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Pabouass nporpamma mucnuminueel 51.B.JIB.09.02 «Jlokymentoobopor B cdepe
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1.Padouass mporpamma aucuuminabl b1.B.JB.09.02 «/lokymeHTO000pPOT 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
acIieKTe);

— (opmupoBaHHE YIPABIEHYECKOW M HMHOM OpPraHU3aIMIOHHO- PACHOPSIUTEIHLHOM,
CIPaBOYHO-MH(POPMAIIMOHHON W CIPaBOYHO-aHAJIUTUYECKOM  JOKyMEHTAIWH,
CBA3aHHOM C TPYJIOOXPAHHOM JEATEIbHOCTBIO HA IPEANIPUATUN;
— (popmupoBaHHe yMEHUN MPUMEHSTHh MOJyYEHHbIE 3HAHUS K PEUICHUIO BOIPOCOB IO
OpraHU3aIMOHHBIM ITpoLieccaM B cpepe OXpaHbl Tpyna paOOTHUKOB Ha MPEANPUATHH;
— OBJAJICHHE OCHOBHBIMH TpPUHUUIAMUA  (HOPMUPOBAHMS  JTOKYMEHTHPOBAHUS
YIPABICHYECKON JIEeATEIbHOCTH, 3aKOHAMHM OpraHW3allid, HaBBIKAMHU COCTABJICHUS
HEOOXOMMBIX YIIPABICHUYECKUX W MHBIX JOKYMEHTOB.
2.2. IInanupyembie pe3yabTaThbl 0CBOCHHS M CHHUILIHHbI
[Tponecc wm3yuenmst auctumummabl b1.B.JIB.09.02 «JlokymeHrTo000pOoT B cdepe
OXpaHbl TPy/a» HaMpaslieH Ha (POPMHUPOBAHHE CIEAYIOMINX KOMIETCHIINH:
YK-4 - CnocobeH oCyIecTBIATh ACTOBYI0 KOMMYHHUKAIMIO B YCTHOM M NMUCHhMEHHOMN
dbopmax Ha rocyaapcTBeHHOM si3blke Poccuiickoit denepaniuu U MHOCTPaAHHOM(BIX)
s3bIKe(ax)
[IK-1 - CnocobeH peanu3oBbIBaTh HOPMATHBHOE OOecrieueHne Oe30macHbIX YCIOBUHN U
OXpaHbl Tpyia
[IK-3 - CmocobeH ocymecTBIsITE cOOp, 00paboTKy W mepemady WHMOpMAIUU TIO
BOIIPOCAM YCJIOBUM U OXpaHbl Tpyia
B pesynbTaTe u3ydeHus TUCHUTUIMHBI CTYIEHT JOJIKEH:
3HaTB:
— HOPMAaTUBHbIE, KOMMYHUKATHUBHBIC, 3TUUECKHE ACHEKThl YCTHOW M MUCHhMEHHOMN
peuy;
— SI3BIKOBBIE XapaKTEPUCTUKUA THIIOB TEKCTOB M PEUYEBBIX >KAHPOB, PEATU3YEMBIX B
pa3auuHbIX (HYHKIIMOHATIBHBIX CTHISAX (O(QHUIIHAIBHO-IEI0BOM, OOMXOAHOM) B UX
YCTHOW Y TUCBbMEHHOUW Pa3HOBUIHOCTSIX;

3
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— HOPMAaTHBHYIO TpaBOByl0 0a3y B cdepe oOxpaHbl Tpyaa, TpPYAOBOE
3aKoHoAaTenbCTBO Poccniickon Penepanuu;

— BHUJIbI JIOKAQJbHBIX HOPMATUBHBIX aKTOB B c(epe OXpaHbl TpyJda U MOPAIOK HX
pa3paboTKH, COTrJIaCOBaHMs, YTBEPKACHUS U XPAaHEHMS,;

— OyTu (KaHajbl) JOBEACHHUS MH(POPMALIUU IO BOMPOCAM YCIOBUM U OXpaHbl TpyJa
710 paOOTHUKOB, MHBIX 3aWMHTEPECOBAHHBIX JIMLI;

— COCTaB U MOPSAOK OPOPMIICHUS OTYETHOW (CTATUCTHUECKOM) JOKYMEHTAIMH IO
BOIPOCAaM YCJIOBUHM U OXpaHbl TpyJa.

Ymersb:

— aHaJM3UPOBATh U CO3/1aBaTh TEKCTbl Pa3HBIX CTUJIEH B 3aBUCUMOCTU OT c(epsl
OOILIEHHUS;

— MPUMEHATh TOCYJApCTBEHHBIE HOPMATHBHBIE TPEOOBAaHUS OXpaHbl TpyAa MpH
pa3paboTKe JIOKAJTIbHBIX HOPMATUBHBIX aKTOB;

— NPUMEHATh HOPMATHUBHBIE TPABOBbIE aKThl M HOPMATUBHO-TEXHUYECKYIO
JOKYMEHTALIMIO B YaCTH
BbIJICTICHUSI B HHUX TpeOOBaHUM, MpOLEAyp, PErIaMEeHTOB, PEKOMEHIALMU IJis
ajlanTanuy u
BHEJIPEHUS B JIOKAIbHYIO HOPMATUBHYIO JIOKYMEHTALUIO;

— QHAJIM3UPOBATh U OLICHUBATH MPEIIOKCHUS U 3aMEYaHUs K IPOEKTaM JIOKAJIbHBIX
HOPMAaTHUBHBIX
aKTOB I10 OXpaHe TPyAa;

— TIOJIb30BaThCSA CIIPaBOYHBIMU nH()OPMAITMOHHBIMH 0azamu JTAHHBIX,
coAepKalyMu JOKYMEHTBI U
MaTepualbl 0 OXpaHe TPYyAa;

— pa3pabateiBaTh (TIepepabaThiBaTh) TMPOEKTH JOKAIBHBIX HOPMATHUBHBIX AaKTOB,
oOecreynBaOIMUX Cco3AaHie © (DYHKIMOHWPOBAHWUE CHUCTEMBI YIPaBICHUS
OXpaHOU TPyAa;

— MOJATOTaBIIMBAaTh  JOKYMEHTHI, COJCp)KallMe TIONHYI0 W  OOBEKTHUBHYIO
nH(OPMAITHIO TI0 BOTIPOCAM OXPaHbI TPY/Ia.

Baagers:

— MPUHIIATIAMA CO3JIaHUS TEKCTOB Pa3HBIX (PYHKITMOHAIBHO-CMBICIIOBBIX THIIOB;

— o0muMu  mpaBuiIaMd  OQOpPMIIEHUS JIOKYMEHTOB  pa3JIMYHBIX THUIIOB Ha
rOCy/apCTBEHHOM SI3bIKE;

— OCHOBaMH HOPMAaTHBHOTO 00ECIICUEHUSI CUCTEMBI YIIPABJICHUS OXPAHOU TPY/a;

— HaBBIKAMU  pa3pabOTKHM  MPOEKTOB  JIOKAJBHBIX  HOPMATHBHBIX  aKTOB,
obecrieunBaOIMIMX CO3AaHUE U (YHKIMOHUPOBAHWE CHUCTEMBI YIIPaBJICHUS
OXPaHOU TPyHa;

— HaBBIKAMU MEPepabOTKH JIOKAJbHBIX HOPMATHBHBIX aKTOB IO BOIIPOCAM OXPaHBI
TpyJa B cliydya€ BCTYIUIEHHUS] B CHUJIy HOBBIX WM BHECEHUS HU3MEHEHUN B
JNEUCTBYIOIIME HOPMATHUBHBIE MPABOBBIE AKTHI, COAEPKAIIME€ HOPMBI TPYIAOBOTO
MpaBa;
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— MeTomaMu  cObopa WHPOpPMAMM W TPEIJIOKCHWA OT PaOOTHHKOB, WX
MPECTAaBUTEIILHBIX OPraHOB, CTPYKTYPHBIX MOAPA3JEICHUNA OpTaHU3alUd TI0
BOMPOCAaM YCJIOBUH U OXpaHbI TPY/Q;

— METOJIaMH OpraHu3amuu cOopa U 00paboTku WHOOpPMAIUHU, XapaKTEePU3YIOIIeH
COCTOSIHHE YCIIOBUI U OXpaHbl TpyAa y paboTonaTeNs;

— HaBBIKAMH  TIOATOTOBKM  OTYETHOW  (CTaTUCTUYECKOH)  JOKyMEHTAIHH
paboToaress Mo BOIPOcaM YCIOBHUI U OXpaHbI TPYy/a.

3. Mecro aucuuiuiaabl B ctpykrype OITOIL.

Huctmmummaa  b1.B.JIB.09.02  «JlokymeHTO000pOT B cdepe OXpaHbl Tpyda»
OTHOCHUTCSI K JHUCHUIUIMHAM 10 BbIOOpY Yact, (opMUpyeMOll ydacTHUKAMH
00pa3oBaTeNbHBIX OTHOIICHUNH y4eOHOTO TUIaHa.

4. O0beM TMCHUIINHBI (MOAYJIs1)
(B 3a4eTHBIX €IMHUIIAX C YKa3aHUEM KOJIMYECTBA  AKAJEMUYECKUX WU
ACTPOHOMHUYECKHUX YacOB, BBIJICICHHBIX Ha KOHTAaKTHYIO paboTy OOydaromuxcsi C
nperniofaBareneM (MO BUJAM YYEOHBIX 3aHATHH) M Ha CaMOCTOSITEIIbBHYIO pPaboTy
00yJaroIIXcsi)

KonTtakTHbIE Yach!
Oo1mee KOJI-BO Konrpoab
Cemectp KOJI-BO 3ad. 1263/ P cem. CP (BpeMs Ha
4acoB €IMHULL Beero [ nrex P e us3 KOHTPOJIb)
8 108 3 48 18 30 60 3a
Htoro mo OPO 108 3 48 18 30 60
9 2 2 2
10 106 3 14 4 10 88 3a (4 4.)
Hroro no 300 108 3 16 6 10 88 4

5. Copep:kaHue AUCHMILVIMHBI (MOAyJs) (CTPYKTYpHMPOBaHHOEe MO TeMaM
(pa3gennaM) ¢ yka3aHHeM OTBeJeHHOI0 HA HHMX KOJMYECTBa aKaJAeMUYeCKMX HJIU
ACTPOHOMHUYECKUX YACOB U BUJAOB YUeOHBIX 3aHATHIA)

KonnuectBo 1yacoB

®opma
HanmeHoBaHHE TEM ouHas (opma 3aouHas Gpopma p
(pasneios, Moxyieit) TEKYIIETO
TIEJI0B, MOJLYJIEH
p > \ B TOM YHUCTIE B TOM YHCIIE KOHTPOJII

n |nab| mp |cem| U3 | CP n |nab| op |cem| U3 | CP

N | Bceero

1

© | Bcero

41516718 1011 (12 13| 14| 15 16

Pa3gen 1. BBeaeHue B JT0OKyMeHTALMOHHOe o0ecneyenne ynpasiaenus. HopmaTruBHo-MeToauuyeckas 0a3a

1.1.0cHoBHBIE
IIOJIOKCHHUA 110
NIOKyMEHTUPOBAHUIO
YIPABICHYECKON
JeATETBHOCTH.
TpeboBanus k
0(OpMIICHHIO
PEKBH3HTOB.

8 | 4 4 1161 15 | yernii onpoc
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Paznea 2. I[OKYMBHTHI)OB?,IHHC YHUpaBJICHYCCKHUX TOKYMCHTOB

2.1. JIo0KyMEHTHUpPOBaHU
€ OpraHHu3allOHHO-
MIPAaBOBBIX IOKYMEHTOB

6 2 4 1161 1 15 | yernsiit onpoc

2.2 . JIOKyMEHTHUPOBaHU
€ OpraHu3alMoHHO-
paciopsIIUTeNbHBIX
JIOKYMEHTOB

8 2 6 |16 ] 1 15 | yernsiit ompoc

[IpakTuyeckas pabora
Nel. Tema:
<<Hp0€KTI/IpOBaHI/Ie u MPaKTHYECKOE
co3/laHKe ONITHKOB 3ajatne
JTOKYMEHTOB
OpTraHHU3alnn)»

2.3. JI0KyMEHTHPOBaHU
€ CIIPaBOYHO-
HH(POPMAIIMOHHBIX U
CIIPaBOYHO-
AHATUTHYECKUX
JIOKYMEHTOB.

18 2 16 1 1 YCTHBIH 0npoc

ITpakTHueckas paboTa
No2. Tema: «Co3nanue
1a0JIOHOB OJIaHKOB
OpraHu3aIuy ¢
YIJIOBBIM
pacrooKeHueM 5 4 1 TPAKTHYCCKOE
3alaHue
PEKBU3UTOB C
HCITOJI30BAHUEM
HMHCTPYMEHTAIbHBIX
cpenctes Word»

2.4 JIoKkyMEHTUPOBAaHU
€ JIeATENbHOCTU
KOJUJIETUAJIBHBIX 10 2 8 15 15 | ycrusiii onpoc
OpraHoB U paboTHI C
KaJpaMu.

2.5. JIOKyMEHTHUPOBaHU
€ TPYIOOXpaHHOH 10| 2 8 |16 1 15 | yernmiit onpoc
JESITENbHOCTH

IMpakTiueckas padoTa
Neo3. Tema:
«/loxyMeHTannoHHOE
obecrieueHue
ynpasnenus (J{OY)
mpouecca 5 4 1 npa;;;v;t;c:oe
OpraHu3alny 1

MIPOBEICHUS
MIPEABAPUTEIHHOTO
MEIUIIMHCKOTO
0CMOTpay.
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[IpakTryeckas padbota
No4. Tema:
«JloxyMeHTannOHHOE
obecrieueHue
ynpasienus (JOY)
mponecca 5 4 1 2 2 Hpiz;‘:{ic:oe
OpTraHM3alluu 1

MPOBEICHUS
MIEPHOINIECCKOTO
MEHUIUHCKOTO
OCMOTpay.

Pazgen 3. Opranu3anusi 10KyMeHT0000pOTa

3.1.Peructpanus
JOKYMEHTOB.
Opranuzamnus
KOHTPOJIS 32
WCTIIOJTHEHHUEM
JIOKYMEHTOB.

8 2 6 14 1 13 | ycrmsiit ompoc

3.2.0pranuzanus
XpaHeHus
JJOKYMCHTOB. 3 2 1 YCTHBIH O1poc
[lepenaua nen B
apXmuB.

[IpaxkTuyeckas padora
Ne5. Tema:
"CocTtaBicHue 1 paKTHIECKOe
odopmiieHHe 3ajianne
UHCTPYKLHH 110
oxpase Tpyna'.

[Mpaktuyeckas padbota
Ne6. Tema:
"«/loxymMeHTalmOHHOE
obecrnieucHUe 4 4 2 2
opraHuzanuu padoT ¢
MOBBIILICHHOM
OIMaCHOCTRION.".

PaKTHIECKOE
3aJaHue

ITpakTiueckas paboTa
Ne7. Tema:
«JlokyMeHTalIOHHOE
obecrnieuenune MpaKTHYECKOE
OpraHu3anuy 1 3a1anue
MIPOBEIICHAS
TPEXCTYNEHYAaTOro
KOHTPOJISD.

[IpakTHyeckas padora
Ne8. Tema:
"CocraBneHue u
Oq)OpMHEHI/IG NPaKTHYECKOE
JIOKyMEHTa saflathe
"[Tomoxenne o
ciryx0e oXpaHbl
TpyAa"

Bcero gacos 3a

8 /10 cemectp 108| 18 30 60 | 104 6 10 88
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dopma IpOMEK.
KOHTPOJIS

3aueTr 3auer - 4 4.

Bcero uacon
JUCLHHUILIMHE

108| 18 30 60 [104]| 6 10 88

4acoB Ha KOHTPOJIb 4

5. 1. TemaTnuyeckuii JIaH JeKIUH

dopma npose

JCHUS

Tema 3aHaTHA U BOIIPOCHI JICKIIUH qaCcoB
(axTHB.,

KomuuectBo

Ne nekng

WHTEpaK.) 0DO 300

1.1.0cHOBHBIE MOJOKEHUS 110 AKT. 4 1
JOKYMEHTHUPOBAHHIO YIIPABICHUECKOM
nesitenbHOCTU. TpeboBanus Kk opopmiIeHHIO
PEKBU3HUTOB.

=

OcHogHble 80npochl:

1. HopmatuBHO-MeTOo1M4ecKas 6a3a
JEIONPOU3BOACTBA;

2. JlenoBble TOKYMEHTHI: IOHSATUE, BUIBI,
odopmiieHrE. biiaHKu 1€JI0BBIX JOKYMEHTOB.

3. PexBU3UTHI: MOHATHE, KITACCU(DUKAITUS, BUIBL.
KOpunnyeckas cua 1oKyMeHTa

2. |2.1. JlokyMEeHTHpOBaHHE OpPTaHU3AIMOHHO- AKT. 2 1
MIPABOBBIX JOKYMEHTOB

OcHosHble 80npocChi:

1. IlonsiTne, Ha3HAYEHUE U COCTAaB OCHOBHBIX
CUCTEM OPraHU3ALMOHHO- TPABOBOM
JOKYMEHTAlINH;

2. YcraB, 10J0KEHNUE, PETJIAMEHT, IITATHOE
pacnucanue, T0KHOCTHAS NHCTPYKIMS KaK
OCHOBHBIE OpPraHU3aOHHO-ITPABOBbIE
JOKYMEHTBI: UX Ha3HAYEHUE , COCTaB PEKBU3UTOB,
MX pPa3MEIIEHUE B CTPYKTYpPE TOKYMEHTA.

3. [2.2.loxyMeHTHpOBaHUE OpraHU3aIMOHHO- AKT. 2 1
pacropsIuTeIbHBIX TOKYMEHTOB
OcHogHble 80npocyl:

1. OcHOBHBIE BU/IbI OPTraHU3ALIMOHHO-
pacropsIuTeIbHBIX TOKYMEHTOB;

2. ITpukas, ykazaHue, pacopsibKeHUE, Kak
JIOKYMEHTBHI, U3/1aBa€MbIE B YCIOBUSIX
€IMHOJIMYHOTO IPUHSITUS PELICHNUS,




TB-23: Pa6ouast nporpamma qucumminabl 51.B.J1B.09.02 «{okyMeHT0060pOT B chepe OXpaHsl TPYIa»

3. IlocTaHoBIEHUE U PEIICHUE, KaK JOKYMEHTHI,
W3aBAEMBIE B YCIIOBUSX KOJUICTHUAIIBHOTO
TIPUHATHS PEIICHUS

2.3.JIOKyMEHTHPOBAaHUE CIIPABOYHO- AKT.
MH(OPMAIMOHHBIX U CIIPABOYHO-aHATTUTUIECKUX
JIOKYMEHTOB.

OcHosHble 80npOCHi:

1. cHOBHBIE BUBI CITPAaBOYHO-UH(OPMAIIMOHHON
JIOKYMEHTAIIHH.

2. IIpoTokoi — MOHSATHE, PEKBU3UTHI, POPMBI,
MopsIIOK 0(hOPMIICHHUS,

3. IlpennoxxeHne u NpeacTaBiIeHUE KaK BUJIbI
CIIPaBOYHO-MH(POPMAIIMOHHOHN JTOKYMEHTAIINN;
4. JlenoBbie 3anuCKH (IOKJIagHAS, CITy>KeOHas,
00BSICHUTEIbHAS, TTIOSICHUTEIIbHAS) — TIOHATHE,
0COOEHHOCTH COCTaBIICHUS U O(POPMIICHUS;

5. JlenoBeie (ciy>keOHBIC) MUCbMa — TIOHSITHE,
BH/IbI, COCTaBIECHUE U 0(hopMIICHHE

2.4. JIOKyMEHTHPOBaHUE JESATENBHOCTH AKT.
KOJUIETHaJIbHBIX OPTaHOB M pabOTHI C KapaMHU.
OcHognbie 6onpocwl:

1. [ToHsATHE KOJUIETHATBHOTO OpraHa 1 MopsaoK
ero paboThI;

2. JloxymeHThI, 00pa3yromuecs B 1eITeIbHOCTH
KOJUIETHAIbHBIX OPTraHOB: PEILICHUS,
pacnopsKEeHHUs, TPOTOKOJIBI, MOPSII0K
COCTaBJICHUS U O(DOPMIICHHUS UX;

3. [IpaBuna cocraBiaeHUs U 0POPMIICHHUS
JOKYMEHTOB I10 INYHOMY COCTaBY:

TPYZOBbIE KOHTPAKTHI 11O 3asBICHUIO, TPUKA3HI TIO
JMYHOMY COCTaBy, aBToOHOTpadus,
XapaKTepUCTHKA, PE3I0OME, XOaTaliCTRa,
JIOBEPEHHOCTH.

2.5.J10KyMEHTUPOBAaHUE TPYIOOXPAHHOM AKT.
JeSITeNbHOCTU

OcHognbie 6onpocol:

1. Odbopmienne opraHu3almOHHO-
paclopsANTEIbHBIX TOKYMEHTOB IO OXpaHe
TPy

2. OdopmiieHue TOKYMEHTOB IO OCHOBHBIM
MEPOIPHUIATHM IO OXpaHe TPYAa;
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3. Opranuszauus JOKyMEHTO000pOTa M0 OXpaHe
TpyAa.

3.1.Perucrtparnus nokymeHToB. Opranuszanus
KOHTPOJIA 34 UCIIOJTHEHUEM IOKYMEHTOB.
OcHognbie 6onpocul:

1. IokyMeHTO000pOT, HOHATHE, OCHOBHbBIE
TpeOOBaHMSI K €T0 OpTraHU3AIIHH.

2. IOKyMEHTOIIOTOKH, KJIacCU(UKALINS, UX aHAIN3
Y COBEPILIEHCTBOBAHME;

3. OcHOBHBIE 3Tanbl pabOTHI C TIOKYMEHTaMHU.
[Topsinok MPOXOKAEHUS BXOIAIIMX U BHYTPEHHUX
JIOKYMEHTOB.

4. Peructpanus ciry>keOHbIX TOKyMEHTOB.
CripaBouHO-UH(OPMALIMOHHBIE KAPTOTEKHU;

5. OpraHu3anys UCIOJHEHUS JOKYMEHTA, CPOKHU
UCIIOJIHEHUS, (POPMBI KOHTPOJISI, CHITHE
JOKYMEHTOB C KOHTPOJI.

AKT.

3.2.0praHu3anus XpaHeH!s TOKYMEHTOB.
[Tepenaua nen B apxus.

OcHosHble 80npocChi:

1. Opranuszanus TeKyluero XxpaHeHus JOKyMEHTOB
2. HoMmeHKkarypa J1e: NOHATHE U Ha3HA4YCHHUE,
BUJIBbI, 0OpOpPMIIEHHE HOMEHKIIATYP.
Cucremarnzanusi JOKyMEHTOB B JI€JI€,
dbopmupoBanue aen. XpaHeHHe JIeN B
CTPYKTYPHBIX TOJIPA3JICICHUAX YUPEKICHU,
MPEAIPUATANA, OPTAHU3ALIMMN.

3. [loaroroBka TOKyMEHTOB K Ilepeaye Ha
apXMBHOE XpPaHEHHE, COCTABJICHHUE ONUCEHN AT,

4. OnpeneneHne IEHHOCTU JOKYMEHTOB U
JOKYMEHTAIIMOHHON MHGOpMAIIIH.

AKT.

HToro

18

5. 2. TeMbl NpaAKTHYECKUX 3aAHATHI

Ne zansaTHg

HaumenoBanue MMPAKTUYICCKOI'O 3aHATHUA

dopma npoBe;
JIeHUs
(axTHB.,

KomnuectBo

qacoB

WHTEpaK.)

0100

300

=

[TpakTudeckas padora Nel. Tema:
«IIpoexTupoBaHue U CO3/1aHNE OIIMHKOB
JIOKYMEHTOB OPTaHU3AIINH )»

OcHosnvlie eonpocwl.

10

AKT.

4

2
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1. CoctaBuTh MakeT 001IEro O1aHKa OpraHu3aluu
C YTJIOBBIM BapHAHTOM PACIIOJIOKEHUS PEKBU3UTOB
Ha Oymare ¢opmara A4;

2. CocTaBUTh MakeT OJIaHKa MUChbMA C YIJIOBBIM
BapHAHTOM PACIOJIOKEHUS PEKBU3UTOB Ha Oymare
dopmara A4;

3. CocTaBUTh MaKeT OJIaHKa KOHKPETHOTO BUIA
JOKYyMEHTa (IIpuKa3a) ¢ yrioBbIM BApUAHTOM pac-
MOJIO’KEHUSI PEKBU3UTOB Ha Oymare ¢opmata A4.

[Ipaktuueckas padora Ne2. Tema: «Co3nanue AKT.
11abJI0HOB OJIAHKOB OPTaHU3ALMHU C YTIOBBIM
pAacIoyIoKeHHUEM PEKBU3UTOB C HUCIIOJIb30BAHUEM
WHCTPYMEHTAIBHBIX cpeacTB Word»

OcHognbie 60npocol:

1. PazpaboTaTh mabdmaoH obmiero OjaHka
OpTraHMU3AIMHU C YTJIOBBIM PACTIOJI0KEHHUEM
PEKBU3HTOB;

2. Pa3pabotath 1mabs0H Oj1aHKa MUChMa C
YTJIOBBIM PACIOJIOKEHUEM PEKBU3UTOB;

3. Pazpaborats 6mank [Ipukaza ¢ yriaBeim
PacmoI0KEHNUEM PEKBU3UTOB.

3anauu:

1. Co3aatb 1 COXpaHUTh SMOJIEMY OpraHU3alINH;
2. Co3narthb 11abJI0H yriaoBoro Oj1aHka
OpraHH3aINH;

3. HaGpaTb nocTosiHHBIE pEKBU3UTHI 1a0I0HA
OJlaHKa.

[IpakTuueckas padora Ne3. Tema: AKT.
«/loxymeHTanmonHoe obecreueHue yrnpapaeHUs
(JIOY) npotiecca opraHu3aiuy 1 MpoOBEICHUS
MPEABAPUTEITHHOTO METUITTHCKOT'O OCMOTPa».

Ocnoenvie 6onpocwul.’

11
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1. CocTaBUTh ONKCAaHKE AATOPUTMA OpraHU3alun
npoliecca NpeABapUTEIbHOIO METUIIUHCKOTO
OCMOTDA.

2. CocTaBUTh CIIUCOK KOHTUHT€HTOB paOOTHUKOB,
MOJIeKAIINX METUIUHCKUM OCMOTpPaM, B
COOTBETCTBHH C 33JaHUEM 10 BAPUAHTY.

3. CoctaBuTh 00Opa3zel JoroBopa ¢
JIMLEH3UPOBAHHON MEIUIIMHCKOM OPTraHU3aluein
Ha OKa3aHHE MEIMLMHCKUX yCIyT (MEI0CMOTpa), B
COOTBETCTBHHM C 33JaHUEM 10 BAPUAHTY.

4. Opopmuts noxkymeHT «Hampasnenue Ha
MpeABapUTENbHBIN (MIEPUOANYECKUIN)
METUITMHCKHIA OCMOTp (00CcIeI0BaHKE), COTIIACHO
3aJIaHUIO 110 BapUAHTY.

[Ipaktuueckas padora Ne4. Tema: AKT.
«/loxymeHTanmoHnHoe odecrneyeHne yrnpapieHus
(1OY) npotiecca opraHvzaiuu U MpoBeICHUS
MEPUOJINYECKOTO METUITUHCKOTO OCMOTPAY.

OcHosHble 80npOCHI:

1. CocTaBuUTh ONMCaHUE aITOPUTMa OpraHU3aIun
rpoIiecca MepruoguIecKoro MeAUIIMHCKOTO
OCMOTpA.

2. IloaroroButh mprika3 o0 opraHu3amuu padboT 1Mo
MPOBEJICHUIO TIEPUOIMUECKUX METUITMHCKUX
OCMOTPOB.

3. CocTaBUTh CTUCOK KOHTUHI'E€HTOB PAa0OOTHUKOB,
MOUISKAIUX MEIUIIMHCKOMY OCMOTDY, B
COOTBETCTBHH C 3aJIaHUEM 110 BapUAHTy
(MCT0JIB30BaTh CTMCOK KOHTUHTEHTA,
c(hOpMHUPOBAaHHBIN B IPaKTUYECKOM padoTe No3).

12




TB-23: Pa6ouast nporpamma qucumminabl 51.B.J1B.09.02 «{okyMeHT0060pOT B chepe OXpaHsl TPYIa»

4.CoctaBuTh 00pasell J0roBopa ¢
JIMLEH3UPOBAHHON MEIUIIMHCKON OPTraHU3alnein
Ha OKa3aHHE MEIULMHCKUX yCIyT (MEIOCMOTpa), B
COOTBETCTBHH C 33/IaHUEM I10 BAPUAHTY
(ucnosib30BaTh OOpasel] J0roBopa, COCTaBICHHBII
B MpakTu4eckoi padote Ne3).

5.CocTaBUTh NOUMEHHBIN CTUCOK PAOOTHUKOB,
MOJIeKAIIMX NEPUOIUNIECKOMY METULIUHCKOMY
OCMOTDY.

6.1loaroToBUTH NpHKa3 O HANPABIECHUU
pPabOTHUKOB Ha MEPUOANYECKUI METUIIMHCKUI
OCMOTP.

7.0dopmuts nokymeHT «Hampasnenue Ha
MEPUOANYECKUN MEAUIIMHCKUI OCMOTP
(oOcnenoBaHue), COrIACHO 3a/IaHUIO 110 BAPUAHTY.
8.0dopMuTh KypHai ydyeTa BblIauu HapaBJICHUN
Ha MEJAOCMOTP.

[Ipaktuueckas padora Ne5. Tema: "CocraBnenue AKT.
1 o(popMIIEHUE UHCTPYKIIMM 110 oXpaHe Tpyaa'.
OcHogHbie 60npocol:

1.M3y4nTh HOPMATUBHO-METOIUYECKYIO
JOKYMEHTAIIMIO TI0 Pa3pabOTKe U YTBEPKACHHUIO
MHCTPYKIIUI 110 0XpaHe TpyAa.

2. CocTaBUTh KpaTKOE OMUCAaHUE TEOPETUUECKUX
OCHOB U TpeOOBaHM K pa3paboTke, 0hOPMIICHHUIO
Y YTBEP>KJICHUIO HHCTPYKIUH MO OXpaHe Tpy/Ja
it ipodeccuu (JOPKHOCTH) UK BUJIa padoT.

3. Pa3zpaboTaTh MHCTPYKIIMIO IO OXpaHE TPya s
npodeccun (Buaa paboT) COTJIACHO BapUAHTY
(ucxoaHbIe TaHHBIEC JAHBI 10 BapUaHTaM
OT/ICJIbHBIMM (haiiyiaMu B BUJIE TpeOOBaHUH K
pabOTHUKAM WJIA BUJIaM paboT, AJisi KOTOPBIX
CTYJIEHT JIOJDKEH pa3paboTaTh HHCTPYKIIUIO).

4. OTBETUTH HA KOHTPOJIbHBIE BOIIPOCHI JIJIsI
CaMOTIPOBEPKHU.

13
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[Ipaktuueckas padora Ne6. Tema: AKT.
"«JlokyMeHTallMOHHOE 00ecCTieYeHUEe OpraHU3aluu
paboT C MOBBINICHHOW OTTACHOCTHION.".

OcHognbie 6onpocul:

1. I3y4nTh HOPMATUBHO-METOIMYECKUIN MaTepUal
M0 JOKYMEHTAaIlMOHHOMY 00€CIeUeHHIO Ipoliecca
OpraHM3alMy J0MycKa pabOTHUKOB K
BBITNIOJIHEHUIO pabOT C MOBBIIIEHHOM ONAaCHOCTBIO.
2. CocTaBUTh KPATKOE OMUCAHUE TEOPETUYECKHUX
OCHOB THIOJITOTOBKU pa0bOT € NOBBILIEHHOMN
OMACHOCTHIO M TPEOOBaHUH K O(OPMIICHUIO U
YTBEPKACHUIO Hapsiia — IOMycka paOOTHUKAM.

3. OdopMuUTh HaAPSAA-TOMYCK pAOOTHUKAM JJISI
BBITNIOJIHEHUS PabOT C MOBBILIEHHON OMACHOCTHIO
COIJIaCHO 3a/IaHHOMY BapHaHTY.

4. OTBETUTH HA KOHTPOJIbHBIE BOIIPOCHI JUIS
CaMOINPOBEPKH.

[IpakTuueckas padora Ne7. Tema: AKT.
«JlokyMeHTalMoOHHOE 00€ecIiedeHne OpraHu3aliu
Y TIPOBEJICHUS TPEXCTYIEHYaTOr0 KOHTPOJIS.

OcHnognbie 6onpocul:

1. U3yunTh HOpMATUBHO-METOAUYECKUI MaTEpHAIT
M0 JOKYMEHTAITMOHHOMY 00€CIEeUeHHIO Mpoliecca
OpraHU3alliy U MPOBENCHUS TPEXCTYIIEHYaTOro
KOHTPOJIS.

2. CocTaBUTh KpaTKOE OIMCAHUE TEOPETUUECKUX
OCHOB OpPTraHHU3alUU U NPOBEICHUS
TPEXCTYIEHYaTOro KOHTPOJIS.

3. OdopmMuTh crieayromume T0KyMEHTHI:

1. MpUKa3 0 BBEJCHUH TPEXCTYNEHYATOTO
KOHTpOJIA U co3aanuu komuccuu no OT;

11. )KypHaJ TPEXCTYyeHYaTOro KOHTPOJIS 3a
COCTOSIHHUEM OXPaHbI TPyZa, IPOU3BOJCTBEHHOMN
CaHWUTapHH,

4. OTBETUTh HAa KOHTPOJIBbHBIE BOIPOCHI IS
CaMOIPOBEPKH.

14
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8. [IIpakTuueckas paborta Ne8. Tema: "CocTaBicHue u AKT. 2 2
odpopmienue gokymenta "[lomoxxenne o ciryxoe
oxpaHsl Tpyna"

OcHognbie 6onpocul:

1. 3amcats HOMEP MPAKTUUECKOUN pabOThI, TEMY H
11eJ1b pabOTHI.

2. ChopmynupoBath 3a7a4u, PEIICHUE KOTOPHIX
IpHUBEET K OCTABICHHOM 1IeJH.

3. O3HaKOMUTHCS C TEOPETHUECKON YaCThIO
paboTHI.

4. CoctaBuTh U OPOPMUTH 3a/TaHHBIE
MpernoaaBaTesieM 10 BapuaHTaM J0KYMEHTHI.

5. IlpousBectu aHanu3 CTPYKTYPBI U COAEPKAHUS
c(OpMUPOBAHHOTO IOKYMEHTA, ONUCATh €T0
MIpeHA3HAYCHHE.

Hroro

5. 3. TeMbl CeMMHAPCKHUX 3aHATHI

(He peyCMOTPEHBI yueOHBIM IITAHOM)

5. 4. Ilepeyenb 1a00paTOPHBIX padoT

(He PeTyCMOTPEHO YIEOHBIM IIIAHOM)

5. 5. TeMbl HHAMBUAYAJIBHBIX 3AHATHHI

(He PeryCMOTPEHO Y4EOHBIM TIIAHOM)

6. IlepeueHb y4eOHO-METOAMYECKOT0 00ecniedyeHH s I CAMOCTOATEIbHOM
padoThI 00yYAKOIIMXCH M0 TUCHUILIHHE (MOTYJII0)

CamocTtosaTenbHast paboTa MO TaHHOW JTUCIUIUIMHE BKIIIOYAET Takue (popmMbl pabOTHI
Kak: paboTa c 0a30BbIM KOHCIIEKTOM; IOATOTOBKAa K MPAKTHYECKOMY 3aHITHIO;
MOJIFOTOBKA K YCTHOMY OTPOCY; HAlMCaHWE KOHCIIEKTA; MOJArOTOBKA K 3a4eTy.

6.1. Conep:kaHue caMOCTOSITEJIbHOM PadOThI CTYI€HTOB 10 AUCIHUIIAHE (MOLYJIIO0)

HaumMeHnoBaHue T€M U BOIPOCHI, BBIHOCUMBIE Ha Kon-Bo yacoB
Ne 5 ®opma CP
CaMOCTOSITENIbHYIO pPaboTy
OdO | 3P0
1 |[1.1.0cHOBHBIE MONOKEHUS 1O TOATOTOBKA K
o YCTHOMY
JOKYMEHTHPOBAHUIO YIIPaBICHUYECKOU onpocy: 4 15
nesitenbHOCTU. TpeboBaHus K 0(OPMIICHUIO HarTHCAHHE
PEKBU3UTOB. KoncriexTa
OCHOBHBIE BOTIPOCHI:

15
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1./lokymeHTOBEeiICHHE KaK Hay4YHas TUCUUIUIMHA.
2.J1enonpou3BOJCTBO: MOHATUE U MPUHLUIIBI,
Hay4yHas OpraHu3alys AeJ0NpOU3BOJICTBA.
3.HopmaTuBHO-MeTOIMYECKas 0a3a ynpaBIeHUS
JTOKYMEHTAILUEH.

4.CTpyKTypa OpraHoB JIOKYMEHTAallMOHHOTO
oOecrieueHus yrnpapieHUsl.

5.braHku TOKyMEHTOB, Ha3HAYEHUE U TPeOOBaHUS
K Onankam. OOmue 61aHKH, OJIaHKU ITMCEM U
KOHKPETHOT'O BHJIa TOKYMEHTOB.

6. Ha3znauenue pekBU3UTOB, UX POJIb B
yHUUKAINH TOKYMEHTOB M UCTIOJIb30BAHUH
TEXHUYECKUX CPEJICTB B pab0OTE C JOKYMEHTAMH.
7. CoctaB 00s3aTEIIBHBIX U JOTOJIHUTEIHHBIX
PEKBU3UTOB JOKYMEHTA, MpaBujia uX 0hOPMIICHHUS,
0COOCHHOCTH HCITOJTHCHHUS.

8. CocraBnenue popmyssipa - oOpasia

2.1.JIoOKyMEHTHPOBaHNE OpPraHU3aLUOHHO-
MIPaBOBBIX JOKYMEHTOB

OCHOBHBIE BOIIPOCHI:

1. TekcThl JOKYMEHTOB: X YHU(DUKALINA,
TpeOOBaHUS U BUJIBI TEKCTOB.

2. OpraHu3alOHHO-IIPAaBOBAsI TOKYMEHTALU:
BUJIbI, CTPYKTYpa, COCTaBJI€HUE U 0(OpMIICHHIE
JOKYMEHTOB.

MIOJITOTOBKA K
YCTHOMY
orpocy;

HaIlucaHue
KOHCIIEKTa

15

2.2. JIOKyMEHTHpPOBaHNE OPTraHNU3alOHHO-
pacnopsIUTEIbHBIX JOKYMEHTOB
OcCHOBHBIE BONPOCHI:

16

HanmrcCaHue
KOHCIICKTa

15
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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.
Cocrasnenue u 0()OpMIICHHE OpTraHU3AIMOHHO-
pacnopsauTenbHbIX JokymeHToB (OP/])

[TpakTuueckas padora Nel. Tema:
«IIpoexTupoBaHUE M CO3TaHNUE OIITHKOB
JOKYMEHTOB OPTaHHU3AINH )»

OCHOBHBIE BOIIPOCHI:

1. CoctaBuTh MakeT oO1ero 0jlaHKa OpraHu3aluu
C YIJIOBBIM BapHUAHTOM PACIIOJI0KEHUS PEKBU3UTOB
Ha Oymare ¢opmata A4;

2. CocTaBuTh MakeT OJIaHKa MUChMA C YTIIOBBIM
BApUAHTOM PACTIOJIOKEHUS PEKBU3UTOB Ha Oymare
dbopmara A4;

3. CocTaBUTh MakeT OJIaHKa KOHKPETHOTO BUIA
JIOKyMeHTa (IIprKa3a) ¢ yriIOBBIM BApUAHTOM pac-
TIOJIO’KEHHS PEKBU3UTOB Ha Oymare popmara A4.

MIOJITOTOBKA K
YCTHOMY
orpocy;

HOArOTOBKA K

MIPAKTUYECKOMY
3aHATUIO

2.3.JIOKyMEHTHPOBAHUE CIIPABOYHO-
MH(POPMAITMOHHBIX U CIIPABOYHO-aHATUTHYECKUX
JIOKYMEHTOB.

OcCHOBHBIE BONPOCHI:

17

MOJrOTOBKA K
YCTHOMY
orpocy;

HalMcaHue
KOHCIIEKTa

16
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1.XapakTepucTrka CripaBOYHO-UH(OOPMAIIMOHHBIX
JOKYMEHTOB, 0COOCHHOCTH UX COCTaBJICHUS U
odopmiieHusl.

2.IlpumeHeHne 0pUCHON OPTTEXHUKHU IS
OTIIPaBKU CIPABOYHO-UHPOPMAITMOHHBIX
JOKYMEHTOB.

3.lenoBoe MUCHMO: crienu(puIecKue
XapaKTEPUCTHKU, OCOOEHHOCTH HAIIMCAHU.

4. CocraBienue u opopmiieHne HHPOPMAIIIOHHO-
CIIPAaBOYHOM JOKYMEHTALIUH

[Ipaktuueckas padora Ne2. Tema: «Co3nanue
11abJI0HOB OJIAHKOB OPTaHU3ALMHU C YTIOBBIM
PacroI0KEHUEM PEKBU3UTOB C UCIOIb30BaHUEM
WHCTPYMEHTAIBHBIX cpeacTB Word»

OCHOBHBIE BOIIPOCHI:

1. PazpaboTaTh mabdmaoH obmiero OjaHka
OpTraHMU3AIMHU C YTJIOBBIM PACTIOJI0KEHHUEM
PEKBU3HTOB;

2. Pazpabotath maba0H OJ1aHKa TUChMa C
YTJIOBBIM PACIOJIOKEHUEM PEKBU3UTOB;

3. Pazpaborats 6mank [Ipukaza ¢ yriaBeim
pacmoIoKeHNEM PEKBU3UTOB.

3anauu:

1. Co3aath ¥ COXpaHUTh SMOJIEMY OpraHU3alINH;
2. Co3narthb 11abyioH yriaoBoro Oj1aHka
OpraHH3aINH;

3. HaGpaTh nocTosiHHbIE pEKBU3UTHI I1a0JI0HA
OJlaHKa.

MOJIrOTOBKA K
YCTHOMY
orpocy;

MIOJTOTOBKA K

MPAKTHIECKOMY

3aHSITHIO

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

1.Oprann3alMOHHbIE JOKYMEHTHI KaJpOBOU
CITYKOBI.

2.XapakTepucTHKa JOKYMEHTOB, OTHOCSIIIUXCS K
JOKYMEHTALIMH MO0 JINYHOMY COCTaBY.
3.CocTaB IOKYMEHTOB JIMYHOTO JIEJIa.
OdopmiieHne T0KyMEHTOB.

4. TpeboBaHus K 3aMIOTHEHUIO, BEACHUIO U
XPaHEHUIO TPYIAOBBIX KHUKEK.

5. CocraBnenue u opopMIICHUE TTHCEM

18

MOJrOTOBKA K
YCTHOMY
orpocy;

HalMcaHue
KOHCIIEKTa

15
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2.5.J10KyMEHTUPOBAaHUE TPYIOOXPAHHOM
JEeSTENbHOCTU

OCHOBHBIE BOTIPOCHI:

1. Oprann3alnoOHHbIE JOKYMEHTBI TPYI00XPAHHOM
JEeSITENbHOCTH.

2. CocTaB JOKYMEHTOB IO KOHTPOJIIO YCIOBUHN U
0€30MacHOCTU TPY/a.

3. Hoxkymentsi mo COVYT.

4. CocraBienue u opopmiieHUE TOKyMEHTOB TIO
opranuzauuu u nposeaeauun COYT

MOJIrOTOBKA K
YCTHOMY
orpocy;

HanucaHue
KOHCIIEKTa

15

[Ipaktuueckas padora Ne3. Tema:
«JlokyMeHTaIMoHHOE 00eCTIeYeHHE YIPABICHUS
(J1OY) npotiecca opranuzaiuu U MpoBeICHUS
MIPEIBAPUTEIHLHOTO METUITTHCKOTO OCMOTPAy.

OCHOBHBIE BOIIPOCHI:

1. CocTaBUTh ONMCaHKE aITOPUTMa OpraHU3aIun
rpo1iecca MpeBapruTeIbHOI0 MEAUITUHCKOTO
OCMOTpA.

2. CocTaBUTh CIIUCOK KOHTUHI€HTOB paOOTHHUKOB,
MOUIeKAIINX METUIIMHCKUM OCMOTpaM, B
COOTBETCTBHH C 3aJJaHUEM I10 BapUAHTY.

3. CocTtaBuTth 0Opaszel; JoroBopa ¢
JIMIIEH3UPOBAHHOW MEIMIIMHCKOM OpraHu3anuen
Ha OKa3aHUE MEJAUIIMHCKUX YCIYyT (MEI0CMOTpa), B
COOTBETCTBHH C 3aJ]aHUEM I10 BapUAHTY.

4. Opopmuts noxkymeHT «Harnpasienue Ha
MpeBapUTEIbHbBIN (TIEPUONUECKUIN)
MEJIUIIMHCKUM 0cMOTp (00cieIoBaHue), COTJIACHO
3aJIaHUIO 110 BapUAHTY.

MOJIrOTOBKA K
YCTHOMY
orpocy;

IIOJTOTOBKA K

MPAKTHICCKOMY

3aHSTHIO

10

IIpaktuueckas padora Ne4. Tema:
«JlokyMeHTaIMoHHOE 00ecTIeYeHHE YIPaBICHUS
(1OYVY) npotiecca opraHvzanuu U MpoOBEICHUS
NEPUOAMYECKOTO MEAULIMHCKOTO OCMOTPay.

OcCHOBHBIE BONPOCHI:

19

MIOJITOTOBKA K
YCTHOMY
o1pocy;

MOJTOTOBKA K

MIPAKTUYECKOMY

3aHATHIO
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1. CocTaBUTh ONKCAaHKE AATOPUTMA OpraHU3alun
npolecca NepuoIuYECKOro MEIMIUHCKOTO
OCMOTDA.

2. IToaroroBUTh MpuKa3z 00 opraHu3aiuu padboT mo
MPOBEACHUIO IEPUOJUUECKUX METULIMHCKUX
OCMOTpOB.

3. CocTaBUTh CIMCOK KOHTUHT€HTOB PAOOTHUKOB,
MOJIeKAIINX MEIUIIMHCKOMY OCMOTpPY, B
COOTBETCTBHH C 33/IaHUEM I10 BapUAHTY
(MCONB30BATH CIIMCOK KOHTHHIEHTA,
c(hOpMUPOBAHHBIN B MpaKkTU4IeCcKor padote Ne3).

4.CocTaBuTh 00paser] 10roBopa C
JIMLEH3UPOBAHHON MEIMIIMHCKON OpPraHU3auen
Ha OKa3aHHe MEIUIIMHCKUX yCcIyr (MEJ0CMOTpa), B
COOTBETCTBHH C 33/IaHUEM I10 BApPUAHTY
(ucmonb30BaTh 0Opazel J0roBOpa, COCTABICHHBIN
B IIpakTHUecKoi pabote Ne3).

5.CocTaBuTh MOMMEHHBIN CIIHCOK PAOOTHHUKOB,
MOJIEKAIIMX NEPUOINIECKOMY METULUHCKOMY
OCMOTpY.

6.IToaroToBUTH NTPUKa3 O HAIIPaBICHUH
pabOTHUKOB HA MEPUOANUECKUNA MEAUIIUHCKUN
OCMOTD.

7.0¢opmuts noxkymenT «Hanpasnenue Ha
MEPUOINYECKUI METUIIUHCKUNA OCMOTP
(obcnenoBanme), COTACHO 3aJaHUIO TI0 BAPHAHTY.
8.0dopMuTh KypHaI yyeTa Bblaun HalpaBICHHUH
Ha MEIOCMOTP.

11

3.1.Peructpauus tokymeHToB. Opranuzanus
KOHTPOJIS 32 HCIIOJTHEHUEM JIOKYMEHTOB.
OcCHOBHBIE BONPOCHI:

20

MIOJITOTOBKA K
YCTHOMY
orpocy;

HaIlMCcaHue

13
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1.J1o0KkyMeHTOOOOpOT: MOHATHE U MTPABHUIIA
OpraHM3aIny, y4eT 00beMa JOKYMEHTO000poTa.
2.IlepBuynast 06pabOTKa JOKYMEHTOB H MOPSIOK
WX PETUCTPAIIHH.

3.HomeHnkmatypa niei, ux BUIbI, TPEOOBAHMSI K
COCTaBJICHHUIO ¥ 0(DOPMIICHHIO.

4.Opranuzanusi KOHTPOJIS 32 UCTIOJTHEHUEM
JOKYMEHTOB (JOKYMEHTBHI TIOJJIeKAIIIHE
KOHTPOJTIO, 3JIEMEHTHI MEXaHU3Ma KOHTPOJIA,
CPOKHU UCTIOTTHEHHSI TOKYMEHTOB, CHATHE
JOKYMEHTA ¢ KOHTPOJIA).

KOHCIICKTa

12

3.2.0praHu3anus XpaHeHus I0KYMEHTOB.
[Iepenaua nen B apxus.

[OATOTOBKA K
YCTHOMY OIIPOCY

13

[Ipaktuueckas padora Ne5. Tema: "CocraBnenue
1 o(popMJIIEHUE UHCTPYKIIMM 110 oXpaHe Tpyaa'.
OCHOBHBIE BOIIPOCHI:

1.3y4nTh HOPMATUBHO-METOIUYECKYIO
JOKYMEHTAIIMIO TI0 Pa3pabOTKe U YTBEPKACHHUIO
MHCTPYKIIUI 110 0XpaHe TpyAa.

2. CocTaBUTh KpaTKOE OMUCAaHUE TEOPETUUECKUX
OCHOB U TpeOOBaHM K pa3paboTke, 0hOPMIICHHUIO
Y YTBEP>KJICHUIO HHCTPYKIUH MO OXpaHe Tpy/a
it ipodeccuu (JOKHOCTH) WK BUJIa padoT.

3. Pa3zpaboTaTh HHCTPYKIIMIO IO OXpaHE TPya s
npodeccun (Buaa paboT) COTJIACHO BapUAHTY
(ucxoaHbIe JaHHBIEC JAHBI 110 BapUaHTaM
OTZIETbHBIMU (pailiaMu B BUE TpeOOBaHUH K
pabOTHUKAM WIH BHJIaM padoT, AJi KOTOPBIX
CTYJIEHT JIOJDKEH pa3paboTaTh HHCTPYKIIHUIO).

4. OTBETUTH HA KOHTPOJIbHBIE BOIIPOCHI JIJIsI
CaMOTIPOBEPKHU.

MOATOTOBKA K
YCTHOMY
orpocy;

MIOJrOTOBKA K

MPAKTHIECKOMY

3aHSTHIO

14

[Ipaktuueckas pabora Ne7. Tema:
«JlokyMeHTaImoHHOe 0OecredeHre opraHu3aliu
Y IPOBEJICHUS TPEXCTYNEHYATOr0 KOHTPOJIS.

OCHOBHBIE BOIIPOCHI:

21

MIOJITOTOBKA K
YCTHOMY
o1pocy;

MOJTOTOBKA K

MIPAKTUYECKOMY

RAHATUH)
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1. I3yunTh HOpMATUBHO-METOIUYECKUI MaTEpHAIT
M0 TOKYMEHTAITMOHHOMY 00€CIeUeHHIO Mpoliecca
OpraHU3alliy U MPOBEACHUS TPEXCTYIIEHYaTOro
KOHTPOJIS.

2. CocTaBUTh KpaTKOE OMMCAHUE TEOPETUUECKUX
OCHOB OpPTraHMU3aluU U NPOBEICHUS
TPEXCTYNEHYATOr0 KOHTPOJIS.

3. OopMuTh ciaemyronme T0KyMEHTHI:

1. IpUKa3 O BBEJICHUU TPEXCTYNEHYATOT O
KOHTpOJIA U co3aanuu komuccuu no OT;

11. )KypHaJI TPEXCTYIIEHYaTOro KOHTPOJIS 3a
COCTOSIHUEM OXPaHbI TPyZAa, MPOU3BOJCTBEHHOMN
CaHUTapHH;

4. OTBETUTHh Ha KOHTPOJIbHBIE BOMPOCHI IS
CaMOITPOBEPKH.

15 |[IpakTtuueckas padota Ne8. Tema: "CocraBieHue u| MOArOTOBKA K
" YCTHOMY
opopmienue nokymenta "[lonoxenue o ciyxoe onpocy:
oxpausbl Tpyaa" TOJITOTOBKA K
MpakTU4CCKOMY

OCHOBHBIC BOIIPOCHI:
3aHATHIO

1. 3anucate HOMEp MPAKTUYECKOUN pabOThI, TEMY U
1eJb PabOTHI.

2. ChopmynupoBaTh 3aJa4u, pelIeHHe KOTOPhIX
MPUBEAET K NOCTABICHHON LENH.

3. O3HaKOMUTBCA € TEOPETUYECKON YaCThIO
paboTHI.

4. CoctaBuTh U OQOPMHTD 3a/IaHHBIC
MIPENoIaBaTeIeM 0 BApUaHTaM JOKYMEHTBHI.

5. IIpon3BecTn aHAINA3 CTPYKTYPHI U COACPIKAHUS
c(OpMHUPOBAHHOTO TOKYMEHTA, ONKCATh €T0
MpeIHA3HAYCHHE.

Hroro 60 88

7. @oH/1 OLIEHOYHBIX CPEJICTB /ISl IPOBeIeHUs POMEKYTOUYHOM aTTecTallun
00y4aOUIUXCH MO0 IMCIHUIUIHHE (MOIYJII0)

7.1. IlepeyeHb KOMIETEHUMI ¢ YKa3aHUEM 3TANOB UX GOPMHUPOBAHKS B Npolecce
0CBOeHMS 00pa30BaTeJbHON MPOrPAMMBI

Heckpun OueHouHble
Komnerenunu
TOPBI CpeacTBa

YK-4
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3uatp HOPMAaTHBHbBIE, KOMMYHUKATUBHBIE, STUYECKHUE ACTIEKTHI
YCTHOM ¥ TMCBMEHHOM PEYH; SI3bIKOBBIE XapAKTEPUCTUKHU
THIIOB TEKCTOB U PEUYEBBIX )KAHPOB, PEAUIU3YEMBIX B

Pa3IUYHBIX (YHKIIMOHATIBHBIX CTUIISX (OQHUIIMATBHO- YCTHBIN OTIPOC
JIEIIOBOM, OOMXO/THOM) B UX YCTHOW M MMUCbMEHHOM
Pa3HOBHUIHOCTAX

YMeTh  |aHaIM3UPOBATh U CO3ABATh TEKCTHI Pa3HbIX CTUJIEH B TIPAKTHYECKOR
3aBHCHUMOCTH OT c(epbl OOIICHUs 3aaHue

Baagers |mpuHIMIIAMU CO3/IaHUS TEKCTOB Pa3HBIX (QYHKIIMOHATIHHO-
CMBICTIOBBIX THUIIOB; OOIIMMH MTpaBUIIaMHU O(popMIIeHUS

JIOKYMEHTOB PA3JIMYHBIX TUIIOB HA T'OCYAApPCTBEHHOM 3a4€T
A3BIKE
IIK-1
3uatp HOPMATHUBHYIO MPABOBYIO 0a3y B cepe oxpaHsbl TPy/Ja,
TPYJIOBOE 3aKOHOAATENbCTBO Pocculickon Penepanny;
BU/IbI JIOKAJIbHBIX HOPMATHUBHBIX aKTOB B CPEpe OXPaHbI YCTHBIHA OIPOC

TpyJa ¥ HOPSAIOK UX pa3pabOTKU, COTJIaCOBaHUS,
YTBEPKIAECHUS U XPAHEHUS

YMeTb  |IPUMEHSITh TOCYJapPCTBEHHbIC HOPMATUBHBIE TPEOOBAHUS
OXpaHbl TPy/1a MpHU pa3paboTKe JIOKATbHBIX HOPMATUBHBIX
aKTOB; PUMEHSITh HOPMAaTUBHBIE TPABOBBIE AKThI U
HOPMATUBHO-TEXHUYECKYIO TOKYMEHTAIIUIO B YACTH
BBIJICJICHUS B HUX TPEOOBAaHUM, MPOIETYP, PETJIAMEHTOB,
peKOMeHAalWI 11 aianTaluy UBHEAPEHUS B JTOKAJIBHYIO
HOPMATUBHYIO JOKYMEHTALIUIO; aHATU3UPOBATh U
OLICHUBATh MPEJIOKEHUS U 3aMEUYAHUSI K IPOCKTaM

JIOKAJIbHBIX HOPMATHUBHLIXAKTOB I10 OXPAaHC TPpyaa, NpaKTUYECKOe

IMOJIb30BATLCA CIIPABOYHBIMHA I/IH(bOpMaL[I/IOHHBIMI/I 0azamu 3amaHne

JAHHBIX, COJIEPKAIIUMH TOKYMEHThI UMAaTEepUaIb MO
oXpaHe Tpyza; pa3pabdareiBaTh (epepadaThiBaTh) MPOEKTHI
JIOKaJIbHBIX HOPMATHUBHBIX aKTOB, 00€CIIEYNBAIOIINX
co3JaHue 1 PyHKIIMOHUPOBAHUE CUCTEMBI YIIPABICHHUS
OXpaHoM Tpyza
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Baaners

OCHOBaMH HOPMATUBHOTO 0OECIIEYEHUS CUCTEMBI
YIPAaBIICHUS OXPaHOH Tpy/a; HAaBBIKAMHU Pa3pabOTKH
MIPOEKTOB JIOKAJIbHBIX HOPMATUBHBIX aKTOB,
00eCIeuynBaIINUX COo3AaHNe H (PYHKITMOHUPOBAHUE
CHUCTEMBI YIIPABIICHUSI OXPAHOU TPYyJAa; HABbBIKAMU
nepepaboTKHU JTOKAJbHBIX HOPMATUBHBIX aKTOB MO
BOIIPOCAM OXpPaHbl TPyAa B CIIy4ae BCTYIUICHUS B CUITY
HOBBIX WJIM BHECEHUSI U3MEHEHUN B JEUCTBYIOIINE
HOPMATUBHbBIEC IPABOBBIE aKThI, COACPKAIINE HOPMBbI
TPYAOBOIO IIpaBa

3a4€T

IK-3

3HaThL

nyTH (KaHaJbl) TOBEACHUS MHGOPMAIIUH T10 BOITPOCAM
YCIIOBHI U 0XpaHbl TpyAa 10 paOOTHUKOB, HHBIX
3aMHTEPECOBAHHBIX JIUL[; COCTAB U MOPSAIAO0K 0(QOPMIICHUS
OTYETHOM (CTAaTUCTUYECKON) TOKYMEHTALMH 110 BOIPOCcam
YCJIOBUHM M OXpaHbI TPY/a.

YCTHBIN ONpoC

YMmeThb

MOJIFOTaBINBATh IOKYMEHTBI, CO/IEPIKAIUE MTOTHYIO U
00BEKTUBHYIO MH(DOPMALIHIO 110 BOIPOCAM OXPaHbI TPyZa.

MMPAKTHICCKOC
3a1aHuC

Baagerns

MeToaMu cOopa HHGOPMAIIUH U MPEATIOKEHUIN OT
pabOTHHUKOB, UX MPEICTABUTEIbHBIX OPTAHOB,
CTPYKTYPHBIX TOJpa3ACTICHUI OpraHU3aIiH 110 BOIPOCaM
YCIIOBHI U OXpaHbl TPyAa; METOIaMU OpraHU3aIu coopa
1 00paboTKu HH(POpPMAINH, XapaKTePU3YIOIIEH COCTOSTHIE
YCIIOBHI U OXpaHbl TpyAa y paboToIaTeNs; HABBIKAMU
MOJITOTOBKU OTYETHOMN (CTATUCTUYECKON) JOKYMEHTALIUN
paboToaTesns Mo BOMpocaM YCIOBUN U OXPaHbI TPY/Ia.

3a4€CT

7.2. Onucanue nokasareJieil 1 KpUTepreB OLCHNBAHUS KOMIIETEHIIUI HA
Pa3JIMYHBIX 3Tanax ux (JOPMHPOBAHUSA, ONIUCAHUE IIKAJ OLCHUBAHUSA

YPOBHI/I C(l)OpMI/IpOBaHHOCTI/I KOMIICTCHIIMH
OneHouHble
CDencTBa KomnerentHocts bazossiit ypoBens  |locTaTouHblil ypoBeHb|  Bbicokuii ypoBeHb
pea Hec(hopMUpOBaHa KOMIIETEHTHOCTH KOMIIETEHTHOCTH KOMIIETEHTHOCTH
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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 COOTBETCTBUH C
BriBoIBI JaHBI MPaKTHIECKOM 3aJJaHUEM.
¢dbopmanbHO UM |paboThl cTyneHT | Bo3MokHBI
OTCYTCTBYIOT HE MOXET HE3HAYUTEIIHHBIE
000CHOBATH OINOKY WK
MIPUHSATHIC HETOYHOCTH.
peLieHus.

YCTHBIA ONpOC OtBeT He OtBeT OtBer OTBeT paBUILHBIMN,
MIPAaBWIBHBIN WUJIW C|IPaBUIIBHBIN, HO C |IPABUIIBHBIM, CTPYKTYPHUPOBAHHBI
rpyOsIMU omuoKamMu CTPYKTYpUPOBaHH (i U CBsi3aH C paHee
omunOKaMu U HE B 13178 WU3YYCHHBIM
MTOJTHOM 00BheMe Ilens onpoca Marepuanom. Llenb

JIOCTUTHYTA ompoca I0CTUTHYTa
3a4eT He packpsIT Teop. Bopockl Teop. Bompockl Teop. Bopockl

MIOJIHOCTBIO HU PACKPBITHI C PACKPBITHI C PacKpPBITHI
OJIMH TEOp. 3aMeYaHusIMU, HECYIIECTBEHHBIM |TIOJIHOCTHIO,
BOIIPOC, OJIHAKO JIOTHKa Y 3aMEUYaHUSIMU, |[PAKTUUYECKOE
MPaKTUYECKOE coOro/IcHa. OTMEUaOTCS 3a/1aHue 0(pOPMIICHO
3a/laHre He [IpakTrueckoe HECYIIECTBEHHBIE |10 TPEOOBAHMSIM.
BBITIOJIHEHO WJIM  |3a/1aHue HEJIOCTAaTKH B
BBITIOJIHEHO C BEITIOJTHEHO, HO ¢ |0(OpMIICHUH.
rpyOBIMU 3aMeYaHUsIMU:
OIIMOKaMHU HaMEYEeH XOJI

BBITIOJTHCHUS,

OJIHAaKO He TIOJTHO

PaCKpBITHI

BO3MOKHOCTH

BBITIOJTHCHUS

7.3. TunmoBble KOHTPOJIbHbIE 32JAHUA WIH HHbIE MATEPUAJIbI, HEOOXOAUMBbIE IJIS
OLICHKH 3HAHUW, YMEHH i, HABBIKOB M (MJIM) ONBITA AeATEJIbHOCTH,
XapaKTepu3yIIUX 3Tanbl POPMHUPOBAHMS KOMIIETEHIIMH B MpoIecce 0CBOEHUS
o0pa3oBaTe/IbHOM NPOrpaMMBbI

7.3.1. IllpumepHbIe NpaKTUYECKHE 3aIaHUS
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l.Ilpaktnueckass pabora Nel. Tema: "lIpoexktupoBanue u co3gaHue OJAaHKOB
JIOKYMEHTOB". [Hemn
paboThl - @ TMPUOOpPETEHHWE HABBIKOB MPOEKTHUPOBAHUS W COCTABJICHUSI OJAHKOB
OpraHU3ALMOHHO-PACIOPSIAUTENBHBIX ToKyMeHTOB (OP /1) opranuzanuu.

3anaHue.

1. CocraBurh Maker oOmero OJaHKa OpraHU3aluud C YIJIOBbIM  BapHAHTOM
pacmnoioKeHus! peKBU3UTOB Ha Oymare popmata A4;

2. CocTaBUTh MakeT OJlaHKa MUChMa C YTTIOBBIM BAPUAHTOM PACIOIO0XKEHHS PEKBU3UTOB
Ha Oymare ¢opmara A4;

3. CocraBuTh MakeT OJaHKa KOHKPETHOTO BHAa JOKyMEHTa (IpHKa3a) C YIJIOBBIM
BapHAHTOM pac-TIOJIOKEHUS peKBU3UTOB Ha Oymare opmara A4.  3amauu:

1. O3HaKOMHUTBCS TEOPETUYECKUMH OCHOBamMH ¢opmupoBanus OmankoB OPJ]
OpraHu3alNY;

2. Bprueptuth mabmoH 30H OPJ[ ¢ yrioBeIM pacmoyioKEHHEM PEKBH3UTOB B
cootBercTBHE ¢ Tpeboanusimu ['OCT P 6.30-2003;

3. Berueprurh mabioH ¢opmyisapa-oopasia Ciy)keOHOTO JOKYMEHTa C YIJIOBBIM
PacIog0KEeHUEM PEKBU3UTOB C TOCTPOUYHON PA3IMHOBKOM;

4. CocTaBUTh PYKONMUCHBIM 111a0soH OnaHkoB 3amaHHbix OPJl 1o pexBu3uTam,
3a/IaHHBIM IO BapHAHTAM;

5. CocTaBUTh KOMIIBIOTEpHBIE MeYaTHbIE BapuaHThl 3ajaHHbix OPJ] mo pekBusurtam,
3a/IaHHBIM IO BapHAHTAM;

2.Ilpaktuueckas pabora Ne2. Tema: "Co3nanue mabioHOB OJaHKOB OpraHU3AIUHM C
YTJIOBBIM PACIIOJIOKEHUEM PEKBU3UTOB C UCTIOIH30BAaHUEM MHCTPYMEHTAIBHBIX CPE/ICTB
Word". llens mnpakTuueckoi pabOTHI — pa3BUTHE HABBIKOB CO3JIAHHS OJIAHKOB
OpeanpusTUs B TEKCTOBOM peaakTope Word.

3agaHue:

1. Pazpabotarps mabiaoH oOmiero GiaHka OpraHU3aIMH C YIJIOBBIM PAaCHOJIOKEHHEM
PEKBU3UTOB;

2. Pa3paborats ma0ioH O6JaHKa MHCbMa C YIIIOBBIM PACHO0KEHUEM PEKBU3UTOB;

3. Pazpaborats Onank Ilprkasza ¢ yriaBeIM pacnoioKeHHEM PEKBU3HUTOB.

3anauu:

1. Co3maTh ¥ COXpaHUTH SMOJIEMY OpTraHU3alNY;

2. Co3naTh mabIoH YriIoBOro OJaHKa OpraHu3allny;

3. HabpaTh mocTosiHHBIE peKBU3UTHI I1a0I0Ha OJIaHKa.
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3.Ilpaktuueckass pabora Ne3. Tema: "JlokyMeHTallmoHHOE OOECIEUCHUE YMIpPaBICHUS
(JAOY) mpomecca opraHu3allud W TPOBEACHUS MPEABAPUTEIBHOTO MEIUIIUHCKOTO
ocmortpa". Lenp mpakTuyeckoil pabOThI:
OCBOWTH AQJITOPUTM OpPraHu3ali MPEJBAPUTEIBHOIO MEIULIHUHCKOIO OCMOTpAa,
IPUOOPECTH HABBIKU MCIIOF30BaHUSI HOPMATUBHO-METOIMYECKOM 0a3bl ¢ CO3JaHIEM Ha
UX OCHOBE JIOKAJIbHbIX HOpMatuBHbIX akToB (JIHA) wu  opranuzanuoHHO-
pacnopsauTenbHbIx JokymeHToB JIOY npornecca opranuzaiu Me0CMOTPOB.

3agaHue:

1. CocraBuTh oOmHMCaHWE aJIrOpuTMa OpraHU3alMU TMpoIlecca MPEIBAPUTEIHHOTO
MEIMIIUHCKOT0 OCMOTpA.

2. CocCTaBUTh CITMCOK KOHTHHTCHTOB pPAOOTHUKOB, IMOJICKAIINX MEIUITMHCKAM
OCMOTpaM, B COOTBETCTBUU C 3aJJaHUEM I10 BAPUAHTY.

3. CocrtaBuTh OOpasel JOroBOpa ¢ JUIICH3UPOBAHHOW MEIUIIMHCKOW OpraHM3aIieil Ha
OKa3aHWe MEIUIMHCKUX YyCIyr (MeIOCMOTpa), B COOTBETCTBHU C 3aJlaHUEM IO
BApUAHTY.

4. Odopmuts aokymeHT «HampaBieHue Ha mpeaBapUTEIbHBIN (MIEPUOTUICCKUI)
MEJMIIMHCKUN 0cMOTp (00cieIoBaHUE), COTJIACHO 3aJaHUIO0 110 BApUAHTY.

5. OdopmuTh KypHasl yueTa BblJaul HaApaBICHUN Ha MEIOCMOTP.

4 Ilpaktuueckas padbotra Ned4. Tema: «JloKkyMeHTallMOHHOE OOECTICUCHHUE YIIPaBICHUS
(JIOY) mnpouecca opraHuzaiyd M TMPOBEACHHUS TMEPUOJIUUYECKOTO METUIIUHCKOTO
OCMOTpa». [Henb MPaKTUYECKON
paboThI: OCBOUTH AJNTOPUTM OPTaHMU3AIUU MEPUOJUYECKOTO MEIUIMHCKOTO OCMOTPA,
IPUOOPECTH HABBIKU MUCIIOJB30BaHMUsI HOPMATUBHO-METOIMYECKON 0a3bl C CO3aHHEM Ha
WX OCHOBE JIOKaJdbHbIX HoOpMatuBHBIX akToB (JIHA) w  opranusarimoHHo-
pacnopsiauTenbHbIX JokyMeHToB JJOY mpoiiecca opranuzanuu Mea0CMOTPOB.

3agaHue:

1. CocraBurh ONHWCAHHE aNTOPUTMA OpPraHU3ALMM MpoOIEcca MNEPHOIUYECKOTO
MEIUIIMHCKOTO OCMOTpA.

2. TlogroroButh mnpukas 00 opraHm3anuu paboOT MO MPOBEACHUIO TMEPHOAMUYECKUX
MEJUIIMHCKUX OCMOTPOB.

3. CocTaBUTh CIIMCOK KOHTHHI€HTOB paOOTHUKOB, TMOJICKAIIUX METUIIMHCKOMY
OCMOTpPY, B COOTBETCTBUM C 3aJlaHMEM MO BapHaHTy (KCIOJH30BAaTh CIHCOK
KOHTUHT€HTa, CPOPMHUPOBAHHBIN B MpakTHUeCKou padore Ne3).
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5.4.CoctaButh 00pasell J0roBopa C JUIEH3UPOBAHHON MEIUIIMHCKON OpraHu3aiueil Ha
OKa3aHHE MEIULHUHCKUX YCIyT (MEIOCMOTpPA), B COOTBETCTBHH C 33JAHHEM 110 BAPUAHTY
(ucmosib30BaTh 00pasell JOroBOpa, COCTABICHHBIN B TPaKTHUECKOH padoTe Ne3).
5.CocTaBuUTh TMOWUMEHHBIH CHHCOK pPAOOTHHUKOB, TMOJJICKANINX TMEPUOIUIECKOMY
MEIUIMTHCKOMY OCMOTDY.

6.IloaroToBUTH MpHKa3 O HAMPABIEHUU PAOOTHUKOB HA NEPUOAMYECKUN METUITTHCKUIMA
OCMOTP.

7.0popmuths nokyMeHT «HampaBieHue Ha TEPHOIUYCCKUN MEIUIIMHCKUH OCMOTP
(oOcnenoBaHue), COTJIACHO 3a/IaHUIO 110 BAPUAHTY.

8.0 opMuUTh KypHaJ y4eTa BbIAauu HAMPaBICHUNA HA MEIOCMOTP.

7.3.2. IlpumepHbIe BONPOCHI AJIS1 YCTHOTO ONpoca

1.1. JokyMeHTOBeIcHUE KaK HAy4YHas! JUCIUILIMHA.

2.  JlenompouW3BOACTBO:  MOHATHE W  NPUHLHUIBI,  Hay4yHas  OpraHU3aIus
JIeJIOTPON3BO/ICTBA.

3. HopmaTuBHO-MeToin4ecKas 6a3a ynpaBiaeHHs JOKyMEHTAIUEH.

4. CTpyKTypa OpraHoB JOKYMEHTALMOHHOTO 00eCreueHus yIpaBiIeHHUS.

5. Pa3zBuTue u cTaHOBJIEHHE TOCYIAPCTBEHHOTO JIETIONPOU3BOJICTBA.

6. banku 1OKyMeHTOB, Ha3HaueHHe U TpeboBaHus K Onankam. OOmue O1aHKH, OTaHKH
IUCEM U KOHKPETHOI'O BUJIA IOKYMEHTOB.

7. HazHaueHHne pEeKBU3UTOB, UX POJIb B YHU(PHUKAIUHU JTOKYMEHTOB U HCIOJIb30BAaHUU
TEXHUYECKUX CPEACTB B pabOTe C JOKYMEHTaMH.

8. CoctaB 00s3aTeNbHBIX M JOMOJHUTENBHBIX PEKBU3UTOB JOKYMEHTa, MpaBWiIa UX
odopmIIeHHUsI, 0COOEHHOCTH MCIIOJTHEHHUS.

9. CocraBienue Qopmynspa-oOpasiia JOKYMEHTa C YIJOBBIM U  IPOJOJIBHBIM
pacmoI0KEeHHEM PEKBU3HUTOB.
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2.10. TekcThl TOKYMEHTOB: UX YHU(PUKALHS, TPEOOBaHUS U BUAbI TEKCTOB.

11. OpranuzaunoHHO-NIPaBOBas JOKYMEHTALMs: BHJbI, CTPYKTypa, COCTaBICHUE U
odopmIIeHHEe TOKYMEHTOB.

12. TloarotoBka u odopmieHHE PACHOPSAUTEIBHBIX JIOKYMEHTOB, CO37aBacMbIX Ha
KOJUIETHAJIbHOU OCHOBE.

13. Ilopsinok oopmiieHHs] MPOTOKOJIOB.

14. Tlopsinok PyHKIIMOHUPOBAHUS KOJUIETUATIBHBIX OPTraHOB.

15. TlocTpoeHne © TEXHOJIOTHS MOATOTOBKU PACHOPSAUTEILHOIO JIOKYMEHTa B
€IMHOJIMYHON CUCTEME YIIPABICHUS.

16. Buael pacnopsIuTenbHOW JOKYMEHTALUH.

17. Tlopsgok u3AaHMs PacCHOPAIUTENBHOTO JTOKYMEHTa B YCIOBHUSAX €IMHOJIUYHOTO
NPUHATHUS PELLICHUS.

18. XapaktepucTtuka CHpaBOYHO-UH(POPMAIIMOHHBIX JTOKYMEHTOB, OCOOCHHOCTH UX
COCTaBJICHHS U O(POPMIICHUS.

19. IIpumenenue opUCHON OPTrTEXHHUKH UISI OTHPABKH CIPABOYHO-WH(OPMAIIMOHHBIX
JIOKYMEHTOB.

20. [lenoBoe mucbMo: ceruduuecKkrue XapakTepUCTUKU, 0COOCHHOCTH HAIMCaHMUS.

3.21. Opranu3zaimoHHbIE TOKYMEHTHI KaJPOBOU CITYKOBI.

22. XapaKTepucTHUKa [TOKYMEHTOB, OTHOCSIIMUXCS K JOKYMEHTAllUU [0 JIMYHOMY
COCTaBYy.

23. CoctaB JOKYMEHTOB JIUYHOTO Aena. OpopmiieHrne JOKyMEHTOB.

24. TpeboBaHUs K 3aM0THEHUIO, BEJICHUIO U XPAHEHUIO TPYAOBBIX KHIKEK.

25. JlokyMeHTOOOOpOT: TOHSATHE | TMpaBWila OpraHuM3anud, ydeT o0Obema
JOKYMEHTO000pOoTA.

26. IlepBuuHas 06paboTKa TOKyMEHTOB U MOPSIIOK UX PETUCTPAIIHH.

27. HomeHkaTypa Jiei, uX BHJIbI, TPeOOBaHUS K COCTABICHUIO U O(OPMIICHHIO.

28. OpraHuzanys KOHTPOJIS 332 UCTHOJHEHHEM JOKYMEHTOB (JIOKYMEHTHI MOJAJIEKAIIe
KOHTPOJIIO, 3JIEMEHTHI MEXaHW3Ma KOHTPOJISl, CPOKH HUCIIOJIHEHUS! JOKYMEHTOB, CHSATHE
JIOKYMEHTa C KOHTPOJIS).

29. DkcnepTH3a HEHHOCTH JOKYMEHTOB: KCIIEPTHBIE KOMUCCHH: BUIbI U UX (PYHKIIHU.
30. DkcnepTr3a EHHOCTH JOKYMEHTA: MOHATHE, KPUTEPUHU LIEHHOCTH YIPaBIECHUYECKUX
JIOKYMEHTOB.

31. Ilonsarue apxuBa u ucropus GopmupoBanus ['ocyaapcTBEHHONH apXUBHOU CITyXKObI
Poccuiickon @enepanun.

32. Ucnonp30BaHHE COBPEMEHHBIX TEXHMYECKHUX CPEICTB YMpaBi€HUS U O(UCHOTO
OpOrpaMMHOTO  obOecreyeHus  Juis  ONTHUMM3AlMHU  JAEJONPOU3BOJACTBEHHOTO
00CITy>)KUBaHMS.

7.3.3. Bonpocsl K 3a4ueTy
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l.YmpaBneHndyeckass JOKyMEHTAlUs: TOHSATHE, Ha3HAuy€HUE, OOIas TUIOJOTHYecKas
XapaKTEPUCTHKA.

2.J1enonpou3BOJACTBO: TOHITHE, COBPEMEHHBIE KOHLEMUUU. JeTonponu3BOICTBO Kak
yueOHas TUCIUILTUHA U 00J1aCTh MPAKTUIECKON eI TEbHOCTH.

3./IoKyMEHTOBEICHHE: TIOHATHE, COBPEMEHHBIE KOHILENIMH. J[OKyMEHTOBEAECHHE Kak
yueOHasi TUCIUILTMHA U 00J1aCTh MPAKTUYECKON JeSITEIbHOCTH.

4.Ponb cekpetapsi B JOKyMEHTAIIUOHHOM OOECIIEUEeHUN YITPaBICHUS.

5.Cnyxx06a JOKYMEHTAI[MOHHOTO oOOecreyeHusl yIpaBiIeHUs: CTPYKTypa, 3aJayu,
GyHKIIUN.

6.HopmatuBHO-MeTOIMUEeCKass 6a3a JOKYMEHTAIIMOHHOTO OOECTeueHUs YIpaBICHUS:
COCTaB M 00IIasi XapaKTepUCTHUKA.

7.00mme npasuiia 0hOpMIICHUS JTOKYMEHTOB.

8.biiaHKK TOKyMEHTOB: BUJIbI, 0COOEHHOCTH O(POPMIICHHUS.

9.PexBH3UTHI 3ar0JI0BOYHOM YaCTH JOKYMEHTA.

10.06s13aTenbHbIE PEKBU3UTHI JOKYMEHTOB.

11.PexBU3UTHI, yTOCTOBEPSIFOLINE TOKYMEHT.

12.ITopsaok corinacoBaHus IOKYMEHTOB.

13.Tlopsanok noanucanusi JOKyMEHTOB.

14.PexBu3uThl — oTMeTKH. [IpaBuia ux opopmiieHus.

15.Cucrema  OpraHM3allMOHHO-NIPABOBOM  JOKYMEHTAIlMM: HA3HAY€HUE, COCTaB,
O0COOEHHOCTH CTPYKTYPBI.

16.Cucrema pacnopsiAMTENbHON JTOKYMEHTAllMU: Ha3Hauy€HUe, COCTaB, OCOOEHHOCTH
CTPYKTYDBHL.

17.CoctaBnenue u oOQopmieHHE JOKYMEHTOB, CBSI3aHHBIX C JESTEIbHOCTHIO
KOJUIETHAJIbHBIX OPTaHOB.

18.Cucrema cnpaBOYHO-MH(POPMALIMOHHON JOKYMEHTAIIMM: Ha3HAY€HUe, COCTaB,
O0COOEHHOCTH CTPYKTYPHI.

19.CnyxebHble mucbMa: BUIBI U TIpaBUiia OhopMIIeHUS.

20.Cuctema IOKyMEHTAIMH 110 JIMYHOMY COCTaBY: Ha3HAY€HHUE, COCTaB, OCOOEHHOCTH
CTPYKTYDBHL.

21.JIokyMeHTOOOOPOT: OHATHE, ITAIbI, TPEOOBAHUS K €r0 OPraHU3aIHH.

22.0OcHOBHBIE 3Tanbl pabOTHl C YMPaBICHUYECKUMHU JIOKYMEHTAMHU: XapaKTepUCTHKA,
TEXHOJIOTHSI peau3alluu.

23.IlpueM u nepBUYHOE PACCMOTPEHUE JOKYMEHTOB.

24.Peructpanus U y4€T 1OKYMEHTOB.

25.PaccMoTpeHune T0KYMEHTOB PYKOBOIUTEIIEM.

26.0praHuzanusi KOHTPOJISI 32 UCIIOJTHEHUEM JOKYMEHTOB

27.0pranu3anusi XpaHeHHs! IOKYMEHTOB.

28.ITopsiaok popMUpOBaHUS JEII.

29 Ilopsaok oopMmiaeHus aed.

30.HomenknaTypa Aeil: OHATHE, 3HAYEHHUE, IPABUIIA COCTABIICHHUS.

31.I1oHATHS «LIEHHOCTh JOKYMEHTAa, «IKCIEPTHU3a [IEHHOCTHY.
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32 . IlpuHIMIBL, KPUTEPUU IKCIIEPTU3BI LIEHHOCTH TOKYMEHTOB.

33.Ilpouenypa nepenaun JOKYMEHTOB Ha ApXMBHOE XPAHEHHUE.

7.4. MeToanuyeckue MaTepHaJibl, ONpeesaoIue MPpoueAypbl OleHMBAHUSA
3HAHMI, YMEHHUI1, HABBIKOB U (MJIH) ONbITA AEATEJIbHOCTH, XaPAKTEPHU3YIOLIHNX
Tanbl GOpMUPOBAHUSA KOMIIECTEHIIHI.

7.4.1. OueHuBaHMe NPAKTHYECKOIO 3a1aHUS

Kpurepuii YpoBHU (HOPMUPOBAHUS KOMIIETCHIIUIA
OLICHUBAHHUS bazoBrii JlocTaTOYHbIN Bricoknit
3HaHNE TEOPETHUECKOTO TeopeTnuecknii TeopeTnueckuii Teopetnueckuii MaTepran
MaTepuasa 1o MaTepual yCBOeH MaTepHuall yCBOCH U YCBOEH U OCMBICIIEH, MOXKET
MIpeUI0KEeHHON pobieme OCMBICIIEH OBITH IPIMEHEH B

Pa3IMYHBIX CUTYAIMSX 110
HEeO0XOIMMOCTH

ORnazeHue npueMaMu
paboTst

CryneHT MoOXeT
TIPUMEHUTH UMEIOIIHECS
3HAHMS [T PEIICHHSI
HOBOM 3aJa4u, HO
HeoOXoauMa MOMOIIhL

CTyseHT MOXeT
CaMOCTOSITEIIEHO
MIPUMEHUTH UMEIOIIHECS
3HAHUS IS pEIIeHUS
HOBOH 3aJ1a4H, HO

CryneHT MoXeT
CaMOCTOSITEIIEHO
MPUMEHUTH UMEIOIIHECS
3HAHUS [T pEIICHHS
HOBOI1 3aJjaun

MpernoaaBaTes BO3MOKHO He Ooiee 2
3aMedJaHuM
CaMOCTOSTELHOCTD 3ajaHue BBIIIOJIHEHO 3agaHue BBIITOJIHEHO 3agaHye BBITOJIHEHO
CaMOCTOSITENBHO, HO €CTh |CaMOCTOSATENBHO, HO €CTh |ITOJIHOCTBIO
He Oosee 3 3aMevaHui He Oosee 2 3aMevaHuii CaMOCTOSITEITEHO
7.4.2. OleHUBaHNE YCTHOIO ONpPOCca
Kpurepun YpoBHU POpMUPOBAHUS KOMITETEHLIUN
OLICHUBAHUS bazoBbIit JlocTaTouHbIN Bricoknit
IMonxoTa ¥ paBWIILHOCTh  |OTBET MOJHBIM, HO €cTh  |OTBET MOJIHBIIA, OTBET NOJIHBIH,
oTBeTa 3aMeuaHus, He Oonee 3 [IOCJIEOBATENLHBIA, HO  |OCIIe0BATENbHBIH,
€CThb 3aMeYyaHus, He 0oJiee | TOrnuHbII

2

CreneHb 0CO3HAHHOCTH,
MOHUMAaHUS U3YYEHHOTO

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

Marepuain yCBOEH U
M3J1araeTcs OCO3HAHHO,
HO ecTh He Oojee 2
HECOOTBETCTBUI

Martepuain ycBOEH U
M3JIaraeTcsi OCO3HaHHO

S3piKOBOE OOpMIIEHHE
OTBeETa

Peun, B 11es10M,
rpaMOTHasi, COOJIIOICHBI
HOPMBI KYJIBTYPBI PEUH,
HO €CTh 3aMCYaHUs, HE
Gonee 4

Peun, B 1iesioMm,
rpaMoTHas1, COOJIFOICHBI
HOPMBI KYJIbTYPBI PEUH,
HO €CTb 3aMCYaHus, HE
Oonee 2

Peus rpamoTHast,
COOJIOIEHBI HOPMBI
KYJBTYPBI peUH

7.4.3. OueHuBanue 3avera
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Kpurepunii YpoBHU HOPMUPOBAHUS KOMIIETCHIIUIA
OLICHUBAHUS bazoBrii JlocTaToOuHBIN Bricoknit
ITonnora oTBETA, OTBET IOJIHBIN, HO €CTb  |OTBET MOJIHEIH, OTBET MOJHEIH,
MOCJICAOBATEIILHOCTD U 3amMedanus, He ooiee 3 MOCJIeI0BAaTEIbHEINA, HO TOCJIeIOBATEIbHBIM,
JIOTHUKA U3JI0KCHUSA €CTh 3aMCYaHUsI, HE OoJtee | TOrnYHbII

2

[IpaBUIIEHOCTE OTBETA, €TO
COOTBETCTBHUE paboueit
porpamMme yaeOHOH
JMCITUTIIAHBL

OTBET COOTBETCTBYET
paboueit mporpamMme
yueOHON TUCTIINTUTNHEI,
HO €CTh 3aMEYaHus, He
Oornee 3

OTBET COOTBETCTBYET
paboueii mporpamMme
yaeOHOH TUCIUTLTIHEL,
HO €CTh 3aMEYaHUs, He
6oiee 2

OTBeT COOTBETCTBYET
paboueit mporpamme
yUeOHOM TUCIIMITIIMHBI

CrocoOHOCTh CTYyIEHTa
apryMeHTHpOBaTh CBOM
OTBET U MPUBOIUTH
MIpUMEPHI

OTBeT apryMeHTHUpOBaH,
MIPUMEPHI IIPUBEJICHBI, HO
ecTh He OoJiee 3
HECOOTBETCTBUI

OTBeT apryMeHTHpOBaH,
MIPUMEPHI PUBEACHBI, HO
ecTh He Ooee 2
HECOOTBETCTBUM

OTBeT apryMeHTHpOBaH,
MIPUMEPHI IPUBEICHBI

(OC03HAaHHOCTH MU3JIara€MOro
Marepualia

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

Marepuan ycBO€H U
M3JIaraeTcs 0CO3HAHHO,
HO €CThb He Ooiree 2
HECOOTBETCTBHI

Marepuain ycBoeH 1
U3JIaraeTcs OCO3HAHHO

CootBeTcTBHE HOpMaM
KYJBTYpBI pEUH

Peun, B ienom,
rpaMOTHas1, COOJIOICHBI
HOPMBI KYJIbTYpPBI PEUH,
HO €CTh 3aMEYaHusI, HEe
6onee 4

Peun, B ienom,
rpaMOTHasi, COOJIOICHBI
HOPMBI KYJIBTYPBI pEUH,
HO €CTh 3aMeYaHus, He
boiee 2

Peus rpamotHas,
COOJTIO/IEHBI HOPMBI
KyJIBTYPHI peun

KauecTBo 0TBETOB Ha
BOITPOCHI

Ectb 3aMevanus K
oTBeTaM, He OoJjee 3

B nienom, oTBeTHI
PaCKpBIBAIOT CYTh
BOIIpOCa

Ha Bce BOIIPOCHI MMOJTYYCHBI
HCYCPIBIBAOIINE OTBCTHI

7.5. UToroBasi peMTMHIOBasl OLICHKA TeKYyIIeH M MPOMEKYTOYHOM aTTeCTAlMU
CTYJAEHTA 0 AMCUMILIMHE

[lo yuebnoit muctumauHe «JlokymeHTOOOOPOT B cdepe oOxpaHbl Tpyaa»
UCTIONb3yeTca 4-0ajuibHasi CUCTeMa OLECHHBAHMS, WTOT OIICHMBAHMUSA YpPOBHS 3HAHUUN
oOyJarommxcsa npeaycMaTpuBaeT 3a4€T. 3a4eT BBICTABIAETCS BO BPEMS IOCIIETHETO
NPAaKTHYECKOTO 3aHATHS TMPH YCIOBHM BBIMONHEHUs HEe MeHee 60% ydeOHBIX
MOPYYCHHM, TIPETyCMOTPEHHBIX yueOHbIM TutanoM u PITJ[. Hamudume HeBBITIOJIHEHHBIX
y4eOHBIX MOPYYEHUH MOXKET OBITh OCHOBAaHHMEM JJISl JOTMOJHUTENBHBIX BOMPOCOB IO
JUCUUIUIMHE B XOJ€ NMPOMEXKYTOUHON aTTecTauuu. Bo BCceX OCTaJbHBIX CIyyasx 3a4eT
caaercss OOy4arOlIMMHUCA B J1aThl, HA3HAYEHHBIEC IMPENOJaBaTeIeM B IEPUOA
COOTBETCTBYIOIIMM IPOMEKYTOYHON aTTECTALINH.

LlIxkana oyenuganus meKkyuwiei u NPOMeEHCYmMoUHOl ammecmayuu cmyoenma

YpoBHU popMUpOBaHUS O1eHKa 110 YeThIPeX0aIITbHOM MTKaje
KOMIICTCHITUT JUTS 3a4€Ta
Bricokuit
JlocTaTo4YHBIN 3a4TEHO
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ba3oBrIi

Komnerennus ne

chopMupoBaHa

HC 3a4TCHO

8. IlepeyeHb OCHOBHOM M IONOJTHUTEJIbHON yUeOHOM JIUTEPATYPbl, HEOOXO0AUMOM

JJISI OCBOEHMSI TUCHUIIMHBI (MOILYJIA)

OcHoBHas JHMTEpaTypa.

Tun

Ne bubnunorpaduyeckoe onrcanue (e, yreGuoe Kon-so 5
wn o | OO
1. |Kymmnapenko H.H. JlokymenTtoBenenue: yueonuk / H. H.
Kymnapenko ; pen.: 1O. H. Cromnsapos, B. A. Wneranaesa. -| y4eOHUK 10
K.: 3nanns, 2008. - 459 ¢
2. |Ycanoa, O. I'. JlokyMeHTOBeIEHINE U apXUBOBEJCHHE :
cioBapb / O. I'. Ycanosa, A. B. JlymnukoBa. — 2-¢ u3n.,
crep. — Cankr-IlerepOypr : ITnanera my3bikm, 2019. — https://e.
172 ¢. — ISBN 978-5-8114-3873-0. —  TekcT : lanbook.
ANEKTPOHHBIN //  JlaHb 3JIEKTPOHHO-OMOIMOTe Hast| Cosapu | com/boo
cucrema. — URL: https://e.lanbook.com/book/113186 k/11318
(mata oopamenus: 18.09.2020). — Pexxum moctyma: s 6
aBTOPU3. MOJIb30BATEIIECH.
3. |AmupoB, A. P. JlokyMeHTalMoHHOE OO€cIeYeHHE
yIpaBlicHHs] B OpraHu3alusax : yueOHoe mocobue / A. P. https://e.
Amupos, B. W Muxaiinos. - Yoa : BITIY umenn M.| Y4eOusie [lanbook.
Axmymsl, 2009. - 176 c. mocobust | com/boo
k/42213
4. |HoxymenrtoBenenue. Yactp 1 yueObHoe mocodue /
coctaBurenb C. B. Munyk. — Jluneuk : Jluneuxuii I'TIY, https://e.
2017. — 56 c¢.— Tekcr: oanektpoHHbiii // Jlanb lanbook.
.| YueOnbie
AJIEKTPOHHO-OMOIMOTEeUHAS CHCTEMA. — URL.: com/boo
https://e.lanbook.com/book/111986  (mata  o6pamenms:| OO0 |1 11198
29.09.2020). — Pexum jgocTyma: UIsi  aBTOPHS3. 6
I10JIb30BATEIIEH.
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5. |ABTOMaTH3aIMsA TOKYMEHTOO0OpOTa . yueOHOe mocooue /
A. A. Tumenko, 0. M. Kazakos, M. B. TepexoB [u np.].
— Mocksa : ®JIMHTA, 2018. — 108 ¢. — ISBN 978-5- https://e.
9765-4024-8. —  Texct: oanektpoHHslii//  Jlanb VueGHbLC lanbook
AJIEKTPOHHO-OUOMHOTEUHAS CUCTEMA. — URL: HocoGus com/boo
https://e.lanbook.com/book/113481 (mata  oOGpareHus: k/11348
29.09.2020). — Pexum gmocTyma: O aBTOpU3. 1
MIOJIb30BATENEU.

6. |KoctpoBa, [0. b. Opranumszamuss ©  TEXHOJOTHS
JIOKyMEHTAIIMOHHOTO 00ecIeueHH sl yIpaBIeHus  ydeOHoe https://e.
noco6ue / 10. B. Koctpoga, JI. B. Eroposa, O. B. Jlozosas. | Y4eousie |lanbook.
Canxr-TITetepGypr : 12O CII6YTYuD, 2012. - 347 c. mocobus | com/boo

k/64087
JlonmosiHUTEILHAS JIATEPATYypA.
N(_) E 6 (1) (ylleﬁgl‘lf/lyl:lleﬁﬁoe KOH-BO B
i ubmuorpaduueckoe onucaHue et yﬁ“; e .
Tocooue, ap.

1. |Kysnenos, WM. H. Jemonpou3BoacTBo y4eOHo- https://e.
cnpaBounoe nocobue / W. H. Kysnemos. - 6-¢ wu3n. - lanbook.
Mocksa : JlamkoB u K, 2017. - 460 c. CrpaBo4Hu com/boo

k10554
3

2. |Kabamos, C. 0. Jlenonpon3BoJICTBO U apXUBHOE JIEJIO B https://e.
TEpMUHAX H onpejaeneHusx . yded. mocodbume / C. IO. . lanbook.
Kabamos, U. I'. Acpanausiposa. - 3-e usa., crep. - Mocksa Yuebnble com/boo
. ®JINHTA, 2018. - 294 . nocobust |, 1 50cc

4
3. |BBenenne B 0a30Bble TEXHOJOTHMUA  HMCIOJIH30BAHUSI .
https://e.
m1aTGopMbl  BJIEKTPOHHOTO AoKyMeHToobopora T-FLEX lanbook
DOCs: yue6noe rmocobue / cocraputenn M. C. Kopeitos [n| ydeOHOe com/boo
np.]. — Omck: CubAJIN, 2020. — 49 c. nocobue || 11 ooze
9
4. |Kpacusuckuii M.H., Kapnymxun C.B., O6yxo A.[.,
http://w
Kopo6osa N.JI., KapnoB C.B. OcHOBBI IpOEKTHPOBAHUSA .
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CHCTEM DBJIEKTPOHHOTO J0KyMeHTooOopoTa: TamOoBckuit
N . nocobue |ookshop.
roCyAapCTBEHHbI TexHu4yeckuid yHusepcutetr, ObC ACB, (/94361

2018 r.
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AHanmM3 CHCTEM OBJIEKTPOHHOTO JOKYMEHTO0OOpOTa:
CeBepo-Kakasckuii penepanbHbiii yausepenrert, 2018 T. http:/iw
MPAKTUKYM WW.Iprb
P Y ookshop.
ru/92675
Cuctembl AJIEKTPOHHOTO JOoKymMeHTooOopoTa: CeBepo-
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WW.ipr
MPaKTHKYM ookshap.
ru/92745
Muxeenko, O. B. OcHOBBI JOKyMEHTOOOOpOTa B
. https://e.
TaMOXEHHBIX opraHax. [IpakTtukym : ydeOHOe mocoOue lanbook
IUI CTYAICHTOB BY30B, OOYYalOIIMXCSl MO CHELHMAIBHOCTU| YyeOHBIC anboox.
" n com/boo
tamoxennoe aeno" / O. B. Muxeenko, H. B. I'nymrak, O.| noco6us /11560
B. I'mymak. - Cankr-IlerepOypr : Wurepmenus, 2019. - 5
168 c.
Cemko, . A. OcHOBBI AeNONpPOM3BOJACTBA : ydeOHOE https://e.
nocobue / N. A. Cemko, JI. A. Antyxosa. - CTaBpoOIoJib : lanbook.
C1TAY, 2018.- 119 c. Yaebubie | o0
MOCOBHS. | \1/14161
3
9. |Opranusanus  JA€TONPOMU3BOJACTBA M NEPCOHAIBHBIN
MEHEDKMEHT: TIPUMEHEHUE KOMIILIOTEPHOIO TPEHHHIA!| yyeGHoe
yue6. mocobue / U. H. Bacunbesa [u 1p.]. - M.: By30BCkUH| 0co6me 10
yuebHuk, 2014. - 104 c.

9. Ilepeuens pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKALIMOHHOM ceTH
«AHTEpHET», HEOOXOAUMBIX /IJIsl OCBOCHUS TN CIUILIMHBI (MOTYJIs1)

1.ITouckoBsie CUCTEMBI:
http://www.google.com
2.®enepanbHbI 00pa3oBaTenbHBIA TOpTAT Www.edu.ru.

3.Poccuiickas rocynapctBenHas 6ubnuoteka http:// www.rsl.ru/ru

4.TocymapcTBeHHass TyOnuyHash Hay4yHO-TexHHMYeckas Oubnumoreka Poccum URL:

http://gpntb.ru.

http://www.rambler.ru, http://yandex.ru,

S5.l'ocynapctBenHoe OwpkeTHOE  yupexkaeHue KyabTypbl PecnyOmuku — Kpbim
«KpbiMckas pecnyOIMKaHcKas YHHUBEpCAJIbHAS Hay4Has OoubIoTEKa»
http://franco.crimealib.ru/

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

7.Hayunas BJIEKTPOHHAS OoubamoTeka eLIBRARY.RU (PUHLY)

http://elibrary.ru/defaultx.asp
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10. MeToguveckue yKazaHus s 00y4alOIIUXCH M0 OCBOCHHUIO TN CIUTIINHBI
(MoayJist)

O01mme peKoOMeHIAIMHU M0 CAMOCTOSITEJIbHON padoTe 0aKaIaBpoOB

[ToaroToBka coBpeMeHHOro OakaiaBpa Iperoiaraer, YTo B CTeHaX YHUBEPCUTETa
OH OBJIa/IeET METOA0JI0THel camMo00pa3oBaHMUs, CaMOBOCITUTAHHUS,
CaMOCOBEPILIEHCTBOBAHUA.  JTO  ONpEJeNsAeT  BaXXHOCTb  aKTHUBHU3AIUH  €T0
CaMOCTOSITENILHON PabOTHI.

CamocrositenpbHasi pabota ¢GOpMHpPYET TBOPYECKYIO AKTUBHOCTH OaKalaaBpOB,
IPEJCTaBICHNE O CBOMX HAY4YHBIX M COLMAJIbHBIX BO3MOXHOCTSX, CIHOCOOHOCTB
BBIWICHSTh  IJIaBHOE, COBEPUICHCTBYET MpUEMbl  OOOOIIEHHOTO  MBILIUICHUS,
npeanoiaraer Oojee TayOOKyr0 TPOpPadOTKY WMHU OTHAETBHBIX TEM, OIPEICIICHHBIX
IIPOrpPaMMOM.

OCHOBHBIMH BUJAaMU U (OpPMaMU CaMOCTOSITENIbHOM pabOThl CTYIEHTOB IO JaHHOM
JUCLMITIMHE SIBJISIFOTCS: CAMOIIOATOTOBKA MO OTJENIBHBIM BoIpocaM; paboTa ¢ 6a30BbIM
KOHCIIEKTOM; MOJTOTOBKA K MPAaKTUYECKOMY 3aHSTHUIO; TIOJrOTOBKA K YCTHOMY OIIPOCY;
HaNKMCaHUe KOHCIEKTAa; MOArO0TOBKA K 3a4eTy.

BaxxHOl 4acThi0 CaMOCTOSITENIbHON palOThI SIBISIETCS YTEHUE YUeOHOM JTUTEepaTyphl.
OcHoBHast (yHKIMS Yy4eOHHKOB — OPUEHTHUPOBATh B CUCTEME TeX 3HAHWM, YMEHUU U
HABBIKOB, KOTOpBIE JOJKHBI OBITh YCBOEHBI IO JaHHOM JHUCHUIUIMHE OyayHIMMH
CHeuaIuCcCTaMi. YYEOHHK TaKKe CIYKUT IyT€BOAUTEIIEM I10 MHOTOYHCIECHHBIM
MIPOU3BEACHUSM, OPUEHTHPYS B MMEHax aBTOpPOB, CHEHUAIU3UPYIOIIMXCA Ha
ONPEACIIEHHBIX HAYyYHBIX HAIIPABJICHUSX, B Ha3BAHUSAX MX OCHOBHBIX TPYIOB. Bropas
¢byHK1Ms yueOHUKAa B TOM, YTO OH OYE€PUYMBAET HEKHUM KPYr 00s13aTeIbHBIX 3HAHUH 1O
peaIMETy, He MPETEHIYs Ha IIyOOKOe UX PACKPBITHE.

UreHre pPEKOMEHIOBAaHHOW JIUTEPATyphl — OTO Ta TIJIaBHAs YacThb CHCTEMBI
CaMOCTOSITENILHOM ydeObl OakaiaBpa, KoTOpas oOecrednBaeT TMOJJIMHHOE YCBOCHHUE
HayKu. UUTaTh 3Ty JIUTEpaTypy HY)KHO IO MPUHIINITY: «HJIes, TCOPHsI, METOJI B OJTHOM, B
JIPYTOH U T.J. KHUTAX).

Bo Bcex ciydasx pexkoMEHIyeTCs pacCMOTPEHHE TEOPETHYECKUX BOMPOCOB HE
MEHee YeM 0 TPeM UCTOYHHKaM. V3ydeHne mpoOIeMbl 10 pa3HbIM UCTOYHUKAM - 3QJI0T
IyOOKOTO yCBOGHHsSI Hayku. VIMEHHO OTOT OJIOK, HapsAay C BBINOJHEHUEM
MPAKTUYECKUX 3aJaHUN SBISETCS BEIYIIUM B CTPYKTYpE CaMOCTOSITEIIbHOH DPabOTHI
CTYJCHTOB.

Baumanuio 0akamaBpoB TpeIaralOTCs CIHCOK JINTEPaTyphbl, BOMPOCH K
CaMOCTOSTEIILHOMY M3yYEHHUIO U BOIIPOCHI K 3a4ETy.

JIJIsl yCHCIIHOTO OBJIAJCHUS JUCIUIUIMHONW HEOOXOJMMO BBIMOJIHATH CIICIYIOIIHE
TpeOOBaHMUS:

1) BBEITIOJIHATH BCE OTPEACIICHHBIC MPOTPaMMON BHIBI padoT;

36



TB-23: Pa6ouast nporpamma qucumminabl 51.B.J1B.09.02 «{okyMeHT0060pOT B chepe OXpaHsl TPYIa»

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

Koncmekr (ot yat. conspectus — o0630p, u3nokeHue) — 1) MUCbMEHHBIH TEKCT,
CHCTEMAaTHYEeCKH, KPaTKO, JIOTHYHO U CBSI3HO TEpEeNalolIuii COJepKaHue OCHOBHOTO
UCTOYHHKA MH(pOpMaIMK (CTaThH, KHHUTH, JIGKIIUKA M JpP.); 2) CHHTE3Upylolas Gpopma
3aMucHu, KOTOpasi MOXKET BKIIFOUYATh B ce0sl IUIaH UCTOYHUKA MH(OpPMAIIMU, BBITUCKU U3
HETO U €T0 TE3UCHI.

Buipl KOHCIIEKTOB:
— IUJIAHOBBIA KOHCIEKT (IUIaH-KOHCIIEKT) — KOHCIIEKT Ha OCHOBE C(HOPMHUPOBAHHOTO
IJIaHA, COCTOSIIET0 M3 ONPEACIICHHOTO KOJIMYEeCTBAa ITyHKTOB (C 3arojoBKamMu) H
MOAMYHKTOB, COOTBETCTBYIOIIUX ONpPE/ICIECHHBIM YacTsIM UCTOUYHHUKA HH(pOpMaINy;
— TEKCTyaJIbHbIM KOHCIEKT — TMoJpoOHas (opMa H3JI0KEHHUs, OCHOBaHHAas Ha
BBITIMCKAX U3 TEKCTA-UCTOYHUKA U €T0 IUTUPOBAHUH (C JIOTUYECKUMHU CBSI3SIMHU);
— TIPOU3BOJIBHBIN KOHCIIEKT — KOHCTICKT, BKJIFOYAIOIINI HECKOIBKO CITIOCOO0OB PaObOThHI
HaJl MaTepuasoM (BBITUCKH, IIATUPOBAHNUE, TIJIaH
" 7Ip.);
— CXEMaTWYECKUA KOHCIIEKT (KOHTEKCT-CXeMa) — KOHCIIEKT Ha OCHOBE IUIaHA,
COCTaBJIEHHOT'O U3 IYHKTOB B BUJIE BOIPOCOB, HA KOTOPBIE HY’KHO 1aTh OTBET;
— TEMaTUYECKHM KOHCIEKT — pa3paboTKa W OCBEIICHHWE B KOHCIEKTHUBHOU (opme
OIPEJICTIEHHOT 0 BONPOCa, TEMBI;
— omnopHbld KOHCHEeKT (BBeaeH B. @. IllatanoBeiM) — KOHCHEKT, B KOTOPOM
colepKaHWE WCTOYHWKA WH(POpPMAIMKA 3aKOJAMPOBAHO C TOMOIIBIO TpaPUIeCKUX
CHUMBOJIOB, PUCYHKOB, IIH(P, KIIFOYEBBIX CJIOB U Jp.;
— CBOJIHBIN KOHCIIEKT — 00pab0TKa HECKOJIBKUX TEKCTOB C IEJIbIO UX COMOCTaBIICHUS,
CpPaBHEHUS U CBEJCHUA K €IMHOW KOHCTPYKIUH;
— BBIOOPOYHBIN KOHCIIEKT — BBIOOP M3 TEKCTa MH(POPMAITUU HA OTIPEICIICHHYIO TEMY.

CDOpMBI KOHCIICKTHPOBAHMA:

— 1iaH (IIPOCTOM, CIOXKHBIM) — ¢dopMa KOHCIEKTUPOBAHUS, KOTOpPAas BKIIOYAET
aHaJu3 CTPYKTYPBI TEKCTa, 0000IIEeHNe, BBIJCICHUE JIOTUKH Pa3BUTHUS COOBITUN U HX
CyTH;

— BBIIMCKM — TMpocTedmas (opma KOHCIEKTHPOBAHUSA, IIOYTH JIOCIOBHO

BOCITPOU3BOIsAIIAA TCKCT,
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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 Xozme caMoOro npakTUYECKOTO 3aHIATHS CTYACHTBl CHadajla IPEICTaBIISIOT
HallleHHble UMU BapuaHTbl (POPMYIMPOBKU aKTyaJIbHOCTH HCCIIEIOBAaHUSA, 00CYKIAIOT
uX 1 000CHOBBIBAIOT CBOE MHEHHUE O HAWIyUlIeM BapuaHTeE.

O0bEM 3aaHmil paccYUTaH MaKCUMaJIbHO Ha 1-2 yaca B HECIIO.
IloaroToBKa K yCTHOMY ONPOCY

C menpr0 KOHTPOJISI M MOATOTOBKHM CTYAEHTOB K M3YYEHHMIO HOBOW TE€MBI BHAJalle
KOKJIOW MPAKTUYECKOTO 3aHATHUS IPENOJABATENIEM IIPOBOAUTCSA WHAMBUILYAIBHBIA WIH
(GpOHTANBHBIN YCTHBIN OMPOC MO BBHITOJHEHHBIM 33JaHUSIM MPEABIAYIIECH TEMBI.

Kpurepuu oLleHKM YCTHBIX OTBETOB CTY/ICHTOB:

— TpaBWIBHOCTh OTBETA IO COACPNKAHUIO 3aJaHMs (YUUTHIBAETCS KOJMYECTBO U
XapakTep OUIMOOK MpU OTBETE);

— MOJIHOTA U TNTyOuHa OTBeTa (YYUTHIBAETCSA KOJIUYECTBO YCBOCHHBIX (PAKTOB, MOHITHUN
U T.IL);

— CO3HATENBHOCTh OTBETA (YUUTHIBAETCS MOHMMAHUE U3J1araéMoro Marepuasa);

— JIOTMKA H3JI0KEHUs Marepuana (y4UTBIBAETCS YMEHUE CTPOUTH LIEJTOCTHBIM,
MOCJIEIOBATENbHBINA PAaCCKa3, FPaMOTHO MOJIb30BATHCS CIIEHUATbHON TEPMUHOJIOTHEN);

— palnMOHAIBHOCTh HWCIIOJB30BAHHBIX MPHUEMOB M CIIOCOOOB PEIICHUS TOCTABICHHOMN
yaeOHOU 3amadyn (YYUTBHIBACTCS yYMEHHE HCIOJIb30BaTh HamOoJiee MPOTPECCUBHBIE U
3¢ (HEeKTUBHBIE CTIOCOOBI TOCTIKCHHUS TIEITH );

— CBOEBPEMEHHOCTb M A()(PEKTUBHOCTH HCIIOJIB30BAHUS HATTATHBIX TOCOOMA U
TEXHUYECKUX CPEACTB MPHU OTBETE (YUUTHIBAETCS TPAMOTHO M C MOJIb30H MPHUMEHATH
HATJISAHOCTh M IEMOHCTPAIIMOHHBIN OTBIT IIPU YCTHOM OTBETE);

— UCIOJIb30BaHUE JOMOJHUTEIBHOTO MaTepuana (00s3aTeIbHOE YCIOBHE);

— paIMoHAIBHOCTh HUCIOJIL30BaHUSI BPEMEHH, OTBEJICHHOTO Ha 3aJjaHue (He oao0psercs
3aTSHYTOCTh BBITIOJIHEHUS 3aJaHUsl, YCTHOTO OTBETa BO BpPEMEHH, C Y4YETOM
VH/IUBHTyaJIbHBIX 0COOCHHOCTEW 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 NHPOPMALMOHHBIX TEXHOJIOT Ui, HCIIOJIb3YyEeMbIX NPHU
OCYILIECTBJICHNH 00Pa30BaTEJIbLHOI0 MPOIECCa MO JUCHUILINHE (MOTYJII0)
(BKJIIOYAsl MepevYeHb MPOrPAMMHOI0 odecnevyeHuss U HHPOPMAIMOHHBIX

CIIPABOYHBIX CHCTEM (IIPU HEOOXOTUMOCTH)

NudopmaninoHHbIe TEXHOIOTUN IPUMEHSIOTCS B CIEIYIOIINX HAMPABICHUSX:
oopMIIeHHE THCHMEHHBIX pabOT BBHINOJIHIETCS C HCHOJB30BAHUEM TEKCTOBOTO
penakTopa;

JIEMOHCTpAIUs KOMIIBIOTEPHBIX MaTepUaioB C HCIHOJIb30BAHUEM MYJIbTUMEIUMHBIX
TEXHOJIOTHI;

UCTIOJIb30BaHNE MH(POPMAIIMOHHO-CIIPABOYHOTO 00ECIIEYeHHsI, TAKOTO KaK: MPaBOBbHIE
cupaBounble cuctembl (KoHcympTaHT+ ™ 1p.), OHJAWH CJOBapH, CHPABOYHUKH
(I'pamota.py, UnTyut.py, Bukuneaus u ap.), HayyHble myOIUKaIUH.

UCTIOJIb30BaHUE CIEIMATN3NPOBAHHBIX CIIPABOYHBIX CUCTEM (IJIEKTPOHHBIX Y4EOHUKOB,
CIPaBOYHHMKOB, KOJUIEKIMH WIIIOCTpauuid u  (oromsoOpakenuit, (poToOaHKOB,
po(hecCHOHATBHBIX COLMANBHBIX CETEH U Ip.).

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

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

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

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

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

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

be Reader Ccruika: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.htmlmomo

Gimp (rpaduueckuit penakrop) Cebuika: https://www.gimp.org/

41



TB-23: Pa6ouast nporpamma qucumminabl 51.B.J1B.09.02 «{okyMeHT0060pOT B chepe OXpaHsl TPYIa»

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,
MYJIbTUMEIUIHBIE PE3EHTALNH);

-Inss  mpoBenmeHuss  JNEKUMOHHBIX M NPAKTHUECKUX  3aHATHH  HeoOxoauma
CreuaInu3upOBaHHas ayIUTOPHs, OCHAILCHHAs UHTEPAKTUBHON JTOCKON U CTEHIAMH C
HEO0OXOIMMBIMHE HATJISITHBIMU TTOCOOUSIMH.

13. Oco0eHHOCTH OpraHu3amuu O0yYeHHsl MO JAUCHUILIMHE O0ydYaloIuXcs H3
4YHCJIA HHBAJM/IOB U JIMI C OTPAHUYEHHBIMH BO3MOKHOCTAMHU 310poBbsi (OB3)

[Ipn HEOOXOAMMOCTH B 00pa30BATEIBHOM IMPOIECCEe MPUMEHSIOTCS CIEAYIOIINe
METOJbl U TEXHOJIOTHH, OOJerdarone BOCHpUSATHE HWHQOpMAIMu 00ydaronuMUCS
nHBaIMgaMu 1 nuamu ¢ OB3:

- CO37JaHME TEKCTOBOM BEPCUH JIOOOTO0 HETEKCTOBOTO KOHTEHTA JIJIsl €T0 BO3MOYKHOTO
npeoOpa3oBaHus B IbTEPHATUBHBIE (OPMBI, yIOOHBIC TSl PA3JIMYHBIX MOJIE30BATENICH;

- CO37JaHME KOHTEHTA, KOTOPBIM MOKHO MPECTAaBUTh B PA3IMYHBIX BUIaX 0€3 MOTeph
JAHHBIX WU CTPYKTYPBI, MPEIYCMOTPETh BO3MOXKHOCTh MacIITAaOMPOBAHUS TEKCTa U
n300pakeHnii 6e3 MoTepy KauecTna;

- CO3/1aHUE BO3MOKHOCTH JIJIsl 00YUaIOIIMXCsl BOCIPUHUMATE OJHY M TY ke HH(]OP-
MAaIMI0 U3 Pa3HBIX MCTOYHHUKOB — HANpUMEP, TaK, YTOOBI JIMIA C HAPYIICHHEM CIIyXa
noJryyand HHGOPMAIUIO BU3YAIbHO, C HAPYIICHUEM 3PEHHS — ayJHalIbHO;

- IPUMEHEHUE POTPAMMHBIX CPEACTB, 00ECNEUYMBAIOIINX BO3MOXKHOCTH OCBOCHUS
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HaBBIKOB M YMEHHH, POPMHUPYEMBIX TUCIUIUIMHON, 32 CUET albTePHATHBHBIX CIIOCOOOB,
B TOM YHCJI€ BUPTYaJbHBIX Ja00OPATOPUN U CUMYJIILIMOHHBIX TEXHOJIOTHIA;

- IPUMEHEHUE JMCTAHIIMOHHBIX 00pa30BaTENIbHBIX TEXHOJIOTMM ISl Mepeaadu
YECKUX 3aHITHH, BBICTYIUICHHS C JOKJIaJaMHd M 3allMTON BBITIOJHEHHBIX paloT,
MIPOBEICHUE TPEHUHTOB, OPTraHU3aIMH KOJIJIEKTUBHOU PabOTHI;

- IPUMEHEHNE JUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTUM JUIsl OpTaHU3aIuu
TEKYLIEro ¥ IPOMEKYTOYHOTO KOHTPOJIS;

- YBEJIMYEHHE MPOIOJDKUTEILHOCTH CIaui OOYYarOIIMMCS MHBAIHIOM WIIM JIMIIOM C
OB3 ¢opM mnpomMeKyTOUHOW aTTeCTalldd I10 OTHONICHUI0 K YCTaHOBJICHHOM
POJODKUTEIHHOCTH UX CIaud: 3a4eT M SK3aMEH, MPOBOJIMMBIN B MUCbMEHHOU (opMme,
— He 6onee yem Ha 90 MUH., TPOBOANMBIN B YCTHOH (hopme — He Oonee yem Ha 20 MuH.,
— NPOJOJKUTENBHOCTH BBICTYIUIEHUS] 00YYaroLErocs Mpy 3aluTe KypcoBol paboThl —
He Oosee ueM Ha 15 MuH.

14. Buabl 3aHATHI, IPOBOAMMBIX B (pOpMe NPAKTUYECKON MOATOTOBKH

(He IPeyCMOTPEHO NP U3YdEHHH AUCLUILTHHBI)
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