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4
TIOATHCh

7

) HI.H. bexupos, nor.

Pabouast nporpamma pacemorpena u omobpeHa Ha 3aceanuu Kadeapsl OXpaHbl TpyIa
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1.Padouass mporpamma aucuumuimibl b1.B./IB.07.02 «/lesionpou3BoACTBO B
chepe oxpaHbl Tpyaa» A OakajaBpuara Hanmpapjienus mnoarorosku 20.03.01
TexHocpepHast 0€30IaCHOCTD, npopuib MOJATrOTOBKH «be3onmacHocTh
TEXHOJOTHYEeCKHX MPOLEecCOB.

2.IlepeyeHr MUIAHMPYEMBIX Ppe3yJbTATOB O00y4YeHMsl 10 JMCUMILIMHE,
COOTHECEHHBIX C IUIAHHPYEMBbIMHM Ppe3yJabTAaTaAMHM OCBOCHHUSI 00pa30BaTeJbHOM
NporpamMmsl

2.1. leab 1 3a1a4¥ U3YyYeHUS TUCHUMILIMHBI (MOXYJIs1)
Henv oucyunaunvt (mooyns):
— MOATOTOBKA OYAYIIMX CIEIHAIMCTOB TPYIOOXPAHHOTO MPOQWIs K PEUIeHUIO 3a1ad,
CBSI3aHHBIX C OpraHu3alMedl MPOUECCOB JEJIONPOU3BOJACTBA M JOKYMEHTAIBHOTO
CONPOBOXKICHUS YNPABJICHUS TPYIOOXPAHHBIX MTPOIIECCOB OPTaHU3ALIMH.
Yueonvie 3a0auu oucyunaunvt (mooyns):
— HM3yY€HHE HOPMATUMBHO-IIPABOBOM 0a3bl JENONPOU3BOACTBA M JOKYMEHTAIIMOHHOTO
oOecrieueHus ynpaBieHUs TPYJA0OXPAaHHOU JEATEIbHOCTBIO IPEANPUSATHS;
— OCBOEHHE OCHOBHBIX MPHUHIIUIIOB OPraHU3AIMU JEIONPOU3BOJICTBA B 001aCTH OXPaHbI
TpyAa; GOpMHUPOBAHKE YIPABICHUECKON U MHOM OpraHU3allMOHHO- PaCHOPSAUTEIHHON,
CIPaBOYHO-MH(POPMAIIMOHHON W CIPaBOYHO-aHAJIUTUYECKOM  JOKyMEHTAIWH,
CBA3aHHOM C TPYJIOOXPAHHOM JEATEIbHOCTBIO HA IPEANIPUATUN;
— (opMupoBaHUE YMEHUUN MPUMEHATH MOJIYYCHHbIE 3HAHUS K PEUICHUIO BOMPOCOB IO
OpraHU3aLMOHHBIM TpoleccaM B chepe oXpaHbl Tpyaa paOOTHUKOB HA NMPEANPUITHH
— (hopmupoBaHNe yMEHUN MPUMEHSTHh MOJYyYCHHBbIC 3HAHUS K PEIICHUIO BOMPOCOB IO
OpraHM3aIMOHHBIM IIpoLieccaM B cpepe oXpaHbl Tpyaa paOOTHUKOB Ha MPEANPUATHH.
2.2. IInanupyembie pe3yabTaThbl 0CBOCHHS M CHHUILIHHbI
[Iponecc m3yuenus mucruumasl b1.B.JIB.07.02 «/lemonmpousBoactBo B cdepe
OXpaHbl TPy/a» HaMpaslieH Ha (POPMHUPOBAHHE CIEAYIOMINX KOMIETCHIINH:
OK-13 - BnageHreM NMUCbMEHHOM U YCTHOM PEUbI0 Ha PYCCKOM SI3BIKE, CIIOCOOHOCTHIO
UCII0JIb30BaTh NMPO(decCHOHaATbHO-OPUEHTUPOBAHHYIO PUTOPHUKY, BIaJICHUEM METOJAAMHU
CO3J]aHUSl  TOHSTHBIX  TEKCTOB, CIOCOOHOCTBHIO  OCYILECTBISAITh  COLMAIbHOE
B3aMMOJICHCTBHE HAa OJJTHOM M3 MHOCTPAHHBIX SI3bIKOB
OIIK-3 - cnocoOHOCThIO OPUEHTUPOBATHCS B OCHOBHBIX HOPMAaTHUBHO-IIPABOBBIX AKTaX
B 00nactu obecrieueHus 6e30MacHOCTH
[1K-12 - criocoOHOCTBIO MPUMEHATH JIEHCTBYIONIME HOPMATHUBHBIEC TIPABOBBIE AKThI IS
peleHus 3a1a4 o0ecredeHns: 0e30MacHOCTH 00BEKTOB 3alTUThI
B pesynbTaTe u3ydyeHus JUCUUIUIMHBI CTYIEHT JOJIKEH:
3HaTh:
— — HOPMaTUBHO-MIPABOBYIO 0a3y AETOMPOU3BOICTBA;
— — TpeboBaHus K 0OPMIICHUIO OPTaHU3AIIMOHHO-PACTIOPSIUTEIBHBIX JIOKYMEHTOB
B 00JIaCTH OXpaHbl TPY/a;
— — JIETIONPOU3BOJICTBEHHYI0 TEPMUHOJIOTHUIO B COOTBETCTBUHU C JIEHCTBYIOLIUMU
roCyAapCTBEHHBIMA HOPMATHUBHO - METOJAMYECKUMH TOKYMEHTaMU;
— OCHOBBI JICSITEIIbHOCTH CIIYKObI JOKYMEHTAIIMOHHOTO 00ecTeueHust

3
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— TMPUHIUIIBI OPTaHU3ALUU OTIEPATUBHOTO U APXUBHOT'O XPAHEHUSI TOKYMEHTOB

Ymerth:

— — COCTaBIIATh U 0ODOPMIISITH TJOKYMEHTBI, CBSI3AHHBIC C TPYJAOOXPAHHBIM aCTICKTOM
NCATENHPHOCTA OPTAHMW3AIMU, B COOTBETCTBHU C TPEOOBAHWSIMHU CTaHIAPTOB, U
OpTraHU30BbIBATH COMPOBOXKICHUE WX OT MOMEHTa CO3/IaHUs WU MOCTYIUICHUS B
OpraHMU3alMIO JI0 Mepe/layu Ha OTIEPaTUBHOE UJIM apXUBHOE XpaHEHUE;

— OCYIIECTBIIATh KOMIBIOTEPHYIO TIOJITOTOBKY U 00pa0OTKYy TOKYMEHTOB

— paboTaTh C BXOJIUIMMH, UCXOASIIMMH U BHYTPEHHUMH TOKYMEHTaMU

— COCTaBIATh W O(GOPMISATH JOKYMEHTHI IO CBO€H MpOQeCcCHOHATBLHOMN
JESITENHHOCTU B COOTBETCTBUU ¢ TpeboBanusmu ['OCTa

Baaners:

— HaBBIKAMHU YCTHOW U MUChMEHHON KOMMYHHKAIIMU B IPOPECCHOHATILHOM cdepe

— MPAKTUYECKUMH HABBIKAMH KOMIBIOTEPHON TIOATOTOBKA U OQOPMIICHHS
JOKYMEHTOB

— HaBBIKAMHU MCIIOJIb30BAHUS JIEUCTBYIOLIMX TOCYJAAPCTBEHHBIX HOPMAaTHUBHO-
METOJAMYECKUX JOKYMEHTOB B 00JIaCTH OXpaHbI TpyAa

— METOJIaMHU COCTaBJICHUs U 0(DOPMIICHHSI IOKYMEHTOB 10 OXpaHe Tpy/ia
3. Mecro aucuumiuebl B crpykrype OITIOIL.
Jucuummuaa b1.B.JIB.07.02 «Jlenonpous3BoAcTBO B cdepe OXpaHbl TpyAa»

OTHOCUTCA K JIMCUHUIUIMHAM M0 BBIOOPY BapUATUBHOW YaCTH YYEOHOIO IJIaHa.

4. O0beM TMCHUIINHBI (MOIYJIs1)
(B 3auUeTHBIX E€OUHHUIIAX C YKa3aHUEM KOJMYECTBA  aKaJAEMUYECKUX  WIIU
ACTPOHOMHUYECKHUX YacOB, BBIJICICHHBIX Ha KOHTAaKTHYIO paboOTy OOydJaromuxcsi C
npernogaBareneM (MO BUAAM YYEOHBIX 3aHSATHNA) M Ha CaMOCTOSITEIIBHYIO pPaboTy
00yJarOIIIXCsI)

KOHTaKTHBIE Yachl
Oo1mee KOJI-BO Konrponn
Cemectp KOJI-BO 3ad. 126.3/ P2 cem. CP (BpeMs Ha
4acoB €JIMHMUI] Beero | ek P L . us3 KOHTPOJIb)
8 108 3 56 18 38 52 3a
Hroro mo OPO 108 3 56 18 38 52

5. Coaep:xxaHue IMCUMILUIMHBI (MOAYJsl)) (CTPYKTYPHPOBAaHHOE IO TeMaM
(pa3aesam) ¢ yKa3aHueM OTBEACHHOI0 HAa HUX KOJHYECTBA aKaJAeMHUYECKHX WU
ACTPOHOMHUYECKHUX YACOB M BHI0B Y4eOHBIX 3aHATHI)

KonuuecTBo yacoB

HaumenoBanue tTem ouHast popma 3ao4Has popma Popwma
(pasnmenos, mopyieil) | 2 2 TEKYIIEro
1Y ) 5 B TOM, 4CJIE 5 B TOM, 4CJI€E KOHTDOTIA
B 1 [na6| np [cem| M3 | CP| ® | n |maG| up |cem| U3 | CP
1 2 3145678 9|10]11|12]13]| 14| 15 16

Pa3znen 1. BBenenue B 1okymMenTo000pot. HopmaTuBHo-MeTOoqMUYecKkas 6a3za
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1.1.0cHoBHBIE
TIOJIOKEHHS TIO
TOKyMEHTHPOBAHUIO
YIPaBIEHYECKOU
JeATETBHOCTH.
TpeboBanus k
0(OpMIICHHIO
PEKBH3HUTOB.

YCTHBIH 0npoc

Pazgen 2. lokyMeHT

HPOB

aHue

YupaBJi€eH

YE€CKHUX 10

KyMe

HTOB

2.1. JIoKyMEeHTHpPOBaHU
€ OpraHU3allUOHHO-
MPAaBOBBIX IOKYMEHTOB

YCTHBII onpoc

2.2 . JIOKyMEHTHPOBaHU
€ OpraHu3aIllMOHHO-
paciopsIIUTeNbHBIX
JIOKYMEHTOB

YCTHBIH OIIpoc

Tema: «CocraBneHnue
u oopmIIeHHE
OpraHU3aInOHHO-
pacnopsauTEIbHBIX
nokymeHntoB (OP])».

10

10

TIPaAKTHIECKOC
3aJlaHue

2.3. JIOKyMEHTHUPOBaHU
€ CIIpaBOYHO-
HHPOPMAIIHOHHBIX U
CIPaBOYHO-
AQHAJTUTHYECKUX
JOKYMEHTOB.

19

17

YCTHBII onpoc

Tema: «CocraBieHue
1 opopMIICHHE
nH(}OpPMAIIMOHHO-
CIPaBOYHOMU
JOKYMEHTALII»

10

10

MPaKTHYECKOE
3a/1aHne

Tema: «CocTaBieHue
1 opopMIICHHE
TUCEeM»

10

10

PaKTHIECKOE
3aJaHue

2.4 JIoKkyMEHTUPOBaHU
€ IeATENbHOCTH
KOJUTETHATbHBIX
OpraHoB M paboOTHI C
KaJpaMu.

YCTHBII 0npoc

2.5. JI0KyMEHTHUPOBaHU
€ TPYJ0OXpaHHOI
JesITeTbHOCTH

YCTHBIH onpoc

Tema:«CocraBienue u
odopmiieHre
JOKYMEHTOB I10
OpraHu3aluy 1
nposegeHud COY Ty

MPaKTHYECKOE
3a/1aHue

Paznen 3. Opranuzanus 10KyMeHT0000poTa
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3.1.Peructpamus
JIOKYMEHTOB.
Opranunzanus
KOHTPOJIS 3a
HCITOJIHEHUEM
JIOKYMEHTOB.

9 1 8 YCTHBIH Ompoc

3.2.0pranunzanus
XpaHeHUs
JOKYMCHTOB. 1 1 YCTHBII OMpOC
Ilepenaya nen B
aApXUB.

Bcero gacos 3a

108 | 18 38 52
8 cemectp

dopMa IpoMex.
KOHTPOJISt

3auyer

Bcero uacos
JUCLHHUILINHE

108 | 18 38 52

JaCcOB Ha KOHTPOJIb

5. 1. TemaTu4yeckuii MJIaH JEeKIUI

®dopma npoBe

IEeHUs

Tema 3aHgaTHA U BOIIPOCHI JICKINH qaCcoB
(akTuB.,

KomnnuectBo

Ne nekir

HWHTEpaK.) 0DO 300

1.1.OCHOBHBIE TOJOKEHHUS T10 AKT. 4
JTOKYMEHTUPOBAHUIO YIIPABICHYECKOM
nestenbHOCTU. TpeboBaHus K 0 OPMIICHUIO

=

OcHogHble 80npochl:

1. HopmaTuBHO-MeTOIMYeCKas 6a3a
JIEJONPOU3BOACTBA;

2. JlenoBble TOKYMEHTHI: IOHSTUE, BU/IBI,
odopmiieHue. biiaHKu 1€JI0BBIX JOKYMEHTOB.

3. PexBU3UTHI: MOHATHE, KITACCU(DUKAITIS, BUIBI.
FOpuanueckas cuiia TokyMeHTa

2. |2.1. JlokyMeHTHpOBaHHE OpPTaHU3AIMOHHO- AKT. 3
MPAaBOBBIX JOKYMEHTOB

OcnosHble 60npocyi:

1. [onsTre, Ha3HAYEHHUE U COCTAB OCHOBHBIX
CHCTEM OpTaHU3aIMOHHO- IIPAaBOBOU
JOKYMEHTAIIHNH;
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2. YcraB, OJ0XKEHUE, PETJIaMEHT, IITaTHOE
pacnuca”ue, TOHKHOCTHAS NHCTPYKIMS KaK
OCHOBHBIE OPTraHU3aOHHO-IIPABOBbIE
JOKYMEHTHI: UX Ha3HAYEHUE , COCTaB PEKBU3UTOB,
UX Pa3MEIIEHUE B CTPYKTYpPE TOKYMEHTA.

2.2.JIoKyMEeHTUpOBaHUE OPTraHU3aLMOHHO- AKT.
PacCoOpSIUTEIBHBIX JOKYMEHTOB

OcHogHble 80npocyl:

1. OcHOBHBIE BU/IbI OpPraHU3aUOHHO-
pactopsIUTEIbHBIX JOKYMEHTOB;

2. Ilpukas, ykazaHue, paciopspKeHUE, KaK
JIOKYMEHTBHI, U3/1aBa€MbIE B YCIOBUSIX
€IMHOJIMYHOTO TPUHSTUS PELICHNUS;

3. ITocTaHOBIEHUE U pEIIEHUE, KAK JOKYMEHTHI,
W3/1aBa€Mbl€ B YCIOBUSX KOJJIETHAIIBHOTO
MIPUHATHS PEIICHUS

2.3.JIOKyMEHTUPOBAHUE CIIPABOYHO- AKT.
MH(OPMAITMOHHBIX U CIPABOYHO-AHATTUTUYECKUX
JIOKYMEHTOB.

OcHosHble 80npOCHi:

1. cHOBHBIE BUIbI CIIPABOYHO-HUH(POPMAIIIOHHOM
JOKYMEHTAIIHH.

2. IIpoTokoi — MOHSATHE, PEKBU3UTHI, POPMBI,
NnopsiIoK 0(hOpMIICHHUS,;

3. [IpennoxeHune U MpeICTaBICHNE KaK BHIbI
CIPaBOYHO-MH(POPMAIIMOHHON TOKYMEHTAIIH;
4. JlenoBble 3anKCKH (IOKJIaHAs, CITy>KeOHas,
00BsICHUTENbHAS, TIOSICHUTEIIbHAS ) — IIOHATHE,
O0COOEHHOCTH COCTaBIIEHUSI U OPOPMIICHUS;

5. enoBsle (Ci1ykeOHBIC) MHChMa — TIOHSTHE,
BU/IbI, COCTaBJIeHNE U O(hOpMIICHHE

2.4. JIOKyMEHTHUpPOBaHUE JESATEIbHOCTH AKT.
KOJUIETMaJIbHBIX OPTaHOB M PAOOTHI C KaIpaMHU.
OcHognbie 60npocwl:

1. [ToHsATHE KOJUIETHATBHOTO OpraHa v MopsaoK
ero paboThl;

2. loxymeHThI, 00pa3yromumecs B 1€ITeIbHOCTH
KOJUIETHATIBHBIX OPTaHOB: PEILICHUS,
pacnopsKeHUs, IPOTOKOJIbL, MOPSI0K
COCTaBJICHUS U OPOPMIICHHUS UX;
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3. [IpaBuna cocraBiieHuss U 0POPMIICHUS
JOKYMEHTOB I10 INYHOMY COCTaBY:

TPYJOBBIE KOHTPAKTHI 110 3asBICHUIO, PUKA3HI TIO
JUYHOMY COCTaBy, aBToOHOTpadus,
XapaKTepUCTHKa, pe3toMe, X0aTaiiCTBa,
JIOBEPEHHOCTH.

2.5.J10KyMEeHTUpOBaHUE TPYI00XPAHHOU AKT.
JesITeNIbHOCTU

OcHognbie 6onpocul:

1. Odopmaenune opraHnu3aluoOHHO-
pacnopsAUTEIbHBIX IOKYMEHTOB 10 OXpaHe

2. OopmiieHne TOKyMEHTOB IO OCHOBHBIM
MEPONPUATHUM I10 OXPaHE TPYAa;

3. Opranuzanus J0KyMeHTO000pOoTa 10 OXpaHe
TpyZa.

3.1.Peructpanus nokymentoB. Opranuszanus AKT.
KOHTPOJISl 32 UCTIOJIHEHUEM JOKYMEHTOB.
OcHogHble 80npocol:

1. JIokyMeHTOOOOPOT, MOHATHE, OCHOBHBIE
TpeOOBaHUsI K €ro OpraHu3alIuu.

2. JIokyMeHTOTIOTOKH, KiIacCu(UKAIUs, NX aHATN3
Y COBEpPUICHCTBOBAHUE;

3. OcHOBHBIE 3Tarnbl padbOTHI C TOKYMEHTaMHU.
[Topsimok MPOX0XKICHHS BXOISIINX U BHYTPEHHUX
JIOKYMEHTOB.

4. .Peructpaius ciykeOHbIX JOKYMEHTOB.
CnpaBouHO-UH(POPMAITUOHHBIE KAPTOTEKH;

5. OpraHuzanus UCIOJHEHHS TOKYMEHTA, CPOKHU
WCITOJTHEHUS, (POPMBI KOHTPOJIS, CHIITHE
JIOKYMEHTOB C KOHTPOJIA.

3.2.0pranu3anus XpaHeHus: JOKyMEHTOB. AKT.
[lepenaua nen B apxus.

OcHosHble 60npochyi:

1. Opranu3zanus TEKyIIero XxpaHeHus JOKyMEHTOB
2. HomeHnkumarypa Jiei: MOHSTHE U Ha3HauYeHUE,
BUIbI, 0()OPMIIEHHE HOMEHKIIATYP.
Cucremaruzanusi JOKyMEHTOB B JIeJe,
dbopmupoBaHue fen. XpaHeHUeE el B
CTPYKTYPHBIX TIOJIpa3/ICICHUSIX YUPEKICHUH,
NPEANPHUITHAN, OPTAaHU3ALUIN.

3. [loarotoBka JOKYMEHTOB K Iepeaaye Ha
apXUBHOE XpaHEHUE, COCTABJIEHUE OIUCEN JIe;
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4. OnpeneneHrie IEHHOCTU JOKYMEHTOB U
JOKYMEHTAIIMOHHOW NH(OpMALINH.

Hroro 18 0
5. 2. Tembl NpakTHYECKUX 3aAHATHI
2 dopmMma npoBe;
= pMa Tip KonuaecTBo
X JIeHust
= HanMeHoBaHuE MPaKTUYECKOTO 3aHITHS 4acoB
R (axTHB.,
S UHTEpaK.
2 Pa) "O00 | 300
1. |Tema: «CocraBnenue u odopMieHHE AKT. 10
OpraHU3alMOHHO-PACTIOPSIAUTENBHBIX TOKYMEHTOB
(OPLD)».
2. |Tema: «CocraBnenue u ohopmiieHIE AKT. 10
MH(OPMAITMOHHO-CITPABOYHON JOKYMEHTALIUM»
3. |Tema: «CocraBienue u 0opopmIICHUE THCEM AKT. 10
4. |Tema:«CocrtaBnenue u opopmiieHUE JOKYMEHTOB AKT. 8
1o opranuzauuu u nposeaenuu COYT»
Hroro 38

5. 3. TeMbl CeMMHAPCKHUX 3aHATHI

(HE MPeayCMOTPEHB! YIeOHBIM ITAaHOM)

5. 4. Ilepeyenn 1a00paTOPHBIX padoT

(He PeLyCMOTPEHO YIEOHBIM TIIAHOM)

5. 5. Tembl HHAUBUAYAJIBHBIX 3aHATHH

(He PeryCMOTPEHO Y4EOHBIM TIIAHOM)

6. IlepeueHb y4eOHO-METOAMYECKOT0 00ecriedyeHH s JJIS CAMOCTOATEIbHOM

padoThI 00y4YarOLIKUXCS M0 JUCHUILIMHE (MOAYJII0)

CamocTtosaTenbpHast paboTa MO JaHHOW ITUCIUIUIMHE BKIIIOYAET Takue GopmMbl pabOTHI
Kak: paboTa c 0a30BbIM KOHCIIEKTOM; MOATOTOBKAa K MPAKTHUYECKOMY 3aHITHIO;
MOJIFOTOBKA K YCTHOMY OTPOCY; HAlMCaHWE KOHCIIEKTA; MOJArOTOBKA K 3a4eTy.

6.1. Conep:kaHue caMOCTOSAITEJIbHOM Pad0OThI CTYI€HTOB 10 AUCIHUIIAHE (MOLYJIIO0)

No

HanMeHoBaHHE TeM U BOIIPOCHI, BBIHOCUMBIC Ha
CaMOCTOSITEIIbHYIO paboTy

®opma CP

Koin-Bo yacoB

OPO | 3D0
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1.1.OCHOBHBIE TTOJIOKEHUS T10 I0AroTOBKA K

o YCTHOMY
JOKYMECHTUPOBAHHIO YIIPABICHUYCCKOM ompocy:
nestensHOCTU. TpeboBaHus K 0(OPMIICHUIO HarHCanHe

KOHCIICKTA;
TOJATOTOBKA K
1.,Z[OKYMGHTOB€I[6HI/I€ KaK HaydHasd AUCHHUILINHA. NIPAKTUYECKOMY

2.J1e0npon3BOICTBO: IOHATHE U IPUHLIMIIBI, SAHATHIO
Hay4dHas OpraHu3alys JeJ0NpOn3BOJICTBA.
3.HopmartuBHO-MeToAMuecKas 6a3a ynpaBieHUs
JOKYMEHTALUEN.

4.CtpyKkTypa OpraHoB JIOKYMEHTaIlMOHHOTO
oOecrieueHus yrpapieHUsI.

5.brnaHku TOKyMEHTOB, Ha3HAYEHUE U TPeOOBaHUS
K Onankam. OOmue 61aHKH, OJJaHKU IMUCEM U
KOHKPETHOI'O BUJIa TOKYMEHTOB.

6. Ha3HaueHne pekBU3NUTOB, UX POJIb B
YHU(PHUKAIIH TOKYMEHTOB U UCIIOJIb30BAHUN
TEXHUYECKUX CPEACTB B pabOTE C TOKyMEHTaMHU.

7. CocTaB 00513aTeIbHBIX U JOTIOJIHUTEIbHBIX
PEKBU3HUTOB JOKYMEHTA, MTpaBmiia uX 0hOpMIICHHUS,
0COOEHHOCTH UCIIOJIHEHUSI.

OCHOBHBIE BOIIPOCHI:

8. CocraBnenue popmyssipa - oOpasia

2.1. JIoOKyMEHTHPOBAaHNE OpPraHU3aLMOHHO- TIOZTOTOBKA K

MIPaBOBBIX JOKYMEHTOB {);T;?xy
OCHOBHBIC BOIIPOCHI: HaIMCaHue
1. TeKCTBI JOKYMEHTOB: UX YHU(DUKALHKSA, ronererTa
TpeOOBaHUS U BUJIBI TEKCTOB.

2. OpraHu3alMOHHO-IIPAaBOBAsI TOKYMEHTALU:

BUJIbI, CTPYKTYpa, COCTaBJI€HUE U 0(hOpMIICHHIE

JOKYMEHTOB.

2.2.JloKkyMEeHTUpOBaHUE OPTraHU3aALMOHHO- TOATOTOBKA K
pacnopsIUTEIbHBIX JOKYMEHTOB Z’CHT; ;)Ch;y
OCHOBHBIE BOIIPOCHI: HamcaHne

10
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l.ITocTpoeHne U TEXHOIOTHS MOATOTOBKHU
pacnopsAIUTEIbHOrO JOKYMEHTA B €IUHOJINYHOM
CUCTEME YIpPaBJICHUS.

2.Bupl pacnopsIuTEIbHON TOKYMEHTAUH.
3.Ilopsaok u3gaHusl pacopsIuTENbHOTO
JOKYMEHTA B YCJIOBHSX €IUHOJIUYHOTO IPUHITHUS
pELIeHHUS.

4.IToarotoBka u 0OpMIICHHE PACTIOPSIIUTEITBHBIX
JOKYMEHTOB, CO3/I1aBa€MbIX Ha KOJJIETHAJIbHON
OCHOBE.

5. ITopsimok oopmIIeHHS IPOTOKOJIOB.

6. [Topsaok GyHKITMOHUPOBAHUS KOJIJICTHAIILHBIX
OpraHoB.

7. CocraBienue u 0pOpMIICHHE OPTaHN3alUOHHO-
pacrnopsauTenabHbIX ToKyMeHTOB (OP/])

KOHCIICKTA,
IOArOTOBKA K
MNPpakTU4CCKOMY
3aHATHIO

2.3.JIOKyMEHTUPOBAHUE CIIPABOYHO-
WH(POPMAIMOHHBIX U CIIPABOYHO-aHATUTUIECKIX
JIOKYMEHTOB.

OCHOBHBIE BOIIPOCHI:

1.XapakTepucTruka cipaBOYHO-UH(POPMAITMOHHBIX
JOKYMEHTOB, 0COO€HHOCTH MX COCTaBJICHUS U
oopMIIEeHUSI.

2.Ilpumenenue 0puCHONU OPTTEXHUKU IS
OTMPABKHU CIIPABOYHO-UH(POPMAITHOHHBIX
JOKYMEHTOB.

3./JlenoBoe mucbMoO: crienuduaeckue
XapaKTePUCTUKH, OCOOEHHOCTH HAIMCAHUSI.

4. CocraBnenue u odpopmiieHre HHHOPMAITMOHHO-
CIIPABOYHOM JOKYMEHTALUU

HalMCaHue
KOHCTIEKTa,
MOJrOTOBKA K
MIPAKTUYECKOMY
3aHATHIO

17

2.4. JIOKyMEHTHUPOBaHUE JESATEIbHOCTH
KOJUIETMaJIbHBIX OPTaHOB M PaOOTHI C KaIpaMHU.
OcCHOBHBIE BONPOCHI:

1.Opranu3aloHHbIe TOKYMEHTBI KaJpOBOil
CITYKOBI.

2.XapaKkTepuCcTHKa JOKYMEHTOB, OTHOCSILUXCS K
JOKYMEHTALIMH T10 JIMYHOMY COCTaBY.
3.CocTaB IOKYMEHTOB JIMYHOTO JIeNIa.
OdopmiteHre TOKyMEHTOB.

4. TpeboBaHus K 3alI0JIHEHUIO, BEACHUIO U
XPAHEHHIO TPYAOBBIX KHUKEK.

5. Cocrapnenue u opopMIICHUE TTHCEM

HalMCcaHue
KOHCIEKTA;
TIOJIrOTOBKA K
MIPaKTUYECKOMY
3aHATHIO

2.5.J10KyMEHTUPOBAaHUE TPYIOOXPAHHOM
NEeSTENbHOCTU

11

HaIKCcaHue
KOHCIIEKTa,;
IIOATOTOBKA K
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OCHOBHBIE BOIIPOCHI: NPaKTHYECKOMY
1. OpraHu3alMOHHBIE JOKYMEHTBI TPYJOOXpAHHOM |
IEATEIbHOCTH.

2. CocTraB TOKYMEHTOB IO KOHTPOJIIO YCIIOBUM U
0e30MacHOCTH TPY/a.

3. Hokymentsl mo COYT

4. CoctaBneHue u opopMiIeHUE JOKYMEHTOB 110
opranuzauuu u nposeaeann COYT

7 |3.1.Peructpamus nokymeHToB. Opranuzaius TOAroTOBKA K 8
YCTHOMY
KOHTPOJISI 3@ UCIIOJIHEHUEM JIOKYMEHTOB. ompocy:

OCHOBHBIE BOIIPOCHI: HaIcaHue
1.JlokyMeHTOOGOPOT: MOHATHE M ITPABUIIA roretieia
OpraHu3alyy, yueT oobeMa JOKyMEHTO000poTa.
2.IlepBuunast 06pab0TKa JOKYMEHTOB U MOPSAOK
UX PErUCTpalUH.

3.Homenknarypa aen, ux Buabl, TpeOOBaHUS K
COCTaBJICHUIO U 0(OPMIICHHIO.

4.Opranuzanysi KOHTPOJIS 332 UCIIOJTHEHUEM
JOKYMEHTOB (JOKYMEHTBHI IIOJJIeKaIIHe
KOHTPOJTIO, 3JIEMEHThI MEXaHU3Ma KOHTPOJIA,
CPOKHU UCHIOJTHEHMSI TOKYMEHTOB, CHATHE

JIOKYMEHTa C KOHTPOJIs).

HUroro 52

7. @oH/1 OLIEHOYHBIX CPEJICTB /ISl IPOBeIeHUs POMEKYTOUYHOM aTTecTallun
00y4aOIIUXCH MO0 IMCHUIUIHHE (MOIYJII0)

7.1. IlepeyeHb KOMIETEHUMI ¢ YKa3aHUEM ITANOB UX GOpMHUPOBaHMS B npolecce
0CBOeHMS 00pa30BaTeJbHOM POTPAMMBI

Heckpun O — OueHoOYHbBIE
TOPBI CpeAcTBa
OK-13
3Hatb — HOPMAaTHUBHO-IIPaBOBYIO 0a3y JIEIOMPOU3BOACTBA YCTHBIN OpOC
YMeTb |- cOCTaBIATH U OPOPMIISITH TOKYMEHTBI, CBI3aHHBIE C
TPYJOOXPaHHBIM ACIIEKTOM JIEATEIbHOCTH OPraHU3aluH, B
COOTBCTCTBHU C Tpe60BaHI/I${MI/I CTaHOapTOB, U MIPaKTUYECKOE
OpPraHM30BbIBATH CONPOBOKICHUE UX OT MOMEHTA 3a1aHue
CO3/IaHMsI WIH MOCTYIUIEHUS B OPraHU3alMIo 10 IIepeaayu
Ha ONIEPaTMBHOE WJIM aPXUBHOE XpPaHEHUE
Baajers |HaBbIKaMM YCTHOM U MHUCbMEHHOW KOMMYHUKALIMH B
npodeccruoHansHOM cdepe Saaet

12
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OIIK-3

3HaThL

— TpeboBaHUs K 0(OPMIICHUIO OPraHU3aIIMOHHO-
pacIopsSIIUTENBHBIX TOKYMEHTOB B 00JIACTH OXPAHBI
TpyZa; — JETONPOU3BOICTBEHHYIO TEPMUHOJIOTHIO B
COOTBETCTBUH C JCHCTBYIONUMH rOCYIapCTBEHHBIMU
HOPMAaTHUBHO - METOJMYECKUMH JOKYMEHTaMH

YCTHBIU OIPOC

YMeThb

OCYIIECTBIISITH KOMITBIOTEPHYIO MTOJATOTOBKY B 00pabOTKy
JOKYMEHTOB

MIPAKTUYECKOE
3a/laHue

Baaners

MPAKTUYECKUMH HaBBIKAMH KOMIIBIOTEPHOM MOATOTOBKH H
odopMIIEeHUS TOKYMEHTOB

3a4€T

IIK-12

3HaTh

OCHOBBI ACATCIIBHOCTH CHY)K6I>I JOKYMCHTAIIMOHHOTO
O6GCH6‘-ICHI/I$I; MNPHUHOUIIBI OpTraHU3all OIICPATUBHOT'O U
APXUBHOT'O XpaHCHUA JOKYMCHTOB

YCTHBIN OpOC

YmMmerh

paboTaTh ¢ BXOJAIIUMHU, UCXOIAITUMU U BHYTPEHHUMHU
JIOKYMEHTAaMH; COCTaBIIATh U 0OPMIIATH IOKYMEHTHI 110
cBoei NMpoheCcCUOHAIBHOM JIeITEIbHOCTH B COOTBETCTBUU
¢ TpedoBanusiMu ['OCTa

MPAKTHYECKOe
3a/jaHue

Baaners

HAaBBIKAMHM HCITIOJIBb30BAHUA I[eﬁCTBYIOIJ_[HX
TOCYIapCTBCHHBIX HOPMATUBHO-MCTOJUYCCKUX
JOKYMCHTOB B O6J'IaCTI/I OXpaHbl Tpyda, MECTOAaMHU
COCTaBJICHUA U O(I)OpMJIeHI/Iﬂ JOKYMCHTOB ITIO OXpaHC
Tpyia

3a4CT

7.2. Onucanue nokaszareJyed ¥ KpUTeprueB OLEHNBAHUS KOMIIETCHIMA HA
Pa3JIMYHBIX 3TaNaX UX ()OPMHUPOBAHUS, ONIMCAHUE IIKAJ OLlCHUBAHUS

YpoBHU cPOPMUPOBAHHOCTH KOMIIETEHIIUN

OueHoyHbIe
cpesicTBa KommerenTHOCTH bazoBelii ypoBens  |[locTaTouHblil ypoBeHb|  BbICOKMI ypOBEHB
HCC(i)OpMI/lpOBaHa KOMIICTCHTHOCTHU KOMIIECTCHTHOCTH KOMIICTCHTHOCTH
MPaKTUYECKOE He Bbmonnena Pabora Pabora Pa6ora BeimonHeHa
3a/1aHne WU BBITIOJIHEHA C |BBITIOJIHEHA B BBITIOJTHCHA MIOJTHOCTBIO,
rpyOsIMU MoJIHOM 00BEME,  |caMOCTOSITENHHO, B|oopMIIeHA IO
omuOKaMy U HE B |HO ¢ ommOKkaMu.  |mosHOM 00BéMe U [TpeGoBaHUSM.

IIOJIHOM O0BbeMeE.
BrIBOIBI JaHBI
(dbopManbHO UK
OTCYTCTBYIOT

B xopne 3amute
MIPaKTUYECKOU
paboTHI CTYACHT
HE MOXKET
000CHOBAThH
MIPUHATHIE
perieHus.

B COOTBETCTBHHU C
3aJJaHHEM.
Bo3moxHbI
HE3HAUYUTEILHBIE
OIITMOKH WU
HETOYHOCTH.

13
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YCTHBIN OMpoc OtBeT He OtBeT OtBer OTBeT NpaBUIILHBIMN,
MPAaBHJIBHBIN WU C|TIPaBUIIBHBIN, HO C |IPaBUIIbHBIH, CTPYKTYPUPOBaHHBI
rpyOBIMU omuoKamMu CTPYKTYpHUPOBaHH (i U CBsi3aH C paHee
omunOKaMHu U HE B 13178 U3YYECHHBIM
MOJTHOM 00BeMe Lens onpoca matepuaiiom. Llenp

JOCTUTHYTa onpoca IOCTUTHYTa

3a4eT He packpsIT Teop. Bompockl Teop. Bompockl Teop. Bompockl

MIOJIHOCTBIO HU PAaCKpBITHI C PAaCKpBITHI C PacKpbITHI

OJIUH TEOP. 3aMEYaHMUSIMU, HECYIIECTBEHHBIM |[IOJIHOCTBIO,

BOIPOC, OJIHaKO JIOTHKa U 3aMEUYaHUSIMH,  |[IPAKTHUYECKOE

MIPAKTHYECKOE coOuoieHa. OTMEYaroTCs 3a/1aHie 0(OPMIIEHO

3aJjaHKe He [IpaxTHueckoe HECYILIECTBEHHbIE |10 TPEOOBAHUSIM.

BBIMIOJIHEHO WM |3aJlaHKe HE/I0CTAaTKU B

BBITOJIHEHO C BBINOJIHEHO, HO ¢ |0()OpMIICHUH.

rpyObIMu 3aMEYaHUSIMU:

7.3. TunmoBble KOHTPOJIbHbIE 32JAHUA WIH HHbIE MATEPUAJIbI, HEOOXOAUMBbIE IJIS
OLIEHKY 3HAHUI, YMEHM i, HABBIKOB M (IWJIH) ONBITA 1eATEJILHOCTH,
XapaKTepU3yIIUX 3Tanbl JOPMHUPOBAHNMS KOMIIETEHIIMH B MpoIecce 0CBOCHUS
o0pa3oBaTe/IbHOI MPOrpamMMbl

7.3.1. IllpumepHbIe NPaKTUYECKHE 3aIaHUS

1 .IIpakTrueckas padota Nel

Tewma: CocrtaBienue u 0hopMIIEHHE OPraHU3ALMOHHO-PACIIOPSIAUTENbHBIX JOKYMEHTOB
(OPJD).

[enr  pabote:  Hayuutbcss  cocTaBisiTh W OQOPMIISAITH  OpraHU3aLUOHHO-
pacnopsiguTenbHbie JOKyMeHThI B cooTBeTcTBUU ¢ ['OCT P 6.30-2003

[Topsinok BBITIOTHEHUS paOOTHI:

1. 3anucaTe HOMEp MPAKTUUECKON PabOThI, TEMY U 1I€JIb PaOOThHI

2. 3anucaTh KOPOTKO MPEIJI0KEHHBIE 3aJaHUS

[IpakTuyeckass pabora coctouT u3 4-x 3amanuii mo cocraieHuto OPJl. YUToOw
0pOpMHUTH JTIOKYMEHTHI HEOO0XOJUMO HCIOJB30BaTh THUMOBBIE (POPMBI, KOTOpPHIE
HAXOJSATCA B MPUIOKEHUSIX. B NPUIOKEHUSIX TakKe MpEeCTaBICHbl 3aroJHEHHBIC
00pa3ibl ITUX JTOKYMEHTOB.

OdopmiecHre ITOKYMEHTOB Mpom3BoauTcsi B pemaktope Microsoft Word ¢
cOOJII0/IEHNEM BCEX OTCTYIIOB M WHTEPBAJoOB. Bce BBHIMIOJIHEHHBIE 3aJlaHUsl JOJIKHBI
OBITH pacriedyaTaHbl U MPECTABICHBI MPENOIaBATEIIO JIJIs IPOBEPKH.

3ananue 1

OdopmuTh 3asBIICHHE HUCITOJHSIONIETO 00S3aHHOCTH OTBETCTBEHHOI'O 3a OXpaHy Tpyda
masoro npennpusatus «NeNeNey ¢ mpockO0Ol NMPEJOCTaBUTh YUYEHUUYECKHUH OTIYCK C
06.03.20  mo 18.03.20 _  mpomomxkuTenbHOCThIO 13 KaJeHIAapHBIX JHEW Ha
ocHoBaHuHM cripaBku — BbizoBa Ne 5655 ot 01.03.20 . ®.1.0O. n.0. OTBETCTBEHHOTO 3a

OXNAHV TNVTIA.

14
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2.Ilpaktuyeckas pabora No2
Tema: «CoctaBnenue u ohopmieHnue HHHOPMAITHOHHO-CIIPABOYHOHN JTOKYMEHTAIIUN

Lens pabotei: HayuuThes cocTtaBiaTh u opopmiATh HHPOPMAIMOHHO-CIIPABOYHBIC
nokymeHTsl B coorBeTcTBUU ¢ ['OCT P 6.30-2003

[Topsi1oK BBIMOIHEHUST PaOOTHI

1. 3anmcath HOMEp MPAKTHYECKOI pabOThI, TEMY U IIeNIb PabOTHI

2. 3anmcath KOPOTKO MPEUI0KECHHBIE 3a/1aHuUs

[IpakTuueckas pabora coctouT w3 3-x 3amanuii mo cocrtaBieHuto OPJ[. YUToOw
opOpMUTH JTOKYMEHTBI HEOOXOJHMMO HMCIIOJIb30BaTh THUIIOBBIE (DOPMBI, KOTOpBIE
HAXOAATCS B MPUIOKCHHAX. B NPHIOKEHHUSAX TaKKe IPEICTABICHBI 3alOJHCHHBIC
00pasIipl ATUX JOKYMEHTOB.

OdopmiecHre JTOKYMEHTOB Mpom3BoauTcs B pemaktope Microsoft Word ¢
COOJIOICHHEM BCEX OTCTYIIOB M HMHTEPBAIOB. Bce BBHIMOJIHEHHBIE 3aJaHUS JOJDKHBI
OBITH pacrevyaTaHbl U MPECTABICHBI MPETOJaBATEIIO IS TPOBEPKH.

3ananue 1

[Tpu momomm npunokeHust 1 u 2 cocTaBUTh akT peBU3MH Kacchl mpennpustus TOO
"Cmaptax" Ne 15 ot 14.03.20__. OcHoBanueM siBisieTcs mpukas aupekropa Ne 165 ot
13.03.20__.

B coctar koMuccum. ImOROTFTIIEN NERURMH) RXOTTAT:

15
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3.Ilpaktudeckas padora Ne3
Tema «CoctaBrnenue u 0OpMIICHHE TUCEM

ens paGotel: HayuuTbes cocTaBisTh W OQOPMIIATH CIYXKEOHBIC TIHMChMa B
cootBerctBuu ¢ ['OCT P 6.30-2003

[Topsa0K BRIMOTHEHUS PAOOTHI

1. 3anmcath HOMEp MPAKTHYECKOI pabOThI, TEMY U IIeNIb PabOTHI

2. 3anucaTh KOPOTKO MPEJIOKEHHBIE 3aJaHMs

[IpakTrueckas paboTa COCTOMT M3 3-X 3aJIaHUN TI0 COCTABJICHHUIO CITY)KCOHBIX ITHCEM.
Yto6nr 0hOPMUTE TOKYMEHTBI HEOOXOIUMO HCIOJIB30BaTh THUIOBBIC (POPMBI, KOTOPHIE
HaxOJITCA B NPWIOKEHUSIX. B NPUIIOKEHUSX TakkKe MPEJCTaBICHbl 3al0JIHCHHBIC
00pasIipl ATUX JOKYMEHTOB.

OdopmiecHre JTOKYMEHTOB Mpom3BoauTcs B pemaktope Microsoft Word ¢
COOJIIOJIEHNEM BCEX OTCTYIOB M HHTEPBAjOB. Bce BBINOJHEHHBIE 3aJlaHUsl JOJIKHBI
OBITh pacrievyaTanbl U NPeICTaBICHBI MPENOIaBaTEeIIO JIJIs IPOBEPKH.

3amanue 1.

Cocraspre nucemo — npuriamenue Ne 544 ot 10.07.20 o ci1. JaHHBIM:
HMHCTUTYT TOYHBIX NpUOOPOB MOCHUIAET MHUCbMO — mpuriamenue aupexkropy LHHUUN

«ITnomereny Korcrantuav CenreeRrvuv ¢ MHUTTANIIEHUEM TIOCETUTR MEX TTVHANOTHVE)
4 Ilpaktuueckas padbora Ned

Tema «CocraBienne u odopmiieHHE TOKYMEHTOB [0 OpPTraHM3allUd W TPOBEJICHUU
COVYT»

Hens pabotei: Hayuuthess coctaBiateh U odopmisath nokymeHtel no COVYT B
coorserctBuu ¢ ['OCT P 6.30-2003

[Topsimok BBITIOTHEHUS! pabOTHI

1. 3anucaTh HOMEp MPAKTUUECKOU PabOThI, TEMY U II€JIb PaOOThHI

2. 3anucaTh KOPOTKO MPEJI0KEHHBIE 3aJaHUs

[IpakTrueckast paboTa cOCTOMT U3 3-X 3aJlaHUN MO COCTABJICHUIO CIY>KEOHBIX MHCEM.
Yto6s1 0POPMUTE TOKYMEHTHI HEOOXOIUMO HCIOIB30BaTh THUIOBBIE (POPMBI, KOTOPHIE
HAXOJSATCA B MPUIOKEHUSIX. B NPUIOKEHUSIX TakKe MpeCTaBiIeHbl 3arOJHEHHBIC
00pa3ibl ITUX JTOKYMEHTOB.

OdopmiecHre ITOKYMEHTOB Mpom3BoauTcs B pemaktope Microsoft Word ¢
cOOJII0/IEHNEM BCEX OTCTYIIOB UM WHTEPBAjoOB. Bce BBIMIOJIHEHHBIE 3aJlaHUsl JOJIKHBI
OBITH pacriedyaTaHbl U MPECTABICHBI MPENOIaBATEIIO JIJIs IPOBEPKH.

Ramanue 1

7.3.2. IlpumepHbIe BOMPOCHI JAJIs1 YCTHOTO ONpoca

16
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I.Tema 1.

1. JIokymeHTOBEICHHE KaK HAay4Hasl JUCLUIUIMHA.

2.  Jlenompou3BOACTBO:  MNOHATHE W  NPUHLHUIBI,  Hay4yHas  OpraHu3alus
JEJIONTPOU3BOCTBA.

3. HopmaTtuBHO-MeTOIM4eCKas 6a3a ynpaBieHUs JOKYMEHTAIHEH.

4. CTpyKTypa OpraHoB JJOKYMEHTALMOHHOT'O 00eCIeUeHNs yIIPaBICHHUS.

5. Pa3BuTHE U CTAaHOBIIEHHE FOCYAAPCTBEHHOTO JIEJIONPOU3BOJICTBA.

2.Tema 2.

1. brianku TOKYMEHTOB, Ha3HauYC€HUE U TpeOoBaHMs K OnankaM. OOmue 6JaHKu, OJaHKA
IUCEM U KOHKPETHOI'O BUJA IOKYMEHTOB.

2. HazHaueHMe pEKBU3UTOB, UX POJIb B YHU(PHUKAUHU JTOKYMEHTOB U HCIOJIb30BAaHUU
TEXHUYECKUX CPEJCTB B pabOTe C JOKYMEHTaMH.

3. CocraB 00s3aTeNbHBIX M JOMOJIHHUTEIbHBIX PEKBU3UTOB JOKYMEHTa, MpaBuUja HX
o(opmIIeHHs], 0COOEHHOCTH UCIIOJIHEHUSI.

4. CocraBienue popmysgpa-o0pasia JOKyMEHTa C PaCHOI0KEHUEM PEKBU3UTOB.

3.Tema 3.

1. TekCThI JOKYMEHTOB: X YHU(HUKAIHS, TPEOOBAHMS ¥ BUIBI TEKCTOB.

2. OpraHu3alMOHHO-TIPABOBas JIOKYMEHTAIUSA: BHUABI, CTPYKTypa, COCTaBJICHUE U
odopmIIeHUE JOKYMEHTOB.

4. Tema 4.

1. TloaroToBka M OQoOpMIIEHUE PACTIOPSIUTEIBHBIX JIOKYMEHTOB, CO3JaBaeMbIX Ha
KOJUIETHAJIbHOM OCHOBE.

2. Iopsimok opopMiieHUs: TPOTOKOJIOB.

3. [lopsiiok PyHKIIMOHMPOBAHUS KOJUIETUATIBHBIX OPTaHOB.

5.Tema 5.

1. TloctpoeHue ¥ TEXHOJIOTHUS TOJATOTOBKH PAaCHOPSAUTEIHLHOTO JIOKYMEHTa B
€IMHOJIMYHON CUCTEME YIIPABJICHUS.

1. Buapl pacnopsigiuTeIbHON JOKYMEHTAIIUH.

2. Tlopsmox w3maHusl PacropsAUTEILHOTO JOKYMEHTAa B YCJIOBHUSAX €IMHOJIWYHOTO
MIPUHSTHUS PEIICHUA.

6.Tema 6.

1. Xapakrtepuctuka CnpaBOYHO-UH(DOPMAIIMOHHBIX JIOKYMEHTOB, OCOOCHHOCTH HX
COCTaBJICHUS U O(DOPMIICHHUS.

2. [lpumenenue opHUCHONW OPrTEXHUKW JIsi OTHPABKU CHPAaBOYHO-MHPOPMALMOHHBIX
JIOKYMEHTOB.

3. JlenoBoe NUCbMO: crieU(pUIECKHE XapaKTEPUCTUKH, OCOOEHHOCTH HaMCAHUS.
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7.Tema 7.

1. Opranu3aiuoHHbIE TOKYMEHTHI KaJPOBOU CITYKOBI.

2. XapaKTepucTrKa JJOKyMEHTOB, OTHOCSAIINXCS K JOKYMEHTALUHU MO JINYHOMY COCTABY.
3. CocTaB 1OKyMEHTOB JIUYHOTO fiena. OdopMIeHHE JTOKYMEHTOB.

4. TpeboBaHMs K 3aMOJHEHUIO, BEACHUIO U XPAHEHUIO TPYAOBBIX KHUKEK.

8.Tema 8.

1. JlokyMeHTOOOOpOT: TIOHATHE W TMpaBWja OpraHU3alMH, Yy4eT o0beMma
JIOKYMEHTO000pOTa.

2. [lepBuunas 00paboTKa JOKYMEHTOB U TOPSJIOK UX PETUCTPAITIH.

3. Homenknatypa aeim, ux Buabl, TpeOOBaHUS K COCTABIECHUIO U 0(OPMIICHHUIO.

4. OpraHm3aiysi KOHTPOJS 3a HCIIOJTHGHHEM JOKYMEHTOB (JIOKYMEHTHI IOJIC)KAIIHE
KOHTPOJTIO, 3JIEMEHTHI MEXaHW3Ma KOHTPOJIS, CPOKH HMCIIOJTHEHHUS JOKYMECHTOB, CHSTHE
JIOKYMEHTA ¢ KOHTPOJIA).

5. DKcnepTH3a IEHHOCTH IOKYMEHTOB: SKCIIEPTHBIC KOMUCCHH: BUABI U UX (PYHKITHH.

6. DkcrepTr3a IIEHHOCTH JIOKYMEHTA: MOHATHE, KPUTCPUH IICHHOCTH YIPAaBICHUSCKHX
JIOKYMCHTOB.

7. Ilonstue apxuBa u uctopust GpopMupoBaHus ['0CyTapcTBEHHOW apXHBHOM CITYXKOBI
Poccuiickon ®@enepanum.

8. HMcmonp30BaHME COBPEMEHHBIX TEXHHUYECKHX CPEACTB YIPaBICHUS W O(HUCHOTO
nporpaMMHOro  oOecrieuyeHuss  JUIS  ONTHMH3AIMH  JICJIOTPOH3BOJICTBEHHOTO
00CITyKUBaHMUS.

7.3.3. Bonipochl K 3a4ery

1.YmpaBnendyeckass JOKyMEHTAIlUs: TOHSATHE, Ha3HA4YEHHE, OOIas TUIMOJOTHYEeCKas
XapaKTEePUCTHKA.

2.J1enonpou3BOJCTBO: TOHITHE, COBPEMEHHBbIE KOHLEMUUU. J[eTonpon3BOICTBO Kak
ydeOHasi JUCIUIUIMHA U 00JIaCTh IPAKTUYECKOH €SI TEIbHOCTH.

3.JIoKkyMEHTOBEICHHE: TMOHATHE, COBPEMEHHbIE KOHILENIMH. J[OKyMEHTOBEAECHHE Kak
yueOHast TUCIUILTUHA U 00J1aCTh MPAKTUYECKON eI TEIbHOCTH.

4.Ponb cekperapsi B JOKyMEHTAIIMOHHOM OOECIIeUYeHUN YIIPaBICHUS.

5.Cnyx06a JTOKYMEHTAI[MOHHOTO OOECTeueHHs] yIpaBlIeHHs: CTPYKTypa, 3aJayu,
byHKIMH.

6.HopmaTuBHO-MeTOIMYecKas 0aza JOKYMEHTAIIMOHHOTO OOECTeueHus YIpPaBIICHUS:
COCTaB U 00II1ast XapaKTePHUCTHKA.

7.061mue npaBuna oGopMIEHHUS TOKyMEHTOB.

8.braHku TOKyMEHTOB: BUIbI, 0COOEHHOCTH OPOPMIICHHUS.

9.PexBHU3UTHI 3ar0JI0BOYHOM YaCcTH JOKYMEHTA.

10.06s13aTenbHbIE PEKBU3UTHI JOKYMEHTOB.

11.PexBU3HTHI, y1OCTOBEPAOIINE JOKYMEHT.

12.Tlopsnok cornacoBaHus TOKYMEHTOB.
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13.Ilopsimok mognucaHusi JOKYMEHTOB.

14.PexBusnuThl — oT™MeTKH. [IpaBuia ux opopmieHus.

15.Cucrema  OpraHu3allMOHHO-NIPABOBOM  JOKYMEHTAllUM: HAa3HAYEHHE, COCTaB,
OCOOEHHOCTH CTPYKTYPHI.

16.Cuctema pacnopsIUTEeIbHOM JTOKYMEHTAIIMU: Ha3HA4YeHHUE, COCTaB, OCOOCHHOCTH
CTPYKTYDBL.

17.CoctaBnenne u oQopmIeHHE JOKYMEHTOB, CBSI3aHHBIX C JESITEIBbHOCTHIO
KOJUIETHAJIbHBIX OPTaHOB.

18.Cucrema cnpaBOYHO-MH(GOPMAIIMOHHON JOKYMEHTAIlMM: Ha3HAaYe€HUE, COCTaB,
0COOEHHOCTH CTPYKTYPHI.

19.CnyxebHble mcbMa: BUBI U TIpaBHiia OhopMIIeHUS.

20.Cuctema TOKyMEHTAIIMH T10 JIMYHOMY COCTaBY: Ha3HAY€HHUE, COCTaB, OCOOEHHOCTH
CTPYKTYDBL.

21.J10KyMeHTOOOOPOT: TIOHATHE, ITAIlbl, TPEOOBAHMS K €r0 OpTraHNu3aIlHH.

22.0cHOBHBIE 3Tambl PabOTHl C YINPaBICHYECKUMHU JOKYMEHTAMHU: XapaKTepUCTHUKA,
TEXHOJIOTHSI peaTu3allnH.

23.1lpuem u nepBUYHOE PACCMOTPEHUE JOKYMEHTOB.

24 Peructpanus ¥ y4€T TOKYMEHTOB.

25.PaccMOTpeHne TOKYMEHTOB PYKOBOIUTENEM.

26.0pranu3zanys KOHTPOJISA 3@ UCIIOJHEHUEM JOKYMEHTOB

277.0pranu3anysi XpaHeHHUs! JOKYMEHTOB.

28.Ilopsimox popMupoBaHus Aei.

29.Tlopsinok oopmiieHHs eIl

30.HomenknaTypa Aeil: MOHATUE, 3HaAYEHUE, IPABUIIA COCTABIICHHUS.

31.IToHATHS «1LIEHHOCTH JOKYMEHTa», «3KCIIEPTU3a LIEHHOCTH.

32 . IlpuHIMIBL, KPUTEPUU IKCIIEPTU3BI LIEHHOCTH JOKYMEHTOB.

33.IIpouenypa nepegaun JOKYMEHTOB Ha apXUBHOE XpaHEHUE.

7.4. MeToan4yeckue MaTepHaJIbl, ONpeessaonue Npoueaypbl OeHMBAHUSA
3HAHUI, YMEHHM, HABBIKOB M (WJIN) ONBITA 1eATEIbHOCTH, XapPaKTePHU3yOIIHAX
ranbl GOPpMUPOBAHUSA KOMIIETEHIIHI.

7.4.1. OneHUBaHUe MPAKTHYECKOI0 32/ IaHUS

Kpurepunii YpoBHU (HOpMHUPOBAHHS] KOMITETEHITHI
OLICHUBAHUA bazoBbIit JlocTaTo4uHbIi Bricokuii
3HaHUE TEOPETUUECKOTO Teopernueckuit Teopernueckuit Teoperndeckuii MaTepuan
Marepuana 1o MaTtepualn yCBOCH Matepuain yCBOCH U YCBOCH W OCMBICIICH, MOYKET
MpeUIoKEHHOI mpobiieme OCMBICIICH OBITH TIPUMEHEH B
Pa3JIMYHBIX CUTYalIUAX 10
HEOOXOAUMOCTH
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OBnasneHne mpuemMamMmu
paboThI

CryneHT MOXeT
MIPUMEHUTH HMEIOTIHECS
3HAHUS IS PEIICHHS
HOBOM 3a/1a4yu, HO
Heo0XoauMa IIOMOIIb

CryzmeHT MOXeT
CaMOCTOSITEILHO
MPUMEHUTH UMEIOTITHECS
3HAHUS JIJIS pEIICHUS
HOBOH 3a/1a4H, HO

CryzneHT MOXeT
CaMOCTOSITEILHO
MIPUMEHUTH HMEIOLITHECS
3HAHUS JIJIS pEIICHUS
HOBOI1 3aa4n

MpenoaaBaTess BO3MOKHO He Ooiee 2
3aMeYaHU
CaMOCTOSITEILHOCTD 3ajaHue BBIIIOJIHEHO 3agaHu€e BBITOJIHEHO 3agaHue BBITOJIHEHO
CaMOCTOSITENLHO, HO €CTh |CAMOCTOSTENILHO, HO €CTh |[TOTHOCTBIO
He OoJjiee 3 3aMevaHuit He Oojee 2 3aMeyaHuii CaMOCTOSITEIIEHO
7.4.2. OueHuBaHHe YCTHOIO ONpoOca
Kpurepuii YpoBHU (HOPMUPOBAHUS KOMITETCHIINIA
OLICHUBAHUS bazoBrii JlocTaTOYHBIN Bricoknit
IMoaHoTa ¥ IPaBMIILHOCTh  |OTBET MOJIHBIM, HO ecTh  |OTBET MOJIHBIIA, OTBET NOJIHBIH,
oTBETa 3aMeuaHus, He Oonee 3 [IOCJIEOBATENLHBIN, HO  |[OCIIe0BATENLHBIH,
€CThb 3aMeYyaHus, He 0oJiee | TOruuHbII

2

CTteneHb OCO3HaHHOCTH,
TIOHUMAaHUs U3YUYCHHOTO

Marepuai yCBOeH U
M3JIaraeTcs 0CO3HaHHO,
HO ecThb He Ooree 3
HECOOTBETCTBHH

Marepuan yCBOEH U
M3J1araeTcs 0CO3HaHHO,
HO ecTh He Oojee 2
HECOOTBETCTBHI

Martepuain ycBOEH U
H3JIaraeTcsi OCO3HaHHO

S3p1KOBOE OOpMIIEHHE
OTBeTa

Peus, B 1ienom,
TrpaMOTHas!, COOJIOIEHBI
HOPMBI KyJIBTYPBI PeUH,
HO €CTh 3aMCYaHUs, HE
ooiee 4

Peus, B ienom,
TrpaMoTHAas1, COOJFOICHEI
HOPMEI KyJIbTYPHI PEUH,
HO €CTb 3aMCYaHUs, HE
boiee 2

Peus rpamoTHas,
COOJIIO/IEHBI HOPMBbI
KYJIBTYPBI pe4H

7.4.3. OueHuBanue 3adera

Kpurepun YpoBHU pOpMUPOBAHUS KOMITETEHLIUN
OLICHUBAHUS bazoBbIit JlocTaTouHbIN Bricoknit
IlonHoTa oTBeTa, OTBeT NOJHEIN, HO €cTh  |OTBET MOJIHBIH, OTBET MOJHEIH,
IIOCJICAOBATCIIBHOCTD B 3aMedaHus, He Ooiee 3 ITOCJICAOBATCIBHBIN, HO  |IIOCIIeI0OBATEIbHBIH,
JIOTUKA WU3JI0KEHUS €CTh 3aMeYaHus, He 0oJiee | TOrUIHBII

2

[IpaBUIBHOCTH OTBETA, €TO
COOTBETCTBUE paboyeit
rporpamMme y4eOHOM
JUCLUTUIAHBI

OTBeT COOTBETCTBYET
paboueii mporpamme
y4eOHOM TUCHUTLTHHBL,
HO €CTh 3aMEYaHusl, HE
6onee 3

OTBET COOTBETCTBYET
paboueii nporpamme
y4eOHON TUCHIUILTHHEL,
HO €CTh 3aMEYaHUsI, HE
6ounee 2

OTBET COOTBETCTBYET
paboueli nporpamme
y4eOHON TUCIUTLTUHBL

Cnoco0HOCTE CTyJeHTa
apTyMEHTHPOBATh CBOU
OTBET U NPUBOJUTH
IIpUMEpPBI

OTBeT apryMeHTUpOBaH,
MIPUMEPHI IPUBEICHEI, HO
ecTb He Ooulee 3
HECOOTBETCTBHU

OTBeT apryMeHTHPOBaH,
MPUMEPBI PUBEICHBI, HO
ecThb He Ooee 2
HECOOTBETCTBUI

OTBeT apryMeHTHPOBaH,
NIpUMEpPBI IPUBEAEHBI

OC03HaHHOCTH HU3J1araeMoro
MaTepuaa

Marepuan ycBOeH 1
H3JaraeTcs OCO3HAHHO,
HO ecTh He Ooiree 3
HECOOTBETCTBUM

Marepuan yCBOEH U
H3jaraeTcs 0CO3HAHHO,
HO eCTb He Ooiee 2
HECOOTBETCTBHUI

Marepuan ycBOEH U
H3J1araeTcsi OCO3HaHHO
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CooTBeTcTBHE HOPMaM Peus, B ienom, Peus, B 11enoMm, Peur rpamotHas,
KYJbTYpPHI peur rpaMOTHasi, COOIOICHBI  [TpaMOTHAS, COOJTIOJICHBI | COOJIFOIEHBI HOPMBI
HOPMBI KyJIBTYPBI PEUH, |HOPMEBI KyJIbTYPHI PEUH, |KYJIbTYphI peUH

HO €CTh 3aMCYaHUs, HE HO €CTh 3aMeYaHus, HE

ooiee 4 boiee 2
KauectBO 0TBETOB Ha Ectb 3ameuaHus k B 1iesnoM, oTBETEI Ha Bce BOmpOCH! MOTy4eHbI
BOIPOCHI oTBeTaM, He OoJiee 3 PacKpBIBAIOT CYTh HCYEPIIBIBAIOIINE OTBETHI
BOTIpOCa

7.5. UToroBasi peiiTHHIOBasi OLICHKA TEKYLEeHd U IPOMEKYTOYHON aTTeCTalUuK
CTYAEHTA MO0 AMCUHUILINHE

[To yueOHoO# muctumuinHe «Jlemonponu3BoACTBO B cdepe OXpaHBl Tpyda»
UCIob3yeTcs: 4-0ajuibHasi CUCTEMa OILIEHMBAHUS, UTOT OLIGHUBAHUS YPOBHS 3HAHUM
oOyJarolmxcs npeaycMaTpuBaeT 3a4€éT. 3a4eT BBICTABISACTCS BO BPEMS IOCIETHETO
MPAKTUYSCKOTO 3aHATHSI TP YCJIOBHM BBITIOJIHCHHS He MeHee 60% y4eOHBIX
MOPYYEHUM, TPEAYCMOTPEHHBIX y4eOHBbIM miaHnoM u PIIJI. Hamuuue HeBBITIOTHEHHBIX
y4eOHBIX MOPYYEHUN MOXKET OBITh OCHOBAHHEM JJIs JOMOJHUTEIBHBIX BOMPOCOB IO
JACLHUIUIMHE B X0JI€ TPOMEXKYTOUHOM arTecTaluu. Bo BCeX OCTAIBHBIX CIydasX 3a4yeT
craeTcs OOyyalIMMUCS B JaThl, Ha3HAYCHHbIC IIpenojaBaTeieM B TEPUOJ
COOTBETCTBYIOIIUN MPOMEKYTOUHOM aTTECTAllUH.

Illkana oyenusanua meKywieii u RPOMENCYmMOUHOI AmMmecmayuu CmyoeHma

YpoBHU HOpMUpPOBaHUS OneHka 1o 4yeTelpex0aIbHOM 1IKase
KOMIICTCHITN U JIJISI 3a4€Ta
Bricokuii
JlocTaTouHbIi 3a4TEHO
bazoBriii
Komnerenunst He  copmupoBaHa HE 3a4TE€HO

8. IlepeyeHb OCHOBHOM M IONOJIHUTEJIbHON yU4eOHOM JIUTEPaTYypPhbl, HEOOXO0AUMOM
JJISI OCBOCHMSI TUCIHUILIMHBI (MOILYJIA)

OcHoBHas JHMTEpaTypa.

o Tun Kom-Bo B
Bub6auorpapuyeckoe onucaHue bracm yucGroe
H/H noco6ue, yueGHO-MeTO 6]/16_]'[ .

mocobue, ap.)

1. |Meronuyeckue peKOMEHIALMH 10 Pa3pabOTKe MHCTPYKLMI| Meronmuec | https://e.

0  OXpaHe TpyAa JAnsd  paOOTHUKOB,  3aHATBIX KHe lanbook.
JKCIUIyaTallUe Tra30BOT0 XO34KWCTBA OpraHM3aldi ! yKazaHus 1 | com/boo
meronuyeckue pekomenamui. - Mocksa : SHAC, 2009. -| pexomenna | k/10448
56 c. 1005051 2
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®opMbl TOKYMEHTOB, HEOOXOIUMBIX JJIS pacciaeOBaHuUs U

ydyeTa HECYAaCTHBIX CIy4aeB Ha MPOU3BOJICTBE, W https://e.
ITonoxeHus 06 0OCOOEHHOCTAX PaccieIoBaHMs HECYACTHBIX | [pcrpyxkum | lanbook.
CllyuaeB Ha TMPOU3BOJCTBE B OTACITBHBIX OTpacisix U - com/boo
opranu3anusx (¢ m3meHeHussMA Ha 14 HOs0pst 2016 rona) npasuna | k/10453

noctanoBienue ot 24 oktsa0ps 2002 roma Ne 73. - 6
Mockgna, 2002. - 48 c.

3. |Opranusanus  JAETONPOM3BOJACTBA M NEPCOHATBHBIN
MEHEJDKMEHT: IIPUMEHEHHE KOMIIBIOTEPHOIO TPEHUHTa:| yueOHOE 10
yueb. mocodue / U. H. Bacwibesa [u ap.]. - M.: By3oBckuii| mnocoGue
yueonuk, 2014. - 104 c.

4. |KaBropera f. B. JlokymentooOopot: OpraHuzamusi u
Beaenue / S1. B. KaBtopepa. - Xapokos: ®akrop, 2000. - 5
161 c.

5. |Kymmapenko H.H. [lokymentoBenenue: yueOonuk / H. H.

Kymnapenko ; pen.: }0. H. Cronspos, B. A. nbranaesa. -| y4eOHHK 10
K.: 3nanns, 2008. - 459 ¢

6. |AmupoB, A. P. JlokyMeHTallMOHHOE oOOecreyeHue
yIpaBJICHUS B OopraHuzanusx . ydeOHoe mocobue / A. P. https://e.
Amupos, B. U. Muxaiinos. - Y¢a : BITIY nmenn M.| Y1ueOubie lanbook.
Axmyiisr, 2009. - 176 c. mocobus | com/boo

k/42213
JlonoJIHUTe IbHAS JIUTEepaTypa.
Tun
11\/(1 bubmmorpaduyeckoe onrcanue noiiZiifo,;ZZiif;‘ﬁoﬂ K(éJ;I—gi B
nocoGHe, p.

1. |Meroanyeckue peKOMEHIALNH [0 pa3pabOTKe HHCTPYKLHH| Meromuuec | https://e.
MO0 OXpaHe TpyAa TpPHU BBIIOJHEHUU PAbOT C PYyYHBIM KHe lanbook.
WHCTPYMEHTOM U TPUCIIOCOOJICHUSIMU METOJMIECKHC| yxasanus 1 | com/boo
pexoMenaanuu. - Mocksa : OHAC, 2008. - 88 c. pexomenya | k/10447

1805041 8

2. |Kastopena fI. JJokyMeHTOOOOPOT: OpraHu3anys U BEACHUE: | METOIUIEC
metonuveckuii Matepuan / 5. KatopeBa. - XapbKoB: KHe 6
®axrop, 2002. - 164 c. MaTepHualIbl

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

1.ITouckoBsie cucteMsl: http://www.rambler.ru, http://yandex.ru,
2.®enepanbHbIi 00pa3oBaTeIbHBIA TOpTAT Www.edu.ru.
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3.Poccuiickas rocymapcTBeHHas ouonmoTeka http://www.rsl.ru/ru

4.T'ocymapcTBeHHasi MyOnM4yHas Hay4yHO-TexHW4eckas Oubmumorexka Poccum URL:
http://gpntb.ru.

S5.'ocymapctBeHHOEe  OrO/KETHOE — yupexaeHue KynbTypbl PecrnyOmuku — Kpeim
«KpbiMckas peciyOnrKaHcKast YHUBEpCaJIbHas Hay4Has OMOIMOTEK A
http://franco.crimealib.ru/

6.ITemarornyeckas 6udimoteka http://www.pedlib.ru/
7.Hayunast AJIEKTPOHHAS oubamoTexa eLIBRARY.RU (PUHLI)
http://elibrary.ru/defaultx.asp

10. MeToguveckue yKazaHus JJis1 00y4al0UUXCH M0 OCBOEHUIO U CIIUNJIMHBI
(Mmonxy.Jist)

OO0mme peKoOMeHIALMH 10 CAMOCTOATEIbHON padoTe 0aKkaIaBpoOB

[TonroroBka coBpeMeHHOro OakajaBpa MpenoJiaraer, 4YTo B CTEHAX YHUBEPCUTETA
OH OBJIAJICET METOJI0JIOTHEN caMo00pa3zoBaHus, CaMOBOCITUTAHMUS,
CaMOCOBEPILIEHCTBOBAHUA.  JTO  ONpENeNAeT  BaXXHOCTb  AaKTHUBU3ALUU  €r0
CaMOCTOSITENIHOM PabOTHI.

CamocrosTenpHass paboTa GOPMHPYET TBOPYECKYIO AaKTHBHOCTh OaKalaBpOB,
MPEACTAaBIICHHE O CBOMX HAYYHBIX W COIHUAIBHBIX BO3MOXKHOCTSX, CIIOCOOHOCTH
BBIWICHATH  TJIABHOE, COBEPIICHCTBYET TMpPHUEMbI  OOOOIIEHHOTO  MBIIUICHHS,
npejanoyiaraer Oosiee rayOOKyrH0 TpOpabOTKYy HUMH OTAECIBHBIX TEM, OINpeIeICHHBIX
MPOrpaMMOil.

OCHOBHBIMH BUJaMHU ¥ (OPMaMH CaMOCTOSATEILHON pabOThI CTYJACHTOB IO JAaHHOU
JUCITUIUIMHE SBJISIOTCS: CAMOTIOIIOTOBKA 10 OTACIBHBIM BOIpPOCaM; paboTa ¢ 6a30BbIM
KOHCITEKTOM; MTOATOTOBKA K MPAKTUYSCKOMY 3aHATHIO; TTOJATOTOBKA K YCTHOMY OTIPOCY;
HaITMCaHUe KOHCIIEKTa; MMOJArOTOBKA K 3a4eTy.

BaxHoif 4acThi0 CaMOCTOSITENTLHOM pabOTHI ABISAETCS YTEHHUE YUEOHOM JINTEPATYPHI.
OcHoBHas (yHKIUS Y4eOHUKOB — OPUEHTHUPOBATH B CHCTEME T€X 3HAHUH, YMEHHH U
HaBBIKOB, KOTOpBI€ JOJDKHBI OBITH YCBOEHBI MO JAaHHOW AMCUUIUIMHE OyayIIHMU
CHEIMATUCTaMHU. YUYEOHHK TaKkKe CIYy)KUT IyTeBOAUTEIEM [0 MHOTOYHUCICHHBIM
IIPOM3BEACHUSAM, OPHUEHTHPYST B MMEHax aBTOpPOB, CHEHUAIU3HUPYIOIIUXCA HA
ONPEACIIEHHBIX HAyYHBIX HAIIPABICHUSAX, B HA3BAHMAX MX OCHOBHBIX TPYIOB. Bropas
¢byHKIMS yueOHUKA B TOM, YTO OH OYEpPUYHMBAECT HEKHI KPYT OO0s3aTENbHBIX 3HAHHM I10
npeaMeTy, He MPETeH Iys Ha TITyO0KOe UX pPacKpBITHE.

UreHne peKOMEHJOBAaHHOW JHUTEpaTypbl — O3TO Ta TJaBHAs YacTh CHCTEMBI
CaMOCTOSITENIbHOM yueObl OakanaBpa, KOTOpas oOecmedrBaeT MOJJIMHHOE YCBOCHHUE
Haykd. YUTaTh 3Ty AUTEpaATypy HYKHO MO MPHUHIIMITY: «U7esl, TEOpHs, METOJ B OHOM, B
JOPYTOU U T.J. KHUTAX».
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Bo Bcex ciydasx peKOMEHAYeTCs PacCMOTPEHUE TEOPETUYECKHUX BOMPOCOB HE
MEHee YeM M0 TPeM UCTOYHUKaM. 3yueHne mpoOaeMsbl 0 pa3HbIM UCTOYHUKAM - 3aJI0T
[IyOOKOr0 yCBOEHMsSI Hayku. VIMEHHO »JTOT OJIOK, Hapsay C BBIIOJHEHUEM
MPAaKTHUECKUX 3aJaHUN SIBISETCS BEOYIIUM B CTPYKTYpPE CaMOCTOSATEIbHOW pPabOThHI
CTYJICHTOB.

BHuManuio 0akamaBpoB TpEIaralOTCs CHOHCOK JIUTEPaTyphbl, BOIPOCH K

CaMOCTOSITEIbHOMY U3yUEHHUIO U BOTIPOCHI K 3a4eTy.

JInist yCTIeNTHOTO OBJAJCHUS AUCIUILIMHON HEOOXOAWMO BBINOJHSATH CIETYIOIIHE
TpeOOBaHMS:
1) BBIMOJHATH BCE OMPE/IEICHHBIC TPOTrPAMMOI BUBI paboT;
2) mocemaTh 3aHATHA, T.K. BECh TEMAaTUYCCKUIl MaTepHal B3aUMOCBSI3aH MEKIY COOOM
M, 3a4acTyl0, CaMOCTOSITEIbHOIO TEOPETUYECKOTO OBJIAJCHUS IPOIYIICHHBIM
MaTepHrajJoM HeI0OCTaTOYHO /ISl KAYeCTBEHHOTO €T0 YCBOCHHUS;
3) Bce paccmaTpuBacMble Ha 3aHATHSAX BOMPOCHI 00s3aTeNbHO (PUKCHPOBATH B
OTJIENIbHYIO TETPab U COXPAHATh €€ J0O OKOHUAHUSI O0yUeHUS B BY3€;
4) MpOSBIATh AKTUBHOCTH TPU MOJTOTOBKE M HA 3aHITHAX, T.K. KOHCYHBIH pe3yJbTatr
OBJIQJICHHUSI COJICpP)KaHUEM JUCIUIUIMHBI HEOOXOIWM, B TEPBYIO OdYepelb, CaMOMY
OakanaBpy;
5) B ciy4asix mpoIycKa 3aHITHI 10 KAKMM-JIN0O0 PUYHHAM 0053aTelIbHO OTPadaThIBATh
MPOMYIIEHHOE MPET0IaBaTe 0 BO BpEeMsl MHAUBHTyaTbHBIX KOHCYIbTAILIUH.

BueypouHnas nesitenbHOCTh OakajiaBpa Mo IaHHOM AMCLHMILIMHE TPEoaraer:

- CaMOCTOSITENbHBIN MOUCK OTBETOB U HEOOXOAMMON MH(POPMAIMH 10 MPEI0KEHHBIM
BOIIpOCaM;

- BBINIOJIHEHHUE MPAKTUYECKUX 3aJaHUN;

- BBIpa0OTKY yMEHUN HAYYHOW OpraHM3aliH TPyZa.

VYcnemHas opraiu3anys BpEMEHU MO YCBOEHUIO JAHHOM JHUCLMIUIMHBI BO MHOTOM
3aBUCUT OT HaJMuus y OakajaBpa yMEHHUS CaMOOPraHU30BaTh ceOsl U CBOE BpeMs IS
BBINIOJIHEHUSI TIPEUIOKEHHBIX JOMAaIIHUX 3aaaHuid. OOBEM 3alaHull  paccUUTaH
MakCUMalbHO Ha 2-3 yaca B Hemenro. [Ipm STOM aiaroputM NOATOTOBKU Oynaer
CIIEIyIOLIUM:

1 sram — moWCK B JUTEpaType TEOPETUUYECKONM HH(MOpMAIMU MO MPEAT0KEHHBIM
IIPETIOaBATEIEM BOIIPOCAM;

2 3Tan — OCMBICIICHNE TIOTYYEeHHON HH(POPMAIH, OCBOCHUE TEPMUHOB U MOHSITHII;

3 3Tam — coCTaBIEHUE TUIaHA OTBETA HA KaX bl BOIIPOC;

4 3Tamn — MOMCK MPUMEPOB IO TaHHOW MpoOIeMaTHKe.

PadoTa ¢ 02a30BLIM KOHCIIEKTOM

[TporpaMMoil AMCUMIUIMHBI MPEIyCMOTPEHO YTEHHE JIEKIMH B Pa3MUYHBIX (opMax
UX TPOBEACHHUSA: NPOOJIIEMHBIC JIEKIIMA C DJJIEMEHTaMH JBPHUCTUYECKON Oecesl,
UHPOPMAITMOHHBIE JICKIIUHM, JIEKIMH C OIOPHBIM KOHCIIEKTHPOBAHUEM, JICKIIUU-
BU3YAJIN3ALINAHN.
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Ha mexknusx mpenopaBarens paccMaTpuBaeT BOIPOCHI IPOTrpaMMbl  Kypcea,
COCTaBJICHHOW B COOTBETCTBHUH C IOCYJIaPCTBEHHBIM 00pa30BaTEIbHBIM cTaHAapTOM. W3-
3a HEIOCTAaTOYHOI'O KOJINYECTBA AYJUTOPHBIX YacOB HEKOTOPBIE TEMBI HE YIAETCA
OCBETUTh B IIOJIHOM O0BEME, MO3TOMY IPENOJaBaTeNb, IO CBOEMY YCMOTPEHHIO,
HEKOTOpPbIE BOMPOCHI BHIHOCUT HAa CaMOCTOATENbHYIO padOTy CTYJEHTOB, PEKOMEHIYS
Ty WIHA UHYIO JINTEPATYPY.

Kpome 3toro, mms mydmero ocBO€HUs Marepuaja M CUCTEMATH3allMM 3HAHWUW I10
JUCIUITINHE, HE0OX0IMMO MMOCTOSTHHO pa30upaTh MaTepHalibl JIGKIUN MO0 KOHCTIEKTaM U
y4€OHBIM TTOCOOUSIM.

Bo Bpems camocTosTeNnbHON TPOpabOTKH JIEKIIMOHHOTO MaTepuana ocoboe
BHHMAaHUE CIENYET YAEHATh BOZHUKIIMM BOIIPOCAaM, HEMOHATHBIM TEPMUHAM, CLIOPHBIM
TOYKaM 3peHus. Bce Takre MOMEHTHI CleNyeT BBIAEIUTh WM BBIIUCATH OTIEIBHO JJIS
JabHEHIIeT0 OOCY)KIIEHUS Ha MPaKTHYEeCKOM 3aHATHU. B cimywyae HeoOxomumocTu
oOparaTteCcsi K MPEnoJaBaTeNio 3a KOHCyJbTanuen. [1onHbI cucoK JaUTepaTypsl IO
JUCIUIUIMHE MPUBEEH B paboyeil mporpaMMme JTUCHUTUIHHBIL.

Hanucanue KOHCIEKTA

Koncmekr (ot ymat. conspectus — o0630p, u3nokeHne) — 1) MUCbMEHHBIH TEKCT,
CUCTEMAaTUYEeCKH, KpaTKO, JIOTUYHO U CBSI3HO IEpeNaroluil coaepKaHhue OCHOBHOTO
UCTOYHMKA MH(OpMAIuu (CTaThH, KHHUTH, JICKIUH U Jp.); 2) CUHTe3upyomas Gpopma
3aMucHu, KOTOpasi MOXKET BKIIIOYATh B ce0sl IUIaH UCTOYHUKA MH(OpPMAIMU, BBIUCKHA U3
HETO U €T0 TE3UCHI.

Buapl KOHCIIEKTOB:
— TUTAHOBBIA KOHCHEKT (IJIAaH-KOHCIEKT) — KOHCIIEKT Ha OCHOBE C(OPMHUPOBAHHOTO
IUIaHa, COCTOAILEIO U3 OMNPENEICHHOrO0 KOJWYEeCTBa ITYHKTOB (C 3arojoBKaMu) H
MOJMYHKTOB, COOTBETCTBYIOIIUX ONPEEICHHBIM YacTsIM UCTOUYHHUKA MHPOPMALIUH;
— TEKCTyaJIbHbIH KOHCIEKT — TMoApoOHas (opma H3JI0KEHHUs, OCHOBaHHAs Ha
BBIITUCKAX U3 TEKCTA-UCTOYHUKA U €r0 HUTUPOBAHUU (C JJOTUYECKUMHU CBSI3AMH);
— MPOU3BOJIbHBIN KOHCTIEKT — KOHCIEKT, BKIIOYAIOIINNA HECKOIBKO CIOCOO0B paboThI
HaJl MaTepuaaoM (BBITUCKH, IIATUPOBAHNUE, TIJIaH
¥ 71p.);
— CXEMAaTUYECKUHA KOHCIEKT (KOHTEKCT-CXeMa) — KOHCIEKT Ha OCHOBE IUIaHa,
COCTABJICHHOI'O U3 IYHKTOB B BUJI€ BOIIPOCOB, HA KOTOPBIE HY>KHO JaTh OTBET;
— TEMaTUYECKUWA KOHCHEKT — pa3paboTKa U OCBEIIEHHWE B KOHCIEKTHUBHOUN (opme
ONPEAEIICHHOTO BOIIPOCA, TEMBI;
— OmnopHbId KOHCHEKT (BBeaeH B. @. IllaTtanoBbIM) — KOHCIEKT, B KOTOPOM
CoJlep)KaHMEe MCTOYHMKA HH(MOpPMALUK 3aKOJUPOBAHO C TIOMOIIBIO TpaduuecKux
CHUMBOJIOB, PUCYHKOB, ITU(P, KIFOUEBBIX CJIOB U JIp.;
— CBOJHBIN KOHCIIEKT — 00paboTKa HECKOJIBKUX TEKCTOB C IEJIbI0 MX COMOCTABICHHUS,
CpPaBHEHUS U CBEACHUS K €JMHON KOHCTPYKIUY;
— BBIOOPOYHBIN KOHCTIEKT — BBIOOP M3 TEKCTa MHPOPMAIIUU HA OTIPEIICTICHHYIO TEMY.
®opMbI KOHCIEKTUPOBAHUS:
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— tiaH (TIPOCTOM, CIOXHBIN) — ¢dopMa KOHCICKTUPOBAHUS, KOTOpPas BKIIOYACT
aHaJu3 CTPYKTYphl TEKCTa, 000OIIECHUE, BHIJCICHUE JIOTUKU PAa3BUTUS COOBITUN U HMX
CyTH,
— BBIIHCKM — TIpocTeimas (opmMa KOHCIEKTHPOBAHUS, IIOYTH JIOCIIOBHO
BOCIIPOU3BO/ISIIAS TEKCT;
— Te3uchl — (GopMa KOHCIEKTUPOBAHMS, KOTOpas MPEACTABISIET COOOWM BHIBOJBI,
CIEJIaHHbIE HAa OCHOBE MPOYUTAHHOTO. BBIACNAIOT MPOCTHIE M OCJIOKHEHHBIE TE3UCHI
(KpoMe OCHOBHBIX TTOJIOKEHUH, BKIIOYAIOT TAK)KE BTOPOCTETICHHBIE);
— IUTUPOBAHHE — JIOCIIOBHAs BBIMKMCKA, KOTOpas HCIOJB3YeTCs, KOraa TMepenaTh
MBICJIb aBTOpPa CBOMMHU CJIIOBAMU HEBO3MOKHO.

Brinmonnenue 3ananus:
1) onpenenuTs 1eNb COCTABICHUS KOHCIIEKTA;
2) 3ammcaTh Ha3BaHHWE TEKCTA WITU €T0 YacTH;
3) 3anmcarh BBIXOJHBIC JaHHBIC TEKCTA (aBTOP, MECTO U TOJ] U3JJaHU);
4) BBIICTUTH TPH NTEPBUYHOM UYTCHUH OCHOBHBIC CMBICIIOBBIC YaCTH TEKCTa;
5) BBIACIIUTH OCHOBHBIC MOJIOKEHHUS TEKCTA,
6) BBIJCIIUTD MTOHATHUS, TCPMHUHBI, KOTOPBIC TPEOYIOT pa3bsICHEHUN;
7) mocnaeIoBaTeabHO U KPATKO M3J0XKUTh CBOUMH CIIOBAMH CYIIIECTBEHHBIC MOJIOKCHHUS
M3y4aeMoro MaTepuana;
8) BKJIIOYHMTH B 3allMCh BBIBOJBI 10 OCHOBHBIM IIOJIOKEHHUSIM, KOHKPETHBIM (haKTaM H
npuMepaM (6e3 Mo JpoOHOro OMUCaHUs);
9) wuCHonB30BaTh MPHEMbl  HATISIIHOTO  OTPAXKCHHS  cojaepskaHus  (ab3arrsl
«CTYNIEHbKAMMy, PA3JIMYHbBIE CTIOCOOBI MMOAYCPKUBAHUS, PYIKH PA3HOTO I[BETA);
10) coGOuomaTh MpaBWiia MATHPOBaHUA (IIUTaTa JOJDKHA OBITH 3aK/IFOYEHA B KaBBIUKH,
JaHa CChIJIKA HA €€ UCTOYHHUK, YKa3aHa CTPaHHUIIA).

[Inanupyemsble pe3ynbTaThl CAMOCTOSATEIBHON pabOThI:
— CHOCOOHOCTh CTYJCHTOB aHAJIM3UPOBATh PE3yJIbTaThl HAyYHBIX HCCIICIOBAaHUN U
NPUMEHATh MX TPH PEHICHUM KOHKPETHBIX O00pa30BaTEIbHBIX W HMCCIEAOBATEIIbCKUX
3a/ay;
— CHOCOOHOCTh pemiaTh CTaHAAPTHBIC 3aJlaud NPOo(eCcCHOHAIbHOW NESITeIbHOCTH Ha
OCHOBE HMH(OPMAIMOHHON ¥ OHMONMHOTpapUUYECKON KYyJbTypbl C NPHUMCHCHHEM
UH(OPMAITMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH U C y4€TOM OCHOBHBIX TPEOOBAHHIMA
uH(OPMAIIMOHHON O€30MTaCHOCTH.

IMoaroroBKa K NPaKTHYECKOMY 3aHATHIO

MeToanvyeckue peKOMEH Ialluu 110 TTOJAr0TOBKE K MPAKTUYECKUM 3aHSITUAM

[TonroroBka K MPAKTUYECKOMY 3aHATUIO BKIIOYAET CIECAYIOIIUME 3JIEMEHThI
CaMOCTOSITEJIBHOM ~ JIESTEIbHOCTU: YETKOE MPEACTAaBICHUE UEIM U 3aJad  €ro
MPOBEICHUSA;,  BBIJACICHUE HABBIKOB  YMCTBEHHOM, AaHAJIMTUYECKOW, HAYyYHOU
NEATEeIbHOCTU, KOTOPBIE CTAHYT PE3yJIbTaTOM MPEACTOSIICH pabOThI.
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BripaOoTka HaBBIKOB OCYIIECTBIISICTCSI C TIOMOIIBIO TTOTyYEHUS] HOBOW MH(POPMAIIH
00 M3y4aeMbIX MPOIECCaX U C MOMOIIBI0 3HAHUS O TOM, B KaKOH CTENEHU B JAaHHOE
BpEMsI CTYJEHT BIIAJIC€T METONAMHU HCCIEA0BATEIBbCKOM NESITENbHOCTH, KOTOPBIMU OH
CTaHET I0Jb30BaThCS HA PAKTUYECKOM 3aHATHH.

CnenoBatenbHO, pab0Ta HAa MPAKTUYCCKOM 3aHATHH HaIlpaBJICeHa HE TOJIBKO Ha
MO3HAHKWE CTYJCHTOM KOHKPETHBIX SBJICHHN BHEITHETO MHpa, HO W Ha W3MCHEHHE
caMmoro ceos.

Bropoii pesympTar OYeHb Ba)K€H, MOCKOJIBKY OH oOecrieumBaeT (opMHpOBaHUE
TaKuX OOIIEKYJIbTYPHBIX KOMIIETEHIINH, KaK CIIOCOOHOCTh K CaMOOpTaHU3alH |
caM000pa30BaHUI0, CIIOCOOHOCTh HCIIOJIB30BaTh METOABl cOopa, 0OpabOTKH W
UHTEPIpPETAlMd  KOMIUIEKCHOW HMH(OpManuu Jjisl  PElIeHHUs OpraHU3aluOHHO-
YIIPaBIEHUYECKUX 3a/la4, B TOM YHCIIe HAXOJMSAIIMXCS 3a MpelelaMi HelOCPEICTBEHHOM
cdephl AeATENbHOCTH CTYEHTA. MIPOILECCOB U SIBIICHHA, BBIICITSIIOT OCHOBHBIE CITOCOOBI
JI0Ka3aTeIbCTBA AaBTOPAMHU HAYYHBIX paOOT IIEHHOCTH TOTO, YeM OHH 3aHUMAIOTCHL.

B Xozme caMoOro mnpakTUYECKOTO 3aHIATUS CTYACHTBl CHadalla IPEICTaBIISIOT
HallIeHHblE UMU BapUaHThl (POPMYIHPOBKU aKTYaJIbHOCTH HCCIIEIAOBAaHUSA, 00CYKIAIOT
uX 1 000CHOBBIBAIOT CBO€ MHEHHUE O HAWIYUlIeM BapuaHTe.

O0bBEM 3a1aHmil pacCYUTaH MaKCUMAaJIBHO Ha 1-2 yaca B HEACIIO.
IoaroTroBKa K yCTHOMY ONPOCY

C nenpr0 KOHTPOJISI M MOATOTOBKH CTYAEHTOB K M3YYEHHMIO HOBOW TE€MBI BHaJalle
KON MPaKTUYECKOTO 3aHATHS MPENoAaBaTeeM MPOBOAUTCS WHINBUAYAIbHBIN HIN
(GpOHTANBHBIN YCTHBIN OMPOC MO BBHITOJHEHHBIM 33JaHUSIM MPEABIAYIIECH TEMBI.

Kpurepuu oLleHKH YCTHBIX OTBETOB CTY/IEHTOB:

— TPaBWIBHOCTh OTBETA M0 COJACPNKAHUIO 3aJaHMs (YUUTHIBAETCS KOJIMYECTBO U
XapakTep OMKMOOK MPHU OTBETE);

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

— CO3HATENBHOCTh OTBETA (YUUTHIBAETCSI MOHMMAHUE U3J1araéMoro Marepuasa);

— JIOTMKAa HW3JI0KEHUs Marepuana (y4UThIBAETCS YMEHUE CTPOUTH LIEJTOCTHBIM,
NOCJIEIOBATENbHBIN PacCcKa3, PaMOTHO MOJIb30BAThCS CHIEHUATbHON TEPMUHOIJIOTHEN);
— palMOHATBHOCTh HCIIOJIb30BAHHBIX MPUEMOB M CIOCOOOB PEIICHUS MOCTABICHHON
yueOHOM 3a1ayu (YYUTBIBAETCS YMEHHE HCIIOJIb30BaTh HauboJjiee MPOTPECCUBHBIC H
s PeKkTUBHBIE CITIOCOOBI JOCTUKEHUS 1IEIIN);

— CBOEBPEMEHHOCTh W 3(P(EKTUBHOCTh WCMOJB30BAHUS HAIVISAHBIX TOCOOMA U
TEXHUYECKUX CPEJCTB MPHU OTBETE (YUUTHIBAECTCS TPAMOTHO U C TMOJIH30M MPUMEHSTh
HATJIATHOCTh ¥ IEMOHCTPAI[MOHHBIN OTIBIT IIPH YCTHOM OTBETE);

— UCIOJIb30BaHUE JIOMOJIHUTEIHLHOTO MaTepHaiia (00s3aTeIbHOE YCIIOBUE);

— palMOHAIBHOCTh MCIOJB30BaHMs BPEMEHHU, OTBEJICHHOTO Ha 3aJaHue (He 0100pseTcs
3aTSIHYTOCTh BBINIOJIHEHHSI 3a/laHds, YCTHOTO OTBETa BO BPEMEHH, C YYETOM
WHINBUIYATbHBIX OCOOCHHOCTEH CTYJCHTOR).
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IHoaroroBka K 3a4ery

3adeT sBIsSETCS TPATUIIMOHHON (hOPMOI MPOBEPKU 3HAHUHN, YMEHHM, KOMIIETEHIIUH,
c(OpPMHUPOBAHHBIX Y CTYACHTOB B IPOLIECCE OCBOCHMS BCErO COACPKAHUS H3ydaeMOM
TUCIMITIMHBL.  OOBIYHBI  3a4eT OTIMYaeTcss OT DJK3aMeHa TOJBKO TeM, 4TO
npenojaBarens He nuddepeHupyeT 0amuibl, KOTOPHIE OH BHICTABIISIET IO €70 UTOTaM.

CamocrosiTenbHas IOATOTOBKA K 3a4€Ty JIOJKHA OCYIIECTBISATHCA B TE€UEHUE BCETrO
CEMECTpa, a He 32 HECKOJIBKO JHEH 10 €ro MPOBEACHMUS.

[ToaroroBka BKIIFOYAET clieayrolmue AeucTBUsd. lIpexae Bcero Hy)KHO HEpeYUTaTh
BCE JIEKIIMHM, a TaKkKe MaTepuaibl, KOTOpPblE TOTOBWIMCH K CEMHHAPCKUM H
IPAKTUYECKUM 3aHATHUSM B TEYEHHE CEMECTpa. 3areM HaJ0 COOTHECTH JTY
uHpOpMAIMIO C BONpOCaMH, KOTOpble JdaHbl K 3auery. Ecimu unbopmanuun
HEJO0CTaTOYHO, OTBETHl HAXOAAT B IMPEMIOKEHHOW NPENOJaBaTeIeM JUTEPATYPE.
Pexomennyercs nenate KpaTkue 3anMcd. Peyp wnaer He O mmaprajke, a o
¢bopMUpOBaHNHU B CO3HAHUM YETKOM JIOTMYECKOM cXeMbl OTBeTa Ha Bompoc. Hakanyne
3ayeTa HEOOXOIMMO TMOBTOPUTH OTBETHI, HE 3arjisabiBas B 3amucH. Bpems Ha
IOJTOTOBKY K 3a4€Ty [10 HOPMAaTHBAaM YHUBEPCUTETA COCTABIIIET HE MEHEE 4 4acoB.

11. Ilepeyenb NHPOPMALMOHHBIX TEXHOJIOT Ui, HCIIOJIb3YEeMbIX NPHU
OCYILIECTBJICHNH 00Pa30BaTEJIbLHOI0 MPOIECCa MO JUCHUILINHE (MOTYJII0)
(BKJIIOYAsl MepevYeHb MPOrPAMMHOI0 odecne4yeHusi U HHPOPMAIMOHHBIX

CIIPABOYHBIX CHCTEM (IIPU HEOOXOTUMOCTH)

NubopmaninoHHbIe TEXHOIOTUN IPUMEHSIOTCS B CIEIYIOIINX HAMPABICHUSX:
oopmMIIeHHE THUCHMEHHBIX pabOT BBINOIHIETCS C HCIHOJB30BAHUEM TEKCTOBOTO
penakTopa;

JIEMOHCTpAIUs KOMIIBIOTEPHBIX MaTepUaIoB C HCIOJIb30BAHUEM MYJIbTUMEIUMHBIX
TEXHOJIOTHI;

UCTIOJIb30BaHNE MH(POPMAIMOHHO-CIIPABOYHOTO 00ECIIEYeHHsI, TAKOTO KaK: MPaBOBbHIE
cupaBounble cuctembl (KoHCcympTaHT+ ™ 1p.), OHJAWH CJIOBapH, CHPABOYHUKH
(I'pamota.py, UnTyut.py, Bukuneaus u ap.), HayyHble MyOIUKaIUH.

UCTIOJIb30BaHUE CIECIMATN3NPOBAHHBIX CIIPABOYHBIX CUCTEM (IJIEKTPOHHBIX Y4EOHUKOB,
CIPaBOYHHMKOB, KOJUIEKIMH WIUIIOCTpauuid u  (oromsoOpakenuit, (poToOaHKOB,
po(hecCHOHATBHBIX COLMANBHBIX CETeH U Ip.).

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

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

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

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

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

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

be Reader Ccrunka: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.htmlmomno

Gimp (rpaduueckuit penakrop) Cebuika: https://www.gimp.org/
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ImageMagick (rpaduueckwii pemaKkTop) Ccpuika:
https://imagemagick.org/script/index.php

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

Adobe Reader Ccpunka: https://acrobat.adobe.com/ru/ru/acrobat/pdf-reader.html
Oneparnmonnas cuctema Windows 8.1 JlunensronHas Bepcus o gorosopy Ned71\1 ot
11.12.2014 r.

DneKTpoHHO-0MbIMoTeYHas cucteMa bubmuokomiekTaTop

HanmonanpHa snexktpoHHas 6ubnuoreka - deaepaibHOe TOCYyIapCTBEHHOE OIOKETHOE
yapexaenne «Poccuiickas rocynapcrsenHas oudianorekay (PI'BY «PI'by)

Penakuus baswl nannbix «I1OJITIPE]] CripaBouHUKIY

DnekTpoHHO-0nbmoTevyHas cucrema «JIAHby»

12. Onucanue MaTepUAJIbLHO-TeXHHUYECKOH 0a3bl, He0OX0AUMOM 1151
OCYILIeCTBJICHHSI 00Pa30BaTeJbLHOIO NPoLecca Mo TUCHUILIHHE (MOTYJII0)

-KOMIIBIOTEPHBIN KJIacc W AOCTyn K ceTh VHTepHeT (BO BpeMs CaMOCTOSTEIbHON
HOJIFOTOBKH) (JIOJIKEH OBITH MPHIIOKEH I'padUK 3aHITOCTH KOMIIBIOTEPHOTO Kiacca);
-IPOEKTOP, COBMEUICHHBI C HOYTOYKOM JUIS TPOBEICHUS JIGKIIMOHHBIX 3aHSATHIM
NpernoaaBaTeieM U MPEe3eHTAIUN CTYICHTaMU PEe3yIbTaTOB PabOThI

-pa3aaTOYHBIA MaTepuai sl MPOBEICHUS TPYNIIOBOM paboThI;

-METOJIMYECKUE MaTepuaibl K MPAKTHUYECKUM 3aHATHAM, JEKIUH (PYKOIHUCH,
AIEKTPOHHASI BEPCHS), AUIAKTUYSCKUN MaTepHal A CTYACHTOB (TECTOBBIC 3aJaHUS,
MYJIbTUMEIUNHBIC TTPE3CHTAIINHN );

-JInst  mpoBenmeHusT  JNEKIMOHHBIX M TPAKTHUECKUX  3aHATHH  HeoOxoauma
CHelMaIM3UpOBaHHas ayautopus — Jabopatopus TexHocdepHas O€30MaCHOCTD,
OCHAIlICHHAss HMHTEPAKTUBHOM JIOCKOW, B KOTOPOM Ha CTEHIaX pa3MEIICHBI
HEOOXOIMMbIE HATJISTHBIE TIOCOOUSI.
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