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1.Padouas nmporpamma aucummuinabl b1.B./[B.02.01 «/lokymeHTHpOBaHHOE
ob0ecneyeHHe YNpaBjeHHs» s OakajaBpuaTa HaNpPaBJeHHs MOATOTOBKHU
38.03.02 MenemkmMeHT, MPpopuJbL MOAroTOoBKH «MeHeI:KMeHT (rOCTHHHYHBIIA,
KYPOPTHBIii M TYPUCTHYECKUA OU3HEC)».

2.IlepeyeHr NJIAHMPYeMBbIX Ppe3yJbTATOB OOy4YeHHsl MO JAUCHUILIHHE,
COOTHECEHHBIX C IUIAHUPYEMbIMH Pe3yJbTATAMH OCBOEHHSI 00pa30BaTeJbHOM
NPorpamMmbl

2.1. lleab 1 321244 U3yYeHHUs] AMCHUTIIAHBI (MOAYJIf)

Henv oucyunaunvt (moodyna):
— (¢dopMUpOBaHHE Yy CTyJACHTOB ©0a30BOM CHCTEMbl 3HAaHMM B 00JacTu
JIEJI0NPOU3BOJICTBRA:
MpaBWJI OpraHU3aIluyd PabOThl ¢ JTOKYMEHTaMU yIpaBJE€HUs; OCHOBHBIX IOJXOJIOB K
MPOEKTUPOBAHUIO JOKYMEHTOB M CHCTEM JOKYMEHTAallMW; HOPMAaTUBHOM O0a3bl
JIETIONIPOM3BO/ICTRBA.

Yuyeonwie 3a0auu oucyunaunovt (moodyna):
— O3HAKOMJICHHE CTYJICHTOB C OCHOBHOM HAay4YHOU JINTEPATYPOI;
— M3yYCHHE CTYJICHTaMH 3aKOHOJATEILHON 1 HOPMAaTUBHOM 0a3bl JeI0MPOU3BOICTBA;

— 03HAKOMJIEHHE C METOJAUKOM COCTABJICHUS PA3JIMYHbBIX BUAOB JIOKYMEHTOB;
— MOJIyYeHHE MPAKTUYECKHUX HABBIKOB PAa0OTHI C TOKYMEHTALIUEH;
— HU3y4Y€HUE TEOPUHM U NPAKTHUKU OpraHU3alUi JTOKyMEHTAllMOHHOTO OOecreueHus
YIPABJICHUS B OpraHU3ALMSIX.

2.2. [linanupyembie pe3yabTaThl 0CBOCHUS AMCUHUIIIMHBI

IIpouecc wm3yuwennss gucuumuimabl  b1.B.JIB.02.01  «JlokymMeHTHUpOBaHHOE
oOecrneyeHue ynpapieHUs» HaIpaBiieH Ha GOPMUPOBAHHE CIEAYIOIINX KOMIETEHIIUI:

OIIK-2 - cnocoOHOCTBIO HAXOAUTH OPraHU3ALMOHHO-YIPABICHUYECKUE PEIICHUS U
TFOTOBHOCTBIO HECTH 3@ HHUX OTBETCTBEHHOCTb C IMO3MIMH COLMAIBHOW 3HAYUMOCTH
IIPUHUMAEMBIX PELICHUHN

[IK-1 - BnajmeHWeM HAaBbIKAMHU HCIIOJIb30BAaHUS OCHOBHBIX TEOPUM MOTHBALWU,
JUAEPCTBA U BJIACTH JUISA PEIIEHUS CTPATETUYECKUX U ONEPATUBHBIX YIIPABICHUECKUX
3a/ay, a TaKXke ISl OpraHu3aliy TPYNIoBOd pabOThl HA OCHOBE 3HAHMS MPOLIECCOB
IPYNIOBOM JAMHAMHUKH M MPUHIUIOB (POPMUPOBAHUS KOMAH[bI, YMEHHE MPOBOIUTH
ayIUT YEJIOBEUYECKUX PECYpPCOB U OCYIUECTBJIATh NUATHOCTUKY OpPraHU3allMOHHOU
KYJIBTYpBI

[IK-11 - BrnageHueM HaBbIKaMU aHanu3a WHGOpMaLUU O (PYHKIMOHUPOBAHUU
CUCTEMBl BHYTPEHHErO JOKYMEHTOOOOpOTa OpraHu3allM, BEACHUs 0a3 AaHHBIX IO
pa3iMyYHbIM TOKa3aTensiM MU (popmMupoBaHus UHGOPMALMOHHOTO oOOecrneueHus
YYaCTHUKOB OPraHU3aLMOHHBIX IPOEKTOB
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B pe3ynbrare uzydeHus TUCHUIUIMHBI CTYICHT JIOJKEH:

3HaTh:

— IIpaBUWJIa COCTaBJICHUS W OG(OPMIICHHS JOKYMEHTOB C HCHOJIb30BaHHEM Kak
TPAJUIIMOHHBIX, TAK U COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHUI;

— OpraHM3alfio JTOKYMEHTOOOOpOTa, KOHTPOJS HCIOJHEHHUS JTOKYMEHTOB U
WH()OPMAITMOHHO-CTIPABOYHON pabOThI C HCIOJIH30BAHHEM COBPEMEHHBIX
KOMIIBIOTEPHBIX HH(POPMAIIMOHHBIX TEXHOJIOTHIH;

— (opMUpOBaHUE JOKYMEHTOB B KOMILJIEKCHI;

— OpTraHu3alMI0 ONEPATUBHOTO XPAHEHHUS JIOKYMEHTOB B JICJIOBOJICTBE U OCHOBBI
apXUBHOT'O XPAaHEHUS JOKYMEHTOB;

— OCHOBHBIE TpeOOBaHMS K O(DOPMIICHHIO yIpaBiIeHYECKUX (OpraHU3allMOHHO-
pacropsIUTEIbHBIX ) JOKYMEHTOB.

YMmeThb:

— UCIIOJB30BaTh COBPEMEHHBIE METOJIbl OpPTraHM3allMd W COBEPIICHCTBOBAHUS
YIPaBJIEHYECKOTO TPY/ia paOOTHUKOB CITY>KOBI ACIONPON3BOICTBA;

— IPaBWIBHO COCTABJIATH JOKYMEHTBHI;

— 0OpMIIATh JIOKYMEHTBI B COOTBETCTBHHU C TPEOOBAaHUSIMH TOCYAApPCTBEHHBIX
CTaHJapPTOB;

— ONPENEATh HCTOPUUECKYIO U MTPAKTUYECKYIO IIEHHOCTh IOKYMEHTOB;

— CcO3/1aBaTh Pa3JIMYHbIC BULI JOKYMEHTOB, pab0TaTh ¢ OOpaIllEHUSIMU TPaXKaaH U
KOH(HUICHIINATBHBIMU JOKYMCHTAMU;

Baanernb:

— HaBBIKAMU CO3JIaHUSI PEKBU3UTOB JJOKYMEHTA;

— HaBbIKaMU O(OpPMJIEHUSI JIOKYMEHTa B COOTBETCTBHUM C TpeOOBaHUSIMU
roCyIapCTBEHHBIX CTAaHIAPTOB;

— HaBBIKAMU NMPUMEHEHUSI KOMITbIOTEPHOW TEXHUKH TIPU CO3/IaHUU JOKYMEHTA,

— HaBBIKAMH (POPMUPOBAHUS JIEIT;
— HaBbIKaMH O0()OPMIICHHUS JI€JT AJIsl ApXUBHOTO XpAaHEHUSI.
3. Mecro aucuuminebl B crpykrype OIIOIL.
JNucuurmmaa b1.B.JIB.02.01 «JlokyMeHTHpOBaHHOE OOECICUCHHUE YIpPaBICHUS
OTHOCHUTCS K JTUCUHUIUIMHAM I10 BRIOOPY BapHaTUBHON YacTH y4yeOHOrO IJIaHa.

4. O0beM IMCHUNINHBI (MOTYJIs)
(B 3a4eTHBIX EIMHMIIAX C YKAa3aHUEM KOJMYECTBA aKaJACMUYCCKUX WA
ACTPOHOMUYECKHMX YacOB, BBIJICIICHHBIX Ha KOHTAaKTHYIO PabOTy 0O0ydYarommuxcs ¢
npenogaBaTesieM (MO BHUAAM YYE€OHBIX 3aHSATHUH) M HA CAaMOCTOATEIBHYIO DPaboTy
00yJaroIMXCs)

| | KoHTakTHbIE Yachl
O6miee KOJI-BO Konrponn
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Cemectp KOJI-BO 3au. 1a6. [P cenr. CcpP (Bpems Ha
4acoB € ITMHIT Beero | sex sar. |72 san. 178 KOHTPOJIB)
2 108 3 36 22 14 72 3a
Hroro mo ODO 108 3 36 22 14 72
3 108 3 16 8 8 88 3a(44.)
Hroro no 300 108 3 16 8 8 88 4

5. Copep:kanue IMCHMIUIMHBI (MOAYJifi) (CTPYKTYPHMPOBAaHHOE IO TeMaM
(pa3aenaM) ¢ yKa3aHHeM OTBEJICHHOI0 HA HMX KOJIHYECTBA AKaAeMUYECKHX HJIH

ACTPOHOMHMYECKHUX YACOB M BUIOB YUEOHBIX 3aHATHH)

HanmenoBanue tem
(pa3nenoB, Moyeit)

KonnuectBo yacos

ouHasi popma

3ao4Has hopma

B TOM, 4CJIe

B TOM, 4CJie

1a6

mp | cem

u3

CP

Bcero

120

np | cem

us3

CP

®opma
TEKYILETO
KOHTPOJIS

| Bceero

4

5|6

7

o

10

11

12 | 13

14

15

16

Te

Ma

Tema 1. CymHocTb,
CTPYKTypa
9BOJIFOLIMS
OTE€UYECTBEHHOI'0
JIEIIONIPON3BO/ICTBA
(TOKyMEHTaIIMOHHOTO
obecneyeHus
YIpaBJICHHS)

18| 4

12

18

14

YCTHBIH onpoc

Tema 2.
T'ocynapctBeHHOE
peryIupoBaHue
JOKYMCHTAIlMOHHOI'O
obecreueHus
YIIpaBJIECHUS

20| 4

12

20

16

TECTOBBIH
KOHTPOITb

Tema 3. OcHOBHBIE
IIOHATHUA U
TepMI/IHOHOFI/IH
JIOKyMeHTI/IpOBaHI/ISI

18| 4

12

14

14

pedepat
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Tema 4. TpeboBanus
K
JIOKYMEHTUPOBAHHUIO
YIIPABJICHYECKOU
JICSATSIIbHOCTH.
[IpaBwiia moAroTOBKU
Hu O(l)OpMJ'IeHI/ISI 16 2 2 12 | 20 2 2 16 | ycrHerii onpoc
OTJICIBHBIX BUJIOB
YIPaBICHUECKUX
JIOKyMEHTOB

Tema 5.
CoBpeMeHHbIE
TECTOBBIN
EhOpMALOHHEE | 18 | 4 2 1220 2 2 16 | o
TEXHOJIOTHUHU B p
ACJIOIIPOU3BOJACTBE

Tema 6. Opranuzanus
CITyKOBI
JIOKYMEHTAI[HOHHOTO
obecrieueHuUs
yIpaBICHHS
Opranuzanus
JIOKyMEHT0000poTa

18| 4 2 12 | 12 12 pedepar

B
cero waco3a |, o o, 14 72 [104| 8 8 88
2 /3 cemectp

DopmMa NPOMEKXK.
KOHTpOJIA

3auer 3aueT - 4 4.

Bcero yacos 108 | 22 14 72 |104]| 8 8 88
AUCHUIIJIUHE

4acOB Ha KOHTPOJIb 4

5. 1. TemaTnueckuil JIAH JEeKINH

=} Popma KomnuectBo
() MPOBE-JCHUS
= Tewma 3aHSTHS ¥ BOMPOCHI JICKITUU 4acoB
< (axTHB.,

WHTEpaK. ) 0DO 300
1. |Tema 1. CymHOCTb, CTPYKTYpa U BOJIOLIMS AKT. 4 2

OTEYECTBEHHOTO JIEJIOMPOU3BO/ICTBA
(IOKyMEHTAalIMOHHOTO 00ecTieYeH s YIIPaBIICHHUS)

Ocnoenvie 80NpoCyHL.
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CylmHOCTb, HAIIPABIICHUS U BUJIbI
JTOKYMEHTAITMOHHOTO 00€CTICUCHUsI YIIpaBICHUS
(1eJI0TIPOU3BOICTBA).

Tpanummu u mpaBwiia MPUKA3HOTO
Jenonpoun3BoicTBa. Opranuzanus u
peryJiupoBaHe KOJUIEKCKOTO JAeIONPOU3BO/ICTBA.
Opranuzanus 1 peryJiupoBaHie MUHUCTEPCKOTO
JIEIONPOU3BO/ICTBA.

HampaBnenus peryirpoBaHusi COBETCKOTO
JIEIONPOU3BO/ICTBA.

Tema 2. ['ocygapcTBeHHOE peryampoBaHue AKT.
JOKYMEHTAIMOHHOTO 00€CTIeUeHH sl YITpaBICHUs
OcHosHbie 60NPOCHL:

CyImHOCTb, HAIIPaBJIEHUS U BUJIbI
rOCyAapCTBEHHOT'O PETYJINPOBAHUS
JOKYMEHTAMOHHOTO 00€CIIEUEHUs YIIPaBICHUS.
3aKOHO/IATENILHOE PETYINPOBAHNE
JOKYMEHTAIMOHHOTO 00€CTIeUEHUsl YIIPaBICHUSI.

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

OO111ee U JOKaTbHOE HOPMATUBHO-METOANYECKOE

peryJivpoBaHuie JOKyMEHTAIHOHHOTO
oOecrieueHus ynpaBieHusl.

Tema 3. OCHOBHbBIEC OHATUSA U TEPMHUHOJIOTUS AKT.
JIOKYMEHTHUPOBAHUS

OcHosHbvie 80npoChl:

OO6m1ee moHsATHE 00 YIPaBICHYECKOM JTOKYMEHTE.
CBoiicTBa ¥ (PYyHKITUN yIIPABICHUECKUX
JIOKYMEHTOB.

Bunpl ynpaBieHYeCKUX JOKYMEHTOB.
YHudukanus v cTaniapTU3aius
YIOPaBIEHYECKUX TOKYMEHTOB.

Knaccudukanus ynpaBieHYeCKUX JOKYMEHTOB.
CucTteMbl ynpaBiIeHYECKON IOKYMEHTAIIUH.
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Tema 4. TpeboBaHUs K JOKYMEHTUPOBAHUIO
yIpaBJIEHYECKOU JiearenbHoCcTH. [IpaBuiia
MOATOTOBKU U 0OPMIICHHSI OTJEIBHBIX BUIOB
YIPABJICHUYECKUX TOKYMEHTOB

OcHosHvie 80npochl:
HopmatuBHo-meToinueckas 6asza
JOKYMEHTUPOBAaHUS YIPABICHYECKON
NEATEIbHOCTH.

CocTaB peKBU3UTOB yIPABICHUECKUX
[TpaBuiia opopMiIeHHs] pEKBU3UTOB
YIPABJIEHYECKOTO TOKYMEHTA.
brnanku u GopMyIIsipbl yripaBIeHYECKUX
JIOKYMEHTOB.

Buasl 1 THIIOBast CTPYKTypa TEKCTOB
YIPABJICHUYECKUX IOKYMEHTOB.

AKT.

Tema 5. CoBpemeHHbBIe HH(POPMAIIMOHHBIC
TEXHOJIOTHH B ICJIONIPOU3BOICTBE

OcHosHble 80NPOCHL:

OCHOBHBIC TIOHSITHS JJIEKTPOHHOTO
JIeTIOTIPOU3BOJICTBA

Cucrema aBTOMaTH3AIIUN JEIOMPOU3BOICTBA
DIEeKTPOHHOE IOKYMEHTHPOBAHHE

AKT.

Tema 6. Opranu3zanust ciry>k0bl
JIOKYMEHTAIMOHHOTO 00€CIIeUeHUs YIIpaBICHUs
Opranu3zaius 10KyMEHT0o000poTa

OcHosHbvie 80npochl:

CyIIHOCTh ¥ OCHOBHBIC XapaKTEPUCTUKHU
JIOKyMEHTOO0O0pOTA.

DTanbl IBUKEHUS TIOKYMEHTOB B OpraHU3aIuu
(YupexaeHun).

Opranu3zaius padoThl ¢ IOKYMEHTaMU
PYKOBOAUTEIIEH U UCTIOJTHUTENEH.

AKT.

HUroro

22

5. 2. TeMbl NpaKTHYECKUX 3aAHATHH

No 3auarusa

HaunmenoBanue IMPAKTUYCCKOI'O 3aHATHA

dopma
IIPOBE-ACHHUS
(axTuB.,
MHTEPAK. )

KomnuuectBo
4acoB

O0DO

3®0
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Tewma 1. CymHOCTb, CTPYKTYpa M SBOJIOIUS
OTEYECTBEHHOTO JIEIOMPOU3BO/ICTBA
(IOKyMEHTalIMOHHOTO 00ecTieueH s YIIPaBIICHHUS)

HNuTepaxr.

Tema 2. ['ocy1apCTBEHHOE PETYJIUPOBAHUE
JIOKYMEHTAIMOHHOTO 00€CIeUeHUs YIIpaBiIeHUs

NHTtepaxr.

Tema 4. TpeOboBaHUs K JOKYMEHTHPOBAHUIO
YIIPaBJIEHYECKOU JeaTenpHOoCTH. [IpaBuna
MOATOTOBKU U O(DOPMIICHHS OT/AEJIBHBIX BUIOB
YIIPABJICHYECKUX JOKYMEHTOB

AKT.

Tema 5. CoBpemMeHHbIE UHPOPMAIIMOHHBIE
TEXHOJIOTHH B IEJIONPOU3BOICTBE

AKT.

HToro

5. 3. Tembl ceMMHAPCKHUX 3aHATHH

No 3aHsATHSA

HanmMmenoBanue CCMHHAPCKOI'0 3aHATHUA

®dopma
pOBE-ICHUS
(akTuB.,
MHTEpaK.)

KonnuectBO
4acoB

O0DO

3®0

=

Tema 1. CymHOCTb, CTPYKTYpa U 3BOJIFOLIUS
OTEUYECTBEHHOTO JICJIONPOU3BOACTBA
(TOKYMEHTaIIMOHHOTO 00ECTICUCHUS YIIPABIICHNS )
OcHosHble 60NpPOCHL:

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

Tpanunuu u MpaBwiia MPUKa3HOTO
nenonpou3BojicTBa. Opranuzamus u

PETYIUPOBAHUC KOJUICIKCKOI'O ACIOIMPONU3BOACTBA.

Opranuszanus U peryJMpoBaHHe MUHUCTEPCKOTO
JIEJIOIPOU3BO/ICTBA.

Hamnpasnenus peryanpoBaHus COBETCKOTO
JIEJIOIPOU3BO/ICTBA.

AKT.

2

Tema 2. 'ocyapCTBEHHOE pETyIUPOBaHUE
JIOKYMEHTAIMOHHOTO 00€CIeueHus yIpaBiIeHUs
OcHosHbie 80npoChl:

AKT.
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CyIIHOCTb, HATIPABJICHUS U BUIBI
TOCY/IapCTBEHHOTO PETYIUPOBAHUS
JOKYMEHTAIIMOHHOTO 00CCIICUCHHMS YITPABICHUS.
3aKOHOIATEIILHOE PETYTHUPOBAHHE
JOKYMEHTAIIMOHHOTO 00CCIICUCHHS YITPABJICHUS.
HopMaTuBHEIC MPaBOBBIC aKTHI (eAepaTbHBIX
OpPTraHOB T'OCY/IapCTBEHHOM BIIACTH,
pEryIUpYIOIIUe TOKyMEHTAIIHOHHOE
oOecrieueHre ypaBJICHHUS.

Oo1ee 1 TOKaTbHOE HOPMATUBHO-METOIHYECKOE
pEryJIMpOBaHKE JOKYMEHTAIIHOHHOTO
oOecrieueHHsl yIpaBIIeHUSI.

Tema 3. OCHOBHBIE NOHATUSA U TEPMUHOJIOTUS AKT.
JOKYMEHTUPOBAHUS

OcHogHbvie 60npoChl:

O6miee moHsATHE 00 YIPABICHYSCKOM JTOKYMEHTE.
CBoiicTBa ¥ (PyHKIIMU yPABICHYECKUX
JIOKYMEHTOB.

Buasl ynpaBiieHU€CKUX JOKYMEHTOB.
VYHudukanus u crangapTu3anus
YIPaBJIEHYECKUX TOKYMEHTOB.

Tema 4. TpeboBaHus K JOKYMEHTUPOBAHUIO HNuTepaxkr.
YIIPaBJICHYECKOH JesaTenbHocTH. [IpaBuna
MOATOTOBKU U 0OPMIICHHSI OTJEIBHBIX BUIOB
YIPaBJICHYECKUX JOKYMEHTOB

OcHogHble 8onpocwl:
HopmatuBHo-meTomnueckas 6a3a
JIOKYMEHTHUPOBAHUS YIIPABJICHYECKON
JESITENbHOCTH.

CocTaB peKBU3UTOB YIIPABJICHYECKUX
[IpaBuna opopmieHrs pEKBU3UTOB
YIPaBJIEHYECKOTO JOKYMEHTA.

brnanku u popMyIsipbl yripaBIeHYECKUX
JOKYMEHTOB.

Tema 5. CoBpeMeHHbIE HHPOPMAITMOHHbBIE WNHTepaxr.
TEXHOJIOTUU B JI€JONPOU3BOICTBE
OcnogHuvle 6Onpocwl:

OCHOBHBIE TOHATHUS HIIEKTPOHHOTO
JIeJIONPOU3BOICTBA

Cucrema ABTOMATHU3allluU JCIOIIPOU3BOACTBA
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BJIGKTPOHHOG AOKYMCHTHUPOBAHHUC

6. |Tema 6. Opranuzanus ciyx0bl AKT. 2
JIOKYMEHTAIMOHHOTO 00€CTIeYeHUs YIPaBICHUS
Opranu3zanus JOKyMEHTO000poTa

Ocnognvie 6onpocul:

CyIIHOCTh U OCHOBHBIE XapaKTEPUCTUKHU
JIOKyMEHTOO0O0pOTA.

OTanbl JBUKEHUS TOKYMEHTOB B OpraHU3alluu
(yupexxaeHun).

Opranu3zanus paboThl ¢ JOKYMEHTaMH
PYKOBOJUTEIIEH U UCTIOJTHUTENEH.

Hroro 14

5. 4. IlepedeHb 1a00paTOPHBIX padoOT

(HE TPeyCMOTPEHO y4eOHBIM ITAHOM)

5. 5. Tembl HHAMBUAYAJBHBIX 3AHATUI

(HE IPeyCMOTPEHO y4eOHBIM IITAHOM)

6. IlepeyeHb yueOHO-MeTOAUYECKOT0 O0eCIIeYeHUS IJIsl CAMOCTOATEILHOM
padoThl 00yYAOIIUXCH 10 AUCHUIIHHE (MOLYJII0)

CamocrosiTennbHasi paboTa MO JaHHOW JUCHUIUIMHE BKJIIOYACT Takue (HOpMBI
paboThl Kak: paboTa ¢ 0a30BBIM KOHCIIEKTOM; IMOJTOTOBKA K YCTHOMY OIPOCY;
MOATOTOBKA K TECTOBOMY KOHTPOJIIO; MMOJTOTOBKA pedepara; moaroToBKa K 3a4ery.

6.1. Conep:kaHue caMOCTOATEILHON PadOThI CTYAEHTOB M0 JUCUHUILIMHE (MOLYJII0)

HaumenoBaHue TeM 1 BOMPOCHI, BHIHOCUMEIE HA Kon-Bo yacoB
No 5 ®opma CP
CaMOCTOSITENIbHYIO paboTy
OP0 | 390
1 |Tema 1. CymHOCTb, CTPYKTYpa 1 3BOJIOLIHS TOAroTOBK K
YCTHOMY OIIpOCY
OTEYECTBEHHOTO JIEJIOMPOU3BO/ICTBA
(IOKyMEHTAallMOHHOTO 00ecTieueH s YIIPaBIICHHUS) 12 14
2 |Tema 2. 'ocynapcTBEHHOE PETyIMPOBAHHE TIOATOTOBKA K
YCTHOMY OIIPOCY
JIOKYMEHTAIMOHHOTO 00€CIeueHUs yIpaBiIeHUs 12 16
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3 |Tema 3. OcHOBHbIE IOHSTHUS U TEPMUHOJIOTUS TIoATOTOBKA
c(p€para
JTOKYMEHTHPOBaHUS pedep 12 14
4 |Tema 4. TpeboBaHMS K TOKYMEHTUPOBAHUIO TIOATOTOBKA K
) TECTOBOM
yIpaBIECHYECKOMN AesTenpHOoCTh. [IpaBuna KOHTPOM'Z
MOATOTOBKU U 0OPMIICHHSI OTJEIBHBIX BUIOB 12 16
YIIPaBJIEHYECKUX JOKYMEHTOB
5 |Tema 5. CoBpemeHHbIE HHPOPMALIMOHHBIE TO/IrOTOBKA K
YCTHOMY OIIPOCY 12 16
TEXHOJIOTUHU B IEJIONIPOU3BOACTBE
6 |Tema 6. Opranu3arus CiIyKObI TIO/rOTOBKA K
TECTOBOM
JIOKYMEHTAIMOHHOTO 00€CIeUeHUs YIIpaBiICHUs Kompomz
Opranu3zaius 10KyMEHTO000poTa 12 12
HTtoro 72 88

7. @OH/ OLEHOYHBIX CPEACTB AJIl IPOBEICHU IPOMEKYTOYHOM aTTeCTALUMN
00y4aroumuxcs no JMCHUIJINHE (MOAYJII0)

7.1. IlepeyeHb KOMIIETEHUMH € YKA3aHUEM ITANOB UX (JOPMHUPOBAHUSA B
npouecce 0CBOCHHMA 00pa3oBaTeIbHOM MPOrpaMMbl

Jeckpurn O1uieHOYHBIC
Komnerenunu
TOPBI cpelcTBa

OIIK-2

3Hathb npaBujia COCTaBICHUS U 0(DOPMIIEHUSI JOKYMEHTOB C
UCITOJIb30BAaHUEM KaK TPaJAUIIMOHHBIX, TAK U
COBPEMEHHBIX KOMITbIOTEPHBIX TEXHOJIOTUH; ;
OpraHMU3aIII0 JOKYMEHTO000pOTa, KOHTPOJIS
UCITOJIHEHUS IOKYMEHTOB U MH(QOPMaLIMOHHO- YCTHBIA OIIPOC
CHPaBOYHON pabOTHI C UCTIOIB30BAHUEM COBPEMEHHBIX
KOMITbIOTEPHBIX UH()OPMALIMOHHBIX TEXHOJIOTHA;

Ymern HNCIIOJBb30BaTh COBPEMCHHBIC MCTOAbI OpraHru3aliiu 1

TECTOBBIN
COBEPIICHCTBOBAHUS YIIPABJICHYECKOTO TPya
KOHTPOJIb
PabOTHUKOB CITY>KOBI JEIOMPOU3BOICTBA;
Biajgerbs |HaBbIKaMM CO3J]aHUSI PEKBU3UTOB JIOKYMEHTA; HABBIKAMU
odopmIIeHUS TOKYMEHTa B COOTBETCTBUU C 3a4eT
TpeOOBaHUSIMU IOCYNAPCTBEHHBIX CTAH/IAPTOB
ITK-1
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3HaTh (dopMHpOBaHHE JOKYMEHTOB B KOMIUIEKCHI; ;

OpPTraHMU3ALHI0 ONIEPATUBHOIO XPaHEHUS IOKYMEHTOB B YCTHBIN OIPOC;
JICJIOBOJICTBE U OCHOBBI apXUBHOTO XPaHEHUS pedepar
JOKYMEHTOB;

YMeTs  |paBHIJIBHO COCTABJIATH JOKYMEHTHI; ; OOPMIISATH .
JIOKYMEHTBI B COOTBETCTBHH C TPEOOBAaHUSAMU TECTOBbIN
rOCyIapCTBEHHBIX CTaHIapPTOB; KOHTPOIH

Baajaers |HaBpIKaMU IPUMEHEHHUSI KOMIIBIOTEPHON TEXHUKU ITPU
CO3/IaHUH JOKYMEHTA; HaBbIKaMU ()OPMHUPOBAHUS €] saueT

IK-11

3Hatb OCHOBHBIE TPEOOBaHUS K 0()OPMIICHHUIO YIIPABIEHYECKHUX
(opraHu3alMOHHO- PaCHOPSAAUTENbHBIX) JOKYMEHTOB. yCTHBIH OIIPOC

YMerb  [ompenensaTh HCTOPUYECKYIO U IPAKTUYECKYIO LIEHHOCTb
JOKYMEHTOB; ; CO3JaBaTh Pa3JIN4HbIC BUJIbI JOKYMEHTOB, TECTOBBIN
paboTaTh ¢ 0OpaICHUSIMU TPAKIAH U KOHTPOJIb
KOH(UEHIIMAIBHBIMU TOKYMEHTaMH;

Baagers (HaBbikamMu 0(hOpMIICHUS A€ AJI1 apXUBHOTO XpaHEHUSI. pedepa

T

7.2. Onucanue nMoKasare/ieil U KpUTEepHeB OLCHUBAHUS KOMIIETEHIUI HA
PA3JIMYHBIX 3TANAX UX (POPMUPOBAHUS, ONNMCAHUE IIKAJ OLlEHUBAHUS

YpoBHU CHOPMUPOBAHHOCTH KOMIIETCHITUN

OHGHO‘-IHBIG . JlocTaTouHbIH .
KommerenTHOCTB bazoBsri YPOBEHb Bricokmit YPOBEHb
cpeacTBa YpOBEHb
HeC(l)OpMI/IpOBaHa KOMIICTCHTHOCTHU KOMIICTCHTHOCTHU
KOMIICTCHTHOCTHU
YCTHBIN OIIPOC CryneHT He CryneHt Crynent noiHo, ¢ |CTyAeHT NOJHO,
crocoOeH J1aTh HEIOJIHO, HECYILIECTBEHHBIM |TIy00KO,
OTBET Ha MOBEPXHOCTHO, HE |1 3aMe4aHUsIMU  |0OOCHOBAHHO
3aJJaHHbII BOPOC (00O0CHOBAHHO OTBEYAET Ha OTBEYAET Ha
OTBEYAET HA 3aJlaHHBIE 3aJJaHHBIE BOIIPOCHI
3aJJaHHbIE BOIIPOCHI
BOIIPOCHI

TECTOBBIN KOHTPOJIb

Meunee 59%
BEPHBIX OTBETOB

60-74% BepHBIX
OTBETOB

75-89% BepHBIX
OTBETOB

90-100% BepHBIX
OTBETOB
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pedepar Marepuan He Marepuan cnabo |Marepuan Marepuain
CTPYKTYPUPOBAH |CTPYKTYpUPOBaH, [CTPYKTYpUpOBaH, |CTPYKTYpHUpPOBaH,
0e3 yuera HE CBs3aH ¢ paHee |(odopmien oopmien
cneuuduku U3YYEHHBIM, HE COIJIACHO COIJIACHO
po0IIEMBbI BbIJIETICHBI TpeOOBaHUSM, TpeOOBaHUSAM
CYLIECTBEHHbIE OJIHaKO €CTb
IIPU3HAKU HECYIIECTBEHHbIE
pOOJIEMBI. HEJIOCTATKHU.
3a4eT Hemonctpupyercs |[Iemonctpupyercs |[Iemonctpupyercs |IeMoncTpupyercs
HE3HaHUE oO1iee 3HaAHUE JIOCTaTOYHO ri1yooKoe u
M3y4aeMoro M3y4aeMoro [I0JIHOE 3HAHHE IIPOYHOE YCBOCHUE
TEOPETUYECKOI0  [TEOPETUYECKOTO  [TEOPETHUECKOIO  |TEOpEeTHYECKOIrO
MaTepuania u MaTepuaia u MaTepuaia u MaTepuaia u
HEJIOCTaTOYHbIA  [HEJOCTATOYHBIM  |IOCTATOYHBIN BBICOKAsI
YpOBEHb YpOBEHb YpOBEHb a/1alITUBHOCTh
IIPAKTUYECKOIO [IPAKTUYECKOIO YCTOMYMBOIO IIPaKTUYECKOIrO
HaBbIKa HaBbIKa MIPAKTUYECKOTrO HaBbIKa
HaBbIKa

7.3. TunoBbie KOHTPOJIbHBbIE 32ITaHUS UJIM UHbIE MAaTePUAJIbI, HEO0X0AMMBbIE 1JISI
OLICHKHU 3HAHUI, YMEHHI, HABBIKOB M (UJIM) ONBITA AeSATeJbHOCTH,
XapaKTePU3yIIHUX 3Tanbl (JOPMUPOBAHUA KOMIIETEHIMH B MpoLecce 0CBOCHUS
00pa3oBaTeILHON POrPaMMbl

7.3.1. IlIpumepHbIe BOPOCHI AJISI YCTHOTO OIIPOCa

1.Kakue noxymeHnTsl B coorBeTcTBUM ¢ Koncturynuuein PO uznaer Ilpesunent PO?
2.Kakue nokymeHTbl B cooTBeTcTBUM ¢ KoHcTutymmen PO wmspaer [IpaBuTenbcTBO
P®? KakuM akTOM ompeneseHbl BUAbl JOKYMEHTOB, u3aaBaemslie [Ipesnnienrom PD?

3.Kakue BapmaHThl HM300pa)K€HUSI TOCYAAPCTBEHHOTO TepOa BO3MOXKHBI Ha OJaHKax
(dene- paTbHBIX OPTAHOB MCIIOJHUTEIHLHOM BIACTH?

4.B xakoMm aKkTe JaHO OMpPEACIICHHE dJIEKTPOHHOTO COOOIICHUS?

5.Kakue Bompocwel paccmarpuBatoTcsi B denmepanbHom 3akone «O0 wHboOpManuu,
nH(pOpMa- ITMOHHBIX TEXHOJOTUSIX U O 3aIUTe HHPOPMATTIN)?

6. Kak ompenensieTcst 3€KTPOHHBIN TOKYMEHT B 3aKOHOIATEIbHO-TIPABOBBIX aKTax?

7 Kak OnpCAcCIIACTCA B 3aKOHOAATCIIbHO-ITPABOBLIX aKTaX 3JICKTPOHHAs HO,Z[HI/ICB?

8.Kakue cymecTByrOT BU/IbI JJIEKTPOHHBIX MOANUCEN?
9. Kakum 10KyMEHTOM ONpEENeTcs CTENEHb OIPAaHUYEHUS TOCTYIA K JOKYMEHTY?
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10.KakuMm 3aKOHOJATEIBHBIM aKTOM YCTaHABIMBACTCS OTPAaHUYCHHUE JOCTyINa K
CBEJICHUSIM T10 JTUYHOMY COCTaBY?

7.3.2. [IpumepHbIe BONPOCHI IJIsl TECTOBOI0 KOHTPOJIA

1.Kako#i BapuaHT 0hOpMIICHHS PEKBHU3UTA «AJNpecaT» COOTBETCTBYET TPeOOBaHMIIM
I'OCT P 6.30-2003?

1. npexropy mkosasr Ne 269

Marseesou Tamape [letpoBHe

2. Iupexropy mkoibl Ne 269 Marseeson T.I1.

3. 129128, Mocksa, yi. PoctokuHckas, 7

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

4. Tupexktopy MockoBckoii mkosibl Ne 269

T.I1. MarBeeBou

2.0TMeThTE BapUaHT MNPABWIHHOTO OGOPMIICHHS MOJINUCH JIOKYMEHTa Ha O0O0IIeM
omanke yupexaenus ['.B. CumopoBbIM, UCIIONHSIOMKUM OOS3aHHOCTH PYKOBOJIUTEIIS
yupexaenusi A.W. [lerposa B ero B orcyrcTBue?

1. N.o. mupektopa JInynasa noanuce Cunoposa I'.B. Cunopos
2./ dupexrtop JInynas noanuck Cunoposa A.N. Iletpos
3. 3a [{upekrop JInynas noanuce Cunoposa A.N. Iletpos
4. 3a nupekTopa JInynas noanuck Cunoposa I'.B. Cunopos

3.Kako#i Bapuant odopmuenusi pekBuszuta «I'pud cormacoBaHus JTOKYMEHTa» B
Clly4yae COTJIaCOBaHHUA IUIaHA KOJUIETMAJIBbHBIM OPraHOM COOTBETCTBYET TPEOOBaHUSIM
I'OCT P 6.30-2003?

1. COIJIACOBAHO

MIPOTOKOJIOM 3aCENAaHNSI METOJUYECKOTO COBETA

ot 12.07.2007 r. Ne 16.

2. COTJIACOBAH

[IpoTokonom 3acenaHusi METOUYECKOTO COBETA

ot 12.07.2007 r. Ne 16.

3. COI'JIACOBAHO

[Iporokoun 3acenanust METOIMYECKOTO COBETA

ot 12.07.2007 r. Ne 16.

7.3.3. [IpumepHbIe TeMBbI J1JIM1 cCOCTaBJieHHs pedepara

1.JIoOKyMEHTHI B UX Ha3HAYCHHE.

2.HopMmaTuBHO-TeXHUYECKas 0a3a Jenonpoun3Boactea PO Ha COBpeMEHHOM JTarie.
3.00mue TpeboBanms K 0(OPMIICHUIO PEKBU3UTOB JIOKYMEHTA.

4. TpeboBaHUs K JOKYMEHTaM, U3rOTABJIMBAEMBIM C TIOMOIIBIO TICUATHBIX YCTPOUCTB .
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S.bJIaHKU IOKYMEHTOB.

6.0Opranu3anoOHHO-PacIOPAIUTEIbHbIE TOKYMEHTHI.

7.J10KyMEHTBI KOJUIETHAIBHBIX OPTaHOB, JOKYMEHTHI 110 JUYHOMY COCTaBY.
8.Ciry:xeOHasl mepenucka.

9.0pranu3anus padoThl ¢ MUCbMEHHBIMHU U YCTHBIMU OOpAIllEHUsIMU IpaXKaaH.
10.Peructpanus 1 y4yeT NOCTYNAOIIMUX B OPraHU3aUI0 JOKYMEHTOB.

7.3.4. Borpocsl K 3a4eTy

1.J1st TaGmui 7.3

2.CyuiHocTh U CTPYKTYypa JOKYMEHTAIIMOHHOTO 00ECIIEYeHMs] YIIPABIICHUS.

3.Ponp  JOKyMEHTAaMOHHOTO OOECHEYEeHHs yNpPaBICHHUS B  JEATEIbHOCTH
roCyAapCTBEHHBIX OPTraHOB.

4.9T1anbl ABOJIOIMU  OTEYECTBEHHOTO JEJONMPOU3BOJCTBA (JIOKYMEHTAIMOHHOTO
oOecrieueHts! yIpaBJIEHHUs1): COCTaB U o0LIasi XapaKTepUCTUKA.

5.0OCHOBHBIE TOCTH)KEHUS U HEIOCTATKH MPUKA3HOT0, KOJUJIEAKCKOTO 1 MUHUCTEPCKOTO
JIEJIONTPOU3BO/ICTBA.

6.OCHOBHBIE TOCTHKEHHS U HEJOCTATKU COBETCKOTO JEIONPONU3BOIACTBA.
7.Haznauenue EauHoi rocymapcTBeHHOM cucteMbl AenonpousBoactBa (EI'CI) u ee
pOJIb B TOKYMEHTALlMOHHOM 00€CIEUYEHUN YIIPABICHHUS.

8.HampaBneHuss  roCyJapCTBEHHOI'O  PEryJupOBaHUs  JOKYMEHTALMOHHOTO
oOecreueHust yrpaBieHus: COCTaB U 0011as XapaKTepUCTUKA.

9.Bunbl  JOKYMEHTAallMOHHOTO OOECHeueHus YOpaBJIEHUS: COCTaB U o0Imas
XapaKTEPUCTHKA.

10.HazHauenne # CTpyKTypa MpPaBOBOTO PETYIMPOBAHUS JTOKYMEHTALMOHHOTO
oOecreueHust yrpaBaeHusl.

11.CoctaB W Ha3Ha4Y€HHME 3aKOHOJATEIBHBIX akTOB Poccuiickoit dDenepaiuu,
PETYIUPYIOLIMX JOKYMEHTAIIMOHHOE 00eCTIeUeHHE YIIpaBIeHUsI.

12.CoctaB W Ha3Ha4YeHHWE HOPMATUBHBIX TPABOBBIX aKTOB (penepasbHBIX OPraHoOB
WCIIOJIHUTENIbHOW  BJIACTH, PETYJIUPYIOIIUX JOKYMEHTAIMOHHOE oOecreyeHue
YIpaBJICHUS.

13.CoctaB ¥ Ha3HauY€HHE TOCYJAPCTBEHHBIX (HALMOHAJIBHBIX) CTAaHIAPTOB,
PETYJIHUPYIOMINX TOKYMEHTAIIMOHHOE 00ecTIeueHue YIpaBICHHUS.

14.Pons ®enepanbHoil apxuBHOW cnyxk0bl (PocapxuBa) B rocygapCTBEHHOM
PETyJIUPOBAaHUH JOKYMEHTALIMOHHOTO 00eCTeueHus ypaBIeHHUsI.

15.Ha3nauennie u crpykTypa ['OoCcymapcTBEHHOM CHUCTEMBl JOKYMEHTAI[MOHHOTO
obecneuenus ynpasienus (I'CHOY).

16.CtpykTypa u obmias xapakrepuctuka OcHoBHbIX nonoxkenuit ['[CIOY.

17.Ponp yHHUpUKALIMK U CTaHAAPTU3AIMM JOKYMEHTOB B  COBPEMEHHOM
JOKYMEHTAIMOHHOM O0ECIEYEHUN yIpPaBIICHUS.

18.CocTaB 1 Ha3HauYe€HHE YHU(PHUIIMPOBAHHBIX CUCTEM TOKYMEHTAIIUH.
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19.CoctaB, Ha3HaueHHWE M COJAEPKAHME TOCYNAapCTBEHHBIX CTAaHJApPTOB Ha
YHU(PHUITUPOBAHHBIE CUCTEMBI IOKYMEHTAIIUH.

20.CoctaB ¥  Ha3HauY€HUE  OOIIEPOCCUMCKUX  KJIACCU(PUKATOPOB  TEXHUKO-
HKOHOMHMYECKOH M COIMATbHON MH(POPMALIUH.

21.0OcHOBHBIE TIOHATHUS W TEPMUHOJIOTHS JOKYMEHTALlMOHHOIO 0OecreueHus
YIPaBJICHUS.

22.00mas XxapakTepUCTHKa TEPMHHOCHUCTEMBI JOKYMEHTAIIMOHHOIO OOecreueHus
ynpasnenusi, onpeaeneHusrii ['OCTom P 51141-98 «/lenonpon3BoacTBO U apXUBHOE
neno. TepMUHBI U OIIPEIETICHUSY.

23.CymHOCTh, OCHOBHBIE ACIEKTHl M CBOMCTBA YIIPABICHUYECKOTO JOKYMEHTa KAk
CUCTEMBI.

24 Knaccudukanus yrnpapieHYECKHX JOKYMEHTOB.

25.06mue TpeboBaHMS K JOKYMEHTHUPOBAHUIO YIPABICHUYECKOW JAESITEIbHOCTH,
onpeaeneHHbie OcHOBHBIMU nos1okeHusMu ['CJIOY.

26.060mue TpeOoBaHMS K JOKYMEHTHUPOBAHUIO YIPABICHUYECKOW JAESITEIbHOCTH,
onpeneneHHble TUNOBOM WHCTPYKIMEH IO JENONPOU3BOJACTBY B (PeAepalibHbBIX
OpraHax MCIHOJHUTEIbHOMN BIACTH.

27.O0mue TpebOoBaHUS K JOKYMEHTUPOBAHUIO YIPABJICHUYECKOU ACATEIbHOCTH,
onpeneneHubie [[OCTom P 6.30-2003 «YuudummpoBanabie CUCTEMBI TOKYMEHTAIUH.
VYHuduimpoBanHasi cucTeMa OpraHu3alMOHHO-PACIIOPSAN-TEIbHON JOKYMEHTAIUU.
TpeboBanus kK 0POPMIICHHIO TOKYMEHTOBY.

28.00m1as XxapakTepuCTUKa TPeOOBAHUH K TEKCTaM YIPaBICHYECKUX JOKYMEHTOB.
29.CoctaB 1 0o011as XapakKTepUCTHKA PEKBU3UTOB YIPABIEHYECKOTO IOKYMEHTA.
30.HopMbl cTUIIs yIpaBI€HUYECKUX JOKYMEHTOB.

31.0cobenHocTr 0(OPMIIEHHS] TEKCTOB YIPABJICHUYECKUX TOKYMEHTOB B AHKETHOM,
TpadapeTHoil 1 TabaudHOU Popme.

32.CTpyKTypa OpraHu3alMOHHO-PACTIOPSAAUTENBHON TOKYMEHTAIMH.

33.Ha3HaueHue 1 cOCTaB OPraHU3alMOHHO-IIPABOBBIX JOKYMEHTOB.

34.Ha3zHaueHHE U COCTaB PACIOPSAAUTEIBHBIX JOKYMEHTOB.

35.Ha3navenue u coctaB UHPOPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB.

36.Ha3zHaueHnue u cocTaB JOKYMEHTOB IO JINYHOMY COCTaBY.

37.CoctaB, pacmoyiO)KEHHUE PEKBU3UTOB U CTPYKTypa TEKCTa TOJIOXKEHUsS 00
OpraHu3aIu.

38.CocTaB, pacrojioKEHHUE PEKBU3UTOB U CTPYKTypa TEKCTa HWHCTPYKIUHU IO
JOKYMEHTAllMOHHOMY OOECIIEUEHUIO YIIPABIEHUS B OPraHU3aLNH.

39.CocraB, pacHoJiOXXKE€HHE PEKBU3UTOB U CTPYKTypa TEKCTa JIOJKHOCTHOM
MHCTPYKLUU.

40.CocraB, pacnojlo)KEHUE PEKBU3UTOB M CTPYKTYpa TEKCTa IMpPHKa3a M0 OCHOBHOMY
BUJY AESITEIbHOCTH OPraHU3alNH.

41.CocraB, pacroyoKE€HUE PEKBU3UTOB U CTPYKTYpa TEKCTA PELICHUS KOJUIETHAIbHOIO
OpraHa ynpaBJICHUS.
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42.CoctaB, paclojOXE€HHE PEKBU3UTOB U CTPYKTypa TEKCTa IulaHa paboThl
OpraHu3aluu.

43.CocraB, pacnojoKeHHe PEKBU3UTOB U CTPYKTYpa TEKCTa JAOKIAIHOM, CIYKEOHOU 1
O0OBSCHHUTEILHOM 3aIHCOK.

44 .Buapl nuceM U 0COOCHHOCTU UX TOJATOTOBKU U 0OPMIICHHUS.

45.CocTtaB, pacmoyIO)KEHUE PEKBU3UTOB M CTPYKTypa TEKCTa HH(POPMALMOHHOIO
IIMChbMA.

46.CoctaB, pacnoioX€HHE PEKBU3UTOB U CTPYKTypa TEKCTa TPYAOBOrO JOTOBOpPA
(KoHTpaKTa).

47.CocraB, pacIloyioKEHNE PEKBU3UTOB U CTPYKTypPa TEKCTA PE3IOME.

48.CocraB, pacIonoKEeHNE PEKBU3UTOB U CTPYKTYpa TEKCTA TPYAOBOT'O COTJIAIICHHUS.

49 3anaun, (GYHKOMM U TUIOBBIE CTPYKTYPbl CIYKOBl JOKYMEHTAI[MOHHOIO
oOecreueHust yrpaBaeHUs.

50.PernmamenTariusi paboThI CIIy>KObI JOKYMEHTAIIMOHHOT'O 00ECIICYEHUs YIIPaBIICHHUS.

51.enpb 1 3a0a4M yrnpaBieHUs: JOKYMEHTAIlMENW OpraHu3aluu.

52 .ITpuHIUIIBI OpraHU3aluHd JOKYMEHTOO00POTA.

53.Ilopsimok OBHXKEHUS JOKYMEHTOB B OPraHU3allMd U OCHOBHBIE 3Tallbl
JIOKYMEHTO000pOTA.

54.0Opranuzanus padoThl C JOKYMEHTaMH PYKOBOIUTEICH.

55.0pranuzanust paboThl C JOKYMEHTaMH UCIIOTHUTENEH.

56.0Opranu3anysi KOHTPOJISI HICIIOJIHEHUS TOKYMEHTOB.

57.0nepaTuBHOE XpaHEHUE JTIOKYMEHTOB, DKCHEPTH3a MX LEHHOCTH U MOJATOTOBKA K
caaye B apXuB.

58.0co0eHHOCTH OpraHu3alii padoThl C KOHPUACHIIUATBHBIMU JOKYMEHTAMH.
59.CoBpeMenHble  MHGOPMAIMOHHBIE  TEXHOJOTMHM B JOKYMEHTAIlMOHHOM
oOecrieueHU! ypaBiaeHUs.

60.0OcHOBHBIE HAIIPaBJICHUS COBEPIICHCTBOBAHUS COCTaBa U (HOPM JOKYMEHTOB.

61. CucteMbl 3JEKTPOHHOTO JOKYMEHTOOO0OpOTa, MX Kiaccudukaius, oCOOCHHOCTH
BHEIPEHUS U TCHJICHIIUU Pa3BUTHA.

62.0OCHOBHbIE HaIlpaBJIEHUSI COBEPIICHCTBOBAHUSA COCTaBa U (DOPM JOKYMEHTOB.

63. Cuctembl SIEKTPOHHOTO JOKYMEHTOOOOpOTa, WX KiaccHu(HKaIus, 0COOCHHOCTH
BHEPCHUS U TCHJICHIIUU Pa3BUTHS.

7.4. MeToanuecKkue MaTepuaJibl, ONpeae/siionue npoueaypbl OeHUBAHUSA
3HAHMH, YMEHUI, HABBIKOB U (WJIH) ONBITA AeATeIbHOCTH, XaPaKTEePH3yOIIUX
Tanbl GOPMUPOBAHUA KOMIIETEHLUM.

7.4.1. OueHuBaHue YCTHOIO ONPoca
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Kpurepuii YpoBHU hopMUPOBaHUS KOMIIETECHIIHMI
OLICHUBAHUSA bazoBbIit JlocTaTouHbIM Bricoknit
ITonHoTa ¥ paBWIBHOCTH  |OTBET MOJHBIHN, HO ecTh  |OTBET MOJHEIH, OTBeT MOJIHBIMN,
OTBETa 3aMedanus, He oosee 3 HOCJIeI0BaTCIbHEIN, HO  |IOCeA0BaTSIbHBIMN,
€CTb 3aMc4UaHus1, HE JIOTUYHBIN

Oouee 2

CrerneHb 0CO3HAHHOCTH,
MMOHUMAaHUS U3yYSHHOTO

Martepuan yCBOCH U
M3JIaraeTcsl OCO3HAHHO,
HO eCTb He Ooee 3
HECOOTBETCTBUM

Marepuan yCBOEH U
M3IaraeTcs 0CO3HAHHO,
HO eCThb He Oonee 2
HECOOTBETCTBUM

Marepuai yCBOECH U
U371araeTcsi OCO3HaHHO

S3p1KOBOE OhopMITEHHE
oTBeTa

Peun, B ienom,
rpaMoTHAas1, COOIOICHBI
HOPMBI KyJIBTYPBL PEUH,
HO ©CTh 3aMEYaHusl, He
bonee 4

Peus, B 1ienom,
rpaMOTHAs, COOJIFOICHBI
HOPMBI KYJIBTYPEI PEUH,
HO €CTh 3aMCUaHus, HE
ooee 2

Peub rpamortHasi,
COOJTIO/ICHBI HOPMBI
KYJIbTYpbI peun

7.4.2. OueHUBaHUE TECTOBOI0 KOHTPOJISI

Kpurepnii
OLICHUBAHUSA

YpoBHH HOPMUPOBAHKS KOMIICTEHIIHMA

bazoBbiii

JlocTaTo4HBIM

Bricokuit

IIpaBUIBHOCTH OTBETOB

He menee 60% TecTOBBIX
3aJaHuN

He menee 73% TeCTOBBIX
3aJIaHUuN

He MeHee 86% TeCTOBBIX
3aJaHuN

7.4.3. OuenuBanue pedepara

Kpurepuit YpoBHU GOpMHUPOBAHMS KOMIETEHLIUN
OLICHUBAHUSA bazoBbIit JlocTaTouHbIM Bricoknit
HoBusna [Ipobnema, 3asBiennas B |[IpoGnema, 3asBnenHas B |[IpoGnema, 3asBieHHas B

pedeprpoBaHHOTO TEKCTa

TEKCTE, UMECT HAYUHYIO
HOBHU3HY U
AKTYaJbHOCTb.
ABTOpCKAst MO3UIIUSA HE
o0o3HaueHa. EcThb He
Oouee 3 3aMeuaHuUi

TEKCTE, UMEET HAYUHYIO
HOBH3HY U
aKTYaJbHOCTb.
ABTOpCKast MO3UIUS HE
o0o3HauecHa. EcThb He
Ooiee 2 3amMeyaHui

TEKCTEe, IMEET HAyYHYIO
HOBM3HY U aKTyaJIbHOCTb.
Bripakena aBTopckas
MTO3ULHS
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CreneHb pacKpbITUS
POOJIEMBI

ITnal COOTBETCTBYET
TeMe pedepara,
OTMEYaeTCs TOJHOTA U
rIyOHuHa PaCKPBITHS
OCHOBHBIX NTOHATHN
PO0JIeMbl; 000CHOBAHBI
CIOCOOBI M METOJIBI
paboThI ¢ MaTepuanoMm;
POIEMOHCTPHPOBAHO
yMmeHue paboTath ¢
JIUTEPATYPOH,
CUCTCMATHU3HUPOBATh U
CTPYKTYPHUPOBAThH
MaTepua; 0000IIaTh,
COIIOCTAaBJIATH
Ppa3In4HbIC TOYKH 3PCHUA
10 PacCMaTPHUBAEMOMY
BOIIPOCY,
apryMeHTUPOBATh
OCHOBHBIE MTOJIOKCHHUS U
BEIBOJIBL. ECTh HE Ooliee
3 3amevaHuit

ITnaH cOOTBETCTBYET
Teme pedepara,
OTMEYaeTCs MOJHOTA U
rIIyOUHA PACKPBITHS
OCHOBHBIX TTOHATHUI
po0JIeMbl; 000CHOBAHBI
CIIOCOOBI 1 METOIBI
paboThI ¢ MaTepHuaIom;
POIEMOHCTPHUPOBAHO
yMmeHue paboTaTh ¢
JIUTEPATYPOH,
CUCTCMATU3NUPOBAThL U
CTPYKTYpPUPOBATH
MaTepua;, 0000IIaTh,
COIIOCTAaBJIATH
Pa3JIMYHBIC TOUKHU 3pCHUSA
10 PacCMaTPUBAEMOMY
BOIIPOCY,
apryMeHTUPOBATh
OCHOBHBIE TTOJIOKCHHUS
BbIBO/IbI. ECTh He Oouee
2 3aMeuaHui

ITnaH COOTBETCTBYET TEME
pedepara, ormMevaeTcs
MOJTHOTA U TTyOHHA
PaCKpBITHS OCHOBHBIX
MOHATHH POOTIEMBI;
000CHOBaHBI CITIOCOOBI U
METO/TbI PabOTHI C
MaTepHaIoM;
MPOJIEMOHCTPUPOBAHO
yMeHHe paboTath ¢
JIUTEPATYPOH,
CUCTCMATHU3HUPOBATH U
CTPYKTYPHUPOBATH
MaTepuai; 0000IIaTh,
COTTOCTABJIATE Pa3IHYHBIC
TOYKHU 3pCHHUA 110
paccMaTpruBacMOMY
BOIIPOCY,
apryMeHTHUPOBATh
OCHOBHBIE MTOJIOKCHUS U
BBIBOJIbI

OO60CHOBaHHOCTH BEIOOpA
HCTOYHUKOB

5-8 UCTOYHUKOB

8-10 UCTOYHUKOB

OtmeuaeTcst TOJHOTA
WCTIOJIb30BaHHS
TUTEPaTypPHBIX
HMCTOYHHUKOB I10 Tpo0JjieMe;
[IPUBJICYEHUE HOBEUIINX
pabot no pobiieme
(>xypHaIBHBIE
MyOJIMKAIIH, MaTEPUAITBI
COOPHHUKOB HAyYHBIX
TPY/OB H T.1.), 6onee 10
HUCTOYHUKOB
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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
CHHTaKCHYECKHUX OIINOOK,
CTHJIMCTHIECKUX
MIOTPEUIHOCTEH;
OTCYTCTBHE OIEYaTOK,
COKpAIIeHHH CIIOB, KpOMeE
OOILETIPHHSATHIX;
JUTEpaTypHBIA CTHIIb
7.4.4. OueHuBaHue 3a4era
Kpurepnii YpoBHU hopMUPOBaHUS KOMITETCHIIHMI
OLICHUBAHUA bazoBeii JlocTaTtouHbIM Brrcokui
TlomHoTa OTBETA, OTBeT NOJIHBIN, HO ecTh  [OTBET MOJHBIH, OTBET NOJIHBIH,
HIOCJIEI0BATENIBHOCTD 1 3amMeuaHus, He 6osiee 3 |MIOCIIEAOBATENBHBIN, HO  |[IOCIIEI0BATEIIBHBIMH,
JIOTUKA U3JIOKCHUA €CTh 3aMCYaHMHs, HC JIOTUYHBIA

Ooitee 2

IIpaBUIBHOCTB OTBETA, IO
COOTBETCTBHE padovei
mporpamMme yueOHOM
JUCHTUITIIINHBI

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

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

OTBeT COOTBETCTBYET
paboueii mporpamMme
y4eOHOH TUCTIMILTAHEI

CriocoOHOCTB cTyeHTa
apryMEHTHPOBATh CBOU
OTBET ¥ MPUBOAUTD
HpUMEPEI

OTBeT apryMEHTHPOBAH,
MPUMEPBI IPUBEACHBI, HO
ecTb He 0ojee 3
HECOOTBCTCTBHI

OTBeT apryMEeHTHPOBAH,
MPUMEPHI TPUBEICHBI, HO
ecTh He Oomee 2
HECOOTBETCTBHI

OTBeT apryMeHTHPOBaH,
MPUMEPHI TPUBEACHEI

OCO03HaHHOCTH
U3JIaragMoro Marepuaia

Marepuan yCBOEH U
M3JIaraeTcs OCO3HAaHHO,
HO eCTb He Oonee 3
HECOOTBCTCTBHI

Martepuan yCBOEH U
M3JIaraeTcst OCO3HAHHO,
HO eCThb He Oomee 2
HECOOTBETCTBHI

Matepuan ycBOeH U
W3J1araeTcsi 0CO3HAHHO
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CooTBeTcTBUE HOPMaM
KYJIBTYPBI peun

Peus, B n1enomMm,
rpaMOTHAsI, COOIFOICHBI
HOPMBI KyJIbTYpPBI PEYH,
HO €CTh 3aM€UaHus, HE

Peus, B nienom,
rpaMOTHAs, COOJFOICHBI
HOPMBI KYJIbTYpbI PEYH,
HO €CTh 3aM€YaHusl, HE

Peub rpamortHas,
COOJIO/IEHBI HOPMBI
KyJIbTYpbI peun

Oonee 4 Oouee 2

B neixom, oTBETHI
PacCKpBIBAIOT CYTh
BOIIpoOca

Ectp 3amMedanus k
OoTBeTaM, He Ooiee 3

KauecTBO 0TBETOB Ha
BOIIPOCHI

Ha Bce Bommpochl noTy4eHbl
HCYEPIIBIBAIOLINE OTBETHI

7.5. UToroBasi peiTUHIOBasl OLICHKA TeKYLIeH U MPOMEKYTOYHOH aTTeCTALUU
CTYJEHTA MO0 AMCHMILIHHE

[To yueOHOI auciuiuMHe «J{OKYMEHTHPOBAaHHOE OOECIEYEHHUE YIPABICHHS
UCIIONb3yeTcsl 4-0auibHasi cUCTeMa OIICHUBAHHUS, UTOT OILCHUBAHUS YPOBHS 3HAHUU
oOy4Jaronuxcs npeaycMaTpuBaeT 3a4€T. 3a4eT BBICTABJISETCS BO BPEMsl MOCIEAHETO
MPaKTUYECKOro (CEMUHAPCKOT0) 3aHATHSl MPU YCIOBUHU BBIMOJMHEHUS He mMeHee 60%
y4eOHBIX TMOpPYYEHHH, NpeaycMOTpeHHbIX YyuyeOHbIM mianoM u PIIJ[. Hamuuue
HEBBITIOJIHEHHBIX ~ YYEOHBIX TOPYYCHUH MOXKET OBITh OCHOBAaHHEM  JUIs
JOTIOJIHUTENBHBIX BOIIPOCOB MO AUCHHUIUIMHE B XOJ€ MPOMEKYTOYHOM arrectauuu. Bo
BCEX OCTAJIbHBIX CIy4yasx 3a4yeT claeTcsd OOydJarolMMHUCS B JaThl, HAa3HAUYCHHbBIC
MPENoAaBaTENEM B IEPUOJ COOTBETCTBYIOIINM MPOMEKYTOUYHON ATTECTALUU.

IIxana oyenuganus mexkyuwieii U RPOMENCYnOUYHOU ammecmayuu cCmyoeHma

YpoBHU hopMHUPOBaHUS OrieHKa 1o YeThIpex0aJITbHON TIIKaje
KOMIIETSHITHH JUTSE 3a4éTa
Bricoknit
JlocTaTo4YHBIM 3a4TECHO
bazoBeii
Komnerenuus He cpopmupoBana HE 3a4TE€HO

8. IlepeyeHb OCHOBHOM M IONOJIHUTEJIBbHON y4eOHOM JIUTEPaTYypPhbl, HEOOX0AUMOM
JJIs1 OCBOCHMSA IMCHMIIMHBI (MOYJIs1)

OcHoBHas JMTEpaTypa.

Tun
(yueOHuK, yueOHOE
nocobue, yueOHO-
MeToj nocobue, Jp.)

Koi-Bo

bubnuorpaduueckoe onucanue
pad B O1OJI.

n/m
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1. |®umuna, ®. H. Kaapopoe nenomnpousBoactBo. Kak

n30exath omuooK : yueoHoe mocooue / @. H. Gunmna. —

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

4230-0029-5. — Tekct: oanekTpoHHbi // JlaHb Vyuebrasie |lanbook.

AIEKTPOHHO-OMONMMoTeunass  cucrema. —  URL: nmoco6us | com/boo

https://e.lanbook.com/book/8905 (nmata oOpamieHwus: k/8905

24.09.2020). — Pexum jgocTyma: IS aBTOPHU3.

M10JIb30BATEIICH.

2. |Cemro, . A. OCHOBBI ACNONMPOU3BOJCTBA . ydeOHOE
nocooue / 1. A. Cemxo, JI. A. Anryxosa. - CTaBpomoJb : https://e.
CtI'AY, 2018. - 119 c. lanbook.
YueOHbie
mocoous com/boo
k/14161
3
3. |Cemenuxun, B. B. KamgpoBoe nemonpou3BoJICTBO

HayuyHoe u3nanue / B. B. CemenuxuH. - 4-e 3., nepepad.

u ao1. - Mocksa : I'poccMenua, 2019. - 628 c. https://e.
lanbook.
com/boo
k/14353

0
JlonoJIHMTeILHAS JIUTEPaTypa.
Tun
r]:?n bubnuorpaduueckoe onvcanue (i‘;iigzzgzng) I;%J;gi
meTo mocobiue, xp.
1. |KysuenoB, WM. H. JlemompousBoactBo y4e0HO-
cupaBoyHoe mocobue / U. H. Ky3nenos. - 6-¢ u3n. -
Mockaa : JlamkoB u K, 2017. - 460 c. hitps://e.
CripaBoyHU lanbook.
. com/boo
k/10554
3
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2. |Cemenuxun, B. B. Kaaposoe nenonpoussoactso / B. B.

CemenuxuH. - Mocksa : ['poccMenna, 2015. - 624 c.
https://e.

lanbook.
com/boo
k/69855

9. Ilepeyenn pecypcoB HHGOPMAIIMOHHO-TEJIEKOMMYHUKAIIMOHHOM CETH
«/AHTEpHET», HEOOXOAUMBIX IJIsl OCBOEHHS AU CIUTIIMHBI (MOIYJIf)

1.ITouckoBsie cucteMsbl: http://www.rambler.ru, http://yandex.ru,

2.DenepanbHbI 00pa3zoBaTEIbHBIN MOpTaT www.edu.ru.

3.Poccuiickas rocynapctBeHHas ounoimnoreka http://www.rsl.ru/ru
4.T'ocynapcTBeHHasl IMyOJW4yHaAsh Hay4yHO-TexHHueckas Oubnmoreka Poccum URL:
http://gpntb.ru.

5.l'ocynapctBeHHoe OrOMKETHOE yupexaeHue KyinbTypbl PecrmyOmuku Kpbim
«KpbiMckasi ~ pecnyOJIMKaHCKasi ~ yHMBEpcalbHash  HaydHas  OuOIMoTeKa»
http://franco.crimealib.ru/

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

7.Hayunas ANEKTPOHHAS oubnmoTeka eLIBRARY.RU (PUHLY)
http://elibrary.ru/defaultx.asp

10. MeToauveckue yKa3aHus sl 00y4arOIIMXCS M0 OCBOCHUIO U CIUTIIHHBI
(monayJist)

O01mme pekoMeHIAIUHU 10 CAMOCTOATEILHOM padoTe 0aKaJIaBpoOB

[TonroroBka coBpeMeHHOr0 OakajiaBpa MpeanoiaraeT, YTo B CTEHaX YHUBEPCUTETa
OH OBJIAJICET METOI0JIOTUEN camMo00pa30BaHMUs, CaMOBOCIIUTAHUS,
CaMOCOBEPILIEHCTBOBaHUSA. OJTO  ONpPENENsieT BaXHOCTh  AKTUBHM3ALUU €TI0
CaMOCTOSITEJIbHON PabOTHI.

CamocTtosiTenbHas paboTa (GopMHupyeT TBOPYECKYIO AKTUBHOCTH OakajaaBpOB,
MPEACTABICHUE O CBOMX HAYYHBIX M COIMAIBHBIX BO3MOXHOCTSX, CIOCOOHOCTH
BBIWICHSATHh TJIABHOE, COBEPIICHCTBYET TMPUEMbl OOOOIIEHHOTO MBIILICHHUS,
npeanojaraeT 0osiee TIIYOOKYHO MPOpabOTKy MMH OTACIBHBIX TEM, OMPEIEICHHBIX
IIPOrpamMMON.

OcCHOBHBIMM BUAaMU U (DOPMAMH CaMOCTOSITEILHON PabOThI CTYACHTOB 1O JaHHOMN
JTUCITUTIIIMHE SIBJISFOTCS: CaMOIIOJATOTOBKA IO OTIEIBHBIM BOmpocam; paboTta ¢
0a30BBIM KOHCIIEKTOM; IIOJIFOTOBKA K YCTHOMY OIIPOCY; MOATOTOBKa K TECTOBOMY
KOHTPOJIIO; TIOJITOTOBKA pedepaTa; MOATOTOBKA K 3a4ETY.
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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 pEKOMEHJIOBAHHOW JHUTEPATypbl — O3TO Ta TJABHAs YacTh CHUCTEMBI
CaMOCTOATENIbHOM ydeObl OakaliaBpa, KOTOpas oOecreyrMBaeT MOJIMHHOE YCBOCHHUE
HayKd. UUTaTh 3Ty JUTEpaTypy HY>KHO IO MPUHIIUIY: «UJEs, TEOPHs, METO/ B OJTHOM,
B IPYTOM U T.J. KHATax».

Bo Bcex ciiydasx peKOMEHIyeTCsl pacCMOTPEHUE TEOPETUYECKHX BOIPOCOB HE
MEHEe 4YeM M0 TpeM HCTouHuKaM. M3ydeHue mpoOiembl MO pa3HbIM HCTOYHUKAM -
3aJI0r TJIyOOKOro yCBOEHHUsI Hayku. MIMEHHO 3TOT OJIOK, Hapsiay C BBINOJHEHUEM
MPaKTUYECKUX 3aJaHUI SBISETCS BEIYIIMM B CTPYKTYpE CaMOCTOSITEIBHOM pabOThI
CTYJI€HTOB.

Buumanuio 0OakanaBpoB MpeiaraloTcsi CIHCOK JIUTEPATyphbl, BOMPOCHI K

CaMOCTOSITEIBHOMY U3YYEHHIO U BOIIPOCHI K 3a4ETy.

JIJist yCHemHoro oBiaJeHusl TUCLHUILUIMHON HEOOXOAMMO BBIMOJIHATH CIETYIOIINE
TpeOOBaHUS:
1) BBITIOJIHATH BCE ONPEEICHHBIE MPOrPaMMO BUIbI paloOT;
2) mocemark 3aHATHS, T.K. BECh TEMaTHUECKUI MaTeprall B3aUMOCBSI3aH MEXIY COO0M
M, 3a4acTyl0, CAMOCTOSITEJIBHOTO TEOPETUYECKOTO OBJIAJICHUS MPOIYIIEHHBIM
MaTrepuaioM HEIOCTaTOYHO ISl KAYECTBEHHOTO €r0 YCBOCHUS;
3) Bce paccMaTpuBacMble Ha 3aHATHUSAX BOMPOCH 00s3aTeIbHO (QHUKCHPOBATH B
OTJENbHYIO TETPAJb U COXPAHATH €€ 10 OKOHYaHUSI O0yUEHUs B BY3€;
4) NpOoSIBIIATh AKTUBHOCTH TPU TOJATOTOBKE W HA 3aHATHUSX, T.K. KOHCUHBIA Pe3ysIbTaT
OBJIAJICHUS] COJEPKAHHEM JAMCLUUIUIMHBI HEOOXOAMM, B MEPBYIO OYEpellb, CaMOMYy
OakanaBpy;
5) B cuyyasx mpomycka 3aHATHH 10 KaKUM-THOO TNPUYUHAM O0S3aTEIbHO
oTpabaThiBaTh MPOMYLIEHHOE IMPENOAABaTENI0 BO BpeMs HWHAUBUIYAIbHBIX
KOHCYJIbTalLN .

BreypouHas edarenbHOCTh OakagaBpa o JaHHOW JUCUUILIMHE IPEANnoaraer:
- CaMOCTOATEIbHBIN MOUCK OTBETOB M HEOOXOAMMOM MHPOPMAIIUH IO MPEI0KEHHBIM
BONpPOCaM;
- BBIIIOJIHEHUE PAKTUYECKHUX 3a/IaHH;
- BBIpaOOTKY YMEHUI HAyYHON OpraHU3aluy Tpyaa.
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Ycnenrnast opraHu3alys BpEMEHH 10 YCBOCHHIO JTAHHOUW TUCITUTUTMHBI BO MHOTOM
3aBUCHUT OT HaMM4Us y OakalaBpa yMEHHS CaMOOPTaHU30BaTh Ce0sl M CBOE BpeMs IS
BBITIOJIHEHUSI TIPEAJIOKCHHBIX JOMalIHuX 3agaHuid. OO0BEM 3alaHuil paccuMTaH
MaKCUMaJdbHO Ha 2-3 4Yaca B Hemenmto. [Ipm 3TOM ajaropuTM TOATOTOBKH OyIeT
CJICTYFOTIINM:

1 sram — MmOMCK B JUTEpaType TEOpEeTUYeCKol WHGOpPMAIUU MO MPEI0KEHHBIM
MIPENOIaBATENEM BOIPOCAM;

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

3 3Tam — cocTaBJIEHHE MJIaHA OTBETA Ha KaXblil BOIPOC;

4 3Tarn — NOUCK MPUMEPOB MO JAHHON PoOIeMaTHKE.

Pabora ¢ 0230BbIM KOHCIIEKTOM

[TporpamMmmoit TUCHMIUIUHBI MPETYCMOTPEHO YTEHHE JICKIUNA B pa3IMUHbIX (popmMax
X TPOBEIEHHS: NPOOJEMHBIE JIEKIUMU C DIIEMEHTaMU 3BPUCTHYECKON Oecepl,
MH(DOpMAIIMOHHBIE JIEKIUH, JIEKIIMM C OMOPHBIM KOHCHEKTHUPOBAHUEM, JICKIUU-
BU3yaJIM3all1H.

Ha nekuumsx npemnonaaBaTellb paccMaTpUBAeT BOIPOCHI MPOrpaMMbl Kypca,
COCTaBJICHHOW B COOTBETCTBHM C IOCYAapCTBEHHBIM 00pa30BaTEIbHBIM CTAHIAPTOM.
N3-3a HEAOCTATOYHOTO KOJIMYECTBA AYJUTOPHBIX YaCOB HEKOTOPBIE TEMbI HE yJaeTCs
OCBETUTh B IIOJHOM OOBEME, MO3TOMY IpernojaBaTeib, 10 CBOEMY YCMOTPEHHIO,
HEKOTOPBIE BOMPOCHI BEBIHOCUT HA CAMOCTOSITENIbHYIO padOTy CTYJEHTOB, PEKOMEHIYS
Ty WIN UHYIO JUTEPATYPY.

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

Bo Bpemsa camocTosiTenbHOM NpopabOTKH JIEKIIMOHHOTO MaTepuaia ocoloe
BHUMaHUE CJeNyeT YAENATh BO3HUKIIUM BOIPOCAM, HEMOHATHBIM TEpMHUHAaM,
CIIOPHBIM TOYKaM 3peHus. Bce Takne MOMEHTHI clieAyeT BBIACIUTH WM BBHIMHCATH
OTIENbHO IJIsl JalbHEWIEro OOCYXKIACHHs Ha MPAaKTUYECKOM 3aHsATHH. B ciyuae
HEOOXOAMMOCTH 00paIIaThCs K MPENnoaBaTeio 3a KoHCynbTanuen. [lonHplid criucok
JUTEpaTyphl 10 ITUCLHUIIIIMHE PUBEJEH B paboueil mporpaMMe JUCIUIUINHBI.

IHoaroroBka pedepara

Pedepar sBnsercs onHon U3 ¢popm pyOeKHON MIM UTOTOBOM arrectaruu. JlaHHas
dbopma KOHTpPOIS  SIBISETCA CaMOCTOSITENIBHOM HCCJIEAOBATEIIbCKOW PabOoTOM.
[ToaTOMY HEOMYCTUMO MPOCTOE KOMUPOBAHUE TEKCTA U3 KHUTH, JTUOO0 e CKauuBaHUE
u3 cetu MHTEepHET roToBOM paboThl. bakanaBp 10IKEH MOCTapaThCsl paCKpPhITh CYTh B
uccieayeMoi mpoOsaemMe, TPUBECTH MUMEIOIIHMECS] TOUKHU 3pEHUs, a Takke 00OCHOBATH
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.

HopmatuBHbIe TpeOOBaHUS K HAIMCAHUIO pedepaTa OCHOBBIBAIOTCS HA CJICTYIOIINX
MIPUHITATIAX
— Hauarp pexoMeHayeTcssi ¢ TpaBUILHON (QOPMYIMPOBKHM TEMbl M IOCTAaHOBKHU
0a30BbIX 1IETIEH 1 3a/1a4.
— B nanpHelimeM HaunmHaeTcs 0T00p HeoObXxoaumMoro matepuana. Camoe riaBHoOeE -"He
KagHUYaTh' W yOMpaTh T€ MaHHBIC, KOTOPhIE HE CMOTYT PaCKpBITh CYITHOCTH
nocTaBjieHHOW 1enu. Henp3st pyKoBOJICTBOBAaThCS MPUHIMIOM: «byaer OoJbInoi
00beM paboThl, 3HAYUT, MOJTYUY XOPOILIYI0 OTMETKY». ITO — HEIPABUIBHO, MOCKOJIBKY
tpeboBanus k pedepary 'OCT He TONBKO OrpaHUYMBAIOT €T0 00BEM, HO U YKECTKO
OTPEACIISIIOT CTPYKTYDPY.

Pedepat copepxut ciienyroime pa3aeibl:
1. Beenenue, BKIIIOYaeT B ceOsl: aKTyalbHOCTh, B KOTOPOW 0OOCHOBATh CBOM BBIOOD
JAHHOW TEMblI; OOBEKT; MPEIMET; Ielb; 3aJadyd W METOJbl HCCIICIOBAHUS;
MpakTUYecKas ¥ TEOpeTUIeCKast 3HAYMMOCTh Pa0OTHI.
2. OcHOBHas 4acTh. B OCHOBHOHM YacTh TEKCT 00s13aTeNbHO pa3duTh Ha maparpadsl u
o naparpadbl, B KOHIIE KaXJIOTO ClIeNIaTh HEOOJNbIIOE 3aKII0UYEHNE C U3JI0KEHUEM
CBOEU TOYKH 3PEHUS.

[TonroroBka pedepara JoKHA OCYIIECTBIATHCSA Ha 0a3e TeX HaydHbIX MaTepUasoB,
KOTOpbIE aKTyaJbHbl HA CETOAHSIIHUI 1eHb (3a 10 mocneqHux Jier).

3. 3aKiro4eHue.

4. JIutepaTypa (CIUCOK HUCIIOIb3YEMBIX HCTOYHUKOB). ODOPMIATE €ro peKOMEH1yeTCs
C yKazaHMeM cienayromied nHdopmaluu: aBTOp, Ha3BaHHE, MECTO U TOJ HU3JaHuS,
HAaMMEHOBAHME U3JaTEIbCTBA U KOJIMYECTBO CTPAHUII.

TpeboBanus k pedepaty mo opopMICHUIO CIACAYIONINE:
— JlemaTh 3TO PEKOMEHAYETCS TOJBKO B COOTBETCTBHHM C TIPAaBHIIAMH, KOTOpPBIC
MPEABSIBISIIOTCA B KOHKPETHOM  00pa30oBaTelbHOM YUpPEXKIeHUU. Pedb umer o
TUTYJIBHOM JIUCTE, CIIMCKE JTUTEPATYPhI U BHEIITHEM BUJIC CTPAHUIIBI.

— Ocoboe BHHMMaHHE ODKHO OBITh YACICHO OGOPMIICHHIO ITUTAT, KOTOPHIC

BKJIFOYAIOTCS B TEKCT B KaBBIYKaX, a Jajee B CKOOOUYKAX JACTCS MOPSIKOBBIA HOMED
MEPBOMCTOYHHKA U3 CIUCKA JIMTEPATYPHI U Yepe3 TOUKY C 3aMATON HOMEDP CTPAHUIIHI.

— B cootBerctBun ¢ 'OCT 9327-60 Tekct, Tabiuilbl U UUTFOCTPALUK 00s3aTEIBLHO
JOJKHBI BXOIUTH B opMat A4.

— Pedepar BBIMONHATH TOMBKO Ha KOMITbIOTEpPE. TEKCT BBIpAaBHUBATH MO IIHPHUHE,
MEXIyCTPOYHBIN WHTepBan -monropa, mpudpt -Times New Roman (14 mr.),

napaMeTphl Tosiel - HukHee u BepxHee - 20 mm, neBoe -30, a nmpaBoe -10 MM, a oTcTyn
a03ama -1,25 cMm.
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— B Tekcre 00s3aTenpbHO aKLEHTUPOBATh BHUMAHUE HA OINPEAEIICHHBIX TEPMHUHAX,
NOHATHAX U (popMysax MpH MOMOIIM MOJYEPKUBAHMS, KypCHUBA U KUPHOTO IIpUQTA.
[ToMuMO 3TOro, MAOJKHBI BBIAEHATHCS HAMMEHOBAHUS IJaB, MaparpadoB H
noanaparpaoB, HO TOYKH B KOHIIE HUX HE CTaBsATCS.

IoaroroBka K TeCTOBOMY KOHTPOJIIO

OCHOBHOE JJOCTOMHCTBO TECTOBOM (hOPMBI KOHTPOJISL — 3TO NMPOCTOTA U CKOPOCTh, C
KOTOPOW OCYIIECTBIISIETCS ME€PBasi OLIEHKA YPOBHS 00YYEHHOCTH 110 KOHKPETHOM TEMeE,
IIO3BOJIAOIIAsA, K TOMY K€, PEaJbHO OLIEHUTh F'OTOBHOCTH K UTOIOBOMY KOHTPOJIIO B
UHBIX (opMax M, B CiIy4ya€ HEOOXOJUMOCTH, OTKOPPEKTUPOBATh T€ WA HHBIE
AJIIEMEHTBI TEMBI.

[ToaroToBKa K TECTUPOBAHUIO
1. YTounute 00beM MaTepuaiia (OTAeIbHAS TEMA, P TEM, pa3iesl Kypca, 00beM BCEro
Kypca), 10 KOTOpOMY IIPOBOAUTCSI TECTUPOBAHUE.
2. Ilpoutute MaTepuanbl JEKIHI, y4eOHBIX TOCOOUH.
3. OOparure BHUMaHHE Ha XapaKTep 3a/JaHui, MpeajaraéMblX Ha MPAKTHUYECKUX
3AHATHUSX.
4. CocTaBbTe JIOTUYECKYIO KAPTUHY MaTepuasa, BBIHOCUMOIO Ha TECTUPOBAHME (IS
MPOJYKTUBHOU pabOThl MO MOATOTOBKE K TECTUPOBAHHIO HEOOXOIUMO MPEACTABIAThH
BECh IIOATrOTOBJIEHHBIM MaTepHall KaK CHUCTEMY, IOHUMaTb 3aKOHOMEPHOCTH,
B3aUMOCBS3HM B PAMKax 3TOU CHUCTEMBI).

IoaroTroBKa K yCTHOMY ONPOCY

C uenpio KOHTPOJS U MOATOTOBKU CTYJIEHTOB K M3YyYEHHIO HOBOM TE€Mbl BHaualle
Ka)XJI0M TPaKTUYECKOT0 3aHATHS MpernoaaBaTesieM MPOBOAUTCS UHANBUYATbHBIN UITH
(POHTAIBHBIN YCTHBIA OMIPOC O BHITIOJHEHHBIM 33/IaHUSIM TIPEIBIAYIIEH TEMBI.

Kputepuu olieHKH YCTHBIX OTBETOB CTYJIEHTOB:

— MPaBWIbHOCTh OTBETA IO COJAEPNKAHUIO 3aJaHusl (YUYUTHIBAETCA KOJIMYECTBO M
XapakTep OMMOOK IPU OTBETE);

— MOJIHOTA U TTyOnHAa OTBeTa (YUYUTHIBACTCA KOJIMUECTBO YCBOCHHBIX (DAKTOB, MOHSATUI
U T.1.);

— CO3HATEIBHOCTh OTBETA (YUUTHIBACTCS MIOHUMAHHUE U3JIaraeMoro MaTepuania);

— JIOTMKA W3JI0KEHUd Marepuana (YYUTHIBAE€TCS YMEHHE CTPOUTH IIEIOCTHBIN,
MOCJE0BATENbHBINA PACCKa3, FPAMOTHO MOJIb30BATHCS CHEIMATBLHON TEPMUHOTIOTHEN );
— palMOHAJIBLHOCTh MCMOJIB30BAHHBIX MPUEMOB U CHOCOOOB pEIIEHUS MOCTaBICHHOM
yueOHOM 3a7aun (YUUTHIBAE€TCS YMEHME HCIIONb30BaTh Haubolsiee MPOrPECCHUBHBIE U
3¢ PeKTUBHBIE CITOCOOBI TOCTHKECHUS 1IEIIN );
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— CBOEBPEMEHHOCTh M 3(PGHEKTUBHOCTh MCIOJIb30BaHUS HATJIAIHBIX I[MOCOOMI H
TEXHUYECKUX CPEJICTB MPHU OTBETE (YUUTHIBAETCA TPAMOTHO M C MOJb30M MPUMEHSTh
HATJIATHOCTh U JIGMOHCTPALIMOHHBIN OTBIT IPU YCTHOM OTBETE);

— UCTIOJb30BaHuUE JOMOJHUTEIBHOTO MaTepuana (00s13aTebHOE YCIOBHE);

— PpAlMOHAJILHOCTh UCIOJIb30BAaHUSA BPEMEHM, OTBEIACHHOTO Ha 3ajaHue (He

0100psieTCsl 3aTSIHYTOCTh BBIMOJIHEHUSI 3aJaHus, YCTHOTO OTBETa BO BPEMEHH, C
y4€TOM UHIUBUIYAIbHBIX OCOOEHHOCTEHN CTY/IEHTOB).

IToaroroBka K 3auery

3ader sBISETCS TPAAUIMOHHONW GOpPMONM TPOBEPKUM 3HAHUN, YMEHHH,
KOMIIETEHIINM, CPOPMUPOBAHHBIX Yy CTYJACHTOB B TMPOILIECCE OCBOCHUS BCETO
coliepaHus HU3ydyaeMoW JUCHUIUIMHBIL. OOBIYHBIM 3a4eT OTIMYAECTCS OT JK3aMeHa
TOJIBKO TEM, 4YTO IpenojaBaresb He auddepeHuupyeT Oamibl, KOTOpbIE OH
BBICTABIISAET 110 €0 UTOTaM.

CamocTosiTenbHas NOATOTOBKA K 3a4€Ty JOJKHA OCYLIECTBIIATHCSA B TEUEHHE BCETO
CEMECTpa, a HE 32 HECKOJIBKO JHEU 0 €Tr0 MPOBEIACHHUS.

[ToaroroBka BKIIFOYAET CIEAYIOIINUE AEUCTBUS. [Ipexkie BCero HyKHO IepeunTaTh
BCE JIEKIMHM, a TaKXe MaTepualibl, KOTOPbIE TOTOBWJIUCH K CEMHHAPCKUM U
MPAKTUYECKUM 3aHIATUSIM B TEYEHUE CEMEeCTpa. 3aTeéM HaJ0 COOTHECTH JTY
nHpOpMAIMIO C BOMpPOCaMHU, KOTOpble JaHbl K 3adery. Eciu wuHbopmanuu
HEJIOCTAaTOYHO, OTBETHl HAXOIAT B MPEIJIOKEHHOW MPENOJaBaTeieM JHUTEparype.
Pexomenayercss nenath Kparkue 3anucd. Peubp wuaer He O mmapraike, a o
(hOopMHUPOBAHUH B CO3HAHUM YETKOM JIOTHUECKON CXeMBbl OTBETa Ha Bompoc. HakanyHe
3adyeTa HEOOXOAMMO TOBTOPUTH OTBETHI, HE 3arjsijbiBas B 3amucu. Bpems Ha
MOATrOTOBKY K 3a4€Ty [0 HOpMaTUBaM YHUBEPCHUTETA COCTABIIET HE MEHEee 4 4acoB.

11. Ilepeyenb nHGPOPMANUMOHHBIX TEXHOJIOTHI, MCIOJIb3YEeMbIX IIPH
OCYLIECTBJIEHUH 00Pa30BaTEJILHOI0 MPOLECCA MO JUCHUIINHE (MOTYJII0)
(BKJII0YAS IepeYeHb MPOrPAMMHOI0 o0ecrneueHusi 1 UHPOPMAIMOHHBIX

CIIPABOYHBIX CUCTEM (IIPU HEOOXOAMMOCTH)

NudopmannoHHbIe TEXHOJIOTUY TPUMEHSIOTCS B CIICAYIONINX HAIPABICHUSX:
obopmiIeHHE MHUCHBMEHHBIX PA0OT BBIMOJHIETCS C HCIOJB30BAHHUEM TEKCTOBOTO
pelaxkTopa;

JEMOHCTpaLMsl KOMIIBIOTEPHBIX MaTE€pHUaIOB C HUCIOJIB30BAHUEM MYJbTUMEIUNHHBIX
TEXHOJIOTUH;
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MCTIONIb30BaHNEe WH(OPMAIIMOHHO-CIIPABOYHOTO 00ECIICUeHUsI, TAKOTO KaK: MPaBOBHIC
cupaBounble cuctembl (KoHcymbTanT+ W Ap.), OHJAWH CJIOBapH, CIPaBOYHUKH
(I'pamora.py, UaTYHT.pY, BUkunenus u ap.), HaydHbIe MyOIUKAIIHAH.

WCIIOJIb30BAHUE  CHECIUATN3UPOBAHHBIX  CIPABOYHBIX CHCTEM  (DJIEKTPOHHBIX
y4eOHUKOB, CIPABOYHUKOB, KOJUICKIIMI WIUTIOCTpaliii U (oTom3oOpakeHHid,
¢boTobaHKOB, MPOGECCHOHATBFHBIX COLIMATBHBIX CETEH U Ap.).

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

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

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

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

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

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

be Reader Ccbuika: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.htmlmnomno
Gimp (rpaduueckuii penakrop) Cebuika: https:// www.gimp.org/

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

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

Adobe Reader Ccruika: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html
Oneparronnas cucrema Windows 8.1 JIunen3noHHast Bepcusi mo goroBopy Ned71\1
or 11.12.2014 r.

DnekTpoHHO-0ubIMoTeuHas cucrema bubnmokommiiekraTop

HanunonansHa »oiekTpoHHass Oubnnoreka - (denepalbHOE TOCYJIapCTBEHHOE
oromkeTHoe yupexaeHue «Poccuiickas rocynmapctBeHHas OuoOnmuoreka» (DOI'BY
Penakiusa baser gannasix «ITOJITIPE]l CnipaBouHuKNn»

DnekTpoHHO-O0nbmroreunas cuctema «JIAHbDb»

12. Onucanue MaTeprAJIbHO-TEXHUYECKOM 0a3bl, HEOOXOAMMOM ISl
OCYyILIeCTBJICHHUSI 00Pa30BaTEJIbHOIO NMPOLECcca Mo AMCHUILVIUHE (MOAYJII0)

-KOMITBIOTEPHBIA KJacCc W JOCTyn K cetu MHTepHeT (BO BpeMsl CaMOCTOSTEIbHOU
MOATOTOBKH);

-IIPOCKTOP, COBMENIEHHBIA C HOYTOYKOM JiJii TMPOBEICHMS JICKIIMOHHBIX 3aHSATUM
MpernoiaBaTesieM U MPE3CHTAINH CTYJCHTAMHU PE3YJIbTaTOB PAOOThI

-pa3aTOYHBIN MaTepual sl IPOBEACHUS TPYNIIOBON pabOTHI.
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