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MT-21: Pabouas nporpamma jucuuiuinael 51.B.JIB.01.01 «J/lokymMeHTanoHHOE o0ecrieyeHe yrpapieHus»

1.Padouas nporpamma aucuumiauHsl B1.B.J[B.01.01 «/lokymeHTanuoHHOe
ob0ecneyeHHe YyNpaBJieHUs)» [Jisi 0aKajaBpHAaTa HANpPaBJIeHUs] MOATOTOBKH
38.03.02 MenemxkmMeHT, Mpopmwib NOAroTOBKH «MeHeqKMEeHT (rOCTUHHYHBIIA,
KYPOPTHBIii M TYPUCTHYECKUA OU3HEC)».

2.IlepevyeHb IUIAHHPYEMBIX Ppe3yJbTATOB OOy4YeHUSs] MO [JWCHHUILIUHE,
COOTHECEHHBIX ¢ IJIAHMPYEeMbIMHM PpPe3yJbTATAMH OCBOEHHMs 00pa30BaTeJIbHOMH
NPorpamMmbl

2.1. HeJsp 1 32024 U3yYeHHUs TUCHUILIMHBI (MOAYJIs1)

Henv oucyunaunvt (moodyna):
— (¢opMupoBaHME y CTYACHTOB 0a30BOM cHUCTEMBbl 3HaHMM B  o0yacTu
JOKYMEHTAIMOHHOTO OO€CIeUeHHsl YIpaBIEHUs: MPaBWI OpraHu3aluud padoThl C
JOKYMEHTaMH YIIPABJICHUS; OCHOBHBIX IOJXOJOB K MPOEKTUPOBAHUIO JTOKYMEHTOB U
CUCTEM JOKYMEHTAIlMM; HOPMATHBHOM 0a3bl JOKYMEHTAMOHHOTO OO€eCIeueHHUs
yTIpaBJICHHUS.

Yuyeonwie 3a0auu oucyunaunovt (moodyna):
— O3HAKOMHTH CTYJICHTOB C OCHOBHOM Hay4HOMU JINTEPATYPOI;
— HM3yYUThb OCHOBBI 3aKOHOJATEIbHONM M HOPMATHUBHOW 0a3bl JTOKYMEHTAIIMOHHOTO
oOecreueHust yrpaBJieHus;
— 03HAKOMMTHCS C METOJIUKOM COCTABIICHUS PA3JIMYHBIX BUJIOB JOKYMEHTOB;
— c(hopMupOBaTh NPAKTUYECKHUE HABBIKK PA0OTHI C TOKYMEHTALUEH;
— U3YYHUTh TEOPHIO M NPAKTUKY OpTraHu3alMM JOKYMEHTAIlMOHHOTO O0OecreyeHus
YIPABJICHUS B OpraHU3ALMSIX.
2.2. [linanupyemble pe3yabTaThl 0CBOCHUS AMCUHUIIIMHBI
[Tponecc n3yuenus aucuumivasl b1.B.JIB.01.01 «J/lokymeHTanoHHoe obecreueHue
yIpaBJICHUS» HaMpaBlieH HAa GOPMUPOBAHHE CICAYIOUINX KOMIETEHIIUI:

YK-10 - CnnocoGeHn nmpuHUMaTh 000CHOBAaHHBIE SKOHOMHUECKHUE PEIICHUSI B PA3THUYHBIX
00JIaCTAX KU3HEAESITEIHLHOCTH
[IK-4 - Cnocoben aHanmu3upoBaTh, OOOCHOBBIBATH M  OCYILECTBISATH BBIOOD
YIPaBIECHYECKOTO PEIICHHSI

B pesynbTaTte n3ydeHusi TUCIUIUIMHBI CTYICHT JOJDKEH:

3HaTh:

— MpaBWJIa COCTaBICHUS W OQOPMIICHUS TOKYMEHTOB C HCIOJIB30BAHUEM KakK

TPaIUIIMOHHBIX, TAK U COBPEMEHHBIX KOMIMbIOTepHBIX TexHosorui (YK-10.1)

— OpraHu3alMi0 JOKYMEHTOOOOpOTa, KOHTPOJISI HCIOJHEHUS JOKYMEHTOB H
WH()OPMAITMOHHO-CTIPABOYHON  pabOTBhl €  HWCIIOJB30BAHUEM COBPEMEHHBIX
KOMIBIOTEPHBIX HHPOpMaIMOHHBIX TexHosorui (YK-10.2.)

— OpPraHU3alHI0 ONMEPATUBHOTO XPAHEHUS JOKYMEHTOB B JIEJIOBOJICTBE UM OCHOBBI
apxuBHOTO XpaHeHus: JokyMeHToB (I1K-4.15.)
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— OCHOBHBIE TpeOOBaHUA K O(OPMIICHHIO YIPaBJICHUYECKUX (OpraHU3allMOHHO-
pacnopsiiuTenbHbIX ) JoKkymMeHToB (I1K-4.15.)

Ymersn:

— UCIOJIb30BaTh COBPEMEHHBIE METOJIbl OPraHu3alMd W COBEPUICHCTBOBAHMUS
YIPaBIECHUYECKOTO TpyJa paOOTHUKOB cyxObl AenonpoussoacTsa (YK-10.1.)

— NPaBWIBHO cOCTaBIATh JOKyMeHTHI (I1K-4.15.)

— 0OpMIIATh JJOKYMEHTBI B COOTBETCTBUU C TPEeOOBaHUSMHU TOCYJIapPCTBEHHBIX
crangaptoB (I1K-4.15.)

— OIPENENATh UICTOPUUECKYIO U IPAKTUYECKYIO IEHHOCTh JOKyMeHTOB (YK-10.1.)

— CO3/1aBaTh pa3jU4HbIC BUJBI JOKYMEHTOB, pab0OTaTh ¢ OOpaIeHUSIMH TpaxaaH U
KoH(puaeHranbHbIMu JokyMeHTamu (I11K-4.15.)

Baaners:

— HaBBIKAMHU CO3aHus peKBU3UTOB JokyMeHTa (YK-10.1.)

— HaBBIKAMU

obopmiIeHUS JOKYMEHTa B COOTBETCTBHHM C

rocyaapctBeHHbIX ctanaapTos (I1K-4.15.)

TpeOOBaHUAMU

— HaBbIKAaMM MPUMEHEHHS] KOMITBIOTEPHOM TEXHUKH TIpH co3aaHuu gokymenTta (I1K-
4.15.)
— "HaBbikamu popmupoBanus nen (I11K-4.15.)
— HaBbIKaMH o(opMIiIeHU el 11t apxuBHOro xpaneHus (YK-10.2.)
3. Mecro aucuuminebl B crpykrype OIIOIL.
JNucuummaa Bb1.B.JIB.01.01 «J/lokyMeHTalluoHHOE OOECIEeUCHUE YIpPaBICHUS
OTHOCUTCSI K JUCLUUIUIMHAM 1O BBIOOPY dYacTH, (opMHpyeMON ydaCTHUKAMU
00pa3oBaTeNbHbIX OTHOIIEHUH Y4eOHOro IJIaHa.

4. O0beM IMCHUIIMHBI (MOTYJIs1)
(B 3aYeTHBIX EIWHUIAX C YKa3aHWEM KOJIMYECTBA  aKaJeMHYECKHUX
ACTPOHOMHYECKHX YacOB, BBIJICJICHHBIX Ha KOHTAKTHYI padOTy OOydYaroIuxcs C
npenoaaBatesnieM (MO0 BUJAaM Y4YEOHBIX 3aHSATHN) W HA CAMOCTOSTEIBHYIO padoTy
00yJaroIMXxcs)

HJIn

KoHTaKTHBIE Yachl
OOmee KOJI-BO KonTtpons
Cemectp KOJI-BO 3ad. 126. | "P| cem. Cp (Bpemst Ha
4acoB €IMHAI] Beero [ ek i u3 KOHTPOJIb)
2 108 3 44 20 24 64 3a
Hroro no OPO 108 3 44 20 24 64

5. Copep:kaHue JAUCHMILUIMHBI (MOAYJsi)) (CTPYKTYpPHPOBAaHHOE IO TeMaM
(pa3aenaM) ¢ yka3aHHeM OTBEJE€HHOI0 HA HHUX KOJHYeCTBA aKaJleMHYEeCKUX HJIH
ACTPOHOMHMYECKHUX YACOB M BUIOB YUEOHBIX 3aHATHH)
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HaumenoBanue Tem
(paznenoB, Moxyieit)

KonuuectBo yacos

ouHas ¢popma

3a0uHas (hopma

B TOM, 4CJIC

B TOM, 4CJie

1120

1p

CEM

n3

CP

1a0

1p

CEM

nu3

CP

®dopma
TEKYILETrO
KOHTPOJIS

No| Bceero

4

5

6

7

© | Bcero

10

11

12

13

14

15

16

Te

Ma

Tewma 1. CyurHocTs,
CTPYKTypa
3BOJTIOLIUA
OTEYECTBEHHOT O
JEJI0NPOU3BOJICTBA
(MOKyMEHTaLMOHHOTO
obecneyeHus
yIpaBJIeHUS)

20

12

YCTHBI onpoc

Tewma 2.
I'ocynapctBeHHOE
perynupoBaHue
JIOKYMEHTAlIMOHHOT' O
o0ecrnevyeHus
yIpaBIE€HUS

20

12

TECTOBBINA
KOHTPOJIb

Tema 3. OcHOBHBIE
IIOHATUA U
TepMI/IHOHOI‘I/IH
I[OKYMGHTI/IpOBaHI/IH

20

12

pedepar

Tewma 4. TpeboBanus x
JOKyMEHTHUPOBAHHIO
yIIPaBIEHYECKON
JeATEITbHOCTH.
[paBuna noAroToBKM
1 o OopMIICHHS
OT/ICJIbHBIX BUJIOB
YIPaBJICHYECKHX
JOKYMEHTOB

18

12

YCTHBIH onpoc

Tewma 5.
CoBpeMeHHbIE
UHQOPMaIIOHHEIE
TEXHOJIOTHH B
JIeTIONPON3BOJICTBE

16

TECTOBBII
KOHTpOIIb
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Tema 6. Opranusanus
CITYKOBI
JIOKYMEHTAI[HOHHOTO
oOecrnieueHus
yIIpaBICHUSI
Opranuzanus
JIOKyMEHT0000pOTa

141 2 4 8 pedepar

Bcero gwacos 3a

108| 20 24 64
2 cemecTp

dopma npoMex.
p P 3auer
KOHTPOJIA

Bcero yacos
JUCHUILINHE

108 | 20 24 64

JacCcOB Ha KOHTPOJIb

5. 1. TemaTH4yeckui JIaH JeKIUH

dopMa mpoBe+

IEeHus

Tema 3ausaTusg n BOIIPOCHI JICKIIUH qacoB
(axTHB.,

KomnnuectBO

Ne nexrg

MHTEpaK.) ODO 300

=

Tema 1. CymHOCTb, CTPYKTYpa U 3BOJIIOLIUS AKT. 4
OTEUYECTBEHHOTO JICJIONPOU3BOACTBA
(IOKYMEHTaIIMOHHOT'O 00ECTICUeHUS YIIPABIICHNS )
OcHosHble 80NpOChL:

CymHOCTb, HANIPABIIECHUS U BUJIBI
JIOKYMEHTAIMOHHOT'0 00eCTICUeHUs yIIpaBICHUSI
(1e10mpPOU3BOCTBRA).

Tpaauuuu v npaBusa MPUKaA3HOTO
Jenonpou3BojicTBa. Opranuzamus u
peryJupoBaHue KOJIJIEKCKOTO JACIONPOU3BOICTBA.
Opranu3zaius U peryJupoBaHNE MUHUCTEPCKOTO
JIEI0NPOU3BO/ICTBA.

HampaBnenus perynupoBaHusi COBETCKOTO
Je0NPOU3BO/ICTBA.

2. |Tema 2. 'ocygapcTBeHHOE peryIupoOBaHue AKT. 4
JOKYMEHTAllMOHHOT'0 00€eCIeueHus yIpaBIeHUs]

Ocnoenvie 80NpoCyHL.
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CyIHOCTb, HAIIPABJICHUS U BUbI
roCyJapCTBEHHOTO PETyJIUPOBAHUS
JOKYMEHTAllMOHHOT'O 00€CTIeUeHUs yIIPaBICHMUSL.

3aKOHO/IATENIbHOE PETYINPOBAHUE
JIOKYMEHTAIMOHHOTO 00€CIeUeHUs YIIpaBiIeHUsI.
HopmatuBHbIe TpaBOBbI€ aKThI eIepaTbHbIX
OpraHOB rOCYIapCTBEHHOM BIIACTH,
pEryIupyroue JOKyMEHTalMOHHOE 00ecrieyeHue
yIpaBJICHHUS.

Oo1ee 1 ToKanbHOE HOPMAaTUBHO-METOAMYECKOE
pPEryIMpOBaHUE TOKYMEHTAIIHOHHOTO
o0ecrieueHust yIpaBiIeHUsI.

Tema 3. OCHOBHBIE NOHATUSA U TEPMUHOJIOTUS AKT.
JOKYMEHTUPOBAHUS

OcHogHbvie 60npoChl:

OO6miee moHsATHE 00 YIPABICHYSCKOM JTOKYMEHTE.
CBoiicTBa ¥ (PyHKIIMU yPABICHYECKUX
JIOKYMEHTOB.

Buasl ynpaBiieHU€CKUX JOKYMEHTOB.
VYHugukanys 1 craHgapTU3aLus yIpaBIeHIECKUX
JTOKYMEHTOB.

Knaccudukanus ynpaBieH4€CKUX JOKYMEHTOB.
CucTteMbl ynpaBlIeHYECKOW TOKYMEHTALIUH.

Tewma 4. TpeboBaHus K JOKYMEHTUPOBAHUIO AKT.
yrIpasiieHueckoi aestenpHocTu. [IpaBuia
MOATOTOBKU U 0OPMIICHHSI OTJEITHHBIX BUIOB
yIpaBIeHYECKUX TOKYMEHTOB

OcHogHble 8onpocwl:
HopmatuBHo-meTomnueckas 6a3a
JIOKYMEHTUPOBAHUS YIPABIEHYECKON
NEATEIbHOCTH.

CocTaB peKBU3UTOB YIIPABICHUYECKUX
JIOKYMEHTOB.

[IpaBuna opopmiieHUss pEKBU3UTOB
YIPABJIEHYECKOT0 TOKYMEHTA.

brnanku u GopMyIsipbl yripaBIeHYECKUX
JIOKYMEHTOB.




MT-21: Pabouas nporpamma jucuuiuinael 51.B.JIB.01.01 «J/lokymMeHTanoHHOE o0ecrieyeHe yrpapieHus»

Bunbl u TUTIOBast CTPYKTYpa TEKCTOB
YIPaBIEHYECKUX TOKYMEHTOB.

Tema 5. CoBpemMeHHbIE HHPOPMAIIMOHHBIE
TEXHOJIOTHH B JIEJIONPOU3BOICTBE

OcHosHble 80NpPOCHL:

OCHOBHBIEC MOHSTHUS IIEKTPOHHOTO
JIEJIOTIPOU3BOJICTBA

Cucrema aBTOMaTH3alMU JEIONPOU3BOICTBA
DIEKTPOHHOE TIOKYMEHTUPOBAHHE

AKT.

Tema 6. Opranu3zanusi ciry>k0bl
JIOKYMEHTAIMOHHOTO 00€CIIeueHUs YIIpaBiICHUs
Opranu3zaius 10KyMeHTO000poTa

OcHosHbie 60NPOCHL:

CyIIHOCTh U OCHOBHBIC XapaKTEPUCTUKHU
JIOKyMEHTOO0O0pOTA.

DTarbl IBMKCHUS JOKYMEHTOB B OpraHU3AIHH
(yupexaeHun).

Opranuzaiiust paboThl ¢ TIOKYMEHTaMU
PYKOBOJIMTEIIEN YU UCIIOJIHUTEIICH.

AKT.

HToro

20

5. 2. Tembl NpAaKTHYECKHUX 3AHATHI

No 3aHsaTHSA

HaumeHnoBanue IMPAKTHUYCCKOI'O 3aHATHA

®opMa mpoBe+
JIeHUs
(axTuB.,

KomnnuectBO

qaCcoB

MHTEPAK. )

OP0O | 3P0

=

Tema 1. CymHOCTb, CTPYKTYpa U 3BOJIIOLUS
OTEUYECTBEHHOTO JICJIONPOU3BOICTBA
(TOKYMEHTaIIMOHHOTO 00ECTICUCHUS YIIPABIICHNS )
OcHosHble 60NpPOCHL:

CymHOCTb, HANIPABIICHUS U BUJIBI
JTOKYMEHTAITMOHHOTO 00eCIICUeHUS YIIPaBICHUS
(1e10mpPOU3BOCTBRA).

Tpaguuuu v npaBuiia MPUKA3HOTO
Jeonpon3BocTBa. Opranu3anus u

PETYIUPOBAHUEC KOJUICIKCKOI'O ACIOIMPOU3BOACTBA.

Opranuszanus U peryJiupoBaHHe MUHUCTEPCKOTO
JEJI0IIPOU3BOJICTBA.

Hamnpasnenus peryanpoBaHus COBETCKOTO
JEJI0IIPOU3BOJICTBA.

AKT.

4
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Tema 2. ['ocygapcTBeHHOE peryaupoBaHue AKT.
JIOKYMEHTAIMOHHOTO 00eCTIeYeHUs YIIPaBICHUS
OcHosHble 60NpPOCHL:

CyIHOCTb, HAIIPABJIEHUS U BH]IbI
roCyapCTBEHHOTO PETYJINPOBAHUS
JIOKYMEHTAIlMOHHOTO 00eCTIeueHus yIpaBICHHUS.

3aKOHO/IATENIHOE PETYINPOBAHUE
JOKYMEHTAMOHHOTO 00€CTIeUEHUs YIIPaBICHUS.
HopMmaTtuBHbIe IpaBOBbIE aKThl (efepaTbHbIX
OpPraHOB rOCYIAPCTBEHHOM BIIACTH,
perynupymoiire J0KyMEeHTallMOHHOE 00ecrieueHne
YIPABJICHHUS.

OO1ee 1 T0KaIbHOE HOPMAaTUBHO-METOANUYECKOE

peryiupoBaHue JOKyMEHTAIIMOHHOTO
oOecreueHus ynpaBieHusl.

Tema 3. OCHOBHbBIEC MOHATUSA U TEPMHUHOJIOTUS AKT.
JIOKYMEHTHUPOBAHUS

OcHogHble 80npochl:

OO6muiee noHsATHE 00 YIPABIECHYECKOM JTOKYMEHTE.
CpoiicTBa ¥ (YHKITUN yIPABICHUYECKUX
JIOKYMEHTOB.

Bunpl ynpaBieHYeCKUX JOKYMEHTOB.
Yuaudukanus v craHaapTH3aNNs YIIPaBICHICCKUX
JIOKYMEHTOB.

Tema 4. TpeboBaHUs K TOKYMEHTUPOBAHUIO AKT.
yhpaBieHuUeCKoM nearenbHocTu. [IpaBuia
MOJFOTOBKH U O(POPMIICHHSI OTACIIbHBIX BUIOB
YIPABJICHUYECKUX IOKYMEHTOB

OcHognbie 60npocwl:
HopmaTtuBHo-mMeToanueckas 0aza
JIOKYMEHTUPOBAHUS YIPABIEHYECKON
NEATEIbHOCTH.

CocTaB peKBU3UTOB YIIPABIECHUYECKUX
JIOKYMEHTOB.

ITpaBuiia opopMiIeHHs] pEKBU3UTOB
YIPABJIEHYECKOT0 TOKYMEHTA.

bnanku u popMyJisipel ynpaBieHYECKUX
JIOKYMEHTOB.
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Tema 5. CoBpeMeHHbIE UHPOPMAIIMOHHbIE
TEXHOJIOTHH B JIEJIONPOU3BOICTBE

OcHosHble 60NpPOCHL:

OCHOBHBIEC MOHSTHUS IIEKTPOHHOTO
JIEIONPOU3BOJICTBA

Cucrema aBTOMaTH3alUU JEIONPOU3BOICTBA
DIEKTPOHHOE IOKYMEHTUPOBAHHE

AKT.

Tema 6. Opranuzanust ciry>k0bl
JIOKYMEHTAIMOHHOTO 00€CIeUeHUs YIIpaBiICHUs
Opranuszaius 10KyMEHTO000poTa

OcHosHble 60NpPOCHL:

CyIIHOCTh U OCHOBHBIC XapaKTEPUCTUKHU
JIOKyMEHTOO00pOTA.

DTarbl IBMKCHUS JOKYMEHTOB B OpraHU3AINH
(YupexxaeHun).

Opranuzaiiust paboThl ¢ TOKYMEHTaMU
PYKOBOJIMTEIIEN U UCIIOJIHUTEIICH.

AKT.

HToro

24

5. 3. Tembl ceMMHAPCKHUX 3aHATHH

(He MpeyCMOTPEHBI y4eOHBIM TIITAHOM)

5. 4. IlepedeHb 1a00paTOPHBIX padoOT

(HE IPeyCMOTPEHO y4eOHBIM IITAHOM)

5. 5. Tembl HHAMBUAYAJIBHBIX 3AHATUI

(HE TPeyCMOTPEHO y4eOHBIM IITAHOM)

6. IlepeyeHb yueOHO-MeTOAUYECKOT0 O0eCIIeYeHUS IJIsl CAMOCTOATEILHOM

padoThl 00yYAOIIUXCH 10 AMCHUIIHHE (MOIYJII0)

CamocrosiTenpHast paboTa 1Mo JaHHOU AUCITUIUIMHE BKIIIOYAET Takue (HOpMbl pabOThI

Kak: paboTta ¢ 6a30BbIM KOHCIEKTOM; MOATOTOBKAa K YCTHOMY ONpPOCY; MOJATOTOBKAa K

TECTOBOMY KOHTPOJIIO; TOATOTOBKA pedepaTa; MOATOTOBKA K 3aUETY.

6.1. Coagep:xanue caMOCTOATEJIbHON PadOTHI CTYAEHTOB MO AMCHMILINHE (MOIYJIIO)

No

HanmMmeHoBaHue TeM u BOIIPOCHI, BBIHOCUMEIC HA

CaMOCTOSITENIbHYIO paboTy

10

®opma CP

Koi1-Bo yacoB

OP0 | 390
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Tema 1. CyurHocTh, CTPYKTYpa U 3BOJIOIUS
OTEYECTBEHHOTO JIEIOMPOU3BO/ICTBA
(IOKyMEHTalIMOHHOTO 00ecTieueH s YIIPaBIICHHUS)
OCHOBHBIE BOIIPOCHI:

CymHOCTb, HAIIPABIECHUS U BUJIbI
JIOKYMEHTAIMOHHOTO 00€CTIeYeHUs YIIPaBICHUS
(1eJIoTIPOU3BOICTBA).

Tpangumwu v MpaBwIa MPUKA3HOTO
Je0npoun3BoicTBa. Opranuszanus u
pEryJIMpOBaHKE KOJUIEKCKOTO JAeIONPOU3BOICTRA.
Opranuzanus 1 peryJiupoBaHie MUHUCTEPCKOTO
JIEIIONPOU3BO/ICTBA.

MOJIrOTOBKA K
YCTHOMY OTIPOCY

12

Tema 2. 'ocyjapCTBEHHOE pETYIUPOBAHUE
JIOKYMEHTAIMOHHOTO 00eCTIeUeHUsl yIIpaBICHUs
OCHOBHBIE BOIIPOCHI:

CyIIHOCTh, HANPABICHUS U BUJbI
rOCyapCTBEHHOI'O PETYJIUPOBAHUS
JIOKYMEHTAIMOHHOT'O 00ECTICUCHUS yIIPaBICHUS.
3aKOHOJIaTeIbHOE PETYJIUPOBAHUE
JIOKYMEHTAIMOHHOT'O 00ECIICUeHUs yIIPaBICHUS.
HopmatuBHbie paBoBbie akThI (heneparbHbIX
OpraHoB rOCyAapCTBEHHOW BJIACTH,
pETyIUPYIOIIKEe JOKYMEHTAIIMOHHOE 00ecrieueHne
yIIpaBJICHUS.

MOJITOTOBKA K
YCTHOMY OIIpOCY

12

Tema 3. OCHOBHBIE IOHATUSA U TEPMHUHOJIOTUS
JOKYMEHTUPOBAHUS

OCHOBHBIE BOIIPOCHI:

Oo1ee noHaTre 00 yrnpaBIeHYECKOM JOKYMEHTE.
CpoiicTBa ¥ yHKIIMU yIPABICHYECKUX
JOKYMEHTOB.

Bunbl ynpaBieHYeCKUX JOKYMEHTOB.

MOATOTOBKA
pedepara

12

Tema 4. TpeboBaHUs K TOKyMEHTUPOBAHUIO
yhpaBieHUeCKoM nearenbHocTu. [IpaBuia
MOJFOTOBKH U O(POPMIICHHSI OTACIbHBIX BUIOB
YIPABJICHYECKUX TOKYMEHTOB

OCHOBHBIE BOIIPOCHI:
HopmaTtuBHo-meToanueckas 0aza

JIOKYMEHTUPOBAHUS yIIPABIEHYECKON
JEATEeIIbHOCTH.

CocTaB peKBU3UTOB YIIPABJICHYECKUX
JIOKYMEHTOB.

11

MOJITOTOBKA K
TECTOBOMY
KOHTPOITIO

12
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[IpaBuna opopmiieHUs pEKBU3UTOB
YIPABJIEHYECKOTO TOKYMEHTA.

5 |Tema 5. CoBpemeHHbIe HH(POPMAIIMOHHBIC TIOATOTOBKA Kk
YCTHOMY OIIpOCY 8

TEXHOJIOTUH B JCJIONIPOU3BOJICTBE

OcCHOBHBIE BOIIPOCHI:

OCHOBHBIEC MOHSTHUS IIEKTPOHHOTO

JICIIONIPOU3BOJACTBA

Cucrema aBTOMaTU3aIuy JEI0IPOU3BOICTBA

DIEKTPOHHOE TIOKYMEHTUPOBAHHE

6 |Tema 6. Opranuzanust ciy>KObI TIOArOTOBKA K
6 TECTOBOMY

JIOKYMEHTAIMOHHOTO 00€CIIeUeHUs YIIpaBICHUS KorTpOIO

Opranu3zaius 10KyMEHTO000poTa

OCHOBHBIE BOTIPOCHI:

CyIIHOCTh U OCHOBHBIE XapaKTEPUCTUKHU

JIOKyMEHTOO00pOTA.

DTarbl ABMKEHUS TOKYMEHTOB B OpTraHU3aI[uu

(YupexaeHun).

Opranu3zaiust paboThl ¢ TIOKYMEHTaMU

PYKOBOJIMTEIIEN U UCIIOJIHUTEIICH.

Hrtoro 64

7. ®oH OLIEHOYHBbIX CPEACTB /IJIsl MPOBEAEHUS MPOMEKYTOUHOM aTTecTAlNH
00y4aOIIUXCH M0 AUCHUILINHE (MOAYJII0)

7.1. IlepeyeHb KOMIIETEHIUI C YKa3aHUEM 3TAanoB uX (JOPpMHUPOBAHUSA B IMpolecce
0CBOEHHUsI 00pa30BaTEJIbHOM MPOTrPaMMBbI

Heckpun OueHOYHBIE
Kommerennmn
TOPBI cpeacrTna
YK-10
3HaTh mpaBujIa COCTABJICHUS ¥ 0(DOPMIICHUS JOKYMEHTOB C

UCTIOJIb30BaHNEM KaK TPAIUIIMOHHBIX, TaK U
COBPEMEHHBIX KOMIBIOTEPHBIX TexHoJoruil (YK-10.1);
OpraHu3alMI0 JOKYMEHTO000pOTa, KOHTPOJIS UCIIOJIHEHHUSI
JIOKYMEHTOB ¥ HH(POPMAIIMOHHO-CIIPABOYHONU pabOThI ¢
UCIOJIb30BAHUEM COBPEMEHHBIX KOMITBIOTEPHBIX
uHpopMannoHHbIX TexHonoruit (YK-10.2.)

YCTHBIN ONPOC

12
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YMmerhb

HCII0JIB30BaTh COBPCMCHHBIC MCTO/JAbI OpraHU3aliu U
COBCPHICHCTBOBAHUA YIIPABJICHYCCKOI'O Tpyda

TECTOBBIN
paboTHUKOB CIy>KObI AenonpousBoacTea (YK-10.1.);
KOHTPOJIb
OTIpEIEATh UCTOPUUECKYIO U MPAKTHICCKYIO TICHHOCTh p
nokyMeHToB (YK-10.1.)
Baajgers |HaBbIKaMu co3faHus pekBU3UTOB JokymeHTa (YK-10.1.);
HaBBIKaMHU O(POPMIICHUS TN JIJI apXUBHOTO XPaHEHUS 3auer

(VK-10.2.)

ITK-4

3HaTh

OpraHu3aIMI0 OTIEPATUBHOTO XPAHEHUSI IOKYMEHTOB B
JIETIOBOJICTBE U OCHOBBI ApXUBHOT'O XPaHEHUS JOKYMEHTOB
(ITK-4.15.); ocHOBHBIE TpeOOBaHUS K OPOPMIICHHUIO
YIPABJICHUYECCKUX (OPTaHU3AIMOHHO- PACTIOPSTUTCIIHHBIX )
nokymeHnToB (I1K-4.15.)

YCTHBIN OIIPOC;
pedepar

YMmernb

MPaBUIILHO COCTaBIATh NOKyMeHTHI ([TK-4.15.);
0(OpMIISITH JOKYMEHTHI B COOTBETCTBUU C TPEOOBAHUSIMU
rocyaapctBeHHbIX cTangapToB ([1K-4.15.); coznaBarth
pa3JInuHbIC BUJBI TOKYMEHTOB, pab0OTaTh C OOpaIieHusIMU

rpaxaad U KoHpuaeHnanpbHbIMU JoKyMeHTamu (11K-
4.15))

YCTHBIN ONpOC

Baagernb

HaBbIKaMU 0()OPMIICHUS TOKYMEHTa B COOTBETCTBHUU C
TpeboBaHUsIMU TocyAapcTBeHHBbIX cTanaapToB ([TK-4.15.);
HaBBIKAMH TIPUMEHEHUS KOMITBIOTEPHOW TEXHUKH TIPH
co3nanuu gokymenta (I1K-4.15.); naBsikamu
dbopmupoanus aen (I11K-4.15.)

3a4€CT

7.2. Onucanne nmokasareJsieil U KpuTepueB OLIEHUBAHUS KOMIIETEHIUIT HA
Pa3JIMYHBIX 3Tanax ux (GOpMUPOBAHUS, ONIUCAHNE LIKAJI OLICHUBAHMS

YpoBHH CHOPMUPOBAHHOCTH KOMITCTCHITUH
OueHouHbIe
cpejcTBa KomnerenTHoCTh bazoBnlii ypoBenb  |JlocTaTO4HBIN YpOBEHb|  BbICOKMI ypOBEHb
HeC(i)OpMI/IpOBaHa KOMIICTCHTHOCTHU KOMIICTCHTHOCTHU KOMIICTCHTHOCTHU
YCTHBIHA OIIPOC CryneHT He CryzaeHnT HenoisHo, | CTyAeHT noaHo, ¢ |CTyAEHT MOJIHO,
CrocoOeH JaTh MMOBEPXHOCTHO, HE |HECYIIECTBEHHBIM |TJIyOOKO,
OTBET Ha 000CHOBaHHO U 3aMEYaHUSIMH  |0OOCHOBaHHO
3aJlaHHBIN BONIPOC |(O0TBEUaeT Ha OTBEYAET HA OTBEYAET HA
3alaHHBIE 3aJlaHHbIE 3aJJaHHbIE BOMPOCHI
BOIIPOCHI BOIIPOCHI
TECTOBBIN KOHTpOJIb |Menee 59% 60-74% Bepubix  [75-89% Bepubix  [90-100% BepHBIX
BEPHBIX OTBETOB  |OTBETOB OTBETOB OTBETOB

13




MT-21: Pabouas nporpamma jucuuiuinael 51.B.JIB.01.01 «J/lokymMeHTanoHHOE o0ecrieyeHe yrpapieHus»

pedepar Marepuan He Marepuan cnabo |Marepuan Marepuain
CTPYKTYPUPOBAaH |CTPYKTYPHUPOBAH, |CTPYKTYPUPOBAH, |CTPYKTYPUPOBAH,
0e3 yuera HE CBs3aH ¢ paHee |(odopmien oopmIieH cormacHo
cneuuduku U3YYEHHBIM, HE COIJIACHO TpeOOBaHUSAM
po0IIEMBbI BBIJICJICHBI TpeOOBaHUSM,
CYLIECTBEHHbIE OJ/IHAKO €CTh
MPU3HAKU HECYILIECTBECHHbBIC
pOOJIEMBI. HEJIOCTATKHU.
3a4eT Hemoncrpupyercs |[Iemonctpupyercs |[IemoncTpupyercs |IeMoncTpupyeTcs
HE3HaHUe oOuiee 3HaHUE JIOCTaTOYHO ri1yOOKO€ U MPOYHOE
M3y4aeMoro M3y4aeMoro [I0JIHOE 3HAHHE YCBOEHUE
TEOPETUYECKOI0  [TEOPETUYECKOTO  [TEOPETHUECKOIO  |TEOpETHYECKOIrO
Marepuaia u MaTepuaia u MaTepuaia u MaTepuaia u
HEJIOCTaTOYHBbIA  [HEJOCTATOYHBIM  |IOCTATOYHBIN BBICOKAsI
YPOBEHb YpOBEHb YpOBEHb aJanTUBHOCTh
MIPaKTUYECKOTO MPaKTUYECKOTO YCTOWYHBOTO MPaAKTUYECKOTO
HaBbIKA HaBbIKA MPaKTUYECKOTO HaBbIKa
HaBbIKA

7.3. TunoBbie KOHTPOJIbHBbIE 32ITaHUS UJIM UHbIE MAaTePUAJIbI, HEO0X0AMMBbIE IJIsI
OLICHKHU 3HAHUI, YMEHHI, HABBIKOB M (UJIM) ONBITA AeSATeJbHOCTH,
XapaKTePU3yIIKUX 3Tanbl (JOPMUPOBAHUA KOMIIETEHIMH B MpoLecce 0CBOCHUS
00pa3oBaTeILHON POrPaMMbl

7.3.1. IlIpumepHbIe BOMPOCHI AJISI YCTHOTO OIIPOCa
1.Kakue noxymeHnTsl B cootBeTcTBUM ¢ Konctutynuein PO uznaer Ilpesunent PO?

2.Kakue noxkyMeHThl B cooTBeTcTBUM ¢ Koncturynueit P® uznaer I[IpaBuTenbcTBO
P®? Kakum akTOM OIpenesieHbl BUIbl IOKYMEHTOB, n3aaBaemele [Ipesnnentom PO?

3.Kakue BapuaHThl M300paXeHUs TOCYJAapCTBEHHOrO0 rep0a BO3MOXKHBI Ha OJIaHKax
(ene- paJIbHbIX OPraHOB UCIIOJHUTEIBLHON BIACTH?

4.B xakoMm aKkTe JaHO OINpeAesICHHE dIEKTPOHHOTO COO0IeHUs?

5.Kakue Bompocsl paccmaTtpuBaroTcsi B DepepanbHoM 3akoHe «OO0 wuHbopmanuu,
nH(OpMa- [IMOHHBIX TEXHOJIOTUAX U O 3alIUTe UHPOPMALITN)?

6. Kak onpenensercs aMeKTPOHHbBINA JOKYMEHT B 3aKOHOJATEIbHO-IIPABOBBIX aKTaX?

7.Kak onpenensercs B 3aKOHOAATEIBHO-ITPABOBBIX aKTaX 3JEKTPOHHAS NOANKCH?
8.Kakue CcyiecTByOT BUIbl SJIEKTPOHHBIX MOMUCEN?

14
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9. Kakum AJOKYMCHTOM OIIPCACIEACTCSA CTCIICHD OTPAaHUYCHUA JOCTYIIA K I[OKYME?HTY?

10.KakuM 3aKOHOJATETBHBIM AaKTOM YCTAaHABIMBACTCS OTpPaHWYCHHE JOCTyHa K
CBEJICHUSIM I10 JTUYHOMY COCTaBY?

7.3.2. lIpumepHbIe BONPOCHI IJIsl TECTOBOI0 KOHTPOJIA

1.Kakoit Bapuant odOpMIICHHSI PEKBHU3UTA «AJlpecar» COOTBETCTBYET TPEOOBaHUSIM
I'OCT P 6.30-2003?

1. dnpexropy mkosasr Ne 269

Marseesou Tamape [letpoBHe

2. Iupexropy mkoibsl Ne 269 Marseeson T.I1.

3. 129128, Mocksa, yi. PoctokuHckas, 7

Hupekropy mkonsl Ne 269 r-xe Marseeson T.I1.

4. Tupexktopy MockoBckoii mkosibl Ne 269

T.I1. MarBeeBou

2.0TMeThTE BapUaHT MPABWIBHOTO OGOPMIICHHUS TOAMHUCH JOKyMEHTa Ha o0IiemM
omanke yupexaenus [.B. CupopoBbIM, UCHOTHSIOMIMM OOS3aHHOCTH PYKOBOIUTENS
yupexaenusi A.W. [lerposa B ero B orcyrcTBue?

1. M.o. mupekropa JInynasa noanuce Cunoposa I'.B. Cunopos
2./ dupexrtop JInynas noanuck Cunoposa A.N. Iletpos
3. 3a [Tupekrop JInynas noanuce Cunoposa A.N. Iletpos
4. 3a nupekTopa JInynas noanuck Cunoposa I'.B. Cunopos

3.Kaxkoii Bapuant oopmienus pekBuzuta «I'pud coriacoBanusi JOKyMEHTa» B CiIydae
COTrJIaCOBaHUs IJIaHA KOJUIETHAIBHBIM OpraHoM cooTBeTcTBYeT TpeboBanusm ['OCT P
6.30-2003?

1. COIJIACOBAHO

IIPOTOKOJIOM 3aCEIaHUsA METOAUYECKOTO COBETA

ot 12.07.2007 r. Ne 16.

2. COI'JTACOBAH

[IpoTokonom 3acenaHusi METOUYECKOTO COBETA

ot 12.07.2007 r. Ne 16.

3. COIJIACOBAHO

IIpoTokoa 3aceanuss METOAUYECKOTO COBETA

ot 12.07.2007 r. Ne 16.

7.3.3. [IpumepHbIe TeMBbI J1JI51 cCOCTaBJieHHs pedepara

1.JIoKyMEHTBI 1 UX Ha3HAUYECHHUE.
2.HopmartuBHO-TeXHHUYECKas 6a3a Ae0npon3BoACcTBa PD Ha COBpEMEHHOM JTarle.

15
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3.001ue TpeboBanus K 0pOPMIICHUIO PEKBU3UTOB IOKYMEHTA.
4. TpeboBaHUs K TOKYMEHTaM, U3TOTABIUBAEMbBIM C TIOMOIIBIO TICYATHBIX YCTPOUCTB .

5.bnaHku TOKYMEHTOB.

6.0Oprann3aliMOHHO-PACHOPSAUTENBHBIE JOKYMEHTHI.

7.JJ0KyMEHTBI KOJIJIErHaJIbHBIX OPraHOB, IOKYMEHTHI 10 JUYHOMY COCTABY.
8.Ciy:xeOHast mepernucka.

9.0pranu3zanus paOoThl ¢ MUCbMEHHBIMU M YCTHBIMHU OOpaIIeHUSIMU TPAKIaH.
10.Perucrpanus 1 yder NOCTYNAOIIMUX B OPTaHU3aLUI0 JOKYMEHTOB.

7.3.4. Boripocsl k 3a4ety

1.J{ns Tabmur 7.3

2.CyIlHOCTb U CTPYKTYpa JOKYMEHTALIHOHHOT'O 00ECIIEYeHUS YIIPABIICHHUS.

3.Ponp  nOKyMEHTAalMOHHOrO  OOECIeUeHUs  YNpaBJIE€HHS B  JICITEIbHOCTU
roCyapCTBEHHBIX OPTraHOB.

4.0tanbl  3BOJIIOLMM  OTEUYECTBEHHOTO JIEJIONPOM3BOJICTBA (JOKYMEHTAIMOHHOTO
oOecrieueHusl yrpaBjeHus1): COCTaB U 00LIask XapaKTEPUCTHKA.

5.0OCHOBHBIE TOCTHKEHHUS U HEAOCTATKU MPUKA3HOI0, KOJUIEKCKOTO U MUHUCTEPCKOIO
JIEOMPOU3BO/ICTBA.

6.OCHOBHBIE JOCTH)KEHUS U HEAOCTATKH COBETCKOTO JEJIONPOU3BOCTBA.
7.Haznauenue Enunoii rocyaapcTBeHHOM cuctemsl nenomnpousBojactBa (EI'CI) u ee
POJIb B IOKYMEHTAIIMOHHOM O0€CIIEYEHUH yIPaBICHUS.

8.HanpapneHus rocy1apcTBEHHOTO PETYJIMPOBaHUS TOKYMEHTAIIMOHHOTO 00eCTIeUeHUs
yIpaBJEHUS: COCTaB U o0LIasi XapaKTepUCTHKA.

9.Buapl 1OKYMEHTAllMOHHOTO OOECIEUEHUs] YNpaBJIEHUA: COCTaB W 0O
XapaKTEPUCTHKA.

10.Ha3nauenne u CTpPyKTypa TMpPaBOBOrO PETyJIUPOBAHUS JOKYMEHTAIMOHHOTO
oOecreyeHus! ynpaBJICHUS.

I1.CoctaB u Ha3HAaYE€HHME 3aKOHOJATENIbHBIX akTOB Poccuiickoit dexnepanum,
PETYJIHUPYIOIINX TOKYMEHTAIIMOHHOE 00ecTIeueHue YIpaBIeHHUS.

12.CoctaB M Ha3Hau€HHE HOPMATHUBHBIX MPABOBBIX aKTOB (elepalbHbIX OPraHoOB
UCIIOJIHUTENBHOM  BJACTHU, PETYJIUPYIOUIMX JOKYMEHTallMOHHOEe  oOecredeHue
YIpaBJICHUS.

13.CoctaB ¥ Ha3HauYE€HHE TOCYIJApCTBEHHBIX (HAUMOHAIBbHBIX) CTAHJAPTOB,
PETYIUPYIOLIMX JOKYMEHTAIIMOHHOE 00eCTIeYeHHEe yIpaBIeHUsI.

14.Pone  denepanvHoit apxuBHOM cmyxObl (PocapxuBa) B TrOCymapcTBEHHOM
PEryJIupoOBaHUM JOKYMEHTAIIMOHHOTO 00ECIIeYeHUs yIPaBIICHHUS.

15.Ha3nauenne wu ctpykrypa ['ocygapCTBEHHONM CHCTEMBI JOKYMEHTAIMOHHOTO
ob6ecneuenus ynpasienus (I'CAOY).

16.CtpykTypa u obmas xapakrepuctuka OcHoBHbIX nonoxenuit ['[CIOY.

16
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17.Pons  yHubukKanmM W  CTaHAAPTU3AIMU  JIOKYMEHTOB B  COBPEMEHHOM
JOKYMEHTAIMOHHOM O0OECIIEYEHUH YIIPABIICHHUS.

18.CocrtaB 1 Ha3HAYEHUE YHUPUIIUPOBAHHBIX CUCTEM JTOKYMEHTAIUU.

19.CocraB, Ha3HaueHHME M COAEpP)KAHHE TOCYJAPCTBEHHBIX CTAaHJAPTOB Ha
YHU(PUIUPOBAHHBIE CUCTEMBI IOKYMEHTAIIUH.

20.CoctaB M  Ha3HauY€HHE  OOILEPOCCUICKHX  KIACCU(PHUKATOPOB  TEXHUKO-
HKOHOMMYECKOHM U COLMaIbHON HH(POPMALIUH.

21.0OcHOBHBIE TMOHATHS W TEPMUHOJOTUA JTOKYMEHTAaMOHHOTO OOeCHe4YeHUs
YIPaBIICHHUS.

22.00mas  xapakTepUCTUKa TEPMHUHOCUCTEMbl JOKYMEHTAlIMOHHOTO OO0eCTeueHus
ynpasienusi, onpeneneHubii 'OCTom P 51141-98 «Jlenonpon3BoacTBO U apXUBHOE
neno. TepMHUHBI U OTIPEIETICHUS.

23.CymHOCTb, OCHOBHBIE aCHEKTBl M CBOWCTBA YINPAaBICHYECKOIO0 JOKYMEHTa Kak
CUCTEMBI.

24 Knaccudukaiiys yrnpaBieHYECKUX JOKYMEHTOB.

25.00ume TpeboBaHUS K JOKYMEHTHPOBAHUIO YIPABICHYECKOW JI€ATEIbHOCTH,
onpeaeneHHsie OcHoBHBbIMU TTOJ10keHussMu ['CIOY.

26.00ume TpeboBaHUS K JOKYMEHTHPOBAHUIO YIPABIECHYECKOW JI€ATEIbHOCTH,
omnpenereHHble THUIOBOM HMHCTPYKIMEH IO JENONpPOU3BOACTBY B  (eaepaibHbIX
OpraHax MCHOJHUTEIbLHOMN BIACTH.

27. O6mue TpebOBaHMUS K JOKYMEHTHPOBAHMIO YIPABIEHYECKON JESATENbHOCTH,
onpexaenenubie ['OCTom P 6.30-2003 «YHudummupoBaHHbie CUCTEMBI TOKYMEHTAIIHH.
YHuuuupoBaHHas cucTeMa OpraHU3alMOHHO-PACIIOPSIU-TEIIbHON JTOKyMEHTAIUH.
TpeboBanus Kk 0hOPMIICHUIO TOKYMEHTOBY.

28.00m1as xapakTepUCTHUKa TPEOOBAHUI K TEKCTAM YIPaBIECHYECKUX JOKYMEHTOB.

29.CoctaB u o011as XapakTepUCTHKA PEKBU3UTOB YIPABIEHYECKOTO IOKYMEHTA.
30.Hopwmbl cThis yIpaBIeHYECKUX JOKYMEHTOB.

31.0cobenHocTr 0GOPMIIEHHUSI TEKCTOB YINPABIEHYECKUX JIOKYMEHTOB B aHKETHOM,
TpadapeTHoil u TabaudHOU Popme.

32.CTpyKTypa OpraHu3alMOHHO-PACTIOPSAAUTEINBHON IOKYMEHTAIMH.

33.Ha3HadyeHue U COCTaB OPraHMU3allMOHHO-TIPABOBBIX JOKYMEHTOB.

34.Ha3zHaueHHE U COCTaB PACIOPSAIAUTEIBHBIX JOKYMEHTOB.

35.Ha3navyenue u coctaB UH(POPMAIMOHHO-CIIPABOYHBIX IOKYMEHTOB.

36.Ha3zHaueHue U cOCTaB JOKYMEHTOB 10 IUYHOMY COCTaBY.

37.CocTtaB, pacHojiO’)KEHHE pPEKBU3UTOB M CTPYKTypa TEKCTa TOJIOKEHUs 00
OpraHH3alyu.

38.CocraB, pacrnojoXeHHE PEKBU3UTOB M CTPYKTypa TEKCTa MHCTPYKLHMH IO
JOKYMEHTAllMOHHOMY OOECIIEUEHUIO YIPABICHUS B OPraHU3aLNH.

39.CocraB, pacnoyIOKEHUE PEKBU3UTOB M CTPYKTypa TEKCTa JOJDKHOCTHOM
MHCTPYKLUU.

17
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40.CocraB, paclolOKEHHE PEKBU3UTOB M CTPYKTypa TEKCTa INpUKa3a 10 OCHOBHOMY
BUJy JI€ITEIIbHOCTU OpTraHU3al1u.

41.CocraB, pacnoy0)KeHUE PEKBU3UTOB U CTPYKTYypa TEKCTA PEIECHUs KOJUIETHAIbHOTO
OpraHa yImpaBJICHHUS.

42.CocTtaB, pacroloKEHUE PEKBU3UTOB U CTPYKTypa TEKCTa IUlaHa padoTh
OpraHu3aluu.

43.CocrtaB, pacnojio)K€HNE PEKBU3UTOB U CTPYKTYpa TEKCTa JOKJIAAHOMU, CIy:KEOHOU U
O0OBSCHUTENILHOM 3aIHCOK.

44 Bunpl niceM U 0COOEHHOCTU UX MOATOTOBKHU U 0()OpMIICHUS.

45.CoctaB, pacmoJIOKEHUE PEKBU3UTOB M CTPYKTypa TeKCTa HH(POPMAIMOHHOTO
IIMChbMA.

46.CoctaB, pacnojoXEHHE PEKBU3UTOB U CTPYKTypa TEKCTa TPYIOBOrO JI0OroBOpa
(KoHTpaKTa).

47.CocraB, pacroyioKEHNE PEKBU3UTOB U CTPYKTypPa TEKCTA PE3IOME.

48.CocraB, pacIonoKEeHNEe PEKBU3UTOB U CTPYKTYpa TEKCTA TPYAOBOT'O COTJIAIICHUS.

49.3anaun, GYHKIUM W TUIOBBIE CTPYKTYpPHl CIOY>KOBI  JOKYMEHTAI[MOHHOTO
oOecreueHust yrpaBaeHUs.

50.PernmamenTariusi paboThI CIIy>KObI JOKYMEHTAIIHOHHOTO 00ECIICYEHUS yIPaBIICHMUS.

51.1enpb 1 3a0a4M ynpaBieHUs: JOKYMEHTAIMENW OpraHUu3aluu.

52 .ITpuHIUIIBI OpraHU3aluHd JOKYMEHTOO00POTa.

53.Ilopsimok  ABWMKEHHS JOKYMEHTOB B OpraHM3allid W OCHOBHBIE  3Tallbl
JIOKYMEHTO000pOTA.

54.0Opranuzanus padoThl C JOKYMEHTaMH PYKOBOJIUTEICH.

55.0pranuzaiust paboThl C JOKYMEHTaMH UCIIOTHUTEIEH.

56.0Opranusanus KOHTPOJISI HCIIOJHEHUS JOKYMEHTOB.

57.0nepaTuBHOE XpaHEHUE JOKYMEHTOB, HKCIEPTU3a MX LEHHOCTH W TMOJArOTOBKAa K
caaye B apXuB.

58.0co0eHHOCTH OpraHu3alii padoThl C KOH(PUACHIIUATBHBIMU TOKYMEHTAMH.
59.CoBpemenHbIe HH)OPMALIMOHHBIE TEXHOJIOTMH B JOKYMEHTAIIHOHHOM 00eCTeueHun
YIpaBJICHUS.

60.0OcHOBHBIE HAIIPaBJICHUS COBEPIICHCTBOBAHUS COCTaBa U (HOPM JOKYMEHTOB.

61. CucteMbl 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa, WX KiacCUpUKaIMsA, OCOOCHHOCTH
BHEIPECHUS U TCHJICHIIUU Pa3BUTHA.

62.0OCHOBHbIE HaIlpaBJIEHUSI COBEPIICHCTBOBAHUSA COCTaBa U (DOPM JOKYMEHTOB.

63. Cuctembl 3IEKTPOHHOTO JOKYMEHTOO0OpOTa, MX KiacCHU(pHUKalUsi, OCOOEHHOCTU
BHEJIPEHUS U TEHJEHIIUU Pa3BUTHSI.
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7.4. MeTogu4yecKue MaTepuaJbl, ONpeae/siionue npouexypbl OeHUBAHUA
3HAHUH, YMEHHUI, HABBIKOB U (MJIH) ONBITA AeATeJIbHOCTH, XaPAKTEePU3YyIOUIHAX
3Tanbl (OPMUPOBAHUA KOMIIETECHIUM.

7.4.1. OueHuBaHue YCTHOIO ONPoca

Kpurepuii
OIICHUBAHUS

YpoBHU HopMUPOBaHUS KOMITETCHIIHMI

bazosbiii

JlocTaTo4HBIM

Bricokuit

ITonHOTa M IPaBUIBHOCTH
OTBeTa

OTBET NOJIHBINA, HO €CTh
3amMeuanus, He domee 3

OTBET NOJIHBIH,
TOCJIeI0BATEIbHBIN, HO

€CTh 3aMeUaHus, He 0ojee
2

OTBeT MOJIHBIM,
MOCJICA0BATEIIBHBIN,
JIOTUYHBIN

CteneHb 0CO3HAHHOCTH,
IMOHUMAaHU U3YyYCHHOI'O

Marepuan ycBO€H U
H3JIaraeTcsi OCO3HAHHO,
HO ecTb He Ooee 3
HECOOTBETCTBUM

Marepuan ycBO€H u
M3JIaraeTcsi 0CO3HaHHO,
HO €CTh He Ooree 2
HECOOTBETCTBUM

Marepuai yCBOEH U
U371araeTcsi OCO3HaHHO

S3p1kOBOE OhOopMITEHHE

Peun, B ienom,

Peus, B nienom,

Peub rpamortHas,

OTBETa rpaMOTHast, COOJIIOICHBI  |TpaMOTHasl, COOJIIOJICHBI  |COOIIOIEHBI HOPMBI
HOPMBI KYJIbTYPBI P€UM, |HOPMBI KYJBTYPBI p€UH, |KYJIBTYPBI peUd
HO €CTh 3aMCUYaHuA, HC HO €CTh 3aMCYaHHsA, HC
Oonee 4 Oounee 2
7.4.2. OueHUBaHUE TECTOBOI0 KOHTPOJISI
Kpurepuit YpoBHU GOpMHUPOBAHMS KOMIETEHLIUN
OLICHUBAHUSA bazoBbIit JlocTaTouHbIM Bricoknit

HpaBI/IHBHOCTB OTBECTOB

He MeHee 60% TeCTOBBIX
3aJaHuN

He MeHee 73% TeCTOBBIX
3aJIaHuI

He MeHee 86% TeCTOBBIX
3aJIaHuI

7.4.3. OuenuBanue pedepara

Kpurepuii
OLICHUBAHUS

YpoBHH HOPMUPOBAHKSA KOMIICTSHITHMA

bazoBrIit

JlocTaTO4HBIN

Breicokui

HoswuzHa pedeprupoBaHHOro
TEKCTa

IIpob6nema, 3asiBiIeHHAS B
TEKCTE, UMEET HAYYHYIO
HOBHU3HY U aKTyaJIbHOCTD.
ABTOpCKast MO3UIMA HE
o6o3HaueHa. EcThb He
Ooutee 3 3aMeuyaHU

IIpobnema, 3asBIIcHHAS B
TEKCTEe, MIMEET HAYIHYIO
HOBI/I3Hy nu aKTyaJ'IBHOCTB.
ABTOpCKast TO3HIIHSI HE
o6o3HaueHa. EcThb He
Ooree 2 3aMeUyaHUN

[IpoGiiema, 3asiBICHHAS B
TEKCTE, UMEET HaY4YHYIO
HOBHU3HY U aKTyaJIbHOCTb.
BripaxeHna aBTopckas
MTO3ULUS
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CreneHb pacKpbITUS
POOJIEMBI

ITnaH COOTBETCTBYET TEME
pedepara, oTMedaeTcs
MOJHOTA U TITyOHHA
PaCKpBITHS OCHOBHBIX
MOHATHH TPOOIEMBI;
000CHOBaHBI CITIOCOOBI U
METOABI paboThI €
MaTepHasoMm;
POIEMOHCTPHPOBAHO
yMeHHEe padoTaTh ¢
JIUTEPATYPOH,
CUCTCMATHU3HUPOBATh U
CTPYKTYPHUPOBAThH
MaTepua; 0000IIaTh,
COITOCTABIIATE Pa3IMYHbIC
TOYKHU 3pCHHUA 110
paccMaTpUBaEMOMY
BOIIPOCY,
apryMEeHTUPOBATH
OCHOBHBIE MTOJIOKCHHUS U
BBIBOJBL. ECTh HE Ooee 3
3aMeyaHuin

ITnaH COOTBETCTBYET TEME
pedepara, ormMmevaercs
MOJTHOTA U TIyOHHa
PACKPBITHS OCHOBHBIX
MOHATHH MPOOIEMBI;
000CHOBaHBI CITIOCOOBI U
METOJIbI pabOTHI C
MaTepHaIoM;
POIEMOHCTPHUPOBAHO
yMeHHEe paboTaTh ¢
JIUTEPATYPOH,
CUCTCMATU3NUPOBAThL U
CTPYKTYpPUPOBATH
MaTepua;, 0000IIaTh,
COIOCTABIIATE Pa3IMYHbIC
TOYKHU 3pCHUA 110
paccMaTprUBacMOMY
BOIPOCY,
apryMeHTUPOBATh
OCHOBHBIE TTOJIOKCHHUS
BbIBO/IbI. ECTh He Oouiee 2
3aMevyaHui

[1naH COOTBETCTBYET TEME
pedepara, ormMevaeTcs
MOJTHOTA U TTyOHHA
PaCKpBITHS OCHOBHBIX
MOHATHH POOTIEMBI;
000CHOBaHBI CLIOCOOBI 1
MeTOABI paboThI ¢
MaTepuaom;
MPOJICMOHCTPHUPOBAHO
yMeHHe paboTath ¢
JIUTEPATYPOH,
CUCTCMATHU3HUPOBATH U
CTPYKTYPHUPOBATH
MaTepuai; 0000IIaTh,
COMOCTABJIAThH Pa3TNUHbIC
TOYKHU 3pCHHUA 110
paccMarpuBacMoOMy
BOIIPOCY, ApTYMEHTUPOBATH
OCHOBHBbIC MOJIOKEHHS U
BBIBOJIbI

OO60CHOBaHHOCTH BEIOOpA
HCTOYHUKOB

5-8 UCTOYHUKOB

8-10 UCTOYHUKOB

OtmeuaeTcst TOJHOTA
WCTIOJIb30BaHHS
JIMTCPATYPHBIX HCTOYHUKOB
1o npo0sieMe; MpUBJIEYCHNE
HOBEHIINX paboT 1o
npo6isieMe (KypHaIbHbBIE
HYGJ'II/IKaHI/II/I, MaTcpuabl
COOPHHUKOB HAyYHBIX
TPY/OB H T.1I.), 6onee 10
HCTOYHUKOB
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Cobaronenue TpeOOBaHMIA K
oQopMIIeHHIO

He Oouee 4 3ameuanuii

He Oonee 3 3ameuanuii

[MpaBunbHOE 0opMIICHHUE
CCBUIOK Ha UCIIOIb3YEMYIO
JHUTEpaTypy; IPaMOTHOCTh
U KyJIbTypa U3JI0KCHHUS;
BJIaJICHUE TCPMUHOJIOTUEH
1 TIOHSTHIHBIM arnapaTom
npoOJIeMbI; COOITI0ICHNE
TpeOoBaHUH K 00BEMY
pedepara; KyJIbTypa

0 OpPMIICHUS: BbIICICHUC
ab3ares.

I'pamoTHOCTB He 6onee 4 3ameuanuit  |He Oomee 3 3ameuanmii  |OtcyTcTBHE
oporpadudeckux u
CHUHTaKCHYECKHX OIIHOOK,
CTHJIMCTHIECKUX
HOTPENTHOCTEH; OTCYTCTBHE
OIIEYaTOK, COKPAICHUIH
CJIOB, KpOMeE
OOILETIPHHSATHIX;
JUTEpaTypHBIA CTHIIb
7.4.4. OueHuBaHue 3a4era
Kpurepuii YpoBHU hopMUPOBaHUS KOMITETCHIIHMI
OLICHUBAHUA bazoBeii JlocTaTouHbIN Brrcokui
TlomHoTa OTBETA, OTBeT NOJIHBIN, HO ecTh  [OTBET MOJHBIH, OTBET NOJIHBIH,
MOCJIEeIOBATENLHOCTD U 3aMevaHus, He Oonee 3 |mOCIeIOBaTENbHBIN, HO  |MOCIe0BaTEeIbHbIH,
JIOTHKA U3JI0KECHUS eCTh 3aMevaHus, He OoJiee |JTOTHYHbII

2

IIpaBUIBHOCTB OTBETA, IO
COOTBETCTBHE padovei
mporpamMme yueOHOM
JUCHTUITIIINHBI

OTBET COOTBETCTBYET
paboueit mporpaMme
y4eOHOH TUCIIUIUINHEI,
HO €CTh 3aMeYaHusl, He
6onee 3

OTBET COOTBETCTBYET
paboueit mporpamme
yaeOHON TUCIIMILTAHEI,
HO €CTh 3aMEYaHus, He
6oxee 2

OTBeT COOTBETCTBYET
paboueii mporpamMme
y4eOHOH TUCTIMILTAHEI

CrocoOHOCTE CTyIeHTa
apryMeHTUPOBaTh CBOU
OTBET U IPUBOJIUTH
MPUMEPHI

OTBeT apryMeHTHUPOBaH,
MIPUMEPHI TPUBEACHBI, HO
ecTh He OoJee 3
HECOOTBETCTBHI

OTBeT apryMeHTHPOBAH,
TIpUMEPHI TIPUBEACHBI, HO
ecTh He OoJee 2
HECOOTBETCTBHI

OTBeT apryMeHTHPOBAH,
MPUMEPHI TPUBEICHBI

OC03HaHHOCTD
M31araeMoro Marepuaia

Marepuan ycBoeH u
H3JIaraeTcsi OCO3HAHHO,
HO ecTh He Ooee 3
HECOOTBETCTBUI

Marepuan ycBO€H u
H3J1aracTcs OCO3HAHHO,
HO ecTh He OoJee 2
HECOOTBETCTBHI

Marepuai yCBOEH U
M3JIaraeTcsi 0CO3HAHHO
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CooTBeTcTBUE HOPMaM Peus, B nenom, Peus, B enom, Peus rpamoTtHas,
KyJBTYpBI pedu rpaMoTHasi, COOJIIOJICHbl  [TpaMOTHAsI, COOMIONIEHBI  |COOJIIOJEHBI HOPMBI
HOPMBI KYJIBTYpBI P€UH, |HOPMBI KyJIbTYPHI PEUH, |KYJIBTYpBI PeUH

HO €CTh 3aMEYaHus, HE  [HO eCTh 3aMeuaHus, He

Oonee 4 Oouee 2
KauecTBO OTBETOB Ha Ectb 3aMeuanus k B niennoM, oTBeTHI Ha Bce BOMPOCH! TOTyYEHBI
BOIPOCHI oTBeTaM, He Ooiee 3 PacKpBIBAIOT CYTh HCYUEPITBIBAIONINE OTBETHI
BOIIpOCa

7.5. UToroBasi peiiTHHroBasi OLEHKA TeKylIeH U MPOMeKYTOYHOM aTTecTaluu
CTY/J€HTA 10 JUCHHUILJIMHE

[To yueOHoO#M muctumauHe «JlOKyMEHTAIIMOHHOE OOecleueHrue YIpaBICHUS
UCTIONBb3yeTCsl 4-0ajuibHas CUCTeMa OLICHUBAHMS, UTOT OIEHUBAHUS YPOBHS 3HAHUU
oOydJaronuxcsi mpeaycMaTpuBaeT 3a4€T. 3aueT BBICTABIISIETCS BO BpPEMsl IOCIIETHErO
MPaKTUYECKOTO 3aHSATHS TIPH YCIOBUM BBIMOJHEHUs He MeHee 60% y4eOHBIX
MIOPYYCHHH, TPEAYCMOTPECHHBIX yueOHBIM TmaHnoM u PIT/l. Hanwuyume HEBBIMOIHEHHBIX
Y4EOHBIX MOPYYEHUN MOXKET ObITh OCHOBAHUEM ISl JAOMOJHUTEIBHBIX BOMPOCOB IO
JUCLUILIMHE B XOJI€ MPOMEXKYTOYHOM aTTecTaluu. Bo BCEX OCTAIBHBIX CiIydasiX 3a4eT
cnaercsa oOydyaromMMUCS B JlaThl, Ha3HAYCHHBIC TMpenojaBaTesieM B MEPHUOJ
COOTBETCTBYIOLIMU MPOMEKYTOYHON aTTECTALINU.

IIxana oyenuganus mexkyuwieii u RPOMENCYNOUHOU ammecmayuu cmyoeHma

YpoBHU hopMHUPOBaHUS OrieHKa 1o YeThIpex0aJITbHON TIIKaje
KOMIIETSHITHH JUTSE 3a4éTa
Bricoknit
JlocTaTo4yHbIM 3a4TECHO
bazoBeii
Komnerenuus He copmupoBana HE 3a4TE€HO

8. IlepeyeHb OCHOBHOM M IONOJHHUTEJIBbHON yU4eOHOM JIUTEPAaTYypPhbl, HEOOX0AUMOM
JJIs1 OCBOCHMA IMCHMIIMHBI (MOYJIs1)

OcHoBHas JMTEpaTypa.

Ng Tun Komn-Bo B
Bubnuorpadudeckoe onucaHue (e, yuetrios
H/H noco6ue, yaeGHo- 6I/I6H-

MeToj nocobue, ap.)
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1. |®umuna, ®. H. Kamgporoe naemonpousBoactBo. Kak

n30exaTh omuooK | yueoHoe mocodbue / ®@. H. dunnna. —

Mocksa : I'poccMenuna, 2010. — 329 ¢. — ISBN 978-5- https://e.

4230-0029-5. —  Tekct: »anextpoHHbli //  JlaHb Vyuebrsie |lanbook.

AIEKTPOHHO-OMOIMOTEUHAS CHCTEMa. — URL:| moco6us |com/boo

https://e.lanbook.com/book/8905  (mara  oOparmieHus: k/8905

24.09.2020). — PexuMm gocTyma: IS aBTOPH3.

M10JIb30BATEIICH.

2. |Cemrxo, M. A. OCHOBBI ACIONPOM3BOACTBA . Yy4ueOHOE
nocobue / U. A. Cemko, JI. A. Anryxosa. - CTaBpoHob : https://e.
CtTAY,2018.- 119 c. Vaebuue |12NP00K:
Hocobis com/boo
k/14161
3
3. |Cemenuxun, B. B. KaagpoBoe paenomnpousBoacTBo

HayuyHoe u3fganue / B. B. CemenuxuH. - 4-¢ u3j., nepepao. hitps:/e.

u jo1. - Mocksa : I'poccMenua, 2019. - 628 c. lanbook.
com/boo
k/14353

0
JlomosiHUTEILHAS JIUTEPaTypaA.
Ne bubnuorpaduueckoe onucanue (y“eﬁ;l;i4 yn%6ﬂoe Kon-so
n/n oo e | OO,
1. |Ky3nmenoB, M. H. [lenompousBoactBo y4e0HO- https://e.
cupaBoyHoe mnocooue / WM. H. Kysuemnon. - 6-¢ usj. - lanbook.

Mockaa : Jlamkos u K, 2017. - 460 c. CripaBoHU com/boo

K k/10554
3
2. |Cemenuxun, B. B. KagpoBoe nemomnpowussoactso / B. B.

CemenuxwuH. - Mocksa : ['/poccMenna, 2015. - 624 c. https://e.
lanbook.
com/boo
k/69855
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9. Ilepeuyenn pecypcoB HHGPOPMAIIMOHHO-TEJIEKOMMYHUKAIIUOHHOM CeTH
«/HTEepHEeT», HEOOXOAUMBIX JJIs1 OCBOCHUS IHCHUIIJIMHBI (MOXYJIs)

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

2.DenepanbHbIA 00pa3oBaTENbHBIN TOpTAT Www.edu.ru.

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

4.I'ocygapcTBeHHasi MyOJM4YHasi Hay4yHO-TexHUYeckass Oubmmoreka Poccum URL:
http://gpntb.ru.

5.l'ocygapctBeHHOE  OIOKETHOE  yupexieHue KyiabTypel PecnyOnuku Kpbim
«Kpbimckas pecnyOMKaHCcKas yHUBEpCalbHas Hay4YHast OubIMoTEKA»
http://franco.crimealib.ru/

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

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

10. MeToauveckue yKazaHus sl 00y4alomIMXCsl 0 OCBOCHUIO M CIIUTIIMHBI
(MoayJist)

OO0mue pexoMeHAAIMHU 0 CAMOCTOATEILHOM padoTe 0aKkalaBpoB

[TonroroBka coBpeMeHHOTO OakanaBpa MpEArnoaraeT, YTo B CTEHAX YHUBEPCUTETA
OH OBJIaJIeeT METO0JIOTUEH camMmo00pa3oBaHus, CaMOBOCITUTAHUA,
CaMOCOBEPIIICHCTBOBaHUS.  JTO  OMpeAeiseT  BaXHOCTh  aKTUBU3AIHMH  €TO
CaMOCTOSITENIbHON PabOTHI.

CamocrositenbHast pabota (GopMHpPYET TBOPYECKYIO AaKTUBHOCTH OaKalaBpOB,
MPEACTABICHUE O CBOMX HAYYHBIX M COIHMAIBHBIX BO3MOYKHOCTSAX, CIOCOOHOCTH
BBIWICHSTh TJIABHOE, COBEPIICHCTBYET TMpHUEMbl OOOOIIEHHOTO  MBIIUICHUS,
npeamnonaraeT Oosee rIyOOKyr0 MPOpabOTKy UMM OTACIBHBIX TEM, ONPEICIICHHBIX
MIPOrpaMMON.

OCHOBHBIMU BUJaMU U (POpPMaMH CaMOCTOSITEIHHOM PaObOTHI CTYJEHTOB MO JaHHOU
JTUCITUTIIIMHE SBIITFOTCS: CAaMOIIOATOTOBKA 110 OT/ACIBHBIM BOIIpocaM; padboTra ¢ 6a30BbIM
KOHCIIEKTOM; TOJTOTOBKA K YCTHOMY OMPOCY; MOATOTOBKA K TECTOBOMY KOHTPOJIIO;
MOJTOTOBKA pedepara; MOAroTOBKA K 3a4eTy.
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BaxxHOl 4acThi0 CaMOCTOSATENBHOM PabOTHI SBISETCA YTEHHUE YUEOHOU TUTEpPaTypPHI.
OcHoBHast (pyHKIMSA Y4eOHMKOB — OpPUEHTHUPOBATh B CUCTEME TE€X 3HAHHM, YMEHUU H
HABBIKOB, KOTOpBIE JOJKHBI OBITh YCBOEHBI MO JaHHOW AUCIUIUIMHE OYIyIIUMH
CHEIHAIMCTaMU. YUYEeOHUK TaKkKe CIYKUT MyTEBOAUTENEM I10 MHOTOYHUCICHHBIM
OPOU3BEACHUAM, OPUEHTHPYS B HMMEHAX aBTOPOB, CIECHHAIM3UPYIOIIUXCA Ha
ONpeNeIEHHBIX HAYYHBIX HAIpaBJICHUSAX, B HA3BAHMSIX UX OCHOBHBIX TPyHOB. Bropas
¢byHKIMS ydeOHMKA B TOM, UTO OH OYEpUMBAECT HEKUU KPYT 00s3aTeNbHBIX 3HAHUU 1O
MpeAMETY, HE IPETEHIYS Ha TIIyOOKOE UX PACKPBITHE.

UreHue pEKOMEHJOBAaHHOW JMUTEPATypbl — OTO Ta IJIABHAs 4YacTb CHCTEMBI
CaMOCTOSITENIbHON yueObl OakanaBpa, KOTOpass 0OecrnedyuBaceT MOJJIMHHOE YCBOCHHE
Hayku. UuTaTh 3Ty IUTEPATYPy HYKHO IO MPUHIUITY: «HJES, TEOPUsL, METOJ B OJTHOM,
B JIpyrOM U T.J. KHUTax».

Bo Bcex ciydasax pEKOMEHAYETCs PacCMOTPEHHE TEOPETUYECKUX BOIPOCOB HE
MEHEE 4YeM M0 TpeM HCTOYHUKaMm. M3yueHue mpoOiembl MO pa3HbIM HCTOYHUKAM -
3ajor TayOOKOro ycBoeHHMs Haykdu. MMeHHO 3TOT 050K, Hapsay C BBINOJIHEHHEM
MPaKTUYECKUX 3aJlaHUi SBIIAETCS BEIYIIMM B CTPYKTYpPE CaMOCTOSITEIbHOM padOThI
CTYJICHTOB.

Buumanuio OakanaBpoB MpeasiaratoTcsi CIHCOK JIMTEpPaTyphbl, BOMNPOCHl K

CaMOCTOSITEIbHOMY U3YUYEHHIO U BOIIPOCHI K 3a4ETy.

JlJis yCHemHoro oBjiaJeHus IUCUUIUIMHOW HEOOXOAMMO BBIMOJIHATH CIEAYIOLINE
TpeOOBaHUS:
1) BBINOJHATH BCE ONpeeIeHHbIE TPOrpaMMOi BUAbI paldoT;
2) mocemath 3aHATHS, T.K. BECh TEMAaTUYCCKUI MaTeprall B3AUMOCBSI3aH MEXy COOOM
M, 3a4acTyl0, CaMOCTOSATEIBHOIO TEOPETUYECKOIO OBJIAACHHUS MPOMYLIEHHBIM
MaTepuaioM HEeJIOCTaTOYHO JJIsi KAYECTBEHHOTO €r0 YCBOCHUS;
3) Bce paccMaTpvBaeMble Ha 3aHATHSAX BOIMPOCHI 005A3aTeNbHO (UKCHPOBATH B
OTIIETILHYIO TETPA/Ib U COXPAHSTH €€ 10 OKOHYAaHUs OOyUEHHUsI B BY3€;
4) NposIBIISATh AKTUBHOCTH TPHU TMOATOTOBKE M HA 3aHSATHAX, T.K. KOHECYHBIA PE3yJIbTaT
OBJIAJICHUSI COJIEPKAHUEM JHUCLUMIUIMHBI HEOOXOIWM, B TNEPBYIO OUYEpEeb, CAMOMY
OakanaBpy;
5) B cuyyasx mpomycka 3aHATHH 1O KaKUM-JIMOO TpPHYUHAM  O00s3aTEIIHLHO
oTpabaTbIBaTh  MPOIYIICHHOE TMPENoJaBaTeIld BO  BpeMs  HMHIWBHIYaJIbHBIX
KOHCYJIbTAlIU M.

BHeypounast 1esTenbHOCTh OaKkanaBpa Mo JaHHOW JUCIUIUIMHE MPEIoaraeT:
- CaMOCTOSITEJIbHBIN MOMCK OTBETOB U HEOOXOAMMON MH(POPMALIUU 10 NMPEAJIOKEHHBIM
BOIIpOCaM;
- BBIIIOJIHEHUE IPAKTUYECKUX 3aJaHUM;
- BBIpaOOTKY YMEHUI HAYYHON OpraHU3aluu TPyaa.
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YcnenrHasi opraHu3anysi BpeMEHH 110 YCBOSHHUIO JAHHOW NUCIUTUIMHBI BO MHOTOM
3aBUCHUT OT HAIW4Us y OakamaBpa YMEHHUS CaMOOPTaHHM30BaTh ce0s U CBOE BpeMs IS
BBITIOJIHEHUSI TIPEUIOKEHHBIX JOMallHUX 3agaHuid. OObEM 3ajaHuil paccuuTaH
MakcuMajdbHO Ha 2-3 dYaca B Henemo. [Ipy 3TOM alroputM MTOATOTOBKH OyaeT
CJICTYFOTIINM:

1 sTam — mMOWCK B JIUTEpaType TEOpeTHUecKoll HHOpMaIMu MO MNPEeII0KEHHBIM
MIPENOIaBATENEM BOIPOCAM;

2 3TaI — OCMBICTIEHUE TTOJIYYeHHOM MH(POPMAIINH, OCBOEHHWE TEPMUHOB U TIOHITHH;

3 3Tam — cocTaBJIEHHE MJIaHA OTBETA Ha KaXblil BOIPOC;

4 3Tarn — NOUCK MPUMEPOB MO JAHHON PoOIeMaTHKE.

Pabora ¢ 0230BbIM KOHCIIEKTOM

[IporpaMMoil AUCUMIUIMHBI PEAYCMOTPEHO YTEHUE JIEKIUI B pa3InYHbIX (popMax
X TPOBEACHMS: MPOOJEMHBIE JEKUMH C DSJIEMEHTaMH 3BPHCTHYECKON Oecenpl,
MH(OPMALIMOHHBIE JIEKIMM, JIEKIUU C OMNOPHBIM KOHCIIEKTUPOBAHUEM, JIEKIUH-
BU3YaJIN3aL1u.

Ha neknusix mnpenogaBaTeiab pacCMaTpUBAET BOMPOCHI MPOrpamMMbl  Kypca,
COCTaBJIEHHOW B COOTBETCTBUU C TOCYAApCTBEHHBIM 00pa30BaTEJbHBIM CTaHAAPTOM.
N3-3a HEJOCTATOYHOTO KOJIMYECTBA ay/IUTOPHBIX YAaCOB HEKOTOPHIE TEMbI HE YyAAeTCs
OCBETUTHh B IOJHOM O0OBEME, MO3TOMY MpernojaBaTeslb, MO CBOEMY YCMOTPEHHIO,
HEKOTOPbIE BOMPOCHI BHIHOCUT Ha CAMOCTOSITEIBHYIO PabOTy CTYJIEHTOB, PEKOMEHYs
Ty WIN UHYIO JUTEPATYPY.

Kpome »TOro, nmst ay4iiero oCBO€HMs MaTepuaja U CUCTEMAaTH3allMd 3HaHUW 1O
TUCIUIINHE, HEOOXOAMMO MOCTOSIHHO pa3OupaTh MaTepUabl JIEKIIMA 10 KOHCIIEKTaM
U Y4eOHBIM TOCOOUSIM.

Bo BpeMmsi camocToATENbHONM MTPOPAdOTKM JIEKUMOHHOIO Marepuanga ocoboe
BHUMAaHHE CJIEAYET YACIATh BO3HUKIIUM BOIIPOCAM, HEMIOHATHBIM TEPMUHAM, CIIOPHBIM
TOYKaM 3peHusd. Bce Takne MOMEHTBI CIAEAYET BBIICINUTD WIIN BBIIIACATH OTAEIBHO JJIS
JallbHEeHIIero 0oOCYXJIEeHHs Ha MPaKTHUYECKOM 3aHATHH. B cimyuae HEoOX0IMMOCTH
oOpamaThCsi K MpenojaaBaTeNio 3a KoHcynbTanueil. [lonHblil ciucok auteparypsl 1O
JIUCLUIUIMHE IPUBEICH B paboueil mporpaMme JTUCHUTIIHHBI.

IToaroroBka pedepara
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Pedepar sBisieTcs ogHoit u3 GopM pyOeKHON MM UTOrOBOM arrecTtanuu. [laHHas
dbopmMa KOHTPOJIS SBJISIETCA  CaMOCTOSITEILHOM — MCCIE0BAaTENbCKOM  paboTOM.
[ToaTOMY HEIOMTyCTUMO MPOCTOE KOMUPOBAHUE TEKCTAa U3 KHUTH, TMOO K€ CKaunBaHUE
u3 cetu HTEpHET roTOBOM paboThl. bakanaBp IOMKEH MOCTAapaThCs PACKPHITh CYTh B
uccienyeMoi mpobiiemMe, TPUBECTH MUMEIOIIUECS TOYKHM 3PEHHMs, a TaKkKe 00OCHOBATH
cOOCTBEHHBIN B3I HA HEE.

[ToaTomy TpebGoBaHus K pedepaTy OTHOCITCS, IPEXKIE BCETro, K OPOPMIICHUIO U €T0
COJIEPKAHUI0, KOTOPOE JOJDKHO OBITh JOTUYHO U3JIOKEHO M OTJIMYATHCS MPOOJIEMHO-
TEMAaTHYECKUM XapakTepoM. [IoMHMO YETKO H3J0KEHHOTO M CTPYKTYPHPOBAHHOTO
Marepuaia, 00s3aTeIbHO HAIMYKE BBIBOJIOB 0 KaXK10My naparpady u oOmux mno Bcei
pabore.

HopmatuBHble TpeOOBaHUS K HATUCAHUIO pedepaTta OCHOBBIBAIOTCS HA CIAEAYIOIIHNX
NPUHLMIIAX:
— Hauatp pekoMeHyeTcs ¢ MpaBUWIIbHOM (POPMYIHPOBKHU TEMBI U TOCTAHOBKH 0a30BBIX
LeJIeH U 3a7a4.
— B nanpHelimeM HaumHaeTcs oTOOpP HeoOxoaumoro marepuana. Camoe riaBHoe -"He
KaaHU4YaTh' W YOUpaTh T€ [aHHble, KOTOpPbIE HE CMOTYT pPacKpbiTh CYIIHOCTb
noctaBjieHHON wnenu. Henb3s pykoBoacTBoBaThCs NpUHIMNOM: «byner Oosbiioin
00BbeM pabOThl, 3HAYUT, TOJIYUY XOPOLIYI0O OTMETKY». JTO — HEMPaBUIIbHO, TOCKOJIbKY
TpeboBanus k pedepary 'OCT He TONBKO OrpaHUYMBAIOT €ro 00BEM, HO U KECTKO
ONPENETAIOT CTPYKTYPY.

Pedepat conepkut ciemyromiye pa3aeibl:
1. Brenenue, BKIIIOYAeT B ce0sl: aKTyalbHOCTh, B KOTOPOl O0OOCHOBaTh CBOW BBIOOP
JAHHOW TeMbI; OOBEKT; TpEeAMET; Iedb; 3aJlayd W METOIbl HCCIICIOBAHNUS,
MpaKkTUYeCcKas ¥ TEOPETUIECKast 3HAYMMOCTh PaOOTHI.
2. OcHOBHas 4acTh. B OCHOBHOW YacTu TEKCT 00s3aTeIbHO pa30oUTh Ha maparpadsl u
noj naparpadsl, B KOHIIE KaXJIOr0 CAENAaTh HEOOJNbIIOE 3aKIIOUEHHE C U3JI0KEHUEM
CBOEH TOYKH 3PCHMUSI.
[loaroroBka pedepara qoJKHA OCYIIECTBISATHCA HAa 0a3e TeX HAyUHbBIX MaTepUAJIOB,
KOTOpPBIE aKTyaJbHbl HA CETOAHSAIIHUM JIeHb (32 10 mocienHux ner).
3. 3aKJIr04YeHueE.
4. JIuteparypa (CIMCOK MCTOIB3YEMbIX UCTOYHUKOB). OPOpMIISATH €r0 PEKOMEHTyEeTCS
C yKa3zaHHMEM ClIeyIolle WH(popMaluu: aBTOp, Ha3BaHWE, MECTO W TOJ HU3JaHus,
HAaMMEHOBAHME U3/aTEIHCTBA M KOJIMYECTBO CTPAHUII.

TpeboBanus k pedepary o opopMICHHUIO CIICIYIONINE:
— Jlenatb 3TO PEKOMEHIYETCS TOJIBKO B COOTBETCTBHHM C TMPaBWJIAMH, KOTOPHIC
NPEeAbABISIIOTCS B KOHKPETHOM  00pa3oBaTeNbHOM yupexaeHuu. Peub uper o
TUTYJIBHOM JIUCTE, CIICKE JTUTEPATYPHI U BHEIITHEM BHJI€ CTPAHUIIBI.
— Ocoboe BHHMaHUE JOJKHO OBITh yHIeNeHO O(QOPMIIEHUIO MLMTAT, KOTOpPbIE
BKJTFOYAIOTCS B TEKCT B KaBbIUKaX, a Jlajiee B CKOOOYKAX NaeTCs MOPSAKOBBIN HOMEP
NEPBOMCTOYHUKA U3 CIIMCKA JINTEPATYPhl U Ye€pPE3 TOUKY C 3aMsTON HOMEp CTPaHUIIbI.
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— B cootBerctBun ¢ I'OCT 9327-60 TekcT, TaGauIbl U WILIIOCTPAIIMU 005S3aTEIBHO
JOJKHBI BXOJUTH B hopmat A4.

— Pedepar BHIMOTHATH TOMBKO Ha KOMIbIOTEpPE. TEKCT BBIPABHUBATH IO MIMPHUHE,
MEXTYCTPOYHBIH WHTEpBajd -moitopa, mpudt -Times New Roman (14 nr.),
napaMeTphl MoJjiel - HrkHee u BepxHee - 20 mm, sieBoe -30, a mpaBoe -10 MM, a oTcTyn
a03ama -1,25 cMm.

— B Texcre 00s3aTeNnBHO AKOCHTHPOBATh BHHMAHHWC Ha OIIPCACICHHBIX TCPMHUHAX,
IIOHATHAX H (bOpMy.]'IaX IIpy IIOMOIIX ITOOYCPKHUBAHHA, KYpCUBA U KHUPHOI'O I]lpI/I(i)Ta.
ITomumo 9TOTr0, AOJIKHBI BBIACIATBCA HAHMMCHOBAHHA TIJIaB, naparpac[)OB n
HOIIHapana(l)OB, HO TOYKH B KOHIIC HUX HC CTaBATCAI.

IToAroToBKa K TECTOBOMY KOHTPOJIIO

OCHOBHOE JIOCTOMHCTBO T€CTOBOM (POPMBI KOHTPOJISL — 3TO IPOCTOTA U CKOPOCTh, C
KOTOPOI OCYILIECTBIISIETCS NEpBasi OLEHKAa YPOBHS 00YYEHHOCTU MO KOHKPETHOU TeMe,
MO3BOJISIONIAsA, K TOMY €, p€ajJbHO OLUEHUTHh TOTOBHOCTH K UTOTOBOMY KOHTPOJIIO B
UHBIX (opmax U, B ciayyae HEOOXOJUMOCTH, OTKOPPEKTUPOBaTh T€ WM HHBIE
AJIEMEHTHI TEMBI.

[ToaroroBka K TECTUPOBAHUIO
1. YTounute oObeM Marepuana (0TaenbHas TeMa, psii TeM, pa3jiesl Kypca, 00beM BCEero
Kypca), 110 KOTOPOMY MPOBOUTCS TECTUPOBAHUE.
2. I[Ipoutute MaTepuabl JEKIHM, Y4€OHBIX TTOCOOUH.
3. OOpatuTe BHMMaHWE Ha XapakTep 3aJaHHi, MpearaéMblXx Ha MPAKTHYCCKUX
3AHATHUSX.
4. CocTaBbTe JIOTHYECKYIO KapTHHY MaTepuana, BEIHOCUMOTO Ha TECTHUPOBAHHE (IS
MPOJYKTUBHOM PabOTHl TIO MOJATOTOBKE K TECTHPOBAHHIO HEOOXOAMMO MPEACTABIAThH
BECh TOJATOTOBJICHHBIA MaTepHall KaK CHCTEMy, ITOHUMaTh 3aKOHOMEPHOCTH,
B3aUMOCBSI3U B PaMKax 3TOW CUCTEMBbI).

IToaroroBka K yCTHOMY OIIPOCY

C 1eapI0 KOHTPOJII W TOJATOTOBKH CTYJICHTOB K M3YYCHHUIO HOBOW TEMBbI BHayaje
KKJIOW MPaKTUYECKOTO 3aHITHUS MPETojaBaTesieM MTPOBOIUTCS WHIAWBUAYATbHBIA UITU
(pOHTABHBIN YCTHBIA OMIPOC IO BHITIOJHEHHBIM 33JIaHUSIM TIPEIBIAYIIEH TEMBI.

Kputepuu orieHKH YCTHBIX OTBETOB CTY/ICHTOB:

— TMPaBUIBHOCTH OTBETA MO COJACPKAHHWIO 3aJaHus (YUUTHIBACTCS KOJIUYECTBO U
XapakTep OMTMOOK TP OTBETE);

— MOJIHOTA Y TITyOWHA OTBETa (YYMTHIBAETCS KOJUYECTBO YCBOCHHBIX (DaKTOB, MMOHSATUI
U T.IL);

— CO3HATENBHOCTh OTBETA (YUUTHIBACTCS IOHUMAaHUE M3J1araeéMoro MaTepuana);
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— JIOTMKa WU3JI0KEHUs MaTepuayia (YYUTHIBAETCS YMEHHE CTPOUTH LEJTOCTHBIMU,
MOCJIE0BATENbHBIA PACcCKa3, FPaMOTHO MOJIb30BATHCS CIEIIMATBLHON TEPMUHOIOTHEN );

— paIMOHAIBHOCTh MCIOJIB30BAHHBIX TMPHEMOB U CIIOCOOOB PEMICHUS TMOCTABICHHOU
yueOHOW 3amaun (YYUTHIBACTCS yYMEHHE HCIOJB30BaTh Hambosee MpOrpecCHBHBIC H
s pexTUBHBIC CITOCOOBI JOCTIKCHHUSI TSN );

— CBOEBPEMEHHOCTh U 3(P(HEKTUBHOCTh UCIIOJIB30BAHUS HATJSAHBIX MOCOOUMM U
TEXHUYECKUX CPEJICTB MPHU OTBETE (YUUTHIBACTCS TPAMOTHO U C IOJB30H MPUMEHSTH
HaISITHOCTD U JIEMOHCTPAIIMOHHBIN OMBIT IIPU YCTHOM OTBETE);

— HCIOJIb30BAHUE JIOTIOJHUTEILHOTO MaTepuana (00s13aTeIbHOE YCI0BUE);

— paIMoOHAIIBHOCTh UCTIOJIB30BAHMS BPEMEHHU, OTBEJCHHOTO Ha 3a/laHue (He 0A00pseTcs
3aTSIHYTOCTh  BBITIOJIHCHHS 3aJaHMs, YCTHOTO OTBETa BO BpPEMEHH, C Y4YETOM
WHJUBUIyaIbHBIX OCOOEHHOCTEHN CTY/ICHTOB).

IToaroroBka K 3auery

3auer SABISIETCS TPAAUIIMOHHONW (POPMOM MPOBEPKH 3HAHUM, YMEHHM, KOMIIETEHIUMN,
c(hOpPMUPOBAHHBIX y CTYJICHTOB B MPOIIECCE OCBOCHUS BCErO COACPKaHUS M3ydaeMOu
auctuIIuHbl.  OOBIYHBIA  3a4eT OTJIMYAeTCs OT DJK3aMEHa TOJBKO TEM, YTO
npenojaBarenb He AudPepeHupyeT 6alibl, KOTOPbIe OH BBHICTABJISIET MO €TI0 UTOTaM.

CamocTosiTenbHas MOArTOTOBKA K 3a4ETy JOJKHA OCYHIECTBIIATHCS B TEYEHUE BCETO
CEMECTpa, a HE 32 HECKOJIBKO JHEU 0 €Tr0 MPOBEIACHHUS.

IToaroroBka BKItOHaeT cieayrolmue aeuctBus. IIpexae Bcero HyXKHO NEPEYUTATH
BCE JIEKIMHM, a TaKXe MaTepualibl, KOTOPbIE TOTOBWIHCh K CEMUHAPCKUM U
MPAKTUYECKUM 3aHSITUSM B TEUEHHE CEMECTpa. 3aTeéM HaJ0 COOTHECTHU ITY
nHpOpMAIMIO C BONpPOCAMH, KOTOpbIe JaHbl K 3adery. Ecau wuHdopmaruu
HEJIOCTAaTOYHO, OTBETHl HAXOMAT B IPEIJIOKECHHOM MNpenofaBaTeieM JUTeparype.
Pexomennyercs penath Kparkue 3anucu. Peubr uaer He o mmapraike, a o
(GhOopMUPOBAHUM B CO3HAHWU YETKOM JIOTMYECKOW CXEeMbI OTBeTa Ha Borpoc. Hakanyne
3a4eTa HEOOXOAMMO TIOBTOPUTH OTBETHI, HE 3arfisajbiBas B 3amnucu. Bpems Ha
MOATrOTOBKY K 3a4€Ty [0 HOpMaTUBaM YHUBEPCHUTETA COCTABIIAET HE MEHee 4 4acoB.

11. Ilepeyenb nHGOPMALMOHHBIX TEXHOJIOTHIi, HCIOJIb3YEeMBbIX NPH
OCYLIeCTBJICHMH 00Pa30BaTeJbHOI0 MpoLecca 1o AUCHUILIHHE (MOIYJII0)
(BKJIIOYAs MepeYeHb NPOrpaMMHOI0 odecredeHus 1 HH(POPMAMOHHBIX

CIPABOYHBIX cHCTeM (IIPU HEOOXOAUMOCTH)

I/IH(I)OpMaHI/IOHHble TEXHOJIOTHUHN ITPUMECHAIOTCA B CICAYIOIIUX HAIIPABJICHUAX!
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oopmiIeHHEe THCHMEHHBIX pPabOT BBHIMOIHACTCS C HCIOIH30BAaHHEM TEKCTOBOTO
penaxkTopa;

JEMOHCTpAIMs KOMIBIOTEPHBIX MATEPUANIOB C HCIOJIb30BaHUEM MYJIbTUMEIHIHHBIX
TEXHOJIOTUH;

UCTIONIb30BaHNe MHPOPMAIMOHHO-CITPABOYHOTO OOECIICYCHHSI, TAKOTO KakK: MPaBOBBIC
cnpaBounble cuctembl (KoHcympTanT+ W 1p.), OHJAWH CJOBapH, CIPABOYHUKH
(I'pamora.py, UaTYHT.pY, BUkunenus u ap.), HaydHbIe MyOIUKAIINH.

WCIIOI30BAaHUE  CIICIHATM3UPOBAHHBIX  CIPABOYHBIX  CHCTEM  (DJIEKTPOHHBIX
y4eOHUKOB, CIPABOYHUKOB, KOJUICKIIMH WILTIOCTpaluid U QoTon3o0pakeHuH,
(oT00aHKOB, NPO(HECCHOHANBHBIX COLUANIBHBIX CETEH U 1. ).

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

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

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

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

7-zip Ccoinka: 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 penakrop) Cebuika: https://www.gimp.org/

ImageMagick (rpaduaeckwii pemaKkTop) Cchuika:
https://imagemagick.org/script/index.php

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

Adobe Reader Ccruika: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html
Oneparronnas cucrema Windows 8.1 JlunieHsnonnas Bepcus 1o gorosopy Ned71\1 ot
11.12.2014 1.

DOnexkTpoHHO-0ubIMoTeuHas cucrema bubnmokommiekraTop

HanuonansHa snekTpoHHas 0ubaunoTeka - enepaibHOE TOCYAapCTBEHHOE O0IKETHOE
yupexaenue «Poccuiickas rocynapctentas ouommorekay (PI'BY «PT'by)

Penakius baszel nannusix «ITOJITIPE]L CipaBouHUKNY
DnekTpoHHO-O0ubmnoTeuHas cuctema «JIAHDb

12. Onucanve MaTepuaJIbHO-TEXHUYECKOI 0a3bl, HEOOXOAUMOM 1JIs1
OCyIIIeCTBJICHHSI 00PA30BATEJBLHOIO NMPoLecca Mo TUCHUILINHE (MOTYJII0)

-KOMIIBIOTEPHBIA KJIacC U AOCTyNn K ceth HHTepHEeT (BO BpeMsi caMOCTOSITEIbHOMU
MOATOTOBKH);

-TIPOEKTOP, COBMEIICHHBIA C HOYTOYKOM IS TPOBEACHUS JICKITMOHHBIX 3aHSTHM
IpernojiaBaTesieM U MPE3eHTALMH CTYIEHTaMU PEe3yJIbTaTOB PabOThI

-pa3aaTOYHBIN MaTepHal I MPOBEIECHUS TPYIIIIOBON PabOTHI;
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-METOJIMYECKHEe MaTepuaabl K MPAKTUUYECKUM 3aHATHUSIM, JIEKIHH (PYKOIKCH,
AJIEKTPOHHASI BEpCUsl), TUJAKTUUECKUN MaTepuai JJisl CTYJEHTOB (TECTOBBIC 3aJaHusl,
MYJIbTUMEIUMHBIC TTPE3CHTALINH ).

-Jlns mpoBeAeHUS JIEKIIMOHHBIX HEOOXOIMMa CIEIMHAIM3UPOBAHHAS ayJAUTOPUS —
OCHAIlIEHHAs] THTEPAKTUBHOU JTOCKOM.
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