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PaGowas mporpamma guctmmimabl  B1.B.14  «/lemoBeie KOMMYyHUKAIUH,
JIEONPOU3BOJICTBO M JOKYMEHTOOOOPOT» JUIsi MaruCTPOB HAIpaBICHUS MOATOTOBKU
38.04.02 Menemxment.  Marucrepckas — mporpamma  «MeEHEIKMEHT B
rocyJapCTBEHHOM M MyHULIMIAIBHOM CEKTOpe» cocTaBiieHa Ha ocHoBaHun PI'OC BO,
YTBEP)KICHHOTO TpUKa3oM MMUHHCTEpCTBA HAayKd U BBICIIETO O0Opa3oBaHUS
Poccutickoit ®exaepanuu ot 12.08.2020 Ne 952.

CocraButenb
paboueit mporpaMmbl 0.M. AOynxaupoBa

TOAITUCH

PaGouas nporpaMMa paccMOTpeHa U 0100peHa Ha 3aceaHuy KaeaApbl MEHEKMEHTA
Y TOCYJApPCTBEHHOI'O YIIPABJICHUS
ot 17 ¢pespans 2025 r., npotokos Ne 7

3aBenyromuii kKadeapoit A.P. Banuena

TOIITUCH

Pabouas nporpamma paccmotpeHna u onoopena Ha 3aceganuu Y MK ¢daxynbrera
SKOHOMHUKH, MCHEDKMEHTA ¥ HHPOPMAIIMOHHBIX TEXHOJIOTHUI
oT 14 mapra 2025 r., npotokoi Ne 6

[Ipencenarens Y MK K.M. OcmaHoB

TOAITUCH
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1.PaGouas mporpamma aucuumiuiabl b1.B.14 «/lejioBble KOMMYHHMKAIIUN,
JAeJTONPOU3BOACTBO U JOKYMEHTO000POT» I MArUCTPaTypbl HanpaBjeHHsA
noaroroBku 38.04.02 MeHeakMeHT, Marucrepckas nporpamma «MeHeI:;KMeHT B
rocy1apCcTBEHHOM M MYHMIHMIIAJIbHOM CEKTOpPe».

2.JlepeyeHb MJIAHUPYEMBIX PpPe3yJbTaTOB OO0y4YeHHSI MO JAUCHMILINHE,
COOTHECEHHBIX C IUIAHUPYEMBbIMH Pe3yJbTATAMH OCBOCHHUSI 00pa30BaTeJbHOM
NporpamMmbl

2.1. lleab n 321244 U3yYeHHs1 AMCIUATIIAHBI (MOIYJIf)

Lenv oucyunaunvl (moodyna):
— aKTyaJln3alus 3HaHUH B 00J1aCTH JEIONPOU3BOCTBA, KOPIIOPATUBHON KYJIbTYPHI
OpraHu3alliM, ICUXOJOTHYECKUX OCHOB, TUKHU U KYJIBTYPbI JIIOBOM KOMMYHHUKAIINH,
chopMUpOBATH YMEHUS U HABBIKU CO3/1aBaTh JIOKYMEHTHI Pa3HbIX TUIIOB, 3JI0KUTh
OCHOBBI ITPOheCCHOHATBLHON KOMIIETCHIIMU B 00JIaCTH JEIOBOM KOMMYHHKAIIHH.

Yuyeonwie 3a0auu oucuyunaunovt (mooyns):
— OBJIAJICTh 3HAHUSIMU U YMEHUSMHU B 00JIaCTH JEJIOBBIX KOMMYHHMKAIUI U peaan3alnuu
UX B IIPOLIECCEOOIICHUS U B3AMMOJICUCTBUS C IPYTUMH JIFOJIbMU;
— c(opMHUPOBaTh HaBBIKU MOBBIILIEHNE KOMMYHUKATUBHONW KOMIIETEHTHOCTH;
— 03HaKOMUTh C METOJMKOW COCTABIEHUS PA3IMYHBIX BUJIOB JJOKYMEHTOB;
— c(hopMupOBaTh MPAKTUYECKUE HABBIKU PAOOTHI C TOKYMEHTAIUECH;
— W3Y4YUTh TEOPHUI0 M TPAKTUKY OpraHU3alMHM JAOKYMEHTAIMOHHOTO OOeCHeqeHUs
yIpaBJICHUS B OpraHU3alMIX;
— pa3BUTh THOKOCTh MpPHU BBIOOpE ONTUMAIBHOM CTpAaTErMu U TAKTUKHU TOBEICHUS B
Pa3IMYHBIX CHUTyaUUsX I JOCTMIKEHUS JUYHBIX LEJIEH, a TaKXKe NOCTaBIEHHBIX
3azay.

2.2. [lnanupyembie pe3yabTaThl 0CBOCHUS AMCHHUIIIMHBI

[Ipouecc wm3yuenuss aucuummabl bl1.B.14  «/lenmoBble KOMMYHMKAIWH,
JeJIONPOU3BOJICTBO U JJOKYMEHTOOOOPOT» HalpaBieH Ha (JOPMHUPOBAHUE CIEIYIOIINX
KOMIIETCHIINN:
VYK-4 - Cnoco6eH npUMEHSTh COBPEMEHHBIE KOMMYHUKATUBHbBIE TEXHOJOTHH, B TOM
4yCciie HA UHOCTPAaHHOM(BIX) si3bIKe(ax), AJIs aKaJeMUYECKOTO U MPOPECCHOHATBHOTO
B3aNMOJECHUCTBHUS
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[1K-3 - CiocobeH BeCTH JeIONPOU3BOJCTBO U TOKYMEHTOOOOPOT B TOCYIapCTBEHHOU
1 MyHUITUTIATBHOU cepe
[IK-6 - CnocobeH oka3bBaTh KOHCYJIBTAIIMOHHYIO TIOJJCPKKY ICSATCIBHOCTH
PYKOBOJUTEIIS TOCYIapCTBEHHOTO U MyHHUIIUIIAIEHOTO CEKTOpa
B pe3ynbpTaTe u3ydeHUs TUCIUTIIINHBI MAarUCTPAHT JIOJDKEH:
3HaTth:
— WHTETPaTUBHbIC YMEHHUsI, HEOOXOUMbIE JIsi HAIMCAHUs, TUCbMEHHOTO TIePEBOIa
U pEeJaKTUpPOBAaHUSA PA3NIMYHBIX aKaJIEeMHUYECKUX TEKCTOB (pedeparoB, 3cce,
0030poB, ctateit u 1.1.) (YK-4.1)

— UHTETPATUBHbIE YMEHHUS, HEoOXoauMble 1 3(PQPEKTUBHOIO Yy4yacTUsl B
aKaJeMHUYeCKUX U MpodeccuoHanbHbIX AucKyccusax (YK-4.3)

— cieuu(UKy  BEJEHHS  JEJONPOM3BOJCTBA M JOKYMEHTOOOOpOTa B
rocyJapCTBEHHbIX (MyHUIMNIAIbHBIE) opranuzanusax (I11K-3.1.)

— METOAMKY TOATOTOBKM  HMH(OPMALIMOHHBIX  MaTepHaioB B  paMKax
UH()OPMALIMOHHO-AHAIIUTUYECKOM W KOHCYJbTAalMOHHOM  MOJJEPIKKHU
PYKOBOJHTENS, OpraHu3yeT NpoToKoabHble Meponpusatus (I1K-6.1.)

Ymersn:

— JIEMOHCTPUPOBAaTh MHTETpaTHUBHbIE YMEHHUS, HEOOXOAMMBbIE [UIsl HalUCaHMs,
MMCbMEHHOTO MEPEBO/IA U PEJAKTUPOBAHUS PA3IUUYHBIX aKaJEeMUYECKHUX TEKCTOB
(pedepatos, rcce, 0630poB, crateit u T.14.) (YK-4.1.)

— IEMOHCTPUPOBATh WHTETPATHUBHBIC YMEHUS, HEOOXoauMbIe s 3G (HEKTUBHOTO
y4acThsl B aKaJIeMUYECKHUX U TTpodeccuoHanbHbIX AucKyccusix (YK-4.3.)

— Yy4acTBOBaTh B O0ECIEYEHUU BEACHUS AEIONPOU3BOACTBA U JOKYMEHTOO0OpOTA
B FOCY/IapCTBEHHBIX (MyHUIIMIIANbHbIC) opranu3anusax (I1K-3.1.)

— OCYHICCTBJISITh TIOJITOTOBKY HMH(GOPMAIIMOHHBIX MaTEpPUAJIOB B  paMKax
HH(POPMAIMOHHO-AaHAIUTUUECKON W KOHCYJIBTAllUOHHOW  TMOJJIEPKKH
PYKOBOJUTENSA, OPraHU3yeT NpoTOoKoIbHBIE Meponpusitus (I1IK-6.1.)

Baagern:

— HaBBIKAMH HEOOXOJUMBIMH JJII HAMHCAHWS, NHUCHbMEHHOTO TIEpeBOJa W
pEelNaKTHUPOBAHUS PpA3IUYHBIX aKaJeMUYEeCKUX TeKCToB (pedepaToB, scce,
0030poB, crateit u T.1.) (YK-4.1.)

— HaBBIKAMH HEOOXOIUMBIMHU 711 3(PPEKTUBHOTO Yy4acTUs B aKaJEMUYECKUX U
npodeccruoHanbHbIX TUcKyccusax (YK-4.3.)
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— HaBBIKAMHU  BEJEHUS  JEJONPOM3BOJCTBA U  JIOKYMEHTOOOOpOTa B
rocyJapCTBEHHbIX (MyHULMIIAIbHbIE) opranuzanusax (I11K-3.1.)

— HaBbIKAMU  TMOJTOTOBKM  HMH(POPMAIMOHHBIX  MaTepUAJIOB B  paMKax
WH)OPMAITMOHHO-AHAIUTUYECKOM W KOHCYJBTAllMOHHOW  TOJIACPIKKHU
PYKOBOJIUTEIIS, OpraHu3yeT NpoToKoabHbIe MeporipusaTus (ITK-6.1.).

3. Mecro aucuuminnabl B crpykrype OIIOIL

Huctummuaa b1.B.14  «JlenoBble KOMMYHUKAIMHU, JACIONPOU3BOACTBO U
JIOKYMEHTOO0OPOT» OTHOCUTCS K JUCHUIUIMHAM YacTd, GOpMHUpYyEeMON y4aCTHUKAMHU
00pa3oBaTeNbHbIX OTHOIICHUH Y4eOHOro IJIaHa.

4. O0beM QM CHUTIHHBI (MOILYJIA)
(B 3aueTHBIX EIWHUIIAX C YyKa3aHHEM KOJHMYECTBAa aKaJACMUYECKUX WM
ACTPOHOMHUYECKUX YacOB, BBIJICJICHHBIX HAa KOHTAaKTHYIO palbOTy OOYydYarolIuxcsi C
npernojaBareneM (IO BHUJAM YYEOHBIX 3aHSATHM) W Ha CaMOCTOSATEIIBHYIO paboTy
00yJaroIMXcsl)

KoHTakTHBIE Yackl
OO0mee KOJI-BO KonTpons
Cemectp KOJI-BO 3au. 126. | P cem. CP (Bpems Ha
4acoB €JINHHUI] Beero | sex sam. |72 sam. us KOHTPOJIb)
1 108 3 42 18 24 39 Ok3 (27 4.)
Htoro mo OPO 108 3 42 18 24 39 27

5. Copep:kanue IUCHMIUIMHBI (MOAyJisi) (CTPYKTYPMPOBAHHOE IO TeMaM
(pa3aenaM) ¢ yKa3aHHeM OTBEJICHHOI0 HA HMX KOJHMYECTBA AKAAEMHUYECKHX HJIH
ACTPOHOMHUYECKHUX YACOB U BUA0OB YUCOHBIX 3AaHATHIA)

KomnuuecTBo yacos

Haumenoanue Tem ouHast hopma 3a04Hast popma Popma

(pasnenos, monyneit) | £ B TOM 4HCIIE & B TOM YHCIIE TeRymero
8 8 KOHTPOJIS
“ | n | na6 mp |cem| U3 | CP B 1 |na6 mp |cem| U3 | CP

1 213|456 7|8|9|10|11]|12]13]14]15 16
Tema

Tema 1. DTuka

JIEJIOBOTO OOILEHUS:

OCHOBHBIE aCIIEKThI

Ha 20 4 4 12 YCTHBIT OIpoc

TOCYJIapCTBEHHHOU U

MYHHULIUNAIBHON

CITyX)0e

Tema 2. Pons

JIMYHOCTHOM

3(1)(1)6KT1/IBHOCTI/I u 15| 2 4 7 1?;1?;;21

JICIIOBO

KOMMYHUKAIIAN
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Tewma 3.
IIcuxomornueckoe
OCHOBBI JIEJIOBOTO

A 10| 2 4 4
oO01enns. SI3pIK
JIEJI0OBOr0O OOIIEHUS.

pedepar

Tema 4. JlenoBbie
KOMMYHHKAIIWU:
BUJIBI, TIPABUJIA,
STaIlbl.

10| 2 4 4

YCTHBIi onpoc

Tema 5. 3amura
JIEIIOBOM
nHpOPMAIIH KaK g | 2 2 4
aCIIEKT JIEJIOBOTO
oO1eHus

TECTOBBIN
KOHTPOJIb

Tewma 6.
Jenonpon3BoacTBO B
cucreme
TOCYJapCTBEHHOTO U
MYHUIUIIAIBHOTO
yIpaBIE€HUS

pedepar

Tema 7.
JokymeHT0o000pOT B
cucTeMe
rOCY/IapCTBEHHOTO U 1012 4 4
MYHUIUIIAIBHOTO

YIPABJICHUS

YCTHBII onpoc;
TECTOBBIN
KOHTPOJIb;

pedepat

Bcero gacos 3a g1 | 18 24 39
1 cemectp

dopma npomex.
p P OKk3ameH - 27 4.
KOHTPOJIA

Bcero yacon
JUCIHHUILTHHE

81 ] 18 24 39

9acoB Ha KOHTPOJIb 27

5. 1. TemaTnueckuii JIAH JEeKINH

Tema 3aHATHA U BOIIPOCHI JICKIIMH

Ne nekig

dopma

IMpOBEC-ACHUA

(axTuB.,
MHTEPAK. )

KomnnuectBO
4acoB

OD0O | 3P0

=

Tema 1. DTrka nenoBOro OONIEHUS; OCHOBHBIE
aCIEKTHI Ha TOCYIapCTBECHHHOU U
MYHUIIMTIATIBHOM CITy»)0e

AKT.

4
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OcHogHble 80NpPOChL:

YHUuBepcaabHbIC 3TUYECKIUE MPUHITAIIBI U
O0COOEHHOCTH UX MPOSBICHUS B PAKTHKE
JIEJI0BOr0 OOIIEHUS

dopMHUpOBaHUE ATUKH JICTIOBOTO OOIICHUS:
BOCTOYHAsSI M 3aMaHast TPAIUIIHH.

OTHKa MEXIMYHOCTHBIX OTHOIIICHUH.
[TonsaTHe nen0BOro oOIIEHHS U €r0 OCOOEHHOCTH.
[enu, 3agaun U PyHKIIUU AETOBOTO OOIIICHHUS.

Tewma 2. Ponb mMuHOCTHOM 3P (HEKTUBHOCTH U AKT. 4
JI€JI0BOM KOMMYHHUKaIUU

Ocnognbie 6onpocul:

JInu”oCTh B opranu3auuu. PakTopsl,
OIIpEACIAIONINE TIOBEICHUE YETIOBEKA B
OpraHu3alNH

[IposiBeHUs: MHANBUYAIBHO-TICUXOJIOTHUYECKUX
0COOEHHOCTEN MepCoHaNa B IpoIecce AET0BOI0
OOLIEHMSL.

HopwmatuBHbie mpaBoBbie akThl (heeparbHbIX
OpraHoB rOCyAapCTBEHHOW BJIACTH,
peryiupyromue 10KyMeHTallMOHHOE
obOecrieueHre ynpaBaeHUs.

HccnenoBanne KOMMYHUKATUBHOM
KOMIIETEHTHOCTH.

Tewma 3. Ilcuxomornyeckoe OCHOBBI JE€I0BOTO AKT. 2
o01IeHus. SI3bIK IET0BOT0 OOIIEHHUS.
OcHogHble 80NPOChHL:

[Icuxonorudeckasi CyImmHOCTh yIPABIICHHUS.

CDaKTOPBI, BBI3BIBAIOIIHUC IICUXOJIOTHYCCKYIO
HaIIPpAKCHHOCTD.

Bussr ynpaBneHYeCKUX JOKYMEHTOB.
CriocoObl U yTH MPEAYNPEKICHUS U

paspenieHus KOHPIUKTOB. CTpecchl U
CTPECCOBBIE CUTYAIUH.

Tewma 4. JlenoBble KOMMYHUKAIUU: BUJIBI, AKT. 2
IIpaBUJIa, 3TAIIbI.
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Ocnosnvie 60npocol:
OcCHOBHBIE BUBI JIEJIOBOT'O OOIIECHUS.

Oco0eHHOCTH JIeIOBOTO OOIICHHUS B
OpraHM3alu: BUAbI OOLIECHUS, TPYIIIBI
Y4aCTHUKOB OOIIeHUS; (POPMBI OOIICHHUS.

[TyOnuuHbIe BHICTYIUICHUS U YIacTHE B
JTUCKyCCHsIX (pPEKOMEHJaluu, TpeOOBAHUS U
OTrpaHUYEHUS CO CTOPOHBI JEJI0OBOI0 3TUKETA).
[TpaBuiia OArOTOBKH IyOJUYHOTO BBICTYILIICHHUSL.
®opMbI MyOIUYHOTO BHICTYIUICHHUS.

Tema 5. 3amuTa aenoBoit HHGOpMaLIMK KaK AKT. 2
ACIIEKT JIEJIOBOr0 OOIIEHUS

OcHosHbie 60npoChl:
['ocynapcTBeHHas TaiiHa (TpuU KaTerOpuu

CEKPETHOCTH: CBEJEHUSI 0COO0N Ba’KHOCTH;
CoxpaHHOCTh KOMMEPYECKOU TallHBI.

[TocTanoBKa rpu()OB CEKPETHOCTH.

VYTeuka nHpopManuu B OLIEHKE
3aKOHOJIaTEILCTBA, KOMMEPUYECKHX PUCKOB U
JIEJIOBOTO ITHUKETA.

[lepconanbHbIC JaHHBIE, TEKYIIHE TJIAHBI,
CBEACHUS O KOH(QIMKTHBIX CUTYalUsX B
KOJUIEKTHUBE KaK OXPaHSIEMbIe OOBEKTHI
(oOcyXaeHHe ITUUECKON CTOPOHBI
poOJIEMATUKH ).

Tema 6. Jle1onpon3BOACTBO B CUCTEME AKT. 2
rocyJJapCTBEHHOTO U MYHUIIMTIAJTLHOTO
yIpaBJICHUs

OcHosHble 6onpocewi.

JIOKyMEHT KaKk OCHOBHasi popMa JIeJTI0BOTO
OOIIICHYSL.

[Tonsitue 3¢(HEeKTUBHOTO TOKYMEHTA U TapaHTUU
¢ PekTUBHOCTH, pa3pabOTaHHBIC IICUXOJIOTHUEN
JIETIOBOTO OOIIEHUS U JCIOBBIM dTHKETOM.

3asBieHus1, COOOUIEHUS U OOBSICHEHUS B JEIOBOM
cdepe. CoctaB peKBU3UTOB JOKyMeHTa. [IpaBumna
oopMIIEHUSI PEKBU3UTOB.
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CocraBneHnue u opopMIIEHHE OpraHU3aluOHHO-
IIPABOBBIX JOKYMEHTOB: YCTaB, YUYPEAUTEIbHbBIN
JIOTOBOP, MOJIOKEHUE 00 OpraHu3aliiy,
IIOJIOKEHHUE O CTPYKTYPHOM I1OJpa3/IeIICHUH,
perlaMeHT, HHCTPYKLUS, JOJDKHOCTHAS
WHCTPYKIMSA, IITATHOE PACIIMCAHUE.

Tema 7. JIokyMEHTOOOOPOT B CUCTEME
roCy1apCTBEHHOT'O ¥ MYHUITUIIAIbHOTO
YIIPaBJICHUSA

OcHo8Hble 8ONPOCHL:

JIOKyMEHTHUPOBAaHHUE YIIPABICHYECKOMN
JIESITEILHOCTH U IOTOBOPHO-ITPABOBBIX
OTHOIIICHUM YKOHOMUYECKOM JACATCIbHOCTH.
O6mue mpaBuiia 0QOPMIICHHS TOKYMEHTOB.

XapaktepHble 0COOEHHOCTH 3P(HEKTUBHOTO
CTWJISI IUChMa.
CrpaTerusi HanucaHus MUCbMEHHBIX KaJo0.

AKT.

Hroro

18

5. 2. Tembl NpaKTHYECKHUX 3aAHATHI

Ne zausaTusa

HaunmenoBanue IMPAKTUYCCKOI'O 3aHATHUA

dopma
IPOBE-JICHHS
(axTHB.,
WHTEpaK.)

KonnuecTBO
qacoB

O0P0

300

=

Tema 1. DTrkKa nenoBOro oOIIEHUS: OCHOBHBIE
aCIeKThl Ha TOCYJapPCTBEHHHOMN U
MYHUIUNIATBHOM ciTy:x0e

OcHoBHblE BONPOCHL:

YHUBEpPCATbHBIE ATHYCCKUE TTPUHITUTIBI |
0COOCHHOCTH UX MPOSIBICHUS B IPAKTHKE
JIEJIOBOr0 OOIIEHUS

dopMUpOBaHUE ITUKU JIETOBOTO OOIIECHUS:
BOCTOYHAsI M 3aN1aJHasl TPAJAHULIMH.
OTHKAa MEKIMYHOCTHBIX OTHOILIEHUH.

[ToHsAaTHE NETOBOrO OOIIEHUS U €T0 OCOOEHHOCTH.
Lenu, 3agaun v GYHKIUU ASTOBOTO OOIIEHHS.

AKT.

4
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Tema 2. Ponb muaHOCTHOM 3P (HEKTUBHOCTH U AKT. 4
JEJTIOBOM KOMMYHUKAIUU

Ocnognbie 60npocwl:

JImunocte B opranusauun. GakTopsl,
OTpeIeIONIMe TOBEICHUE YEIOBEKa B
OpraHu3aIiu

[TposiBieHUS MHANBUTYTBHO-TICHXOJIOTHYECKUX
0COOCHHOCTEH TIepcoHaja B IPoIecce eT0BOTO
0011IeHUS.

HopmatuBHbie paBoBbi€ akThl (heieparbHbIX
OpraHoOB rOCyAapCTBEHHOW BJIACTH,
PEryJIMPYIOIINE TOKYMEHTAIHOHHOE
obOecrieueHre ypaBIeHUs.

HccenenoBanne KOMMYHUKATUBHOM
KOMIIETEHTHOCTH.

Tewma 3. [Icuxosoruyeckoe OCHOBBI I€JTOBOTO AKT. 4
oO1reHus. SI3bIK JIEJI0BOTO OOIIEHU.

OcHogHble 60Npocyl:

[Icuxonoruyeckasi CyImHOCTb yIPABIICHHUS.
@DaKkTOPHI, BBI3BIBAIOIINE TCUXOJIOTHICCKYIO
HaIPSKEHHOCTb.

Bunbl ynpaBieHYeCKUX JOKYMEHTOB.
CriocoObl ¥ yTH MPEyNPEKICHUS U
paspetnieHuss KoHGIUKTOB. CTpecchl U
CTPECCOBBIC CUTYAITUH.

Tewma 4. JlenoBsle KOMMYHUKAIUU: BUJIBI, AKT. 4
npaBuja, 3Tarbl.

OcHognbie 6onpocul:

OCHOBHBIE BUBI JET0BOT0 OOIIIEHHUS.

OcoOeHHOCTH JIeI0BOTO OOIICHHUS B
OpTaHu3alluu: BUIbI OOIICHUS, TPYIIIbI
YYaCTHUKOB 0OIIEHUS; (POPMBI OOIICHHUS.

[TyOnuuHbIe BHICTYIICHUS U Y4acTHE B
JTUCKyCCHsIX (pPEKOMEHIaluu, TpeOOBAHUS U
OTrpaHUYEHUS CO CTOPOHBI JEIOBOr0 3TUKETA).
[TpaBuiia OArOTOBKY IMyOJUYHOIO BBICTYILIIEHMSL.
®opmbl MyOIMYHOTO BHICTYILICHUS.
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Tema 5. 3ammuTa AenoBoit HHGOPMAITMHU KaK AKT. 2
ACIIEKT JICJIOBOI0 OOIICHMS

OcHosHble 8ONPOCHL:

['ocynapcTBeHHas TaifHa (TpU KaTEroOpuu
CEKPETHOCTH: CBEJICHUSI 0COOOM BaXKHOCTH;
COBEPIIEHHO CEKPETHBIE U CEKPETHHIE).

CoxXpaHHOCTh KOMMEPYECKOU TalHBI.
[TocranoBKa rpudoOB CEKPETHOCTH.

VYTeuka nHopManu B OIIEHKE
3aKOHOJIATENbCTBA, KOMMEPUYECKUX PUCKOB U
JIETIOBOTO DTHUKETA.

Tema 6. Jlenonpou3BoOACTBO B CUCTEME AKT. 2
roCy/1apCTBEHHOI'O ¥ MYHUITUIIAILHOTO
yIpaBJICHUS

Ocnognbie 60npocwl:

JIOKyMEHT KaK OCHOBHasi popMa JI€0BOTO
OOLIEeHMUS.

[TonsiTue 3¢ (HeKTUBHOTO TOKYMEHTA U TaApaHTUU
s dexTuBHOCTH, pazpaboTaHHbIE TICUXOJIOTUEH
JIEJI0BOTO OOIIEHUS U AEIOBBIM ATUKETOM.

3asgBJICHUS, COOOIIEHUS U OOBICHEHUS B JIETIOBOU
chepe. CocTaB peKBU3UTOB JOKyMeHTa. [IpaBuia
o opMIICHUST PEKBU3UTOB.

Tema 7. JIokyMEHTOOOOPOT B CUCTEME AKT. 4
rOCyapCTBEHHOTO M MYHUITMTIAIIBHOTO
YIPaBJICHUS

OcHosHbvie 80npoChl:

JIOKyMEHTUPOBaHUE YIIPaBICHYECKON
JESATETLHOCTH M JIOTOBOPHO-TIPABOBBIX
OTHOIIIEHUM YKOHOMHYECKOMN AESITEIbHOCTH.
O6mue npaBuiia 0hOPMIICHHS TOKYMEHTOB.
XapakTepHble 0cOOeHHOCTH 3 (PEKTUBHOTO
CTWJISI TUChMA.

Crpaterust HanmMcaHus MUCbMEHHBIX Kayoo.

HUroro

11
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5. 3. TeMmbl ceMMHAPCKHX 3AHATHH

(He TpeyCMOTPEHbI Y4eOHBIM TIIIAHOM)

5. 4. Ilepevensb J1a00paTOPHBIX padoT

(HE TIPelyCMOTPEHO Y4eOHBIM IITAHOM)

5. 5. Tembl HHAMBUAYAJIBHBIX 3AHATHH

(HE TIPelyCMOTPEHO YYeOHBIM IITAHOM)

6. IlepeyeHb yueOHO-MeTOAUYECKOTO O0eCIIedeHUs IJIsl CAMOCTOATEILHOM
padoThl 00yYAOMIUXCH 1O AUCIHUTIIAHE (MOLYJII0)

CamocrosiTennbHasi paboTa MO JaHHOW JUCHUIUIMHE BKJIIOYACT Takue (HOpMBI
paboThl Kak: paboTa ¢ 0a30BBIM KOHCIIEKTOM; IOJTOTOBKA K YCTHOMY OIIPOCY;
MOATOTOBKA K TECTOBOMY KOHTPOJIIO; MOJrOTOBKA pedepara; MoAroToBKa K SK3aMeHYy.

6.1. Cogep:kaHue caMOCTOSATEJIbHON Pa00OThI CTYAECHTOB 0 AUCHUILINHE (MOTYJII0)

N HammeHnoBaHue TeM u BOITPOCHI, BBIHOCUMBIC Ha Ko-Bo yacos
0

®opma CP
CaMOCTOSTEIIbHYIO paboTy Od0 | 3P0

1 |Tema 1. DTuka n1en0BOro OOIIEHNSA: OCHOBHEBIE TOATOTOBKA K
o YCTHOMY ONpPOCY
aCIEeKThI Ha TOCYIapPCTBEHHHOW U 12
MYHUIUTIIATBHOM ciTy:x0e

OcHOBHBIE BOIIPOCHI:

CymHOCTb, HANIPABJICHUS U BH]IBI
JIOKYMEHTAIMOHHOTO 00€CIIeUeHUs YIIpaBiICHUS

(1eyIonpou3BOACTBA).

Tpanuiuy U npaBuUiia TPUKA3HOTO
JIeJIoNpor3BoicTBA. Opranusanus u
pPETyJIMPOBAHUE KOJUICKCKOTO AEIONPOU3BOICTBA.

Opranuzanus U peryJimpoBaHUE MUHUCTEPCKOTO
JEJI0NPOU3BOCTBA.

2 |Tema 2. Ponb nuaHOCTHOM (P PEKTUBHOCTH U TO/rOTOBKA K
“ YCTHOMY OTIPOCY 7

JIEIIOBOM KOMMYHUKAIIUH

OCHOBHBIE BOIIPOCHI:

CymHOCTb, HANIPABJIECHUS U BUJIbI

TOCY/IapCTBEHHOTO PEryJIUpPOBaHUS

JIOKYMEHTAIMOHHOTO 00€CTeUeHUs yIIpaBiIeHUsI.
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3aKOHOIIaT€JII>HOC PETYIINPOBAHHUC
JAOKYMCHTAIIMOHHOI'O oOecrieucHus YHpaBJICHUS.

HopmatuBHbie paBoBbi€ akThl (heieparbHbIX
OpPraHoOB rOCYAapCTBEHHOW BJIACTH,
PETryJIMPYIOINE TOKYMEHTAIHOHHOE
obOecrieueHre ynpaBaeHUs.

Tema 3. Ilcuxosornueckoe OCHOBBI JE€JI0BOTIO TNOAroTOBKA
pedepara 4

o0mIeHus. SI3bIK IEI0BOrO OOIIEHU.

OCHOBHBIE BOTIPOCHI:

OO6muiee nmoHsATHE 00 YIPABIECHYECKOM JTOKYMEHTE.

CBoiicTBa ¥ (PyHKIIMU yIPABICHYECKUX
JIOKYMEHTOB.
Buapl ynpaBiieHUECKUX JOKYMEHTOB.

Tema 4. JIesioBbIE KOMMYHUKAIIMU: BUIBI, TIOArOTOBKA K
TECTOBOMY 4
MpaBUJIa, dTAIbI. KoHTpOIO
OcHOBHBIE BOIPOCHI:
HopmatuBHo-MeToAMYEeCKas 6a3a
JIOKYMEHTUPOBAHMS YIIPABJICHUYECKOMN

ACATCIBHOCTH.

CocTaB peKBU3HUTOB YIIPABICHUYECKHAX
JIOKYMEHTOB.

[IpaBuna opopMiieHUss pEKBU3UTOB
yIPaBIECHYECKOTO TOKYMEHTA.

Tewma 5. 3amuTa nenoBoil HHGOpMaIUU Kak TO/IrOTOBKA K
YCTHOMY OIIPOCY 4

aCIeKT JIeJI0OBOro O0IEeHNUs

OCHOBHBIE BOIIPOCHI:

OCHOBHBIE HOHSTHS JIEKTPOHHOTO

JEJIOTIPOU3BOJICTBA

Cucrema dBTOMAaTu3aluu JCIIOIPOU3BOACTBA

DJIEKTPOHHOE JOKYMEHTUPOBAHUE

Tema 6. Jlenonpous3BOJACTBO B CUCTEME TOATOTOBKA K

TECTOBOMY
roCyapCTBEHHOT0 M MYHUIIMIIAIIBHOTO KOHTPOIIO 4
yIpaBlICHUS

OCHOBHBIE BOIIPOCHI:
CyIIHOCTh U OCHOBHBIE XapaKTEPUCTUKHU
JIOKyMEHTOO0O0pOTA.

13
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Jralbl IBMKEHUS JOKYMEHTOB B OpraHU3aliu
(yupexxaeHun).

Opranu3zanus paboThl ¢ JOKYMEHTaMH
PYKOBOJUTEIIEH U UCTIOJTHUTENEH.

7 |Tema 7. JlIokyMeHTOOOOPOT B CUCTEME TO/IrOTOBKA K

roCy1apCTBEHHOT'O ¥ MYHUITUIIAIIbHOTO
YIIPaBJICHUSA

OCHOBHBIE BOIIPOCHI:

JIOKyMEHTHUPOBAaHHUE YIIPABICHYECKOMN
JIESITEIIbHOCTH U JIOTOBOPHO-IIPABOBBIX
OTHOIIECHNH YKOHOMHUYECKOMN AeSITCIILHOCTH.
O6mue mpaBuiia 0QOPMIICHHS TOKYMEHTOB.
Crparerust HanMcaHus MMCbMEHHBIX Kayoo0.

TECTOBOMY
KOHTPOITIO

Hroro

39

7. ®OHJ OLIEHOYHBIX CPEACTB /ISl IPOBECHUSA NMPOMEKYTOUHOM aTTeCTAlNH

00y4JaImuxcs no JUCHUIINHE (MOTYJII0)

7.1. Ilepeyenb KoMNETEeHIMI ¢ YKa3aHUEM 3TAnoB ux opMupoBaHus B
npoiecce 0CBOeHUsI 00pPa30BaTe/bHOI NMPOrPaMMbl

Jeckpun O1ieHOYHBIC
Komnerenunu
TOPBI cpelcTBa
YK-4
3HaTh WHTETPAaTUBHBIC YMEHUS, HEOOXOUMBIE /ISl HAITUCAHMUS,

MACbMEHHOI0 MIEPEBOJA U PEAAKTUPOBAHUS PA3IMYHBIX
aKaJIeMUYECKUX TeKCTOB (pedepaTon, acce, 0030poB,
crateii u T.1.) (YK-4.1); unTerpatuBHbIC yMEHUS,
HeoOxoauMmble 117151 3P (HEKTUBHOTO yHaCTHS B
aKaJeMUIeCKNX U mpodeccrnoHambHbIX quckyccusax (VK-

4.3)

YCTHBIN OIIPOC;
pedepart

YMmethb

JIEMOHCTPHUPOBATHh UHTETPATUBHBIC YMEHHS,
HEO0OXOAUMBIC NIl HAITMCAHUS, TMCbMEHHOTO TIEPEBO/IA U
pPEIAKTUPOBAHUS PA3TUYHBIX aKAJIEMHUYECKUX TEKCTOB
(pedepatos, rcce, 0630poB, crateit u T.1.) (YK-4.1.);
JIEMOHCTPHUPOBATHh UHTETPATUBHBIC YMEHHS,
HeoOXxoauMbIe 11 3PHEeKTUBHOTO y4acTHs B

aKaJeMHU4ecKuX U npodeccnoHanbHbIX uckycceusx (YK-
4.3.)

TECTOBBIU
KOHTPOJIb

14
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Baagerns

HaBBbIKAMH HEOOXOUMBIMHU JIJIs1 HAITUCAHUSI,
MUCHbMEHHOI0 TIEPEBOIA U PEAAKTUPOBAHUS PA3IMUYHBIX
aKaJIeMUYECKUX TeKCTOB (pedepaTon, 3cce, 0030poB,
crareit u T.1.) (YK-4.1.); HaBbIKaMH HEOOXOAUMBIMU JIJIsI
() PEKTUBHOTO Y4acCTHs B aKaIECMUUCCKUX U
npodeccronanbHbIX quckyccusx (YK-4.3.)

JOK3aMCH

IK-3
3HaTh cnenudUKy BeJICHUS JeIONPOU3BOCTBA U 5
JIOKYMEHTO00O0pOTa B TOCYAapCTBEHHBIX YCTHBIN OTIPOC,
(myHununanbhbie) opranuzanusax (I1K-3.1.) pegepar
YMeTe  |ygacTBOBATh B 00CCIICUCHUH BEICHUS JEIOMPON3BO/ICTBA
U JIOKYMEHTO0OO0POTa B TOCYIapCTBEHHBIX TECTOBBIN
(myHununanbhbsie) opranuzanusax (I1K-3.1.) KOHTPOJIb
Baaners |HaBBIKaMU BEJICHUS JISTOMPOU3BOICTBA U
JIOKyMEHTOO00pOTa B TOCYAAPCTBEHHBIX dK3aMeH
(mynununanbaeie) opranuzanusax (I1K-3.1.)
ITK-6
3Harpb METOMKY MOJATOTOBKH MH()OPMAITMOHHBIX MaTepHAJIOB B
pamMKax MH(pOpPMaIMOHHO-AaHATUTUYECKOU U 5
KOHCYJIGTAlMOHHOM TIOIEPKKU PYKOBOIUTEIS, YCTHBIH OTIPOC,
opranu3yeT npotokoibHble MeponpusTusa (ITK-6.1.) pedepat
YMeTs  |OCYILECTBIIATH MOATOTOBKY MH(DPOPMALIMOHHBIX
MaTepHaoB B paMKax HH(POPMAITMOHHO-aHATUTHIECKON .
Y KOHCYJIbTAIIMOHHOW TTOJICPKKH PYKOBOIUTEIIS, TCCTOBLIH
opranu3yeT npotokoJibHbie MeponpusTus (ITK-6.1.) KOHTpOIL
Baagers |HaBBIKaMU MTOATOTOBKH HH(POPMAIIMOHHBIX MaTECPHAIIOB B
pamMKax WH(pOPMAIMOHHO-aHATUTHYECKON U
KOHCYJIbTAIIMOHHOW MOICPIKKH PYKOBOIUTEIS, K3aMEH

opranu3yeT npotokoiibHbie Meponpustus (ITK-6.1.).
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7.2. Onucanne nmoKasareJsieil U KpuTepueB OLCHUBAHUS KOMIIETEHIUI HA
Pa3IMYHbIX 3Tanax ux GOpMHUPOBAHNS, ONIMCAHNE IIKAJI OLCHNBAHUS

YpoBHU c(HhOPMUPOBAHHOCTH KOMIIETEHIIUN

OHCHO‘-IHBIe . JlocTaTouHBIH .
KommerenTHOCTE bazoBbsrit YPOBCHb Bricokuit YPOBCHb
CpcacCTBa YPOBEHb
HeC(l)OpMI/IpOBaHa KOMIICTCHTHOCTH KOMIICTCHTHOCTHU
KOMIICTCHTHOCTH
YCTHBIH OIIPOC CryneHT He CryneHt CryneHT noiHo, ¢ |CTyAeHT N0JIHO,
CIOCOOEH JaTh HEIOJIHO, HECYILIECTBEHHBIM |TITyOO0KO,
OTBET Ha MOBEPXHOCTHO, HE |1 3amMe4aHussMu  |0OOCHOBAaHHO
3a/laHHBIN BOIIPOC [0OOCHOBAHHO OTBEYaeT Ha OTBEYAET Ha
OTBEYaeT Ha 3aJlaHHBIE 3aJlaHHbIE BOIIPOCHI
3aJlaHHbIE BOIIPOCHI
BOIIPOCHI

TECTOBBII KOHTPOJIb

Menee 59%
BepHI)IX OTBCTOB

60-74% BepHbIX
OTBETOB

75-89% BepHBIX
OTBETOB

90-100% BepHBIX

OTBCTOB

pedepar

Marepuan e
CTPYKTYPHPOBaH
6e3 yueta
cneunduku
poOIeMbI

Marepwuain cinabo
CTPYKTYpUPOBaH,
HE CBS3aH C paHee
U3yYCHHBIM, HE
BbIJICJIEHBI
CYIIIECTBEHHbIE
PU3HAKH
poOIeMBI.

Marepuan
CTPYKTYpUPOBaH,
odopmiieH
COIIACHO
TpeOOBaHUSM,
OJIHaKO €CTb
HECYIIECTBEHHBIE
HEJOCTaTKH.

Marepuan
CTPYKTYPHUPOBaH,
oopmien
COTJIaCHO
TpeOoBaHUAM
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JK3aMEH Hemonctpupyerces |[Iemonctpupyercs |[Iemonctpupyercs |IeMoncTpupyercs
HE3HaHUe oOuiee 3HaHME JIOCTaTOYHO riy0okoe u
M3y4aeMoro M3y4aemMoro IIOJIHOE 3HAHUE IIPOYHOE YCBOEHUE
TEOPETHUYECKOI0  |TEOPETUYECKOr0  |TEOPETUYECKOr0  |TEOPETUYECKOTO
Marepuana u Marepuana u Marepuana u Marepuania u
HEJOCTATOYHBIM  |HEJOCTATOYHBIM  |JOCTATOYHBIN BBICOKas
YPOBEHb YPOBEHb YPOBEHb aJalTUBHOCTh
IIPAaKTHYECKOTO IIPAKTHYECKOTO YCTOWYUBOIO IIPAKTHUYECKOIO
HaBbIKA HaBbIKA IIPAKTHYECKOTO HaBbIKA

HaBbIKA

7.3. TunoBble KOHTPOJILHBIE 33JAHUS WU HHbIe MATEPUAJIbI, HEOOXOTUMBbIE ISl
OlleHKHU 3HAHM, YMEeHHUI1, HABBIKOB U (WJIN) ONbITA 1eATEJIbHOCTH,
XapaKkTepu3yInX 3Tanbl (JOpMUPOBAHUA KOMIIETEHIMIA B Mpolecce 0CBOEHUs
00pa3oBaTeIbHON MPOrpaMMbl

7.3.1. IlIpumepHbIe BONPOCHI AJISI YCTHOI'O OIIPOCa

1. YHHuBEpCAIbHBIC dTHYECKUE TIPUHIIUIBI 1 OCOOSHHOCTH WX MPOSIBICHUS B MPAKTHKE
JIEJI0OBOTO OOIIICHUS.

2. ®opMUpPOBAHHUE ITHKH JCIOBOTO OOIICHUS: BOCTOYHAS M 3amagHasi TPaIUIIHH.
3.0ThKa MEXKJIMYHOCTHBIX OTHOIIeHUN. OCHOBOMOJAraromue MNPUHIUNBI AEI0BOIO
OOIIEHNs: TOPSAIOYHOCTh, YECTHOCTh, O0S3aTCIIBHOCTh B COOJIOCHUU JOTOBOPOB,
BEXKJIMBOCTh M1 BHUMATEILHOCTD K JICJIOBBIM IMApTHEPAM.

4.ITpodeccuonanbHas ITUKA.

5.91trdeckue mpoOIEMBbI IETOBBIX OTHOIICHUIA.

6.1lonsaTHE AE710BOTO OOIICHUS M €r0 OCOOCHHOCTH.

7. Uenu, 3anaun ¥ PyHKIIUU JEIOBOTO OOIICHHUS.

8. Buasl 1emoBoro oomeHus.

9.0OcHOBHBIC NMPUHITUIIHI ACIOBOTO OOIICHUS.

10.TpebGoBanus K ypOBHIO 3HAaHUH U YMEHUN B 00JIACTU JISTIOBOTO OOIIEHUS.

7.3.2. IlpumepHbIe BONPOCHI AJIs1 TECTOBOT0 KOHTPOJIS

1.Kakoit BapuaHT oopmiIeHHsS pEeKBH3UTa «AJpecar» COOTBETCTBYET TPEOOBAHUSIM
I'OCT P 6.30-2003?

1. JupexTopy mikosnsl Ne 269

Marseesou Tamape IletpoBHe

2. qupexropy mikonsl Ne 269 Marseesoit T.I1.

3. 129128, Mocksa, yi. Poctokunckas, 7

Hupexropy 1mkoibl Ne 269 r-xe Marseesoit T.I1.

4. Tupexktopy MockoBckoit kol Ne 269

T.I1. MarBeeBou
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2.0TMeThTE BapUaHT MPABWIBHOTO OGOPMIICHHS MOANUCH JIOKYMEHTa Ha O0O0IeM
omanke yupexaenus ['.B. CugopoBbIM, HCTIONHSIONIAM O0S3aHHOCTH PYKOBOJHUTEIIS
yupexaenus A.W. [lerpoBa B €ro B OTCYTCTBHE?

1. N.0. nupekropa JInunas noanuck Cugoposa I'.B. Cunopos
2./ dupextop JInynas noanucs Cunoposa A.N. Iletpos
3. 3a lupekTop JInunas noanuchk Cuaoposa A.N. Iletpos
4. 3a nupekTopa JInunas noanuck Cugopona I'.B. Cunoposn

3.Kakoit BapuanT odopmieHus pekBuzuTa «['pud cormacoBaHus IOKYMEHTa» B
Cllyyae COTrJlaCOBaHMS IUIaHA KOJUIETHAJIbHBIM OPTaHOM COOTBETCTBYET TPEOOBAHUSIM
I'OCT P 6.30-2003?

1. COI''TACOBAHO

MPOTOKOJIOM 3aCEAaHUsI METOAMYECKOTO COBETA

ot 12.07.2023 1. Ne 16.

2. COI''TACOBAH

[TpoTokoi0oM 3acenaHusi METOJIUUECKOTO COBETA

or 12.07.2023 r. Ne 16.

3. COI''TTACOBAHO

IIpoTokoin 3acegaHusi METOJIMYECKOTO COBETA

oT 12.07.2023 1. Ne 16.

7.3.3. IlpumepHbIe TeMbl 1J151 COCTaBJIeHUs pedepara
1. KoMMyHHKaLHs KaK OCHOBA JEJI0BBIX OTHOLIECHUM.
2.KOMMyHMKaTHBHAas KyJIbTypa COBPEMEHHOTO CIIEIIUAIUCTA.
3.00paTHas CBsI3b B JIEJI0BOM KOMMYHUKAIUH, YCIIOBUS €€ A (PEKTUBHOCTH.
4.9TuKa U MICUXOJIOTUSI PEUEBOM JIEJIOBOM KOMMYHHKAIIUU.
5.Tpu KaTeropuu CEKpPETHOCTH: CBEJEHUS 0CO00M BaXKHOCTHU; COBEPILIEHHO CEKPETHHIE
U CEKpETHBIE.
6.CoxpanHOCT, KOMMepueckoil TaifHbl. [locTaHoBka TpU(OB CEKPETHOCTH.
PerynupoBanue nomycka.
7.YTeuka wuH(OpMalMK B OLEHKE 3aKOHOAATEIhCTBA, KOMMEPUECKHX PHUCKOB U
JEJTO0BOTO ATHUKETA.
8.OCHOBHBIE CTaauU JIE€JOBBIX MEPErOBOPOB: MOATOTOBKA K IEPEroBOpaM, MPOLECC
BEJICHUSI TIEPErOBOPOB, aHAJIU3 pPE3yJbTaTOB IEPETOBOPOB U  BBINOJIHEHUE
JOCTUTHYTBIX JOTOBOPEHHOCTEMN.
9.0pranuzanus U NOPSAAOK MPOBEACHUS JEJIOBOTO COBEIIAHUS.
10.becena kak popma AuAIOrHIECKOTO B3auMoaecTBusL. CTpyKTypa Oecepl.
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7.3.4. Bonpochl K 3K3aMeHy
1.06menne  kak  KOMMYHUKaTUBHas  JI€ATEIbHOCTb.  VIHTEpaKTUBHBIM,
KOMMYHHKATHUBHBIN U IEPLIETITUBHBIN aCMEKThI OOIIECHUSI.
2.MHrepaktuBHas (QyHKUMs oOmeHus. OpraHuzanys COBMECTHOM JESTEIBHOCTH.
[Ho3unun
B OOIIIEHUH.
3.KoMmyHukatuBHbIe poau. CUTyaluy B3aMMOJEHUCTBUSA: COLIMAIBHBIE, LIENEBBIE,
IICUXOJIOTUYECKHE.
4.XapakTepuCTUKAa OCHOBHBIX METOJIOB BEJCHHUSI IEJIOBBIX IIEPErOBOPOB.
5.JIOKyMeHTallMOHHOEe 00€eCIeYeHe IEeI0BOro OOIIEHUS: CYIIHOCTh, HEOOXOIUMOCTD
BH/IBI.
6./lenoBas O6ecena, cepa MPUMEHEHHS, OCHOBHBIE ATalbl OPraHU3aLUU U IIPOBEACHMUS.

7.061mue npaBuia 0pOpMIICHUS TOKYMEHTOB B JIEJIOBOM OOLICHUH.

8.Buzpl 1€110BOM KOPPECTIOHICHIUN.

9.0xpaHa nepcoHaIbHBIX TAHHBIX KaK aCTEKT JI€JI0BOr0 OOLIEHUS.
10.KoMMyHUKaTUBHBIE Oapbephl A€IOBOTO OOILIEHHUS.

11.JlokyMeHT Kak OCHOBHas (popMa JeI0BOr0 OOIICHHUS.

12.lenoBbie nucbMa U ux ¢popmbl. OCHOBHBIE TPEOOBAaHUS K TEKCTY.

13.Otka fenoBoro OOIIEHHS: OCHOBHBIE AacCHEKThl Ha TOCYIAapCTBEHHOW W
MYHUIUTIATBHOM ciTyx0e

14.Ilcuxonoruueckre OCHOBBI JEJIOBOr0 OOIIEHUS. S3BIK 1€I0BOr0 OOLIEHUSI.
15.Ponb muuHOCTHOM 3(PPEKTUBHOCTH B 1€I0BOM KOMMYHUKAIIUU

16./lenoBble KOMMYHUKAIIMU: BUbI, IPABUIIA, STAIbI

17.I1yOnnyHble BBICTYIUICHUS U y4acTHE B JUCKYCCUAX (PEKOMEHIaluu, TPeOOBAHUS U
OTrPaHUYEHUS CO CTOPOHBI JEI0BOTO 3TUKETA).

18.IlpaBuna MOArOTOBKM IMYOJUYHOTO BBICTYIUIEHUS. DOpMbl  MyOIHMYHOTO
BBICTYIUICHHUS.

19.KBanudukanmonusle  TpeOOBaHUS Ui 3aMEICHHS  JOJDKHOCTEH  Ha
roCy/1apCTBEHHOM U MyHHUIIMIIAJILHOM CTy»)0e

20.'ocynapcTBeHHass TailHa (TpU KaTErOpUM CEKPETHOCTU: CBEACHUS O0C000it
BA)KHOCTH; COBEPILIEHHO CEKPETHBIE U CEKPETHBIE).
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21.CoxpaHHOCTh KOMMEPYECKOU TANHBI.
22.IToctanoBka rpuoB CEKPETHOCTH.
23./1emonpon3BOICTBO B CUCTEME TOCYAAPCTBEHHOTO U MYHULIMIAIBHOTO YIIPABICHUS

24.CocTaB peKBU3UTOB JIOKYMEHTA.

25.I1paBuna oopmiieHUs PEKBU3UTOB. BapraHThl pa3zMenieHus] peKBU3UTOB: YTIIOBOU
Y POIOJIbHBIN

26.J10kyMeHTOOOOPOT B CUCTEME TOCYAAPCTBEHHOTO U MYHULIMTIATIBHOTO YIIPaBICHUS

27.001enne Kak KOMMYHHKATUBHAs eI TSIILHOCTD. NHTEpaKTUBHBIN,
KOMMYHHUKATUBHBIN U MEPIENTUBHBIN aCIIEKThI OOIIEHUS.

28.UurepaktuBHasg ¢GyHKUUs oOmeHus. OpraHus3anuss COBMECTHOM JEATEIbHOCTH.
[Tozuuuu

B OOIIICHUM.

29.KoMMmyHuUKaTUBHBIE poiii. CUTyallMu B3aUMOJICUCTBUA: COLIUAIbHBIE, IIEIEBBIE,
MICUXOJIOTUYECKUE.

30.XapakTeprucTrKa OCHOBHBIX METOJIOB BEJACHUS JIETIOBBIX IIEPETOBOPOB.
31.JlokyMeHTaIMOHHOE 00ecTeueHue eT0BOT0 OOLIEHUS: CYIITHOCTh, HEOOXOAMMOCTh
BU/IBI.

32.JlenoBass Oecena, cdepa MNPUMEHEHUS, OCHOBHBIE OTallbl OpPraHU3alNU U
MIPOBEJICHHSI.

33.00mue npauia ohopMIEHUS TOKYMEHTOB B JIEIOBOM OOIICHUMU.

34.Bupl 1e510BOM KOPPECTOHACHIIUH.

35.0xpaHa nepCOHAIBHBIX JJAHHBIX KaK aCTeKT JIEJI0OBOTO OOIIEHUS.
36.KoMMmyHUKaTUBHBIE Oapbephl IETOBOTO OOIIICHMUS.

37.lokyMeHT Kak oCHOBHasi (hpopma JEJIOBOTO OOIICHUSI.

38.lenoBbie mucbMa u ux ¢hopmbl. OCHOBHBIE TPEOOBAaHUS K TEKCTY.

39.01uka Jen0BOro OOIEHHS: OCHOBHBIE AacCHEKThl Ha TOCYJapCTBEHHOW W
MYHUITUTIATTEHOM CITyK0e

40.TIcuxosioruyeckrue OCHOBHI JICJIOBOTO OOIICHUS. SI3BbIK 1€T0BOT0 OOIIEHUS.
41.Ponps muuHOCTHOM 3P HEKTUBHOCTH B ACIIOBOM KOMMYHUKAITUU

42.]lenoBbIe KOMMYHUKAIIMU: BUIbI, IPABUIIA, DTAIIBI

43.I1lyO6nuuHble BBICTYIJICHUS U y4acTHE B TUCKYCCUSIX (PEKOMEH AU, TPEOOBAHUS U
OTpaHUYEHUS CO CTOPOHBI JIETIOBOTO 3TUKETA).

44 IlpaBunia MOATOTOBKH  IMYyOJWYHOTO BBICTYIUICHUS. DOpMBI  MyOIHMYHOTO
BBICTYIUICHUS.

45 KBamudukanmonHueie  TpeOOBaHWUS Uil 3aMEIIEHUsS  JOJDKHOCTEH  Ha
rocyJapCTBEHHON U MYHUIIMTAIBHON CITy»KOe

46.'ocynapcTBeHHass TaiiHa (TpU KaTETOPUU CEKPETHOCTH: CBEACHHUS OCO0OM
BaYKHOCTH; COBEPILIEHHO CEKPETHBIE U CEKPETHBIE).
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47.CoxpaHHOCTb KOMMEPYECKOU TAHBI.
48.IToctaHoBKa rpu()OB CEKPETHOCTH.

50.CocTaB pEKBU3UTOB JOKYMEHTA.
51.I1paBuna odopmiieHus: peKBU3UTOB. BapuaHThl pa3MenieHnst peKBU3UTOB: YTIOBOM

Y IIPOJIOJIbHBIN

52.JIOKyMEHTOOOOpOT B CUCTEME TOCYAAPCTBEHHOI0 M MYHULIMIIAJIIBHOTO YIIPABJICHUS

53.0OcHOBHbIE HAIPaBJIEHUS COBEPILICHCTBOBAHUS COCTaBa U (POPM JIOKYMEHTOB.
54. Cuctemsl 3MEKTPOHHOTO JIOKYMEHTO0OO0pOTa, UX KiacCHU(HUKalusi, 0COOEHHOCTU
BHEJIPEHUS U TEHJEHLUU Pa3BUTHS.

7.4. MeToanuecKkue MaTepuaJibl, ONpeaessiionue npoueaypbl OeHUBAHUSA
3HAHMI, yMEeHU, HABBIKOB M (MJIM) ONBITA 1eITeJIbHOCTH, XapaKTEePHU3YOIIHX

JTanbl (POPMUPOBAHUA KOMIIETECHLMH.

7.4.1. OneHUBaHME YCTHOTO ONPOCa

Kpurepnii YpoBHU POpMUPOBAHUS KOMIIETCHITUN
OLICHUBAHUSA bazoBbIit JlocTaTouHbIM Bricoknit
ITonnoTta u npaBwiIbHOCTh |OTBET MOJHBIMN, HO €cTh  |OTBET MOJIHBIH, OTBET MOJIHBIM,
OTBETa 3aMeuaHus, He 0oiee 3 MOCIIEOBATEbHBIN, HO  |IOCIeqOBaTEIbLHEIN,

€CTh 3aMEYaHus, He
Ooitee 2

JIOTUYHBIA

CrerneHpb OCO3HAaHHOCTH,
MNOHHUMAHU U3YyYCHHOI'O

Marepuan yCcBOCH U
M3JIaraeTcst OCO3HAHHO,
HO ecThb He OoJjiee 3
HECOOTBETCTBUM

Marepuan ycBOEH U
H3JIaraeTcss OCO3HAHHO,
HO eCTb He 0oJree 2
HECOOTBETCTBUI

Marepuai ycBOeH 1
M3J1araeTcsi OCO3HaHHO

S3pIKOBOE OopMITEHHE
oTBeTa

Peus, B nienomMm,
rpaMOTHAsI, COOIFOICHBI
HOPMBI KYJIBTYPhI PEYH,
HO €CTh 3aMEUaHUsI, HE
bomee 4

Peus, B nieom,
rpaMOTHAs, COOJFOICHBI
HOPMBI KYJIBTYPBI PEUH,
HO €CTh 3aMEUaHMs, HE
Oonee 2

Peus rpamoTtHas,
COOJIOIEHBI HOPMBI
KYJIBTYPBI peun

7.4.2. OnleHUBaHME TECTOBOI0 KOHTPOJISA

Kpurepuit
OLICHUBAHUS

YpoBHU POpMUPOBAHUS KOMITETCHITUN

ba3oseiii

JlocTaTo4YHBIM

Bricokuit

HpaBI/IJ'H:HOCTI) OTBCTOB

He MeHee 60% TeCTOBBIX

3aJaHuN

He MeHee 73% TeCTOBBIX
3aJIaHui

He MeHee 86% TeCTOBBIX
3aJIaHHuI

7.4.3. OuenuBanne pedepara

Kpurepuii
OIICHUBAHUS

YpoBHH HOpPMUPOBAHKS KOMIIETEHIIUMA

bazoseiii

JlocTaTo4HBIM

Bricokuit
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Hosuzna
pedepupoBaHHOTO TEKCTA

[IpoGiiema, 3asiBICHHAS B
TEKCTE, UMEET HAYUHYIO
HOBH3HY U
aKTyaJbHOCTb.
ABTOpCKast MO3MIIUS HE
o6o3naueHa. EcThb He
Ooutee 3 3aMeuaHui

[IpoGnema, 3asiBJICHHAS B
TEKCTE, UMEET HAYUHYIO
HOBH3HY U
aKTYaJbHOCTb.
ABTOpCKast MO3MIKS HE
o6o3uauecHa. EcThb He
Ooiee 2 3aMeuaHuii

[IpoGiiema, 3asiBlICHHAS B
TEKCTEe, IMEET HAyUHYIO
HOBH3HY U aKTyaJIbHOCTb.
BeIpaxeHna aBTopckas
TTO3ULHS

CrerneHb pacKphITHS
POOIIEMBI

IInan cooTBeTCTBYET
TeMme pedepara,
OTMEYaeTcsl IOJIHOTA U
rTyOWHA PaCKPHITHS
OCHOBHBIX TIOHSTHIA
MPOoOIIEMbI; 000CHOBAHBI
CHOCOOBI M METOABI
paboTHI C MaTepHaoM;
MPOIEMOHCTPHUPOBAHO
yMmeHne padboTath ¢
JIUTEPATYPOU,
CHCTEMaTH3UPOBATh U
CTPYKTYpUPOBATh
MaTepuai; 0000IIaTh,
COIIOCTaBJIATh
pas3JIn4HbIe TOYKH 3PCHHUS
10 PaccMaTpUBAEMOMY
BOIIPOCY,
apryMEHTHPOBATh
OCHOBHbIE MOJIOXKCHUS U
BeIBOAIBI. EcTh He Gonee
3 3amevaHuit

IInan cooTBeTCTBYET
Teme pedepara,
OTMEYaeTcs IOJHOTA U
IIIyOMHA PACKPBITHS
OCHOBHBIX IIOHATHIA
po0IeMbI; 000CHOBAHBI
CIIOCOOBI 1 METOIBI
paboTHI ¢ MaTepHAIIOM;
MIPOAEMOHCTPUPOBAHO
yMeHne padoTath ¢
JUTEPATYPOU,
CHCTEMaTH3UPOBaTh U
CTPYKTYypHPOBATh
Martepuai; 0000maTk,
COIIOCTaBIIATh
pa3nUYHbIC TOYKHU 3PEHUS
10 paccMaTpuBaeMOMy
BOIIPOCY,
apryMEeHTUPOBAaTh
OCHOBHBIE MIOJIOKEHHUS U
BbIBOABI. ECTh He Gosee
2 3aMevyaHui

[InaH cOOTBETCTBYET TEME
pedepara, ormeqaercs
MOJTHOTA U TTyOnHA
PAaCKpBITUSL OCHOBHBIX
MOHATHN TPOOTIEMBI;
000CHOBAHBI CLIOCOOBI U
METOJTBI PabOTHI C
MaTepHajoM;
MIPOAEMOHCTPUPOBAHO
ymeHne paboTats ¢
JIUTEPATYPOH,
CHUCTEMaTH3UPOBATh U
CTPYKTYpUPOBATh
MaTepuai; 0000marsk,
COTIOCTABIIATh PA3IMYHbIE
TOYKH 3PEHUSI 110
paccMaTpuBaeMOMY
BOIIPOCY,
apryMEeHTUpPOBATh
OCHOBHBIE MOJIOKEHUS U
BBIBOZBI

ObocHOBaHHOCTB BBIOOpPA
MCTOYHHKOB

5-8 HCTOYHHKOB

8-10 UCTOYHUKOB

OtMeuaercsi TOJTHOTA
UCIIOJIb30BaHMUS
JMTEpaTypPHBIX
MCTOYHHKOB MO TIPOOIIeME;
NPUBJICUYCHUE HOBEHILINX
paboT mo npobaeme
(>kypHaJbHBIE
MyOJIMKALUH, MaTePHAIIbI
COOPHUKOB HAyYHBIX
TPYJOB U T.1.), 6oiee 10
HCTOYHHKOB

22




M-MI'MC-25: Pa6ouas nporpamma aucuuiuinasl 51.B.14 «J/lenoBble KOMMYHHKALUHU, AEIOIPOU3BOJCTBO U JJOKYMEHTO000POT»

Cobaronenue TpeOoBaHMHA
K 0OpMIICHHIO

He Oouee 4 3ameuanuii

He Oonee 3 3ameuanuii

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

0 OpPMIICHUS: BbIICICHUC
ab3ares.

I'pamoTHOCTB He 6onee 4 3ameuanuit  |He Oomee 3 3ameuanmii  |OtcyTcTBHe
oporpadudeckux u
CHUHTaKCHYECKHX OIIHOOK,
CTHJIMCTHIECKUX
MIOTPEUIHOCTEH;
OTCYTCTBHE OIEYaTOK,
COKpAIIEeHUH CIIOB, KpOME
OOILETIPHHSATHIX;
JUTEpaTypHBIA CTHIIb
7.4.4. OneHuBaHue IK3aMeHa
Kpurepuit YpoBHU GOpMHUPOBAHMS KOMIIETEHLIUN
OLICHUBAHUSA bazoBbIit JlocTaTouHbIi Bricoknit
IlonmnoTa oTBeTa, OtBeT noyHbIHM, HO €cTh  |OTBET IOIHBIH, OTBET MOJIHBIM,
HIOCJIEI0BATENLHOCTD 1 3aMeyaHus, He Oosiee 3 |MOCIIEOBATENBHBIN, HO  |TIOCIIEI0BATEIIBHBIMH,
JIOTHKA U3JI0KESHUS €CTb 3aMeuaHusl, He JIOTHYHBIHI

Oouee 2

[IpaBuiIBHOCTD OTBETA, €TO
COOTBETCTBHE padoUeit
nporpamme y4eOHOi
JUCLUTUINHBI

OTBET COOTBETCTBYET
paboueii mporpamme
yueOHOM AMCIUIITNHEI,
HO €CTb 3aMeuaHus, He
Gonee 3

OTBET COOTBETCTBYET
paboueii mporpamme
yueOHOW AUCHUIIINHEL,
HO €CTh 3aMeYaHMUsl, He
Oonee 2

OTBET COOTBETCTBYET
paboueii mporpamme
y4eOHOM AUCHUTITUHBI

CriocoGHOCTH CTyAEeHTa
apryMeHTUPOBaTh CBOU
OTBET U IPUBOJIUTH
MIPUMEPHI

OTBeT apryMeHTHpOBaH,
NpUMEPhI IPUBEICHBI, HO
ecTh He Oonee 3
HECOOTBETCTBUI

OTBeT apryMeHTHpOBaH,
[IPUMEPBI TPUBEIEHBI, HO
ecTh He Oomee 2
HECOOTBETCTBHI

OTBeT apryMeHTHpOBaH,
MPUMEPHI TPUBEIEHBI

OC03HaHHOCTD
M3J1araeMoro Marepuasia

Marepuan ycBoeH u
H3JIaraeTcsi 0CO3HAHHO,
HO ecTh He Oojee 3
HECOOTBETCTBUI

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

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

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

Oonee 4 Oouee 2
KauecTBO 0TBETOB Ha Ectp 3amMedanus k B nenom, oTBETHI Ha Bce Bompochl noTy4eHbl
BOIIPOCHI OoTBeTaM, He Ooiee 3 PacKpBIBAIOT CYTh HCUYEPITHIBAIOIINE OTBETHI
BOIIpoOca

7.5. UToroBasi peiiTUHroBasi OLleHKA TeKyLleil U MPOMeKYTOYHOH aTTecTallul
CTY/J€HTA 10 JUCHHUILJINHE

[lo ydeOHOM nucUMIUIMHE «JleTOBble KOMMYHHUKAIUHU, JEJIOMPOU3BOJICTBO M
JOKYMEHTOOOOpOT» HUCHOJIb3yeTcsl 4-0ajibHasi CHCTEMa OLCHUBAHUS, HTOT
OLICHMBAHUS YPOBHS 3HAHUU OOydalIIMXCA MpelycMaTpUBaeT 3K3aMeH. B 3auerHo-
HK3aMEHALIMOHHYIO BEIOMOCTh BHOCHUTCS OLIEHKAa IO 4YeThIpeXOaIbHON cucreme.
OOyuvarommiicsa, BemoMHUBIIAKA He MeHee 60 % y4yeOHBIX TOpydYeHUH,
npenycMoTpeHHbIX yueOHbIM IutanoM u PIIJI, momyckaercs k sk3ameny. Hamuuwue
HEBBITIOJIHEHHBIX ~ YYEOHBIX TMOPYYEHUH MOXKET OBITh OCHOBAaHUEM  JUIsS
JOTIOJHUTENBHBIX BOMPOCOB IO JHUCHMIUIMHE B XOJE IMPOMEXYTOUYHOW aTTECTALUU.
OOyuaromuiicss, TOJYyYMBIIMA HE MeEHee 3 OalloB Ha DK3aMEHE, CUHUTACTCS
aTTECTOBaHHBIM.

IlIkana oyenusanua meKywieil u nPOMeIHCymo4HOU ammecmayuu CmyoeHma

YpoBHU (hopMUpOBaAHHUS OreHka 1o 4eThlpex0alIbHOM 1IKaje
KOMIICTCHIIHU JUIA 9K3aMEHa
Bricoxuit OTJIMYHO
JlocTaTouHbIi XOpOo1IO
bazoBb1i YAOBJIETBOPUTEIIHLHO
KomMmnerenuus He  copMupoBaHa HEYJOBJIETBOPUTEIIHHO

8. IlepeyeHb OCHOBHOM M IONOJTHUTEJIBHOH Y4eOHOM JTUTEPATYPbI, HEOOXOAUMOM
JIJISE OCBOCHMS JTUCUUIJINHBI (MOXYJIs1)

OcHoBHas JMTEpaTypa.

o Tun Kon-Bo
Bubnuorpaduyeckoe onucaHue Oracdun, yuconoe
H/H nocobue, yae6Ho- B 61/16.]-[.

MeToz nocobue, J1p.)
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JIOKyMEHTOOOOpOT U JEIONPOU3BOJCTBO | METOANUYECKUE
ykazanus / cocraButenm O. A. KpacumenkoBa, M. K.

Poxko. — Cankr-IlerepOypr : CIIOI'Y T'A, 2022. — 34 https://e.
c.— Texcr: onexktponHsli// JlaHb snexTponHo-| MeTomdec | lanbook.
OuOIMOTEUHAS cHucTeMA. — URL.: Kue com/boo
https://e.lanbook.com/book/246860 (mata oOpamenns: | YKasaHWid k/24686
26.07.2022). — Pexum jgocTyma: IS aBTOPHU3. 0
ITOJIb30BATEIIEH.
OBuunnukoBa, E. B. IIpodeccuonanpHas moaroroBka
CTYJEHTOB B 00JacTH HH(POPMALMOHHOW MOIIEPKKU https://e.
yIpaBICHUS TOKYMEHTO000pOoTOM: yucOHoe mocodue / E. lanbook.
B. OBumnnankoBa. — Ps3ans: PI'Y mmenu C.A.Ecenmna, y4eOHOe com/boo
2022. — 63 c. — ISBN 978-5-907635-00-5.// Jlanp: | HOcoOme k/32666
AIIEKTPOHHO-OMOIMOTEUHAs! CUCTEMA. 3
Eropos, B. II. /leqonmpon3BOACTBO U PEXKUM CEKPETHOCTH: https://e
yueOnuk ais cno / B. I1. Eropos, A. B. CiiuabkoB. — 2-¢ Ianbolok.
u3f., crep. — Cankr-IlerepOypr: Jlanp, 2022. — 312 c. | y4yeOHUK com /boc;
— ISBN 978-5-8114-9442-2. A CHO |\ 1o gs
8
CumonoBa, A. B. Pazpaborka cucrteMm 3JIEKTPOHHOTO https://e.
JIOKyMEHTO060pOTa: YIeGHO-MeTouIeCKoe nocobue / A. | YI€OHO- lanbook.
B. Cumonosa, A. K. PpibHmkoB. — Mockpa: PTY |MeTOMHHECC| 000
MUPDA, 2023. — 72 c. — ISBN 978-5-7339-1727-6. // Koe k/33155
JlaHb: 3JIEKTPOHHO-OMOIMOTEYHAST CHCTEMA. nocoowue 6
CaukoB, B. E. Pa3paboTka cucrtem 3JIE€KTPOHHOTO _
JIOKYMEHTOO00pOTa: y4eOHO-MeTOMMUeCKoe Tocobue / B. | yuebHo- https:/fe.
E. CaukoB, M. A. YuctakoBa. — Mocksa: PTY MUPOA, | metonuuec lanbook.
2023. — 91 c. — ISBN 978-5-7339-1808-2.// Jlamp: | xoe  |COMV/DOO
AIEKTPOHHO-OMOIMOTEYHAs CHCTEMA. nocobue k/3(;876
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CexsieroBa, H. H. MHTemneKkTyaabHble TEXHOJIOTUH IS
aBTOMATHU3allMU JTOKYMEHTO00OpOTa METOIUYECKHE

pexomenaanuu / H. H. CexneroBa, A. C. Tyukosa, E. H. https://e.
KysaeBa. — Camapa : IIT'YTH, 2022. — 84 ¢. — Texker : | METOATICC |1 - hook.
ANEKTpOHHBIN //  JlaHb AIIEKTPOHHO-OMOIMOTEUHAS Kne com/boo
cucrema. — URL: https://e.lanbook.com/book/411497 |PCKOMCHAA | 141449
(mata ooOpamienus: 16.07.2024). — Pexxum mocTyma: Juist Tiin 7
aBTOPU3. IOJIb30BATEIIEH.
JlonmoJIHUTeIbHAS JINTEpaTypa.
Ne bubnmuorpadudaeckoe onucanme <yqe6};z1 YH%GH% Kon-so
wn ity | B OO
1. |Opranu3zanoHHO-IPABOBOE OOECIEUEHUE DIEKTPOHHOTO
JOKyMEHTO00O0poTa : yueOHO-MeToandeckoe mocodue / E.
M. MuxaitnoBa, A. B. Camoxsanos, H. JI. Koponesa, E.
B. ApxumoBa. — Tamb6oB : TI'Y um. I'.P.[lepxaBuna, yueGHO- https://e.
2023. — 142 c. — ISBN 978-5-00078-692-5. — Teker : | oo | 1NDOOK.
3JIEKTPOHHBIN //  JlaHb 3JICKTPOHHO-OMOIHOTEUHAsT . com/boo
cucrema. — URL: https://e.lanbook.com/book/416120 | . . o . |K/41612
(mata oopamenus: 19.07.2024). — Pexum moctyma: Juis 0
aBTOPH3. MOJIb30BATENEH.
2. |CexneroBa, H. H. MuTennekTyanbHble TEXHOJOTHH JIJIS
aBTOMATHU3AIMK JOKYMEHTO00OpOTa METOMYECKUE
pexomenganuu / H. H. Ceknerosa, A. C. Tyukosa, E. H. https://e.
Kysaea. — Camapa : I[II'YTH, 2022. — 85 ¢. — Teker : | MeTOAMICC | 00
AJIEKTPOHHBIN //  JlaHb AJIEKTPOHHO-OMOIMOTEUHAS KHC com/boo
cucrema. — URL: https://e.lanbook.com/book/411494 | PCKOMEHAA |\ /11149
(mata oopamienus: 16.07.2024). — Pexxum goctyma: s oA 7

aBTOPHU3. M10JIb30BATEICH.
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3. |Yepuuxona, C. A. CeTeBble TEXHOJIOTHH U 3JEKTPOHHBIN
JOKYMEHTO000pOT : MeTonndeckre pekomenmammm / C. A. _
Yepuukosa, C. A. Ilectpukos. — Ilepmb @ IITATY, 2024. | \etonuyec https://e.

— 32 ¢. — Tekcr : 3nexTpoHHBI // JlaHb : 37EKTPOHHO- KHe lanbook.
oubanoreyHas cUCTEMA. — URL: peKoMeH1a f((;ﬂgzg
https://e.lanbook.com/book/440498 (nmara oOpamieHwMs: un
26.11.2024). — Pexum jgocTyma: IS aBTOPHU3. 8
ITOJIb30BATEIIEH.

9. Ilepeyennb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM CETH
«AHTEpHET», HEOOXOAUMBIX VISl OCBOCHHS AU CHUIIUHBI (MOAYJI)

1.ITouckoBbie CUCTEMBI: http://www.rambler.ru, http://yandex.ru,
http://www.google.com

2.DenepanbHblil 00pa3zoBaTEIbHBIN MOpTan www.edu.ru.

3.Poccuiickas rocynapctBenHas ouonuoreka http://www.rsl.ru/ru
4.I'ocygapcTBeHHasi myOJiMuHasi Hay4yHO-TexHUYeckass Oubimorexka Poccun URL:
http://gpntb.ru.

5.'ocynapctBeHHOE OrOMKETHOE yupexaeHue KyiabTypsl PecnyOnuku Kpbim
«KppiMckasi ~ pecryONMKaHCKash ~ yHUBEpCaJbHas  HaydHas  OuOIMOTEKa»
http://franco.crimealib.ru/

6.Ilegarornueckas 6udanoreka http://www.pedlib.ru/
7.Hayunas AIEKTPOHHAA oubnoTexa eLIBRARY.RU (PUHLY)
http://elibrary.ru/defaultx.asp

10. MeToguveckue yKazaHus /151 00yYAKOIIUXCS 10 OCBOCHUIO JUCHUILIUHbBI
(Mmonmy.Jist)
O01mue pekoMeHIAUMHU MO CAMOCTOSITEJILHON padoTe MArNCTPAHTOB

[ToaroToBKa COBPEMEHHOTO MAarucCTpaHTa MpEIoiaraeT, 4Yro B CTEHaX
VHUBEPCUTETA OH OBJIAJICET METOJOJOTHEH CcamMo0Opa3oBaHMs, CaMOBOCIIHUTAHMS,
CaMOCOBEPIIICHCTBOBaHUSA. OJTO  ONpEAENseT BaXHOCTh AaKTUBH3AIUA  €T0
CaMOCTOSITEIIbHON PabOTHI.

CamocTtosaTenbHas pabota (opMUPYET TBOPUYECKYIO aKTHMBHOCTh MaruCTpPaHTOB,
MPEACTABICHUE O CBOMX HAYYHBIX M COLMAIBHBIX BO3MOXHOCTSIX, CIOCOOHOCTH
BBIWJICHATh TJIABHOE, COBEPIICHCTBYET MpUEMbl OOOOIIEHHOTO MBINIICHHUS,
npenmnosaraer 6ojuee MIyOOKyl0 MpopabOTKYy MMH OTAEIBHBIX TEM, OIpPENEICHHBIX
IIPOTPaMMOM.

OCHOBHBIMHU BHJIaMU U (JOPMaMHU CaMOCTOSATEIBHONU pabOThI CTYJIEHTOB IO TaHHOMN
JUCLMIUIMHE SIBJIIIOTCA: CaMONOJAIOTOBKA M0 OTHEIbHBIM BOIpocaM; paboTa c
0a30BbIM KOHCIEKTOM; MOJArOTOBKAa K YCTHOMY OINPOCY; MOJATOTOBKA K TECTOBOMY
KOHTPOJIIO; IOJArOTOBKA pedepara; NOAr0TOBKA K K3aMEHY.
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BakHo#t d4acThl0O CaMOCTOATENIBHOW pabOThl SBJISETCS YTEHUE YYCOHOM
mutepatypbl. OcHOBHas (yHKIHUS y4YeOHWKOB — OPHUCHTHPOBATH B CHCTEME TEX
3HAHWM, YMEHUW W HABBIKOB, KOTOpPbIE JOJKHBI OBITh YCBOEHBI IO JaHHOU
TUCITUTIINHE Oy TyIIMMH CIIEITAATUCTaMU. Y YCOHHUK TAK)Ke CIY>)KHT MTYTEBOIUTEIIEM 10
MHOTOYHCIICHHBIM  [POU3BEIACHUSIM, OPUEHTHPYS B  HMEHaX  aBTOPOB,
CICLUAIIN3UPYIOIIMNXCS HA ONPEACIEHHBIX HAYYHBIX HAIPABJICHUSIX, B HA3BAHUSIX HX
OCHOBHBIX TpyJ10B. Bropas pyHkius yueOHUKa B TOM, UYTO OH OUEPUYUBAET HEKUU KPYT
00s13aTeNIbHBIX 3HAHUU 110 MPEIMETY, HE MIPETEH Iyl Ha ITy00KOe UX PACKPBITHE.

UreHne pEeKOMEHJOBAHHOW JIMTEPAaTypbl — 3TO Ta IJVIABHAs YacTb CHUCTEMBI
CaMOCTOSITEJIbHON y4eObl MarucTpaHTta, KoTopasi 00ecreunBaeT NOUIMHHOE YCBOCHUE
HaykH. UATaTh 3Ty AIUTEPATYPy HYKHO 10 NPUHLUITY: «HJESI, TEOPUSA, METOJ B OJTHOU,
B JIpyrOM U T.J. KHUTax».

Bo Bcex cilydasx peKOMEHIYeTCsl pacCMOTPEHUE TEOPETUYECKHX BOIPOCOB HE
MEHEe 4YeM M0 TpeM HCTOYHUKaM. M3ydeHue mpoOiembl MO pa3HbIM HCTOYHUKAM -
3aJ0r TIIyOOKOro yCBOE€HHsS Haykd. VIMEHHO 3TOT OJIOK, Hapsily C BBINOJIHEHHEM
MPaKTUYECKUX 3aJaHUI SBISETCA BEIYIIMM B CTPYKTYpE CaMOCTOSITEIbHOM pabOThI
CTYJIEHTOB.

BHUMaHWI0O MarucTpaHToOB MPEUIAratloTCsl CHUCOK JIMTEPATYPhI, BOIPOCHI K
CaMOCTOSITEIBHOMY U3YYEHHIO U BOIIPOCHI K AK3aMEHY.

JUis yCHenIHoro OBJIAJCHUS TUCHUIUIMHON HEOOXOIMMO BBIMOJHATH CIEAYIOLINE
TpeOOBaHUS:

1) BBINOJHATH BCE OINpeeIeHHbIE TPOrpaMMOi BUABI paldoT;

2) TIOCeNIaTh 3aHATHUS, T.K. BECh TEMAaTHYSCKUIN MaTeprall B3aUMOCBSI3aH MEXIy COO0H
M, 3a4acTyl0, CAMOCTOSITEJIBHOTO TEOPETUYECKOTO OBJIAJEHUS MPOIYIIEHHBIM
MaTepuaioM HEeJIOCTATOYHO JJIsi KAYECTBEHHOTO €r0 YCBOCHUS;

3) Bce paccMmaTpuBacMble Ha 3aHATHSAX BOMPOCHI 00s3aTeabHO (PUKCHPOBATH B
OTIIETLHYIO TETPA/Ib U COXPAHSTH €€ 10 OKOHYaHUs OOyUEHHUsI B BY3€;

4) MpOSIBIATh AKTUBHOCTD TPHU MOJATOTOBKE U HA 3aHATHUSX, T.K. KOHCUHBIA PE3yJbTaT
OBJIAJICHUS] COJIEpKAHUEM JUCIUIUIMHBI HEOOXOJMM, B TEPBYIO OuYepeib, CaMOMy
OakanaBpy;

5) B ciaywasx Tmpomycka 3aHATHA T0 KakKUM-JIMOO TIpUYMHAM 005A3aTebHO
oTpabaTbIBaTh MNPOIYIIEHHOE TMPENoAaBaTeNi0 BO BpeMs HUHAUBUAYAJIbHbBIX
KOHCYJIbTAlIU M.

BHeypouHas 1eaTeabHOCTh MaruCTPAaHTA 110 JAHHOW TUCLMIUIMHE MPEANO0JIaraeT:

- CaMOCTOATEJIbHBIN TOUCK OTBETOB U HEOOXOAMMON MH(POPMALUH IO MPEJI0KEHHBIM
BOIIpOCaM;

- BBIIIOJIHEHUE IPAKTUYECKUX 3aJaHUM;

- BBIpaOOTKY YMEHUI HAYYHON OpraHU3aluu TPyaa.
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Ycnenrnast opraHu3alys BpEMEHH 10 YCBOCHHIO JTAHHOUW TUCITUTUTMHBI BO MHOTOM
3aBUCUT OT HAJIMYUS Y MAruCTpaHTa YMEHHUS CaMOOPTaHWU30BaTh CE0S M CBOE BpeMsI
JUTSI BBITIOJIHEHUS MPEJJIOKEHHBIX JOoMallHuX 3afaHuil. O0bEM 3a7aHul paccyuTaH
MaKCUMaJdbHO Ha 2-3 4Yaca B Hemenmto. [Ipm 3TOM ajaropuTM TOATOTOBKH OyIeT
CJICTYFOTIINM:

1 sTanm — MOWCK B JHTEpaType TEOPETHUECKOH WHMOpPMAIHMH TO MPEIOKCHHBIM
IpernojaBaTesieM BOIpocam;
2 3TaIl — OCMBICIICHUE TTOJTYICHHOW HH(POPMAIINH, OCBOSHNE TEPMUHOB U TIOHITHH;

3 3Tam — cocTaBJIEHHE JIaHA OTBETA Ha KaXblil BOIPOC;
4 3Tarn — NOUCK MPUMEPOB MO JAHHON PoOIeMaTHKE.

Pa0ora ¢ 0a30BbIM KOHCIIEKTOM
[IporpamMmmMoi TUCUMIUIMHBI NPETYCMOTPEHO YTEHHE JEKUUNA B pa3IMUHbIX (popMax
UX TPOBEACHUS: MNPOOJEMHBIE JIEKUUU C DJIEMEHTaMH 3BPUCTUYECKON Oecenpl,
MH()OpPMALMOHHBIE JIEKIHUH, JIEKIUU C ONOPHBIM KOHCHEKTHPOBAHHUEM, JIEKIUU-
BU3yaJIN3aLNH.

Ha nexumsx mnpenogaBartens paccMaTpUBaeT BOIPOCH IPOTPAMMBI  Kypcea,
COCTaBJICHHOW B COOTBETCTBHM C TOCYIAapCTBEHHBIM 00pa30BaTEIbHBIM CTAHIAPTOM.
N3-3a HETOCTATOYHOTO KOJIMYECTBA ayAUTOPHBIX YACOB HEKOTOPBIE TEMBI HE YIAETCS
OCBETUTh B IIOJHOM OOBEME, MO3TOMY IpernojaBaTeib, 10 CBOEMY YCMOTPEHHUIO,
HEKOTOPBIE BOMPOCHI BEBIHOCUT HA CAMOCTOSITENIbHYIO padOTy CTYJEHTOB, PEKOMEHIYS
Ty WIM UHYIO JUTEPATypPy.

Kpome 3Toro, ans gydiiero OcBOGHUS MaTepuaia U CUCTEeMaTH3alMi 3HAHUU 10
IUCIHUIUINHE, HEOOXOIUMO MOCTOSHHO pa30MpaTh MaTepUabl JEKIUH M0 KOHCIEKTaM
U Y4eOHBIM TOCOOUSIM.

Bo Bpemsa camocTosiTenbHOM NpopabOTKH JIEKIIMOHHOTO MaTepuaiia ocoloe
BHUMaHUE CJeNyeT YAENATh BO3HUKIIUM BOIPOCAM, HEMOHATHBIM TEpMHUHAaM,
CIIOPHBIM TOYKaM 3peHus. Bce Takne MOMEHTHI CleAyeT BBIACIUTH WJIM BBHIMHCATH
OTJENBbHO IJIsl JalbHEWIIEro OOCYXKICHHs Ha MPAaKTUYECKOM 3aHsATHH. B ciyuae
HEOOXOAMMOCTH 00paIIaThCs K MPEnojaBaTeio 3a KoHcynbTanuen. [lomHbplii criucok
JUTEpaTyphl 10 ITUCLHUIIIIMHE PUBEJEH B paboueil mporpaMMe JUCITUILINHBI.

IHoaroroska pegepara

Pedepar sBnsercs onHon U3 ¢popm pyOeKHON MM UTOTOBOW arrectaruu. JlaHHas
dbopma KOHTpPOIS  SIBISETCA CaMOCTOSITENIBHOM HCCJIEAOBATEIIbCKOW PabOoTOM.
[ToaTOMY HETOMYCTUMO MPOCTOE KOMUPOBAHUE TEKCTA U3 KHUTH, JTUOO0 e CKauuBaHUE
u3 cetd MIHTepHET roToBOM padoThl. MarucTpaHT JOJIKEH MTOCTAPATHCS PACKPBITH CYTh
B HMccaeayeMou npobiieMe, MPUBECTH UMEIOLIUECS TOYKU 3PEHHUS, a TaK:Ke 000CHOBATH
COOCTBEHHBIH B3IJISA]] HAa HEE.
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[ToaTomy TpeboBaHus K pedepary OTHOCATCS, MPEXKIIE BCETO, K 0(hOPMIICHUIO U €TO
COJIEP’)KaHUIO0, KOTOPOE OJDKHO OBITH JIOTUYHO M3JI0KEHO U OTIMYATHCSA MPOOIEMHO-
TEMaTUYECKUM XapakTepoM. [IoMHUMO HYeTKO H3JI0KEHHOTO M CTPYKTYpHUPOBAHHOTO
Marepuaia, 0053aTebHO HATMYHUE BHIBOJIOB MO KaXA0MYy naparpady u o0mux mo Bcei
pabore.

HopmatuBHbIC TpeOOBaHUS K HATMCAaHUIO pedepara OCHOBBIBAIOTCS HA CICAYIOIINX
MIPUHITATIAX
— Hauath pexkoMmeHAyeTcs C MpaBUILHOH (OPMYJIMPOBKH TE€Mbl W ITOCTAaHOBKHU
0a30BBIX LIEJIEH U 3a1a4.
— B nanpHelineM HaunHAETCA 0TOOp HEoOXoaumoro matepuana. CaMmoe TiiaBHOE -"He
KagHUYaTh' W yOMpaTh T€ MaHHBIC, KOTOPhIE HE CMOTYT PaCKpBITh CYITHOCTH
MOCTaBJICHHOW 1enu. Henp3s pyKoBOJCTBOBAThCS MPUHIUIIOM: «byner Oomblnoit
00BeM paboThI, 3HAYHT, IMOTYIy XOPOIIYI0 OTMETKY». ITO — HEMPABUILHO, TTOCKOJIBKY
tpeboBanus Kk pedepatry 'OCT He TOJNBKO OrpaHUYMBAIOT €r0 00BhEM, HO M JKECTKO
OTIPENICTISIOT CTPYKTYPY.

Pedepar copepkut ciaeayromuye pas3aeibl:
1. BBenenue, BKIIFOYaeT B ceOsl: aKTyalbHOCTh, B KOTOPOW 0OOCHOBATh CBOM BBIOOD
JAHHOM TeMbl, OOBEKT; MpeAMET; Uedb; 3aJadyd W METOJbl HUCCIEI0BAHMUS;
MpaKTHYecKas U TEOpPEeTUYecKasi 3HaYMMOCTb PabOThI.
2. OcHOBHas 4acTh. B OCHOBHOHM YacTh TEKCT 00s3aTeNbHO pa3duTh Ha maparpadsl u
noj maparpadbl, B KOHILE KaXJIOro CAeNaTh HEOOJBIIOE 3aKII0UEHUE C U3JI0KEHUEM
CBOEU TOYKH 3PEHUS.
[TonroroBka pedepara JoKHA OCYIIECTBIATHCS Ha 0a3e TeX Hay4HbIX MaTepUasoB,
KOTOpbIE aKTyaJIbHbl HA CETOAHSIIHUMI 1eHb (3a 10 mocieaHux Jier).
3. 3akiroueHue.
4. JIutepaTypa (CIUCOK HUCIIOIb3YEMBIX HCTOYHUKOB). ODOpPMIATE €ro peKOMEH1yeTCs
C yKazaHMeM cienayromied nHdopmaluu: aBTOp, Ha3BaHHE, MECTO U TOJ HU3JaHuS,
HAaMMEHOBAHME U3JaTEIbCTBA U KOJIMYECTBO CTPAHUII.

TpeboBanus k pedepaty o opopMIICHUIO CIACAYIONINE:
— JlemaThb 3TO pPEKOMEHAYETCS TOJbKO B COOTBETCTBHM C MPABUIAMH, KOTOpPbIE
NPEeIBSABISIOTCS B KOHKPETHOM 0Opa3oBaTEIbHOM YUpexaeHHH. Peub uaer o
TUTYJIBHOM JIUCTE, CIIUCKE JTUTEPATYPhl U BHEIIHEM BHUJI€ CTPAHULIBI.
— Ocoboe BHHMMaHHE MODKHO OBITh YACICHO OGOPMIICHHIO ITUTAT, KOTOPHIC
BKJIFOYAIOTCS B TEKCT B KaBbIYKAaX, a Jajee B CKOOOUKaX AAeTcsl MOPSAKOBBIA HOMED
MEPBOMCTOYHHKA U3 CIIUCKA JINTEPATYPhI U Y€pEe3 TOUKY C 3aIATONH HOMEDP CTPAHULIBI.

— B cootBerctBun ¢ 'OCT 9327-60 Tekct, Tabiuilbl U UUTFOCTPALUK 00s3aTEIBLHO
JIOJKHBI BXOUTH B (hopmat A4.
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— Pedepar BBIMONHIATH TOMBKO Ha KOMITbIOTEpPE. TEKCT BBIpAaBHUBATH MO IIHPHUHE,
MEXTYCTPOYHBIH HMHTepBan -noirtopa, mpudr -Times New Roman (14 mr.),
napaMeTphl TosieH - HukHee U BepxHee - 20 mm, eBoe -30, a nmpaBoe -10 MM, a oTcTym
a03ama -1,25 cMm.

— B Tekcre o0s3aTenbHO aKIEHTUPOBATh BHUMAHWE Ha OMPEACIICHHBIX TEPMHUHAX,
NOHATHUAX W (HOPMYIJIax MPH IMOMOINU MOAYESPKUBAHUS, KypCHBa M KUPHOTO MIpUPTA.
[ToMmuMO 3TOTO, JOJDKHBI BBIACHATHCS HAWNMEHOBAHUS TJaB, maparpadoB W
noanaparpadoB, HO TOYKH B KOHIIE HUX HE CTaBSATCS.

IToAroToBKa K TECTOBOMY KOHTPOJIIO

OCHOBHOE JJOCTOMHCTBO T€CTOBOW (hOPMBI KOHTPOJISI — ATO MPOCTOTA U CKOPOCTh, C
KOTOPOH OCYIIECTBIISICTCS MEepBasi OLIEHKAa YPOBHSI 00YUYEHHOCTH 110 KOHKPETHOU TeMe,
MO3BOJISIIONIAsL, K TOMY K€, pEIbHO OILIEHUTh TOTOBHOCTh K UTOTOBOMY KOHTPOJIIO B
MHBIX (Qopmax U, B ciiydyae HEOOXOJUMOCTH, OTKOPPEKTHUPOBATh TE€ WU HHBIC
AJIEMEHTHI TEMBI.

IToaroroBka K TECTUPOBAHUIO
1. YTounute 00beM MaTepuaiia (OTAeIbHAS TEMA, Psij TEM, pa3iesl Kypca, 00beM BCero
Kypca), 10 KOTOpOMY IPOBOJUTCS TECTUPOBAHUE.
2. Ilpoutute MaTepuanbl JEKIHM, y4eOHBIX TOCOOUH.
3. OOparure BHMMaHHME Ha XapakTep 3aJaHHi, TpeajiaraéMbIX Ha MPAKTUYECKHX
3AHATHUSX.
4. CocTaBbTe JIOTUYECKYIO KAPTUHY MaTepuasa, BBIHOCUMOI'O Ha TECTUPOBAHME (IS
MPOJYKTUBHOM pabOThl MO MOATOTOBKE K TECTUPOBAHHIO HEOOXOIUMO MPEACTABIAThH
BECh IIOATrOTOBJEHHBIM MaTepHall KaK CHUCTEMY, IOHUMaTb 3aKOHOMEPHOCTH,
B3aUMOCBS3HU B PAMKax 3TOW CUCTEMBI).

IToaroroBka K VCTHOMYV OIIDOCY
C uenplo KOHTPOJS U MOATOTOBKU CTYIEHTOB K M3YyYEHHIO HOBOM TE€MbI BHaualle
Ka)XJI0M MPAKTUYECKOTO 3aHATHUA MIPENOAABATEIIEM ITPOBOAUTCS UHIAUBUAYAIBHBIN WIIU
(pOHTAIBHBIN YCTHBIA OMIPOC IO BHITIOJHEHHBIM 33JIaHUSIM TIPEIBIAYIIEH TEMBI.

Kpurepun olieHKM YCTHBIX OTBETOB CTYJAEHTOB:
— MPaBWIbHOCTh OTBETA IO COJAEPNKAHUIO 3aJaHusl (YUYUTHIBAETCA KOJIMYECTBO U
XapakTep OMMOOK IPU OTBETE);
— MOJIHOTA U ITyOMHA OTBeTa (YUYUTHIBACTCS KOJMYECTBO YCBOCHHBIX (DAKTOB, MOHATUI
U T.1.);
— CO3HATEIBHOCTh OTBETA (YUUTHIBAECTCS IOHUMAHHUE M3J1araéMoro MaTepuana);
— JIOTMKA W3JI0KEHUS Marepuana (YYUTHIBAE€TCS YMEHHME CTPOUTH IIEIOCTHBIN,
MOCJE0BATENbHbBINA PACCKa3, FPAMOTHO MOJIb30BATHCS CHEIIMATBLHON TEPMUHOIOTHEN );
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— paIMOHAILHOCTh MCIOJB30BAHHBIX MPHEMOB M CIIOCOOOB PEIICHHS MOCTABICHHON
yaeOHOM 3amaun (YYUTHIBACTCS YMEHHE HCIIOJIh30BaTh HAMOOJEe MPOTPECCUBHBIC U
3¢ PeKTUBHBIE CITOCOOBI TOCTHKECHUS 1IEIIN );

— CBOEBPEMEHHOCTh U 3(PPEKTUBHOCTH HCIIONB30BAHMS HAIVIAIHBIX TOCOOMI U
TEXHUYECKHX CPEACTB MpU OTBETE (YUUTHIBAECTCS IPAMOTHO M C IOJB30H MPUMEHSThH
HaIISITHOCTD U IEMOHCTPALIMOHHBIN OMBIT P YCTHOM OTBETE);

— UCTOJIb30BaHUE JOMOJHUTEIBHOIO MaTepHana (00s13aTelbHOE YCIOBHE);

— PpALMOHAJILHOCTh UCIOJIb30BAaHUSA BpPEMEHH, OTBEACHHOTO Ha 3aJaHue (He

0J100psieTCsl 3aTAHYTOCTh BBIIIOJIHEHUS 3aJaHUsl, YCTHOIO OTBETa BO BPEMEHH, C
Y4E€TOM MHJMBHIYaIbHBIX OCOOEHHOCTEN CTYJIEHTOB).

IHoaroroBka K 3K3amMeHy

DK3aMeH ABISIETCS TPaJULUUOHHOM (OpPMONM MPOBEPKH 3HAHUM, YMEHHI,
KOMIIETEHIMH, CHOPMUPOBAHHBIX Yy CTYIEHTOB B IIPOLIECCE OCBOEHHS BCETO
COACPKAHUS M3Yy4aeMOW IUCLHMIUIMHBL. B ciydae IpoBeIeHMsS JK3aMeHa CTYIECHT
noJryyaeT 0ajuibl, OTPa)KaIOILUE YPOBEHb €0 3HAHUM.

[IpaBuia NOArOTOBKM K 3K3aMEHAM:
— Jlyudme cpa3zy COpHEHTHPOBATBCS BO BCEM MaTepuaie U 00A3aTeIbHO PaCIOIOKUTh
BECh MaTepHaJl COIJaCHO 3K3aMEHAIIMOHHBIM BOIIPOCAM.
— CaMa moAroToBKa CBsI3aHA HE TOJIBKO € «3anmoMuHaHuem». lloaroroBka Takke
IpEANoJaraéT W  IEPEOCMBICIEHHE MaTepuallia, W  JaXe PacCMOTPEHUE
albTEPHATUBHBIX UJIEH.
— CHauvana CTyIEHT JOJDKEH IPOJEMOHCTPUPOBATh, YTO OH «YyCBOWJD» BCE, 4YTO
Tpedyercs 1o nmporpamme oOy4eHus (WU MO NporpaMMe JaHHOTO MPernoiaBaresisi), u
JUIIb ITOCJIE 3TOrO0 OH BIIPABE BBICKA3aTh WHBIE, XKEJIATEIBHO apryMEHTHPOBAaHHBIE
TOYKH 3PEHUS.

11. Ilepeyenb nHPOPMAIUOHHBIX TEXHOJIOTHI, MCIOJIb3YEeMbIX IIPH
OCYLIECTBJIEHUH 00Pa30BaTEJILHOI0 MPOLECCA MO JUCHUILINHE (MOTYJII0)
(BKJII0YAS IepeYeHb MPOrPAMMHOI0 o0ecrneuyeHusi 1 HHPOPMAIMOHHBIX

CIIPABOYHBIX CUCTEM (IIPU HEOOXOAMMOCTH)

HNupopManinoHHbIE TEXHOJIOTHU MPUMEHSIOTCS B CIEAYIOLUINX HAlIPaBICHUSX:
oopMIIEHHE NUCBMEHHBIX palbOT BBINOJHAETCS C HCIOJIB30BAHUEM TEKCTOBOTO
penaxkropa;

JNEMOHCTpALMs KOMIBIOTEPHBIX MAaTEPUAIOB C HMCIOJIB30BAHUEM MYJIbTUMEIMMHBIX
TEXHOJIOTHH;

MCIOJIb30BaHNE MH()OPMAIIMOHHO-CIIPABOYHOTIO 00ECTIeUeHus, TAKOTO KaK: MPaBOBbIC
cupaBouyHble cuctembl (KoHcynpTaHT+ M 1p.), OHJIAiH CJIOBapH, CIPaBOYHUKU
(I'pamora.py, Uatyur.py, Bukunenus u ap.), HayuHble MyOJIUKaLIHUU.
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UCTIONB30BaHNE  CIICIUATM3UPOBAHHBIX  CIPABOYHBIX  CHCTEM  (DJICKTPOHHBIX
y4eOHUKOB, CIIPAaBOYHUKOB, KOJUICKIIMH WJUTIOCTpAluii ©U  (POTOU300paxKeHuil,
(hoT06aHKOB, MPOQPECCUOHATIBHBIX COIMANIbHBIX CETEH U JIp.).

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

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

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

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

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

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

be Reader Ccbuika: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.htmlnono
Gimp (rpaduueckuii pegakrop) Cebinka: https://www.gimp.org/

ImageMagick (rpadrueckwmii penaaKTop) Ccpuka:
https://imagemagick.org/script/index.php

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

Adobe Reader Ccpinka: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html
Omneparnonnas cucrema Windows 8.1 JlunensnoHHast Bepcusi o moroBopy Ned71\1
or 11.12.2014 r.

DneKkTpoHHO-0nbIMoTeuHas cucremMa bubnnokommiekTaTop

HammonaneHa orekTpoHHas OubOnmoreka - (denepalbHOE TOCYIapCTBEHHOE
OrokeTHOE yupexkaenne «Poccuiickas rocygapctBeHHass Oubimoreka»y (OI'BY
«PI'b»)

Penakiusa baser gannusix «ITOJITIPE]l CnipaBouHnKN»
DnekTpoHHO-O0nbmroreunas cuctema «JIAHDb

12. Onucanve MaTepuaJIbHO-TEXHUYECKOI 0a3bl, HEOOXOAUMOM 151
OCyIIIeCTBJIEHHS] 00PA30BATEJBLHOIO NMPoLecca Mo TUCHUILINHE (MOIYJII0)
-KOMITBIOTEPHBIA KJacCc W JOCTyn K cetu MHTepHeT (BO BpeMsl CaMOCTOSTEIbHOU

MOATOTOBKH);

-IIPOCKTOP, COBMENIEHHBIA C HOYTOYKOM JiJIi TMPOBEICHMS JICKIIMOHHBIX 3aHSATUM
MpernoiaBaTesieM U MPE3CHTAIINHN CTYJCHTAMHU PE3YJIbTaTOB PA0OThHI

-pa3naTOYHBIN MaTepua sl IPOBEACHUS IPYNIOBON pabOTHI;

-METOANYECKHE MaTepUaIbl K MPAKTHYECKUM 3aHSATUSM, JEKUHH (PYKOMUCH,
AJICKTPOHHASI BEPCHs), TUAAKTUUCCKUN MaTepuas JJis CTYJEeHTOB (T€CTOBBIC 3aaHusl,
MYyJIbTUMEIUIHBIE IPE3CHTAIUN).

-Jlns mpoBeleHUs JIEKIMOHHBIX HE0OXOoAMMa CIEeNHAIU3UPOBaHHAS AYJUTOPUS —
OCHAIIEHHAs] UHTEPAKTUBHOW TOCKOM.

13. OcoGeHHOCTH OpraHu3anvu OO0y4eHHS] MO JAMCUMIIMHE O0Y4YAIOUIUXCHA H3
YK CJIa MHBAJIU/I0B H JIUI ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMH 310poBbsi (OB3)

[Tpn HEOOXOAMMOCTH B 00pa30BaTEIHLHOM IMPOIECCE MPUMEHSIOTCS CICAYIONINE
METOJBl U TEXHOJIOTHH, OOJIerdaronyue BOCIHPHUATHE WH(POpManuu OO0ydYaroIIMMUCS
naBaiuaaMu u Junamu ¢ OB3:
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- CO3/1aHKE TEKCTOBOM BEPCHH JF0OOT0 HETEKCTOBOTO KOHTEHTA JJISi €T0 BO3ZMOKHOTO
npeoOpa3oBaHusi B albTepHATHUBHBIE (POPMBI, yHOOHBIE IS  Pa3TUYHBIX

I10JIb30BATEIIEH;
- CO3/IaHH€ KOHTEHTa, KOTOPBIM MOYKHO IPEICTaBUTh B PA3JIMYHBIX BUAAX 0€3 MOTEPh

JaHHBIX WIH CTPYKTYPHI, IPEIyCMOTPETh BO3MOKHOCTh MAacIITAOMPOBAHUS TEKCTa U
n300paxeHui 0e3 NOTepH KauecTBa;

- CO3/1aHKE BO3MOXKHOCTH ISl 00y4aroIUXcsi BOCIPUHUMATD OJTHY M TY K€ HH(Op-
MAaIMIO U3 Pa3HBIX MCTOYHUKOB — HAMPUMEP, TaK, YTOOBI JIMIIA C HAPYIICHHEM CIyXa
NOJIy4aau UH(POPMAIUIO BU3YaIbHO, C HAPYLICHUEM 3PEHUSI — Ay JUAIIbHO;

- MPUMEHEHHUE MMPOTPAMMHBIX CPEJICTB, 00ECIIEUMBAIONIINX BO3MOXHOCTH OCBOCHUS

HaBBIKOB U YMEHHH, (DOPMUPYEMBIX NUCHMIUIMHOW, 3a CYET aJbTEePHATHUBHBIX
coco0O0B, B TOM YHKCJIE€ BUPTYAIbHBIX JA0OOPATOPHIl U CUMYJISIHIUOHHBIX TEXHOJIOTHIA;

- MPUMEHEHHUE JIUCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOJOTHUN IS Mepeadyu
YECKUX 3aHSITHH, BBICTYIUICHUS C JOKJIaJaMH W 3aIUTOW BBITOTHEHHBIX padoT,
MPOBEJCHUE TPEHUHT OB, OPTaHU3AIIMU KOJUIEKTUBHON paOOTHI;

- MPUMEHECHNE HUCTAHIIMOHHBIX O0pPa30BaTEIBHBIX TEXHOJOTHH I OpraHU3aIluu
TEKYIIEro U MPOMEXKYTOUHOT'O KOHTPOJIS;

- YBETTUYCHUE TIPOJOJDKATEILHOCTH CIaul 00YJarONUMCS HHBTHIOM FUTH JTUIIOM C
OB3 ¢dopM mnpomeKyTOUYHOW aTTeCTAallMH I10 OTHOIICHUIO K YCTAHOBIICHHOM
MPOJIOJDKATEIILHOCTH WX CJAaud: 3a4eT W DK3aMEH, IMPOBOJAWMBIA B MHCHhMEHHOMN
dbopme, — He Oonee uem Ha 90 MUH., TPOBOAMMBINA B yCTHOU opMe — He Oosiee ueM Ha
20 MHH., — TPOJOJDKUTEILHOCTH BBICTYIUICHHSI 00YYaIOmerocs MpH 3alluTe KypCOBOU
paboTel — He Oosiee yem Ha 15 MuH.

14. Buabl 3aHATHH, NIPOBOAUMBIX B (hopMe NPAKTHYECKON MOATOTOBKHU

(He NpelyCMOTPEHO NPH W3YYEHNH IUCITUTLIMHE)
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