ooy

TOCYIAPCTBEHHOE BIO[MKETHOE Gimsomninormseaesmtou LCUro oBpRsOBA I PECTY G Josaray,

KPbIM "KPbIMCKIIA HKEHEPHO-TIENATOTUUECKW YHUBEPCUTET UMEHI

OBPA30BATE/IbHOE e mowotsopenotsouTcmcs e PPy
YYPEXXAEHWE BbICLUErO M‘m*w & ; S
OBPA30BAHWA PECMYBJINKN . 2 | 3
KPbIM "KPBIMCKIV UFKEHEPHO- Bist st 3 ! 1 i g

" BIO[PKETHOE OBPA3OBATE/NIbHOE YUPEXKEHWE BBICLUETO OBPA3OBAHMA g l &
L O AU L L SRS ARG 0 STtk Tt e T 3 d E
VIMEHW OEB3U AKYBOBA" o ¥ el

MHUHUCTEPCTBO OBPA3OBAHIIS, HAVKU U MOJIOJEXM PECITYBJIMKU KPbIM

Tocynapersennoe GromkeTHOe 0GpasoBaTenHOe Y4pexkieHHe BbIcIero o6pa3oBanus
Pecny0sinkn Kpbim

«KpBIMCKHIi HHKEHEPHO-IIeXAT 0T MY eCKHI yuaBepcuTeT uMmeHH PeB3u SAkytosar»
(I'BOYBO PK KHUITY umenn ®es3u SIkyGosa)

Kadenpa oxpausi Tpyaa B MAIIHHOCTPOCHHH U COLHAIBbHOI cdepe

COI''TACOBAHO YTBEPXIAIO
Pykoggmurens OITOIT 3asemyroifiuii kadenpoit

Y. Abaynrazuc Y. Abmynrazuc

/:/«‘ 95 LOF 2027 r. ¢ eFf 2027 r.

PABOYAS ITPOTPAMMA JTACIHUILIVHBI
b1.B.JIB.07.01 «okymenTooGopor B cdepe oxpaHbI TpyAa»

Halpabienue moaroroBku 20.03.01 Texwuocdepnas Ge30macHOCTS
IIPOQUIT TOJArOTOBKM «BEe301acHOCTD TEXHOIOMHYECKIX IIPOIIECCOBY

(paKyIbTeT HHIKEHEPHO-TEXHONOTHIECKHI

Cumeporons, 2021



Pabouast mporpamma muctmmmuest 51.B.JIB.07.01 «okyMeHT00GOpOT B cdepe
OXpaHbl Tpyxa» g OaxanaBpoB HampasieHus noarotosku 20.03.01 Texnochepnas
6esonacHocTb. [Tpoduits «Be30macHoCTb TEXHOMOTHIECKHX TIPOLIECCOBY COCTaBIeHa Ha
ocroBanuu @I'OC BO, yrsepixaenHoro npukasom MuHHCTepcTBa o0pazoBanug u
nayku Poceuiickoit ®eneparun ot 21.03.2016 Ne 246.

CocraButens -

S

7 1IH. bexupos, moi.

paboueif mporpaMmMEeI iﬁ

NOOMHCE

Pa6ouas mporpamma paccMoTpeHa 1 01o0peHa Ha 3aceaHuu Ka(epsl OXpaHbl TPy 1a
B MallIMHOCTPOEHHUH U COLIUATBHOM chepe

or ZZ L8 2027 r., npotoxon No 7~

3aBeyromuit kadempoi . Y.AOynrasmc
4 ne, Chb

Pabouas mporpamma pacéMoTpena u ogo6peHa Ha 3acenanun YMK HUHKEHEPHO-
TCXHOJIOTHYECKOT0 (haKyIbTeTa

or 30 &f 2027 r., nporokon N 7~
ITpencenarens YMK "%&@A depaToB

NOANHCH




TB-19: Pa6ouast nporpamma quctmminabl 51.B.J[B.07.01 «{okyMeHT0060pOT B chepe OXpaHsl TPYIa»

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

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

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

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

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

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

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

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

2.2. IInanupyembie pe3yabTaThbl 0CBOCHHS M CHHUILIHHbI

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

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

— MOPSIIOK COCTaBIEHUSI, 0QOPMIIEHUS TOKYMEHTOB

— OCHOBBI JICITETHLHOCTHU CIIY>KOBI TOKYMEHTAI[MOHHOTO 00ECTIeUeHUs

— MPUHIMIBI OPraHU3ALUY OTIEPATUBHOTO U APXUBHOTO XPaHEHUS JOKYMEHTOB

Ymersb:

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

— OCYIIECTBJIATH KOMITBIOTEPHYIO MOATOTOBKY M 00pa0OTKY JOKYMEHTOB

— paboTaTh C BXOAAIIUMU, UCXOAAIIMMU U BHYTPEHHUMHU JOKYMEHTaMU

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

Baaners:

— HaBBIKaMHU YCTHOW U MUCHMEHHON KOMMYHHUKAIIUU B TIPO(eCCUOHATBHOU cdepe

— NMPAKTUYECKUMH HaBBIKAMH KOMIBIOTEPHON TOATOTOBKU U  OGOPMIICHHS
JOKYMEHTOB

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

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

OTHOCHUTCS K JTUCIHILIMHAM 10 BEIOOPY BapUaTUBHOM YacTH yueOHOIO IJIaHa.

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

KoHTakTHBIE Yachl
Oobee KOJI-BO KonTpoan
Cemectp KOJI-BO 3au. 126.3] TP com. CP (Bpems Ha
4acoB € IMHMUII Beero | ek an |73 3am u3 KOHTPOJIB)
8 108 3 56 18 38 52 3a
Htoro mo OO 108 3 56 18 38 52

5. Coaep:xaHue IMCUMIUIMHBI (MOAYJsl)) (CTPYKTYPHPOBAHHOE IO TeMaM
(pa3nesiaM) ¢ yKkazaHHeM OTBEJIE€HHOI0 HA HHUX KOJHYECTBA AKAJAEMHUYECKHX WJIH
ACTPOHOMHUYECKHMX YaCOB U BU/IOB YUeOHBIX 3aHATHI)

KomnmuectBo gyacos

®dopma
HanmeHoBaHME TEM o4Has popma 3a0uHas Gopma p
(pasienos, mojyei) TEKYIIETO
JICJI0B, MOTyJIei
p > Y. B TOM, 4cCJIe B TOM, 4CJIe KOHTPOJIA

n |nab| mp |cem| U3 | CP n |nmab| np |cem| U3 | CP

| Beero
© | Bcero

451678 1011|1213 14| 15 16
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Pa3znen 1. BBenenue B 1okymMenTo000pot. HopmaTuBHo-MeTOoqMUYecKkas 6a3a

1.1.0cHOBHEBIE
MOJIOKEHHS 1O
JOKYMEHTUPOBAHHUIO
yIpaBIECHYECKON
JesITeIbHOCTH.
TpeboBanus k
0pOpMIICHHIO
PEKBU3UTOB.

YCTHBII OIIpoC

Paznen 2. JlokymeHT

HPOB

aHue

yIIpaBJleH

YeCKHX 10

KyMe

HTOB

2.1. JlokyMeHTHpOBaHU
€ OpraHN3alHnOHHO-
MIPaBOBEIX TOKYMEHTOB

YCTHBII onpoc

2.2 JIOKyMEHTHUPOBaHU
€ OpraHN3aIlMOHHO-
pacropsINTEeIbHBIX
JOKyMCHTOB

YCTHBIH OIIpoc

Tema: «CocTaBieHue
u opopmieHHE
OpraHU3alOHHO-
pacropsANTEeIbHBIX
nokymeHToB (OP/)».

TIPAKTHIECKOC
3aJlaHue

2.3.JIoKyMEHTUPOBaHU
€ CIIPaBOYHO-
WH(POPMAIIMOHHBIX U
CIPaBOYHO-
AHATUTHYCCKUX
JOKyMCHTOB.

18

16

YCTHBIH onpoc

Tema: «CocraBienue
u oopmIIcHHE
MH)OPMAITHOHHO-
CIIPaBOYHOM
HOKYMCEHTaLUN»

PaKTHIECKOE
3aJaHue

Tema: «CocTaBieHue
1 opopMIICHHE
TUCEeM»

PaKTHIECKOE
3aJaHue

2.4 JIokyMEHTUPOBaHU
€ IeATENbHOCTH
KOJUTETHaTbHBIX
OpraHoB M paboTHI C
KaJpaMu.

10

YCTHBII 0npoc

2.5.J10KyMEHTHUPOBaHU
€ TPYJA0OXpaHHOI
JesITeTbHOCTH

10

YCTHBII 0npoc

Tema:«CocraBneHnne u
odopmIleHHE
IIOKyMeHTOB 110
OpraHu3aluu U
nposenennn COYT»

11

11

PAKTHIECKOES
3a1aHue

Paznen 3. Opranuzanus 10KyMeHT0000poTa
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3.1.Peructpamus
JIOKYMEHTOB.
Opranunzanus
KOHTPOJIS 3a
HCITOJIHEHUEM
JIOKYMEHTOB.

YCTHBII OIIpoC

3.2.0pranunzanus
XpaHeHUs
JIOKYMEHTOB.
Ilepenaya nen B
aApXUB.

YCTHBII onpoc

Bcero uacos 3a
8 cemectp

108

18

38

52

dopMa IpoMex.
KOHTPOJISt

3auyer

Bcero uacos
JUCLHHUILINHE

108

18

38

52

JaCcOB Ha KOHTPOJIb

5. 1. TemaTu4ueckuii MJIaH JEeKIUMI

Ne nekir

Tema 3aHgITHA U BOIIPOCHI JICKINH

®opma npoBe;
JICHUS
(akTuB.,

KomnnuectBo
JacoB

HWHTEpaK.)

0]00)

300

=

PCKBU3UTOB.

OcHosHble 80npoChi:
1. HopmaTuBHo-MeTouueckas 6a3a
JIEJIONIPOU3BOICTBA;

1.1.OCHOBHBIE TOJOKEHUS T10
JTOKYMEHTUPOBAHUIO YIIPABIECHYECKOM
nestenbHOCTU. TpeboBaHus K 0(hOPMIICHUIO

2. JlenoBble JOKYMEHTHI: IOHATUE, BUIBL,
odopmienue. bianku nenoBeIX JOKYMEHTOB.

3. PexBU3UTHI: OHSATHE, KITACCU(DUKAIS, BUIBL.
FOpuanueckas cuiia TokyMeHTa

AKT.

4

OcHosHble 80NPOChL:

1. IloHsATHE, HA3HAYCHHUE U COCTAB OCHOBHBIX
CUCTEM OpPraHU3aIlMOHHO- MPABOBOM
JIOKYMEHTAIIHH;

2. |2.1. JlokyMeHTHpOBaHHE OpPTaHU3AIMOHHO-
MPaBOBBIX JOKYMEHTOB

AKT.
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2. YcraB, OJ0XKEHUE, PETJIaMEHT, IITaTHOE
pacnuca”ue, TOHKHOCTHAS NHCTPYKIMS KaK
OCHOBHBIE OPTraHU3aOHHO-IIPABOBbIE
JOKYMEHTHI: UX Ha3HAYEHUE , COCTaB PEKBU3UTOB,
UX Pa3MEIIEHUE B CTPYKTYpPE TOKYMEHTA.

2.2.JIOKyMEHTUPOBAHUE OPTaHU3ALMOHHO- AKT.
pacnopsiANTENbHBIX TOKYMEHTOB

OcHognble 80npocol:

1. OCHOBHBIE BU/IbI OpraHU3AIUOHHO-
pacnopsiAUTENbHBIX IOKYMEHTOB;

2. ITpukas, ykazaHue, paciopsbKeHUE, KaK
JOKYMEHTBHI, U3/1aBAEMBbIE B YCIOBUSIX
€MHOJIMYHOTO IPUHATHUS PELICHNUS;

3. IlocTaHOBIEHUE U PELICHUE, KaK JOKYMEHTHI,
W3ABAEMBIE B YCIIOBUAX KOJUIETHUAIIBHOTO
MPUHSATHUS PEIICHUSA

2.3.JI0OKyMEHTHPOBAaHUE CIIPABOYHO- AKT.
MH(OPMAITMOHHBIX M CIIPABOYHO-aHATTUTHIECKUX
JTIOKYMEHTOB.

OcHosHble 80npOCHI:

1. cHOBHBIE BUBI CITPAaBOYHO-UH(OPMAIIMOHHON
JOKYMEHTAIIHH.

2. [IpoTokon — MOHATHE, PEKBU3HUTHI, (POPMBI,
nopsAI0K oopmiteHus;

3. IlpennoxxeHue v NpeACcTaBieHUE KaK BUJIbI
CIIPABOYHO-UH(POPMAILIMOHHOMN JTOKYMEHTALUU;
4. JlenoBbie 3aMuCKH (IOKIagHAS, CITy>)KeOHas,
00BSICHUTETBbHAS, TIOSICHUTEIIbHAS ) — TIOHATHE,
O0COOEHHOCTH COCTaBJICHUS U O(hOPMIICHUS;

5. JlenoBeie (cmy>keOHBIC) MHCbMa — TIOHSITHE,
BUJIbI, COCTaBJICHHE U OPOpPMIICHHE

2.4.JIOKyMEHTUPOBAHUE JEATEILHOCTH AKT.
KOJUIETUATIBHBIX OPTraHOB M pabOTHI C KaJlpamMu.
OcHosHbie 80npochyi:

1. [TonsiTHE KOJUIETHATBLHOTO OpraHa v MopsAoK
ero paboThI;

2. lokyMeHTsI, 0Opa3yromuecs B AeSITENbHOCTH
KOJUIETUAIbHBIX OPTraHOB: PEILICHUs,
pacnopsKEeHUs, IPOTOKOJIBL, MOPSIA0K
COCTaBJICHHS U O(POPMIICHHUS UX;
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3. [IpaBuna cocraBiieHuss U 0POPMIICHUS
JOKYMEHTOB I10 INYHOMY COCTaBY:

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

2.5.JIOKyMEHTUPOBAHUE TPYAOOXPAHHOMN AKT.
NS TENbHOCTU

OcHnognbie 60npocol:

1. Odbopmienne opraHu3almOHHO-
pacnopsIUTEIbHBIX JOKYMEHTOB 10 OXpaHe
Tpyla;

2. OopmiieHne TOKyMEHTOB IO OCHOBHBIM
MEpOINPUATHUM I10 OXPaHE TPYAa;

3. Opranu3zanusi JOKYMEHTO000pOTa IO OXpaHe
TpyZa.

3.1.Peructpanus nokymenToB. Opranuszanus AKT.
KOHTPOJISl 32 UCTIOJIHEHUEM JOKYMEHTOB.
OcHogHble 80npocol:

1. JIokyMeHTOO0OPOT, MOHATHE, OCHOBHBIE
TpeOOBaHUs K €r0 OpraHu3aIuu.

2. JIokyMeHTOTIOTOKH, KJIacCU(UKAIUs, NX aHATN3
Y COBEPUICHCTBOBAHUE;

3. OcHOBHBIE 3Tarnbl padbOTHI C TOKYMEHTaMHU.
[Topsimok MPOXO0XKICHHUS BXOASIINX U BHYTPEHHUX
JIOKYMEHTOB.

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

5. OpraHuzanus UCIOJHEHHS TOKYMEHTA, CPOKHU
WCIIOJTHEHUS, POPMBI KOHTPOJIS, CHSITHE
JIOKYMEHTOB C KOHTPOJIA.

3.2.0pranuzanusi XpaHeHUsl JOKYMEHTOB. AKT.
[lepenaua nen B apxus.

OcHosHbie 80npoChi:

1. Opranusanus TeKyero XxpaHeHus JOKyMEHTOB
2. HomeHknarypa Jie: NOHIATHE U Ha3HAuYEHHUE,
BUJIbI, 0OpOpPMIIEHHE HOMEHKIIATYP.
Cucremaruszanusi JOKyMEHTOB B JI€Je,
dbopmupoBanue aen. XpaHeHHE JIeNT B
CTPYKTYPHBIX TOJIpa3JICACHUIX YUPEKICHUM,
MPEANPUATANA, OPTAHU3ALIMMN.
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3. [logroroBka TOKyMEHTOB K NE€peaaye Ha
apXMBHOE XPAaHEHHE, COCTABJICHHUE OMUCEH AT,
4. OnpezneneHne IEHHOCTU JOKYMEHTOB U
JOKYMEHTAIIMOHHOU NH(pOpMaLIUK.

Hroro 18 0
5. 2. TeMmbl NpAKTHYECKHUX 3AHATHH
= dopma npose
= pMa rip KonuuecTBo
5 ICHUS
= HanMeHnoBaHre IPaKTUYECKOTO 3aHITHS 4acoB
) (akTuB.,
ol HHTCpaK.
2. Pi) 7000 | 300
1. |Tema: «CocraBienue u opopmieHue AKT. 9
OpraHU3alMOHHO-PACIIOPSIIUTENBHBIX JOKYMEHTOB
(OPLD)».
2. |Tema: «CocraBienue u ohpopmiieHIE AKT. 9
MH()OPMAITMOHHO-CITPABOYHON JOKYMEHTAIIUM
Tema: «CocraBnenue u 0hOpMIICHHUE TUCEM) AKT. 9
Tema:«CoctaBienue u oopmiIeHUE JOKYMEHTOB AKT. 11
1o opranuzauuu u nposeaeHuu COYT»
Hroro 38

5. 3. TeMbl CeMMHAPCKHUX 3aHATHI

(HE MPeayCMOTPEHB! YIeOHBIM ITAaHOM)

5. 4. Ilepeyenn 1a00paTOPHBIX padoT

(He PeLyCMOTPEHO YIEOHBIM TIIAHOM)

5. 5. Tembl HHAUBUAYAJIBHBIX 3aHATHH

(He PeryCMOTPEHO Y4EOHBIM TIIAHOM)

6. IlepeyeHb y4eOHO-METOAMYECKOT0 00ecniedeHH sl JJI CAMOCTOSATEIbHOM

padoThI 00yYAKOIIKUXCS M0 JUCHUIIMHE (MOAYJII0)

CamocTtosaTenbpHast paboTa MO TaHHOW ITUCIUIUIMHE BKIIIOYAET Takue Gopmbl pabOTHI
Kak: paboTa c 0a30BbIM KOHCIIEKTOM; MOATOTOBKAa K MPAKTHUYECKOMY 3aHITHIO;
MOJIFOTOBKA K YCTHOMY OTPOCY; HAIlMCaHWE KOHCTIEKTA; MOJArOTOBKA K 3a4eTy.

6.1. Conep:kaHue CaMOCTOATEIbHOI PA0OTHI CTY/ICHTOB 10 JUCHUILIHHE (MOIYJII0)

No

HanmMmeHoBaHue TeM u BOIIPOCHI, BEBIHOCHUMBLIC Ha

AANIAATAGTATIT TIVTA oAy

®opma CP

Koim-Bo uacoB
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vavivvivuzai leDﬂ)’ v PCLUU 1 )’

0100

300

1.1.OcHOBHBIE TTOTOXKEHUS TIO
JOKYMEHTHPOBAHUIO YIIPaBICHUECKOM
nesTenbHOCTH. TpeboBaHus K 0(OPMIICHUIO
PEKBU3UTOB.

OCHOBHBIE BOIIPOCHI:

1./lokyMeHTOBeIeHNE KaK HayyHasi IUCLUUIUINHA.
2./1enonpou3BOJACTBO: MOHATHE U IPUHLIUIIBL,
Hay4yHasi OpraHu3alus AeJ0NpOU3BOICTBA.
3.HopmaruBHO-MeToanuecKas 6a3a ynpaBieHUs
JTOKYMEHTALIUEN.

4.CtpyKkTypa OpraHoB JIOKYMEHTaIlMOHHOTO
oOecrieueHus yrpapieHUsI.

5.biiaHKM TOKYMEHTOB, Ha3HAYEHUE U TPEOOBaHUS
K OnankaMm. OOmue 61aHKH, OJJAaHKU IMUCEM U
KOHKPETHOTO BUJIa IOKYMEHTOB.

6. HazHaueHne peKBU3UTOB, UX POJIb B
YHHU(UKAIMHA JOKYMEHTOB M UCITOJIb30BaHUN
TEXHUUYECKUX CPEJICTB B pabOTE C JIOKYMEHTaMHU.
7. CoctaB 00s3aTENIbHBIX U JOTIOJHUTEIBHBIX
PEKBU3UTOB JOKYMEHTA, MpaBuiia ux ohopMIICHUS,
0COOCHHOCTH MCITOJTHCHHS.

8. CocraBnenue popmyssipa - odpasia

MIOJTOTOBKA K
YCTHOMY
orpocy;

HanMcaHue
KOHCIICKTa,;
MOJIrOTOBKA K
PAKTHIECKOMY
3aHSTHUIO

2.1.JIoOKyMEHTUpPOBAHUE OPTaHU3ALMOHHO-
MPaBOBBIX JOKYMEHTOB

OCHOBHBIE BOIIPOCHI:

1. TekcTbl JOKYMEHTOB: UX YHU(PUKALKSA,
TpeOOBaHMS U BUIbI TEKCTOB.

2. OpraHu3alOHHO-IPABOBAsI TOKYMEHTALU:
BUJIBbI, CTPYKTYpa, COCTaBJI€HUE U 0(hOpMIICHHIE
JOKYMEHTOB.

MOJrOTOBKA K
YCTHOMY
orpocy;

HarvcaHue
KOHCIIEKTa

2.2 . JIOKyMEHTHUPOBAaHNE OPraHU3alMOHHO-
pacnopsIUTENbHBIX JOKYMEHTOB
OcCHOBHBIE BONPOCHI:

10

HalMcaHHue
KOHCIIEKTA;
MIOJArOTOBKA K
MIPAKTUIECKOMY
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1.ITocTpoenne U TEXHOIOTHSI MOATOTOBKH
pacnopsAIUTEIbHOrO JOKYMEHTA B €IUHOJINYHOM
CUCTEME YIpPaBJICHUS.

2.Bupl pacnopsIuTEIbHON TOKYMEHTAUH.
3.Ilopsaok u3gaHusl pacopsIuTENbHOTO
JOKYMEHTA B YCJIOBHSX €IUHOJIUYHOTO IPUHITHUS
pELIeHHUS.

4.IToarotoBka u 0OpMIICHHE PACTIOPSIIUTEITBHBIX
JOKYMEHTOB, CO3/I1aBa€MbIX Ha KOJJIETHAJIbHON
OCHOBE.

5. ITopsimok oopmIIeHHS IPOTOKOJIOB.

6. [Topsaok GyHKITMOHUPOBAHUS KOJIJICTHAIILHBIX
OpraHoB.

7. CoctaBiienue u opopMIIeHHE OpraHUu3aIMOHHO-
pacnopsauTenbHbIX JokymeHToB (OP/I)

3aHATHIO

2.3.JIOKyMEHTHPOBAaHUE CIIPAaBOYHO-
MH(GOPMALIMOHHBIX U CIIPABOYHO-aHATUTHYECKIX
JOKYMEHTOB.

OCHOBHBIE BOIIPOCHI:

1. XapakTepucTrka CripaBOYHO-UH(OOPMAIIMOHHBIX
JIOKYMEHTOB, OCOOCHHOCTH UX COCTaBJICHUS U
odopMmIIeHUS.

2.Ilpumenenne o(hpUCHON OPITEXHUKH AJIs
OTMPABKHU CIPABOYHO-UHPOPMAIIMOHHBIX
JIOKYMEHTOB.

3.JenoBoe nucbMo: crieuuduueckue
XapaKTEPUCTUKH, OCOOCHHOCTH HaIMCAHUS.

4. CocraBienue u opopmiieHne HHPOPMAIIIOHHO-
CIPAaBOYHOMN JOKYMEHTALIUN

HaImMCaHue
KOHCIICKTA,
IOArOTOBKA K
MpakTU4CCKOMY
3aHATHIO

16

2.4.JIOKyMEHTUPOBAHUE JEATEILHOCTH
KOJUIETUATIBHBIX OPTraHOB U pabOTHI C KaJlpamMu.
OCHOBHBIE BOIIPOCHI:

1.Oprann3aMOHHbIE JOKYMEHTHI KaJpOBOU
CITYKOBI.

2.XapakTepuCcTHKa JOKYMEHTOB, OTHOCSIIIUXCS K
JOKYMEHTAIIMH 110 JIMYHOMY COCTaBY.
3.CocTaB IOKYMEHTOB JIMYHOTO JIeJIa.
OdopmiieHne T0KyMEHTOB.

4. TpebGoBaHus K 3aMOTHEHUIO, BEICHUIO U
XPaHEHUIO TPYIAOBBIX KHUKEK.

5. CoctaBnenue u 0OpMIICHHE MTUCEM

11

HarnmucCaHue
KOHCIICKTA,
IIOATOTOBKA K
MPaKTUYIECCKOMY
3aHATHUIO




TB-19: Pa6ouast nporpamma quctmminabl 51.B.J[B.07.01 «{okyMeHT0060pOT B chepe OXpaHsl TPYIa»

6 |2.5.JlokymMeHTHpOBaHUE TPYJOOXPAHHOM Harcanye
KOHCIIEKTA; 8
JeATeIbHOCTH HOATOTOBKA K
OCHOBHBIE BONPOCHI: NPaKTHYECKOMY
1. Opranu3anvoOHHbIE JOKYMEHTBI TPYA0OXpaHHoi| >
JeSTeIbHOCTH.
2. CocTaB JOKYMEHTOB 10 KOHTPOJIIO YCIOBUM U
0€e3011acCHOCTHU TPYyAa.

3. Hokymentsl mo COYT

4. CocraBienue u 0opMIICHHE JOKYMEHTOB I10
opranu3zauuu u nposeneann COYT

7 |3.1.Peructpamus nokymeHToB. Opranuzaius anfzziiﬁ 5
KOHTPOJISI 3@ UCTIOJIHEHUEM JIOKYMEHTOB.

OCHOBHBIE BOIIPOCHI:

1.J10KyMeHTOOOOpOT: MOHATHE U MTPaBHUIIA
OpraHM3aluy, y4yeT o0beMa JOKYMEHTO000poTa.
2.IlepBuyHast 06pabOTKa JOKYMEHTOB U MOPSIOK
UX PErUCTpalUH.

3.Homenknarypa aen, ux Buabl, TpeOOBaHUS K
COCTaBJICHHUIO U 0(OPMIICHHIO.

4.Opranuzanysi KOHTPOJIS 332 UCIIOJTHEHUEM
JOKYMEHTOB (JOKYMEHTBI IIOJJIeKaIIHe
KOHTPOJTIO, 3JIEMEHThI MEXaHU3Ma KOHTPOJIA,
CPOKHU UCTIOJTHEHHSI TOKYMEHTOB, CHATHE
JOKYMEHTA ¢ KOHTPOJIA).

Hroro 52

7. ®oH/1 OLIEHOYHBIX CPEICTB /ISl MPOBeIeHUsI MPOMEKYTOUYHOM aTTecTAlUN
00y4arouuxcs no JucHuIInHe (MO1YJI10)

7.1. IlepeyeHb KOMIIETEHIIUI C YKA3aHNEM 3TANOB UX ()OPMHUPOBAHUS B IpoIecce
0CBOEHMSI 00pPa30BaTeJbHON POTPAMMBI

Heckpun O1uieHOYHBIE
Komnerennnn
TOPHI cpencTBa
OK-13
3uartp TpeOoBaHMs K OPOPMIICHUIO YIIPABICHYECKUX, CITPABOYHO-
UH(POPMAITMOHHBIX U CIIPABOYHO-aHATUTHYECKHUX
JIOKYMEHTOB, UCIIOJIb3YEMBIX B OPTaHU3AIIMOHHON U YCTHBIH OMPOC
TPYAOOXPAaHHOU JAESITENTFHOCTH, B COOTBETCTBUH C
['OCTamu

12
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YmMmerh

IIPUMEHSTH AEUCTBYIOIINE IOCYIAPCTBEHHBIE HOPMATUBHO -

METOJAMYECKHE TOKYMEHTHI B 00JIaCTH OXpPaHbl TPyAad TIpaKTHHCCKoe
3aJlaHue
Baajers |HaBbIKaMM YCTHOM U MHUCbMEHHOW KOMMYHUKALIMH B
npodeccHoHaIbHOM cdepe 3a4et
OIIK-3
3uatp JIOKYMEHTOBEIYECKYIO TEPMUHOJIOTHIO, IEUCTBYIOIINE
rocyJapCTBEHHbIE HOPMATHUBHO - METOIMYECKHE
JIOKYMEHTBI; MOPSI0OK COCTaBJICHHsI, 0(hOopMIICHHS YCTHBIN OLIPOC
JIOKYMEHTOB
YMeTb  |OCYIIECTBISITH KOMIIBIOTEPHYO IIOATOTOBKY U 00pabOTKY | mpaktideckoe
JOKYMCHTOB 3aJIaHUE
Baagers |mpakTHUECKMMM HAaBbIKAMU KOMIBIOTEPHOM MOATOTOBKH U
0(hOpMIIEHHS JOKYMEHTORB sadet
IMK-12
3HaTh OCHOBBI JICATEIBHOCTH CIYKObI JOKYMEHTAIIUOHHOTO
oOecrnedeHus; MPUHILIUIIBI OPraHUu3aluu ONEPATUBHOTO U YCTHBIH OIPOC
aApXWBHOI'O XpaHEHUS JJOKYMEHTOB
YMerb  |paboTaTh C BXOAAIIUMU, UCXOISIIMMU U BHYTPEHHUMU
JAOKYMCHTAMH,; COCTABJIATH U OQ)OPMHHTB JAOKYMCHTHBI I10 MPAKTUYECKOE
cBoeH podeccHoHaIbHOM IeATeTFHOCTH B COOTBETCTBHH 3aaHne
¢ TpedoBanusmu ['OCTa
Baajers |HaBbIKaMM UCTIOIB30BAHUSA JEHCTBYIOUIUX
rOCyapCTBEHHBIX HOPMATUBHO-METOIUYECKHUX
JIOKYMEHTOB B 00JIACTH OXpaHbI TPyAa; METOJIaMU 3a4eT

COCTAaBJICHUS U O(I)OpMJIeHI/ISI JAOKYMCHTOB ITO OXpaHC
Tpyda

7.2. Onucanue nokasareJieil 1 KpUTepreB OLCHNBAHUS KOMIIETEHIIUI HA
Pa3JIMYHBIX 3Tanax uxX (OPMHPOBAHUSA, ONIUCAHUE KA OLCHUBAHUS

YPOBHI/I C(l)OpMI/IpOBaHHOCTI/I KOMIICTCHIIMH
OneHouHble
CDencTBa Komnerentnocts basoBsiit ypoBens | locTaTouHblil ypoBeHb|  Bbicokuii ypoBeHb
pea Hec(hopMUpoBaHa KOMIIETEHTHOCTH KOMIIETEHTHOCTH KOMIIETEHTHOCTH

13
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NPAaKTUYECKOE
3aIaH1e

He BeImonnena
WJIN BBIIIOJIHEHA C
rpyOBIMU

Pa6oTa
BBINIOJIHEHA B
MMOJIHOM 00BéME,

Pabora
BBIIIOJTHEHA
CaMOCTOSITEJILHO, B

Pabora BeImoIHEHA
MTOJHOCTBIO,
odopmIieHa IO

omnOKaMy U HE B |HO ¢ ommOKkaMu.  |[mosHOM 00béMe U [TpeGoBaHUSM.
nosHoM oObeme.  |B xone 3amuTe B COOTBETCTBHH C
BriBoIBI JaHBI MPaKTHIECKOM 3aJJaHUEM.
¢dbopmanbHO UM |paboThl cTyneHT | Bo3MokHBI
OTCYTCTBYIOT HE MOXKET HE3HAYUTEIIHHBIE
000CHOBATH OIIMOKH WJTH
MIPUHSATHIC HETOYHOCTH.
pemeHus.

YCTHBIN OMPOC OTtBer He OTtser OTtser OTBeT MpaBUIbHBIH,
MPaBUJILHBINA WK C|TTPaBUIIBHBIN, HO C |TPaBUIIbHBIH, CTPYKTYPUPOBAHHBI
rpyobIMU omubKaMu CTPYKTYpUPOBaHH (i ¥ CBsI3aH C paHee
omuOKaMu U HE B BIi. WU3YYCHHBIM
MIOJIHOM 00BbeEME ens onpoca matepuanom. llens

JIOCTUTHYTA ompoca JIOCTUTHYTa

3a4CT

He packpsIT
MOJTHOCTBHIO HU
OJIMH TEOP.
BOIIPOC,
MIPAaKTHYECKOe
3aJjaHue He
BBITIOJIHEHO WJIH
BBITIOJIHEHO C
rpyosIMH
ommOKamMu

Teop. Bopockl
PacKpBITEI €
3aMEYAHUAMMU,
OJIHAKO JIOTHKa
coOuoieHa.
[IpaxTueckoe
3a/aHue
BBIIIOJIHEHO, HO C
3aMCUYaHUAMMU:
HaMe4eH X0/
BBIIIOJIHCHU A,
OJIHAaKO He TIOJTHO
PacCKpHITHI
BO3MOKHOCTH
BBITTOJIHCHU L

Teop. Bompockl
PacKpBITEL €
HECYHICCTBCHHBIM
" 3aMCYaHHUAMU,
OTMEYarTCA
HECYIIIECTBEHHBIE
HEOOCTAaTKU B
odopmIIeHHUH.

Teop. Bopockl
PACKpPBITHI
MIOJTHOCTBIO,
IIPAaKTUYECKOE
3a/1aHue 0(pOPMIICHO
10 TpeOOBAHUSIM.

7.3. TunoBble KOHTPOJIbHBbIE 32]aHUS UM HHbIe MaTePHAJIbl, He00X0AUMBbIE J1JIs1
OLIEHKH 3HAHUW, YMEHHU i, HABBIKOB M (MJIM) ONBITA AeATEJILHOCTH,
XapaKTepUu3yIIUX 3Tanbl (OpMHUPOBAHMS KOMIIETEHIIMH B MpoLecce 0CBOCHUS
o0pa3oBaTe/IbHOI MPOrpaMMbl

7.3.1. IlpumMepHbIe NPAKTHYECKHE 32 IaHUSA

14
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1 IlpakTiaeckas paborta Nel

Tema: CocraBieHue U 0OpMIICHHE OpraHU3aIlMOHHO-PACTIOPSAAUTEIbHBIX JTOKYMEHTOB
(OPLL).

Lenp  pabotel:  HayuuThcst  cOCTaBiasATh W OQOPMIIATH  OpPraHHM3ALMOHHO-
pacnopsiauTenbabie JoKyMeHThl B cooTBeTcTBUU ¢ [[OCT P 6.30-2003

[Topsi1oK BBIMOTHEHUS PaOOTHI:

1. 3amucath HOMEp MPAKTHYECKOU pabOThI, TEMY U 1€ paOOTHI

2. 3amucatb KOPOTKO MPEI0KECHHBIC 3a1aHUS

[IpakTuueckas pabora coctouT u3 4-x 3amanuii mo cocrtaBieHuto OPJ[. YUToOw
opOpMUTH JTOKYMEHTBI HEOOXOJHMMO HKCIIOJIb30BaTh THUIIOBBIE (DOPMBI, KOTOpBIE
HAXOAATCS B MPHIOKCHHAX. B NPHIOKEHHUSAX TaKKe IPEICTABICHBI 3allOJHCHHBIC
00pasIipl ATUX JOKYMEHTOB.

OdopmieHre JTOKYMEHTOB Mpom3BoauTcs B pemaktope Microsoft Word ¢
COOJIIOJICHHEM BCEX OTCTYIIOB M WHTEPBAJIOB. Bce BBIMOJHEHHBIC 3aJaHUS JTOJDKHBI
OBITH pacrieyaTaHbl ¥ MPEJICTABICHBI MPENOABATENIO IS IPOBEPKH.

3ananue 1

OdopmuTh 3asBI€HHE HUCIIONHSIONIETO 00I3aHHOCTH OTBETCTBEHHOIO 3a OXpaHy Tpyda
manoro npennpusatus «NeNeNey ¢ mpocsOOW MPEJOCTaBUTh YYEHUUYECKUH OTIYCK C
06.03.20 _ mo 18.03.20 _ mpomomkuTeNbHOCTRIO 13 KalleHTapHBIX JHEH Ha
ocHOBaHUM cripaBku — BbI3oBa Ne 5655 ot 01.03.20__. @.M.0. n.0. OTBETCTBEHHOTO 3a
OXNAHV TNVTIA.
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2.Ilpaktuyeckas pabora No2
Tema: «CoctaBnenue u ohopmieHnue HHHOPMAITHOHHO-CIIPABOYHOHN JTOKYMEHTAIIUN

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

[Topsi1oK BBIMOIHEHUST PaOOTHI

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

2. 3anmcath KOPOTKO MPEUI0KECHHBIE 3a/1aHuUs

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

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

3ananue 1

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

B coctar koMuccum. ImOROTFTIIEN NERURMH) RXOTTAT:

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

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

[Topsa0K BRIMOTHEHUS PAOOTHI

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

2. 3anucaTh KOPOTKO MPEJIOKEHHBIE 3aJaHMs

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

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

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

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

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

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

[Topsa0oK BRIMOTHEHUS PAOOTHI

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

2. 3anucaTh KOPOTKO MPEJIOKEHHBIE 3aJaHHs

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

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

3amanue 1.

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

7.3.2. [IpuMepHbIe BONPOCHI /IJIsl YCTHOTO OIpoca

1.Tema 1.

1. JlokyMeHTOBEIeHUE KaK Hay4YHasi JUCIUILIMHA.

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

3. HopmaTtuBHO-MeTOMMYECKast 6a3a ynpaBieHUs JOKYMEHTAIHEH.

4. CTpyKTypa OpraHOB JIOKYMEHTAIIMOHHOTO O0ECIICYCHHS YITPaBICHUS.

5. Pa3BuTue U CTaHOBJIEHUE IOCYIapCTBEHHOTO JIEIONPOU3BOICTBA.

2.Tema 2.

1. brianku TOKYMEHTOB, Ha3HauY€HUE U TpeOoBaHMs K OmaHkaM. OOmue O6JaHKu, OJaHKU
MUCEM U KOHKPETHOT'O BHJIa IOKYMEHTOB.

2. HazHayeHHne pEKBH3WTOB, WX POJIb B YHU(PHUKAIUU JTOKYMEHTOB W HUCIOJIH30BAHUH
TEXHUYECKUX CPEJICTB B pabOTE C TOKYMEHTaMH.

3. CocraB 00s3aTeNnbHBIX M JIOTIOJTHUTEIHHBIX PEKBU3UTOB [IOKYMEHTA, TpPaBUJa HX
ohopMIIeHHUS, 0COOCHHOCTH UCTIOJTHEHUSI.

4. Cocrasienne hopmyIsipa-o0pasia JOKyMEHTa C PacToI0KEHUEM PEKBH3UTOB.
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3.Tema 3.

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

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

4. Tema 4.

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

2. IMopsimox oopMieHUsI TPOTOKOJIOB.

3. [Mopsimok PyHKITMOHUPOBAHUS KOJUIETHATIBHBIX OPTaHOB.

5.Tema 5.

1. TlocTtpoeHMe © TEXHOJOTHSI TOJITOTOBKH pPACHOPSIUTENBHOIO JIOKYMEHTa B
€AUHOJINYHON CUCTEME YTIPABIICHMUS.

1. Buael paciopsiuTeIbHON TOKYMEHTALUH.

2. Tlopsimox wW3maHWs PaCHOPSAMTEIHHOTO JOKYMEHTa B YCJIOBHAX E€IHHOJIHMYHOTO
IIPUHATHS PELICHHUS.

6.Tema 6.

1. XapakrtepucTtuka CnpaBOYHO-UH(DOPMALMOHHBIX JIOKYMEHTOB, OCOOCHHOCTH HX
COCTaBJICHUSI U O(hDOPMIICHHUS.

2. Ilpumenenne oQGUCHONW OPITEXHUKU IJIs OTIPABKU CIPABOYHO-WH(OPMAIMOHHBIX
JIOKYMEHTOB.

3. lenoBoe nmucbMo: cienupuyecKue XapakTepUCTUKU, 0COOEHHOCTH HAIMCAHUS.

7. Tema 7.

1. Opranu3anioOHHbIEC JOKYMEHTHI KaJIpOBOM CITY>KOBI.

2. XapaKkTepucThKa JOKYMEHTOB, OTHOCAIIUXCS K JOKYMEHTAIIUU 110 JTUYHOMY COCTaBY.
3. CocTaB TOKYMEHTOB JIMUYHOTO jiesia. OpopmiieHre T0KYMEHTOB.

4. TpeboBaHus K 3aM0THEHUIO, BEJCHUIO U XPAHCHUIO TPYIOBBIX KHIDKEK.
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8.Tema 8.

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

2. IlepBuunas 006paboTKa JOKYMEHTOB U MOPSAIOK UX PETUCTPAIUH.

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

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

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

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

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

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

7.3.3. Bonipochl K 3a4ery

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

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

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

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

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

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

7.061mue npaBuna oGopMIEHHUS TOKyMEHTOB.

8.braHku TOKyMEHTOB: BUIbI, 0COOEHHOCTH OPOPMIICHHUSI.

9.PekBU3UTHI 3aT0JIOBOYHOM YaCTH JOKYMEHTA.

10.06s13aTenbHbIE PEKBU3UTHI JJOKYMEHTOB.

11.PeKBU3HTHI, yTOCTOBEPSIOIINE TOKYMEHT.

12.1Topsimok coryiacoBaHUsI JOKYMEHTOB.

13.Ilopsinok mognucaHusi JOKYMEHTOB.

14.PexBusnuthl — oTMeTKH. [IpaBuia ux opopmiieHus.

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

CTPYKTYPBL.
17.CocraBiiesue u

odopmieHHE

KOJIJICTHAJIBHBIX OPraHOB.

JIOKYMEHTOB,

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

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

CTPYKTYPBL.

CBA3aHHBIX

Ha3Ha4YEHHE,

C JOCATCIBbHOCTBIO

COCTaB,

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

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

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

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

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

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

33.IIpouenypa nepenaun JOKyMEHTOB Ha apXUBHOE XPAHEHHE.

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

Tanbl (POPMHUPOBAHUSA KOMIIETEHIIH .

7.4.1. OneHUBaHUE MPAKTHYECKOT0 321aHUSA

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

MaTepHaa 1o
MpeIoKEeHHOH Tpobaeme

MaTe€purajl YCBOCH

MaTcpurall YCBOCH U
OCMBICJICH

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

OgnazeHue npueMaMu
paboTsl

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

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

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

2

CTterneHb 0CO3HAaHHOCTH,
IIOHUMAHUS I/ISy‘leHHOFO

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

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

Marepuan ycBoeH 1
H3JIaraeTcsi 0CO3HAHHO

S3pIKOBOC OOpMIICHHE
oTBeTa

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

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

Peus rpamorHas,
COOJTIO/IEHBI HOPMBI
KyJIBTYPHI peun

7.4.3. OueHuBaHue 3a4eTa

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

2

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

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

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

OTBET COOTBETCTBYET
paboueii mporpamme
y4eOHOM TUCIIUITIHHEI

CrocoOHOCTb CTyIEHTa
apryMEHTHPOBATh CBOM
OTBET U IPUBOIUTH
MPUMEPHI

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

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

OTBeT apryMeHTHPOBaH,
MIPUMEPHI IPUBEAEHBI

OCO3HAaHHOCTh U3JIaracMOT0
Marepuajia

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

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

Martepuain ycBOeH U
M3JIaraeTcsi OCO3HaHHO

CooTBeTcTBHE HOPMaM
KyJIbTYpBI peUd

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

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

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

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

[To yueOHol nucuurmmHe «JloKyMeHTOOO0pPOT B cdepe OXpaHbl TpPyAa»
UCHOJb3yeTcs 4-0ajuibHas CUCTEMa OLEHHBAHMSI, UTOT OICHMBAHMS YpPOBHS 3HAHUMN
oOyuaronmxcs npeaycMaTpuBaeT 3a4€T. 3a4eT BBICTABIIAETCS BO BPEMS IOCIIETHETO
MPAKTUYECKOTO 3aHATHsI TPU YCIOBHHM BbITIONIHEHUS He MeHee 60% y4eOHbIX
MOPYYCHHM, TIPETyCMOTPEHHBIX yueOHbIM TutanoM u PIT/[. Hamuume HeBBITIOJHEHHBIX
y4eOHBIX MOpPYUYEHU MOXKET OBbITh OCHOBAaHHMEM JJISl JOMOJIHUTENBHBIX BOIPOCOB IO
JUCLMIIMHE B XOJIe MPOMEXYTOYHON aTTecTauuu. Bo Bcex ocTajbHBIX Cllydasx 3adeT
chaaercs OOydyaroIIMMHUCA B JaThl, HAa3HAUYCHHbIE MPENoAaBaTeieM B TEPHOJ
COOTBETCTBYIOIIUN IPOMEKYTOYHON aTTECTALIUH.

Illkana ouenusanua meKkywieii u RPOMENCYmMOUHOI AmMmecmayuu CmyoeHma

YpoBHU popMUpOBaHUS OreHKa 1Mo 4eThIPeX0alTbHOM 1IKase
KOMIICTCHIINH JIJISI 3a4€Ta
Bricokui
JlocTaTouHbIi 3a4TEHO
bazoBriii
Komnerenuust He  copmupoBaHa HE 3a4TE€HO

8. IlepeyeHb OCHOBHOM M IONOJIHUTEJIbHON yU4eOHOM JIUTEPaTYypPhbl, HEO0OXO0AUMOM
JJISI OCBOCHMSI JTUCIHUILINHBI (MOLYJIA)

OcHoBHasi uTepaTypa.

o Tun Kom-Bo B
Bub6auorpapuyeckoe onucaHue bracm yucGroe
H/H noco6ue, yueGHO-MeTO 6]/16_]'[ .

mocobue, ap.)

1. |Kymmnapenko H.H. JlokymenTtoBenenue: yueOnuk / H. H.
Kymmnapenxo ; pei.: 10. H. Cromsipos, B. A. Unbranaesa. -| yyeGuuk 10
K.: 3nanns, 2008. - 459 ¢

2. |AmupoB, A. P. JlokymeHTallMOHHOE OOecreueHue
yIIpaBIIEHUS B OpraHmM3anusax . ydeOHoe mocobue / A. P. https://e.
Amupos, B. Y. Muxaiinos. - Vda : BI'TIY umenun M. Yuebuste |lanbook.

Axmymisl, 2009. - 176 c. nocobus |com/boo
k/42213

23




TB-19: Pa6ouast nporpamma quctmminabl 51.B.J[B.07.01 «{okyMeHT0060pOT B chepe OXpaHsl TPYIa»

3. |Opranusanust  [elONpOU3BOJACTBA U IEPCOHAIBHBIN
MEHE/DKMEHT: TIPUMCHCHHE KOMIIBIOTEPHOTO TPEHHHTIA:| yyeGHOE

. o 10
yue0. mocobue / W. H. BacumseBa [u nap.]. - M.: By3oBckuil| oco6ue
yuebnuk, 2014. - 104 c.
JlonoJiHMTe IbHAA JJUTEpaTypa.
Ne Tun Kon-Bo B
bubnuorpaduueckoe onucanue (yaeGm, yueGHoe
I / I noco6ue, yaeoHO-METO 6I/I 6_]1 .

nocobwue, ap.)

1. |Tumodeera C.C. IIpousBoacTBeHHass 0€30MACHOCTh: yueo.
nocooue Jyist CTy1. By30B, 00y4Y. MO HAMp. MOJATOT. AUILIOM.
crer. "T'opuoe aemo" / C. C. Tumodeena, 0. B. Illemrykos
; peu.. H. B. bamuk, E. B. Kproxkos. - M.: ®@opywm;
M.1udpa-M, 2014. - 336 c.

yaeOHoe

rocooue 10

2. |Metonuyeckue peKOMEHIALUU 0 Pa3pabOTKe MHCTPYKIIUN
Mo OXpaHe TPyAa NPH BEHIIOJHCHHH PabOT C PYYHBIM| Meromuuec| https://e.

MHCTPYMEHTOM H IIPHUCIOCOONEHHAMH . METOJHYECKHE KHe lanbook.
pekomenganuu. - Mocksa : OHAC, 2008. - 88 c. ykasanwus 1 | com/boo
pexomena | k/10447

1805054 8

3. |Kastopena fl. JJokyMeHTOOOOpPOT: OpraHu3anus U BEACHUE:

meronnueckuit Marepuan / 5. Kasropesa. - Xappkos:| METOAMTICC
dakrop, 2002. - 164 c. Kne 6
MaTepHuaIbl

9. IlepeyeHnb pecypcoB HH(OPMANMOHHO-TEJIEKOMMYHHKANIMOHHON CeTH
«/HTepHeT», He0OXOAUMBIX /IJIl OCBOEHHS TUCIHUILINHBI (MOIYJIs1)

1.IlonckoBEIe CHUCTEMBI: http://www.rambler.ru, http://yandex.ru,
http://www.google.com

2.DenepanbHblil 00pa3oBaTeNbHBIN MOpTaT www.edu.ru.

3.Poccwuiickas rocynapctBenHas oubnuotexa http://www.rsl.ru/ru

4.T'ocygapcTBeHHasl IMyONW4YHas HaydyHO-TexHuUYeckas Oubnuoreka Poccuum URL:
http://gpntb.ru.

S5.T'ocymapctBeHHOe  OrO/KETHOE — yupexaeHue KynbTypbl PecrnyOmuku — Kpeim
«KpsiMckas pecnyOIKaHCcKas YHUBEPCATbHAS HayJHas OoubnuoTeKa»
http://franco.crimealib.ru/

6.ITemarornyeckas 6uoimoteka http://www.pedlib.ru/

7.Hayunast AJICKTPOHHAS oubnuoTeka eLIBRARY.RU (PUHLY)
http://elibrary.ru/defaultx.asp
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10. MeToguveckue yKazaHus JJis 00y4al0NUXCHA M0 OCBOEHUIO U CIIUNJIMHBI
(Mmonxy.Jist)

OO0mue pekoOMEeHIALMH 10 CAMOCTOATEIbHOH padoTe 0akalaBpoB

[ToaroToBka COBpeMEHHOTO OakaaBpa MpEIoiaraer, 4To B CTeHaX YHUBEPCUTETA
OH OBIIA/ICET METOHOJIOTHEN caMo00pa3oBaHMs, CaMOBOCIIUTaHUS,
CaMOCOBEPIIEHCTBOBAHMs.  OJTO  ONpEIeNseT  BaXXHOCTh  aKTHBHM3AIUU  €T0
CaMOCTOSITEIIbHON PabOTHI.

CamocrosiTenpbHass pabota GOpPMHPYET TBOPYECKYIO AaKTHBHOCTh OaKalaBpOB,
NPEJICTABICHHE O CBOMX HAYYHBIX W COIMAJIbHBIX BO3MOXHOCTSAX, CIOCOOHOCTB
BBIWICHATh  TIJAaBHOE, COBEPIICHCTBYET MPUEMbI  OOOOIIEHHOTrO  MBIIUICHUS,
npeanonaraeT Oojiee TIyOOKYyHO TPOPAOOTKY WMH OTHACIBHBIX TEM, OIPEICIICHHBIX
MIPOrpaMMOi.

OCHOBHBIMH BHJaMH U (OpMaMU CaMOCTOSITEILHOM paOdOThl CTYIECHTOB 10 JaHHOM
JUCIMILIMHE SBJISIFOTCS: CaMOIIOATrOTOBKA 110 OTJCIIBHBIM BoIpocaM; paboTa ¢ 6a30BbIM
KOHCIIEKTOM; ITOJIFOTOBKA K MPAaKTHYECKOMY 3aHATHIO; TIOJrOTOBKA K YCTHOMY OIIPOCY;
HaIKMCaHUe KOHCIIEKTa; MOAr0TOBKA K 3a4eTy.

BaxHoif 4acThi0 CaMOCTOSITENILHOM pabOTHI ABISETCS YTEHHUE YUEOHOM JINTEPATYPHI.
OcHoBHas (yHKIUS Y4eOHUKOB — OpPUEHTUPOBATH B CHCTEME TeX 3HAHUH, YMEHHH U
HaBBIKOB, KOTOpBIE JOJDKHBI OBITH YCBOEHBI MO JAaHHOW AUCHUIUIMHE OyAyIIUMU
CHEIMATUCTAMH. YUYEOHHK TaKKe CIYy)KUT IIyTeBOAUTEIEM [0 MHOTOYHUCICHHBIM
IIPOM3BEACHUSAM, OPHUEHTHPYS B MMEHax aBTOpPOB, CHEHUAIU3HUPYIOIIUXCA HA
ONPENCIIEHHBIX HAayYHBIX HAIIPABICHUSAX, B HA3BAHMAX MX OCHOBHBIX TPYIOB. Bropas
¢yHKIMS ydueOHUKA B TOM, YTO OH OYEpPUYMBAECT HEKHM KPYT OO0s3aTENbHBIX 3HAHHM I10
IpeaMeTy, He MMPETeH TysI Ha TITyO0O0KOe UX pacKpBITHE.

UreHne peKOMEHJOBAaHHOW JHUTEpaTypbl — O3TO Ta TJaBHAs YacTh CHCTEMBI
CaMOCTOSITENIbHOM yueObl OakanaBpa, KOTOpas oOecmeurBaeT MOJIMHHOE YCBOCHHUE
Haykd. YUTaTh 3Ty JUTEpATypy HYKHO MO MPHUHIIMITY: «U7esl, TEOPHs, METOJ B OHOM, B
JIPYroM U T.JA. KHUTAX».

Bo Bcex ciyyasix peKOMEHIyeTCSl pacCMOTpPEHHE TEOPETHYECKUX BOMPOCOB HE
MEHEee 4eM TI0 TPeM UCTOYHUKaM. M3ydenue mpoobaemMbl 10 pa3HbIM HCTOYHHKAM - 3aJI0T
rIyOOKOTO ycBOeHHMS Haykd. VIMeHHO JTOT OJOK, Hapsay C BBINOJHEHUEM
NPAKTHYECKUX 3aJaHUN SIBISETCS BEIYIIUM B CTPYKTYPE CaMOCTOSATEIHHOW pabOTHI
CTY/ICHTOB.

Buumanuio 0GakanaBpoB TMpeaiaraloTCs CIHCOK JIMTEPaTyphbl, BOMPOCHI K
CaMOCTOSITEJIbHOMY M3YUYEHHUIO U BOIIPOCHI K 3a4ETy.

JInis yCIeniHoro OBNAJCHUS AMCUUIUIMHON HEOOXOIMMO BBHITOJHATH CIEAYIOIINE
TpeOOBaHUS:

1) BBITIOJIHSTH BCE OMPEEIICHHBIE TPOTrPAMMOM BUIBI palboT;
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2) mocemarh 3aHATHUS, T.K. BECb TEMATUYCCKAN MaTepHaj B3aMMOCBSI3aH MEXIy COOOi
M, 3a4acTyl0, CaMOCTOSITEIbHOTO TEOPETUYECKOTO OBNAQJACHUS MPOMYIICHHBIM
MaTepuaioM HEJOCTAaTOYHO Il KaYECTBEHHOTO €r0 yCBOCHHUS;

3) Bce paccMaTpuBacMble Ha 3aHATUSAX BOMPOCH 00s3aTenbHO (PUKCHPOBATH B
OTJICIBHYIO TETPab U COXPAHATH €€ JO OKOHUAHUSI 00yUeHUS B BY3€;

4) nmposIBIISATh aKTUBHOCTH TPU TOATOTOBKE M HA 3aHITHUAX, T.K. KOHEYHBIA PE3yJbTaT
OBJIQJICHUSl COJIEPYKAHHEM JUCIUIUIMHBI HEOOXOIUM, B TMEPBYIO OdYepelb, CaMOMy
OakanaBpy;

5) B ciydasix IpoIycKa 3aHsITHH 10 KaKMM-JIN00 MPUYMHAM 0053aTe/IbHO OTPadaThIBaTh
NpOIMyIIEHHOE MPENOIaBaTENI0 BO BpeMsl MHIUBUIYaTbHBIX KOHCYIIbTAIHH.

BueypouHnas nesitenpHOCTh OakasiaBpa Mo JIaHHOUW JUCIMILTHHE TIPEIoIaraer:

- CaMOCTOSITEIHHBIA IMOUCK OTBETOB W HEOOX0AMMOW MHGOPMAITH TIO MPEII0KCHHBIM
BOIIPOCAM;

- BBITMIOJIHEHHE MPAKTUYECKUX 3a/IaHUl;

- BBIpaOOTKY YMEHUI HaAyYHOUN OpraHu3alliy Tpyaa.

VYcnemHasi opraiu3ainusi BpeMEHU MO YCBOEHUIO JAHHOW JHUCIUIUIMHBI BO MHOTOM
3aBUCHUT OT HAIMUUA y OakajaBpa yMEHHS CaMOOPTaHWU30BaTh CeOsI M CBOE BpeMs IS
BBITIOJTHEHUSI TPEUIOKEHHBIX JToMalmHuX 3amanuid. OOBEM 3amaHuil  paccUYUTaH
MakCUMaJIbHO Ha 2-3 baca B Hememro. [lpu 3TOM anropuT™ MOATOTOBKU OyIeT
CIHEAYIOIINM:

1 stan — mouck B JuTepaType TEOpPETHYECKOW HH(POPMAaLUU MO MPEeIIOKEHHBIM
IIPENOAAaBaTeIEM BOIIPOCaM;

2 3TaI — OCMBICJICHHUE MOTYyYEHHON HHPOpMalIK, OCBOCHHE TEPMUHOB U TIOHSTHIA;

3 3Tam — cocTaBieHUE TUIaHa OTBETA Ha KaX bl BOIIPOC;

4 3Tan — NOMCK NIPUMEPOB IO TaHHON poOIeMaTHKe.

Pab6ora ¢ 0230BbIM KOHCIIEKTOM

[IporpamMmoil TUCHUIUIMHBI MPETYCMOTPEHO YTEHHUE JICKIIMNA B Pa3IMYHBIX (opmax
UX TPOBEACHUS: TMPOOJIEMHBIE JIEKIIMH C DJJEMEHTaMH DJBPUCTHYECKOM Oecensl,
WH(POpPMAIIMOHHBIE JICKIIUH, JEKIMH C OIMOPHBIM KOHCHEKTHPOBAHUEM, JICKIIMH-
BU3yaJIu3alliu.

Ha mexkmusax mpenopaBarens paccMaTpuBaeT BOIPOCHI IPOrpaMMbl  Kypcea,
COCTaBJICHHON B COOTBETCTBUU C TOCYIAPCTBEHHBIM 00pa30BaTeIbHBIM CTaHAapTOM. U3-
3a HEIOCTAaTOYHOI'O KOJINYECTBA AYJUTOPHBIX YacOB HEKOTOPBIE TEMBI HE YIAETCA
OCBETUTh B IIOJIHOM O00BEME, MO3TOMY IPENOJaBaTelb, IO CBOEMY YCMOTPEHHIO,
HEKOTOpPbIE BOMPOCHI BBIHOCUT HAa CaMOCTOATENbHYIO palOTy CTYJEHTOB, PEKOMEHIYS
Ty WIW UHYIO JINTEPATYpy.

Kpome storo, ass mydinero ocBO€HUsI Marepuaia M CUCTEMATH3allMk 3HAHUU M0
JTUCITUTUTHHE, HEOOXOMMO IMTOCTOSTHHO pa30MpaTh MaTeprabl JSKIMHA IT0 KOHCIICKTaM U
y4€OHBIM TTOCOOUSIM.
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Bo BpeMms camocTosATenbHOM MNpopaOOTKH JIEKIIMOHHOIO MaTepuaia ocoboe
BHMMAaHUE CIEAYET YAEHATh BOZHUKIIMM BOIIPOCaM, HEMOHATHBIM TEPMUHAM, CIOPHBIM
TOYKaM 3peHus. Bce Takre MOMEHTBI CleNyeT BBIAEIUTh WM BBIIUCATH OTIAEIBHO JJIS
JabHEHIIeT0 OOCY)KIIEHUSI Ha MPakTHYeCKOM 3aHATHU. B cimywae HeoOxomumocTu
oOparaTteCcsi K MpEnojaBaTeNio 3a KOHCyJbTamuen. [1onHbI cUcOK JUTEepaTypsl IO
JUCLUIUIMHE NPUBEJEH B paboyeil mporpaMMme JUCHUIUIHHBIL.

Hanucanue KOHCIEKTA

Koncnekr (ot mar. conspectus — o0030p, u3aokeHue) — 1) MUCbMEHHBIA TEKCT,
CHUCTEMATHYCCKH, KPATKO, JIOTUYHO W CBS3HO IEPEHAONIMA COACpKAHUE OCHOBHOTO
UCTOYHUKA MH(POpMAIMK (CTaThbH, KHHUTH, JCKIUU U Ap.); 2) CHHTe3Hupyomas dpopma
3amucH, KOTOpas MOXKET BKIIIOYATh B €0 IUIaH UCTOYHHKA MH(OPMAIUH, BBIMTUCKU W3
HETO U €r0 TE3WCHI.

Buabl KOHCIIEKTOB:
— TUIAHOBBIA KOHCIIEKT (IJIaH-KOHCIIEKT) — KOHCIIEKT Ha OCHOBE C(HOpMHPOBAHHOIO
IUIaHA, COCTOSALIETO W3 OINPEAENICHHOrO0 KOJMYECTBA IYHKTOB (C 3arojloBKaMu) U
HOJIMTYHKTOB, COOTBETCTBYIOIIUX ONPEIEICHHBIM YacTsIM UCTOUHUKA HH(OPMALINH;
— TEKCTyaJIbHbI KOHCIEKT — TMOApoOHas Qopma H3I0KEHHs, OCHOBaHHas Ha
BBIMHMCKAaX U3 TEKCTAa-UCTOYHHUKA U €r0 HUTHPOBAHUHU (C JIOTUYECKUMU CBSI3AMH);
— IPOU3BOJIBHBIA KOHCIIEKT — KOHCHEKT, BKJIIOYAIOIINI HECKOIBKO CIIOCOO0B PabOThI
HaJ MaTepuagoM (BBIITUCKH, IUTUPOBAHUE, TJIaH
u ap.);
— CXEMAaTUYECKUHA KOHCIEKT (KOHTEKCT-CXeMa) — KOHCIEKT Ha OCHOBE IUIaHa,
COCTABJICHHOT'O U3 MMYHKTOB B BUJI€ BOIIPOCOB, HA KOTOPBIE HY>KHO JaTh OTBET;
— TEMaTUYECKUN KOHCIEKT — pa3paboTKa M OCBEIIEHHWE B KOHCIIEKTHBHOHN (opme
ONPEJIEICHHOI0 BOIIPOCA, TEMBI;
— omnopHbld KoHcmekT (BBeneH B. @. IllaTanoBbiM) — KOHCIEKT, B KOTOPOM
coliepKaHUE MCTOYHUKA HMHPOpPMALMK 3aKOJAUPOBAHO C TOMOIIbIO TpadUuecKux
CHUMBOJIOB, PUCYHKOB, LIU(P, KIIFOUEBBIX CJIOB U Jp.;
— CBOJIHBIM KOHCTIEKT — 00pab0TKa HECKOJBKUX TEKCTOB C IIEJIbI0 UX COMOCTABIICHUS,
CpPaBHEHUS U CBEACHUS K €MHON KOHCTPYKIUU;
— BBIOOPOYHBINA KOHCIIEKT — BBIOOP U3 TEKCTa MHPOPMAIIMH Ha OTPEACICHHYIO TEMY.

@OopMBI KOHCIIEKTUPOBAHUSA:

— miad (IPOCTOM, CIOXKHBIM) — (opMa KOHCHEKTUPOBAHUS, KOTOpas BKJIIOYAET
aHaJIM3 CTPYKTYphI TEKCTa, 00OOIICHNE, BBIJCIICHUE JIOTUKUA PAa3BUTH COOBITHH W HX
CyTH,

— BBINIUCKM — TMpocTedmas (opmMa KOHCIEKTUPOBAHUSA, TIOYTH JIOCIOBHO
BOCIPOU3BOAAIIAS TEKCT;
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— Te3uchl — (QopMa KOHCMEKTUPOBAHUSA, KOTOpas MPEICTaBIsIeT COOOM BBHIBOJIBI,
CIeTaHHbIE HAa OCHOBE MPOYMTAHHOTO. BBINEISIIOT MPOCThIE W OCIIOKHEHHBIE TE3HCHI
(KpoMe OCHOBHBIX MOJIOKEHHH, BKIIIOUAIOT TAaK)KE BTOPOCTEIICHHBIE);
— [WUTHUPOBAHHE — JIOCIIOBHAs BBIMHCKA, KOTOpas HUCHOJb3yeTcs, KOrJa mepeaarhb
MBICITb aBTOpPa CBOMMHU CJIIOBAMHU HEBO3MOXKHO.

BrinmonHenue 3agaHust:
1) onpenenuTh eNb COCTABICHHS KOHCIIEKTA;
2) 3anucaTh Ha3BaHUE TEKCTA WIM €ro YacTH;
3) 3anucarh BBIXOJHbBIE JaHHBIE TEKCTA (AaBTOP, MECTO U TOJl U3JaHUs);
4) BBLACTUTH NPU IEPBUYHOM YTEHUH OCHOBHBIE CMBICIIOBBIE YaCTH TEKCTA;
5) BBIIEUTH OCHOBHBIE MOJIOKEHHS TEKCTAa;
6) BBIIEIUTD MTOHATHSL, TEPMHUHBI, KOTOPbIE TPEOYIOT Pa3bsICHEHUH;
7) mocnenoBaTeIbHO U KPATKO MU3JI0XKHUTh CBOUMH CIIOBAMH CYIICCTBEHHBIC MOJIOXKCHHUS
U3y4aeMoro MaTepuaa;
8) BKIIIOYMTH B 3alUCh BBIBOJIBI TI0 OCHOBHBIM TOJIOKEHHSM, KOHKPETHBIM (pakTaM U
npumepam (6e3 TopoOHOro ONUCAHNUSA);
9) wucnonp30BaTh MPHEMbl  HATJISTHOTO  OTPAXCHHs  cojaepkaHus  (ab3arrsl
«CTYTEHbKaMI», Pa3IUYHbIE CTIOCOOBI MOTYEPKUBAHUS, PYUKH PA3HOTO IIBETA);
10) coOromaTh mpaBUiia MUTUPOBaHMS (IIUTATa JOJDKHA OBITH 3aK/IFOUYEHA B KaBBIUKH,
JlaHa CChUIKA HAa €€ UCTOYHUK, yKa3aHa CTPaHUIIA).

[Tnarupyemsble pe3ynbTaThl CAMOCTOSTEIBHON paOOTHI:
— CIIOCOOHOCTh CTYJIEHTOB AaHAJIU3UPOBATH PE3YJIbTAaThl HAYYHBIX HCCIECIOBAHUMA U
OPUMEHATh MX TPU PEUICHMH KOHKPETHBIX 00pa30BaTENIbHBIX U HCCIIEIOBATENBCKUX
3ajad4;
— CIIOCOOHOCTH pelaTh CTaHIAPTHBIE 3a7aud MPO(EecCHOHATBLHOW NESTENbHOCTH Ha
OCHOBE HMH(POPMAIIMOHHOM u OubOnIHorpadguyeckoil KylabTypbl C NPUMEHEHHEM
UH(POPMAITMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTUH U C Y4ETOM OCHOBHBIX TpE€OOBaHUM
UH(POPMAITMOHHOM 0€30MacHOCTH.

HO}IFOTOBKa K IPAKTHYE€CKOMY 3aHATHUIO

MeToanvyeckue peKOMEHIAIUU 10 MTOATOTOBKE K MPAKTUYECKUM 3aHITUAM

IToarotoBka K MNPAKTUYECKOMY 3aHSTHIO BKJIKOYAET CIECAYIOIIUE DSJIEMEHTHI
CaMOCTOSITEJIbHOM  JIESTEIIbHOCTH: YETKOE€ MPEJACTABICHUE LEJIM W 3aJad  €ro
MPOBEJICHUSA;  BBIJICJICHUE  HABBIKOB  YMCTBEHHOW, AQHAJMTUYECKOM, HAYYHOU
NEATeIbHOCTH, KOTOPBIE CTAHYT PE3yJIbTaTOM IPEACTOSIICH pabOTHI.

BripaOoTka HaBBIKOB OCYIIECTBIISIETCSI C TIOMOIIBIO MOTyYeHUs] HOBOW MH(POPMAIIH
00 M3y4yaeMbIX MPOIECCaX U C MOMOIIBI0 3HAHUS O TOM, B KaKOH CTENEHU B JaHHOE
BpEMsI CTYJEHT BJIAJI€T METOJAMHU HCCIEI0BATEIBCKOM NESITENbHOCTH, KOTOPBIMU OH
CTaHET I0JIb30BaThCs HA MPAKTUYECKOM 3aHATHH.

CnenoBatenbHO, pab0Ta HAa MPAKTUYCCKOM 3aHATHH HaIlpaBJICeHa HE TOJIBKO Ha
MO3HAHKWE CTYJCHTOM KOHKPETHBIX SBJICHHWU BHEITHETO MHpa, HO W Ha W3MCHCHHE
caMmoro ceos.
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Bropoii pe3ynbTaT OdeHb Ba)K€H, MOCKOJIBKY OH oOecmednBaeT (popMHUpoOBaHHE
TaKUX OOIIEKYJIbTYPHBIX KOMIIETCHIIUH, KaK CIIOCOOHOCTh K CaMOOpPraHU3allud WU
caMo00pa3oBaHuI0, CHOCOOHOCTh HCIIONIB30BaTh METONBI cOopa, o00paboTKu U
UHTEPNpPETAllud  KOMIUIEKCHOM HMH(pOpMalMu JUIsl PELIEeHUs OpraHU3allOHHO-
YOPaBIECHYECKHUX 3a7a4, B TOM YUCJE HAXOMAIIMXCS 3a MpeaeaaMy HEIOCPEACTBEHHOM
cdepbl eATENbHOCTH CTYJEHTA. TPOIIECCOB U SIBJICHMIA, BBIJEIIAIOT OCHOBHBIE CIIOCOOBI
JI0Ka3aTeNIbCTBAa aBTOPAMU HAYYHBIX PaOOT IIEHHOCTH TOTO, YeM OHU 3aHUMAIOTCA.

B Xxome caMoro mnpakTU4YeCKOro 3aHATUA CTYAEHThl CHadala IPEICTaBISIIOT
HaliIecHHbIE MU BapuaHTHl (DOPMYIHPOBKU aKTYaTbHOCTH HCCIIEIOBaHHUsSA, 00CYKIAIOT
uX 1 000CHOBBIBAIOT CBO€ MHEHHUE O HAWIYUIIIeM BapUaHTE.

OO0BEM 3amaHmii paccunTaH MaKCUMAIIbHO Ha 1-2 Yaca B Heseso.
IoaroroBka K yCTHOMY OIIPOCY

C uenpo KOHTPOJIS W TOJATOTOBKH CTYACHTOB K M3YYEHHIO HOBOW TEMBbI BHaJalle
KaXI0W MPaKTUYECKOTO 3aHATHS MPENoAaBaTelieM MPOBOAUTCS WHINBUAYAIbHBIN HITH
(GpOHTANBHBIN YCTHBIN OMPOC MO BBHIMTOJHEHHBIM 33JaHHSIM MPEABIAYIICH TEMBI.

KpuTepun oieHKN YCTHBIX OTBETOB CTY/ICHTOB:

— TPaBUIBHOCTh OTBETA IO COACpPX AHHUIO 3alaHus (YYUTHIBAETCS KOJIMYECTBO U
XapakTep OLIMOOK MPH OTBETE);

— MOJIHOTA U TITyOnHa OTBeTa (YUYUTHIBAECTCS KOJMYECTBO YCBOCHHBIX (DAKTOB, MOHITHIA
U T.11.);

— CO3HATEJIBLHOCTh OTBETA (YUYUTHIBAETCSI IOHMMAaHUE U3JIaraeMoro MaTepuana);

— JIOTHMKa W3JIOKCHHUS MaTrepuana (y4UTHIBAaeTCS YMEHHE CTPOUTH IIEJIOCTHBIMH,
TIOCTIEIOBATENBHBIN paccKas, TPaMOTHO TIOJIb30BAThHCS CIEIMATLHON TEPMUHOJIOTHEN);

— paIMOHAJIBHOCTh WCIIOJB30BAHHBIX MPHEMOB M CIOCOOOB PEIICHHs MOCTAaBICHHON
yueOHON 3amaun (yYUTHIBACTCS YMEHHE HCIIOJIb30BaTh HAWOOJIee MPOTPECCUBHBIC U
s PexkTUBHBIE CITOCOOBI JOCTUKEHUS 1IEIIN);

— CBOEBPEMEHHOCTh M A()(PEKTUBHOCTH HCIIOJIB30BaHUS HATIIATHBIX TOCOOHMA U
TEXHUYECKUX CPEACTB MPHU OTBETE (YUUTHIBAETCS TPAMOTHO M C MOJIb30M NMPHUMEHSTH
HATJISAHOCTH M IEMOHCTPAIIMOHHBIN OTIBIT TP YCTHOM OTBETE);

— UCIOJIb30BaHUE JIOMOJIHUTEILHOTO MaTepHaiia (00s3aTeIbHOE YCIIOBUE);

— paIMoHAIBHOCTh HUCIOJF30BAaHUSI BpPEMEHH, OTBEJIEHHOTO Ha 3ajjaHue (He ogo0psercs
3aTSHYTOCTh BBINIOJHEHHS 3aJaHHs, YCTHOTO OTBETa BO BPEMEHH, C YYETOM
WHINBUIYAJTbHBIX OCOOCHHOCTEH CTYJICHTOB).

IHoaroroBka k 3auery
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3ader sABIsAETCA TPAAULMOHHON (POPMOIl MPOBEPKU 3HAHUN, YMEHUN, KOMIIETEHIUH,
c(OpPMHUPOBAHHBIX y CTYACHTOB B IMPOILIECCE OCBOCHHS BCErO COJCPXKAHUS H3ydaeMOu
JucIUIUIMHBL.  OOBIUHBIA  3a4eT OTJIMYaeTcd OT 3K3aMEHAa TOJbKO TEM, YTO
npernoaaBarenb He quddepeHnupyeT 6amibl, KOTOPhIE OH BBICTABISET MO €r0 UTOTaM.

CamocrosiTenbHas IOATOTOBKA K 3a4€Ty JIOJKHA OCYIIECTBISATHCA B TE€UEHUE BCETrO
CEMECTpa, a He 32 HECKOJIBKO JHEH 10 €ro MPOBEACHMUS.

[ToaroroBka BKIIFOYAET clieayrolmue AeucTBus. lIpexnae Bcero Hy)KHO HEpEeYUTaTh
BCE JIEKIIMHM, a TaKkKe MaTepuaibl, KOTOpPblE TOTOBWIMCH K CEMHHAPCKUM H
IPAKTUYECKUM 3aHATHUSM B TEYEHHE CEMECTpa. 3areM HaJ0 COOTHECTH JTY
uHpOpMAIMIO C BONpOCaMH, KOTOpble JaHbl K 3auery. Ecimu unbopmanuun
HEJO0CTaTOYHO, OTBETHl HAXOAAT B IMPEMIOKEHHOW NPENoJaBaTeIeM JUTEPATYPE.
Pexkomennyercs genath Kparkue 3amnvdcd. Pedb uaer He O IIIaprajke, a o
(GbopMHpPOBAaHMY B CO3HAHUHM YETKOM JIOTMYECKOW CXeMbl OTBETa Ha Bompoc. HakanyHe
3ayeTa HEOOXOIMMO TMOBTOPUTH OTBETHI, HE 3arjisabiBas B 3amucH. Bpems Ha
IOJATOTOBKY K 3a4€Ty [10 HOPMAaTHBAaM YHUBEPCUTETA COCTABIIIET HE MEHEE 4 4acoB.

11. Ilepeyenb MH(POPMALTMOHHBIX TEXHOJIOIHI, HCIOJIb3yEeMBbIX IIPH
OCYIIeCTBJIEHMH 00pa30BaTeJIbHOI0 MPOIEcca MO AUCHUILINHE (MOYJII0)
(BKJIIOYAsl MepevYeHb MPOrPAMMHOI0 o0ecnedyeHusi U HH(POPMAITMOHHBIX

CIIPABOYHBIX cHcTeM (IIPH HEOOXOAMMOCTH)

NudopmanimoHHbIe TEXHOJIOTHH MPUMEHSIOTCS B CIICIYIONTUX HAMPABICHUIX
opopMIIeCHHE TMHCHbMEHHBIX pa0dOT BBINOJHACTCS C HKCIOJIb30BAHUEM TEKCTOBOTO
penakTopa;

JEMOHCTpAIAS KOMITBIOTEPHBIX MATEPUAJIOB C HCIOJb30BAaHUEM MYJIbTUMEIUINHBIX
TEXHOJIOTHH;

UCTIONIb30BaHNE WH(POPMAITMOHHO-CIIPABOYHOTO OOECIICYCHHSI, TAKOTO KaK: MPaBOBBIE
cupaBouHble cucteMbl (KoHCcynbTaHT+ W Jp.), OHJAWH CJOBapH, CHPABOYHUKH
(I'pamora.py, UaTYHT.py, Bukunenus v ap.), HaydHbIe MyOJIUKALIMH.

MCIIOJIb30BAHUE CIIEIMATM3UPOBAHHBIX CIIPABOYHBIX CUCTEM (DJIEKTPOHHBIX YUYEOHUKOB,
CIIPABOYHUKOB, KOJJICKIMNA WJUTIOCTpaiii u  (porouszodOpakeHuid, (HoToOAHKOB,
npodeCCUOHANIBHBIX COIUAIBHBIX CETEeH U JIp.).

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

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

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

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

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

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

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

Gimp (rpaduueckuii penaktop) Cebuika: https://www.gimp.org/
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ImageMagick (rpaduueckwii pemaKkTop) Ccpuika:
https://imagemagick.org/script/index.php

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

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

DneKTpoHHO-0MbIMoTeYHas cucteMa bubmuokomiekTaTop

HanmonanpHa snexktpoHHas 6ubnuoreka - deaepaibHOe TOCYyIapCTBEHHOE OIOKETHOE
yapexaenne «Poccuiickas rocynapcrsenHas oudianorekay (PI'BY «PI'by)

Penakuus basel nannsix «IIOJITIPEJ] CripaBouHUKN
DnekTpoHHO-0nOmoTeyHas cucrema «JIAHby»

12. Onucanne MaTepUaJIbHO-TEXHUYECKOH 0a3bl, HEOOXOAUMOM 11
OCYILIECTBJICHUSI 00PAa30BaTEJIBLHOIO NMPOLEcca MO AUCHUILINHE (MOIYJIIO)

-KOMIBIOTEPHBIN Kiacc W AocTyn K ceth MHTepHeT (BO BpeMs CaMOCTOSITENIbHOU
MOJATOTOBKH) (IOJKEH OBITh MPUJIOKEH IPaPUK 3aHATOCTH KOMIBIOTEPHOTO Kjlacca);
-TIPOEKTOP, COBMEUICHHBI C HOYTOYKOM Ui MPOBEJIEHUS JIEKIIMOHHBIX 3aHSATHI
IpEeroAaBaTesieM U MPe3eHTAUN CTYICHTaMU Pe3yIbTaTOB PaboThl

-pa3IaToO4YHbIA MaTepua sl IPOBEIEHUS TPYIIIOBOM pabOThI;

-METOAMYECKUE MaTepuanbl K MPAKTUUYECKUM 3aHATHUAM, JEKUUH (PYKOIHUCH,
AIIEKTPOHHAsA BEpCUs), NUJAKTHUYECKHI Marepuan JUisl CTYACHTOB (TE€CTOBBIE 3aJaHMS,
MYJbTUMEIUNHBIC TPE3CHTAIINN);

-Inss  mpoBenmeHuss  JNEKUMOHHBIX M NPAKTHUECKUX  3aHATHH  HeoOxoauma
CHelMaTu3upOBaHHas ayauTopusi — Jaboparopus TexHochepHas 0e30MacHOCTS,
OCHAIIICHHAsd HWHTEPAKTUBHOM JIOCKOM, B KOTOPOM Ha CTEHAAX Pa3MEIICHBI
HEOOXOIMMBIE HATISIIHBIE TOCOOUS.
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