMEHTUPOBAHUIO
YIPaBJICHYECKOU AesrenbHocTd. [IpaBuna
HOATOTOBKHU M 0()OPMIIEHUSI OT/IEJIbHBIX BUJIOB
YIPABJICHUYECKHUX JOKYMEHTOB

OcHogHble 60npoChi:
HopmatuBHo-MeTotmueckas 6a3a TOKyMEHTHPOBAHUS
YIIPABJICHYECKOU JEATCIIBHOCTH.

CocTaB peKBU3UTOB YINPaBJICHYECKUX JIOKYMEHTOB.

[IpaBuna odopmiieHHs PpEKBU3UTOB YIPABIECHUECKOTO
JIOKYMEHTA.

bnanku u hopMyIspsl yIpaBIeHYECKUX JOKYMEHTOB.

AKT.

Tewma 5. CoBpeMeHHbIe UHDOPMAIMOHHBIE
TEXHOJIOTUH B JIEJIONPOU3BOACTBE

OcHogHbie 6OnpocyL:

OCHOBHBIE TIOHATHUS AITEKTPOHHOTO JIEONPON3BOJICTBA

Cuctema aBTOMaTH3aIMH JETIONPOU3BO/ICTBA
DNEeKTPOHHOE JOKYMEHTUPOBAHHUE

AKXT.

Tema 6. Opranuzanusi ciry>X0bl
JIOKYMEHTAIMOHHOT O 00€ecTieueH sl yIpaBIeHHs
Opranuzaims T0KyMEeHT0000poTa

OcHnognble 6onpocuwl:

CyIIHOCTh U OCHOBHBIE XapaKTEPUCTUKU
JIOKyMEHTO000pOTAa.

Ortarnbl IBWKEHUs IOKYMEHTOB B OpTraHU3alUH
(yupexaeHun).

Opranuzaims padoThI C JOKyMEHTaMHU
PYKOBOJUTENIEH U UCTIOJTHUTETIEH.

AKT.

Hrtoro

5. 3. Tembl ceMUHAPCKUX 3aHATHH

(He IPey CMOTPCHBI YUeOHBIM [LIAHOM)

5. 4. Ilepevyenn 1a00paTOPHBIX padoT

(He MDENTVCMOTNEHO VUEOHBIM TIIAHOM)

8
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5. 5. Tembl HHAMBHUAYAJIBHBIX 3aAHATHI

(HE MPENYCMOTPEHO YUEOHBIM IJIAHO M)

6. IlepeyeHb y4eOHO-METOAUYECKOTO 00eceYeH sl /ISl CAMOCTOSITeJIbHOH padoThl
00y4armuxcs no Jucuuivinae (MoayJao)

CamocrosrenpHast paboTa 1Mo JaHHOW JUCLMIUIMHE BKJIIOYaeT Takue (opMbl paboThl Kak:
pabota ¢ 0a30BBIM KOHCHEKTOM; MOATOTOBKA K YCTHOMY OIPOCY; MOATOTOBKA K TECTOBOMY
KOHTpOJIIO; IOATOTOBKA pedepaTa; MOArOTOBKA K 3a4ETy.

6.1. ConeprxkaHue cCaMmOCTOSITEIbHON PA00THI CTYIEHTOB MO0 AUCHMILIMHE (MOAYJII0)

No HanmenoBanme TeM u BOIIPOCHI, BBLIHOCHUMBIC Ha Komn-Bo gyacon

®opma CP
CaMOCTOSITEIBHYIO0 padoTy OD®0O 300

1 |Tema 1. CymHocTh, CTpYKTYypa U 3BOJIIOLUS TIOZIrOTOBKA K
YCTHOMY OIpOCY
OTE€YECTBEHHOTO JEIONPOU3BOACTBA 12

(IOKYyMEHTAIIMOHHOTO O0eCTICUeHUsI YIIPaBJICHHS)

OcHOBHBIE BOTIPOCHI:

CylHOCTh, HAMPaBJICHUS U BHUIbI
JIOKYMEHTAIMOHHOT O 00€ecieueH sl yIpaBIeHHs
(memonpou3BOCTBA).

Tpaauiyy u npaBuUiIa NPUKA3HOTO
nenonpousBojicTBa. OpraHuzaiys U peryjiupoBaHue
KOJUIEKCKOT'O JAETONPOU3BOACTBA.

Opranuzaiys U peryJiupoBaHie MUHUCTEPCKOTO
JIeTIONPOU3BOJICTBA.

2 |Tema 2. I'oCcy1apCTBEHHOE pETryJIMPOBAHUE TO/rOTOBKA K 12
JIOKYMEHTAIOHHOTO 00eCTIeYeHNsI YIIPABICHNS yCTHoMy orpocy
OCHOBHBIE BOTIPOCHI:

CylIHOCTh, HAPaBJICHUS W BUJIBI TOCYTAPCTBEHHOTO
pEryJIMpOBaHMs TIOKYMEHTAIIMOHHOT'O 00ECTICUSHUS
yTIPaBICHUS.

3aKOoHOIaTEIBHOE PEryJIUPOBAHUEC
JOKYMEHTAIIMOHHOTO 00CCIICUCHHS YTIPABIICHHIS.
HopmaruBHbIe TIpaBOBBIC aKThI (heIepatbHBIX
OpraHoB I'OCYTapCTBEHHOW BIIACTH, PETYIUPYIOIIHE
JOKYMEHTALIOHHOE 00eCTeueHre YIPaBIICHHSL.

3 |Tema 3. OCHOBHBIE NOHATHUS U TEPMHHOJIOT U TIO/TOTOBKA 12
JIOKYMEHTHPOBaHHMSI pecpepara
OCHOBHbBIE BOTIPOCHIL:

OO6mree noHsATHE 00 YIPaBJICHYSCKOM JIOKYMEHTE.
CoiicTBa 1 ()yHKIIMHU YIIPABJICHUYECKHUX JTOKYMEHTOB.
Bunbt ynpaBieHIeCKHUX TOKYMEHTOB.
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Tema 4. TpebGoBanus K TOKYMEHTHPOBAHUIO
YIPaBJICHYECKOHU AesTenbHocTh. [IpaBuna
HOATOTOBKHU M 0()OPMIICHUSI OT/IEJIbHBIX BUJIOB
YIPABJIEHUYECKHUX JOKYMEHTOB

OCHOBHBIE BOTIPOCHI:
HopmatusHo-MeTotmueckas 6a3a TOKyMEHTHPOBAHUS
yTPaBJICHYECKOH IESTENbHOCTH.

CocraB PCKBHU3UTOB YIIPABJICHYCCKHUX NOKYMCHTOB.

[TpaBuna odopmiieHHs PEKBU3UTOB YIPABIEHUECKOTO
JIOKYMEHTA.

IIOATOTOBKA K
TECTOBOMY
KOHTPOJIHO

12

Tema 5. CoBpeMeHHble HH(POPMALIMOHHbIE
TEXHOJIOTUH B JIEJIOTIPOM3BO/ICTBE

OCHOBHBIE BOTIPOCHI:

OCHOBHBIE TTOHATHS SJIEKTPOHHOTO AETIOMPON3BOACTBA

CucreMa aBTOMAaTH3 ALK JIEJIONIPOU3BOICTBA
DJIEKTPOHHOE JIOKYMEHTUPOBAHUE

MOATOTOBKA K
YCTHOMY OIIPOCY

10

Tewma 6. Opranu3zaiwsi Ciry>KObI
JIOKYMEHTAIMIOHHOTO 00€CTICUeH sl yIPaBIICHHS
Oprauusanyst JOKyMEHTOo000poTa

OcHOBHbIE BOTIPOCHI:

CyIIHOCTh U OCHOBHBIC XapaKTEPUCTUKH
JOKYMEHTO000pOTa.

Drtarnbl IBWKCHUS IOKYMEHTOB B OPTaHU3aIUH
(yupexieHun).

Opranmaiwst paboThl ¢ JOKYMEHTaMHU
PYKOBOJUTENIEH U UCTIOJTHUTEJICH.

HOATOTOBKA K
TECTOBOMY
KOHTPOJIIO

12

Hrtoro

70

7. @OH OLIEHOYHBIX CPEACTB JJISl POBEACHUS MPOMEKYTOYHON aTTeCTAMH
00yYarmuxcs mo JucuuIvInHe (MoayJaio)

7.1. IlepevyeHb KOMIETEHIMI ¢ YKa3aHUEM 3TAaNoOB UX (popMuUpOBaHMS B IpoLecce
0CBOEeHHs 00pa30BaTeIbLHOMH MPOrPaMMbI

Jleckpunr
OpbI

Komnereniu

OueHoyHbIe
CpelcTBa

YK-10

(VK-10.2.)

MpaBUjia COCTABJIEHHUS U OPOPMIIEHUS JOKYMEHTOB C
WCHOJB30BaHUEM KaK TPAJUIIMOHHBIX, TAK U COBPEMEHHBIX
komnbtoTepHbIx TexHonorui (YK-10.1); opranuzanuro
JOKYMEHTOO0O0pOTa, KOHTPOJIS UCTIOTHEHHSI TOKYMEHTOB U
UH()OPMAIMOHHO-CIIPAaBOYHON PabOThHI C UCTIONb30BAaHUEM
COBPEMEHHBIX KOMITBIOTEPHBIX MH(POPMAIIMOHHBIX TEXHOJIOT U

YCTHBIN OIIPOC

10




MT-24: PaGouas nporpavma aucuummnet 51.B.10 «JlokyMeHTalMoHHOe o0ecneueHue ypapieHus

YMmerh

10.1.)

WCTIOJIB30BaTh COBPEMEHHBIE METO bl OPTaHU3AIN U
COBEPIIIEHCTBOBAHMS YIPABICHUECKOTO TPYia paOOTHUKOB
ciyx0b1 genonpousBojcTa (YK-10.1.); onpenensits
HCTOPUUYECKYIO M MPAKTUYECKYFO IIEHHOCTh ToKyMeHToB (YK-

TECTOBBIN
KOHTPOJIb

Baanerns

10.2.)

HaBbIKAMU cO3JaHus pekB3UTOB JokyMenTa (YK-10.1.);
HaBbIKaMu oopMIIeHUS e i apxuBHOTO XxpaneHus (Y K-

3a4€eT

I11K-4

3HaTL

OpraHU3alMIO ONIEPATUBHOTO XPAaHEHUS TOKYMEHTOB B
JICJIOBOJICTBE M OCHOBBI aPXMBHOTO XPaHEHHUS JOKYMEHTOB
(ITK-4.15.); ocHOBHBIE TpeOOBaHUS K O(POPMIICHUIO
yIpaBJICHYECKUX (OPraHU3aIlMOHHO- PACHIOPSAUTEIBHBIX )
nokymenToB (I1K-4.15.)

YCTHBIH OIIPOC;
pedepar

YMmerh

MPaBWIBHO cOocTaBiATh JOKyMeHThI (I1K-4.15.); odhopmisats
JIOKYMEHTBI B COOTBETCTBHHU C TPEOOBAHHUAMU
rocynapctBeHHbix ctanaaptoB (I1K-4.15.); co3naBarth
pasIMyHbIC BUIBI JOKYMEHTOB, paboTaTh ¢ OOpalleHUsIMHU
rpaxkJaaH u KoHpuaeHmaibHpIMU qokyMeHnTamu (I11K-4.15.)

YCTHBIN OIPOC

Baagersb

4.15.)

HaBBIKAMU O()OpPMIICHUS TOKYMEHTA B COOTBETCTBHU C
TpeboBaHUAMHU rocynapcTBeHHbIX cTaHnapToB (I1K-4.15.);
HAaBBIKAMU MPUMEHEHHSI KOMITBIOTEPHOM TEXHUKHU MPU CO3IaHUU
nokymenta (I1K-4.15.); naBeikamu ¢popmupoBanus aen (I11K-

3a4€T

7.2. Onucanuve nokaszaresjieil 1 KpuTepueB OLEeHMBAHUS KOMIIETEHIIMIA HA PA3JINYHBIX
Tanax ux GopMHUPOBAHMS, ONMUCAHNE HIKAJ OLCHUBAHUA

YpoBHU C(I)OpMPIpOBaHHOCTI/I KOMIICTCHIINU
OneHouHbIE
KowmrmerentHOCTD Ba3oBrlil ypoBeHb JocraTtouHslil ypoBeHb Bricokuii ypoBeHb
CpeAcTBa HechopMUpPOBaHA KOMIIETEHTHOCTU KOMIIETEHTHOCTU KOMIIETEHTHOCTU
YCTHBIN OIIPOC CryneHr He Crynent HenonHo, |CtyneHt nonHo, ¢ | CTyIeHT MOJTHO,

criocooeH gaTh
OTBET Ha 3aJaHHBIA
BOIPOC

MOBEPXHOCTHO, HE
000CHOBAHHO
OTBCYACT Ha
3aIaHHbIC BOIIPOCHI

HECYHICCTBCHHBIM U
3aMCYaHUA MU
OTBCYACT HaA
3aIaHHbIC BOIIPOCHI

rIyooKo,
000CHOBaHHO
OTBEYACT Ha
3aJIaHHbIC BOIPOCHI

TECTOBBII KOHTPOJIb

Memnee 59%
BEPHBIX OTBETOB

60-74% BepHBIX
OTBETOB

75-89% BepHBIX
OTBETOB

90-100% BepHBIX
OTBETOB

pedepar

Marepuan ne
CTPYKTYpUpPOBaH
0e3 yuera
crielMpuKu
npoOIIeMbI

Marepuan cinabo
CTPYKTYypUpOBaH,
HE CBsI3aH C paHEe
W3YYEHHBIM, HE
BBIJICJICHBI
CYIIIECTBEHHBIC
MIPU3HAKA
ONOOIEeMEL

Marepuan
CTPYKTYpHUpPOBaH,
odopmIeH
COTJIaCHO
TpeOOBaHMSIM,
OJIHAKO €CTh
HECYLIECTBEHHBIC
HETOCTATKIN

Marepuan
CTPYKTYpHUpPOBaH,
0QOpMJICH COTIIACHO
TpeOoBaHUSIM

11
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3a4er Jemouctpupyercs
HC3HAHUC
HM3y4aeMoro
TEOPETUIECKOTO
Marepuana u
HEJIOCTaTOYHBIN
YPOBEHb
MMpaKTUYCCKOro

HaBbIKa

JemoncTpupyercst
oO1ee 3HaHUE
U3y4aeMoro
TEOPETUIECKOTO
Marepuana u
HEJIOCTaTOYHBIN
YpOBEHb
MPaKTHIECKOTO
HaBBIKA

JemoncTpupyercst
JIOCTaTOYHO TMOJTHOE
3HaHKe
TEOPETUIECKOTO
Marepuana u
JTOCTaTOYHBIN
YpOBEHb
YCTOMYUBOTO
MPaKTHIECKOTO
HaBbIKa

JemoncTpupyercs
riry0oKoe ¥ poYHoe
YCBOCHHE
TEOPETUIECKOTO
Marepuana u
BBICOKAs
aJJalITUBHOCTD
MPaKTHIECKOTO
HaBbIKa

7.3. TunoBbie KOHTPOJIbHbIE 32/IaHUS UM HHbIe MATEPHUAJIbI, HEOOXOANMBbIE /I
OLICHKHU 3HAHMI, YMEHHMI, HABBIKOB U (MJIM) ONBITA AeATEJIbHOCTH, XaPAKTEPHU3YyIOIINX
Tanbl GOopMUPOBAHMUS KOMIIETEHIIMIA B NMpoLecce 0CBOeHNUsI 00pa3oBaTeIbHOM

NporpaMMbIl

7.3.1. IlpuMepHbIe BONPOCHI JAJI YCTHOIO ONPOCa

1.Kakue nokymentsl B coorBeTcTBUM ¢ Koncturyuuein PO uznaer [Ipesunent PO?
2.Kakue noxkymentsl B cooTBercTBUU ¢ Konctutyumeit P® uznaer I[lpaBurensctBo PD?
Kakum akToM onpeneneHnsl BUIbl TOKYMEHTOB, n3naBaemeble Ipesnnenrom PO?

3.Kakue BapuaHThl W300paKEHHs TOCYJIapCTBEHHOrO repba BO3MOXKHBI Ha OJiaHKax
benepabHbIX OPraHOB HCIIOJTHUTEIBHON BJIACTH?

4.B xakoM aKkTe JaHO OMNPECICHUE AIEKTPOHHOTO COOOIICHNS?

5.Kakue BOIpOCHI

paccmarpuBarorcs B DeneparbHOM

3aKOHC

UH()OPMAITMOHHBIX TEXHOJOTHSIX M O 3aIuTe uHpopmarmm)?

«O0

uHpopmaryu,

6. Kak onpenensiercs 37€KTPOHHBII JOKYMEHT B 3aKOHOIATEJIbHO-TIPABOBBIX aKTaX?
7.Kak onpezensercss B 3aKOHOAATEIbHO-IPABOBBIX aKTaX 3JEKTPOHHAS MMOAINNCH?
8.Kakue cynecTByoT BUIbI JIEKTPOHHBIX MOAMUCEN?
9. KakuM TOKYMEHTOM OIPEAEIISIeTCA CTENEeHb OrPAaHUYCHUS TOCTYNa K JOKYMEHTY ?
10.Kakum 3aKOHOAATENIBHBIM AKTOM YCTAHABJIMBAETCS OTPAHUYCHHE IOCTYIa K CBEACHUAM IO

JUYHOMY COCTaBY?

7.3.2. IllpuMepHbIe BONPOCHI JISI TECTOBOI0 KOHTPOJIS

1.Kakoii BapuanT ogopmiieHus: pekBusuta «Anpecar» cootBerctByer TpedboBanusm ['OCT P

6.30-2003?
1. Qupektopy mikosbsl Ne 269
Martseesoii Tamape IlerpoBue

2. qupexrtopy mkomnsl Ne 269 Marseesoii T.11.

3. 129128, Mocksa, yia. Poctokunckas, 7
Hupexropy mkonsl Ne 269 r-xe Marseeson T.11.
4. Tupextopy MockoBcko#t mkoisl Ne 269

T.I1. MaTBeeBoi

12
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2.0TMeThTe BapHWAHT TPABWIHHOTO OGOPMIICHHS TOAMUCH JTOKyMEHTa Ha O0meM OJiaHKe
yupexxaenust [.B. CuIopoBbIM, HCTHONHSIONINM OOS3aHHOCTH PYKOBOJUTEINS YUPEKICHUSI
A.W. TlerpoBa B €ro B OTCYyTCTBUE?

1. W.o. nupekTopa JInunas noamics CugopoBa I'.B. Cunoposn

2. / JlupexTtop JInunasa noamics CunopoBa A.N. TlerpoB
3. 3a lupexTop JInunas noanucsr CunopoBa A.W. Ilerpos
4. 3a nupekTopa JInynas noanuck CupopoBa I'.B. Cunopos

3.Kakoit Bapuant odopmienus pekBusuta «['pud corimacoBaHusi JOKyMEHTa» B cllydae
COTJIAaCOBAHUs IIaHAa KOJIJIErHAJIbHBIM OpraHoM cooTBeTcTByeT TpeboBanusim ['OCT P 6.30-
2003?

1. COI'JTACOBAHO

MPOTOKOJIOM 3aCEJaHUsl METOIMYECKOI'0 COBETA

ot 12.07.2007 r. Ne 16.

2. COI'JTACOBAH

[IpoTokonoM 3aceaanusi METOAMYECKOTO COBETA

ot 12.07.2007 r. Ne 16.

3. COI'JTJACOBAHO

[IpoTokon 3aceqanust METOAMYECKOTO COBETA

ot 12.07.2007 r. Ne 16.

7.3.3. IllpumepHbIe TeMBbI AJI1 COCTaBJIeHUus1 pedepara
1.JloKyMeHTBI M UX Ha3HaYCHHE.
2.HopmaTtuBHO-TexHHUeckas 6a3a neigonpousBojacTea PO Ha coBpemMeHHOM 3Tarie.
3.006mmue TpeboBaHust K OPOPMIICHUIO PEKBU3UTOB JOKYMEHTA.
4. TpeGoBaHus K JOKyMEHTaM, U3TOTABJIMBAEMBIM C IOMOIIIbIO NIEYATHBIX YCTPOMCTB .
5.bnaHku TOKYMEHTOB.
6.0OpraHu3aoHHO-PACTIOPSAUTEIIBHBIE JOKYMEHTHI.
7.J10KyMEHTBI KOJUIETUAIBHBIX OPraHOB, IOKYMEHTHI 10 INYHOMY COCTaBy.
8.CiyxeOHas iepenucka.
9.Opranmzaius pabOThl C MUCbMEHHBIMU U YCTHBIMH OOpAIIeHUSIMU TPaKAaH.
10.Peructpanust 1 y4eT MocTyHaroUuX B OPraHu3aluio TOKYMEHTOB.

7.3.4. Bonpocsl K 3a4ery

1.CymiHOCTb U CTPYKTYpa JIOKYMEHTAIMOHHOTO 00CCIICUCHHS YIIPABJICHHUS.

2.Ponb AOKYMEHTAIIMOHHOTO OOECIICUeHHs YIIPABJICHUSI B ACSTEIBHOCTH T'OCYAAPCTBEHHBIX
OpPraHoOB.

3.0T1amnbl 3BOJIOIMU OTEYECTBEHHOTI'O JICIONPOU3BOJICTBA (JJOKYMEHTAIMOHHOTO OOECTeYeHHs
YIOpaBJIEHHs): COCTaB M OO1Iasi XapaKTepPUCTHKA.

4.0OCHOBHBIC JIOCTIDKCHUSI M HEIOCTATKH MPUKA3HOTO, KOJIJIEKCKOTO U MHMHHUCTEPCKOTO
TEJIONPOU3BOJICTBA.

5.OCHOBHBIE JOCTWKEHUS U HEJOCTATKU COBETCKOTO JEJIONPOU3BO/ICTBA.

6.Haznauenune EauHoit rocymapctBeHHoM cuctemsl aenomnpousBojctBa (EI'CJl) u ee ponp B
JOKYMEHTAIJMOHHOM OOECEeYeHUH YIIPABIICHUSL.

7.HanpaBieHusi TOCYyJAapCTBEHHOTO PETYJIMPOBAHUS JIOKYMEHTAIMOHHOTO OOECIeUeHUs!
YIPaBJICHHUSA: COCTaB U O0IIast XapaKTePUCTHKA.

8. Busbpl TOKyMEHTAIMOHHOTO 00eCTICUeHHs YIPABIICHHS: COCTaB U 00Iasi XapaKTepPUCTHKA.

13
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9.Haznadyenne u CTpyKTypa MpaBOBOTO PETYIHMPOBAHMS JOKYMEHTALHMOHHOTO OOeCTeueHHs
yIpaBJICHHS.

10.CocraB 1 Ha3HaueHHE 3aKOHOJATENbHBIX akTOB Poccuiickoit Denepaiuy, peryaupyrommx
JOKYMEHTAIIMOHHOE 00eCTeYeHUEe YIPaBIICHHSL.

11.CoctaB M Ha3HayeHHWE HOPMATHBHBIX MPABOBBIX AaKTOB (PelepalbHbIX OpPraHoB
WCTIOJTHATETTLHOM BJIACTH, PETYIHUPYIOMHX JOKYMEHTAIMOHHOE 00ECIICYCHNE YIPaBIICHUS.
12.CocTaB ¥ Ha3HauE€HUE T'OCYJAPCTBEHHBIX (HALMOHAIBHBIX) CTAHAAPTOB, PETYJUPYIOMINX
JOKYMEHTAI[MOHHOE 00ECTIeUeHNE YIPaBICHHUSI.

13.Ponps denepanbHoil apxuBHOM cy>x0b1 (PocapxuBa) B TocyapCTBEHHOM peryJUpOBaHUN
JOKYMEHTAI[MOHHOT O 00ecrieueHHs yrpaBIeHHUs.

14. Ha3znauenue u cTpyktypa l'ocyaapcTBEHHON CHCTEMBI JOKYMEHTAIMOHHOTO 00ECTeYeHus
ynpasienus (I'CLOY).

15.CrpykTtypa u obmas xapakrepuctuka OcHoBHbIX nonoxenuit ['CJJOY.

16.Ponb yHu(UKAIMU U CTaHAAPTH3AIMU JTOKYMEHTOB B COBPEMEHHOM JOKYMEHTAIMOHHOM
00ecIieueHnH yIpaBJICHUsL.

17.CoctaB 1 Ha3HaYEHUE YHUPUIIMPOBAHHBIX CUCTEM JOKYMEHTAIIWH.

18.CocraB, Ha3HAUEHHE M COJEpPKAHUE TOCYAAPCTBEHHBIX CTAHAAPTOB Ha YHU(HUIIMPOBAHHBIC
CUCTEMBI JOKYMEHTALH.

19.CoctraB u Ha3HaueHUE OOIIEPOCCHHUCKUX KIIACCU(UKATOPOB TEXHHKO-IKOHOMHUUYECKOW U
COLIMATILHOM MH(OPMALIUHL.

20.0OcHOBHBIE TTOHATHS U TEPMHUHOJIOTUS JOKYMEHTAIMOHHOT'O 00ECTICUEeHHS yTPABJICHHSL.
21.00u1as XxapakTepUCTHUKa TEPMUHOCUCTEMBI IOKYMEHTALIMOHHOT'O0 00ECTIeYeHus] YIIPaBJICHUS,
onpeneneHHblii [OCTom P 51141-98 «/lenonpon3BOACTBO U apXMBHOE J1€10. TepMUHBI U
OIIPEICIICHUS .

22.CyurHocTh, OCHOBHBIE aCIIEKThl M CBOMCTBA YNPABJICHYECKOTO JOKYMEHTA KaK CUCTEMBI.
23.Knaccudukaiws yrnpaBaeHUeCKUX JTOKYMEHTOB.

24.006mue TpedoBaHus K TOKYMEHTUPOBAHUIO YIIPABICHUYECKOM NEATEIPHOCTH, OTPEICIICHHBIE
OcuoBabpME o0keHus My ['CJIOY.

25.006m1ue TpeboBaHUs K TIOKYMEHTUPOBAHUIO YIPABICHUECKOM NESTSIILHOCTH, OIPE/ICIICHHbIC
TunoBoil MHCTPYKLMEH MO JEIONPOU3BOJACTBY B (helepalbHBIX OpraHax HCHOJTHUTEIbHOU
BJIACTH.

26. O6mme TpeOoBaHMA K  JOKYMEHTHPOBAHUIO  YMPABICHYECKON  JESTEIBHOCTH,
onpeaenennsie ['OCTom P 6.30-2003 «YHuUIMPOBAaHHBIE CHUCTEMBI JOKYMEHTAIHH.
YHupummpoBaHHas ~ CHCTeMa  OPraHU3AlMOHHO-PACTIOPSAUTEIBHON  JOKYMEHTAIHH.
TpeboBanust K 0HOPMIICHHIO TOKYMEHTOBY.

27.001mmas xapakTepucTrka TpeOOBaHUN K TEKCTaM YMPaBJIEHYECKHUX JOKYMEHTOB.
28.CocraB 1 00111as XapaKTepUCTUKA PEKBU3UTOB YIPABJIEHUYECKOI'O JOKYMEHTA.
29.HopMmsl cTWIISL YIIPaBIECHYECKUX TOKYMEHTOB.

30.0cobenHocTrt  ODOpPMIICHUSI TEKCTOB YNPABJIEHUYECKHX JOKYMEHTOB B aHKETHOW,
TpadapeTHoi 1 TabIUIHON Popme.

31.CrpykTypa OpraHu3alOHHO-PACIOPSIUTEIBHON TOKYMEHTALIUM.

32.Ha3HaueHue u cocTaB OpPraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB.

33.Ha3HauyeHue ¥ COCTaB pacOPSAUTEIIbHBIX JOKYMEHTOB.

34.Ha3znauenue u coctaB MHGOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB.

35.Ha3nayeHne u coCTaB TOKYMEHTOB IO JINYHOMY COCTaBY.

36.CocraB, pacrojioKeHHe PEKBH3UTOB M CTPYKTypa TEKCTa MOJIOXKEHHUS 00 OpraHHU3alyiH.

14
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37.CoctaB, pAacIOJIO)KEHUE PEKBU3UTOB M  CTPYKTypa TEKCTa HHCTPYKLMU IO
JOKYMEHTAIMOHHOMY OOECIIeUeHHUIO YIIPaBJIEHUS B OpraHU3alliH.

38.CocTtaB, pacnonoeHne peKBU3UTOB U CTPYKTYpa TEKCTA IOJKHOCTHOW MHCTPYKIHH.
39.CocraB, pacrnoyio)KEHUE PEKBU3UTOB M CTPYKTypa TEKCTa MpHKa3a MO0 OCHOBHOMY BHUIY
JEATeTLHOCTH OPTaHU3allHH.

40.CocraB, pacHojOKEHUE PEKBU3UTOB M CTPYKTypa TEKCTa PEUIEHHS KOJUIETHaIbHOIO
Oprasa yIpaBJICHHUSI.

41.CocraB, pacrnoyioKeHUe PeKBU3UTOB U CTPYKTypa TEKCTa IU1aHa paboThl OpraHU3aliH.
42.CocraB, pacnojoK€HHE PEKBU3UTOB U CTPYKTypa TEKCTa JAOKJIAIHOM, CIyX eOHOU Hu
OOBSICHUTEIBLHOM 3aIMUCOK.

43.Buapl muceM 1 0COOEHHOCTH UX MOATOTOBKH U 0(OPMIICHUS.

44.CocraB, pacroyio)KeHHEe PEKBU3UTOB U CTPYKTypa TeKCTa HHYOPMAIIMOHHOTO MUCHMa.
45.CocraB, pacrnoyioKeHue PEKBU3UTOB U CTPYKTypa TEKCTa TPYAOBOTO JOTOBOpA
46.CocraB, pacroyioxEeHUE PEKBU3UTOB U CTPYKTYpa TEKCTA PE3IOME.

47.CocraB, pacnoyioKeHUe PEKBU3UTOB U CTPYKTYpa TEKCTa TPYAOBOIO COTJIAIICHHUS.
48.3agaun, (QyHKUMM U TUIOBBIE CTPYKTYPBI CIYXKObl TOKYMEHTALMOHHOTO OOeCreueHUs
YIpaBJICHUS.

49.PernamenTanysi pabOThI CITYKObI TOKYMEHTAIMIOHHOT'O 00€CTICUEeHHS yTIPABJICHHSL.

50.1enp 1 3amaun ynpaBaeHUs] JOKYMEHTAIUEH OpTraHu3alvy.

51.1TpuHIMITBI OpraHu3aIyy JOKYMEHTO000pOTa.

52.Tlopsnok nBWKEHHS JOKYMEHTOB B OpPTraHU3aIMK U OCHOBHBIE ATAIlbI IOKYMEHTOO000pOTA.
53.Opranu3zanusi paboThl ¢ TOKYMEHTaMU PYKOBOUTEIEH.

54.0Opranu3zaiys paboThl C JOKYMEHTaMH HCTIOJTHUTEIICH.

55.0pranu3zaiys KOHTPOJISI UCTIOJTHEHHS TOKYMEHTOB.

56.0mnepaTuBHOE XpaHEHUE JOKYMEHTOB, JKCIEPTHU3a MX LIEHHOCTHU M MOJArOTOBKA K claye B
apXuB.

57.0co0eHHOCTH OpraHu3aI|y PadOThl C KOH(PUICHIMATEHBIMU TOKYMEHTaMH.
58.CoBpemMenHble MH(DOPMAIMOHHBIE TEXHOJOTMH B JOKYMEHTAIIMOHHOM OOecreueHun
yIpaBJICHUS.

59.0OcHOBHbIE HAIPABJICHUSI COBEPIIECHCTBOBAHMUS COCTaBa U (hOPM JOKYMEHTOB.

60. CuctemMbl  3JIEKTPOHHOTO JTOKYMEHTOOOOpOTa, HX KjacCHUPUKaIMsi, OCOOEHHOCTH
BHEJIPEHUS U TEH/ICHIIUH Pa3BUTHUSL.

61.0OcHOBHBIE HAIPABJICHUSI COBEPIIICHCTBOBAHMUS COCTaBa U (hOPM JOKYMEHTOB.

62. CucteMbl  3JEKTPOHHOT'O JOKYMEHTOOOOpOTa, HX Kiaccudukaims, O0COOCHHOCTH
BHEJPEHUS U TEHJICHIIMN Pa3BUTHSL.

7.4. Meroau4yecKkue MaTepHuaJibl, ONpeaesiiouue Npoueaypbl OeHUBAHUA 3HAHMM,
YMEHHH, HABBIKOB U (WJIH) ONBITA eI TEJIbHOCTH, XaPAKTEPU3YIOLIHUX ITAlbI
¢popmupoBaHus KOMIETEHIIMH.

7.4.1. OueHuBaHUE YCTHOTO ONPOCA

YpoBHU (hopMUPOBaHHSI KOMIIETEHIIAIN

Kpurepuii oriennBanus

ba3oBbIit JlocTaTOUHBIN Bricoknit
[MonmHOTa M TPaBUILHOCTH OTBET IOJIHBIA, HO €CTh OTBET NOJIHBIH, OTBeT NOJIHBIH,
OTBETA 3aMevanus, He Ooee 3 MOCIEI0BATEIBHBIHA, HO MOCIE0BATEIbHBIH,

€CTh 3aMeUaHus, He 0oJjiee |JIOTHYHBII
o)
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CreneHb 0OCO3HAHHOCTH,
MOHUMAaHUS U3y YCHHOTO

Marepuan yCBOCH U
M3JIaraeTcsl 0CO3HAHHO, HO
ecTb He Oouee 3

HECOOTRETCTRUN

Marepuan yCBOCH U
M3JIaraeTcs 0CO3HAHHO, HO
ecTb He Oouee 2

HECOOTRETCTRUN

Martepuan ycBOSH U
W3J1araeTcsl 0CO3HAHHO

SI3pIKOBOE OOpMIECHHE
OTBeTa

Peus, B ienom,
rpaMoTHasi, COOJIFO/ICHBI
HOPMBI KYJIBTYPhI peYH,
HO €CTb 3aMeYaHusl, He
Aonaa A

Peus, B iesnom,
rpaMoTHasi, COOJIFOICHBI
HOPMBI KyJIbTYPBI peUH,
HO €CTh 3aMeYaHus, He
Aonaa D

Peus rpamoTHas,
COOJIIOICHBI HOPMBI

KyJBTYPBI peUu

7.4.2. OneHnBanue

TECTOBOI'O KOHTPOJA

Kpurepuii oriennBanus

YpoBHU pOopMUPOBAHUS] KOMIIETECHIUN

ba3oBrlit

JlocTaTOUHBIN

Bricokuit

Hp ABUJIBHOCTH OTBETOB

He MeHee 60% TeCTOBBIX
3a]aHuN

He MeHee 73% TeCTOBBIX
3aJJaHuH

He MeHee 86% TeCcTOBBIX
3aJJTaHuH

7.4.3. OuenuBanue pedepara

Kpurepnii onieHuBaHus

YpoBHU (hOpMUPOBAHHSI KOMIIETEHIIUIN

ba3oBrIit

JlocTaToOUHBIN

Bricokuit

Hosu3sHa pedepupoBaHHOTro
TeKcTa

IIpo6Gnema, 3asBNeHHAS B
TEKCTEe, UMEET HAYUHY IO
HOBU3HY M aKTyaJbHOCTb.
ABTOpCKas MO3UIHS HE
obo3nauena. EcTb He
Ooree 3 3aMeyaHuit

[Ipob6nema, 3asBeHHas B
TEKCTEe, UMEET HAYUHYIO
HOBU3HY U aKTYyaJIbHOCTb.
ABTOpCKast HO3UIHS HE
obo3nauena. Ectb He
Ooiee 2 3aMeyaHuit

[Ipo6nema, 3asiBeHHAs B
TEKCTe, UMEET HayIHY IO
HOBH3HY M aKTyaJIbHOCTb.
Brpaxkena aBTopckas
MO3UIIHS

CreneHpb pacKpbITHs
npoOIeMBbl

[Tnan cooTBeTCTBYET TEMe
pedepara, oTmMeuaercs
MOJIHOTA ¥ TiyOnHa
PACKPBITHS OCHOBHBIX
MOHSATHI TPOOIEMBI;
000CHOBAHBI CIIOCOOBI U
MeTOABI paboTHI C
MaTepHaIoM;
MPOAEMOHCTPHUPOBAHO
yMeHHe paboTaTh C
JUTEPATYpOH,
CHUCTEMaTH3UPOBATh U
CTPYKTYPHPOBATh
MaTepual;, 0000maTh,
COTIOCTABITH Pa3TIHEIC
TOYKH 3pEHHUS 110
paccMaTpuBaEMOMY
BOTIPOCY,
apryMEHTHPOBATh
OCHOBHBIE MOJIOXKEHUSA U
BBIBOZBL. EcTh HE Gouee 3
3aMevaHui

[Inan cooTBeTCTBYET TEMe
pedepara, oTMeuaeTcs
MOJIHOTA ¥ TJIyOmnHa
PACKPBITHST OCHOBHBIX
TOHATHH TIPOOIEMBI;
000CHOBaHBI CIIOCOOBI U
MEeTOBI paboTHI ¢
MaTepHuaioMm;
MPOJAEMOHCTPHUPOBAHO
yMeHue paboTarh ¢
JUTEPATYpOH,
CHUCTEMaTH3UPOBATh U
CTPYKTYpHPOBaTh
MaTtepuai; 0000IaTh,
COIIOCTABILITH Pa3nIHbIC
TOYKH 3pEHHSI 1O
paccMaTpuBaeMoOMy
BOIIPOCY,
apryMEHTHPOBAaTh
OCHOBHBIE MTOJIOXKEHUSA U
BBIBOZBL. EcTh He Oouee 2
3aMeYaHui

[Inan cooTBETCTBYET TeMe
pedepara, ormeuaercs
MOJIHOTA ¥ TIIyOnHa
PAaCKpPBITHS OCHOBHBIX
MOHATHH TPOOIEMBI;
000CHOBaHBI CLIOCOOBI U
MeTOABI paboTHI ¢
MaTepHaoM;
MIPOIEMOHCTPUPOBAHO
yMeHHe paboTaTh C
JUTEPATYPOH,
CHCTEMaTH3UPOBATh U
CTPYKTYpHUPOBATh
MaTepuai; 00001IaTh,
COTIOCTABIITh Pa3IMYHBIC
TOYKH 3pEHHUSI 10
paccMaTpuBaeMoMy
BOTIPOCY, apTyMEHTHPOBATh
OCHOBHBIC ITOJIOKEHUS
BBIBOJTBI

16




MT-24: Pa6ouas nporpamma aucuummne 51.B.10 «JlokyMeHTaMoHHOe o0ecreueHue ypapieHusy

OO60CHOBaHHOCTH BHIOOPA
HCTOYHHUKOB

5-8 HCTOYHHUKOB

8-10 UCTOYHUKOB

OTmedaeTcst MOJHOTA
HCIOJIb30BaHUA
JUTEPaTyPHBIX HCTOYHUKOB
1o mpobJsieme; mpuBJIeIEeHNE
HOBeHImX padoT mo
npooyemMe (3KypHaJbHbIE

Iy OJIMKaIK, MaTepUaJbl
COOpPHUKOB HAYYHBIX
TpyIOB U T.A.), 6onee 10
HUCTOYHUKOB

Cobmonenne TpeOoBaHMHA K
ohopmIIeHIIO

He 6onee 4 3ameuanuii

He 6onee 3 3ameuanuit

[IpaBuneHOE 0opmieHUE
CCBUIOK Ha UCIOJIB3Y EMY O
JIATEPATyPy; TPAMOTHOCTh
U KyJbTypa U3JI0KEeHUS;
BJIaJICHUE TEPMUHOJIOTUEH 1
MOHSATUWHBIM anmnapaTom
poOeMsl; cobmoneHue
TpeboBaHMl K 00BEMY
pedepara; kynbTypa
0(hOpMIICHHS: BBIICIICHUE
ab3aries.

I'pamoTHOCTB

He 6onee 4 3aMmeuanuii

He 6onee 3 3aMeuanuit

OrtcyTcTBHE
opdorpaduueckux u
CHHTaKCHYECKUX OLIMOOK,
CTHJIMCTHY €CKUX
MIOTPEIHOCTEN; OTCYTCTBHE
OIeYaToK, COKpaIIeHun
CJIOB, KpOME
OOIIETIPHHSTHIX

7.4.4. OneHnnBanue 3a4era

Kpurepwuii onieHuBaHust

YpoBHU (hopMUPOBaHHS KOMIIETEHIIMI

ba3oBbIi JlocTaTounbIi Bricokmii
IToymmoTa oTBeTa, OTBET IOJIHBIA, HO €CTh OTBET NOJIHBIH, OTBET NOJIHBIH,
MOCJIET0BATELHOCTD U 3aMeuaHus, He 0osee 3 MOCIICA0BATEIbHBINA, HO MO CJIe10BATEILHBIMN,
JIOTHKA M3J103KCHUS €CTh 3aMevaHus, He OoJiee |IoTruyHbLi

2

[IpaBUIBHOCTE OTBETA, €TO
COOTBETCTBHE pabouei
nporpamme y4eOHOU
JACIUTIINHBI

OTBeT COOTBETCTBYET
paboueit mporpamme
y4eOHOU AUCHUTUIMHEL, HO
€CTb 3aMeuaHus, He Oolee
3

OTBeT COOTBETCTBYET
paboueii mporpamme
y4eOHOM AMCUMITIMHEL, HO
€CTb 3aMeuaHus, He 6oJee
2

OTBET COOTBETCTBYET
paboueii mporpamme
y4eOHOM AUCITUTIIIMHBI

CrocoOHOCTB CTyI€HTa
apryMEHTUPOBATh CBOM
OTBET U PHUBOJIUTH
OPUMEPHI

OTBeT apTyMEHTHPOBaH,
MpUMEPHI IPUBEICHEI, HO
ecTh He Oouee 3
HECOOTBETCTBUI

OTBeT apryMeHTHPOBAH,
MPUMEPHI IPHUBEACHEI, HO
ecTh He Oonee 2
HECOOTBETCTBUH

OTBeT apryMeHTHPOBaH,
MIpUMEPHI TPUBEICHBI

OC03HaHHOCTH U3JIAraeMor o
MaTepuaa

Marepuain ycBo€H u
M3JIAraeTcs 0CO3HAHHO, HO
ecThb He Oouee 3

HECOOTRETCTRUN

Marepuai yCcBOEH U
HM3J1araeTcsl 0CO3HAHHO, HO
ecThb He Oouee 2

HECOOTRETCTRUN

Marepual yCBOEH U
W371aTaeTCsl OCO3HAHHO
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CooTBEeTCTBHE HOpMaM
KYJBTYPBI pedH

Peus, B niesiom,
rpaMoTHasi, COOJIFOIEHBI
HOPMBI KyJIbTYpPHI peUH,
HO €CTh 3aMEUYaHus, He

Oonee 4

Peus, B ienom,
rpaMoTHasi, COOIFOIEHBI
HOPMBI KYJIBTYPBI pEUH,
HO €CTb 3aM€4aHus, He

Sonee 2

Peus rpamoTHas,
cOOJIOeHbI HOPMBI

KyJbTYpPBI peUn

KauecTBO 0TBETOB Ha
BOTIPOCHI

EcTthb 3aMeuanus x
oTBeTaM, He Ooee 3

B nenom, oTBeTH
PAacKphIBaIOT CYTh BOMpPOCa

Ha Bce BOIIpOCHI Oy Y€HBI
HCUYEpIBIBAIOIIIE OTBETHI

7.5. AToroBasi pedTUHIOBas OLIEHKA TeKyLIer M MPOMEXYTOYHOH aTTeCTAUM
CTYAEHTA 0 AMCUMILINHE

[To yuebnoil nucimmuiusae «/loKyMeHTalmoHHOEe 00ecriedeHHe YIPABJICHUSD UCTIONb3YeTCs
4-OayybHAsi CHCTEMa OLEHUBAHUS, WTOT OLIEHMBAaHMSA YpPOBHS 3HaHMM 0Oydaromuxcs
IpeyCMaTpyuBacT 3a4€T. 3a4eT BBICTABIISAECTCSA BO BPEMs MOCIEIHETO NIPAKTUUECKOTO 3aHITUSA
NpY yCJIOBUM BBINOJHEHUST HE MeHee 60% y4eOHbIX MOpyYeHHil, IPeayCMOTPEHHbBIX yUeOHbIM
wiaHoM u PIIJI. Hanuuue HEBBINOIHEHHBIX Y4YEOHBIX MOPYYEHUH MOXKET OBbITh OCHOBAHUEM
JUIsL JOTIOJTHUTENBHBIX BOIIPOCOB MO AWCLUIUIMHE B XOAE INMPOMEXKYTOYHOM arrectammu. Bo

BCEX OCTAIBHBIX CIydyasX 3a4deT caaercs OOydJarolmuMHCS B JaThl,

Ha3Ha4YCHHbIC

IIPETIOAABATENIEM B IIEPHUOJ] COOTBETCTBYIOIINM IPOMEKYTOYHOU aTTECTALUN.

IIkana oyenuganus mexyuieli u RPOMEICYMOUHOU ammecmayuu cmyoeHma

YpoBHU pOpMUPOBaAHUS

OrnieHKa 10 YeTHIPEX0AJUTHHOM IIIKaJe

KOMIIETEHIIUHA JUIS 3a4€Ta
Bricokmit
JlocTaTouHbli 3a4TEHO
bazoBrIit
KoMnereniyst He chopmMupoBaHa HE 3a4TCHO

8. IlepeyeHb OCHOBHOM M JONOJHHUTEJBbHOM Y4eOHOH JUTEepaTypbl, HEOOX0AMM O 11
OCBOCHUSA IMCUMUILIMHBI (MOLYJIA)

OcHoBHas JuTEpaTypa.

Ne bubnuorpaduueckoe onmcanue W“QGE“%IYIL""“ Kox-zo
H/H p nocobue, )gicfiﬂo—) B 61/16_]1
METO /I I10CO0HuE, Ap.

1. [HdenonpousBoacTBo : yueOHO-meroauyeckoe nmocodue / H. A. htps:/e.1
Hapenckas, E. E. IlneiinukoBa, O. B. JlucoBckmii, . A. | yueOHo- anbo.ok.c
Jinewua. — Cankt-TlerepGypr : CIIGITIMY, 2021. — 56 ¢. — | METOAMMECK | o
ISBN 978-5-907443-22-8. — Tekcr : 31neKTpoHHbIi // Jlans : | o€ mocoOue 255947
3JIEKTPOHHO-OubanoTeyHas cuctema. — URL:

2. |EropoB, B. Il. [lenonpou3BOACTBO M PEXUM CEKPETHOCTH: )

https://e.1

yueOnuk s crmo / B. II. Eropos, A. B. CnunekoB. — 2-¢
y4eOHuk | anbook.c
u3a., crep. — Cankt-IlerepOypr: Jlaws, 2022. — 312 ¢. — e lom/book/
ISBN 978-5-8114-9442-2. 8 105478
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3. |denonpou3BOACTBO U PEXKUM CEKPETHOCTU: METOJUYECKUE https://e.1
ykazanust / coctaBurens M. A. CrpwkanoB. — Boponex: | Meromuueck |anbook.c
BI'TY, 2023. — 41 c. // Jlanp: s1neKTpoHHO-OMONMOTEYHAsA |wue ykaszanus [om/book/
CUCTEMa. 383300

4. |enonpou3BOACTBO U JOKYMEHTOOOOPOT: MPAKTUKYM: YueOHOE httos://e.]
nocobue / cocraBurens JI. J[. KornspoBa. — moc. Kapasaeso: pS-/7e.
KICXA, 2020, — 44 c. yueOHoe |anbook.c

nocobue |om/book/
171710
5. |demonpou3BoacTBO : yueOHO-MeToamdeckoe mocooue / H. A.
Hapenckas, E. E. IllneiinukoBa, O. B. Jlucosckuii, 1. A.
JIucuna. — Cankr-IlerepOypr : CIIBITIMY, 2021. — 56 ¢. — |  yye6HO- https://e.1
ISBN 978-5-907443-22-8. — Texkcr : anekTpoHHsbli // JlaHb : | metommueck anbook.c
AJIEKTPOHHO-OUOTUOTEUHAS crucTeMa. — URL: oe nocooue om/book/
https://e.lanbook.com/book/255947  (mata  oOparieHus: 235947
01.09.2022). — Pexxum moctyma: Jjisi aBTOPHU3. TIOJIb30BaTENCH.

6. |Eropoma, JI. b. KondunenmmanpHoe IeI0NPOU3BOJCTBO :
yueObnuk / JI. b. Eropoa, H. A. PoroxoBa. — CaHkT-

Merep6ypr : 130 CTIGYTYi, 2020. — 227 ¢. — ISBN 978- https://e.]
5-94047-838-6. —  Tekcr: omexTpommeri //  Jlamb yaeomm | 1000k
AJIEKTPOHHO-OUOIMOTeUHAS CUCTEMA. — URL: om/book/
https://e.lanbook.com/book/246371  (mata  oOparieHus: 246371
26.07.2022). — PexxuM fiocTymna: Juis aBTOPHU3. MOJIb30BATENEH.

7. |[YepnoGaii, H. b. VYuebHoe mocobue 1O IUCIUIUTHHE
"J1enonpon3BOACTBO B KOMMEPUECKOW AesITeIbHOCTH"
yueOHoe nocodue / H. b. Uepnobait. — CraBponons : CT['AY, https:/e.]
2020. — 71 ¢. — Teker : s1eKTpoHHbIH // JlaHb : AIEKTPOHHO- yaebHoe | anbook.c
OnbIMoTeYHAS CUCTEMa. — URL: mocobue  (om/book/
https://e.lanbook.com/book/245933  (mata  oOparieHus: 245933
26.07.2022). — Pexum nocTyma: ajsi aBTOPHU3. MOJIb30BaTENEH.

JlonmoTHUTEeIbHAS JIUTEPATYpa.
Tun
e BuGmorpagrieckoe omcarme R N
MeTOR ocoGHe, p.

1. |doxymMeHTOOOOpOT | JENONPOM3BOACTBO : METOIMYECKHUE https://e.]
yka3anus / coctaBurenu O. A. KpacuenkoBa, M. K. Poxko. — METOTHHECK anbo.ok..c
Canxkt-IlerepOypr : CIIOI'Y T'A, 2022. — 34 c. — Teker :

- ve ykazanus [om/book/
AIEKTPOHHBIN // JIaHb : 3JIEKTPOHHO-OUOIMOTEUHAs! CUCTEMA. — 246860
URL.: https://e.lanbook.com/book/246860 (nata oOparnieHus:

2. |Hdenompou3BoACTBO M JAOKYMEHTOOOOPOT B (DMHAHCOBOWM https://e.l
cdepe: mpakTukyMm: ydeOHOe mocobue / cocraBurenb JI. . yueGHoe | anbook.c
KotisipoBa. — noc. KapaBaeBo: KI'CXA, 2020. — 44 c. Hocobre  |om/book/

171711
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3. |Cmmuak, A. B. KouduueHnmmansHoe 1e10npOU3BOACTBO
yuebnoe mnocobue / A. B. Cmmuak. — HwkneBapTOBCK
HBI'Y, 2020. — 118 c¢. — ISBN 978-5-00047-558-4. —
Tekct : amexkTpoHHbI // JlaHb : 3JIEKTPOHHO-OMOIHMOTECUHAS
cucreMa. — URL: https://e.lanbook.com/book/208217 (nmata
oOpamenus: 18.04.2022). — Pexxum gocrtyna: [jis aBTOpPU3.
TI0JIB30BATENEN.

https://e.l
ydyeOHoe |anbook.c

nmocodue |[om/book/
208217

9. Ilepeyennb pecypcoB MH(POPMAIMOHHO-TEJIEKOMMYHUKANNOHHOM ceTH «AHTEepHETY,
HEOOXOAMMBIX /ISl OCBOCHUS TMCHUIJINHBI (MOXYJIS)

1.ITouckoBeie cuctemsr: http://www.rambler.ru, http://yandex.ru, http://www.google.com

2.DenepanbHbI 00pazoBaTeNbHbIN MopTan www.edu.ru.

3.Poccwmiickas rocynapcTBeHHas oudnuoreka http://www.rsl.ru/ru

4.T'ocynapcTBeHHas myOaudHas HaydyHO-TexHuueckas onbnmoreka Poccun URL:
5.T'ocynapcTBeHHOe OromKeTHOe yupexieHue KyiabTypbl PecryOmuku Kpsim «Kpbimckas
pecnyOMKaHCKas YHUBEpcallbHasi HayuHast oubnuoteka» http://franco.crimealib.ru/
6.1lenarornueckas 6ubnuoreka http:// www.pedlib.ru/

7.Hayunas snextponnas 6uonnoreka eLIBRARY.RU (PUHL) http://elibrary.ru/defaultx.asp

10. Meroauyeckue yKazaHusi JJI51 00y4arlOIMXCs 10 OCBOECHUIO TMCHUIJINHBI (MOXYJIs)
O0mue pekoMeHIAIUN 10 CAMOCTOSAATEIbHOM padoTe DakaJIaBpoOB
[TonroToBKa coBpeMeHHOro OakajiaBpa MPEAIoJiaraeT, YTo B CTEHAX YHHUBEPCHUTETA OH
OBJIQJICET METOJIONIOTHEN caMO0Opa30BaHuUsl, CAMOBOCIIUTAHUS, CAMOCOBEPIIICHCTBOBAHUSL. JTO
oTpeeNsieT BAXKHOCTh aKTUBU3AIMH €T'0 CAMOCTOSTEIBHOU PabOThI.

CamocrosTenpHass paboTa (OpMUpPYET TBOPYECKYIO aKTUBHOCTh OakaliaBpoB,
MPEJICTaBJICHUE O CBOMX HAYUYHBIX U COIMAIBHBIX BO3MOXKHOCTSX, CIIOCOOHOCTH BBIWICHSITH
TJIaBHOE, COBEPIICHCTBYET TMpHEMbl OOOOIIEHHOT'O0 MBIIUICHHs, Tpeanonaraer oOonee
rIyOOKYI0 IPOPabOTKY UMHU OTHAEIBHBIX TEM, OMPEIACIEHHBIX MPOrPaMMON.

OcHOBHBIMH BUIaMU W (OpPMAMH CaMOCTOSTEIIEHOW pabOThI CTYJIEHTOB TIO JAHHOU
JVCIIUIUTAHE  SIBJISTFOTCS:  CAMOTIOJITOTOBKA IO OTACIBHBIM BOTMpocaM; pabora ¢ 0a30BbIM
KOHCIIEKTOM; TIOJrOTOBKA K YCTHOMY OIPOCYy; MOATOTOBKAa K TECTOBOMY KOHTPOJIIO;
MOJITOTOBKA pedepara; MOAroTOBKA K 3aUeTy.

BaxHoli 4acTbi0 CaMOCTOSATENBHON pPAOOTHI SBJISETCS YTEHHME YYEOHOUM JIMTEpaTyphl
OcHoBHast (yHKIWS YI€OHHKOB — OPUEHTUPOBATH B CUCTEME TEX 3HAHWUM, YMECHUM U HABBHIKOB,
KOTOpBIE JIOJDKHBI OBITh YCBOCHBI MO JAHHOW JUCIUIDIMHE OYIYIIUMHU CICIUATUCTAM.
Y4eOHUK TaKXe CIYXKHUT ITyTeBOAUTENIEM M0 MHOTOYHUCIICHHBIM MPOU3BEIACHUSIM, OPUCHTUPYS
B MMEHax aBTOPOB, CHECHUAIM3UPYIOUIMXCS HA ONPEICIEHHBIX HAYYHBIX HAlpaBJICHUSX, B
HAa3BaHMUSAX UX OCHOBHBIX TPYIOB. Bropas ¢yHkims yyeOHMKA B TOM, YTO OH OYEPUYMUBAET
HEKUI KpyT 00s13aTeNIbHBIX 3HAHUM MO MPEeIMETY, He MPETeHAYS Ha TJTyOOKOe UX pacKphITHE.

UreHne pEKOMEHIOBAHHOW JIUTEpaTypbl — O3TO Ta TJlaBHAsg YacTb CHUCTEMBI
CaMOCTOSITEIbHON yueObl OakajaBpa, KOTOpass o0ecneyuBaeT MOJUIMHHOE YCBOEHHE HAyKU.
YuraTh 3Ty JAUTEpaTypy HYXKHO MO MPHUHIMITY: «W7AEs, TEOPHs, METOJ B OJHOW, B JAPYrod u
T.J. KHUT'ax».
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Bo Bcex ciydasx peKOMEHAYeTCsl paCCMOTPEHHUE TEOPETUUYECKUX BOIIPOCOB HE MEHEE YEM
N0 TpeM HUCTOYHHMKaM. V3yuyeHume mpoOieMbl MO pa3HbIM HCTOYHUMKAM - 3aJIoT TIIyOOKOro
ycBOoeHHs Haykd. VIMeHHO 3TOT OJOK, Hapsily C BBINIOJHEHHEM MPAKTUUECKUX 3aJ1aHHUi
SBJISIETCS BEAYIMM B CTPYKTYpPE CAMOCTOSITENBHON PabOThI CTYICHTOB.

BuuManuio  GakasiaBpoB  NpEUIaraloTcsi  CIMCOK  JIMTEpaTypbl, BONPOCHI K

CaMOCTOSITEIbHOMY M3YYEHHIO U BOIIPOCHI K 3a4eTy.
J17151 ycrenHoro oBJaAeHus! IUCIMIUTMHON HE0OXO0IMMO BBITNOJIHATH CIEAYIOLIUE

1) BBINOJIHATH BCE ONpENETeHHbIE TPOTPaMMOi BUbI PaloT;
2) mocemiaTh 3aHATHSA, T.K. BECh TEMATHUECKUI MaTepuas B3aMMOCBS3aH MEXIy COOOH u,
3a4acTyl0, CaMOCTOSITEJIbHOI'O TEOPETUYECKOI0 OBJIQJACHUS IPOIYIIEHHBIM MaTepuaIoM
HEJIOCTaTOYHO JIJIs1 KAYECTBEHHOI'O €r0 YCBOEHHUS;
3) Bce paccMaTpuBaeMble Ha 3aHATHSIX BOIPOCHI 00sA3aTeNbHO (DUKCHUPOBATH B OTIECIHHYIO
TETpajb U COXPaHITh €€ J0O OKOHYaHUsI OOyUEHHS B BY3€;
4) DposBAATH AKTMBHOCTh MPU TMOATOTOBKE M HA 3aHATUSX, T.K. KOHEYHBIM pe3yJbpTar
OBJIAJICHUS COJIEPYKAHUEM JUCIMILIMHBI HEOOXOIUM, B MEPBYIO OUEpEIb, CAMOMY OakaiaBpy;

5) B ciydasx TOpOMyCKa 3aHATHH MO KAKUM-JIHOO TPUUMHAM 00s3aTeNbHO OTpabaThIBaTh
MPOMYIIEHHOE MPENOAABaTEN0 BO BPEMSI MHIUBUIYAIbHBIX KOHCYJIBTAIUHA.

BueypouHast nestensHOCTh OakaiaBpa Mo JIaHHOM JUCIMIUTMHE MPe/oaraer:
- CaMOCTOSITEIIBHBIN TIOMCK OTBETOB M HEOOXOAMMOM MH(POPMALINH TIO TPETOKEHHBIM
- BBINIOJIHEHUE NMPAKTUYECKHX 3a/1aHNUM;
- BBIPAOOTKY YMEHHMI HAyYHOU OpraHM3aIiy TPYyaa.

VYcnenHas opranu3aiys BpeMEHH M0 YCBOCHHIO JaHHOMW JWCLUUIUIMHBI BO MHOTOM 3aBUCHUT
OT HaM4uusl y OakanaBpa yMEHUST CaMOOPTaHM30BATh ce€0sl U CBOE BpeMs IS BBHIOJHEHUS
NPE/UI0KEHHBIX JOMalTHUX 3a1annid. O0bEM 3aaHuil paccunTaH MaKCHUMaJlbHO Ha 2-3 Jaca B
Henento. [Ipu 3ToM anroput™m MoAroToBKU OYJET CIEAYIOLIUM:

1 »Tam — moOMCK B JUTepaType TEOPETUUECKONM UH(MOpMAIMU MO MPEAOoKEHHBIM
NIPEToIaBaTeNIeM BONIPOCAM;

2 3Tar — OCMBICIIEHHUE MOJy4eHHON MH(OpMAIIMK, OCBOCHUE TEPMUHOB U TTOHSTHIL;

3 3Tam — cocTaBJIeHUE TUIaHAa OTBETA HAa KaX bl BOMPOC;

4 sTamn — MOUCK MPUMEPOB MO JAHHOU MpoOIeMaTHKe.

Pabora ¢ 6a30BbIM KOHCIIEKTOM
[IporpaMmoil AUCIMIUIMHBI MPETyCMOTPEHO YTCHUE JICKIMA B PAa3IMUYHBIX (OpMax HX
MPOBEJICHUS: TIPOOJIEMHBIE JISKITUU C JIEMEHTaMU 3BPUCTUUECKON Oecenbl, MH)OPMAIMOHHbIC
JIEKLUH, JIEKIMUA C OTIOPHBIM KOHCIIEKTUPOBAHUEM, JIEKIMN-BU3YJTU3alIUH.

Ha nexkumsix npenopaBatenp paccMaTpUBAET BOIPOCHI POrPaMMBbl Kypca, COCTABJIEHHON
B COOTBETCTBUM C I'OCYJAPCTBEHHBIM 00pa3oBaTelbHBIM CTaHIapToM. M3-3a HemocTaTrouHOro
KOJIMYECTBA ayJUTOPHBIX YaCOB HEKOTOPHIE TEMbI HE YJAe€TCs OCBETUTh B TOJHOM OOBEME,
MOSTOMY TMIpenojiaBareib, IO CBOEMY YCMOTPEHHIO, HEKOTOpble BOMPOCHI BBHIHOCHT Ha
CaMOCTOSITENIbHYIO pa0OTy CTYJEHTOB, PEKOMEHIYS Ty WIN UHYIO JIUTEPATYPY.
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KpoMe »TOro, mjis Jydiiero OCBOCHHS MaTepualia W CHUCTeMaTH3allik 3HAHWH 110
JMCITAIUTUHE, HEOOXOJMMO TIOCTOSHHO pa30upaTh MaTepuaiibl JCKIMHA 10 KOHCIICKTaM |
y4eOHBIM TIOCOOHSIM.

Bo Bpemsi camocrosTensHON MpopaOOTKH JIGKIMOHHOTO MaTepuaja 0cob0oe BHUMAaHHE
CIIEZyeT yJeNsITh BOSHHUKIINM BOTPOCAM, HEMOHSTHBIM TEPMHUHAM, CIIOPHBIM TOYKAM 3PEHUS.
Bce Takume MOMEHTBI cCleqyeT BBIACIUTh WIM BBIMCATh OTAEIBHO MJIs JajbHEHIIEro
OOCYXJCHHsS Ha TPAKTUYECKOM 3aHiATUH. B ciaydae HeoOXoammMocTu oOpamarbes K
MPEToIaBaTelto 3a KOHCyIbTanuel. [10THbI CrMCOK JIUTepaTyphl M0 TUCIUIUIMHE MPUBEACH B
paboueit mporpaMme JUCIUIUTHHBL

IToaroroBka pedepara

Pedepar sBasiercst onHolt u3 GopM pyOeKHOU MM UTOrOBOM arrectaimu. JanHas ¢opma
KOHTPOJIS SBIIICTCS.  CAaMOCTOSATENIBHOM — HMCClieioBaTeNbCkol  paboToit.  [loatomy
HEJIOMyCTUMO MPOCTOE KOMUPOBAHWE TEKCTAa M3 KHUTH, JHOO >XK€ CKauMBAaHHE U3 CETH
WutepHer ToToBOM paboThl. bakamaBp MOMKEH MOCTapaThCsl PACKPHITh CYyTh B HCCIICITYEMOMN
npoOyemMe, MPUBECTH UMEIOIINECsS TOUYKH 3PEHHs, a Takke 000CHOBAaTh COOCTBEHHBIN B3TJIS]

Ha Hee.
[Toatomy TpeGoBanus Kk pedepary OTHOCATCS, Mpexe BCero, K O(MOPMIICHHIO U €ro

COJIEP)KAHUIO, KOTOPOE JOJDKHO OBbITh JIOTUYHO M3JIOKEHO U OTJIMYAThCS MPOOJIIEMHO-
TEMaTUYECKUM  XapakTepoM. I[IOMHMMO 4YETKO W3JI0KEHHOTO U CTPYKTYPUPOBAHHOTO
Marepuaia, oOsS3aTeIbHO HAIMYHE BBIBOJOB IO Kaxjaomy maparpady u oOLIUX MO BCeH

_—_r

HopmatuBHBIE TpeOOBaHUS K HAIMMCAHUIO pedepaTa OCHOBBIBAIOTCS Ha CIIETYFOIIUX
MPUHIUIAX

— Havarp pekoMennyercs ¢ npaBuiibHON (POPMYITUPOBKU TEMBI M MMOCTAHOBKH 0a30BBIX IEjei
Y 3a/1a4.

— B nanpneiimem HaumHaercss oTOOp HeoOxoammoro wmarepuana. Camoe riaBHOE -'"He
’KaaHumdate" v yOupaTh T€ JaHHbIE, KOTOPbIE HE CMOTYT PACKPHITh CYIIIHOCTH MOCTaBJICHHOMN
ueny. Henb3st pykoBojcTBOBaThCs MpuUHLMIIOM: «byzaer Oosnbiioit 00beM padoThl, 3HAYMT,
HOJTY4dy XOpOLIYKD OTMETKY». OTO — HENpaBWIbHO, IOCKOJIBKY TpeOoBaHUs K pedepary
I'OCT He TOJBKO OIpaHUYMBAIOT €0 00BEM, HO U )KECTKO ONPENEIISIOT CTPYKTYpY.

Pedepar cogepxut criemyromiue pa3aemsbl:
1. BBenenue, BKIIIOUaeT B ce0s: aKTyallbHOCTh, B KOTOPOil 000OCHOBATh CBOM BBHIOOpP JaHHOM
TEMBI, OOBEKT, TMpeIMeT; IeNb;, 3aJa4d W METOJbl HCCICIOBAHUS, TIPAKTHUECKas W
TEOPETUYECKasi 3HAUUMOCTh PaOOTHI.
2. OcHoBHas yacTb. B OCHOBHOI yacTU TEKCT 00s3aTeNbHO pa3OuTh Ha maparpadbl U MOJ
naparpadpbl, B KOHIIE KaX/JI0T0 ClIe/IaTh HEOOJIbIIOE 3aKII0UEHHE C U3JI0KEHUEM CBOEH TOUKU
[ToaroroBka pedepara AOMAKHA OCYIIECTBIISITECSA HA 0a3€ TeX HAYYHBIX MAaTEPUATIOB, KOTOPHIE
aKTyaJbHbI Ha CETOHSIIIHMN AeHb (3a 10 mocneaHux jer).
3. 3akiroueHue.
4. Jlureparypa (CIHCOK HCIOJIB3YEMbIX HCTOYHUKOB). OQOpMIISITE €ro peKOMEHIyeTcs ¢
yKa3aHHeM cJenyloliei nHpopMalyu: aBTop, Ha3BaHUEe, MECTO M O] U3JaHus, HAUMEHOBaHHE
W3/1aTeNIbCTBA U KOJIUUYECTBO CTPAHMILI.

TpeboBanus k pedepary o 0GOPMIICHHIO CIIETYFOIITHE:

22



MT-24: PaGouas nporpavma aucuummnet 51.B.10 «JlokyMeHTalMoHHOe o0ecneueHue ypapieHus

— Jlemate 3TO pEKOMEHAYeTCS TOJBKO B COOTBETCTBMM C TPAaBWIAMH, KOTOpBIC
NPEABSBISIIOTCS. B KOHKPETHOM 0OOpa30BaTelIbHOM YUpEKJeHUH. Peub HIeT 0 TUTYJIbHOM
JICTE, CIUCKE JINTEPATypPhl U BHEIIIHEM BUAE CTPAHMIIBL.

— Oco0oe BHUMaHHE AOKHO OBITh yAEIeHO O()OPMIICHHIO LIUTAT, KOTOPbIE BKIIOYAIOTCSA B
TEKCT B KaBBIUKAX, a Jajiee B CKOOOYKAX MaeTcs MOPSAKOBBIA HOMEpP MEPBOMCTOYHHKA W3
CIIMCKA JINTEPATyPhl U Yepe3 TOUKY C 3aIATON HOMEp CTPAHHIIBL.

— B cootBerctBun ¢ 'OCT 9327-60 TekcT, TaONUIBI U WUTIOCTPAIMN 00S3aTENbHO JO0JKHBI
BXOAUTH B opMar A4.

— Pedepar BBIIONHATE TOJBKO HAa KOMIIbIOTEpPE. TEKCT BBIPABHMBATH IO ILIHPHHE,
MEXIYCTPOUYHBIM MHTEpBaNl -noiTopa, wpudt -Times New Roman (14 nr.), mapamerpsl
noJielt - HwkHee U BepxHee - 20 mm, seBoe -30, a mpaBoe -10 MM, a oTcTym ab3ara -1,25 cM.

— B Tekcre 00s3aTenbHO aKLIEHTHPOBATh BHUMAHUE HA OINPENIEICHHBIX TEPMUHAX, NOHATHUAX U
¢dopmynax Hpu NOMOIIM MOJYEPKMBAHMS, KypcuBa M >kupHOro mpudra. Ilomumo storo,
JIOJKHBI BBIICTISTHCSI HAMMEHOBAHMS TJ1aB, mnaparpadoB U noanaparpadoB, HO TOUYKH B KOHLIE
HUX HE CTaBSATCH.

IToaroroBKa K T€CTOBOMY KOHTPOJIIO
OcCHOBHOE JOCTOMHCTBO TECTOBOM (DOPMBI KOHTPOJS — 3TO MPOCTOTA U CKOPOCTh, C
KOTOPOHM OCYIIIECTBIIAETCSl MEpBasi OLIEHKAa YPOBHSA OOYYEHHOCTM IO KOHKPETHOM TeMe,
MO3BOJISIONIASL, K TOMY K€, pPEIbHO OLEHUTh T'OTOBHOCTh K MTOTOBOMY KOHTPOJIIO B MHBIX
¢dopmax u, B cirydae HeOOXOJMMOCTH, OTKOPPEKTUPOBATH TE€ WM MHBIEC SJIEMEHTHI TEMBIL.

[ToaroroBka K TECTUPOBAHUIO
1. YTounure oObeM Marepuana (OTHENbHAs TeMa, psA TeM, pa3den Kypca, o0BbeM BCEro
Kypca), 0 KOTOPOMY MPOBOUTCS TECTUPOBAHUE.
2. IIpoutHTe MaTepralibl JICKIMH, yI€OHBIX TOCOOHIA.
3. OOparure BHUMaHUE HAa XapaKTep 3aJlaHuii, TpeIaraéMbIX Ha MPAKTHYECKUX 3aHITUSX.

4. CocraBbT€ JOTMYECKYIO0 KapTHHY Marepuaia, BBIHOCUMOI'O Ha TeCTHpoBaHue (A
NPOAYKTHBHON pabOThl MO MOJATOTOBKE K TECTUPOBAHUIO HEOOXOIMMO TMPEICTABISATH BECh
MOJICOTOBJICHHBIM MaTepuan Kak CHCTEMY, MOHMMAaTb 3aKOHOMEpPHOCTH, B3aUMOCBSI3H B
paMKax 3TOW CHUCTEMBI).

IHoaroroBka K yCTHOMY ONpPoOCy

C 1epr0 KOHTPOJISL ¥ TIOJrOTOBKU CTY/ICHTOB K M3YUYCHUIO HOBOW TEMbI BHAUAJIC KaXIOH
MPAKTUYECKOTO 3aHSITHUS TPETOIaBaTeNIeM TPOBOIUTCS WHIUBUIYATbHBIA WA (DPOHTATBHBINA
YCTHBIA OTIPOC IO BBITIOJTHEHHBIM 3aJIaHVSM TPEIBITYIIEH TEMBL.

Kputepun o1nieHK# yCTHBIX OTBETOB CTYJICHTOB:

— TPaBWIBHOCTh OTBETA M0 COACPNKAHUIO 3aJaHusl (YUUTHIBACTCS KOJIMYECTBO M XapakTep
OLIUOOK TIPU OTBETE);

— MOJTHOTA W TJTyOMHA OTBeTa (YUYHUTHIBAETCS KOJUUECTBO YCBOCHHBIX (DAKTOB, MOHATHH U T.11.);
— CO3HATENBHOCTH OTBETA (YUHUTHIBACTCS MOHMMAaHKE U3JIaracMoro MaTrepuaa);

— JIOTMKa W3JIOKCHWsI Marepuaysia (y4WTBIBACTCS yMEHHE CTPOWTH  IIEIIOCTHBIMH,
MOCJIeTIOBATENBHBIA PAcCKa3, TPAMOTHO TIOJIB30BATHCS CTCIHATBHON TEPMUHOJIOTUEH);
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— PaLMOHATBHOCTH HUCTIOJIb30BAHHBIX MPUEMOB U CIIOCOOOB PEIICHHUS MMOCTABJICHHON Y4eOHOM
3a1a4n (YYUTHIBAETCSI YMEHHE HCIOJIh30BaTh Hambosiee MporpeccuBHble U A(G(HEKTHBHBIC
CHOCOOBI TOCTYHKEHUS 1IETTH);

— CBOEBPEMEHHOCTh M 3()DPEKTUBHOCTH HCIIOJIB30BAHUS HATJISAHBIX MOCOOMI M TEXHUYECKUX
CPEICTB TIpH OTBETE (YYUTHIBACTCS TPAMOTHO W C TOJB30W TPHUMEHSITH HATJISTHOCTh H
JIEMOHCTPAIMOHHBIN OTIBIT TIPH YCTHOM OTBETE);

— WCTIOJIb30BaHKUE JIOTIOIHUTEILHOTO MaTepuaia (00s3aTebHOe YCIOBUE);

— palMOHAIBHOCTb HCMOJIB30BAHUSI BPEMEHH, OTBEIACHHOIO Ha 3agaHue (He onolpsiercs
3aTSIHYTOCTh BBINIOJTHEHUS 3aJJaHUsl, YCTHOI'O OTBETA BO BPEMEHH, C YUETOM HHIUBUIYAJIbHBIX
0COOEHHOCTEH CTY/IEHTOB).

IloaroroBka Kk 3auery
3ayer sABISAETCA TPAAUIMOHHONM (OPMON TPOBEPKH 3HAHUN, YMEHHUH, KOMIICTEHIMH,
C(OPMHUPOBAHHBIX y CTYJEHTOB B IMPOIECCE OCBOEHHS BCErO COJCPKAHUSI H3ydaeMoil
AUCIUILTUHBL. OOBIUHBIN 3aUeT OTJIMYaeTcs OT HK3aMEHa TOJIBKO TEM, YTO MPEernojaBaTeib He
i depeHypyeT 0abl, KOTOPbIE OH BBICTABJISET [0 €0 UTOTaM.

CamocrosTenpHas MOATNOTOBKAa K 3a4e€Ty JOJDKHA OCYLIECTBIISTHCA B TEUEHHE BCETO
CEMECTpPA, a HE 32 HECKOJIBKO JIHEH J10 €ro NMPOBEICHMS.

[ToaroTroBka BKIJIIOWAeT cienyromue AercTBusa. [Ipexkne Bcero Hy»KHO MEpPEYUTaTh BCE
JEKLIUHM, a TaK)Ke MaTepualibl, KOTOpblE TOTOBWIMCH K CEMUHAPCKUM W NPAKTHUYECKUM
3aHATUSIM B TEUEHHE CEMECTpa. 3aTeéM HaJ0 COOTHECTH 3Ty HMH(OPMALMIO C BOIPOCAMH,
KOTOpBIE JaHbl K 3adery. Ecnm wuHpOpMammu HEZOCTaTOYHO, OTBETHI HAXOJSIT B
IIPEIUIOKEHHOM MpenojaBareeM aureparype. Pekomennyercs nenarb KpaTrkue 3amucu. Peub
UJIeT He O LIMAprajke, a 0 OPMUPOBAHUM B CO3ZHAHMM YETKOM JIOTMUECKOM CXEMBbI OTBETa Ha
Bonpoc. HakaHnyHe 3auera He0OXOAMMO MOBTOPHUTH OTBETHI, HE 3arJIs/bIBasi B 3amucyu. Bpems
Ha MOATOTOBKY K 3a4eTy II0 HOPMAaTMBaM YHMBEPCUTETA COCTABIIAET HE MEHee 4 4acoB.

11. IlepeyeHb HHPOPMALMOHHBIX TEXHOJIOIMIH, HCIO0JIb3yeMbIX IIPH OCYLIECTBJICHUHU
o0pa3oBaTeIbLHOIO MpoLecca Mo AMCHHILIMHE (MOAYJ/II0) (BKJIIOYAsA NepevyeHb
NPOrpaMMHOIo odecriedeHns] 1 MHPOPMALMOHHBIX CIPABOYHBIX cHCTeM (NPH

I/IH(I)OpMaI_II/IOHHI)Ie TCXHOJIOTUU IIPUMCHAIOTCA B CIICAYIOIIHNX HAIIPABJICHIAX
O(i)OpMJ'IeHI/Ie IMMCBbMCHHBIX pa60T BBIIOJIHACTCA C UCIIOJIB30BAHUEM TCKCTOBOI'O PCAAKTOpPA,

JIEMOHCTPAIHSI KOMITBIOTEPHBIX MaTEPUATIOB C UCTIONB30BAHIEM MYJIBTHMEIHHHBIX
UCTIONB30BaHME MH(DOPMAIOHHO-CIPABOYHOTO  O0ECTIeUeHUs, TAaKOro Kak: TMpaBOBEIC
cnpaBouHble cucteMbl (KoHcynbpranT+ U 11p.), OHJANH ciioBapy, cnpaBouHuku (I'pamorta.py,
Wurywur.py, Bukunenus u ap.), HaydHbIe MyOIUKAIN.

UCTIOJIb30BAHKE CHEUHUATN3UPOBAHHBIX CHPABOYHBIX CHUCTEM (DJIEKTPOHHBIX Y4YEOHHKOB,
CIPAaBOYHUKOB,  KOJUICKIIMA  WUIIOCTpanmii W (oromsoOpakenud, (PpoToOaHKOB,
npo¢heCCHOHATBHBIX COLMANIBHBIX CeTeH U JIp.).

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

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

24



MT-24: PaGouas nporpavma aucuummnet 51.B.10 «JlokyMeHTalMoHHOe o0ecneueHue ypapieHus

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

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

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

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

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

Gimp (rpaduueckuii penaktop) Cepiika: https:// www.gimp.org/

ImageMagick (rpadudeckuii penaktop) Cebuika: https://imagemagick.org/script/index.php
VirtualBox Ccpuika: https://www.virtualbox.org/

Adobe Reader Ccpuika: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html
OmnepanmonHas cucreMa Windows 8.1 Jlnien3nonnas Bepcus 1mo gorosopy Ned71\1 ot
DNEeKTPOHHO-OMOTMOTEUHAsE cucTeMa bubiokoMimiekTaTop

HammonaneHa smekTpoHHass OuONMoTeKa - QenepanbHOe TOCYIapCTBEHHOE OFODKETHOE
yupexenue «Poccuiickas rocynapctBenHas ononuorekay (OI'BY «PI'by)

Penakums baswl nanseix «I1IOJIIPEJ] CripaBouHuKmy
DnekTpoHHO-0ubanoTeyHast cucrema «JIAHby»

12. Onucanne MaTepHaJIbHO-TEXHUYECKOH 0a3bl, HEOOXOAMMOI /151 OCYLeCTBJICHUS
00pa30BaTEeJbLHOrO MpoIecca no JUCHHUIINHE (MOIYJII0)

-KOMIIBIOTEPHBIN KJIacC U JOCTYI K ceTH MIHTepHeT (BO BpeMsi CaMOCTOSITEIbHON MOATOTOBKN);
-IIPOEKTOpP, COBMEIICHHbII € HOYTOYKOM [UIs MPOBEAEHMS JIEKIMOHHBIX 3aHITUH
NpEroAaBaTesIeM U NPE3EHTALMN CTYACHTaMHU Pe3yJIbTaTOB PAOOTHI
-pa3JaTo4HbIA MaTepua JAjs NpOBEACHUS TPYIIOBOM paboThI;
-METOJMUECKUE MaTepHalbl K IMPAKTUUECKUM 3aAHATHSAM, JIEKIMU (PYKOMHWCh, 3JIEKTPOHHAs
Bepcusl), IUAAKTUUECKUI MaTepual Ui CTYIEHTOB (TECTOBBIE 3aJaHUsl, MYJIbTUMEIUNHBIE
-J1J1s poBeieHNs JIEKIIMOHHBIX HeoOX0uMa CHEeMAIN3UPOBAaHHAsL ayUTOPUS — OCHAIL[EHHAs
WHTEPAKTUBHOM JIOCKOM.

13. Oco0eHHOCTH OpraHu3anuu O0y4YeHHsl MO JUCHUILIMHE O00y4aloUIMXCH W3 4YHCIa
HHBAJIMIOB M JIMI C OTPAHUYEHHBIMH BO3MOKHOCTSAMU 310poBbsi (OB3)

[Tpu HEOOXOIUMOCTH B 00pa30BaATEIILHOM IPOIIECCE MPUMEHSFOTCS CIICTYIOIAE METOIBI 1
TEXHOJIOTHH, oOOJeryaroniye BocnpusTHe HWHOOpPMAIMK OOYYArOIIUMUCS WHBAIHIAMHU U
muramu ¢ OB3:

- CO3JIaHHME TEKCTOBOM BEPCHH JIFOOOT0 HETEKCTOBOI'O KOHTEHTA JIJIS €r0 BO3MOKHOI'O
npeoOpa3zoBaHus B alIbTEpPHATUBHBIC (POPMBI, YIOOHBIE /IS PA3JIMYHBIX TIOJIL30BATENICH;

- CO3/1aHKMe KOHTEHTA, KOTOPBIA MOXKHO MPEICTaBUTh B PA3JIUUYHBIX BHIaX 0€3 MOTEPh
JTaHHBIX WIM CTPYKTYpPBI, MPEIYCMOTPETh BO3MOXHOCTh MAacIITaOMPOBAHUS TEKCTa U
n300paxkeHuii 6e3 MoTepu KayecTBa;

- CO3/IaHKE BO3MOXKHOCTH ISl O0YYAOIIUXCSl BOCIPUHAMATD OJIHY M TY )K€ HH(OP-
MaIi0 W3 pa3HbIX HCTOYHUKOB — HANpUMEp, TaK, YTOOBI JIMIIA C HApYIICHHEM CiIyXa
HOJTy4aJId HHPOPMAIHMIO BU3YaIbHO, C HAPYIIICHHEM 3PSHUS — ayAUajIbHO;

- MIPUMEHEHHUE TIPOTPAMMHBIX CDEICTB, OOCCICUMBAIOIIMX BO3MOXKHOCTh OCBOCHHS
HaBBbIKOB M yMeHI/Iﬁ, (bOPMI/IpyeMI)IX HHCHHMHHOﬁ, 3a CUCT AJIbTCPHATHBHbLIX CHOCO60B, B TOM

qucie BUPTYAIbHBIX JIA0OPATOPHUI U CUMYJISIIIMOHHBIX TEXHOJIOT UM,

- IPUMEHEHUE IUCTAHIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTHUN ISl TIepeaaqu
YECKUX 3aHATHUM, BBICTYIUICHHUS C JIOKJIAJaMHU M 3alUTON BBINOJHEHHBIX pa0dOT, MPOBEICHHE
TPEHUHI'OB, OPTaHU3alMK KOJUIEKTUBHOM pabOTHI;

- IPUMEHEHUE IUCTAHIMOHHBIX O00pPa30BATEIbHBIX TEXHOJOTHMN JUIsl OpraHU3alliu

25



MT-24: PaGouas nporpavma aucuummnet 51.B.10 «JlokyMeHTalMoHHOe o0ecneueHue ypapieHus

TEKYILIETO U MPOMEKYTOYHOTO KOHTPOJIS;

- YBEIMUYEHHE TIPOIOKUTEIIHBHOCTH CI1aYi O0YUaIONIMMCSI HHBATHIIOM WIIH JIUIIOM C
OB3 ¢opMm mpoMeXyTOYHOW aTTeCTalMd IO OTHONICHHWIO K  YCTaHOBJICHHOU
MPOAOKUTEIBHOCTY UX CAAYU: 3a4eT M SK3aMEH, NMPOBOJIUMBINA B MUCbMEHHON (opme, — He
6onee yem Ha 90 MuUH., MPOBOJMMBIA B ycTHOM (popme — He Oosnee uem Ha 20 MuH., —
NPOAOIKUTEIBHOCTH BBICTYIUICHHUS 00YYaroIIerocst MpH 3aliuTe KypcoBoi paboTel — He OoJiee
yem Ha 15 muH.

14. Buapl 3aHATHIL, MPOBOAMMBIX B (hopMe NMPAKTHYECKOI MOATOTOBKH

(He mpeyCMOTPEHO MPH M3YHEHHH JIMC IMTLTHHBI)
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