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PA3AEJI 1. IPOITPAMMHO-METOINYECKHUE MATEPHAJIbI
1.1 O0mas XxapakTepuCcTUKA JUCHUILIMHBI

JuctunnuHa «JlokyMeHTHpOBaHHUE yIPABICHUYESCKON EATEITHHOCTH U JIeJI0-
BbIC KOMMYHHUKAIIMM» BKJIIOYEHAa B OCHOBHYIO 00pa3oBaTElIbHYIO MPOTPaMMy IO
yKa3aHHBIM HAMpaBJICHUSIM U MPOQPIISIM MTOATOTOBKH (B 00s13aTEIbHYIO 9acTh MPO-
rpamMMbl OaKajaBpuara).

[Tponecc M3yueHus: AUCHUILIMHBI HAMpaBJIeH Ha GopMUpPOBaHUE y 00ydaro-
HIUXCSI CIEAYIOMMX KOMITETCHIIHN:

YK-4 CnocobeH OCyHIecTBIATh JEIOBYI0O KOMMYHHKAIIMIO B YCTHOM U
nUChbMEHHOU (hopMe Ha rocyaapcTBeHHOM si3bike Poccuiickoit denepanmu U Ha
MHOCTpaHHOM(BIX) sI3bIKE(aX)

OIIK-5 CriocoOeH UCcnoJib30BaTh COBPEMEHHbBIE MH(POPMALMOHHBIE TEXHO-
JIOTHH U MIPOTPaMMHBIE CPEACTBA MPH PELICHUU MTPO(HECCHOHATIBHBIX 3aj1a4

[]env v3yueHus AUCIUIUIMHBI U €€ COOTBETCTBHUE IIENIIM 00pa3oBaTelIbHOMN
MPOTPaMM: OBJIAJICHHE KOMIIETCHIIUSIMA OPTraHU3allui U PEAN3ali COCTABICHUS
U oopmiIeHHUS TOKYMEHTOB, OpraHU3aIuu JIOKYMEHTOO00pOTa U BEJICHUS JENO0-
BOH IMEPENUCKHU, O3HAKOMJICHHE C COBPEMEHHBIMH TPEeOOBAaHUAMH K OpTaHU3aIluU
JIOKYMEHTAITMOHHOTO 00ECTICUECHHMSI YIIPABJICHUS U JICIOBBIX KOMMYHHUKAITUH.

3aoauu u3y4eHus: JUCHUTUIAHBIL:

— ¢dopMUpOBaHUE CIHEIHUATBHBIX 3HAHUW B 00JIACTH JETOMPOU3BOJCTBA U
BEJICHUS CITY>KEOHOU JJOKYMEHTAIINH.

— (opMHUpOBaHUE YMEHUS TPUMEHEHUSI TPEOOBAHUH, TPEABIBISIEMBIX K CO-
CTaBJICHUIO U O(POPMIICHHUIO TOKYMEHTOB, B TOM YHUCJIE C TPUMEHEHHUEM COBPEMEH-
HBIX HH()OPMAITMOHHBIX TEXHOJIOTUH U MPOTPAMMHBIX CPEJICTB.

— (GopMHUpOBaHHE HABBIKOB OpraHU3allUd JTOKYMEHTOOOOpOTa, CUCTEMATH-
3aIuu JOKYMEHTOB, HOMEHKJIATYPhI 1Sl OPOPMIICHHUS, TIOUCKA U XPaHEHUS.

- (hopMUpOBaHKE HABBIKOB U YMEHUM B chepe AeTOBbIX KOMMYHUKAIIHIA.

1.2 Ilnanupyembie pe3yabTaThbl 00y4eHHS 110 TUCHHUILIMHE, COOTHECEHHBbIE C
YCTAaHOBJICHHBIMHM B 00pPa30BaTe/IbHOI NPOrpaMMe HHIANKATOPAMHU A0CTHIKe-
HHUS KOMIIETEeHIUH

PesynpraTamMmu 0Oy4eHUS MO AUCIUIUIMHE, COOTHECEHHBIMU C YCTaHOBJICH-
HBIMH B 00pa30BaTeIHHON MPOrpaMMe WHIANKATOPAMH JOCTIKEHUS KOMIIETEHITUH,
ABJISIFOTCS:



KomnereHnmust Nupuxarop gocruskenus | Ilinanupyemble pe3yabTaThbl 00yUeHus!
KOMIIeTEeHI[HH MO JUCIHIJIHHE
YK-4 Cnocoben | UAK-YK-4.3: 3HaTh:
OCYIIECTBIATh  Jie- | OCyIIeCTBISICT KOMMYHH- | - COBPEMCHHBIC TpeOOBaHHS K Qopmary

JIOBYI0O KOMMYHHKa-
M0 B YCTHOM U
MUCBMEHHOU (hopme
Ha  TOCYyJIapCTBEH-
HOM s3bIKe Poccuii-
ckoil dDenepanuu u
Ha WHOCTpaH-
HOM(BIX) sI3BIKE(aX)

KallMi0 Ha TOCYyAapCTBEH-
HOM s13pike  PDdu  wmHO-
CTPAaHHOM SI3bIKE C YUETOM
0COOEHHOCTEH CTHJIMCTHU-
KM ¥ COLUOKYJIbTYPHBIX
paznuuuii B popmare Kop-
PECNIOHACHIIMU U TIPUHS-
TBIX HOPM JIOKYMEHTO000-
pota

JIETIOBOM KOPPECIIOHJCHLIMM U HOpMaM J0-
KyMEHTOO00OpoTa B MPOQeCCHOHATBHOU
chepe

Ymern:

- TIPUMCHSTHh JCHCTBYIOIIUE HOPMBI JIO-
KYMEHTO0000pOTa M COOJOAAaTh YCTaHOB-
JeHHBIH (opMarT KOPPECTOHICHIIUN B
poQeCcCHOHATBHOM eI TETLHOCTH
Baapgers:

- HaBBIKaMU aJalTallly Pa3IUIHbIX (popm
KOPPECTIOHICHITNN K KOHKPETHBIM  YCIIO-
BUS JIEJIOBOTO OOIICHUS

OIIK-5 Cnocoben
UCIOJIB30BaTh  CO-
BpeMeHHbBIE HH()OP-
MAaIMOHHBIC TEXHO-
JIOTHM W TIPOTPaMM-
HBIC CpEJICTBA IPH
pemennn  mpodec-
CHOHAJIbHBIX 3a/1a4

HNJAK-OIIK-5.3. Cucre-
MaTH3UPYET uHpopma-
LUI0, BHIOMpaeT ONTH-
MaJIbHBIN crioco0 ee oOpa-
OOTKM W NpE3eHTAlUH,
OCYILLECTBISICT  AHAIMUTU-
YEeCKYI0 JIeSTeIbHOCTh C
IPUMEHEHUEM COBpPEMEH-
HBIX  WH(POPMAIMOHHBIX
TEXHOJIOTUI U Iporpamm-
HBIX CPEJICTB

3HaTh:

- COBPEMEHHBIC METOJIbl CHCTEMAaTH3alluu
U 00paboTku MH(OPMALINU, HEOOXOTUMBIC
JUIE  OpraHu3alud  JOKYMEHTHPOBAHUS
YIPaBICHYCCKON JIEATEITPHOCTH W JIEJI0-
BBIX KOMMYHHUKAIIHH

YMerh:

- NPUMEHATHh COBPEMEHHBIC HH(pOpPMAIIH-
OHHBIE TEXHOJIOTHH W TIPOTPAMMHBIX CpPe/I-
CTBa NPH PEIICHWHM 3a1a4 B cdepe opra-
HU3AIMU JIOKYMCHTHPOBAHUS YIPaBIICH-
YECKOU eATEIbHOCTH U JIENOBBIX KOMMY-
HUKaui

Biaagern:

- HaBBIKAMHU BBIOOpA ONTHMAJIHLHOTO CIIO-
co0a MOKyMEHTHPOBaHUA U (HOPM Ipe3eH-
Talid YKOHOMHUYECKOW WH(POpMAIUU B
paMKax JeNOBbIX KOMMYHHUKAIMA C TpH-
MEHEHUEM COBPEMEHHBIX HH(POPMAIHOH-
HBIX TEXHOJIOTUH U MPOTPAMMHBIX CPEJICTB




Bzaumocss3b HHAWKATOPOB JOCTHUKCHHA KOMHCTGHHI/If/i C OOCHOYHBIMU CpPCACTBA-
MU JJId MPOBCACHMA TEKYIICTIO KOHTPOJIA U HpOMC}KYTO‘IHOI\/’I aTTcCTallu1

Ne onieHouHOTO CcpeacTBa s
MIPOMEKYTOUYHOM aTTeCTalllH
Ne onrenouHoro cpencraa
WNHaukaTopsl TOCTHKEHUS (0 ypOBHSIM pe3yJIbTaTOB OCBOE-
. JUISL TEKYIIETO KOHTPOJIsS
KOMIIETEHIIH HUS JUCHUILTUHBL:
(Ne Bompoca)
3HaTh (3), ymets (Y), BIasieTh
HaBblkamu (H)
NIK-YK-4.3:
OcyiecTBisieT KOMMYHHKa-
M0 HA  TOCYAAapCTBEH-
HOM si3blke PD u mHOCTpaH- 3 1-12
HOM S3BIKE C €TOM 0CO- )
wee 1-12 V:1-16
OeHHoCTEl CTHJIUCTUKU o 1-1%
U COIMOKYJIBTYPHBIX Ppa3iiu- '
yiii B (hopMare KOppeCHoH-
JIEHITUN U TIPUHSITBIX HOPM
JIOKYMEHT0000poTa
HNAK-OIIK-5.3. Cucrematu-
3upyeT uHpopmanuo, BeIOU-
paeT ONTUMAaNbHBIA CHOCO0
ee 00pabOTKM U TMpe3eHTa- 3:13-30
LMY, OCYILECTBJISET aHau- 13-30 Vy:17-30
TUYECKYIO JIESITEIIbHOCTh C H: 19-30
MPUMECHEHUEM COBPEMEHHBIX
UH(GOPMALMOHHBIX TEXHOJIO-
TUIl ¥ IPOTPAMMHEIX CPEJICTB

Texywuti konmpoas O AUCIUIUIMHE 00eCIIeYMBaeT OLIEHUBAHUE X0/Ia OCBO-
eHus JucHUIUIMHBL. OH OCYIIECTBISIETCS B Mpoliecce MPOBeACHUS 3aHsIThil. Teky-
M KOHTPOJIb peanu3yeTcs: B hopme orpoca.

IIpomesxcymounas ammecmayus 00y4arOMMUXCA MO JUCIHUILUINHE 00eCTIeun-
BaeT OICHWBAHME MPOMEKYTOUYHBIX U OKOHYATEIBHBIX PE3YJIbTATOB OOyUYEHUS T10
nucrutuinHe. [IpomexyTodyHas aTTecTanus peanusyercs B popme 3ayeTa.

Pezynomamot oceoenus oucyuniunvl JOCTUTAIOTCS 3a CYET UCTIOIB30BAHMS B
npoiiecce 00y4eHUsl aKTUBHBIX U UHTEPAKTUBHBIX METOJIOB U TEXHOJOTHUMN (HopMuU-
POBaHUS 33JJaHHBIX KOMIIETEHLIMHN Y CTYyICHTOB.

1.3 O0beM QTUCHMILIMHBI U pacnpeaeseHue 4acoB 0 TeMam

O0beM TUCHMIUIMHBI U BUIBI y4€OHOU pabOoThI

®opmbl 00yUeHus

Buapl 3angaTui

Ounas | 3aounas | Ouno-3a0unas
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OO61m1ast TPy I0€MKOCTh 72 72 72
KonrtakTtHas paborta (Bkiro4as Texymui | 37 9 19
KOHTPOJIb YCTIIEBAEMOCTH):

- 3aHATHUS JeKIMoHHOoro Tuna (JIek) 18 4 8

- 3aHsTUsl ceMuHapckoro tumna (Cem) 18 4 10

- IPOMEXYTOYHAas aTTeCcTanus 1 1 1
CamocTositenbHast padora (CP) 35 63 53
Kypcosas padota - - -
dopMa MPOMEKYTOUYHOM aTTeCTallNH 3a4er 3a4er 3a4er

Pacnpez[eneHHe qaCOB AUCHUIIJIMHEBI ITO TEMaM U BHUAaM pa60T

Ounas dhopma 00ydeHUs

HanmenoBaHue pa3zneinoB u TeMm Bcero |Jlexk | Cem | CP
4acoB

1.JJoOKyMEHT ¥ CHCTEMBI JTOKYMEHTAlUH PEKBU3UTHI 10 3 4 3

JIOKYMEHTOB

2.¥YupaBnenueckasa naokymeHtamnusa. (CocTaBlieHUE U 16 3 4 9

o opMIIEHE OCHOBHBIX IOKYMEHTOB.

3.KanpoBass nokymentauus. KoppecnonaeHuus me- 14 4 3 7

PUOANMYECKUX MEPONPUSTUM

4.JlenoBasi KoppecnoHAeHIMs. JleJI0BbIE U KOMMEpUe- 16 4 3 9

CKHE MUChMa

5.0pranuzanusa jaokymeHtoobopora. Cucremarusa-

1us ToKymMmeHTOB. Homenknatypa nist ux Qopmupo-

BAaHUS 151 XpaHEHU. Nudopmarmonso- | 15 4 4 7

KOMMYHUKAIIUOHHBIE TEXHOJOTMHU B COBPEMEHHOM

JIOKYMEHTO000pOTe

HUTOI'O: 71 18 |18 35

3aounHas hopma oOyueHuUs

HanmeHoBaHue pa3iesioB U TEM Bcero | Jlek | Cem | CP
4acoB

1.JJokyMEHT ¥ cHUCTEMBI NOKYMEHTAlUUHW PEKBU3UTHI 10 05 |1 35

JIOKYMEHTOB ’ ’

2.¥YmupaBneHueckasd aokymeHTanusi. CocTraBieHHE U 16 05 |1 14.5

o opMIICHIE OCHOBHBIX TOKYMEHTOB. ’ ’

3.KagpoBass nokymeHtauusa. KoppecnoHueHius re- 14 | 05 12.5

PHUOANYECKUX MEPOTIPUSITUN ’ ’

4.JlenoBasi koppecnoHaeHus. JlenoBeie U KOMMepye- 16 1 0.5 14,5

CKH€ MUChMa

5.0pranmzanust  JoKymMmeHToobopoTta. CucremaTusa- 15 1 1 13

uus 1okymeHToB. Homenknatypa s ux dhopmupo-
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BaHMUS u XpaHEHUs. Nudopmarmonno-
KOMMYHUKAIIIOHHbIE TEXHOJOTUU B COBPEMEHHOM
JIOKYyMEHTO000pOTE

NTOI'O: 71 4 4 63

Ouno-3a0uHas (hopma oOydeHus

HanMeHoBaHME pa3enoB U TeEM Bcero |Jlek | Cem | CP
4acoB

I.I[OKYMCHT N CUCTEMBbI JOKYMCHTAIIUH PexBu3uTHI
JOKYMCHTOB

10 2 2 6

2.YopaBnenueckass nokymeHtanus. CocTaBieHue U

16 2 2 12
o(opMIICHIE OCHOBHBIX IOKYMEHTOB.

3.KanpoBass nokymenrauus. KoppecnoHaeHius 1ie-

PUOMYECKIX MEPONIPHUSITHI 14 2 2 10

4. JlenoBasi KoppecnoHeHIusA. JleIoBbIe 1 KOMMeEpUe-
CKHE NTHChMa

16 1 2 13

5.0pranuzanus JoKymMeHTooOopoTa. Cucremarusa-
nus 1oKymMmeHToB. HomeHnknatypa st ux dhopmupo-

BAaHUsA 51 XpaHEHHUS. Nudopmarmonno- | 15 1 2 12
KOMMYHUKAIIMOHHBIE TEXHOJOTMHU B COBPEMEHHOM

JIOKYMEHTO000pOTE

NTOTI'O: 71 8 10 53

1.4 TemaTu4ecKkuii JIaH U3YyYEeHUS TUCHUILTMHBI

Tema 1. JIoKkyMeHT U cHCTeMBbI JOKYMEHTAMU PeKBU3UTHI TOKYMEHTOB

Llens u 3a7auM ETOMPOU3BOJICTBA, CBA3b JICIONPOU3BOJICTBA C IOpUIAYE-
CKUMH | IpyruMu Haykamu. OnpeeneHus, OCHOBHBIE TTOHATHS. [ ocymapcTBeHHAS
cUCTeMa JOKyMeHTalMoHHOro obecneueHus ynpapieHus (I'CJIOVY). O6mme Tpe-
OOBaHMS K CITy»)0aM JTOKYMEHTAIIMOHHOTO 00ecrieueHuns yIpaBiIeHUS.

JIOKyMEHT U CUCTEMBI JOKyMEHTAIMU. Y HU(PUKAIKs, CTaHAapTH3AIMS, Tpa-
daperuzanus GopMm yrnpaBiIeHYECKONH NOKYMEHTanuu. [loHATHE peKBH3UTA JTOKY-
menTa. [Tonstue dopmynspa-oopasna gokymenta. @opmarsl. [Ipasuna odopmiie-
HUS TEKCTOBOro marepuana. [IpaBuna odopmieHuss npuMedaHnuii, MpUIOKEHUNA U
o0ocHOBaHM# K TekcTy. [IpaBuiia opopmiienus: oudauorpaduu. OCHOBHBIE TEXHU-
kKo-opdorpaduueckue npapuia. CHaTHE KO JOKyMeHTOB. [loHsTHe myOnmnkara
JIOKyMEHTA.

Pacronokenrne pekBU3UTOB Ha OJIaHKE JOKyMeHTa. PazMepsi, momis (oTcTy-
nbl). bradk s nmuchkMa U oOMIMKA OJIaHK Il IPYTUX BUIOB OPTraHU3allMOHHO-
pactopsIIUTEeILHBIX TOKyMeHTOB. OQopMiIeHHE TEKCTa TOKYMEHTOB B BUJIC aHKET,
TaOJIHII, CBSA3HOTO TEKCTA, a TAK)KE B BUJIEC COCTUHECHMS dTHUX (opM. TpeboBanus K
aHkeTam, Tabnuiam. TpeOoBaHMs K TEKCTY JOKYMEHTOB.




Tema 2. YnpasiieHueckas 1okymenTanus. CocraBiieHue u opopmiieHue
OCHOBHBIX JOKYMEHTOB

[IoHsATHE OPraHM3aLMOHHO - PACHOPSAUTEIBHBIX JOKYMEHTOB. OCHOBHBIE
IpaBUJia COCTaBICHUS W OGOPMIICHHSI YCTaBOB, MOJIOKEHUU, HMHCTpYyKIuil. Co-
CTaBJeHUS U OQOpMIICHUS TTOCTAHOBJICHUN U pemieHui. [lITaTHas YMCICHHOCTh U
LITAaTHOE pacnucanue. JJoroBopsl.

[lonsiTHE pacnopsAaUTENbHBIX NOKyMEHTOB. OCHOBHBIE MpaBHJIa COCTaBJIE-
HUs 1 oopmiieHus npukas3oB. [Iprkasbl mo Bompocam o011Iel AeITeIbHOCTH.

[TonsiTue MHPOPMALIMOHHO - CHOPABOYHBIX JOKYMEHTOB. AKThl. CrpaBKU U
JOKYMEHTBI JINYHOTO MPOUCXOXKJeHUsl. OObSICHUTEIbHBIC, CITYKEOHbIE U JAOKJIA-
HBIC 3aIIUCKH.

Tema 3. KagpoBas noxkymenranusi. KoppecnonaeHuusi nepuogudeckKux
MepOoNpUATHH

[TonsTre KanpoBOW NOKyMEHTaluH. 3asiBieHue. TpyaoBou porosop. Pesro-
Mme. ABroduorpadus. Xapakrepuctuka. OpopmiieHrne NMPUKa30B MO JIUYHOMY CO-
ctaBy. TpynoBas KHWKKA. JINuHble KapTOuky. JIMuHbIE Aena.

Koppecnionnennus, cBsi3aHHast ¢ IPOBEACHUEM NEPUOINYECKUX MEPOIPUS-
tuid. IIpotokos. OCHOBHBIE MpaBWia COCTaBJICHUS W O(GOpPMIICHUS MPOTOKOJIA.
Breimmcka n3 nporokosa. Kparknid nmpotokosn. COKpameHHbIA TPOTOKOI.

Tema 4. JlenoBas koppecnonaeHuus. /le1oBble 1 KOMMepUYeCKUe MUCbMAa

TunoBsie u Tpadapernpie nucbma. Kmaccudukanus nucem. CTpykTypa
nucbMa. CtangapTHeie Gpas3sl U BeipaxkeHUsi. OTAeIbHBIE BUIBI MUCEM: TUChMA-
MpOChOBI,  COMPOBOJUTEIbHBIE  IMHUCHbMA, JOTOBOPHbIE THChbMa, MHCHbMa-
MTOATBEPKIACHUS, NMChbMa-HAIIOMUHAHUS, NMCbMa-U3BELICHUS, nrchMa-
IPUTJIALICHUS, TApAHTUNHBIE NTMChbMA, UCbMa-3allpoChl U NMUCbMa-0TBETHI. [lemno-
BOE MUCHMO MEXAYHAPOIHOTO 00pasIia.

Tema 5. Opranu3auus 10kyMeHT0000poTa. CHcTeMaTH3ALMS JOKYMEH-
ToB. Homenkiiatypa st ux ¢popmupoBanus u xpaHenusi. Unpopmaunonno-
KOMMYHHMKAIIMOHHBbIE TEXHOJIOTMH B COBPEMEHHOM JIOKYMEHT0000poTe

[Tonstue nokymentoobopota. Opranuzaius padoTel ¢ gokymeHTamu. [lo-
HATHE KJIacCU(UKAUKM U CUCTeMaTU3aluu JTOKyMeHTOB. [loHsTHE Aen U HOMEH-
KJIaTypsl 1. [ pynnupoBKa JTOKYMEHTOB B JIefa.

Jlena mOCTOSIHHOTO M BPEMEHHOTO CPOKOB XPAaHEHHUsI, ONUCH Takux jaed. [1o-
HATHE apXUBa, €ro 000pyaoBaHuEe. ApXUBHAsI CIIpaBKa, apXWBHAsl KOMUS, apXUBHAs
BhINKCKa. [lepenaya e Ha rocy1apCTBEHHOE XpPaHEHUE.

NHdpopmaimoHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B COBPEMEHHOM JOKY-
MeHTO000OpoTe . 3amuTa UHPOPMAIUUA TPU CO3JIAHUU CIY>KEOHBIX TOKYMEHTOB.
CoBpeMeHHbIE CIOCOOBI M TEXHUKA CO3J]aHUS JJOKYMEHTOB.



1.5 TeMblI 3aHATHI CEMMHAPCKOI0 THIIA

Tema 1. /lokyMeHT U CHCTEMBI IOKYMEHTAIIMUA PeKBU3UTHI JOKYMEHTOB
OO6cyxaenue mpoOieMHON Tembl: YHUDUIMPOBAHHBIE TPEOOBAHMS K COCTaBlIe-
HUIO U 0(DOPMIICHUIO JOKYMEHTOB.

Pa6ora o Temam:

I'OCT, nopmatuBHasi U CIIpaBOYHAs JOKYMEHTAalMsI. DJIEKTPOHHbIE 1a0I0-
Hbl TokyMeHTOB. CIIC "Koncynbrantllnroc", "I"apant".

[la6mons! U cTii JoKyMeHTOB. DopmupoBanue 01aHKOB T0KyMEeHTOB. Co-
3/JaHUE CTHJICH JJIs OTICJbHBIX PEKBU3UTOB JIOKYMEHTOB. BilaHKu ¢ YIJiOBBIM U
IPOAOTIBHBIM PACHOJIOKEHUEM PEKBU3UTOB. COCTaB M MOPSIOK PACHOJIOKEHUS
PEKBU3HUTOB PA3IMYHBIX BUJIOB OJIAHKOB.

Odopmiienne obmiero 6manka qokymenTa. OdopmiieHre O1aHKa AJis MUCEM.

Odopmnenne npuMeyaHuil, IpUIOKeHU U 060cHOBaHMM K TekcTy. [IpaBu-
na odopmienus oubnuorpaduu. Co3znanue konuu aokymeHta. Cozganue n1yosu-
KaTa JJOKyMEHTA.

OdopmieHne TeKCTa JOKyMEHTOB B BUJIE aHKET, TaOJIHII, CBSI3HOTO TEKCTa, a
TakKe B BUE coeAMHEHNUs ATuX (popM. TpeboBaHUS K TEKCTY JOKYMEHTOB.

Tema 2. Ynpasiaendeckas fokymenranus. CocraBieHue u ogpopmiieHne
OCHOBHBIX JOKYMEHTOB

Ob6cyxnenue npobiaemHoi Tembl: OdopMieHHE OpraHU3alMOHHOM, pacropsiu-
TEJIbHOU U MH(OPMAIMOHHO-CIIPABOYHON JOKYMEHTALINH.
Pabota no Temam:

Ha3snaueHue oTaenpHbIX BUAOB OPraHU3alMOHHBIX JIOKYMEHTOB.

Odopmiienne pacnopaauTeabHON JokymMeHTanuu. CocTaB pacnopsauTellb-
HBIX TOKyMeHTOB. IIpaBuna cocraBieHus U opOpMIEHHUS MPUKA30B MO OCHOBHOMN
nesitenbHOCTH. PasHoBuaHOCTH pacnopstkeHuid. [lopsmok ogopmieHus: BBIMTUCKA
U3 pacropsauTeNbHOro JoKyMeHTa. Opuandeckas cuiia pacnopsiAMTENBHBIX J0-
KYMEHTOB.

Odopminenne HHPOPMALIMOHHO-CIIPABOYHONW JoKyMeHTanuu. CocTaB HUH-
($bopMalMOHHO-CIPABOYHbBIX JOKYMEHTOB.

Tema 3. KagpoBas noxkymenranusi. KoppecnonaeHuusi nepuogudeckKux
MepOoNpUATHI
O6cyxaenue npodiemHoi TeMbl: OdopmileHHe KaApOBbIX JOKYMEHTOB.
OO6cyxaeHue mpoOJEMHBIX TEM:

CocTraBieHue TpyAOBbIX JOTOBOPOB U JOKYMEHTOB I10 JIMYHOMY COCTaBY.

CocraBnenue mratHoro pacnucanus. OpopmiieHre 3asBICHUN U MPUKA30B
0 TipueMe Ha paboTy, 00 YBOIBHEHHH, O TIEPEBOJIC, O MPEIOCTABICHUH OTITYCKa, O
koMaHaupoBaHuu. COoCTaBJIeHNE BBIMUCKH U3 Tpuka3a. CocTaBleHUE pE3OMe, aB-
ToOnorpaduu, XapakKTepUCTHKHU. 3alOIHCHUE JTMYHOU KapTouku. DopMupoBaHme
JMYHOTO JiefIa.
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Tema 4. JlenoBas koppecnonaeHuus. /le1oBble 1 KOMMepUYeCKUe MMCbMAa
O6cyxnenue npobdneMubix Tem: OdopmieHue AenoBoi nepenucku. [IuceMo kak
OCHOBHOM BHUJI IOKYMEHTA I OCYILIECTBICHUS KOMMYHHKAIUH.

CocrapneHue OTIEIbHBIX BUJOB MUCEM: TUCHMA-IIPOCHObI, COMTPOBOIUTENb-
HbIE TIMChbMA, JOTOBOPHBIE TIMChbMa, MHUCHbMA-MOJATBEPKICHHS, MUCHbMa-
HAINlOMUHAHUS, NMUCbMa-U3BEUICHUS], MUChbMA-TIPUTJIAIIEHNS, TAPAHTUMHOTO THCh-
Ma, NMMChbMa-3anpoca 1 MUcbMa-oOTBETA.

Tema 5. Opranu3zanusi 1oKyMeHT0o000poTa. CHcTeMaTH3alMsl JOKYMEH-
ToB. HoMeHnkiaTypa nis ux popmupoBanus u xpanenus. UugopmanuoHHo-
KOMMYHHMKAIMOHHBbIC TEXHOJIOTHH B COBPEMEHHOM JIOKYMEHT0000poTe
O6cyxaenue npodiaemMHoi TeMbl: Opranu3anus J0KyMEeHTO000pOTa MPeTPUSITHSI.
AHanu3 JOKyMeHTo00opoTa opranuzaiuu. OnpeseneHre CpoKoB XpaHEHUs T0KY-
MeHTOB. CocTaBieHUE HOMEHKJIATyphl jei. Jlena MOCTOSSHHOTO M BPEMEHHOTO
CPOKOB XpaHeHus1, (OPMUPOBAHUE OMUCH TaKUX JE]I.

ABTOMAaTHU3UPOBAHHBIN TOKYMEHTOOOOPOT opranuzanuu. Co3naHue KOMITb-
I0TEPU3UPOBAHHOTO JOKYMEHTOO00PpOTa MPEAIPUSITHS.

PA3JIEJI 2. CAMOCTOATEJIBHAS PABOTA CTYJAEHTOB

2.1 Buabl caMoCTOATEILHOM Pa00THI CTYACHTOB U NepeYyeHb Y4eOHO-
METOANYECKOro odecredeHus JJIs1 CAMOCTOATEIbHOM padoThl 00y4aK0IUXCH

Bunel camocTosTenbHON pabOThl: KOHCTIEKTHPOBAHUE MEPBOMCTOYHUKOB U
JIpyroil yueOHOI U HAYYHOH JHTEpaTyphl; MpopadoTka y4eOHOro marepuaia (1o
KOHCTIEKTaM JICKIIUM, Yy4eOHOU W Hay4dHOU JuTeparype); paboTa B 3JIEKTPOHHOU
OuOIMOTEeUHOM cucTeMe; paboTa ¢ TeCTaMHU W BOIMPOCAMM JJisi CaMOIPOBEPKH;
MOJIFOTOBKA K 3aU€Ty WJIM dK3aMEHY.

nepeuensb yueOHO-Memoouiecko2o obecneuenus Oisl CamoCmoamensHol pa-
oomobl 0Oyuarowuxcsa. METOANYECKUE yKa3aHUs M0 CaMOCTOSITENIbHOM paboTe CTy-
JICHTOB IO JAHHOW AMCIUIUIMHE (B OMONMOTEKe By3a); ydeOHas U METOIUYeCcKas
JuTeparypa B OMOIUOTEKE U DIIEKTPOHHOM OMOIMOTEKE By3a; OTBEJCHHOE IS Ca-
MOCTOSITEIbHON pabOThI BpeMsl 3aHATUN B KOMIIBIOTEPHBIX KJlaccax By3a, BKIIIOUas
paboTy CO ClEeUUATU3UPOBAHHBIM MPOrPaMMHBIM OOecrieueHreM, UH(OPMAaIIMOH-
HBIMU CITPABOYHBIMU CUCTEMaMH.

@OpMBI CaMOCTOSATEIBLHON pabOThI CTYJIEHTOB IO TEMam

Paznensr u TeMbl Buasl camocTosiTennbHOM paboTh
JTUCHMILINHEBI

1.IOKyMEHT M CHCTEeMBI JOKY- | MpopaboTka Yy4eOHOro marepuana (1Mo KOH-
MeHTaluu PeKBU3UTHI JTOKyMEH- | CLIEKTaM JIEKIUi, y4eOHOIl M Hay4yHOW JuTe-
TOB patype); pabota B SJEKTPOHHOU OHOIMOTEU-
HOM cucreme; paboTa ¢ MaTepualaMy TEKyIle-
r0 KOHTPOJISA, TOArOTOBKA K 3a4ETy
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2.YupaBieH4yeckass —JOKyMEHTa-
uus. CocraBiieHue u opopmiieHue
OCHOBHBIX JIOKYMEHTOB.

npopaboTka ydeOHOro marepuana (1Mo KOH-
CIIeKTaM JICKIIMH, y4eOHOM W Hay4yHOW JIUTe-
parype); paboTta B JIEKTPOHHON OHOIMOTEU-
HOM cucTteme; paboTa ¢ MaTepuaiaMu TeKylle-
ro KOHTPOJIS, MOJATOTOBKA K 3a4ETy

3.KanpoBass noxkymenranus. Kop-

nmpopaboTka ydeOHOTO MaTepuana (Mo KOH-
CIEKTaM JIEKIUi, y4eOHOI M Hay4yHOU IuTe-
patype); pabota B 3JEKTPOHHOW OMOIMOTEU-
HOI1 cucTeMe; padoTa ¢ MaTepuasaMu TEKyIle-
r0 KOHTPOJISA, TOATOTOBKA K 3a4€Ty

npopaboTka ydeOHOro marepuana (1Mo KOH-
CIIeKTaM JICKIIMH, y4eOHOM W HaydyHOW JIUTe-
parype); paboTta B AJIEKTPOHHON OHOIMOTEY-
HOM cucTteme; paboTa ¢ MaTepuaiaMu TeKyIle-
ro KOHTPOJIS, MOJATOTOBKA K 3a4€Ty

PECIIOHACHINST  MEPUOANYECKUX
MEpOIPUATHN

4.JlenoBas KOPPECIIOHACHIIUS.
JlenoBble 1 KOMMEPYECKHE ITUCh-
Ma

5.0pranu3anus  JOKYMEHTO00O0-

pora. CucreMarn3anusi JOKyMEH-
ToB. HoMeHnknarypa nns ux ¢op-
MupoBaHusl U xpanenus. Uudop-
MallMOHHO-KOMMYHHKAIIMOHHBIE

npopaboTka ydeOHOro marepuaina (10 KOH-
CHEKTaM JIEKIUH, y4eOHOM M HAy4yHOH JIMTe-
patype); paboTta B AJIEKTPOHHON OUOIMOTEU-
HOM cucTeMe; paboTa ¢ MaTepraiaMu TEeKyIe-
ro KOHTPOJISA, TOJATOTOBKA K 3a4eTy

TEXHOJOTHH B COBPEMEHHOM [I0-
KYMEHT0000pOTe

2.2 Meroauyeckne YKa3aHus IJIs1 00y4aroumuXcs M0 OCBOEHUIO JUCHU-
IIMHBI

CamocrosiTennbHas paboTa CTYJIEHTOB Pa3BUBAET CAMOCTOATEILHOCTh MBbIIII-
JIeHUs, CMOCOOCTBYeT (OPMHUPOBAHMIO HAYYHBIX  HHTEPECOB, MPUOOPETEHUIO
HABBIKOB CAaMOCTOSITEIPHOW padOTBl C JHTEpaTypod, MPHOOIIAeT K HAy4HO-
WCCJICIOBATEIILCKOW JICSITEIPHOCTH, IIOMOTAeT OCBOWTH MPAKTUKY HAIUCAHUS
HAyYHBIX TPYAOB, TEXHUKY HAydHOH PaOOThI, pabOTHI CO CIEHATU3HUPOBAHHBIM
MPOTrPAMMHBIM 00ECTICYCHUEM, PUEMBI 0POPMIICHHUS TEKCTA PYKOIIMCH | T. .

3aHATHS CEMUHAPCKOTO THIIA B 3HAYUTEIIBHOW CTEIIEHW OPHEHTHPYIOTCS Ha
IPUMEHEHHUE TMOTYyYEeHHBIX BO BpeMsl JICKIIMHM 3HAHHM, HA OTPabOTKY M CHCTEMAaTH-
3aIUI0 TIPEAMETHBIX U O0IIEy4YeOHBIX CIIOCOOOB NESITENHLHOCTH (YMEHUI), CIOCO-
OOB ONTUMAJILHOTO MOWCKa U TepepaboTku uHpopMaimu. CaMOCTOSITENIbHBIE pa-
OOTHI CTYZICHTOB C HUCIOJIH30BAHUEM OMOPHBIX METOAMYECKUX MATEPHUATIOB (METO-
JTUYECKUE PEKOMEH AN, METOIMYECKHUE YKa3aHUs, TETPaJIU Ha MIEYaTHON OCHOBE,
WHCTPYKITUH, aJTOPUTMUYECKUE TIPEANHUCAHUS B COJAEPKaHUM WH()OPMAITMOHHBIX
TEXHOJIOTWIA ¥ JAp.) 3a1al0T OPUEHTUPOBOUYHYIO OCHOBY y4eOHOH IesSTEIHHOCTH,
MO3BOJISIOT OMEPATUBHO KOPPEKTUPOBATH MX PAOOTy, OKa3bIBaTh WHANBUIYAJh-
HYO TIOMOIIIb U MTOAJICPKKY, COBEPIICHCTBOBATh €€ KaueCTBO. BCce 3T0 B KOHEUHOM

12




UTOTE TO3BOJIAET Ha OCHOBE OINEPATUBHON OOpPAaTHOW CBSI3U MOBBICUTH yIpaBJisie-
MOCTb Y4€OHBIM MPOIIECCOM.

[ToaroToBKy K KaXXIOMY 3aHSTUIO CEMHUHAPCKOTO THWIIA Ka)XIbId CTYIEHT
JIOJKEH HAa4aTh C O3HAKOMIICHMS C IUIAHOM 3aHSTHUS, KOTOPBIN OTpaXkaeT CoAepKa-
HUE€ TPEIVIOKEHHOW TeMbl. THIaTenbHOE MPOAYMBIBAHHE U W3YUYEHHE BOIPOCOB
IJlaHa OCHOBBIBAETCS HA MPOpPabOTKE TEKYILEro MaTrepuana JICKIUHU, a 3aTeM U3y-
YeHUs1 00s3aTEIbHON U JONOJHUTENIbHON JTUTEPaTyphl, PEKOMEH/IOBAHHYIO K JIaH-
HOl TeMe. Ha OCHOBE MHIMBHIYAJIbHBIX MPEANOYTEHUN CTYACHTY HEOOXOIUMO
CaMOCTOATEJIBHO BBIOpATh TEMY JOKJIaJa MO MpoOJieMe 3aHATUS U MO BO3MOYKHO-
CTH MOATOTOBUTH IO HEMY Ipe3eHTalur0. Eciii nporpaMMoi TUCHUIIIIMHBL TIPETy-
CMOTPEHO BBINOJHEHUE NPAKTUYECKOTO 33aJaHUsA, TO €r0 HEOOXOAUMO BBIITOJIHHUTH
C YYETOM MPEJIJI0KEHHON UHCTPYKIMH (YCTHO WJIM NMHUCbMEHHO). Bece HOBbIE OHS-
TUSL TI0O U3y4aeMoOi TeMe HEOOXOJUMO BBIyYUTh HAU3YCTh M BHECTH B TJIOCCAPHIA,
KOTOPBIN 11€1ecO00pa3HO BECTU C CaMOro Hauyaja U3ydeHHs Kypca. Pe3ynbpraT Ta-
KO paOOThI JOJKEH MPOSIBUTHCS B CIIOCOOHOCTH CTY/A€HTa CBOOOJIHO OTBETUTH Ha
TEOPETUUYECKHUE BOMPOCHI 3aHATHUSA, €r0 BBICTYIUIEHUN U YYaCTUH B KOJUIEKTHBHOM
OOCY>KJI€HHH BOIPOCOB HU3y4aeMOW TEMbl, NMPABUIBLHOM BBIIIOJHEHUU IpPaKTHYE-
CKUX 3aJJaHU{ U KOHTPOJIBHBIX PalbOT.

CrpykTypa 3aHsATHS CEMUHAPCKOTO TUIIA

B 3aBUCMMOCTH OT COAEpKaHMS M KOJUYECTBA OTBEICHHOIO BPEMEHH Ha
U3Y4YEHUE KaXKIOW TEMBI 3aHATHE MOXET COCTOSTh U3 YEThIPEX-TISITH YACTEH:

1. OOcyxneHne TEOPETUUYECKUX BOMPOCOB, OINPEACICHHBIX MNPOrpPaMMONn
T CUUTUINHBI.

2. loxnaa v/ Uiy BBICTYIUIEHUE C IPE3EHTALUSIMH I10 IPOOJIeMe 3aHATHU.

3. O6cyKeH1Ee BBICTYIICHUM MO TEME — IUCKYCCHS.

4. BrinosiHEHUE MTPAKTUUECKOTO 3aIaHUs C TIOCJICAYIOMKUM pa30opoM MOTy-
YEHHBIX PE3YyJbTaTOB WM OOCYXJEHUE MPAKTUYECKOTO 3a/1aHusl, BBIIOJIHEHHOTO
JI0Ma, €CII ATO MPEAYCMOTPEHO MPOTrPaMMON.

5. IlonBeneHne UTOroOB 3aHATHS.

[TepBas yacTb — 00CyXI€HUE TEOPETUUECKUX BOIPOCOB - IPOBOJUTCS B BU-
ne ppoHTanbHOM Oecenbl CO BCEH TPYIION M BKIIIOYAET BHIOOPOUHYIO MPOBEPKY
IIPENOIaBATENIEM TEOPETUYECKUX 3HAHUW CTYIEHTOB. IIpumepHas MpomomKuTeNb-
HOCTh — JI0 15 MUHYT.

Bropas 4acTb — BBICTYIUIEHUE CTYIEHTOB C JIOKJIAJaMHU, KOTOPBIE JOJIKHBI
COMPOBOXKIATHCS MPE3CHTALMAMU C 1IEJIbI0 YCUJICHUS HATJISIAHOCTA BOCIPUSTHS,
10 OJTHOMY M3 BOINpPOCOB 3aHATHs. OOs13aTeNbHBIA 3JIEMEHT JOKJIaAa — MpeiICcTaB-
JIEHUE W aHalIW3 CTATUCTUYECKUX JAHHBIX, OOOCHOBAaHME COLMAJIBHBIX MOCIEA-
CTBUH JTHOOOT0 SKOHOMUYECKOTO (PaKTa, IBJICHUS WIH MpoIecca.

[IpumepHas npoaOKUTENBHOCT — 20-25 MUHYT.

[Tocne noknanoB ciaeayeT ux oOcyxaeHue — nuckyccus. B xozae sroro sramna
3aHSTHS MOTYT OBITh 33J]JaHBl YTOUHSIOIINE BOMPOCHI K JTOKJIATIHKAM.

[TpumepHast IpOIOKUTENBHOCTD — 10 15-20 MUHYT.

Ecnu nmporpaMMoil mpeyCMOTPEHO BBIITOJIHEHUE NMPAKTHYECKOrO 3a/1aHMs B
paMKax KOHKPETHOM TEMBI, TO IPENOJABATENIMU ONPEAEIAETCSA €ro COAEPKaHUE U
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JTAETCSl BpeMsl Ha €ro BBHITIOJIHCHUE, a 3aMET UJIET OOCYXKIICHHE Pe3ysbTaToB. Eciu
MPaKTUYECKOE 3aJJaHue JOHKHO ObLIO OBITh BBIMOJIHEHO JOMa, TO Ha 3aHSATUU Ce-
MHUHAPCKOI'0 THUIIA MPEMno/iaBaTellb MPOBEPSIET €ro BhINOJHEHUE (YCTHO WJIM IUCH-
MEHHO).

[TpumepHast TpoAOIKUTENBHOCTD — 15-20 MUHYT.

3aHATHE CEMUHAPCKOrO0 THIMA 3aKaHYMBAETCS MOABEAEHUEM HTOroB. CTy-
JIEHTaM JIOJKHBI OBITh OOBSIBICHBI OLICHKU 32 paboTy U JaHbl UX YETKHE 00OCHO-
BaHMUSL.

[IprmepHast IpOIOIKUTENBHOCT — 5 MUHYT.

[TpakTHyeckue COBETHI MO MOJATOTOBKE MPE3eHTAIMU, JOKIIa1a

— TOTOBBTE OTJICIbHO: MEYATHBIA TEKCT + CIAlIbl + pa31aTOYHbIN MaTepra

— ClIaliJibl — BU3yajbHas Mojaya nHdopMalmu, KoTopas JA0DKHA COJIepKaTh
MUHHUMYM TEKCTa, MAKCUMYM H300paKe€HUI, HECYIINX CMBICIIOBYIO HArpy3Ky, Bbl-
[ISIAETh HATJISIAHO U MPOCTO;

— TEKCTOBOE COJIEpKaHUE MPE3EHTAIUU — YCTHAs peUb WK YTEHUE, KOTopas
JIOJKHA BKIIFOYATh apTyMEHTHI, (DAKTHI, I0Ka3aTelIbCTBA U AMOIIUY;

— PEKOMEHIyeMO€ YMCIIo ciaiigoB 17-22;

— o0s3atenbHas nHGOPMAIIUS ISl PEe3EHTAIMU: TeMa, haMiug 1 MHUIMa-
Jbl  BBICTYIAIONIETO; TUIAH COOOIIEHUS; KpAaTKHE BBIBOJBI U3 BCErO CKa3aHHOTO;
CIIMCOK MCIOJIb30BAaHHBIX UCTOYHUKOB;

— Ppa3AaToOYHbIA MaTepuai — JOJKEH 00ecrneunBaTh Ty ke TIyOHHY U 0XBar,
YTO U )KMBOE BBICTYIUICHUE: JIIOJIU OOJIBIIE TOBEPSIIOT TOMY, UTO OHU MOTYT YHECTU
c co0oM, YeM HcUe3aroluM U300paKeHUSIM, CJI0Ba U CIalIbl 3a0bIBAIOTCS, a pa3-
JATOYHBIM MaTepuaia OCTaeTCA MOCTOSHHBIM OCS3a€MbIM HAllOMHUHAHHWEM; pa3ja-
TOYHBIN MaTepual BAXKHO pa3faBaTh B KOHIIE TPE3CHTAIIMH; pa3AaTOUHbIA MaTepH-
aJIbl JOJHKHBI OTJIMYATHCS OT CJIAlI0B, TOJKHBI OBITH OoJiee MH(DOPMATUBHBIMHU.

Jloxiian, coryiacHO TOJIKOBOMY CJOBapro pycckoro s3bika J.H. Ymakosa:
«... cooOIIeHne MO 3aJaHHON TeME, C LEJIbI0 BHECTU 3HAHUS U3 JTONOIHUTEILHOU
JUTEpPaTypbl, CUCTEMATU3UPOBATh MATEPWJI, MPOWLIFOCTPUPOBATH MPUMEPAMH,
pa3BUBATh HABBIKK CAMOCTOSATEIHLHON padOThl ¢ HAYYHOW JIUTEpaTypoOl, NO3HABA-
TEJIbHBII UHTEPEC K HAYYHOMY MO3HAHUIO.

Tema noksana J0JKHA OBITH COTJIACOBaHHA C MpenojaBaTeyieM U COOTBET-
CTBOBATh TeMe Y4eOHOro 3aHsATHs. MaTepualbl MpU €ro MoJaroToBKe, JOJKHBI CO-
OTBETCTBOBATh HAYyYHO-METOJAMYECKUM TpeOOBaHUSIM By3a U ObITh YKa3aHbI B JIO-
kiane. HeoOxonumo coOmro1aTh perjaMeHT, OTOBOPEHHBIN MpU MOJYyYSHUHU 3aja-
Hus. Wnmoctpaiuu T0mKHBL ObITh I0CTaTOYHBIMHU, HO HE upe3MepHbiMU. PaboTa
CTYJICHTa HaJl JOKJIaJOM-NIPE3EHTAlME BKIIOUYAaeT OTPaOOTKY YMEHHUS CaMOCTOSI-
TeJbHO 00001I1aTh MaTepual U JeiaTh BBIBOJbI B 3aKIIIOUCHUE, YMEHUS OPUEHTHU-
pOBaThbCcsl B MaTepUale W OTBEYATh Ha JIOMOJIHUTEIbHBIE BOMPOCHI CIYIIATENEH,
OTpabOTKYy HaBBIKOB OPaTOPCTBA, YMEHUS TIPOBOJAUTH TUCITYT.

JIOKIaTUMKH JTOJ>KHBI 3HATh U YMETh:

— Cco00IIaTh HOBYIO MH(OPMAIIHUIO; UCIIOIB30BaTh TEXHUYECKHUE CPEICTBA;

— XOpOIIIO OPUEHTUPOBATHCS B TEME BCETO CEMHHAPCKOTO 3aHATHS; JUCKY-
TUPOBATh U OBICTPO OTBEYATh HA 3aJIaHHBIE BOMPOCHI;
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— YETKO BBITIOJHATH YCTAHOBJICHHBIN peryiaMeHT (He 6osiee 10 MunyT);

— UMETb NPEJICTABICHUE O KOMIIO3UIIMOHHOUN CTPYKTYpe JOKIaaa U Jp.

CrtpyKTypa BBICTYIUJICHUS

Bcerymnenue momoraet o0ecnednTh yeneX BBICTYIUICHUS 10 JTF0OOW TeMaTH-
Ke. BeTymienne nomKHO copeprkaTh: Ha3BaHWE, COOOIIEHUE OCHOBHOM HJIEH, CO-
BPEMEHHYIO OIIEHKY MpEeIMETa U3JI0KEHUS, KPaTKOE MEPEUUCICHUE pacCMaTpUBa-
€MBIX BOIIPOCOB, JKUBYIO MHTEPECHYIO (OPMY HU3JIOKEHUS, aKIICHTUPOBAHUE BHU-
MaHHS Ha BaKHBIX MOMEHTAaX, OpPUTMHAIIBHOCTh MOJIX0/1A.

OcHoBHasi 4acTh, B KOTOPOW BBICTYMAIOIINI JOHKEH TIIyOOKO PACKPHITH
CYTh 3aTPOHYTOM TEMbI, OOBIYHO CTPOUTCS IO MPUHIMITY OTYETa. 3a]a4a OCHOBHOM
YaCTH — MPEJCTaBUTh JOCTATOYHO JAHHBIX JIJIS1 TOT'O, YTOOBI CIIyIIATENId 3aUHTEpE-
COBAJINCh TEMOW M 3aXOTENIM O3HAKOMUTBHCS ¢ Marepuainamu. IIpu sToM jorude-
CKasl CTPYKTypa TEOpPETHYECKOro OJI0Ka HE JOJDKHBI JaBaThCsl O€3 HArJISIHBIX I0-
coOuii, ayIM0-BU3yaJIbHBIX U BU3YaJIbHBIX MaTEPHAJIOB.

3aKIII0UYeHHUE — SICHOE, YeTKOe 0000IIEeHNE U KPATKUE BBIBOJIbI, KOTOPHIX BCE-
ra KAyT CIAYyIIAaTeIn.

Buasl camocTosiTeibHON pabOThl CTYJIEHTOB, 00ECIIEUMBAIOIIUE peaau3a-
MO TIEJIN U PEIICHUE 3a/1au JaHHOW AUCIUTIINHBIL:

— TIOJATOTOBKA K CEMUHAPCKUM 3aHATHUSIM;

— HW3Yy4YEHHE TEM B pPaMKaX CaMOCTOSTEIHHON pabOThI;

— BBINIOJIHEHUE KOHTPOJIBHBIX U TBOPUECKUX 3aJIaHUI;

— IIOATOTOBKA M cJaya 3a4eTa (U/MiIM dK3aMeHa).

CamocrosiTenbHass paboTa CTyAEHTOB JOJDKHA CIOCOOCTBOBATH OOJEe Iiy-
OOKOMY YCBOCHHUIO M3y4aeMOM IUCHUMIUIMHBI, (POPMUPOBATH HABBIKM HCCIEIOBA-
TEJIbCKON pabOThl U OPUEHTHUPOBATH CTYJICHTOB HAa MPUOOPETEHUE HABBIKOB MpPHU-
MEHEHHUS TEOPETUUECKUX 3HAHUM Ha MPaKTHKE.

CtpyKTypa caMOCTOSITEIIFHON pabOThl BKIIOYACT TP OCHOBHBIX dTara: TMo/I-
FOTOBUTEJIbHBIA WJIM OPUECHTUPOBOYHBIN, HCHOJIHUTEIbHBIN W KOHTPOJBHO-
JIMarHOCTUYECKU. B paMKax yka3zaHHBIX 3TaroB MOCIEA0BATEIHLHO BBITTOJTHSIIOTCS
CIeAYIOIMe yueOHbIe ACHCTBH: aHAIN3 y4eOHOTro 3aJaHus U CPOKOB €r0 BBIMOJI-
HEHHUSI, TIOUCK CIIOCOOOB M CPEJCTB €TI0 BHITIOJIHCHUS; TJIAHUPOBAHUE X014 BBITIOJI-
HEHHUS 3aJ]aHus U MPOTHO3UPOBAHUE BO3MOXKHBIX 3aTPyJIHEHUH, MPOBEpPKaA, OIEHKA
U CaMOOIIEHKa MOJIyYEHHBIX pe3yJbTaToB. CTPYKTYpY CaMOCTOSATEIbHOU PabOThI
CTYJICHTBhI HE TOJIbKO JOJDKHBI 3HATh, HO U MPUMEHATHh 3TU 3HAHUS B CBOEH Jies-
TEJIbHOCTH.

[Tponecc n3yuenus: yueOHOro npeaMera MOXKHO pacCMaTpUBaTh Kak MOCIe-
JIOBaTeJIbHOE TMOTPY)KEHHE CTYJICHTa B COJCpP)KaHHE M3y4aeMOro maTrepuana Mol
"BecoM" cOOCTBeHHBIX 3HaHMU. OJHAKO B HEM BBIJICISAIOTCS TPU dTara, Kade-
CTBEHHO Pa3JIMYHBIX [0 CBOMM 3aJladaM U BUJAaM BBITIOJIHAEMBIX JCUCTBUIA.

1-Bb1ii 3Tan PaccMoTpenue BhIZICTICHHBIX KOMIIOHEHTOB TEKCTa YU4EeOHOM JIH-
TepaTyphl. 3ajava: MOHATHh BCE, 4TO OpocaeTcs B TJia3a M JIETKO 3allOMUHAETCS, U
pa3AeauTh TEKCT HA HHTEPECHOE, TJIABHOE U BTOPOCTEIICHHOE.

Ha sTom sTtamne He TpeOyeTcst mpuiaraTh yCWINS JJIS 3ay9UBaHUS YeT0-TH00.
O0603peBaeTcs BeCh yU4eOHBIN MPEAMET, HO MPOMYCKAIOTCS HE TOJIBKO TOIPOOHO-
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CTH, a Jaxke Oosbluas 4acTh Tekcta. [Ipoliecc n3ydeHus HAUMHACTCS O3HAKOMJIE-
HUEM CO CTPYKTYpo#l yueOHoro marepuana. OHa aHAIM3UPYETCA HA MPOTSKEHUU
JTana Bce MoJipoOHee U Mo ipoOHee BIUIOTH JI0 MEPBOTO MPOJAYMbIBAHUS KAaTErOpH-
aJbHOTO arapara.

[lepenucThiBaTh MaTepHal HY>KHO BHUMATEIbHO, HE MPOMYCKas CTPAHHILIL.
[Tone3Ho 3aaepKUBATHCS HA MHTEPECHOM, HO HE OCTAaHABJIMBATHCS HAJIOJITO, HE
NpujiaraTh OLLYTUMBIX YCHUJIMWA ISl 3alIOMUHAHUSA YBUJICHHOTO W MPOYUTAHHOTIO,
HO IBITAThCSI COMOCTABUTh €r0 C TEM, YTO YK€ 3HAKOMO, M IOHATH €ro cmbici. Ec-
JM HE MOJIyYHJIOCh, TO, HE 3aJ€pKUBASICh, HY’)KHO UATH naneuie. [locie Toro kak
BBIIIMCAaHbl TEPMHUHBI U ONpPENENICHUs, CIEAYyeT MPOJIMCTAaTh YYEOHHK €lle pa3 u
IIPOYECTh BCIYX, YETKO MPOU3HOCS CJIOBA, BCE TEPMHUHBI U UX OMNPEAEICHUS. ITO
MIOMO’KET HAyYHUThCSI PABUIIBHO IPOU3HOCUTH HOBBIE CIIOBA.

2-#1 sramn. bernoe uteHue Bcero yueOHOro Marepuaiia. 3ajada: MOHSITh BCE
YTO MOXKHO TOHSTh, HE YIIyOJsisach B THIATEIbHBIN pa300p, OCHOBHOE BHUMAaHHUE
YAEISIS TEOPETUUECKON YaCTU MaTepurala.

Ha »ToM 3Tane BbinosiHAETCS, OETI0€ CKBO3HOE YTEHUE BCEH TEOPETUUECKON
4acTH y4eOHOTO Marepuaia, YTOObl BBISIBUTh U MTOHSITH OCHOBHBIE KaT€ropuu, B3a-
MMOCBSI3H MEXJIy HUMH. J[JIs BBINTOJHEHUSI MOCTABIECHHOM 3a7a4ul CTyJAEHTaM pe-
KOMEHJIyeTCS:

berno nBa pa3za mpoudecTb BCIO TEOPETHYECKYIO 4YacTh. [Ipu 3TOM uuTath
TOJIBKO OCHOBHOMW TEKCT, IPU UTCHUHU HUTJIC HE 3aJCPKUBATHCS, HETIOHATHBIC ME-
CTa MpOMyCKaTh, HE MpHWJIAraTh YCWIMS I 3alIOMUHAHUS MPOYUTAHHOTO, CTa-
paThCsl CIEAMTHh TOJBKO 33 OCHOBHBIM CMBICIIOM, COJEpkKaHUEM TeKcTa. bwicTpo
IPOYTS BCE OT Hayaja 10 KOHIA, CTYJEHT He ycreeT 3a0bITh TO, YTO ObLIO BHAyYa-
Jie, U IPEACTaBUT cede 0OILYI0 KapTHHY.

[Tocne 3TOro CTyAeHT BIyMYHUBO AOJKEH MPOUYECTh, €1IE OJAUH pa3, OTMeYast
HAa MOJISIX HEMOHSTHBIE MECTA TPEX CTEMEHEU CIIOAKHOCTH.

K mepBolt cTenenu Cii0)KHOCTU OTHOCIT MaTepuall, KOTOPhIM MOKHO IMOHSITh
IIPU CaMOCTOSITENIbHOM pa30ope, TaKk KaKk UMEETCsl JOCTATOYHO HH(POPMAIIMK B TON
e riaBe. BTopyro cTeneHb CIOKHOCTU MPENICTABISET MaTepHall, KOTOPbIA TOXKE
MO>KHO TIOHSITh CaMOCTOSITEIBHO, HO JJISI ATOTO HYXXHO OOpaIaThCsi U K JIPYyTrUM
riaBaMm yueOHuKa. K TpeThell cTeneHu CI0KHOCTA OTHOCUTCS MaTepHual, 3aCTaB-
JISTIOIUNA CTYJIEHTa OOPAaTUTHCS K APYrOMY MUCTOYHHUKY WJIU K MPEINo1aBaTelto, mo-
CKOJIbKY MH(MOpPMALIMH, HAWIEHHON B yUeOHUKE, EMYy 0Ka3ajJoCh MaJio.

3-tuif sTan. MemjieHHOEe 4TeHue M pa3dop HESICHBIX BOIMPOCOB. 3ajaya:
pa3o0patbcs B CIOKHOM, MaTepuaie, 0OpaTuTh BHUMAHUE HA B3AMMOCBSI3H MEX-
Ty TOHATUAMHU. [Ipy 3TOM BBIMOJHSAIOTCS CIEIYIONINUE TEUCTBUS:

MenyenHoe YTeHre BCero yuyeOHuKa U pa30op HEMOHSATHBIX BOIPOCOB MeEp-
BOM CTEMEHM CJIOXXHOCTU. [Ipr HEOOXOUMOCTH MOIB30BATHCA KapaHJIAaIoM U 0y-
Marou. Yurars Bce, HUYErO HE MPOIYCKasl.

MennienHoe yTeHHe BCcero yueOHMKa U pa300p HEMOHATHBIX BOIPOCOB BTO-
POM CTEINEHU CJI0KHOCTH.

JIns HaxoXAeHUs OTBETOB HAa HEMOHSTHBIE BOIPOCHI TPEThEH CTENEHU
CJIOKHOCTH OOPaTUTHCSI K JOTIOTHUTEIBHON JTUTEPATYPE UK K MIPENO01aBaTEIIO.
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CamocTtosTenbHast paboTa Ha JTEKIUU

Crnymanue v 3anuch JICKIIUA — CJI0KHBIM BUJT By30BCKOHM ayJIUTOPHOM pabo-
Thl. BHUMaTenbHOE ClylllaHWe W KOHCHEKTHPOBAaHWE JIEKIHMI Tpeanosaraer WH-
TEHCHUBHYIO YMCTBEHHYIO JESATEIBHOCTh CTyJeHTa. KpaTkue 3amucu JeKIui, ux
KOHCIIEKTUPOBAHUE TOMOTaeT YCBOUTH Y4eOHbIA Marepuain. KoHCHekT sBisieTcs
MOJIE3HBIM TOT/a, KOTJIa 3aITMCaHO CaMO€ CYIIIECTBEHHOE, OCHOBHOE M CIEJIAHO 3TO
CaMUM CTYJICHTOM.

He Hazmo ctpemuThes 3amucaTrh JTOCIOBHO BCHO JIEKIHMIO. Takoe «KOHCIIEK-
TUPOBAHUE» NPHHOCUT OOJIBILIE BPEJa, YEM IOJIb3bl. 3AMKUCh JIEKIUNA PEKOMEHY-
€TCsl BECTH 10 BO3MOXKHOCTH COOCTBEHHBIMHU (hopMynupoBKamu. JKenaTenbHO 3a-
MUCH OCYIIECTBISATH HA OJJHOM CTPaHMIIE, a CIEIYIOIIYI0 OCTABIATh JJIsl MPOpaboT-
KU y4eOHOT0 MaTepuasa CaMOCTOSTEFHO B JOMAIITHUX YCIIOBUSIX.

KoHcnekT nexuuu gydiie noapa3iesTh Ha MyHKTHI, maparpadsl, coomoaas
KpPacHYIO0 CTPOKY. JTOMYy B OOJIBIION CTeneHU OyAyT CIOCOOCTBOBATH IMYyHKTHI
IUIaHa JIEKIHUH, IPEUI0KEHHbIE ITpenoaasaressiM. 1 [puHiunuansasie MecTa, onpe-
neneHus, GopMylibl U JIpYyroe CieayeT CONPOBOXKIATh 3aMEYAHUSIMH «BaXKHO»,
«0Cc000 BaXKHO», «XOPOILIO 3alIOMHUTH» U T.IM. MOXXHO AeNaTh 3TO U C MOMOIIBIO
Pa3HOIIBETHBIX MapKepoB WM pydek. Jlydmie eciu oHu OyayT cOOCTBEHHBIMH,
4TOOBI HE MPUXOJUIOCH IPOCUTh UX Y OJIHOKYPCHUKOB U TEM CAMBIM HE OTBJIEKATh
UX BO BpEMsI JICKIIUH.

[lenecoobpa3Ho pa3paboTath COOCTBEHHYIO «Mapkorpaduio» (3HaYKH, CUM-
BOJIbI), COKpalleHusi cioB. He nuimHuM Oyner u M3ydeHHe OCHOB CTEHOrpaduu.
PaboTas Hag KOHCIEKTOM JIEKLIMWA, BCerja HEOOXOAUMO HCIIONIb30BaTh HE TOJIBKO
y4e€OHUK, HO U Ty JIUTEPATYpPY, KOTOPYIO TOMOJHUTEILHO PEKOMEHAOBAI JIEKTOP.
HIMeHHO Takasi cepbe3Has, KpornoTianuBas padoTa ¢ JEKUUOHHBIM MAaTEpUAJIOM I03-
BOJIUT ITyOOKO OBJIAJIETh 3HAHUSIMHU.

PA3JEJI 3. YHEBHO-METOANYECKOE OBECIIEYEHUME TUC-
IUITJINHBI

OcHosHnas numepamypa

Ky3nenosa, 1. B. JlokymeHTHpOBaHHE YIPABICHUYECKOW AEATEIBHOCTH
yaeOHoe nocobue as 6akanaBpoB / W. B. Ky3nenosa, I'. A. Xauatpsin. — 2-e uzj.
— Mocksa : lamkos u K, At [Iu Op Menna, 2021. — 240 c. — ISBN 978-5-394-
03274-5. — Tekct : anextponHsid // Ludposoit oOpazoBarensHblil pecypc IPR
SMART : [caiitr]. — URL: https://www.iprbookshop.ru/99364.html (mara oOpa-
mienus: 23.01.2023). — Pexxum goctyma: ajis aBTOpU3Up. MoJib3oBaTesnen

Jlononnumenvnas numepamypa

JlenoBasi KOMMyHHKaIuUsl B podeccruoHanbHoi cdepe : yuedHoe nmocodue /
. A. 3ybkona, JI. K. Anaxsepauesa, 1. A. XXuBotkosa, C. A. Kpyrinosa. — Po-
cTtoB-Ha-JloHy : JIOHCKOI rocy1apCTBEHHBIN TEXHUYECKU yHUBEpcUuteT, 2020. —
143 ¢. — ISBN 978-5-7890-1825-5. — Texcr : anextponnsiii // Lludposoit obpa-
30BaTEJIbHBIN pecypce IPR SMART : [cailT]. — URL:
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https://www.iprbookshop.ru/118035.html (nara oGpamenusi: 23.01.2023). — Pe-
KUM JIOCTyMa: TUTA aBTOPU3HD. T10JIb30BaTEIICH. - DOILI:
https://doi.org/10.23682/118035

Jluyenzuonnvle pecypcovl UHGOPMAYUOHHO-MENEKOMMYHUKAYUOHHOU Ccemu
"Unmepnem", neobxooumvle 0151 0C80eHUs OUCYUNTUHBL

DNeKTPOHHO-OMOIMOTEeYHAs cHUCTEMa: 3] [1apOJIIo. URL:
http://www.iprbookshop.ru/ [IpegycMoTper pexum it c1abOBHUISIIINX.

Jluyensuonnoe u c60600HO pacnpocmpausiemoe npocpammHoe obecneyetue,
8 M.4. 0meuecmeenHo20 NPou3800Cmed, Co8peMeHHble npogeccuonalvbhbvie 6azvl
OAHHBIX U UHDOPMAYUOHHBLE CNPABOYUHbIE CUCTEMbL (UHDOPMAYUOHHBLE MEXHOIIO-
2ul), UCNOAb3YEMOe NPU OCYWeCmaaeHUuU 00pa3oeamelbHo20 Npoyecca no OUCYU-
nauHe

— Microsoft Windows (uiieH3M0OHHOE).

— Oducnbiii naker nporpamm MicrosoftOffice, BKirouaromniuii TEeKCTOBBIN pe-
naktop MicrosoftWord, snexrponnyto tadnuiry MicrosoftExcel, mporpammy st
noATroTOBKH npe3eHTaruit MicrosoftPowerPoint, Opaysep InternetExplorer (jiu-
IICH3UOHHOE).

— IIporpammusriii npoaykt 1C: Ilpenmnpusitue (oTeuecTBEHHOE TPOU3BOICTBO)

— Hudopmarmonnas cnpaBoyHas cucteMa u 0a3a JaHHbIX «KoHCYIbTaHT-
[Tmrocy» http://www.consultant.ru/ (moctyI 1o napoJiro) (0Te4ecTBEHHOE IPOU3BO/I-
CTBO)

— Cryaenueckuii nuHOOpPMAIMOHHO-CIIPABOYHBIN mopTan "["apaHT-
O6pazoBanue" https://edu.garant.ru/ (moctyn cBOOOAHBIN) (CBOOOHO paclpo-
CTpaHsIEMOE);

— Hayunas snektponnas 6ubnnoreka — 6a3a qanubix eLIBRARY.RU
https://elibrary.ru/defaultx.asp (moctyn cBOOOAHBIN);

— Scopus — eguHas 06a3a JaHHBIX PELIEH3UPYEMON HAyYHOH JIUTEPaTypHI.
WWW.scopus.com (J0CTyn CBOOOHBIN);

OTKpbITBIE 0a3bl JTAHHBIX Munduna Poccun
https://www.minfin.ru/ru/opendata/ (cB0OOOHO pacpOCTpaHIEMOE)

Ocobennocmu y4eoHo-memoouuecko2o obecneyeruss O0isl Uy ¢ 02PaAHUYEH-
HBIMU 803MONCHOCIAMU 300P08bsL U UHBAIUOO08

CryneHTbl ¢ OrpaHMYEHHBIMA BO3MOXXHOCTSIMU 370POBbSI, B OTJIMYUE OT
OCTQJILHBIX CTYIEHTOB, UIMEIOT CBOM CHEIM(PUUECKUE OCOOCHHOCTU BOCTIPUSITHSI, TIE-
pepabotku marepuana. [logbop u pa3paboTka y4eOHBIX MATEPUAIOB ISl TAKUX CTY-
JICHTOB TIPOU3BOJIUTCSI C YUETOM TOTO, YTOOBI MPENOCTABIATH STOT MaTepuall B pas-
JUYHBIX (hOpMax TakK, YTOOBI MHBAIHIBI C HAPYIICHUSIMU CITyXa TOTydaiu nHbopMa-
IIUI0 BU3YaJbHO, C HApPYIICHUSMH 3peHUs - ayauaiabHO. [Ipemycmorpeno B ciydae
HEOOXOMMOCTH CO3JIaHHE TEKCTOBOW BEPCHH JIFOOOTO HETEKCTOBOTO KOHTEHTA IS
€ro BO3MOXHOT'0 MTPeoOpa3oBaHus B allbTepHATUBHbBIE (DOPMBI, YIOOHbIE TS pa3iIuy-
HBIX TI0JIb30BaTelieH, albTEPHATUBHYIO BEPCHIO MEIUAKOHTEHTOB, MPETYCMOTPEHA

18



https://edu.garant.ru/
https://elibrary.ru/defaultx.asp
http://www.scopus.com/
https://www.minfin.ru/ru/opendata/

BO3MOKHOCTh MACIITA0MPOBAHMSI TEKCTa M W300pakKeHWH O3 MOTepH KauyecTBa,
NPeIyCMOTPEHA JOCTYITHOCTD YITPABJIEHUS] KOHTEHTOM C KJIaBUATYpPHI.

PA3JIEJI 4. OEHOYHBIE CPEJICTBA JIJIsl [IPOBEJEHUSA TE-
KYIIEIO KOHTPOJISI U MIPOMEXXYTOUYHOM ATTECTALIUU OBY-
YAIOIIMXCS O TUCHUATIIMHE

4.1 IlepeyeHb KOMIIeTEHIUI, OLleHNBaHUE (POPMHUPOBAHUS KOTOPBIX
NpexyCMOTPEHO B MpoIecce TEKYIero KOHTPOJIsl U IPOMEKYTOYHOM aTTecTa-
MU M0 JUCIUIINHE

YK-4 CnocobeH ocCymiecTBIATH JEIOBYI0O KOMMYHHKAIIMIO B YCTHOH U
nUChbMEHHOU (hopMe Ha rocymapcTBeHHOM si3bike Poccuiickoit denepanuu u Ha
MHOCTpaHHOM(BIX) sI3bIKE(aX)

OIIK-5 CriocoOeH UCnoJib30BaTh COBPEMEHHBIE MH(POPMALIMOHHBIE TEXHO-
JIOTHH U MIPOrPaMMHBIE CPEACTBA MPH PELICHUU MTPO(HECCHOHATIBHBIX 3a71a4

4.2 OueHO4YHbIE CPeACTBA sl MPOBEACHUSI CAMOKOHTPOJIS U TEKYIIero
KOHTPOJISI 0CBOCHH S JUCHUILIHHBI

Tema. 1. JIOKyMEHT U CUCTEMBI JOKYMEHTALIMU. PEKBU3UTHI JOKYMEHTOB

1. KakoBa poib Je10npor3BOACTBA B OpraHU3alluu yIPaBICHUS MPEAPUs-
THEM?

2. HazoBuTe OCHOBHBIE 33J1a4l U (PYHKIMU AEIIONPOU3BOICTBA.

3. Uto takoe nokymeHntupoBanue? JlokymeHT0000p0T? JIOKYyMEHTOOTOK?

4. Yto Takoe peKkBU3UTHI JOoKymMeHTa? Ha30BUTE OCHOBHBIE PEKBU3UTHI JO-

KYMEHTOB.

5. YrinoBoe pacmnoyio’keHne PEeKBU3UTOB MMEET JiBa BUAA: (DJIAHTOBOE U 1IE€H-
TpoBaHHOE. B uem ux paznuuune?

6. Kakuie Bub1 OJJaHKOB JJ1s1 1€JIOBOM MEPENUCKU Bbl 3HaeTe?

7. Kakue 3JIeKTpOHHbIE KOMMYHHMKAIIMM HCIIOJB3YIOTCA MPU OpraHu3aluu
JTOKYMEHTO000poTa?

Tema 2. Ymnpasnenueckasa nokyMeHnrtauus. CoctaBinenue u opopmieHue oc-
HOBHBIX JOKYMEHTOB

1. Ha3oBuTE OCHOBHBIE OPraHU3aLMOHHBIE TOKYMEHTHI.

2. Kak odopmiisgercs yctaB npeAnpusiTUs?

3. JlaiiTe onpeaeneHnsi OCHOBHBIX PacOpPAIUTEIbHBIX JOKYMEHTOB.

4. Kak oopmirsieTcst mpuKas 1o oOIen 1eaTeIbHOCTH ?

5. HazoBuTte 0CHOBHBbIE HH(POPMALIMOHHO-CIPABOYHBIE IOKYMEHTHI.

6. Kakue cymiecTBytoT 0COOEHHOCTH 0(pOPMIICHUST aKTOB?

7. B kakux ciaydasx oOpMIISIFOTCS CITy>KeOHbIE U JINYHBIE CIIPABKHU?

Tema 3. Kanposas nokymeHTanusi. KoppecnoHaeHUuus NEPUOANIECKUX Me-
pOIIpUATUI
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1. KakoBbl ocobeHHOCTH O(QOpMIICHUS 3asiBJIICHUA O MpueMe Ha padoTy, O
NepeBo/ie Ha IPYTYIO JTOJDKHOCTh U 00 OCBOOOXKIIEHWU OT 3aHMMAaeMOM JIOJDKHO-
ctu?

2. Kak odopmusiercss TpynoBas kHmkka? Kakue pasnaensl UMEET TPyaoBast
kHIKKa? Ha OCHOBaHMM 4Yero JenaroTCs 3aliCH B TPYIOBYIO KHUKKY?

3. Kakue BUJIbl JOKYMEHTOB BKJIFOUYAET JIMYHOE J1€JI07

4. Yto Takoe mpHKa3 Mo JUYHOMY cocTaBy? OCOOEHHOCTH COCTaBJICHUS U
o opMIIECHUS.

5. Kak nmpaBuiibHO cocTaBuTh pestome? [lepeuncinre OCHOBHBIE pa3ielibl
pesiome.

6. B kakux ciydasx HEoOXOIMMO COCTaBjIeHHE aBToOWOrpaduu? Xapakrte-
puctuku? Ilepeunciure OCHOBHBIE pa3JEbl.

7. Kak oopmiisercss mpoToKo?

Tema 4. [lenoBast KoppecnoHAEHIUS. JleT0BbIE U KOMMEPUYECKHUE TUChMA

1. Uem xapaktepusyercs Aea0Bast KOPPECIOHICHIUS?

2. Kakue HaBbIKM HEOOXOUMBI COCTABJICHHUS ICIOBBIX U KOMMEPUECKUX TH-
cem?

3. KakoBa cTpykTypa JeI10BOM KOPPECTTOHACHIUN?

4. B yeM 0COOEHHOCTD fA3bIKa U CTUJISI CITYKEOHBIX JOKYMEHTOB?

5. B ueM 0COOEHHOCTH JOKYMEHTAIBHOTO O(POPMIIEHHUS PEIICHUI B YIpPaB-
JIEHUU MPOU3BOJCTBEHHON JESITEIBHOCTBIO OpPraHU3aluil MpU BHEIPEHUH TEXHO-
JIOTUYECKUX, IPOIYKTOBBIX NMHHOBALIMI WM OPraHU3allMOHHBIX U3MEHEHUI ?

Tema 5. Opranuzanus n1okymeHTooOOpoTa. CucTemaTu3anus JOKYMEHTOB
Homenknatypa s ux QopmupoBanuss u  xpaHeHus. HWHdopmanmoHHo-
KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B COBPEMEHHOM JIOKYMEHTO000pOTE

1. Yto Takoe HOMEHKJIaTypa Jiei?

2. Kakue cymiecTBytoT TpeOoBaHUs K OPOPMIICHUIO U COCTABIICHUIO HOMEH-
KJIATypbl J1ei1?

3. Kakue cyiiecTBytOT OCHOBHBIE TpeOOBaHUS K 0(OPMIICHUIO J1eT?

4. HazoBuTEe OCHOBHBIE IPUUUHBI YBEIIMUEHHUSI 00bEMOB JOKYMEHTOO0OPOTA.

5. Kakue tpeOoBaHus NPeabIBISIOT K 00pad0OTKE BXOASIINUX JOKYMEHTOB?

6. [1o xakum mpaBmIIaM MPOBOAUTCS 00paOOTKAa UCXOMAIINX M BHYTPEHHUX
JIOKYMEHTOB?

7. UTo moHUMaETCS MOJ| XpaHEHUEM JJOKYMEHTOB B JICKTPOHHOU (hopme?

8. OcHOBBI UCIIOJIb30BaHUs COBPEMEHHBIX uH(dOpMaIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJOTUH B JOKYMeHTOOOOpoTe. 3ammuTa nHhOpMaIiui 1
MIEPCOHAJILHBIX JaHHBIX.
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4.3 OneHOYHBbIE CPEICTBA MPOMEKYTOUYHOM ATTECTANNH JIJISl OLleHUBA-
HUSI YPOBHS (p)OPMUPOBAHUSI KOMIETEHI[HI1, COOTHECEHHOTO C MJIAHUPYEMbIMHU
pe3yJbTaTaMu 00y4eHHsI 10 AUCHHUILINHE:

I1o KOMIIOHEHTEe KOMIIETEeHIUI «3HATHY:
1. Ompenenenust U OCHOBHBIE MOHATHUS JIEIONPOU3BOJICTBA.
2. TocynapctBeHHasi cucteMa JOKYMEHTAIIMOHHOTO OOECIeueHUs yIpaBieHUs
(I'CHOY). O6mme TpeOoBaHUs K CiIyx)0amM JOKYMEHTAIIMOHHOTO OOECIeUECHHUS
YIPABJICHHUS.
3. VYuuduxkamus, cranmaptusamnus, tpadaperuszanus GopM ympaBIeHYECKONH H0-
KYMEHTAIUU.
4. Tlonsarue pexBusuta fokymeHTa. [lonsatue hopmymnspa-oOpasia JOKyMEHTA.
5. IlpaBuna odopmieHUsT CTpaHHIBI JOKYMEHTa C IMOMOIIBIO WH()OPMAITMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOIOTHI. POpMAaTHI.
6. IlpaBuna odopmiieHHs TEKCTOBOTO Marepuasa, MpUuMeYaHul, MPUIIOKEHUN U
o0ocHoBaHU# Kk Tekcty. [IpaBuna odhopmiienust Oubnauorpaduu.
7. TlonsiTue opuruHana, 1yOauKaTa v KOMUU JOKYMEHTAa.
8. PacmonoxeHue peKBU3UTOB Ha OJaHKE JJOKYMEHTA.
9. Odopmienue TekcTa TOKYMEHTOB B BUJIE aHKET, TAaOJHII, CBA3HOIO TEKCTa, a
TaK)Ke B BUJIE COSAUHEHUS ITUX (PopM.
10. IToHsiTME OpraHU3alMOHHBIX TOKYMEHTOB U UX OCHOBHBIE BUIBI.
11. TloHaTHE pacTIOPAIUTENIBHBIX JOKYMEHTOB U KX OCHOBHBIE BH/JIBI.
12. TlonsiTe nHOOPMALIMOHHO - CIIPABOYHBIX IOKYMEHTOB U UX OCHOBHBIC BUJIBI.
13. IloHATHE KaIpOBON JOKYMEHTALIUH.
14. OcoOeHHOCTH NOKYMEHTaJbHOTO O(OpMIICHHS pe3tome, aBToOuorpaduu, xa-
PAKTEPUCTUKH.
15. OcoGeHHOCTH NOKYMEHTAILHOTO O(OopMIIEHUS] TPUKA30B MO JUYHOMY COCTa-
By. OdopmiieHre TPyI0BOIM KHUKKU, TUIHON KapTOUKH, TUYHOTO JIeTa.
16. OcobGeHHOCTH TOKYMEHTAJILHOTO OQOPMIICHUSI KOPPECTIOHACHIINH, CBSI3aHHON
C IPOBEAECHUEM MEPUOTUUECKUX MEPONIPUATHIA.
17. OcHoOBHBIE TTpaBUJIa COCTABJICHUS U JOKYMEHTAIBHOTO OPOPMIICHUS TPOTOKO-
na.
18. Knaccuduxarus 1e10BBIX 1 KOMMEPUYECKHUX MTHUCEM.
19. OCcoOEHHOCTH CTPYKTYPHI ACIOBBIX U KOMMEPUYECKHX MHCEM, HEOOXOIUMBIX
JUISL CO3/TaHUSI HOBBIX MPEANPUHUMATENBCKUX CTPYKTYP.
20. CranpmapTHble (Ppa3bl U BbIpOXKEHUS, HCIOJB3yEMbIe B TEKCTE JEJIOBBIX U
KOMMEPUECKUX MTHUCEM.
21. OcobenHoctr 0OpMIICHHUS OTACJIBHBIX BUIOB MUCEM: MUChMa-MPOCKOBI, CO-
MPOBOAUTEHHOTO THCHhMA, MUChMa-TOATBEPXKACHUS, MUChMa-TIPUTIIAIICHUS, Ta-
PaHTUHHOIO NUCHhMA.
22. OcobenHocTH 0(hOPMIICHUS OTACIBHBIX BHUJIOB ITMCEM: MHMChMa-HAIIOMUHAHMS,
MKMChbMa-U3BEUIECHUS, MUChMa-3alPOCca U MUChMa-0TBETA.
23. Ocobennoctr ohopMIIEHHUS JIETOBOTO MUChMa MEXTyHApPOHOTO 00pasIia.
24. Tlonstue nokymentoobopora. Opranuzaiusi paboThI ¢ JOKyMEHTaMHU.
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25. TlonaTue kaaccUPHUKAIUN U CUCTEMATH3AIUHN IOKyMEHTOB.

26. IlonsiTue A€ 1 HOMEHKIATYpPHI Ael. ['pynnupoBKa JOKYMEHTOB B Jiea.

27. Jlena mOCTOSIHHOTO M BpPEMEHHOI'O CPOKOB XpaHEHHs, OITUCH TaKUX JIe]l.

28. Ilonsitue apxupa, ero obopyaoBaHue. ApXuBHas CIpaBKa, apXHBHas KOMUS,
apXvBHas BhIMKCKA. [lepenaya aen Ha rocy1apCTBEHHOE XpPaHEHHUE.

29. 3ammra uH(GOPMAIIUU TIPU CO3AAHUU CITY>KEOHBIX TOKYMEHTOB.

30. CoBpeMeHHBIE CTIOCOObI U TEXHHUKA CO3/IaHUS TOKYMEHTOB.

I10 KOMIIOHEHTE KOMIIETEHIMHA «YMETh»:

1. JIaTh XapakTEpHUCTHKY OPTaHHW3AIMOHHBIM TOKYMEHTaM, HEO0OXOIMMBIM
U1t 0OPMIICHUS PEUIEHUH B YIPABJICHUH OMEPAMOHHON (TIPOM3BOICTBEHHOMN)
JESITENPHOCTHIO OPraHW3alUU MPU BHEIPECHUM TEXHOJIOTHYECKHUX, MPOIYKTOBBIX
VHHOBALIMI WY OPTaHU3AMOHHBIX W3MEHEHUM.

2. Ykazarb, Kakoi OJJaHK OpTaHHM3alluy MPUMEHSIOT JJIsi OQPOpPMIICHUS TIPH-
Ka3a [0 OCHOBHOU JIESITEIbHOCTH. JlaTh €ro XapakTEepUCTUKY.

3. Ykazarb, Kakol PeKBU3UT 00s3aTEIBHO O0(DOPMIISIETCS TIPU BHEIITHEM CO-
INIACOBAaHUU JJOKYMEHTA U 1aTh €70 XapaKTEPUCTHUKY.

4. JlaTh XapaKTEpUCTUKY TPEX TIOKYMEHTOMOTOKOB, U3 KOTOPBIX COCTOUT JI0-
KYMEHTOOOOPOT MPEANPHUSITHUS.

5. JlaTh XapaKTepUCTUKY CXEMbI TEKCTA CIY>KeOHOTO Tuchma?

6. Yka3aTp, Kakoll PEKBU3UT HYKHO OPOPMHUTH, YTOOBI KOMHS JTOKYMEHTa
npuooOpesa IPUANIECKYIo cully. JlaTh ero xapakTepucTuKy.

7. JlaTh XapaKTEPUCTUKY BHIOB COTJIACOBAHUS JOKYMEHTOB.

8. JlaThb XapakTEepHUCTUKY MPOLIECCY OTHECEHUSI JTOKYMEHTOB K OIpPEICIICH-
HOMY JIe]Ty ¥ CUCTEMATU3AIMU JJOKYMEHTOB BHYTPH HETO.

9. JlaTp XapakTEpUCTUKY JOKYMEHTAM, BXOISIIUM B CHUCTEMY paclopsiau-
TEJIbHON JOKYMEHTALINH.

10. Jlath XapakTepuCTUKY IIPHKaA3y O MpuémMe Ha padoTy.

11. JlaTh XapakTEpUCTUKY CXEMbl TIOCTPOCHHS TEKCTa PacCHOpPSIAUTEIBLHOTO
JIOKyMEHTa, HEOOXOAMUMOTO JJIsl CO3/IaHUSI HOBBIX MPEANPUHUMATEIBCKUX CTPYK-

Typ.

12. Jlath XxapakTepucTHKy criocobaM ohOopMIICHHS AaThl IIPU COCTABICHUU U
o(opmIIeHnH HOPMATUBHO-IIPABOBOM U OyXTalTepCKOM JOKYMEHTalUU.

13. /IaTh XapakTepUCTUKY NOJJIMHHUKY U KOIIMHU JOKYMEHTA.

14. JlaTp XapakTEepUCTUKyY JOKYMEHTOB, Ha KOTOPBIX ITPOCTABIISAETCS PEKBU-
3uT «OTMETKA O OCTYIUICHUHU JOKYMEHTA B OPraHU3aLUIO».

15. Jlath XapakTEepUCTUKY JOKYMEHTOB, BXOJSUIMX B CUCTEMY MH(pOpMALIH-
OHHO-CIPABOYHOU TOKYMEHTALUU.

16. JaTp xapaKkTepUCTUKY COBOKYITHOCTH JOKYMEHTOB, OTHOCSIIMXCS K OJI-
HOMY BOIIPOCY WJIM YYacCTKy JEATEIbHOCTH U MOMEIIECHHBIE B OTIEIbHYIO 00JI0XK-
KY.

17. JlaTh XapaKTEpUCTUKY CXEMBI TOCTPOEHUS TEKCTA MPOTOKOJIA.

18. Yka3aTh pacriopsAUTENbHbIE JOKYMEHTHI, 1aTh UM XapaKTEPUCTHKY.
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19. Ykazarp, Kakoi peKBU3UT 00sA3aTeNbHO O(OpMIIAETCS IPU BHYTPEHHEM
COIJIaCOBaHMM JTOKYMEHTA U JaTh €T0 XapaKTEPUCTUKY.

20. [lath xapakTepUCTUKY O(ULINATBHOMY JOKYMEHTY, B KOTOPOM yCTaHOB-
JeHbl TpeOOBaHUs K O(OPMIICHUIO BHYTPEHHHUX JOKYMEHTOB OpraHu3aluu. YKa-
3aTh, YTO 3TO 34 JOKYMEHT.

21. laTh XapaKTEpUCTUKY PEKBU3UTAM JOKYMEHTOB.

22. Ykazarh, K KaKOMy BHJYy JOKYMEHTOB OTHOCATCS IPHUKAa3bl U pacrops-
YKEHUS U AaTh UM XapaKTEPUCTHUKY.

23. Yka3aTh, Kakue PEKBU3UTHI CUUTAIOTCS CIPABOYHBIMH JaHHBIMU 00 Op-
TraHU3alUK U JAUTEe UM XapaKTePUCTHUKY.

24. Yka3aTb, MOXHO JIU MCIOJB30BATH JUIsI O(POPMIICHUS MPUKA30B OOIINIA
OnmaHk opranu3aiuu. Jlath XapaKTepuCTHKY 00111ero OiaHka.

25. Yka3aTh, MOXHO JIM MCIOJB30BaTh A O(OpMIIEHHUSI TPUKA30B OJaHK
JUISL IACEM OpraHu3anuu. Jlath XapaKTepUCTUKY OaHKa JIJIs THCEM.

26. JlaTp XapakTepUCTUKY PErMCTPALIMOHHOTO HOMEpa JOKyMEHTA. Y Ka3aTs,
YTO BKJIFOYAET B C€0s CChIIKA HA PErHCTPAIIMOHHBIM HOMEP U 1aTy JOKYMEHTA.

27. YKka3aTh, CKOJIBKO 3K3EMIUISIPOB MpHKa3a HEOOXOJUMO 1aTh Ha MOJINUCH
PYKOBOJMTEIIO OPraHU3alliH, €CJIM B IIPUKA3E YKAa3aHO HECKOJIbKO HCIIOTHUTEINIEH.
JlaTh XapaKTepUCTUKY ITPUKA3Y.

28. JlaTh XapaKTEpUCTUKY PE3IOME.

29. Jlatp XapaKTEPUCTUKY COBPEMEHHBIM MH(}OPMAIMOHHO-
KOMMYHUKAIIUOHHBIM TEXHOJIOTHSIM.

30. Ilpoananu3upoBaTb OCOOEHHOCTH XPAHEHMS U CO3JaHUS TIOKYMEHTOB B
AIIEKTPOHHOM BUJIE.

ITo koMmnoHeHnTe kKoMmnereHU «Bjager, HABBIKAMHW» (THNOBLIE 3a/1A-

HHUA):

1. PaccmoTpuTe cuTyanuro, OTBETHTE Ha BOIIPOCHI.

[Ipouwno 3acenanne MHBEHTAPU3ALMOHHON KOMHUCCUH 3aBOJIa Ta30BOM amma-
paTypbl, HA KOTOPOM paccMaTPUBAJICA BOIIPOC O pe3yJibTaTaX MHBEHTAPU3AIUU 10
ckiaagy No 2 BcriomorarenbHbIX MatepuaioB. Ha 3acemanuu ObUTO TPHUHSTO TO-
CTaHOBJICHHE 00 YTBEP)KICHUH PE3YJIbTaTOB MHBEHTAPU3AlUK U OTHECEHUS 3a CUET
3aBEYIOLIEr0 CKJIAJOM HENOCTAYM BCIOMOTATENIbHBIX MAaTEpUajoB B cymMme 365
ThIC. py0., a TaK)Ke 3aYUTaHbl CIMYUTENIbHASI BEIOMOCTh 1O ckiamxy Ne 2 u oObsc-
HUTEJIbHAS 3alMCKa 3aBEIYIOLIETO CKIIA0M.

1). Kakoif TOKyMEHT COCTaBJII€TCS IO UTOTaM 3acelaHuil KOMUCCUNA pa3sHOTO Po-
na?

2). Kakue pexkBU3UTHI JOJKEH BKIIIOYATh JAHHBIN TOKYMEHT?

3). CKOIBKO CTPYKTYPHBIX YACTEU OH MpeAroiaraet?

4). Kakue axtudeckue qaHHBIC JODKHBI ObITH BHECEHBI B 3TOT JOKYMEHT?

2. CoctaBbTe U 0(pOopMHUTE JOKYMEHTHI, HEOOXOIUMbIE B JAHHOM yIpaBIiCH-
YECKOW CUTYalLlUH.
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- Hanumnte mpoekT npukasza AUPEKTOpa 3aBoJia O IPEMUPOBAHUH PaOOTHU-
KOB IUIAHOBO-3KOHOMMYECKOI'O OTJENa 332 JOCPOUHYIO pa3pabOTKy (MHAHCOBOIO
wiaHa npeanpustus. [lpemus Bbraaercd u3 GoHIa MAaTEPUAIBLHOTO MOOIIPEHUS B
paszmepe 60 % exxeMecIYHOro TOJKHOCTHOTO OKiaja. Jlpyrue naHHble U pEKBU3H-
Thl YKQXKHUTE CAMOCTOSTENBHO.

4.4 Iloka3aTe/in 1 KPUTEPHH OLIEHUBAHUS TEKYIEr0 KOHTPOJISA yCIIeBaeMOCTH
U MIPOMEKYTOYHOM aTTeCTAIUM 10 UTOTaM OCBOEHMS UCIUILINHBI

Texyiuit KOHTPOJIb O AUCHUIUIMHE OOECIIeunBaeT OIICHUBAHUE X0/1a OCBO-
€HUS JUCLUIUIMHBL. JTa OLIEHKA JOJKHA YUYUTHIBATh PE3yJIbTaThl ONpoca.

Kpumepuu oyenusanus pe3ynbTaToB OCBOCHUS AUCLUUILIMHBI B XOAE TEKY-
IIEr0 KOHTPOJIS U MPOMEKYTOUHOM aTTECTAIlUH.
CucremMa KpuTepueB OlLECHHUBaHUA, npuHsaTas B YU®P, onupaercs Ha Tpu
YPOBHSI OCBOEHHUSI KOMIIOHEHTOB KOMIIETEHLIMI: TTOPOTOBbIN, MOBBIIIEHHBIN, IIPO-

JIBUHYTBIN.

KomnonenTs! [Ipu3Haky ypoBHsI OCBOEHHUsI KOMIIOHEHTOB KOMIIETEHIIUI

KOMIIETCHII I IIOPOTOBBIN ITOBBILICHHBIN IIPOJABUHYTBII

3HaHUs Crynenr  pemoHctpupyet | CtyneHT nemoHcrpupyeT | CTyqeHT — MOXKET
3HAHUE-3HAKOMCTBO,  3HA- | QHAJIUTHYECKUE 3HAHUA: | CAMOCTOSATEIbHO
HUE-KONMIO: y3HAeT OOBEK- | yBEPEHHO  BOCIIPOM3BO- | U3BJIEKAaTh HOBBIE
Tbl, SBJICHWS W TIOHATHUSA, | AUT WU IOHMMAET IIOJY- | 3HAHUS U3 OKpYy-
HaxOJWUT B HHUX pAa3JInyus, | YCHHbIE 3HAHMs, OTHO- | KAIOIIEr0  MHpa,
IPOSIBJISIET 3HAHME MCTOY- | CUT MX K TOW WIM MHOW | TBOPYECKH HX HC-
HUKOB TOJIy4eHUs: HH)Op- | KiIaccu(uKamoHHON II0JIB30BATh  JUIS
MalllHd, MOXET OCYLIECTB- | IPYIIIE, CAMOCTOATENIBHO | IPUHATHS  pelle-
JATH CaMOCTOSATENIBHO pe- | CUCTEMaTU3UPYET UX, | HUH B HOBBIX U He-
IPOAYKTUBHBIE  JEWCTBHS | yCTAaHABIMBACT B3aUMO- | CTAHIAPTHBIX CH-
HaJ 3HAHUSAMU IIyTEM CaMO- | CBSI3M  MEXIy  HHUMH, | TyalusX.
CTOSITEJIBHOTO BOCIIPOM3BE- | MPOAYKTHUBHO IPUMEHSET
JICHUsT W TPUMEHEHHMS HH- | B 3HAKOMBIX CUTYalMsX.
dopmanuu.

YMenus Crynentr ymeer koppekTHoO | CtymeHT ymeer camo- | CTyaeHT ymeeT
BBIIIOJIHATh IPEANNACAHHBIE | CTOSATEIBHO  BBINOJHATE | CAMOCTOSITENBHO
JeMCcTBUS TO HMHCTPYKLUH, | 1eHCTBUS (IPUEMBI, OIle- | BBIOMHATh  JIeH-
QIrOPUTMY B M3BECTHOM | pallii) MO PELICHMIO He- | CTBUSI, CBSI3aHHBIC
CUTyallu¥, CaMOCTOSATEIBHO | CTaHJAPTHBIX 3a/1a4, | ¢ pPEIICHHEM HC-
BBIMOJIHAET JI€HCTBHA 1O | TpeOYyIOUIMX BbIOOpa Ha | CIEI0BATEIbCKUX
PELICHUIO TUIIOBBIX 3a/a4, | OCHOBE KOMOMHAIMM | 3a7ad, JIEMOH-
TpeOyromux BbIOOpa U3 | U3BECTHBIX METO/OB, B | CTPUPYET TBOpYe-
YHCJIa U3BECTHBIX METOJOB, | HENPEACKA3yeMO M3Me- | CKOE HCIIOJIb30Ba-
B IIPEACKA3yeMO W3MEHSIO- | HAIOLIEHCS CUTyalluu HUE yMEHUH (Tex-
HIEICsl CUTYallK HOJIOTHU)

HaBbiku Crygent  nemoHcTpupyeT | CtyneHT nemoHcTpupyer | CTyaeHT TrOTOB

T'OTOBHOCTH K  pCHICHUIO
OIrpaHUYCHHOI'0 KOJIMYCCTBA
HETHUIINYHBIX 3aaa4 npu
YCJIOBUH OKA3aHUA €My MC-

TOTOBHOCTb K CaMOCTOA-
TCJIIBHOMY PEIICHUTO
OTpaHUYCHHOI'0 KOJINYC-
CTBa HCTUIIMYHBIX 3aaay,

pelarb IpakTuye-
CKHE 3aJadu IIo-
BBIIIEHHON  CJIOXK-
HOCTH, HETHUIIOBBIC
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TOIUYECKOU IIOMOIIA
(manmpumep, IIOCTaHOBKA
YTOYHSIOUIMX BOIIPOCOB), a
TaKkke HE TOTOB peIaTh
MpaKkTUYECKHE 3aJauyd I0-
BBIICHHOM CJIOKHOCTH H
MPUHUMATh npodeccuo-
HaJbHBIC W YIIPABICHYCCKHE
pelIeHUsT B YCIOBUAX He-
MOJIHOW  OMPECIICHHOCTH,
MpU HEJAOCTATOYHOM JIOKY-
MEHTaJIbHOM, HOPMAaTHUBHOM
1 METOJIUYECKOM olecreue-

HO HUCHBITBIBACT TPYIHO-
CTU IIPU PELICHUU IIpaK-
THUYCCKUX 3aJa4 I1OBbI-
IICHHOM CJIOKHOCTH,
TIO3BOJJIAOIIUX IMpUHU-
MaTh  MpoeccHoHalb-
HbIC W YIPAaBJICHUYECKHUE
pemieHusT B YCIOBHAX
HETOJIHOM OIPEIEIIEHHO-
CTH, TIPU HEJIOCTATOYHOM
JOKYMEHTaJIbHOM, HOP-
MAaTUBHOM U METOOUYC-
CKOM OOECTICUCHUHU.

3aJaud,  IPUHH-
MaTh mpodeccuo-
HAJIBHBIE U YIIPAB-
JICHYECKHE pelle-
HUA B YCIOBHAX
HEIOJIHOM OIpeie-
JICHHOCTH, TIPU He-
JOCTaTOYHOM  JIO-
KYMCHTAJIbHOM,

HOPMAaTUBHOM  H
METOAMYECKOM

o0ecrneueHUN.

HHUH.

HpPI ITPOBCACHNH TGKYHleﬁ u HpOMC)KYTOqHOﬁ arTeCTailuy 110 JUCHUIINIMHC B
PpaMKax TpaI[HHHOHHOﬁ IKaJIbl OOCHUBAHMA ITPUMCHSAIOTCS CIICAYIOINC KPUTCPHUU:

Hudposoe
BBIpAXKCHHE

CioBecHOe
BBIPAKCHHE

Omnucanue

5

OTan4HO
(3auTeHO)

BCECTOPOHHEE, CUCTEMAaTHYECKOE U ITIyOOKOE 3HaHHE y4eOHO-
ro marcpuajia, yMCHHC CBO6OIIHO BBIIIOJIHATE MPAKTHYCCKUC
3aJjaHus, IPeAyCMOTPEHHbIE IPOrPaMMOM, YCBOUBIIHNM OCHOB-
HYIO JINTEPATYPy W 3HAKOMBIN C JOMOJHHUTEIBHON JUTEpaTy-
pO#, pEKOMEHI0BAHHOW ITPOrpaMMOi

Xopo1io
(3auTeHO)

MOJIHOE 3HaHWE Y4eOHOro Marepualia, YCHEIIHO BBIMOJIHSIET
MPEAYCMOTPEHHBIE B MPOrpaMM€ IPAKTUYECKUE 3aJaHus,
YCBOWJI OCHOBHYIO JIMTEPATYPY, PEKOMEHIOBAHHYIO B IIPO-
rpaMMe, CIOCOOEH K CaMOCTOSITENIbHOMY MOMOJIHEHHIO M 00-
HOBJICHUIO 3HAHUW M YMEHHUH B XOJ€ AajbHeimend ydeOHOi
paboThl U Tpo(heCcCHOHATLHON JACSITEILHOCTH

Y nosnersopu-
TEIBHO
(3auTeHO)

3HaHHUS OCHOBHOTO y4eOHO-IPOTpaMMHOr0 MaTepuaia B 00be-
Me, HeOOXOAMMOM sl JanbHeumeld y4eObl U TpeacTosieit
paboTHl MO CIEIHAIBHOCTH, BBIMOIHSIET MPAKTHUECKHUE 3aj1a-
HHUS, IPETYCMOTPEHHBIE TPOTPAMMOI, 3HAKOM C OCHOBHOMW JIU-
TEpaTypoi, PEKOMEHAOBAHHOW IPOrpaMMOM, HO JOIYCKAET
TOTPEUTHOCTH B OTBETE U IPHU BBITIOJHEHUU 3a/IaHuM, 001amas
MIPU 3TOM HEOOXOJUMBIMU 3HAHUSMHU JIJISI UX YCTPAHEHUS MO
PYKOBOJICTBOM IIPENOAABATEIIS

Heynosnerso-
PHUTETHHO
(He 3auTeHO)

Mpo0Oesbl B 3HAHUSX OCHOBHOI'O Y4eOHO-IPOrpaMMHOI0 Marte-
puana, TOMyIIEHUE CTYJACHTOM MPUHIIMIHAIBHBIX OMIHUOOK B
BBIMIOJIHEHUHM TPETYCMOTPEHHBIX IporpamMmoit 3amanuil. Kak
MPaBUJIO, OIIEHKA "HEYIOBJIETBOPUTEIBHO" CTaBUTCSA CTYIEH-
TaM, KOTOpPbIE HE MOTYT MPOJOHKUTH O0yYeHUE WIIM TPUCTY-
MUTH K MPOPECCHOHANBHON NIEATENHHOCTH M0 OKOHUYAHUHU BY3a
0e3 JOMOJHUTENBHBIX 3aHITHHA MO COOTBETCTBYIOLIEH MUCIIHU-
IUTMHE.
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4.5 Ilpoueaypsbl OLleHUBAHUSA 3HAHUI, YMEHH 1 HABBIKOB

[Ipouienypsl OllecHMBaHUSI 3HAHWM, YMEHUN U HABBIKOB, XapaKTEPHU3YIOIIUX
sTanbl POpMUPOBAHUS KOMIIETEHIIMN, TPEICTABICHBI B METOIMYECKUX MaTepraiax
By3a «llonoxkenue 06 opranuszanuu, GopMax U METOJIaX OLEHKH Ka4yecTBa OCBOE-
HUSI OCHOBHOM 00pa30BaTelIbHON IPOrpaMMBbD».

4.6 Oco0eHHOCTH MPOBEACHUS TeKyUIed W NMPOMEKYTOYHOH ATTECTALMHU ISl
JIMII C OTPAHMYEHHBIMH BO3MOKHOCTAMM 3/10POBbS 1 HHBAJIUI0B

JUIst ocyniecTBIEHUS MPOLEAYyp TEKYIIEro KOHTPOJS yCIEBAEMOCTH M MPO-
MEXKYTOUHOM aTTeCTallud YKa3aHHBIX OOYYaroIIUXCs CO37ar0TCs (POHIBI OLEHOY-
HBIX CPEJCTB, aJallTUPOBAHHBIC JJII MHBAJIHUJOB W JIUI C OTPAaHUYECHHBIMH BO3-
MO>KHOCTSIMH 3/I0POBbSI M MO3BOJIAIONIME OLUEHUTh JOCTUKEHUE MMU 3aIljIaHUupO-
BAaHHBIX B OCHOBHOM 00pa30BaTeIbHON MPOrpaMMe Pe3yIbTaTOB O0yYEHHUS U YpO-
BEHb C(OPMHUPOBAHHOCTH BCEX KOMIIETEHIIMH, 3asBJIEHHBIX B 00pa30BaTeIbHOMN
nporpaMMme. Takue OLEHOYHBIE CPEJICTBA CO3JAIOTCS 10 MEpe HEOOXOIUMOCTH C
Y4ETOM pa3iIMYHbIX HO30J10Tui. IIpu npoBeeHnn TeKyen U MPOMEXYTOYHON aT-
TECTallMM JUIsl YKa3aHHBIX JIMIl MIPETyCMOTPEHO BKJIIOYEHHE B y4eOHBIN Mpoliecc
Pa3JINYHBIX TIOCPEIHUKOB, BKIIOYask THIOTOPOB M YIIOJHOMOYEHHBIX 110 JI€JaM HH-
BanuaoB. Dopma NMpPOBEAEHUS TEKYIIEW aTTeCTalliy JUIsl JIML[ C OrPAHMYECHHBIMU
BO3MOYKHOCTSIMU 3J10POBbsSl 1 MHBAJIUAOB YCTaHaBIMBACTCA C YYETOM HHIWBHUIY-
aJBHBIX MCUXO(DU3NUYECKUX O0COOEHHOCTEH (YCTHO, MMCbMEHHO Ha Oymare, MUCh-
MEHHO Ha KOMIIbIOTEpE, B (popMe TecTupoBaHus U T.1.). [Ipun HEoOXoaumMocTH Ta-
KHM CTyJE€HTaM OOECIeUMBAIOTCS COOTBETCTBYIOLIME YCIOBHUS MPOBEACHUS 3aHS-
TAW U aTTECTAllid, B TOM YHUCJE MPEIOCTaBISAETCS NOMOJHUTENbHOE BpeMS I
MOJATOTOBKM OTBETA HA 3a4€Te WM HK3aMEHE.

PA3JAEJ 5. METOAUMYECKHUE PEKOMEHJIAIIMU ITPEIIOJABATE-
JIFAM 11O OPTAHU3AIIUN OBYYEHMS, A TAK/)KE MATEPUAJIBHO-
TEXHUYECKASA BA3A, HEOBXOAUMASA 51 OCBOEHUA JUCILH-
IIJIMHbI

5.1 I/IHTepaKTHBHbIe M MHHOBAIIMOHHBbIC TEXHOJIOI'UHN oﬁyqenml

[Ipu npoBeneHnN yuyeOHBIX 3aHATHI MpernojaBaTean 00ecneunBalT pa3Bu-
THE Y 00y4YaroMMXCSd HAaBBIKOB KOMaHAHOW paOOThl, MEXIUYHOCTHOW KOMMYHUKA-
WU, TPUHATUS PEHICHUM, JIMAEPCKUX KayecTB (BKJIKOYAs MPU HEOOXOIUMOCTH
MIPOBEJCHNE MHTEPAKTUBHBIX JIEKIHM, TPYNIIOBBIX TUCKYCCUW, POJEBBIX U, TpeE-
HUHTOB, aHAJIM3 CUTyalluii 1 UMUTAIMOHHBIX MOJIEJICH).

Br160p MeTo10B 00Oy4eHMs] HHBAJIUIOB U JIUIL C OTPAHUYEHHBIMU BO3MOKHO-
CTSIMU 3JI0POBbs OMpEAesaeTcs CoAepKaHueM oOydeHHs, YpoBHEM mpodeccuo-
HaJIbHOM IOATrOTOBKM II€IaroroB, METOAWYECKOTO U MATEPUAIBHO-TEXHUYECKOIO
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oOecrniedyeHnsi, 0COOEHHOCTSAMU BOCHPUATUS Yy4eOHOM HH(pOpMAalUU CTYAECHTOB-
WHBAJIUJIOB U CTYAEHTOB C OTPAaHUYEHHBIMU BO3MO>KHOCTSIMU 310pOBbsA U T.A. B
o0pa3oBaTeIbHOM  MPOILECCEe PEKOMEHAYETCS  HCIOJIb30BaHHUE  COIMATIBHO-
aKTUBHBIX M Pe(IECKCUBHBIX METOJIOB OOY4YEeHMS, TEXHOJOTUN COLIMOKYJIbTYPHOMH
peadWIUTALIMK C 1IeJIbI0 OKa3aHMs MIOMOIIM B YCTAHOBJICHUM TOJTHOLICHHBIX MEX-
JUYHOCTHBIX OTHOLIEHUN C JPYTUMHU CTYJEHTaMH, CO3JIaHUU KOM(OPTHOTO ICH-
XOJIOTMYECKOTO KIMMAaTa B CTYAEHYECKOU rpymIIe.

5.2 MarepuajibHO-TeXHHYecKasi 0a3a, He00X0AUMAaA IS OCYIIeCTBJICHUS 00-
Pa3oBaTeJbHOIO NpoLecca 10 TUCHHUIIUHE

Y4eOHble ayaquTOpUN IJIsS TPOBEICHUS YUEOHBIX 3aHATHUN JICKITMOHHOTO THIIA,
CEMUHAPCKOTO TUTIA, KYPCOBOTO MPOEKTUPOBAHUS (BBITIOJHEHUS KYPCOBBIX paboT),
TPYIIIOBLIX U MHANBUAYATHHBIX KOHCYJIBTAIMH, TEKYIIETO KOHTPOJS U IIPOMEKY-
TOYHOUW arTectanuu, Jadopatopus «CoBpeMEeHHas OyXTalTepus», a TakKe IMOMe-
HICHUE JI1 CaMOCTOSTENIbHON PabOThl, OCHAIIICHHOE KOMITBIOTEPHOU TEXHUKOU C
BO3MOYKHOCTBIO TMOAKIIOUEHUsI K ceTu «VHTepHeT» u obecrnedueHneM J0ocTyna B
OUNOC opranuzanuu.

[Tomenienust AOMKHBI OBITH YKOMIUIEKTOBAHBI O0OpYAOBaHUEM, B T.4. CIIEIIHA-
JU3UPOBAHHON MEOENbl0, U TEXHUYECKUMHU CPEACTBAMU OOYUYEHUs, CIy>KalluMU
JUTSL TIpeJicTaBlieHns yueOHON nH(opMaIuu OOJBIION ayuTOpuu (MYyJIbTUMEIHUIMA-
HBIM 1poekTop). KOMIBIOTEpHBIN KJIacC ¢ YCTaHOBJIEHHBIM MPOrpaMMHBIM 00ec-
NIEYEHUEM; AIEKTPOHHAs ONOIHOTEKA.

Oco0eHHOCTH MaTepUalibHO-TEXHUYECKOW 0a3bl, HEOOXOIUMOU ISl OCY-
IIECTBJICHUS 00pa30BaTEILHOTO MpoIecca C YYACTHEM JIMIl C OTPaHUYCHHBIMU
BO3MOYKHOCTSIMHU 37T0POBbsI I MHBIHIOB PA3IMYHON HO30JIOTHH, MPETycMaTpUBa-
I0TCS ¥ PeaM3yIoTCs 10 Mepe HeoOxoauMmocTu. Kputepun u mopsiiok co3gaHus
Takux ycJioBHM ykaszaHbl B [lonoxkeHun o6 opraHuszanuu o0Opa3oBaTeIbHOTO MPO-
1ecca mo 00pa3oBaTeNbHBIM MPOrpaMMam JIJIsi MTHBAJIUIOB U JIMI] C OTPAaHUYCHHBI-
MU BO3MOKHOCTSIMU 3/I0POBbS B Y pajbCKOM MHCTUTYTE (POHIOBOTO PHIHKA.
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JUCT PETUCTPAIIMA UBMEHEHU B PABOYEN ITPOTPAMME

Howmep npoTtokoina u nata | I3meHeHus

3acefaHus KadeIpsl

Ne 1 o1 23.08.2022 Axtyanuzanus Tematudeckoro miana u ®OC
Ne 8 ot 18.04.2023 AkTyanu3zainus TeMaruueckoro miana u @OC
Ne 8 o1 16.04. 2024 Axtyanuzanus Tematudeckoro miana u @OC
Ne 8 ot 17.04.2025 AkTyanu3zanus TeMaruueckoro miana u @OC
Ne 8 o1 16.04.2026 Axtyanuzanus Tematudeckoro miana u ®OC
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