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1.Padouyass mporpamma aucuumiuHbl  Bb1.B.10 «/lokymMeHTAaLHOHHOE
o0ecrneyeHue ynpapjieHHs)» i 0OakajaBpUaTa HaNPaBJEHUS] NOATOTOBKH
38.03.02 MenemxkMeHT, NMpPoPuIbL NOATOTOBKH «MeHeTKMeHT (TOCTHHUYHBIMH,
KYPOPTHBIH U TYPUCTHUYECKHI OU3HEC)».

2.Jlepevyenb IUIAHUPYEMBIX Ppe3yJbTATOB OOy4YeHHs] MO JAUCHUILIHHE,
COOTHECEHHBIX C IUIAHMPYEMBbIMU pe3yJbTATAMH OCBOeHHsI 00pa30BaTeIbHOM
NMPOrpamMmbl

2.1. Leab u 32124y U3Yy4YeHUA TUCHUILIMHBI (MOTYJIS)

Henv oucyunaunvt (Mooynsa):
— (¢dopMupoBaHHWE 'y CTYIEHTOB 0a30BOMl CHCTEMBl 3HaHUKW B  00JacCTH
JOKYMEHTAITMOHHOTO OO0ECIEeUCHHUsI YyMNpaBiCHUS: TMpPaBWUJ OpraHu3alui paldoOThl C
JOKYMEHTaMHU YIIPABJICHUS, OCHOBHBIX IOJXO0JOB K MPOEKTHUPOBAHUIO TOKYMEHTOB U
CHUCTEM JIOKYMEHTAIlUM; HOPMATHUBHOM 0a3bl JOKYMEHTAI[MOHHOTO OOeCIeUYeHUs
yIpaBJICHHUS.

Yyeonwvie 3a0auu oucyunaunovt (moodyns):
— O3HAKOMUTH CTYJICHTOB C OCHOBHOM HAY4YHOU JINTEPATYPOM;
— H3YyYUTh OCHOBBI 3aKOHOJATEIHHOM W HOPMATHUBHOW 0a3bl JOKYMEHTAIMOHHOTO
oOecrnevyeHust ynpaBJIeHUs;
— 03HAKOMHTHCS C METOJIMKOM COCTABIICHUS PA3IMYHBIX BUJIOB JOKYMEHTOB;
— chopMuUpOBaTh MPAKTUIECKHE HABBIKH PA0OTHI C JOKYMECHTAITUEH;
— U3YYUTh TEOPUI0 W NPAKTUKY OpPraHU3AlMU JOKYMEHTAIIMOHHOTO oOecrnedyeHus
YIPaBJICHUS B OpraHU3ALMIX.

2.2. [lnanupyemMble pe3yabTAThl OCBOCHUS TUCUUIIIMHBI

[Ipontecc wm3yuenuss gucuumuimHbl b1.B.10  «/lokymeHTanmoHHoe oOecreueHue
yIpaBJeHUs» HalpaBiieH Ha POPMUPOBAHUE CIECTYIOUIUX KOMIIETEHIIN:
YK-10 - CnocobeH npuHUMaTh 000CHOBaHHBIE SKOHOMUYECKHE PEIICHUS B Pa3IMUHbIX
00JIaCTAX KU3HEAESATSILHOCTH
[IK-4 - CnoocobeH aHanu3upoBaTh, OOOCHOBBIBATH U OCYIIECTBIISITH  BBIOOD
YIPaBJICHUYECKOTO PEIICHHUS

B pesynbTaTe u3ydeHus TUCIUIUIMHBI CTYICHT JTOJDKEH:

3HaTh:

— MpaBWJIa COCTaBIICHUS W OQOPMIICHHUS] JOKYMEHTOB C HCIIOIB30BAaHUEM Kak

TPaJAUIIMOHHBIX, TAK U COBPEMEHHBIX KOMIbIOTEpHBIX TexHoJornit (YK-10.1)

— OpraHu3alui0 JOKYMEHTOOOOpOTa, KOHTPOJS HCIOJHEHUS JOKYMEHTOB U
UH()OPMAIIMOHHO-CIIPABOYHON  pabOThl C  KCHOJB30BAaHUEM  COBPEMEHHBIX
KOMITbIOTEPHBIX UH(OpMamoHHbIX TexHosoruit (YK-10.2.)

— OpraHH3alHI0 ONEPATUBHOIO XPAHEHUSA JTOKYMEHTOB B JEJIOBOACTBE U OCHOBBI
apxuBHOro xpaHeHus qokymeHToB (I1K-4.15.)
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— OCHOBHbIE TpeOOBaHMUS K O(GOPMIICHUIO YIPaBICHYECKUX (OpraHU3alMOHHO-
pacniopsiautenbHbix) qokymeHToB (I1K-4.15.)

Ymersb:

— UCIIOJb30BaTh COBPEMEHHBIE METOJbl OpraHUW3alMd U COBEPIICHCTBOBAHUS
yHIPaBIEHYECKOTO TPYa pabOTHUKOB ciy>k0bI fAenonpoussoacTsa (YK-10.1.)

— NPaBWIbHO cOCTaBIATH JOKyMeHTHI (I1K-4.15.)

— o(hopMIISITE JTOKYMEHTBI B COOTBETCTBUHM C TPEOOBAHMSIMHU TOCYIaPCTBEHHBIX
crangaptoB (I1K-4.15.)

— OIpPEAENITh HCTOPUUYECKYIO U MPAKTHUUECKYIO IIEHHOCTh NToKyMeHTOB (YK-10.1.)

— CO3/1aBaTh Pa3JIM4YHbIE BUJbI JOKYMEHTOB, pad0TaTh C OOpalleHUsIMH Tpa)xaaH U
KoH(puaeHanbHbIMU ToKyMeHTamu ([1K-4.15.)
Baaners:
— HaBBIKAMHU CO3/1aHUs peKBU3HUTOB JokyMeHTa (YK-10.1.)
— HaBbIKAMH  O(QOpPMJIEHHMSI JOKYMEHTa B COOTBETCTBUM C TpPEOOBAHUAMHM
rocynapctBeHHbIX ctangapToB (I1K-4.15.)
— HaBbIKAMU IPUMEHEHUSI KOMIIBIOTEPHON TEXHUKU IpU co3aaHuu n1okyMenTa (I1K-
4.15.)
— HaBblkaMu (popmupoBanus aen (I1K-4.15.)
— HaBbIKaMu o opMIIeHUS aen A apxuBHoro xpanenus (YK-10.2.)
3. Mecto nucuuniannsl B ctpykrype OIIOIL.
Huctunnuaa b1.B.10 «JlokymMeHTamoHHOE 00€cTieueHre yIpaBIeHUs» OTHOCUTCS
K JUCUUIUIMHAM YacTd, (POPMUPYEMOIl ydacTHUKaMHU OOpa3oBaTeNbHBIX OTHOIICHUMN
y4eOHOrO IJIaHa.

4. O0beM IMCHUIJIMHBI (MOTYJIs1)
(B 3a4eTHBIX E€IMHUIAX C YKa3aHUEM  KOJIMYECTBA  aKaJEeMHUUYECKUX  WJIU
ACTPOHOMHYECKHX 4YacOB, BBIJICJICHHBIX HAa KOHTAKTHYI pPaboTy OOydJarommxcs ¢
npenojaaBatesieM (10 BUJAM Yy4YeOHBIX 3aHSATHH) W HA CAMOCTOATEIBHYIO pPaboTy
00yyYaroIMnXcsi)

KonTakTHBIE Yachl
Oomiee KOJI-BO Konrpons
Cemectp KOJI-BO 3au, 126. | ™| com. CP (Bpems Ha
4acoB €JIMHHIT Beero [ sex e e u3 KOHTPOJIb)
4 108 3 38 18 20 70 3a
Hroro mo OPO 108 3 38 18 20 70

5. Copaepxkanue IMCUMILUIMHBI (MOAYJifl) (CTPYKTYPHMPOBAHHOE IO TeMaM
(pa3genaM) ¢ yKka3aHueM OTBEJCHHOr0 HAa HMX KOJHYECTBA AKAAEeMHYECKHUX MU
ACTPOHOMMYECKHX YACOB M BHI0B YUeOHBIX 3aAHATHH)

KonmaecTBo yacoB

4




MT-23: Pabouas nporpamma auctuiuivibl 51.B.10 «JlokymeHTaluoHHoe obecriedeHue ynpapieHus»

HaumMeHoBanue TeM
(pa3nenoB, MoTyscii)

ouHas popma

3a04yHas popma

B TOM 4HCJIC

B TOM 4HUCJIC

110

np | cem

n3

CP

a0

1p

cEM

nu3

CP

dopma
TEKYIIETO
KOHTPOJISL

N | Bceero

4

51| 6

7

© | Bcero

10

11

12

13

14

15

16

Tema

Tema 1. CymHocTb,
CTPYKTypa U
SBOJFOIIHS
OTEYECTBEHHOIO
JIEIIOTIPON3BOICTBA
(TOKyMEHTaIIMOHHOTO
obecrieueHust
YIIpaBIIEHUS)

20

12

YCTHBIIT orpoc

Tema 2.
T'ocynapcrBeHHOE
peryianpoBaHue
JIOKYMEHTAI[IOHHOT'O
o0ecreueHus
YIIpaBICHUS

20

12

TECTOBBII
KOHTPOJIb

Tema 3. OcHOBHBIE
MIOHSTHS U
TEPMUHOIIOTHS
JIOKyMEHTHPOBAHUS

18

12

pedepar

Tewma 4. TpeboBanmst K
JIOKYMEHTUPOBAHHUIO
YIPaBJIEHYECKON
JIESITETbHOCTH.
IIpaBuiia noaroToBKU
1 0OpMIICHUS
OT/ICJIbHBIX BHJIOB
YIIPaBICHYECKUX
JIOKYMEHTOB

18

12

YCTHBII orpoc

Tewma 5. CoBpemeHHBIE
WH(pOPMAIOHHEIE
TEXHOJIOTUH B
JIEITOTIPON3BOICTBE

16

10

TECTOBBII
KOHTPOIIb
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Tema 6. Opranuzanus
CITY>kOBI
JIOKyMEHTAITHOHHOTO
obecrneueHus
YIIpaBICHUS
Opranuzanust
JIOKyMEHTO000pOoTa

16 | 2 2 12

pedepar

Bcero yacos 3a
4 cemectp

108 | 18 20 70

dopma npoMex.
KOHTPOJISI

3auer

Bcero yacos
JTUCHHUILITHHE

108 | 18 20 70

4aCOB Ha KOHTPOJIb

5. 1. TemaTnuecKkui IJIaH JJeKIUHA

Ne ek

Tema 3ansaTus u BOIIPOCHI JICKITUN

®opmMa npoge;
JICHUSA
(akTuB.,

KomuuectBO
4acoB

WHTEpaK.)

O0DO

300

=

Tema 1. CymHOCTb, CTPYKTYypa 1 3BOJIOLUS
OTEUECTBEHHOIO JIETIOMPOU3BOICTBA
(IOKYMEHTaIIMOHHOT'O 00eCIIeYeHUs yIPaBIICHHUS)

OcHogHble 60npochwi:

CymHoCTb, HalpaBJIEHUS U BUJIbI
JIOKYMEHTAIIMOHHOTO 00ecTieueHHs YIIpaBICHUS
(1eIonpoOu3BOJICTRA).

Tpaguunu u npasuia NIPUKa3HOTO
nenonpou3BojicTBa. Opranuzamus u
PETYyJIMPOBAHUE KOJUIEAKCKOIO JEI0NPOU3BO/ICTBA.
Opranuzanus U peryjaupoBaHre MUHUCTEPCKOTO
JIeJI0NPOU3BO/ICTBA.

Hanpasnenust peryJnpoBaHusi COBETCKOTO
JENONPON3BO/ICTBA.

AKT.

4

2. |Tema 2. I'ocymapCcTBEHHOE PETYIMPOBAHHE
JOKYMEHTAllMOHHOTO 00€CTIeueHH sl YIIpaBIeHUs
OcHosHble 80npochi:

CymHoCTb, HalpaBJIEHUS U BUJIbI
rOCyJapCTBEHHOTO PETYJIMPOBAHUS
JOKyMEHTAIlMOHHOTO 00€CIeueH s yIIpaBiIeHUsI.

AKT.
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3aKOHO/IATEIbHOE PETYJINPOBAHUE
JIOKYMEHTAIIMOHHOTO 00eCIeueHUs yIpaBiIcHUsI.
HopmatuBHbIe npaBoBbie aKThl (heepaTbHbIX
OpPraHOB roCyAapCTBEHHOW BJIACTH,
peryaupymolre T0KyMEeHTallMOHHOE 00ecTieueHre
YIIPaBJICHHUS.

OOriee ¥ JTOKaNbHOE HOPMATUBHO-METOJMUECKOE
perynupoBaHe JOKYMEHTAIIMOHHOTO
o0ecrnieueHus ynpaBieHusl.

Tema 3. OCHOBHBIE OHATHS U TEPMUHOJIOTHS AKT.
JIOKYyMEHTUPOBaHUS

OcHosHbvle 80npoOCH:

O61iee nouATHE 00 YNPaBIEHYECKOM JOKYMEHTE.
CpoiicTBa ¥ PYHKIIUU yIIPABICHUECKUX
JIOKYMEHTOB.

Bunbl ynpaBieHYeCKUX JOKYMEHTOB.

VYHudukanus v cTaHapTU3alus yIpaBIeHYECKUX
JIOKYMEHTOB.

Knaccudukanus yrpaBieHYeCKUX JOKYMEHTOB.
CucTteMbl ynpaBiIeHYECKOW IOKYMEHTALIUH.

Tewma 4. TpeboBaHUs K TOKYMEHTUPOBAHUIO AKT.
ynpaBiieH4YecKoi faesitenbHocT. [IpaBumna
MOJIFOTOBKU U O(OPMIICHHSI OTACIBbHBIX BUIOB
yIPaBICHYECKUX JOKYMEHTOB

OcHogHble 60npochyi:
HopMmartuBHO-MeToanueckas 60asa
JIOKYMEHTHPOBAHHMSI YIIPABICHYECKOM
JESITEIIbHOCTH.

Cocrasn PCKBU3UTOB YIIPABJICHYCCKUX JOKYMCHTOB.

[TpaBuiia opopMieHHs] pEKBU3UTOB
YIIPaBIECHYECKOIO JOKYMEHTA.

bnanku u hopMyspsl ynpaBlieHYeCKUX
JIOKYMEHTOB.

Buzel 1 TMIIOBas CTPyKTypa TEKCTOB
YIIPaBIECHYECKUX JOKYMEHTOB.

Tema 5. CoBpemeHHbIe HH(POPMAIMOHHbBIE AKT.
TEXHOJIOTHH B JIETIOTNIPOU3BOJICTBE
OcHogHble 60NpoCyL:

OCHOBHBIE MOHSTHSI JIEKTPOHHOTO
JIEJIONPOU3BO/ICTBA
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Cucrema aBTOMaTH3alMU JEIONPOU3BOICTBA
DIIEKTPOHHOE IOKYMEHTUPOBAHHE

Tewma 6. Opranuzanusi ciryx0bl
JIOKYMEHTAIMOHHOTO 00eCTIeueHUsl YIIpaBIeHUs
Opranuzanus JOKyMEHTO000poTa

OcHosHvle 80npochyi:

CylIHOCTbh U OCHOBHBIE XapaKTEPUCTUKU
JTIOKyMEHTO000pOTA.

DTarbl ABMKEHUS TOKYMEHTOB B OpraHu3aIluu
(yupexaeHun).

Opranuzanus paboThI C TOKYMEHTaMHU
PYKOBOJUTEIIEN U UCTIOJIHUTEIIEH.

AKT.

Hroro

18

5. 2. TeMbl NPaAKTHYECKUX 3AHATHH

Ne 3aHaTusa

HaumenoBanue MMPAKTUYCCKOTI'O 3aHATHA

®opma npose
JeHUs
(axTHB.,

KonunuecTBO

qacCcoOB

MHTEpaK.)

O0DO

3®0

=

Tewma 1. CymHoOCTb, CTPYKTYpa 1 3BOJIFOLIUS
OTE4ECTBEHHOI'O JEJIONPOU3BOICTBA
(TOKyMEHTAIIMOHHOTO 00ECIeYeHUs YIPABICHUS)

OcHogHvle 60npochwi:

CymHoCTb, HalpaBJIEHUS U BUJIbI
JIOKYMEHTAIlMOHHOTO 00ecTieyeHNs YIIpaBICHUS
(1eIonpoOu3BOJICTRA).

Tpaguunu u npasuia IPUKa3HOTO
nenonpou3BojicTBa. Opranuzamus u
PETYJIMPOBAHUE KOJUIEAKCKOIO JEI0NPOU3BO/ICTBA.
Opranuzanus U peryjaupoBaHre MUHUCTEPCKOTO
JeJI0NPON3BO/ICTBA.

HanpasneHust peryJnpoBaHusi COBETCKOTO
JENONPON3BO/ICTBA.

AKT.

4

Tema 2. I'ocy1apCTBEHHOE PETYJIUPOBAHUE
JOKYMEHTAllMOHHOTO 00€CTIeueHH sl yIIpaBIeHUs
OcHosHble 80npochi:

CymHoCTb, HalpaBJIEHUS U BUJIbI
roCyJapCTBEHHOTO PETyJIMPOBAHUS
JOKyMEHTAIlMOHHOTO 00€CIeueH s yIIpaBiIeHUsI.

AKT.
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3aKOHO/IATEIbHOE PETYJINPOBAHUE
JIOKYMEHTAIIMOHHOTO 00eCIeueHUs yIpaBiIcHUsI.
HopmatuBHbIe npaBoBbie aKThl (heepaTbHbIX
OpPraHOB roCyAapCTBEHHOW BJIACTH,
peryaupymolre T0KyMEeHTallMOHHOE 00ecTieueHre
YIIPaBJICHHUS.

OOriee ¥ JTOKaNbHOE HOPMATUBHO-METOJMUECKOE
perynupoBaHe JOKYMEHTAIIMOHHOTO
o0ecrnieueHus ynpaBieHusl.

Tema 3. OCHOBHBIE OHATHS U TEPMUHOJIOTHS AKT.
JIOKyMEHTUPOBaHUS

OcHosHbvle 80npoCh:

O6m1ee moHATHE 00 yIIPaBIEHUYECKOM JOKYMEHTE.
CpoiicTBa ¥ PYHKIIUU yIIPABICHUESCKUX
JIOKYMEHTOB.

Bunbl ynpaBieHYeCKUX JOKYMEHTOB.
YHudukanus v cTaHIapTU3ANKS YIIPABIEHIECKUX
JIOKYMEHTOB.

Tema 4. TpeboBaHUs K JOKYMEHTUPOBAHUIO AKT.
YIIPABIICHYECKOW AeATeNbHOCTH. [IpaBmiia
MOATOTOBKU U 0()OPMIICHHS OTJICIbHBIX BUJIOB
YIPABICHYECKUX JOKYMEHTOB

OcHosHble 80nPOCHI:

HopmatuBHo-meTonueckas 06asza
JIOKYMEHTUPOBAHUS YIIPABICHUYECKON
JEATEIIbHOCTH.

CocTaB peKBU3UTOB YIIPABICHYECKUX JOKYMEHTOB.

[IpaBuna opopmieHus peKBU3UTOB
yIpaBJIEHYECKOTI0 JOKYMEHTA.

bnanku u popMysipel ynpaBlieHYECKUX
JIOKYMEHTOB.

Tewma 5. CoBpeMeHHBIC HHPOPMAIIMOHHBIE AKT.
TEXHOJIOTHH B JIETIOTIPOU3BOICTBE

OcHognbie 60npocwl:

OCHOBHBIE TIOHATHS ITEKTPOHHOTO
JIEIONIPOU3BO/ICTBA

Cucrema aBTOMaTH3aIMU JEIOMPOU3BO/ICTBA

DNEKTPOHHOE TOKYMEHTHPOBAHUE
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6. [Tema 6. Opranuzamus ciryX0bl AKT. 2
JIOKYMEHTAIMOHHOTO 00€CTIeueHUsl YIIpaBIeHUs
Opranuzanus JOKyMEHTO000poTa

OcHogHble 80npocyl:

CyIIHOCTh U OCHOBHBIE XapaKTEPUCTUKHU
JIOKYMEHTO00O0pOoTA.

DTarbl ABMKEHUS TOKYMEHTOB B OpraHu3aIluu
(yupexaeHun).

Opranuzanus paboThI C TOKYMEHTaMHU
PYKOBOJUTEIIEN U UCIIOJIHUTEIIEH.

HUroro

5. 3. TeMbl CeMMHAPCKUX 3aHATHIA

(He MpelyCMOTPEHBI y4eOHBIM IIJIAHOM)

5. 4. Ilepevenn 1a00paTOPHBIX padoT

(HE IPeyCMOTPEHO y4eOHBIM IIIAHOM)

5. 5. TeMmbl HHAMBUAYAJIBHBIX 3aHATHI

(HE MPeyCMOTPEHO y4eOHBIM ITAHOM)

6. IlepeyeHb yueOHO-MeTOANYECKOT0 O0ecTiedeHUs JIS CAMOCTOSITEILHOM
padoThl 00yYAKOIIUXCH 10 IMCHUIUIHHE (MOLYJII0)

CamocrosiTenbHast paboTa Mo JaHHOW JNUCIUIUIMHE BKJIIOYAeT Takue (opMbl pabOThI
Kak: pabora ¢ 0a30BbIM KOHCIEKTOM; MOJTOTOBKAa K YCTHOMY OIpPOCY; MOATOTOBKA K
TECTOBOMY KOHTPOJIIO; MOATOTOBKA pedepara; MOArOTOBKA K 3a4ETY.

6.1. Conep:kaHue cCaMOCTOATEIbHOI PAa0OTHI CTYIEHTOB MO AUCIHUILINHE (MOIYJII0)

HanMeHoBaHME TeM U BOIIPOCHI, BBIHOCUMBIE Ha Kon-Bo vacos

Ne 5 ®opma CP

CaMOCTOSTENIbHYIO padoTy

OPO | 390

1 |Tema 1. CymHOCTb, CTPYKTYpa U SBOJIOLIUS TOAroTOBKA K

YCTHOMY OTIPOCY
OTEUYECTBEHHOIO JIEJIONPOU3BOICTBA
12

(TOKyMEHTAIIMOHHOTO 00ECTICUeHUS YIPABIICHUS)

OCHOBHBIE BONPOCHI:

CymHoCTb, HalpaBJIE€HUS U BUJIbI
JOKYMEHTAllMOHHOTO 00€CTIeueHH sl yIIpaBIeHUs
(1eonpoOu3BOICTRA).

10
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Tpaauuuu u npaBuIa NIPUKa3HOTO
nenonpoun3BoacTea. Opranuszanus u
PETYIMPOBAHUE KOJUIEKCKOIO JEIONPOU3BO/ICTBA.

Opranuzanus U peryjiupoBaHre MUHUCTEPCKOTO
JeJI0NPOU3BO/ICTBA.

Tema 2. 'ocynapcTBeHHOE peryIMpoOBaHue
JTOKyMEHTAIMOHHOTO 00eCTIeUeHUsI YIIpaBICHUs
OCHOBHBIE BOPOCHL:

CymHoOCTbh, HANPaBJIEHUS U BUJIBI
rOCYJapCTBEHHOTO PETYJIMPOBAHUS
JIOKYMEHTAIIMOHHOTO 00eCIeUeHUs YIpaBICHUS.
3aKoHOaTeNIbHOE PEryIMpOBaHUE
JIOKYMEHTAITMOHHOTO 00eCIeueHUs YIIpaBICHUSI.
HopwmatuBHbIe nmpaBoBbie aKThl (heepaTbHbIX
OpraHoOB T'OCYJAapCTBEHHOM BJIACTH,
peryaupymolire T0KyMeHTallMOHHOE 00ecTieueHre
yIpaBJICHUS.

MTOJITOTOBKA K
YCTHOMY OTIpOCY

12

Tema 3. OCHOBHBIE OHATHS U TEPMUHOJIOTHS
JIOKYyMEHTHUPOBaHUS

OCHOBHBIE BOIIPOCHI:

O6m1ee moHATHE 00 yIIpaBIEHUYECKOM JOKYMEHTE.
CpoiicTBa ¥ PYHKIIUN yIIPABICHUECKUX
JIOKYMEHTOB.

Bunbl ynpaBieHYeCKUX JOKYMEHTOB.

HOATOTOBKA
pedepata

12

Tewma 4. TpeboBaHUS K JOKYMEHTUPOBAHUIO
yhnpaBlieH4YeCcKo aesitenbHocTH. [IpaBuna
MOJITOTOBKH U O(OPMIICHHSI OTACIBHBIX BUIOB
yIPaBICHYECKUX JOKYMEHTOB

OCHOBHBIE BONPOCHI:
HopMmartuBHO-MeToanueckas 0asa
JIOKYMEHTHPOBAHHMSI YIIPABICHYECKOM
JESITEIIbHOCTH.

Cocrasn PCKBU3UTOB YIIPABJICHYCCKUX JOKYMCHTOB.

[IpaBuna opopmieHus pEeKBU3UTOB
YIPaBICHYECKOTO JOKYMEHTA.

MOJITOTOBKA K
TECTOBOMY
KOHTPOIIIO

12

Tema 5. CoBpemeHHbIe HH(POPMAIIMOHHbBIC
TEXHOJIOTHH B I€JIONPOU3BOICTBE
OCHOBHBIE BOPOCHI:

11

MOATOTOBKA K
YCTHOMY OTIPOCY

10
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OCHOBHBIE MOHSATHS IECKTPOHHOTO
JIeJIONIPOX3BO/ICTBA

Cucrema aBTOMAaTH3aIMHU JEIIONPOU3BOJICTBA
DIIEKTPOHHOE TOKYMEHTUPOBAHUE

6 |Tema 6. Opranuzanus ciryK0bl TOrOTOBKA K
JOKYMEHTAIIMOHHOTO 00€CIICUeHUS YIIPaBICHHUS
Opranuzanus J0KyMEHTO000poTa

OCHOBHBIE BOMPOCHI:

CylIHOCTbh U OCHOBHBIE XapaKTEPUCTUKU
JTIOKyMEHTO000pOTA.

DTarbl ABMKEHUS JTOKYMEHTOB B OpraHu3aIluu
(yupexaeHun).

Opranuzanus padoThI C TOKYMEHTaMHU
PYKOBOJUTEIIEN U UCTIOJIHUTEIIEH.

TECTOBOMY
KOHTPOITIO

12

Hroro

70

7. ®OHJ OLIEHOYHBIX CPECTB VISl IPOBeIeHUsI POMEKYTOYHOM aTTeCTALNH

00y4arOIUXCA M0 AUCHUTIAHE (MOLYJII0)

7.1. IlepeyeHb KOMIIETEHIUH ¢ YKa3aHUEM 3TAaNoB uX ()OPMHUPOBAHUS B Mpolecce

OCBOEHHUsI 00pa30BaTEJIbHON MPOrpaMMbl

Heckpun OueHouHbIe
Komnierenunun
TOPBI cpencTBa
YK-10
3Hatb npaBujia COCTaBIICHUs U O(hOPMIIECHUSI JOKYMEHTOB C

UCIOJIb30BAHUEM KaK TPAJAUIIMOHHBIX, TAK U COBPEMEHHBIX
koMIbtoTepHbIX TexHoJoruii (YK-10.1); opranuzaruio
JIOKyMEHTOO000pOTa, KOHTPOJISI UCIIOTHEHUS! JOKYMEHTOB U
UH(OPMAIMOHHO-CIIPABOYHOM pabOTHI C UCIIOIB30BAHUEM
COBPEMEHHBIX KOMITbIOTEPHBIX HH()OPMAIIMOHHBIX
texHonoruit (YK-10.2.)

YCTHBIN ONPOC

YMmeTn

UCITOJIB30BaTh COBPEMEHHBIC METO/IbI OPTAHU3AIIUN U
COBEPIIICHCTBOBAHUS YIPABICHYECKOTO TPY1a pAOOTHUKOB
ciry k061 genonpon3BozcTBa (YK-10.1.); onpenensars
UCTOPUYECKYIO U MPAKTUYECKYIO IICHHOCTh TOKYMEHTOB
(YK-10.1.)

TECTOBBIH
KOHTPOJIb

Baagern

HaBBIKaMHU CO37aHus peKBU3UTOB fokyMeHTa (YK-10.1.);

HaBBIKAMH O(DOpPMIIEHUS JE ISl ApXUBHOTO XPaHEHUs
(YK-10.2))

3a4CT

ITK-4

12
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3HaThL

OpPraHu3alIo ONEPATUBHOTO XPAHEHHUS JOKYMEHTOB B
JIEJIOBOJICTBE U OCHOBBI apXUBHOT'O XPAHEHUS IOKYMEHTOB
(ITK-4.15.); ocHOBHBIE TpeOOBaHUS K OPOPMIICHHUIO
YIPaBJICHUECKUX (OpPraHu3aIlMOHHO- PACTIOPSIUTEIHHBIX )
nokymeHToB (I1K-4.15.)

YCTHBIH OIIPOC;
pedepar

YMmeTh

4.15)

paBUIILHO cOCTaBIATh MOKyMeHTHI ([1K-4.15.);
0pOpMIIATH TOKYMEHTHI B COOTBETCTBUH C TPEOOBAHUSIMU
rocynapctBeHHbIX ctangapToB (I1K-4.15.); co3naBarts
pa3TuYHbIC BUIBI JOKYMEHTOB, pad0TaTh ¢ 0OpaIeHUsIMH
rpaxjaH u KoHpuaeHuanbapiMu qokymenTamu (I1K-

YCTHBIN OIIPOC

Biaagerns

HaBbIKaMU 0()OPMIIEHUS TOKYMEHTa B COOTBETCTBHUU C
TpeOoBaHUSAMU rocynapcTBeHHbIX cranaaptoB (I11K-4.15.);
HAaBBIKAMH PUMEHEHUS KOMITBIOTEPHOU TEXHUKH MPU
co3nanuu nokymenrta (I1K-4.15.); HaBbikamu
dbopmuposanus nen (I1K-4.15.)

3a4CT

7.2. Onucanue nMoKasareJieil 1 KpUTepHeB OLCHUBAHUS KOMIIETEHIINH HA
Pa3JIMYHBIX 3TANIAX UX (POPMHUPOBAHUS, ONIMCAHUE IIKAJ OLCHUBAHUSA

YpoBHU cHOPMUPOBAHHOCTU KOMIIETEHITUN

OLICHOUIHBIC . JlocTaTouHbIHA .
KomnereHnTHOCTH ba30Bblil ypOBEHb Boicokuil ypoBeHb
CpcacTBa YPOBEHD
HeC(I)OpMI/IpOBaHa KOMIICTCHTHOCTH KOMIICTCHTHOCTH
KOMIICTCHTHOCTH
YCTHBIN ONPOC CryneHT He CryneHt HenoiHo, |CTyAeHT 1oJIHO, ¢ |CTyAEHT MOJIHO,
CrocoO¢eH J1aTh MMOBEPXHOCTHO, HE |HECYILIECTBEHHBIM |TJIyOOKO,
OTBET Ha 000CHOBaHHO Y 3aMEUaHUsMH  |00OCHOBAHHO
3aJJaHHBIM BOMIPOC [O0TBEUaeT Ha OTBEUYAET Ha OTBEYAET Ha
3aJlaHHBIE 3aJlaHHBIE 3aJlaHHBIE BOTIPOCHI
BOIIPOCHI BOIIPOCHI

TECTOBBIM KOHTPOJIb

Menee 59%
BepHI)IX OTBCTOB

60-74% BepHbIX
OTBETOB

75-89% BepHBIX
OTBETOB

90-100% BepHBIX

OTBCTOB

pedepar

Marepuan He
CTPYKTYpHUPOBaH
0e3 yuera
crienupUKH
poOIeMBbI

Martepuai ciabo
CTPYKTYPHUPOBaH,
HE CBSI3aH C paHee
U3y4YCHHBIM, HE
BBIJICJICHBI
CYILIECTBCHHBIE
HpU3HAKU
IPOOJIEMBI.

Marepuan
CTPYKTYPHUPOBaH,
odopmIiieH
COTJIACHO
TpeOOBaHUSM,
OJTHAKO €CTh
HECYIIIeCTBEHHbIE
HETOCTATKH.

Marepuan
CTPYKTYPUPOBAaH,
oQopMIIeH coriiacHO
TpeOOBaHUAM

13
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3a4€T

JleMoHcTpupyeTcs
HEe3HaHHE
M3y4yaeMoro
TEOPETUYECKOT O
Marepuala u
HEJIOCTATOYHBIN
YpOBEHb
MPAKTHYECKOTO
HaBBbIKA

JeMoHcTpupyeTcs
o0I11ce 3HAHUE
M3y4aeMoro
TEOPETUYECKOTO
Marepuala u
HEJIOCTATOYHBIN
YPOBEHb
MIPaKTUIECKOTO
HaBBbIKaA

JeMoHcTpupyeTcst
JIOCTaTOYHO
IIOJIHOE 3HAHHE
TEOPETUYECKOTO
Marepuala u
JIOCTATOYHBII
YPOBEHb
YCTOMYHUBOTO
MIPaAKTHYECKOTO
HaBBIKA

JleMoHCcTpUpYeTCs
ri1yOOKO€ U MPOYHOE
YCBOEHUE
TEOPETUYECKOTO
Mmarepuaia u
BBICOKAasAd
a/lalTUBHOCTh
HPAaKTUYECKOTO
HaBBbIKa

7.3. TunoBbie KOHTPOJIbHBIC 3aIaHUA UJIH MHbBIC MaTCpHUaJbl, HCOﬁXOIIHMbIe AJIA

OLICHKH 3HAHUI, YMEHUI, HABBIKOB U (WJIH) ONbITA AeATEJIbHOCTH,

XapaKTepPU3yIIIHX ITANbl (POPMHUPOBAHUS KOMIIETEHIIUI B Ipolecce 0CBOCHUSI
o0pa3oBaTeIbHOM NPOrpaMMBbI

7.3.1. IlpuMepHBIe BONPOCHI JISI YCTHOTO ONpoca

1.Kakue nokymenTsl B coorBeTcTBUM ¢ KoHcTutynueit PO nsgaer [Ipesuaent PO?

2.Kakue nokymeHnTsl B cootBeTcTBUU ¢ KoHctutynuein PO uznaer IIpaBurensctso PO?

KakuMm akTOM onpezesieHbl BUIbl TOKYMEHTOB, u3nasaemsle [Ipesnnentom PDO?

3.Kakue BapuaHThl HM300pakKeHHUsS] TOCYJapPCTBEHHOTrO TepOa BO3MOXKHBI Ha OJIaHKaX

benepaybHBIX OPraHOB UCTIOJIHUTEILHOM BIACTH?

4.B KakoM aKTe JaHO OINpEeNIEHNE JIEKTPOHHOIO COOOIIEHUS?
5.Kakue Bompocsl paccmatpuBatotcsi B DenepanbHoMm 3akoHe «OO0 wuHpopMmaiuwu,
MH(OPMAIIMOHHBIX TEXHOJIOTHSIX U O 3aIuTe HHPOpMaun»?

6. Kak onpenensercst 31€KTPOHHBIA JOKYMEHT B 3aKOHOAATEIbHO-IIPABOBBIX aKTax?

7.Kak onpezensercst B 3aKOHOAATENbHO-IIPABOBBIX aKTaX 3JEKTPOHHAS MOANKCH?

8.Kakue cymecTByOT BUAbI JIEKTPOHHBIX MOAINCEN?

9. KakuM JOKYMEHTOM ONPEEIISICTCS CTENEHb OTPAHUUCHUS JOCTyMa K JOKYMEHTY?

10.KakuM 3aKOHOJATENIbHBIM AaKTOM YCTAHABJIMBAETCA OrpPaHUYEHHE JOCTyNa K
CBEJICHUSIM T10 TUYHOMY COCTaBy?

14
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1.Kakoii BapuaHT ohOpMIICHHS PEKBU3HUTA «AJlpecaT» COOTBETCTBYET TpPeOOBaHUAM
I'OCT P 6.30-2003?

1. dupexropy mikosnsl Ne 269

MarseeBou Tamape [letpoBHe

2. lupexropy mkosibl Ne 269 Matseesoit T.I1.

3. 129128, Mocksa, yi. PoctokuHckas, 7

Jupekropy mkonsl Ne 269 r-xe MarseeBoit T.I1.

4. qupexropy MockoBckoii mkosbl Ne 269

T.I1. MaTBeeBou

2.0TMeThTE BapHaHT MPABWIBHOTO O(OpMIEHUS MOAMUCH AOKYMEHTa Ha o0IemM
onanke yupexaenus ['.B. CugopoBbIM, HCHONHSIOMUM OOS3aHHOCTH PYKOBOAUTEIS
yupexnaenus A.W. Ilerposa B ero B oTCcyTCcTBHE?

1. N.o. nupektopa JInynas noanuce Cunoposa ['.B. Cunopos
2./ lupekrtop JInunas noanucs Cunoposa A.N. Tletpos
3. 3a [IupekTop JInunasa noanuce Cunoposa A.N. Iletpos
4. 3a nupekropa JInunasa noanuce Cunoposa ['.B. Cunopos

3.Kaxoit BapuanT odopmienust peksusuta «['pud coriacoBaHusi JOKyMEHTa» B clydae
COTJIACOBaHUS IMJIaHA KOJUIETHAIBHBIM OpraHoM cooTBeTcTByeT TpeboBanusim ['OCT P
6.30-2003?

1. COTJTACOBAHO

IIPOTOKOJIOM 3aceJaHusl METOAUYECKOTO COBETA

ot 12.07.2007 r. Ne 16.

2. COI'JIACOBAH

IIpoToKoI0M 3acenaHus METOAUYECKOTO COBETA

ot 12.07.2007 r. Ne 16.

3. COTJTACOBAHO

IIpoTokoi 3ace1aHuss METOJUYECKOIO COBETA

ot 12.07.2007 r. Ne 16.

7.3.3. IlpumepHbIe TeMBbI 111 COCTABJIeHUsA pedeparta

1.JIOKyMEHTBI M UX Ha3HAUYCHHUE.
2.HopMatuBHO-TexHUYeCcKas 0a3a Jenonpou3BoactBa PO Ha coBpeMeHHOM dTarie.

3.006mmue TpedboBanusa K 0hOPMIICHUIO PEKBU3UTOB JIOKYMEHTA.
4. TpeboBaHus K TOKYMEHTaM, U3TOTABIMBAEMbIM C TOMOIIbIO IEYATHBIX YCTPOMCTB .

5.bnaHKu TOKYMEHTOB.

6.0Oprann3aliMOHHO-PACHOPSANTENBHBIE JOKYMEHTHI.

7.J10KyMEHTBI KOJUIETHAIBHBIX OPTaHOB, IOKYMEHTHI TI0 TUYHOMY COCTAaBY.
8.CiyxeOHas mepernucka.

15
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9.0Opranu3zanus paboThl ¢ MUCbMEHHBIMU U YCTHBIMHU OOpaIICHUSIMU TPaKIaH.
10.Peructpanus u y4eT NOCTYIAOIINAX B OPraHU3alAI0 JOKYMEHTOB.

7.3.4. Borpochl K 3a4eTy

1.CymHOCTb U CTPYKTYpa JOKYMEHTALIMOHHOTO 00ECIIEYeHUs yIPABIICHHUS.

2.Ponb  JOKYMEHTAalMOHHOrO  OOECNe4YeHHs]  yNpaBlIeHUs B  JIESATEIbHOCTU
roCyAapCTBEHHBIX OPTaHOB.

3.0Tanbpl  3BOJIOLMM  OTEYECTBEHHOI'O  JIENOMPOU3BOJACTBA  (IOKYMEHTAIIMOHHOIO
oOecrieueHus yrnpaBjieHus): COCTaB U 001Iasi XapaKTepUCTHUKA.

4.0OCHOBHBIE TOCTUKEHUSA U HEAOCTATKU MPUKA3ZHOTO, KOJUIEKCKOTO U MUHHCTEPCKOTO
JENOMPOU3BOCTBA.

5.0OCHOBHBIE JOCTHKECHHS U HEOCTATKH COBETCKOTO JEJIONPOU3BOACTBA.

6.Haznauenue Enunoil rocygapctBeHHoil cuctembl aenomnpousBojactBa (EI'CI) u ee
POJIb B IOKYMEHTAIIMOHHOM 00€CIIEYeHUH YIIPABICHUSI.

7.HanpaBieHusi rocy1apCTBEHHOI'O PEryJUpPOBaHUsl JOKYMEHTAMOHHOTO 00ecreueHus
yIpaBJIeHUs: COCTaB U O0Iasi XapaKTEPUCTHKA.

8.Bunmbl  MTOKYMEHTAlMOHHOTO  OOEcleueHus YIpaBi€HHsS: COCTaB U oOmas
XapaKTEPUCTHKA.

9.HaznaueHue # CTpPyKTypa MpPaBOBOIO pETyJIHPOBaHUSA JOKYMEHTALMOHHOTO
oOecrieueHust yrpaBacHUsI.

10.CoctaB M Ha3HayeHUE 3aKOHOJATENBHBIX akToB Poccuiickoit ®Penepauuu,
PETrYIUPYIOIINX JOKYMEHTAMOHHOE 00ECIIEYEHUE YIPABIICHHUS.

11.CoctaB M Ha3Haue€HHE HOPMATUBHBIX IPABOBBIX AKTOB (eJepalibHbIX OPraHoB
UCIIOJIHUTENIbHOW ~ BJIACTH,  PETYJHUPYIOUIUMX  JOKYMEHTAIIMOHHOE  OOecredeHue
YIpaBJICHHUS.

12.CoctaB W  Ha3HAy€HUE TOCYJIApCTBEHHbIX  (HAIMOHAIBHBIX)  CTAHJAPTOB,
PErYIUPYIOMINX JOKYMEHTAIIMOHHOE O0ecreyeHue yrpaBlieHUs.

13.Pois  DenepanbHoil  apxuBHOM ciyxk0bl (PocapxuBa) B ToCyJIapCTBEHHOM
PETyJIUPOBAHUH TOKYMEHTAIIMOHHOTO 00ECTICYeHUS YIPaBICHUSI.

14.Haznauenne wu crpykrypa [OCynapCTBEHHOW CHUCTEMBI JOKYMEHTALMOHHOTO
obecneuenus ynpasienus (I'CHOY).

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

16.Pons  yHudukanmu W CTaHAAPTU3AIMM  JOKYMEHTOB B  COBPEMEHHOM
JOKYMEHTAIlMOHHOM OOECIeYEHUN yIPaBIICHHUS.

17.CocTaB 1 Ha3HaueHHE YHU(DUIIMPOBAHHBIX CUCTEM IOKYMEHTAIIUH.

18.CocTaB, Ha3HaueHHWE U COAEPKAHUE TOCYJAPCTBEHHBIX CTAHIAPTOB  Ha
YHUDUIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIIUH.

19.CoctaB ¥  Ha3HayeHUWE  OOIIEPOCCHUMCKUX  KJIaCCU(PUKATOPOB  TEXHHUKO-
SKOHOMHMYECKOW U COLMATbHON MH(OpMALINH.

20.0cHOBHBIE TIOHSATUS W  TEPMHUHOJOTHS  JIOKYMEHTAIIMOHHOTO  OOECTeUeHHs
yIIpaBJICHHUS.
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21.00mass  XapakTepucTUKa TEPMUHOCUCTEMBI JIOKYMEHTAIMOHHOTO OOECTIeUEeHHS
ynpasienusi, onpenencHubii [OCTom P 51141-98 «Jlenonpou3BoACTBO U apXUBHOE
neno. TepMUHBI U OTIPeICTICHUS.

22.CylHOCTh, OCHOBHBIE acCHEKThl M CBOMCTBA YINPaBIEHYECKOTO JTOKYMEHTa Kak
CUCTEMBI.

23.Knaccudukaius yrnpaBJIeHUECKUX JOKYMEHTOB.

24.00ume TpeboBaHUS K JIOKYMEHTHUPOBAHUIO YMPABICHYECKOW JEATEITHbHOCTH,
onpeaeneHHbie OcHoBHbIMU NosioxkeHusiMu ['CJIOY.

25.00ume TpeboOBaHUS K JIOKYMEHTHUPOBAHUIO YMPABICHYECKOW JEATEIbHOCTH,
onpenenaeHHble TUNMOBON MHCTPYKIMEN MO AETONPOU3BOACTBY B (peiepalbHbIX OpraHax
WCIIOJIHUTENIbHON BIIACTH.

26. O0ume TpeOoOBaHUS K JOKYMEHTHPOBAHUIO YIPABICHUYECKON JEATEIbHOCTH,
onpeneneHusie 'OCTom P 6.30-2003 «YHu(uUMpOBaHHbIE CUCTEMBI TOKYMEHTAIIUH.
VYHudumnupoanHas cucreMa OpraHU3alMOHHO-PACHOPSAIU-TENbHOU JOKYMEHTAIUH.
TpeOGoBanust K 0POPMIICHUIO TOKYMEHTOBY.

27.0061mas xapakTepucTuka TpeOOBaHUM K TEKCTaM YIIPaBICHUYECKUX JTOKYMEHTOB.

28.CoctaB u o011as XapaKTEepUCTHKA PEKBU3UTOB YIPABIEHYECKOTO IOKYMEHTA.
29.Hopwmpbl cTUIIs YIIPABICHUYECKUX JOKYMEHTOB.

30.0cobeHHOCTH OQOpPMIICHUS TEKCTOB YIMPABICHYECKUX JTOKYMEHTOB B aHKETHOI,
TpadapeTHoil u Tabau4HOM Popme.

31.CTpykTypa OpraHu3aliOHHO-PACIIOPSAIUTENbHON TOKYMEHTAIIUH.

32.Ha3HaueHue 1 coCTaB OPraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB.

33.Ha3HaueHnue u cocTaB pacrnopsIUTEIIbHBIX JOKYMEHTOB.

34 Ha3znauenue u coctaB UHPOPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB.

35.Ha3HaueHue u cOCTaB JOKYMEHTOB 110 JIMYHOMY COCTAaBY.

36.CoctaB, pacmojiO)KEHHE PEKBU3UTOB M CTPYKTypa TEKCTa TMOJOXKEHUs 00
OpraHu3alNH.

37.CoctaB, pacloJIOKEHUE PEKBU3UTOB M CTPYKTypa TEKCTa MHCTPYKIUHU IO
JOKYMEHTAIIMOHHOMY OOECTIeUeHHUI0 YIPABICHUS B OpPraHU3aIiH.

38.CocTaB, pacHoJOKEHUE PEKBU3UTOB U CTPYKTypa TEKCTa JOJKHOCTHOM
UHCTPYKIIUU.

39.CoctaB, pacmonoxeHne PEeKBU3UTOB U CTPYKTypa TEKCTa MPHUKa3a MO OCHOBHOMY
BUJTY JICSITCIIBHOCTH OpTaHU3aIliH.

40.CocraB, pacnoyioKEHNE PEKBU3UTOB U CTPYKTYypa TEKCTa PEIICHUSI KOJJIETHAIbHOTO
OpraHa ymnpaBJIEHUsI.

41.CocTtaB, pacrojioKEHHE PpEKBU3UTOB M CTPYKTypa TEKCTa IIlaHa paboThl
OpraHu3alNH.

42.CoctaB, pacrojoKeHUe PEKBU3UTOB M CTPYKTypa TEKCTa JAOKJIAJHOMU, CIy>KeOHOH U
00BSCHUTENLHOM 3aIHUCOK.

43.Bujbl muceM U 0COOCHHOCTH UX MOATOTOBKH U 0OPMIICHUS.

17
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44.CoctaB, pAacmoJIOKEHHE PEKBU3UTOB U CTPYKTypa TeKCcTa HMH(POPMAIIMOHHOTO
MHUChMa.

45.CoctaB, pacroJIO)KCHUE PEKBU3UTOB M CTPYKTypa TEKCTa TPYAOBOIO JIOrOBOpa
(KOHTpakTa).

46.CocraB, pacIonoKeHNe PEKBU3UTOB U CTPYKTYypa TEKCTA PEIOME.

47.CoctaB, pacnoyIO)K€HUE PEKBU3UTOB U CTPYKTypa TEKCTa TPYJAOBOTO COTJIAIICHHUS.

48.3amaun, QYHKIMM © THUIOBBIE CTPYKTYPBl CIYXOBI JOKYMEHTAIIMOHHOTO
oOecrieyeHust ypaBJIeHuUs.

49.PernamenTanus padoThl CIIyKObl JOKYMEHTAMOHHOTO 00€CTIeUeHHUsI YIIPaBICHUSI.

50.enb 1 33724 ynpaBiIeHUs TOKYMEHTALUEH OpraHu3allii.

51.IIpuHIUIIBEI OpraHu3aluy JOKyMEHTO000poTa.

52.Ilopsimok  OBWKEHUS JOKYMEHTOB B OpPraHW3allid W  OCHOBHBIC  JTarlbl
JTIOKyMEHTO000pOTA.

53.0Opranusanus padoThl C JOKYMEHTAMH PYKOBOJIUTENEH.

54.0Opranu3aius padoThl C JOKYMEHTaAMH HCTIOJHUTEIICH.

55.0Opranun3anust KOHTPOJISI UCIIOJTHEHUS IOKYMEHTOB.

56.0mnepaTuBHOE XpaHEHHE TOKYMEHTOB, DKCIIEPTH3a WX IIEHHOCTH W TOATOTOBKA K
c/1aue B apXUB.

57.0cobeHHocTu opranuzanuu padoThl ¢ KOHPUIECHIUATLHBIMU TOKYMEHTAMH.
58.CoBpeMeHHbIe HHPOPMAIIMOHHBIE TEXHOJOTHH B JOKYMEHTAIIMOHHOM O0eCIeueHun
yIIpaBJICHHUS.

59.0cHOBHBIE HaNIPaBJICHUS COBEPILIEHCTBOBAHUS COCTaBa U (OPM JIOKYMEHTOB.

60. Cuctembl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa, MX Kiaccudukamnus, 0COOCHHOCTH
BHEJIPEHUS U TEHJCHIIUU Pa3BUTHSI.

61.0cHOBHbIE HaMpaBJICHUSI COBEPIIIEHCTBOBAHUS COCTaBa U (OPM TIOKYMEHTOB.

62. CuctemMbl 3JICKTPOHHOTO JOKYMEHTOO0OOpOTa, MX Kiaccudukamus, 0COOCHHOCTH
BHEJIPEHUS U TEHJCHIIUU Pa3BUTHSI.

7.4. MeToanueckue MaTepuaJibl, ONpeaesisiioniue npoueaypbl OeHUBAHUS 3HAHNH,
YMEHMii, HABBIKOB M (WJIH) ONBITA 1eATeJIbHOCTH, XapPAKTePU3YIOIIHNX ITANbI
(popmMupoBaHus KOMIIETCHIUMA.

7.4.1. OueHuBaHMe YCTHOTO OMpPoOca

Kpurepuii YpoBHU HOpMUPOBAHUS KOMITETEHIIHUMA
OLICHUBAHUA bazoBblii JlocTaTouHbIM Bricokuit
[TonHoTa ¥ nmpaBuiIbHOCTE  [OTBET MONHBINA, HO €CTh  |OTBET MOJHBIH, OTBET ITOJTHBIN,
OTBETa 3aMeuaHnus, He Oosee 3 MOCIe0BaTEIbHBIN, HO  |IOCIeI0BaTEIbHBIN,
€CTh 3aMeYaHus, He OoJiee [JIOrHIHBIN
2
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CrereHn OCO3HAaHHOCTH,
MMOHMMaHUA U3YUYCHHOT'O

Marepuai yCBOEH H
M3JIaraeTcs OCO3HAHHO,
HO ecTh He Oouee 3
HECOOTBETCTBUM

Marepuai yCBOEH H
M3JIaraeTcs OCO3HAHHO,
HO eCTh He Ootee 2
HECOOTBETCTBUIM

Martepuain ycBOeH u
U3JaraeTcs OCO3HAHHO

S3pIKOBOE OOpMITEHHE
OTBETA

Peus, B ienom,
rpaMoTHasi, COOIIOICHBI
HOPMBI KYJIBTYPBI PEUH,
HO €CTh 3aMEUaHus, HE
6onee 4

Peus, B ienom,
rpaMOTHasi, COOIIOICHBI
HOPMBI KYJIbTYPBI PeUH,
HO €CTh 3aMCYaHHs, HE
bomee 2

Peus rpamoTHas,
COOITIO/IEHBI HOPMBI
KYJIBTYpPHI peun

7.4.2. OueHUBaHHE TECTOBOI0 KOHTPOJISI

Kpurepuit
OLICHUBAHUS

YpoBHU HOpPMUPOBAHUS KOMITETCHIIUMA

bazosbii

JlocTaToOYHbIN

Bricokuit

HpaBI/IJ'ILHOCTL OTBCTOB

He MeHee 60% TeCTOBBIX
3aJaHui

He MeHee 73% TeCTOBBIX
3aJIaHui

He MeHee 86% TEeCTOBBIX
3aJaHui

7.4.3. OuenuBanue pedepara

Kpurepuit
OLICHUBAHUS

YpoBHU HOpMUPOBAHUS KOMITETEHIIUMA

bazosbiii

JlocTaTo4yHbIM

Bricokuit

HoBwusna pedepupoBaHHoro
TEKCTa

[Ipobnema, 3asBieHHAS B
TEKCTEe, MIMEET HAYUHYIO
HOBH3HY M aKTyaJbHOCTb.
ABTOpCKas MO3UIIUS HE
ob6o3naueHa. EcTb He
Oonee 3 3aMeuaHuni

[Ipobnema, 3asBiieHHAs B
TEKCTEe, UMEET HAYUHYIO
HOBM3HY M aKTyaJIbHOCTb.
ABTOpCKas TIO3UIHS HE
obo3HaueHa. EcTh He
boree 2 3aMeUaHui

IIpobnema, 3asiBieHHAS B
TEKCTE, UMEET HAYIHYIO
HOBHM3HY U aKTyaJIbHOCTb.
BripakeHa aBTOpCcKas
MO3UIIUS
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CreneHp pacKphITUS
mpoOIEeMBI

[11an cooTBeTCTBYET TEMe
pedepara, oTMeuaeTcs
MOJTHOTA M TITyOnHA
PACKpPBITHS OCHOBHBIX
MTOHATUH TPOOIIEMBI;
000CHOBaHBI CIIOCOOBI U
METOJIbl pabOTHI C
MaTepHaJIOM;
MPOAEMOHCTPHUPOBAHO
yMeHHe paboTaTh C
JIUTEPATYPOil,
CUCTEMATU3UPOBATh U
CTPYKTYpUPOBATh
Marepuai; 0000Iarh,
COIOCTABJIATh Pa3JINYHbIC
TOYKHU 3pCHUA T10
paccMaTpuBaeMoMy
BOIIPOCY,
apryMEeHTHPOBAaTh
OCHOBHBIC ITOJIOKCHUA U
BBIBOJIBL. EcTh HE Goee 3
3amMevyaHui

[1nan cooTBEeTCTBYET TeMe
pedepara, oTmMmeuaeTcs
MOJTHOTA U TITyOnHA
PACKpPBITHS OCHOBHBIX
MOHATHUH POOIIEMBL;
000CHOBAHBI CIIOCOOBI U
METOIBI pabOTHI C
MaTepUalioM;
MPOAEMOHCTPUPOBAHO
yMeHne paboTaTh C
JUTEPATYPOH,
CUCTEMATU3UPOBATL U
CTPYKTYPUPOBATh
MaTtepuai; 0000IarTh,
COTIOCTaBJISITh Pa3InYHbBIE
TOYKHU 3pCHUS I10
paccMaTpuBaeMoMy
BOIIPOCY,
apryMeHTHPOBAaTh
OCHOBHBIC ITOJIOKCHUSA U
BEIBOJIBL. EcTh HE Ooee 2
3amMeYaHui

[Iman cooTBeTCTBYET TeMe
pedepara, oTmeuaeTcs
MIOJTHOTA U TITyOWHA
PACKpBITHSI OCHOBHBIX
MIOHATHUI MTPOOIIEMBL;
000CHOBAHBI CTIOCOOBI U
METOBI pabOTHI C
MaTepualoM;
MIPOIEMOHCTPHPOBAHO
yMeHue paboTath ¢
JUTEPATypOH,
CUCTEMATU3UPOBATH U
CTPYKTYpUPOBATh
MaTtepuai; 0000IaTh,
COIIOCTABJISATh Pa3INYHbIC
TOYKH 3PCHUS I10
paccMaTpruBaeMoOMy
BOIIPOCY, apIrYMEHTUPOBATh
OCHOBHBIE TTOJIOKEHHS U
BBIBObI

O060cHOBaHHOCTH BEIOOPA
HCTOYHHUKOB

5-8 UCTOUYHUKOB

8-10 UCTOUYHHUKOB

OTmeuaeTcs TONHOTA
YICTIOJIb30BaHMS
JMTEPATYPHBIX UCTOUHHKOB
10 poGJieme; MpUBJICUYCHNUE
HOBEUIINX paboT 1Mo
npobaeme ()KypHaJbHbIC
MyOJIMKAIUH, MaTepUaITbI
COOPHHMKOB Hay4YHBIX
TPYIOB H T.1.), 6osee 10
HCTOYHHUKOB
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CobOimrotenne TpeOOBaHUM K
o(opMIIeHHIO

He Gonee 4 3ameuanuii

He 6omnee 3 3amevyanuii

[IpaBuisHOE 0hopMiIeHHE
CCBUIOK Ha UCIOJIb3yEeMYIO
JIUTEPATypy; IPaMOTHOCTh
U KYJIbTYpa U3JI0KCHUS;
BJIaJICHHE TCPMHUHOJIOIHEi
Y TIOHSATHIHBIM aIapaToM
MIPOOJIEMBI; COOJTIOICHUE
TpeboBaHUH K 00BEMY
pedeparta; KyIbTypa
0o(OpMIICHHUS: BBIJICIICHNE
a03ares.

I'pamoTHOCTB

He 6onee 4 3amegyanuii

He 6onee 3 3amevanmnii

OtcyrcTBUE
opdorpadudeckux u
CHHTAKCHYECKHUX OIIMOOK,
CTHJIMCTHYECKHUX
MOTPEIIHOCTEN; OTCYTCTBUE
OI€YaTOK, COKPAIEHUH
CJIOB, KpOME
OOILENPUHATHIX;
JIUTEPATYPHBIA CTUIIb

7.4.4. OuneHnBaHNe 324€TAa

Kpurepuit
OLICHUBAHUs

YpoBHU HOpMUPOBAHUS KOMITETEHIIUMA

bazosbiii

JlocTaTo4yHbIM

Bricokuit

TlomHoTa OTBETA,
IoCJICA0BATCIBHOCTD U
JIOTHKA U3JIOKCHUS

OTBeT MOJHBIN, HO €CTh
3aMeuaHus, He Oojee 3

OTBeT MOJIHBIN,
IOCJIeA0BATCIbHBIN, HO

€CTh 3aMedaHusl, He 0oJiee
2

OTBeT MOJHBIH,
MOCJIEJOBATEIbHBIM,
JIOTUYHBII

IIpaBuUnBHOCTE OTBETA, €TI0
COOTBETCTBHUE paboueit
mporpaMme yaeOHou
JICTIATUTHHBI

OTBeT COOTBETCTBYET
pabodeii mporpamme
yueOHON AUCIUILTUHBL,
HO €CTh 3aMEYaHUsl, He
Oonee 3

OTBET COOTBETCTBYET
pabodeii mporpamme
yueOHOU TUCIMITIHHEI,
HO €CTh 3aMEYaHHUsl, He
6oee 2

OTBET COOTBETCTBYET
paboueii mporpamme
y4eOHOM JUCIUTUIAHBI

CriocobHOCTh CTy/IeHTa
apryMeHTHPOBATh CBOI
OTBET ¥ IPUBOJUTH
IpUMEpHI

OTBeT apryMeHTUPOBAH,
MIPUMEPHI IPUBEICHBI, HO
ecThb He Ooitee 3
HECOOTBETCTBUH

OTBeT apryMeHTHPOBaH,
MPUMEPHI IPUBEICHBI, HO
ecThb He Ooree 2
HECOOTBETCTBUHI

OTBeT apryMeHTHPOBaH,
IIPUMEDPBI IPUBEIECHBI

OCO03HaHHOCTH U3JIaraeMoro
Marepuaa

Marepuan ycBoeH u
H3JIaraeTcs 0CO3HAHHO,
HO €CTh He Oojee 3
HECOOTBETCTBUH

Marepuan ycBOeH 1
M3JIaraeTcs OCO3HAHHO,
HO €CTh He Ooee 2
HECOOTBETCTBUHI

Marepuan ycBoeH u
H3JIaraeTcs OCO3HAHHO
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CooTBeTcTBHE HOPMaM
KYJIBTYpBI peut

Peus, B ienom,
rpaMoTHasi, COOIIOICHBI
HOPMBI KYJIbTYPBI PEUH,

Peus, B nienom,
rpaMOTHasi, COOIIOICHBI
HOPMBI KYJIbTYPBI PeUH,

Peus rpamoTHas,
COOITIO/IEHBI HOPMBI
KYJIBTYpPBI peun

HO €CTh 3aMeYaHus, He
Oounee 4

HO €CTh 3aMeYaHus, He
Oozee 2

KauecTtBo 0TBETOB Ha B uenom, oTBeThI
PacKpbIBaIOT CYTh

BOIIpoCca

Ecth 3ameuanus k Ha Bce BOITPOCHI MOJTYUCHBI

BOIIPOCHI oTBeTaM, He Ooiee 3 HCYEPIBIBAIOLINE OTBETHI

7.5. UTorosasi peiTHHIOBAasi OLIEHKA TeKYyLlel U NPOMEKYTOYHON aTTeCTAlMU
CTYAEHTA 110 JAUCUMILINHE

[To yuebHoOM mucturuiiHe «JloKyMEHTalMOHHOE OO€eCreYeHne YIpaBICHUS
UCHoJib3yeTcsl 4-0ayyibHasi CUCTeMa OLEHWBAHHWSA, WUTOT OICHUBAHUS YpPOBHS 3HAHUU
oOyJaromuxcsi MpeaycMaTpuBaeT 3a4€T. 3adeT BBICTABISIETCS BO BPEMsI IMOCIETHETO
MPAKTUYECKOTO0 3aHATHUA TIPU YCIOBUM BbINOJHEHUsT He MeHee 60% yueOHbIX
MOpYYEHUH, MpeycCMOTpEeHHBIX yueOHbIM TuianoM U PIIJ[. Hanwuue HEBBITIOJIHEHHBIX
y4eOHBIX MOPYYEHHH MOXXET ObITh OCHOBAHHMEM JJISi JTOTIOJHUTENBHBIX BOMPOCOB IO
JUCLMIUIMHE B XOJ€ NIPOMEKYTOUYHOM aTrecTannu. Bo BCeX OCTAIBHBIX Cllydasx 3a4eT
caaeTcss  00y4aroIUMUCS IIepUoL
COOTBETCTBYIOIIUI IIPOMEKYTOUHON aTTECTALUU.

B O4aTbl, HA3HAYCHHBLIC IIPCIIOAABATCIICM B

HIkana ouenuganusa meKyuieit u NPOMeEHCYmoYHOU AmMmecmayuu cmyoenma

YpoBHU HOpMUPOBAHUS Onenka 1o yeTslpex0anabHON MIKae
KOMIICTCHIIUHU IS 3a4éTa
Bricokuit
JlocTaTo4YHbIN 3a4TEHO
bazoBbIit
Komnerenuus He cdopmupoBana HE 3a4TEHO

8. [lepeyeHb OCHOBHOM M IONIOJTHUTEJIbHON Y4eOHOM JTUTEPATYPbI, HEOOXO0AUMOM
JJISE OCBOEHMSI JUCHUILINHBI (MOTYJIs1)

OcHoBHas JuTEpaTypA.

Tun
(yueOHuK, yueOHOE
nocobue, yuebHO-

Metoj nocobue, ap.)

Komn-Bo B

bubanorpaduueckoe omnmcanue
padp ounoJI.

1/
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Cemkxo, M. A. OCHOBBI JAETONPOU3BOJACTBA : Yy4eOHOE

nocobue / M. A. Cemxko, JI. A. Anryxosa. - CTaBponons : https://e.
C1TAY, 2018. - 119 c. Vaebmme | NP0
com/boo
nocoous K/14161
3
Eropos, B. Il. [Ienonpou3BOACTBO U PEXKUM CEKPETHOCTH:
yuebnuk s cro / B. I1. Eropos, A. B. CiiuabkoB. — 2-¢ https://e.
u3., crep. — Cankt-IletepOypr: Jlans, 2022, — 312 ¢. — S lanbook.
ISBN 978-5-8114-9442-2. e |com/boo
8 k/19542
8
Eropoga, JI. b. Kondunennuanbaoe nenonpou3BOICTBO :
yueOnuk / JI. b. Eroposa, H. A. PoroxoBa. — CaHKT-
[Terepoypr : D0 CII6YTYu)d, 2020. — 227 c. — ISBN https://e.
978-5-94047-838-6. — Texkct : »nexkTpoHHblii / JlaHb lanbook.
AJIEKTPOHHO-OMOIMOTEUHAS CHUCTEMA. — URL:| yye6uux |com/boo
https://e.lanbook.com/book/246371 (mata  oOparnicHwUS: k/24637
26.07.2022). — Pexum jgocTyma: i aBTOPH3. 1
ITOJIb30BATEIICH.
Jlenonpou3BOJACTBO U JIOKYMEHTOOOOPOT: MPaKTUKYM: _
yueOHoe nocooue / coctautens JI. JI. KotmspoBa. — moc. hitps:/e.
Kapasaeeo: KTCXA, 2020. — 44 c. yaeGioe | 2NPOOK
com/boo
nocooue /17171
0
Jlenonpou3BoACTBO : yueOHO-MeToandeckoe nocobue / H.
A. Hapenckas, E. E. IllneiinukoBa, O. B. Jlucosckuii, .
A. Jlucumma. — Cankr-IletepOypr : CIIOITIMY, 2021. — 5 https://e.
56 c¢. — ISBN 978-5-907443-22-8. —  Tekcr:| Y °°HO" | |anbook.
ANEKTPOHHBIN //  JlaHb 3JIEKTPOHHO-OMOIMOTEUHAS METOAMHECC | o m/boo
cucrema. — URL: https://e.lanbook.com/book/255947|  ¥O° k/25594
(mata oOpamtenus: 01.09.2022). — Pexkum moctyma: ajs nocobue 7

aBTOpHU3. MTOJIb30BATEIIEH.

23




MT-23: Pabouas nporpamma auctuiuivibl 51.B.10 «JlokymeHTaluoHHoe obecriedeHue ynpapieHus»

OcHOBBI ACJIONMPOU3BOJACTBA: TIPAKTUKYM TIO0O HUIYUCHUIO

https://e.
JTUCIUIUIMHBL  JIJI1  OOyYaromuxcsi 10  HalpaBIICHUIO
38.03.04 «["ocynapcTBeHHOE 51 MYyHHULUIAIBHOE| yueGHOE lanbook.
ynpasieHue»: ydeOHoe mocodbue / cocraButenmn C. H.| mocoGue cam/hoo
Konosainosa [u ap.]. — Boponex: BI'AY, 2019. — 87 c. k/172897
7. |YepnoOaii, H. Bb. VYueOGHoe mnocobue Mo JUCIUILINHE
"J1enonpon3BOACTBO B KOMMEPYECKOW JEATEIBbHOCTH"
yuebnoe mnocodue / H. Bb. UepnoOait. — CraBpormoip : hitps:/fe.
CtI’'AY, 2020. — 71 c¢. — Tekct : aneKTpoHHbId // Jlanb | yyeGHOE lanbook.
AJIEKTPOHHO-OMOIMOTEUHAS cucrema. - URL:| noco6ue com/boo
https://e.lanbook.com/book/245933  (mata  oOGparieHus: ki24593
26.07.2022). — Pexum jgocTyma: s aBTOPH3. 3
ITOJIb30BATEIIEH.
JlomosiHUTE ILHAS JJUTEPATypA.
Ne bubnuorpaduueckoe onucanue (MHI yl;leﬁﬂoe Kon-so B
wn ety | OO
1. |KysmemoB, W. H. Jlemonpou3BoacTBo y4eOHo-
cupaBoyHoe mocooue / M. H. Kysuemos. - 6-¢ u3g. - hitps:/e.
Mocksa : [Jamkos u K, 2017. - 460 c. CrpaBouHH lanbook.
com/boo
1 k10554
3
2. |Jlenonpou3BoACTBO U JIOKYMEHTOOOOPOT B (PMHAHCOBOM
chepe: mpakTHKYM: ydebHOe mocobue / cocraButens JI. 1. https://e.
Kotnsiposa. — noc. KapaBaeso: KI'CXA, 2020. — 44 c. yueGHOe lanbook.
com/boo
nocooue /17171
1
3. |Cnuuak, A. B. KonduaenmnuanbHoe Aenonpou3BOACTBO :
yuebHoe nocodue / A. B. Cnuuak. — HwkHeBapTOBCK :
HBI'Y, 2020. — 118 c. — ISBN 978-5-00047-558-4. — https://e.
Teker : snexkTponHblii // JIaub : 21EKTPOHHO-OMOIMOTEUHASI|  yyeGHOE lanbook.
cuctema. — URL:  https://e.lanbook.com/book/208217| mocodue |C0MVP00
(mata ooOpamienus: 18.04.2022). — Pexxum moctyma: IS ki 207821

aBTOPHU3. ITOJIb30BATEIIEH.

24




MT-23: Pabouas nporpamma auctuiuivibl 51.B.10 «JlokymeHTaluoHHoe obecriedeHue ynpapieHus»

9. IlepeyeHb pecypcoB HHGOPMAIMOHHO-TEJIEKOMMYHUKAIUOHHON CeTH
«/HTEepHeT», He0OXOAUMBIX /1JIs1 OCBOCHUS IMCHUIINHBI (MOIYJIs1)

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

2.®enepanbHBIN 00pa3oBaTeIbHBIN TOpTaT www.edu.ru.

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

4.T'ocynapcTBeHHass MyOJM4YHas Hay4YHO-TexHU4eckas Ouonuoreka Poccunm URL:
http://gpntb.ru.

5.'ocynapcTBeHHOE  OIO/KETHOE  yupekaeHue KyiabTypsl PecnyOmuku — Kpbim
«Kpbimckas pecnyOnMKaHCcKas yYHHUBEpCaIbHas Hay4yHas OubaroTEKaY
http://franco.crimealib.ru/

6.Ilenarornueckas 6ubmuotexa http://www.pedlib.ru/

7.Hayunas AIEKTPOHHAs OoubnnoTeKa eLIBRARY.RU (PUHLI)
http://elibrary.ru/defaultx.asp

10. MeToauveckue yKa3aHusi 1Ji 00y4arOUIUXCS M0 OCBOCHUIO TN CIUNINHBI
(MoyJist)

OO01mue pekoMeHAAUMHU 10 CAMOCTOSATEILHOM padoTe 0aKkajlaBpoB

[ToaroroBka coBpeMeHHOro OakanaBpa MPEANoJaraeT, YTo B CTEHAX YHUBEPCUTETA
OH OBJIaJICET METO0JI0THen camooOpa3oBaHus, CaMOBOCITUTaHUS,
CaMOCOBEpPILIEHCTBOBAHUS.  ODTO  OMNpEAENsieT  BaXXKHOCTh  AKTUBM3AIMH  €ro
CaMOCTOSITENIbHOM pabOTHI.

CamocrosiTenbHasi paboTta (QOpMHPYET TBOPUECKYI0 aKTUBHOCTh OakalaBpOB,
MpEACTABICHUE O CBOMX HAYYHBIX M COLMAJIBHBIX BO3MOXXHOCTAX, CHOCOOHOCTh
BBIWICHATh  TJIABHOE, COBEPIICHCTBYET MpHUEeMbl  OOOOIIEHHOTO  MBIIUICHHUS,
npeanoyaraer Oosee TrayOOKyr0 MpopabOTKy HMMU OTACNBbHBIX TEM, OIPEIACICHHBIX
MIPOrpaMMOu.

OcHOBHBIMHU BHJIaMH U (OpMaMU CaMOCTOSITEIbHOM paOOThl CTYACHTOB MO JIaHHOU
JUCHUIUIMHE SIBJISIOTCS: CAMOIMOATOTOBKA MO OT/AENIBHBIM BOMpocaM; paboTa ¢ 6a30BbIM
KOHCIIEKTOM; TMOJIFOTOBKAa K YCTHOMY OIPOCY; MOJATOTOBKAa K TECTOBOMY KOHTPOJIIO;
MOATrOTOBKA pedepara; MOArOTOBKA K 3a4ETY.

BaxHoil 4acThl0 CAMOCTOATENILHOM Pa0OTHI ABJISIETCA YTEHUE YUEOHOU JTUTEPaATyPHI.
OcHoBHass (pyHKIMSI y9eOHUKOB — OPHUEHTUPOBATh B CHUCTEME TeX 3HAHUHN, YMCHHU H
HABBIKOB, KOTOpPBIC JOJKHBI OBITHh YCBOCHBI 10 JAHHOW JUCHHUILIMHE OYIyIIMMH
crenuagnucTaMu. Y4eOHHMK TakKe CIYKUT IyTEeBOAMUTEIEM [0 MHOTOYUCICHHBIM
MPOU3BEJICHUSM, OpPUEHTHUPYS B HMEHAaX aBTOPOB, CHEIUAIM3UPYIOMINXCS Ha
ONpeNeEHHBIX HAay4YHBIX HAIpaBJICHUSAX, B Ha3BaHMSIX UX OCHOBHBIX TpyJoB. BTopas
(GbyHKIMA ydeOHHMKa B TOM, YTO OH OYEPUYMBAET HEKUU KPYTr 00s3aTEIbHBIX 3HAHUHU IO
MpeAMETY, HE IPETEHAYS Ha INIyOOKOE X PACKPBITHE.
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YreHue peKOMeHHOBaHHOﬁ JIATCPATYPbl — J3TO Ta TJaBHAd YaCTb CUCTCMBI
CaMOCTOSTEIILHOM y‘le6BI 6aKaJ1aBpa, KOTOpasi obecrneunBaeT MOAJIMHHOC YCBOCHHC
HayKH. Yurath ITY JIUTCPATYPY HYKHO 10 NPUHIUITY. «UACsd, TCOpUA, MCTO/ B OHHOﬁ, B
I[pyI‘DfI U T.O. KHATax».

Bo Bcex cimyuasx peKOMEHIyeTCsl pACCMOTPEHUE TEOPETUUECKUX BOIIPOCOB HE MEHEE
4eM IO TpPeM HUCTOYHHMKaM. M3yueHue mpoOsieMbl MO pa3HbIM HCTOYHMKAM - 3aJI0T
rNIyOOKOro ycBOoeHUss Hayku. VMeHHO 53TOT OJOK, Hapsgy C BbBIIOJIHEHHUEM
MPaKTUYECKUX 3aJaHui SIBIAETCS BEAYIIUM B CTPYKTYpPE CaMOCTOSTENIbHOM pabOThI
CTYJICHTOB.

BHumaHnuio 0akanaBpoB IpeajarailoTcs CIHMCOK JIMTEPATypbl, BOMNPOCHI K

CaMOCTOSITEIbBHOMY M3YYEHHIO M BOIIPOCHI K 3a4ETY.

JUis ycreurHoro OBIaJieHUsl AMCHMIUTMHON HEOOXOAMMO BBINMONHSATH CIEIYIOIINE
TpeOOBaHUS:
1) BBINOJHATH BCE ONPEIEICHHbBIE IPOIPaMMOi1 BUIBI padoT;
2) moceniarh 3aHATUS, T.K. BECh TEMAaTHYCCKHII MaTepHrajl B3aUMOCBSI3aH MEKIY CO00it
M, 3a4acTyl0, CaMOCTOSITEJIbBHOIO TEOPETHYECKOrO0 OBJAJACHHUS MPOMYUICHHBIM
MaTEpHUaIOM HEOCTATOYHO JJIsi KAYECTBEHHOTO €r0 YCBOCHHUS,
3) Bce paccMarpWBaeMble Ha 3aHSATHSIX BOMPOCH 00s3aTeNbHO (DUKCHPOBATH B
OTJENBbHYIO TETPAb U COXPAHATH €€ 10 OKOHYaHUsI 00y4YEeHHUS B BY3€;
4) TMpOSIBIATH AaKTUBHOCTH TPU MOJATOTOBKE W HA 3aHSATHSX, T.K. KOHEYHBIH pe3yJbTaT
OBJIAJICHUS] COJAEPKAHUEM JUCLUUIUIMHBI HEOOXOAMM, B NEPBYIO O4YEpeab, CaMOMY
OakanaBpy;
5) B cilydasix mpoIycKa 3aHATHI M0 KaKMM-TH00 MpUYHHAM 00s3aTeIbHO 0TpadaThIBATh
IPOIYILIEHHOE MPENOAaBaTEN0 BO BPEMsI MHIANBUYAJIbHBIX KOHCYJIbTALUM.

BueypouHnas nesitenbHOCTh OakanaBpa Mo JaHHOW JUCHUIIIMHE PEANoaraer:

- CaMOCTOSITEIBHBIA IMMOUCK OTBETOB M HEOOXOAMMOW MH(POPMAIMH IO TPEJI0KSHHBIM
BOIIPOCaM,;

- BBINIOJIHEHUE MTPAKTUYECKHUX 3aJaHUN;

- BBIpaOOTKY YMEHUI HaAyYHOW OpraHu3alluy TpyAa.

VYcnemHasi opraHd3alys BpEMEHU MO YCBOCHUIO JAHHOW JAUCUUIUIMHBI BO MHOTOM
3aBUCHUT OT HaJu4Ms y OakajaBpa yMEHHUS CaMOOPraHU30BaTh ceOsi U CBOE Bpems s
BBITIOJTHEHUSI TPEJIOKEHHBIX JoMalTHuX 3agaHuil. OO0BEM 3amaHMil  paccuuTaH
MakCUMaJIbHO Ha 2-3 4Yaca B Heaemo. [Ipm »TOM aiaropuT™M MOATOTOBKH OyJleT
CIEAYIOIIUM:

1 sram — MOUCK B JHUTEpaType TEOopeTUYecKod HHGOPMAIMU IO MPEII0KEHHBIM
MPEINOJaBaTeIeM BOIIPOCaM;
2 3Tan — OCMBICIICHHE T0JIy4YeHHON HH(POPMAIIUKA, OCBOCHUE TEPMUHOB U TIOHSTHU;

3 3Tan — COCTaBJICHUE TIJIaHA OTBETA HA KA/l BOIIPOC;
4 »Tan — NOMCK MPUMEPOB MO TAHHOM MpobIeMaTHKE.

26



MT-23: Pabouas nporpamma auctuiuivibl 51.B.10 «JlokymeHTaluoHHoe obecriedeHue ynpapieHus»

Pabora ¢ 6a30BbIM KOHCIIEKTOM
[Iporpammoi AUCIUIIIMHBI MPETYCMOTPEHO YTEHHUE JICKIMM B pa3iIuyHbIX (Popmax
WX TMPOBEIEHHUA: MPOOJEMHbIE JIEKIUU C DBJIEMEHTAMHU HBPUCTUYECKON Oecelbl,
MH(OpPMALMOHHBIE JIEKIUHU, JEKUUU C OINOPHBIM KOHCIEKTUPOBAHUEM, JIEKI[UU-
BHU3yaJIW3alliu.

Ha nexkuusx mnpenogaBaTenb paccMaTPUBAET BONPOCHI MPOTrpaMMbl Kypca,
COCTaBJICHHOW B COOTBETCTBUU C TOCYAApPCTBEHHBIM 00pa30BaTelIbHBIM CTaHaAapTOM. 13-
3a HEJOCTAaTOYHOrO KOJWYECTBA ayJMTOPHBIX YacOB HEKOTOpPHIE TE€Mbl HE YIAeTCA
OCBETUTHh B IIOJIHOM 00bEMe, IMOATOMY IMpernojaBaTelb, MO CBOEMY YCMOTPEHHUIO,
HEKOTOPBIC BOIMPOCHl BEIHOCHUT HAa CaMOCTOSITEIBbHYIO pabOTy CTYAEHTOB, PEKOMEHIYS
Ty WM UHYIO JIUTEPATYDPY.

Kpome 3tOro, misd jydiiero OCBOCHHMS MaTepUalla U CUCTEMAaTH3alMU 3HAHUM 110
JTUCLUIUIMHE, HE00XO0IMMO TOCTOSTHHO pa3OupaTh MaTepHalbl JIEKIHHI M0 KOHCIIEKTaM U
y4€OHBIM TTOCOOHUSIM.

Bo Bpems camocTrosTensHOM NpopabOTKHU JIEKIIMOHHOTO Marepuaia ocoboe
BHUMAaHHE CIIEAYET YAEIATh BOSHUKIINM BOIIPOCAM, HENOHATHBIM TEPMHUHAM, CIIOPHBIM
TOYKaM 3peHus. Bce Takre MOMEHTBI CIeAyeT BBIACIUTD UM BBIIUCATh OTACIBHO IS
JallbHEHIIero OOCYXKIACHHs Ha MpaKkTUYeCKoM 3aHsATHH. B cimyuae HeoOXoaummocTu
oOpalarscsi K MpernojaBaTeNio 3a KoHcynbTauued. [1onHbI COUCOK JUTEepaTyphl MO
IUCIUIUIMHE TIPUBENICH B paboyeil mporpaMme JTUCIUTIIHHBI.

IHoaroroska pedepara

Pedepar sBnsiercss onHolt u3 GopM pyOekHOU WM UTOTOBOM arrtectauuu. JlanHas
dbopma KOHTPOJIS  SIBJISIETCSI CAMOCTOSITENIbHOM MCCleIoBaTeNbCcKol padoToit. [loaTtomy
HEJIOMYCTUMO MPOCTOE KOMUPOBAHHE TEKCTa M3 KHHUTHU, JIMOO K€ CKAaYMBAHHUE U3 CETU
WNutepuner rotoBoit pabotel. bakamaBp moikeH mocTaparbcsi pacKpbiTh CYTh B
uccieayeMon mnpobieMe, MPUBECTU UMEIOIIUECS TOUYKU 3PEHHUs, a Takke 000CHOBaTh
coOCTBEHHBI B3IJISA] HA HEE.

[ToaTomy TpeGoBanus K pedepaTy OTHOCSTCS, MPEXJIE BCEro, K 0OPMIICHUIO U €0
COJICP)KaHUIO0, KOTOPOE JOJDKHO OBITh JJOTMYHO M3JI0KEHO M OTIMYATHCS MPOOJIEeMHO-
TEeMaTHYECKUM XapakTepoM. [IoMHMO YeTKO H3JI0KEHHOTO U CTPYKTYPHUPOBAHHOTO
Marepuaia, 0053aTeIbHO HAJIMYKE BBIBOJIOB IO KaXKJIOMY mHaparpady u oOIIUX MO BCEH
pabore.

HopMmartuBHbIe TpeOoBaHUS K HAMMCAHUIO pedepaTa OCHOBBIBAIOTCS HA CJICIYIOIINX
MPUHIUIIAX:

— Hauatp pekoMeHayeTcs ¢ NpaBuiIbHON (GOPMYJIMPOBKUA TEMbI U TOCTAHOBKHU 0a30BBIX
enei 1 3ajauq.
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— B nmanpueliiem HaunHaetcss oTO0p HeoOxoaumoro matepuana. Camoe riiaBHoOeE -'"He
xKaaHU4ate' W yOupaTh TE€ MaHHBIC, KOTOpPbIE HE CMOTYT PAaCKpPBITh CYIIHOCTh
noctaBjieHHOW 1enu. Henb3s pykoBoacTBOBaThCs mNpuHUOUNOM: «byner Ooibioi
0o0beM paboThl, 3HAYUT, TOJIYdy XOPOIIYIO OTMETKY». ITO — HENPABUIBHO, TOCKOJIBbKY
TpeboBanust k pedepaty ['OCT He TONBKO OTPAaHUYUBAIOT €ro O00BEM, HO U KECTKO
OTIPEEIISAIOT CTPYKTYDPY.

Pedepar comepxut ciaeayromiue pa3iemnbl:
1. BBenenue, BKIIIOYACT B ceOs: aKTyaJdbHOCTb, B KOTOpOW OOOCHOBaTh CBOMl BBIOOD
JAHHOM TeMbl; 00BEKT; MPEAMET; 1IeJIb; 3a/1a4l U METO/Ibl UCCIIEIOBAHMS; TPAKTUYECKas
U TEOpEeTUYECKasi 3HAaYUMOCTh PaOOTHI.
2. OcHoBHAas 4acTb. B OCHOBHOW YacTH TEKCT 00sA3aTENbHO pa30oUTh Ha maparpadbl U
noA maparpadbl, B KOHIIE KaKJIOTO celaTh HEOOJbIIOE 3aKIIOUEHHE C U3JI0XKEHHEM
CBOEU TOYKU 3PCHMUS.

[loaroroBka pedepara AOMKHA OCYIIECTBIATHCS Ha 0a3e TE€X Hay4YHBIX MaTepUasoB,
KOTOpbI€ aKTyaJbHbI HA CETOAHSIIHUN 1eHb (3a 10 mocneqHux Jer).

3. 3akitoueHue.

4. JlutepaTypa (CIUCOK HCIOIb3YEMbIX UCTOYHUKOB). ODOpPMIATE €ro peKOMEHIyeTCs
C yKazaHUeM cleAyrollel MHpOopMaluu: aBTOp, Ha3BaHUE, MECTO U TOJ HW3JaHWUI,
HAaMMEHOBAaHHE U3aTEIbCTBA U KOJIMYECTBO CTPAHUII.

TpebGoBanus k pedepaty Mo oPopMIECHUIO CIEAYIONIHE:
— Jlematep 3TO peKOMEHAYeTCS TOJBKO B COOTBETCTBUU C TIPaBUJIAMHU, KOTOpPbBIC
NPEeIBABISIOTCS B KOHKPETHOM  00pa3oBaTelbHOM yupexXJeHuu. Peub wupger o
TUTYJBHOM JIUCTEC, CITUCKE JIMTCPATYPHI U BHCIIIHEM BUAC CTPAHUIIBI.
— Ocoboe BHHMMaHHE [OJDKHO OBITh yJeldeHO O(QOPMIIEHHUIO IIMTAT, KOTOpHIE
BKJIFOYAIOTCS B TEKCT B KaBBIYKax, a Jiajieeé B CKOOOYKAX JAaeTCs MOPSIKOBBIA HOMED
IIEPBOUCTOYHMKA U3 CIIMCKA JIUTEPATYPHI U YEPE3 TOUKY C 3aSATON HOMEP CTPAHULIBI.

— B coorBerctBun ¢ 'OCT 9327-60 TekcT, TaGnuIbl M WUTOCTPAIIUU 00s3aTEIILHO
JIOJKHBI BXOJUTH B (hopmat A4.

— Pedepar BBINOIHATH TOJBKO Ha KOMIIbIOTEpE. TEKCT BBIpaBHUBATH IO IIHMPHHE,
MEXTyCTPOYHBIN MHTEpBaI -noaTopa, mpudt -Times New Roman (14 nr.), mapamerpbl
noJsiel - HuwkHee u BepxHee - 20 mM, neBoe -30, a mpaBoe -10 MM, a otctym ab63ana -1,25
CM.

— B Tekcte 00s3aTenbHO aKIEGHTHUPOBATH BHUMAaHUE Ha OINPEIACICHHBIX TEPMHHAX,
HNOHATUAX U (opMyJiaX MpU MOMOIIM MOJYEPKUBAHUS, KypCHUBa M >KMPHOIO LIpUQTA.
I[loMuMO 3TOro, [OMKHBI BBIIEIATHCS HAUMEHOBaHMs IUaB, naparpadgoB U
noanaparpagoB, HO TOYKU B KOHIIE HUX HE CTaBSTCS.

IoaroTroBKa K TECTOBOMY KOHTPOJTIO
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OCHOBHOE JJOCTOMHCTBO TE€CTOBON (hOPMBI KOHTPOJIS — 3TO MPOCTOTA U CKOPOCTh, C
KOTOPOW OCYIIECTBIISIETCS] TIEpBasi OlEHKA YPOBHS OOYYEHHOCTU MO KOHKPETHOU Teme,
MO3BOJISIONIAsl, K TOMY K€, PEallbHO OLEHUTh FOTOBHOCTh K UTOTOBOMY KOHTPOJIIO B
MHBIX opMax U, B CIydae HEOOXOUMOCTH, OTKOPPEKTUPOBATH TE€ UM UHBIC DJIEMEHTHI
TEMBL.

IToaroroBka K TECTUPOBAHUIO
1. YTounute 00beM MaTepuana (OTAeIbHAS TeMa, P TeM, pa3aen Kypca, 00beM BCEro
Kypca), 10 KOTOPOMY ITPOBOJUTCS TECTUPOBAHHUE.
2. [IpoutuTe Marepuabl JEKIUNA, y4eOHBIX TOCOOU.
3. OOpatuTe BHHMMaHHE Ha XapakTep 3aJaHui, MpeUlaraéMblX Ha MPAKTHYECKUX
3aHATHUSAX.
4. CocTraBbTe JIOTMYECKYI0 KapTHHY Marepuaja, BBIHOCUMOIO Ha TECTHUPOBAaHUE (IS
MPOJYKTUBHOM pabOTHl MO MOJATOTOBKE K TECTHPOBAHUIO HEOOXOAMMO MPEACTABIATH
BEChb MOJrOTOBJIEHHBII MaTepual KakK CHCTEMY, IIOHHUMAaThb 3aKOHOMEPHOCTH,
B3aMMOCBSI3H B PAMKAX 3TOW CUCTEMBI).

IToaroroBka K VCTHOMY OIIDOCY

C nenpr0 KOHTPOJSA M MOATOTOBKHM CTYJEHTOB K M3YyYEHHMIO HOBOM TEMbI BHAdale
Ka)XX0M NPAKTUYECKOI'0 3aHATHUS IPEIOAABATENIEM MPOBOAUTCS UHIAWBUIYAJIbHBIM HUIINA
(GpOHTANIbHBIN YCTHBIA OMPOC MO BBIMOJHEHHBIM 33JIaHUSIM MPEIbIAYIIEH TEMBI.

Kpurepun onieHKHM yCTHBIX OTBETOB CTYICHTOB:

— MpPaBWIBHOCTh OTBETA II0 COAEPKAHMIO 3aJaHus (YUYUTHIBAETCS KOJIMYECTBO U
XapakTep OMIMOOK IIPU OTBETE);

— MOJIHOTA U TJIyOMHA OTBeTa (YUYUTHIBAETCA KOJMYECTBO YCBOCHHBIX (PAKTOB, MOHSATUI
U T.IL.);

— CO3HATEIbHOCTh OTBETA (YUUTHIBAETCSA MIOHMMAHHE U3J1araeéMoro Marepuasia);

— JIOTHKAa W3JI0OKEHUsI Marepuana (YyYUTHIBA€TCS YMEHHUE CTPOUTH LIEJIOCTHBIM,
MOCJIeI0BAaTEIbHBIN pacckas, IPaMOTHO MOJIb30BaThCs CIENUATBLHON TEPMUHOIOTHEH);

— PAlMOHAJILHOCTh HUCIOJIb30BAHHBIX MPUEMOB M CIOCOOOB PEIICHHS MOCTaBICHHON
yueOHOU 3amaur (YYUTHIBAETCS YMEHHE MCIOJIb30BaTh Haumboliee MpPOrPECCHUBHBIE U
3¢ PeKTUBHBIC CITOCOOBI TOCTIKECHUS 11EIIN );

— CBOEBPEMEHHOCTh U 3(PGEKTHUBHOCTh HCMOIb30BAaHUSI HAIVISIAHBIX IMOCOOHMI U
TEXHUYECKUX CPEACTB MPHU OTBeTe (YUUTHIBAETCS TPaAaMOTHO M C MOJIb30UM MPUMEHSTh
HaIJISITHOCTD U JIEMOHCTPAIIMOHHBIN OMBIT IIPU YCTHOM OTBETE);

— HCTIOJIb30BAaHUE JIOTIOTHUTEILHOTO0 MaTepHuaia (00s3aTeIbHOe YCIOBHE);

— paIMOHANLHOCTH MCIOIB30BaHUsI BPEMEHU, OTBEJICHHOTO Ha 3a/iaHue (He ofgo0pseTcs
3aTSHYTOCTh BBITIOJIHEHUSI 3aJaHMs, YCTHOTO OTBETa BO BpPEMEHH, C YYETOM
WHJIUBUYAIbHBIX OCOOCHHOCTEN CTYJIEHTOB).

IToaroroBka K 3avery
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3a4eT sBIsSeTCS TPATULIMOHHON (POpMON MPOBEPKU 3HAHUU, YMEHUM, KOMIIETECHIINH,
c(OpPMHUPOBAHHBIX Y CTYIEHTOB B IMPOLIECCE OCBOEHHUS BCETO COJEPKAHUS MU3ydaeMoOu
IUCUUIIMHBL.  OOBIYHBIA  3a4eT OTJIMYAaeTCs OT B3K3aME€Ha TOJIbKO TEeM, UTO
npenoaaBaTesb He JudPpepeHupyeT 0aibl, KOTOPbIE OH BBICTABIISIET MO €r0 UTOTaM.

CamocrosTenbHas MOATOTOBKA K 3a4€Ty AOJDKHA OCYIIECTBIATHCA B TEUCHHE BCETO
CEMECTpa, a He 3a HECKOJIBKO THEW 10 €T0 IIPOBEICHMUS.

IloaroroBka BKIOYaeT cienyromue aeicTBus. lIpexae Bcero HyKHO NEPEUYUTAThH
BCE JIEKIIMM, a TaKKe MaTepuayibl, KOTOpPbl€ TOTOBWJIMCh K CEMUHAPCKUM U
MIPAaKTUYECKUM 3aHATHSIM B TEUYEHUE CEMecTpa. 3aTreéM HaJl0 COOTHECTH JTy
uH(pOpMaLIMIO C BONpOCaMHU, KOTOpble JaHbl K 3audery. Eciaum wunHpopmanuun
HEJOCTATOYHO, OTBETHl HAXOAAT B MPEIJOKEHHOW MPENoAaBaTeeM JUTepaType.
Pekomennyercsa JnenaTh KpaTkue 3amnucd. Peub wuIer He o0 mmapraike, a o
(dbopMUpOBaHUM B CO3HAHUU YETKOW JIOTMYECKOM cXeMbl OTBeTa Ha Borpoc. Hakanyne
3ayeTa HEOOXOAMMO TMOBTOPUTH OTBETHI, HE 3arydibiBas B 3amucud. Bpems Ha
MOATOTOBKY K 3a4€Ty [0 HOPMaTUBaM YHUBEPCUTETA COCTABIISIET HE MEHEE 4 4acoB.

11. Ilepevyenb MH(POPMAIUOHHBIX TEXHOJIOTHH, HCIOJIb3yEMbIX MPH
OCYIIECTBJIEHNH 00Pa30BaTEJILHOIO MPOoIecca MO JUCHUIINHE (MOTYJII0)
(BKJIIOYAsl MepeYeHb MPOrPAMMHOI0 odecnevyeHusi U HH(POPMAIHOHHBIX

CIIPABOYHBIX CUCTEM (IIPH HEOOXOAMMOCTH)

NudopManinoHHbIE TEXHOJIOTUU TPUMEHSIOTCS B CIIEAYIOIIUX HANIPaBICHUSX:
oopmiIeHHE THUCHBMEHHBIX pabOT BBHIMOJIHIETCS C MCHOJIB30BAHUEM TEKCTOBOTO
penaKkTopa;

JEMOHCTpPALIMST KOMIBIOTEPHBIX MaTepUaIOB C HCIHOJb30BAHUEM MYJIbTUMEIUMHBIX
TEXHOJIOTUH;

MCIOJIb30BaHNEe MH(POPMAIMOHHO-CIIPABOYHOTO OOECIeueHus, TaKOro Kak: MPaBOBBIC
cupaBouyHble cuctembl (KoHcynmpTanT+ ™ Ap.), OHJAWH CIIOBapH, CHPAaBOYHUKHU
(I'pamora.py, Uatyur.py, Bukunenus u ap.), HaydHble TyOJIUKaIUu.

WCITOJIH30BAaHUE CIEIUATN3UPOBAHHBIX CIIPABOYHBIX CHCTEM (JICKTPOHHBIX YUYeOHUKOB,
CIPaBOYHUKOB, KOJUICKIIMK WLmocTpanmii u  (poronsolOpakeHud, (HOTOOAHKOB,
npo¢heCCUOHANTBHBIX COLMAIBHBIX CETEH U 1Ip.).

OpenOftfice Cepinka: http://www.openoffice.org/ru/

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

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

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

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

Free Commander Ccrika: https://freecommander.com/ru
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be Reader Ccpuika: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.htmlmormo

Gimp (rpaduyeckuit pegakrop) Ceblnka: https://www.gimp.org/

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

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

Adobe Reader Ccruka: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html
Onepanuonnas cucrema Windows 8.1 Jlunensuonnas Bepcus mo gorosopy Ned71\1 or
11.12.2014 r.

DeKTpoHHO-0MOIMoTeuHas cuctema bubnmokomruiekratop

HanuonanbHa anekTpoHHast OubauoTexa - gpeaepaibHOe TOCyAapCTBEHHOE OI0IKETHOE
yupexaenue «Poccuiickas rocygapcrsenHas 6uonuoreka» (OPI'BY «PI'by)

Penakiusa baszer ganusix «IIOJITPEJl CipaBouyHuKmn»
DOnexkTpoHHO-OMbHoTeuHas cucrema «JIAHDb

12. Onucanue MaTepraJIbHO-TEXHUYECKOM 0a3bl, HEOOXOAMMOM 151
OCyIIIeCTBJICHUSI 00PAa30BATEJILHOIO MPoIecca Mo TUCUUIINHE (MOTYJII0)

-KOMIIBIOTEPHBIA KJlacC W JocTynl K cetu VHTepHeT (BO BpeMs CaMOCTOSITEIbHOM
MOATOTOBKH);

-IPOEKTOP, COBMEILEHHBI C HOYTOYKOM JJisi TPOBEIEHUS JICKIMOHHBIX 3aHATUHN
MpernojaBaTesieM U MPEe3eHTALUN CTYIEHTaMH Pe3yIbTaToB padOThI

-pa31aTOYHBIN MaTepuan AJisd NPOBEACHUS IPYIIOBOIM paboTHI;

-METOJIMYECKHE MaTepuanbl K MPAKTUUYECKUM 3aHATUSAM, JIEKIUU (PYKOIIKCh,
AJNIEKTPOHHASI BEPCHS), TUJAKTHUECKUN MaTepuan il CTYJIEHTOB (TECTOBBIE 3a/laHMS,
MYJIbTUMEANITHBIE IPE3EHTALNN ).

-JIns mpoBeneHUs JIEKIIMOHHBIX HEOO0XOauMa CIeNUaIN3upOBaHHAS aAyJIUTOpUS —
OCHAIIEHHAs] UHTEPAKTUBHOW JIOCKOM.

13. OcoGeHHOCTH OPraHU3al UM 00yYeHHs MO JUCIUIIHHE 00yYAIOIIMXCS U3 YHuCia
WHBAJIHMIOB U JIMI C OTPAHUYEHHBIMH BO3MOKHOCTSIMHU 3/10poBbsi (OB3)

[Ipu HEOOXOaUMOCTH B 0Opa30BATEIHPHOM IIPOIECCE MPUMEHSIOTCS CIICTYIOITUE
METOABl M TEXHOJIOTHH, OOJIerJaronue BOCTPUITHE HWH(POPMAIMH OO0YyUYaIOIIUMHUCS
nHBanuAamMu u nuuamu ¢ OB3:

- CO3/1aHH€ TEKCTOBOM BEpCHH JIF0OOT0 HETEKCTOBOTO KOHTEHTA JIJIsi €r0 BO3MOKHOTO
npeoOpa3oBaHusl B aTbTEPHATUBHBIE (POPMBI, yIOOHBIE JIS1 PA3IUYHBIX TIOJIB30BATENCH;

- CO3/1aHM€ KOHTEHTA, KOTOPBIM MOXHO MPEJICTABUTH B PA3IMYHBIX BUAAaX 0€3 MOTEPh
TaHHBIX WM CTPYKTYPHI, MPEAYCMOTPETh BO3MOXKHOCTH MAacIITAaOMpPOBaHUS TEKCTa U
n300pakeHuil 6€3 MoTepy KauecTBa;

- CO3JIaHKM€ BO3MOXKHOCTH JUIsl 00y4YaroIuXcs BOCIPUHUMATh OJJTHY U Ty K€ UH]Op-
MAaIMIO0 U3 Pa3HBIX MCTOYHWUKOB — HANPHUMEp, TaK, YTOOBI JIUIA C HAPYIICHHEM CIIyXa
MOJTy4aan HHPOPMAIUIO BU3YAIbHO, C HAPYIIEHUEM 3PEHHS — ayTHaIbHO;
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- IPUMCHCHUC ITPOIrpaMMHBIX CpPCIACTB, O6CCHCIII/IB3,I-OIJ_II/IX BO3MOKHOCTb OCBOCHMHA

HAaBBIKOB H YMGHI/Iﬁ, d)OpMI/IpyeMBIX III/ICI.IPIHJ'IPIHOﬁ, 3a CUCT AJIbTCPHATUBHBIX CHOCO6OB,
B TOM YHCJIC BUPTYAJIBbHBIX Ha60paTOpI/Iﬁ U CUMYJEIITUMOHHBIX TGXHOHOFHﬁ;

- MPUMEHEHHUE JIUCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOJOTUN IS Tepeaadu
YECKUX 3aHSATHUM, BBICTYIUICHUS C JOKJIaJaMH W 3alllUTOM BBIMIOJIHEHHBIX pPadoT,
MPOBEACHUE TPEHUHI OB, OPTraHU3AINHU KOJUIEKTUBHOUN pabOThI;

- MPUMEHEHHUE JIUCTAHIIMOHHBIX O00pa30BATENIbHBIX TEXHOJIOTHH IJIi OpraHU3aIuu
TEKYIIEro U MPOMEKYTOUHOTO KOHTPOJIS;

- YBENTMYCHUE TIPOJOJDKUTEILHOCTH ClIauyi 00yJaroNMMCs MHBAIMIOM WM JIUIIOM C
OB3 ¢opM mnpomexyTOUYHOW aTTECTAllMM [0 OTHOIICHUI0 K YCTaHOBJICHHOM
MPOJIOKUTENILHOCTH MX CAAYM: 3a4€T U 9K3aMEH, MPOBOJUMbBIA B MUCbMEHHOU (opme,
— He Oonee yem Ha 90 MuH., IPOBOUMBIN B ycTHOU (popme — He Ooniee uem Ha 20 MUH.,
— IPOJIOJKATEILHOCTH BBICTYIUJIEHUSI 00yYaromerocs Mnpu 3aluTe KypcoBoi padoThl —
He OoJiee yem Ha 15 MuH.

14. Buabl 3aHATHI, IPOBOAMMBIX B (pJOpMe MPAKTHYECKON MOATOTOBKHU

(He TIPeyCMOTPEHO NPH H3YYEHUH JNCIHIUIHHBI)
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