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PA3AEJI 1. HIPOTPAMMHO-METOANYECKHUE MATEPHAJIbI
1.1 O0mas XxapakTepuCTUKA TUCHUILIMHBI

JuctuunnuHa «JlokyMeHTHpOBaHHE yIPABICHUECCKON EATEITHbHOCTH U JIJI0-
BbIC KOMMYHUKAIIW» BKJIIOYEHAa B OCHOBHYIO 00pa30BaTENIbHYIO MPOTpamMMy II0
yKa3aHHBIM HAMpaBJICHUSIM U MPOQPIISIM MTOATOTOBKH (B 00s13aTEIbHYIO 9acTh MPO-
rpamMMbl OaKajaBpuara).

[Ipouecc n3yueHus: AUCUUILIMHBI HampaBieH Ha (opMHUpOBaHHE Yy 00yUaro-
HIUXCS CIEAYIOMMX KOMITETCHIIUN:

YK-4 CnocobeH oCylIecTBIATh JEIOBYI0O KOMMYHHKAIIMIO B YCTHOH U
NUChbMEHHOU (hopMe Ha rocyaapcTBeHHOM s3bike Poccuiickoit denepanmu U Ha
MHOCTpaHHOM(BIX) sI3bIKE(aX)

OIIK-5 CriocoOeH ucnoJib30BaTh COBPEMEHHbIE MH(OPMALIMOHHBIE TEXHO-
JIOTUH U MIPOrPaMMHBIE CPEACTBA MPH PELICHUU MTPO(HECCHOHATIBHBIX 3aj1a4

L]envy v3yuyeHUs AUCIUIUIMHBI U €€ COOTBETCTBHUE IIENIIM 00pa30BaTEIbHOMN
MPOTPaMM: OBJIAJICHHE KOMIIETCHIIUSIMA OPTraHU3allui U PEANN3ali COCTABICHUS
U opopmIIeHHUS TOKYMEHTOB, OpPTaHHU3allMi JOKYMEHTOO0O0pOTa M BEACHUS JEJI0-
BOM IMEPENUCKHU, O3HAKOMJICHHE C COBPEMEHHBIMH TpEeOOBAaHMUAMH K OpPTaHU3aIlUU
JIOKYMEHTAIMOHHOTO 00ECTICUECHHUSI YIIPABJICHUS U JICIOBBIX KOMMYHHUKAITUH.

3aoauu u3y4eHus: JUCHUTUIAHBIL:

— ¢dopMUpOBaHUE CIENHATBHBIX 3HAHUW B 00JIACTH JE€JIOMPOU3BOJICTBA U
BEJICHUS CTY>KEOHON JJOKYMEHTAIINH.

— (dopMUpOBaHUE YMEHUS TPUMEHEHUS TPeOOBaHUH, MIPEABSIBISIEMBIX K CO-
CTaBJICHUIO U O(POPMIICHHUIO TOKYMEHTOB, B TOM YHUCJI€ C IPUMEHEHHUEM COBPEMEH-
HBIX UH()OPMAITMOHHBIX TEXHOJIOTUH U MPOTPAMMHBIX CPEJICTB.

— (opMHUpPOBaHNE HABBIKOB OpPraHU3AIMMU JTIOKYMEHTOOOOpPOTa, CUCTEMATH-
3aIluu JOKYMEHTOB, HOMEHKJIATYPhI 1Sl OPOPMIICHHS, TTIOUCKA U XPaHEHUS.

- opMHUpOBaHUE HABBIKOB U YMEHUM B cpepe EIOBbIX KOMMYHHUKAIIUM.

1.2 Ilnanupyembie pe3yabTaThl 00y4eHHS 110 TUCHHUILIUHE, COOTHECEHHBbIE C
YCTAaHOBJICHHBIMHM B 00Pa30BaTe/IbLHOM MPOrpaMMe HHAUKATOPAMH 10CTHIKe-
HHUS KOMIIETEeHIIUH

PesynbraTamMmu 0Oy4eHUS] MO AUCITUIUIMHE, COOTHECEHHBIMU C YCTaHOBJICH-
HBIMH B 00pa30BaTEIbHON MPOrpaMMe UHANKATOPAMH JOCTHIKEHUS KOMIICTEHITUH,
ABJISIFOTCS:



Komnerenunus

NHauKaTop 10CTHKEHUS

Ilnanupyembie pe3yibTaThbl 00yUeHUs

KOMIIEeTEeHIIHHI 1O AUCHUILIHHE
YK-4 Cnoco6en | MIK-YK-4.3: 3HaTh:
OCYIIECTBIATh  Jie- | OCyIIecTBIsIET KOMMYHH- | - COBPEMEHHBbIC TpeOoBaHHsS K Qopmary

JIOBYI0O KOMMYHHKa-
LU0 B YCTHOW WU
MUCbMEHHOU (popme
Ha  TOCYyJIapCTBEH-
HOM s3bike Poccuii-
ckon Penepauyu u
Ha MHOCTpaH-
HOM(BIX) s3bIKE(AX)

KallMI0 Ha TOCYAAapCTBEH-
HOM s13blIke P®wu  uHO-
CTPaHHOM SI3BbIKE C YYETOM
0COOEHHOCTEeH CTHIIMCTHU-
KM ¥ COLMOKYJIbTYPHBIX
paznmuumii B popmare Kop-
PECIIOHICHIIMM U TIPUHS-
TBIX HOPM JTIOKyMEHTO00O0-
pora

JICIIOBOM KOPPECITOHICHIIMH U HOPMaM JI0-
KyMEHTOOOOpoTa B MNpOQecCHOHATBHON
chepe

YMmerh:

- IPUMEHSTHh JCHCTBYIONIUE HOPMBI JIO-
KYMEHTOOOOpOTa M COOJI0IaTh YCTAHOB-
JCHHBIH (OopMaT KOPPECHOHJCHIIUK B
npodeccoHABHOM e TEIBHOCTH
Baanern:

- HaBBIKAMU aJalTalliy Pa3IudHbIX (hopm
KOPPECIIOH/ICHIIMHA K KOHKPETHBIM  YCIIO-
BUS JICJIOBOTO OOIICHUS

OIIK-5 Cnocoben
UCIIOJIb30BaTh  CO-
BpeMeHHbIe HH(pOP-
MaIlMOHHBIE TEXHO-
JIOTHH W TIPOTPaMM-
HBIC CpEICTBA TIpU
pemieHuun  mpodec-
CHUOHAJIbHBIX 337124

HNAK-OIIK-5.3. Cucre-
MaTU3UPYET uHpopMa-
LUI0, BbIOMpaeT ONTH-
MaJbHBIA crIocod ee obOpa-
O0OTKM U THpe3eHTaluH,
OCYIIECTBIISIET ~ aHAIHUTH-
YECKYI0 JeSTeIbHOCTh C
MPUMEHEHHEM COBPEMEH-
HBIX  MH(OPMAaLMOHHBIX
TEXHOJIOTMI U IPOrpamm-
HBIX CPEJICTB

3HaTh:

- COBPEMEHHBIE METOJbl CHUCTEMATHU3alluU
1 00paboTku MHpOpMaIUU, HEOOXOUMbBIC
JUISL  OpraHu3alii  JOKYMEHTHPOBAHUS
yIPaBICHUYECKON JIEATEIbHOCTH U JIeJ0-
BbIX KOMMYHUKAIUI

Ymern:

- TPHUMEHATh COBPEMCHHBIE WH(pOpPMAIU-
OHHBIE TEXHOJIOTMH U MPOTPAMMHBIX CPe/I-
CTBa NpH pEIICHHH 3a7ad B cdepe opra-
HU3AlUU JIOKYMEHTHPOBAHHS YIpaBleH-
YECKOW JICATEITHPHOCTH U JICTIOBBIX KOMMY-
HUKaIUHN

Baapgers:

- HaBBIKAMHU BHIOOpAa ONTHUMAJIBLHOTO CIO-
coba JOKYMEHTHpPOBaHUS U (POPM IMpe3eH-
TalUd HKOHOMHUYECKOW HHQOpMAIK B
pamMKax JIeJOBBIX KOMMYHHKAITUH C TpH-
MEHEHHEM COBPEMEHHBIX HH(OpPMAIHOH-
HBIX TEXHOJIOTHI U TIPOTPAMMHBIX CPE/ICTB




Bzaumocss3b HHAWKATOPOB JOCTUKCHHA KOMHGTGHHI/Iﬁ C OOCHOYHBIMU CpCACTBA-
MU IJI1 IIPOBCACHUS TCKYIICT'O KOHTPOJIA U HpOMG)KYTO‘IHOﬁ aTTcCTalln

Ne onenounoro cpencraa s
IIPOMEKYTOUYHOM aTTECTal[UU

Ne onieHouHOTO Cpencraa
(10 YpOBHSIM pe3yJIbTaTOB OCBOE-

I/IHILI/IKaTOpI)I JOCTHXCHUA
JJI1 TCKYIIET0 KOHTPOJIA

KOMITETEHIIHA 4 HUS JUCIHTLTAHBL:
OB EONRESE) 3HaTh (3), ymeth (Y), BIaieTh
HaBbikamu (H)
NJIK-YK-4.3:

OcyiecTBisieT KOMMYHHKa-
U0 Ha  TrOCyJapCTBEH-
HOM si3blke PD u mHOCTpaH-

HOM sI3BIKE C y4YETOM OCO- 3:1-12
. 1-12 V:1-16

OeHHOCTEH CTHJIMCTHKHU o 1-18

U COIMOKYJIbTYPHBIX pa3iiu-

ynii B ¢opmare KOpPpecHoH-

JCHIIMK U TIPHHATBIX HOPM

JIOKYMEHTO000pOTa

HNAK-OIIK-5.3. Cucremaru-

3UpyeT HHPOPMAIIHIO, BEIOH-

paeT ONTHUMAJIbHBIM CIIOCO0

ee 00paboOTKM W Tpe3eHTa- 3:13-30

[[UU, OCYILECTBJISET AaHalu- 13-30 V:17-30

TUYECKYIO JIeSITEIHOCTh C H: 19-30

IIPUMEHEHUEM COBPEMEHHBIX
MH(OPMALMOHHBIX TEXHOJIO-
TMil ¥ IPOTrPAMMHBIX CPEJICTB

Texywuti konmpoas O TUCIUIUIMHE 00eCIIeYMBaeT OLIEHUBAHHUE X0/Ia OCBO-
eHus JucUUIUIMHBL. OH OCYIIECTBISIETCS B MpoLiecce MPOBEACHUS 3aHsIThi. Teky-
M KOHTPOJIb peanu3yeTcs: B hopme orpoca.

IIpomesxcymounasa ammecmayus 00y4arOMMUXCA MO JUCIHUILUINHE 00ecTeun-
BaeT OIEHWBAHME MPOMEKYTOUYHBIX U OKOHYATENIBHBIX PE3yJIbTaTOB 00yUYEHUS T10
nucrutuinHe. [IpomexxyTodyHas aTTecTanus peanusyercs B hopme 3ayeTa.

Pezynomamoi oceoenus oucyuniunvl JOCTUTAIOTCS 3a CYET UCTIOIB30BAHMS B
npoiiecce 00y4eHUsl aKTUBHBIX U UHTEPAKTUBHBIX METOJIOB U TEXHOJOTHUM (HopMuU-
POBaHUS 33JJaHHBIX KOMIIETEHIIUMN Y CTYJICHTOB.

1.3 O0beM QTUCUMILIMHBI U pacnpeaeseHue YacoB 0 TeMam

O0beM TUCHMIUIMHBI U BUBI y4€OHOU pabOoThI

®opmbl 00yueHus

Buapl 3angaTui

Ounas | 3aounas | Ouno-3a0unas
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OO6m1ast TPyJ10€MKOCTh 12 12 12
KonrtakTHas paborta (Bkirodast Texkymui | 37 9 19
KOHTPOJIb YCIIEBAEMOCTH):

- 3aHATHS JICKIIMOHHOTO THa (JIek) 18 4 8

- 3aHATHS ceMUHapckoro turna (Cem) 18 4 10

- IPOMEKYTOYHAs aTTECTALINS 1 1 1
CamocrositenpHas padota (CP) 35 63 53
Kypcosas pabota - - -
dopMa MPOMEKYTOUHOM aTTeCTallH 3a4er 3a4er 3a4er

Pacnpez[eneHHe qaCOB AMCHUIIJIMHEBI ITO TEMaM U BUAaM pa60T

Ounas gopma oOydeHus

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

1.JJoOKyMEHT ¥ CHCTEMBI JTOKYMEHTAalUH PEKBU3UTHI 10 3 4 3

JIOKYMEHTOB

2.¥YupaBneHueckasd aokymeHtamnusa. (CocTaBleHUE U 16 3 4 9

0o(OopMIICHNE OCHOBHBIX IOKYMEHTOB.

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

PUOANMYECKUX MEPONPUSTUM

4.JlenoBasi KOppecnoHIeHIMs. [[enoBble U KOMMepUe- 16 4 3 9

CKHE MUChMa

5.0pranm3anus JTI0OKyMeHTooOopoTta. CucTemarusa-

us 1okymeHToB. Homenknarypa nns ux (opmupo-

BAHUS 151 XpaHEHU. Nudopmarmonno- | 15 4 4 7

KOMMYHUKAIIMOHHBIE TEXHOJOTMHU B COBPEMEHHOM

JIOKYMEHTO000pOTE

NTOT'O: 71 18 |18 35

3aounas hopma oOyueHuUs

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

1.JJokyMEHT ¥ cHUCTEMBI JNOKYMEHTAUHH PEKBHU3UTEHI 10 05 |1 8.5

JTOKYMEHTOB

2.YopaBnenueckas nokyMeHTtanusa. CocraBieHuEe H 16 05 |1 145

o(opMIICHIE OCHOBHBIX IOKYMEHTOB. ’ ’

3.Kanposas I[OKyMeHTaHI/Ii[. Koppecnonaenus re- 14 1 0.5 12,5

PUOANYECKUX MEPONPUSTHIA

4.JlenoBasi koppecnoHieHus. Jle1oBsie U KOMMepUe- 16 1 0.5 145

CKHE MUChMa

5.0pranmzanusi  1oKyMeHTooOopoTa. CucremaTusa- 15 1 1 13

nus aokymeHtoB. Homenknarypa st ux Ghopmupo-
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BaHMUS u XpaHEHUs. Nudopmanmonno-
KOMMYHUKAIIIOHHBIE TEXHOJOTMU B COBPEMEHHOM

JOKYMEHTO000poTe
NTOI'O: 71 4 4 63
Ouno-3a0uHas opma oOydeHus
HanMeHoBaHMe pa3enoB U TeEM Bcero |Jlek | Cem | CP
4acoB

I.I[OKYMCHT N CUCTEMBbI JOKYMCHTAIIUH PexBu3uTHI
JOKYMCHTOB

10 2 2 6

2.YopaBneHnueckass nokymeHtanus. CocraBieHue u

16 2 2 12
o(opMIICHHE OCHOBHBIX TOKYMEHTOB.

3.KanpoBass nokymentauus. KoppecnoHaeHus me-
PUOANYECKUX MEPONPUSTUM

14 2 2 10

4. JlenoBas koppecnoHeHIusA. JleToBbIle 1 KOMMeEpUe-
CKHE NTHChMa

16 1 2 13

5.0pranuzanus JoKymMeHToobopoTa. Cucremarusa-
nus 1oKymeHToB. Homenknatypa st ux dhopmupo-

BaHUS U XpaHEHUSL. Nudopmarmonno- | 15 1 2 12
KOMMYHUKAIIIOHHBIE TEXHOJOTUH B COBPEMEHHOM

JIOKYMEHTO000pOTE

NTOI'O: 71 8 10 53

1.4 TemaTu4eckui MJIaH U3YYCHUA IMCHUILIMHBI

Tema 1. JIoKkyMeHT U cHCTeMBbI JOKYMEHTAMU PeKBU3UTHI TOKYMEHTOB

Llens u 3a7auM ETOMPOU3BOJICTBA, CBA3b JICIONPOU3BOJICTBA C IOpUIAYE-
CKUMH | IpyruMu Haykamu. OmpeseseHus, OCHOBHBIE TTOHATHS. [ ocymapcTBeHHAS
cUCTeMa JOKyMeHTalMoHHOro obecneueHus ynpapieHus (I'CJOVY). O6mme Tpe-
OOBaHMS K CITy»)0aM TOKYMEHTAIIMOHHOTO 00eCIeueHus yIpaBiIeHUs.

JIOKyMEHT U CUCTEMBI JOKyMEHTAITMU. Y HU(PUKAIKS, CTaHAApTHA3AIMS, Tpa-
daperuzanus GopM yrnpaBiIeHYECKONH NOKYMEHTanuu. [loHATHE peKBH3UTA JIOKY-
menTa. [Torstue dopmynspa-odpasna gokymenta. @opmarsl. [Ipasuna odopmiie-
HUS TEKCTOBOro marepuana. [lpaBuna odopmieHus npuMedaHuil, MPUIOKEHUNA U
o0ocHoBaHM# K TekcTy. [IpaBuiia opopmiienus: Oudauorpaduu. OCHOBHBIE TEXHU-
Ko-opdorpaduueckue npapwia. CHITHE KOmUid JoKyMeHTOB. [lonsiTne myOnmkara
JIOKyMEHTA.

PacrionokeHrne pekBU3UTOB Ha OJIaHKE JOKyMeHTa. PazMepsi, momis (oTcTy-
nbl). bradk juis nmuckMa U oOMIMKA OJIaHK JJIsi IPYTUX BUIOB OPTaHU3allMOHHO-
pacropsIIUTEILHBIX TOKyMeHTOB. OQopMiIeHHE TEKCTa IOKYMECHTOB B BUJIC aHKET,
TaOJIHII, CBA3HOTO TEKCTAa, a TAK)KE B BUJC COeTUHCHMS dTHUX (opM. TpeboBanus K
aHketam, Tabnuiam. TpeOoBaHMS K TEKCTY JOKYMEHTOB.




Tema 2. YnpasiieHueckas 1okymenTanus. CocraBieHue U opopmiieHUe
OCHOBHBIX JOKYMEHTOB

[IoHsATHE OPraHM3aLMOHHO - PACHOPSAUTEIBHBIX JOKYMEHTOB. OCHOBHBIE
IpaBUJia COCTaBICHUS W OGOPMIICHHSI YCTaBOB, MOJIOKEHHUU, HMHCTpYyKIuil. Co-
CTaBJeHUS U OPOpPMIICHUS TTOCTAHOBJICHUN U perieHuid. [lITaTHas YMCICHHOCTh U
LITATHOE pacnucanue. JJoroBopsl.

[lonsiTHE pacnopsAaUTENbHBIX JOKYMEHTOB. OCHOBHBIE MpaBHiia COCTaBJIE-
HUs ¥ oopmiieHHs npukas3oB. [Ipukasbl mo Bompocam o011Iel AeITeIbHOCTH.

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

Tema 3. KagpoBas noxkymenranusi. KoppecnonaeHuusi nepuogu4eckKux
MepOonpUATHI

[TonsiTre KanpoBOW NOKyMEHTAUUH. 3asiBieHue. TpyaoBoi norosop. Pesro-
Mme. ABroduorpadus. Xapakrepuctuka. OpopmiieHne NMPUKA30B MO JIUYHOMY CO-
craBy. TpynoBas KHWKKA. JINuHble KapTOuky. JIMuHbIE Aena.

Koppecnionnennus, cBsi3aHHast ¢ IPOBEACHUEM NEPUOIUYECKUX MEPOIPUS-
tuid. IIpotokos. OCHOBHBIE MpaBWia COCTaBJICHUS W O(POpPMIICHHS MPOTOKOJIA.
Brimmcka n3 nporokosa. Kparkuid nmpotokon. COKpameHHbINA TPOTOKOI.

Tema 4. JlenoBas koppecnonaeHuus. /le1oBble 1 KOMMepUYeCKue MMCbMAa

TunoBeie u Tpadapernpie nucbma. Kmaccudukanus nucem. CTpykTypa
nucbMa. CtangaptHbie Gpas3bl U BeipakeHUs. OTIeIbHbIE BUIBI MUCEM: MHUChMa-
MpOCHOBI,  COMPOBOJUTENBHBIE MMHUChbMA, JOTOBOPHBICE TMHCHbMa, MHUCHhMa-
MTOATBEPKIACHUS, NMChbMa-HAIIOMUHAHUS, NMCbMa-U3BELICHUS, nrchMa-
IPUTJIALICHUS, TApAHTUMHBIE NTMChbMA, UCbMa-3allpoChl U NMUCbMa-0TBETHI. [lemno-
BOE MHUCHMO MEXAYHAPOIHOTO 00pasiia.

Tema 5. Opranusauus 10kymMmeHT0000poTa. CucTeMaTH3auMs JOKYMEH-
ToB. HomMeHnkiiaTtypa nist ux popmupoBanus u xpaHenusi. Undpopmaumnonno-
KOMMYHHMKAIIUOHHBbIE TEXHOJIOTMH B COBPEMEHHOM JIOKYMEHT0000poTe

[Tonstue nokymentoobopora. Opranuzaius padoThl ¢ gokymeHTamu. [lo-
HATHE KJIacCU(UKAIUKM U CUCTeMaTU3alMu JTOKyMeHTOB. [loHsTHE Aen U HOMEH-
KJIaTypsl e, [ pynnupoBKa JOKYMEHTOB B JIeNa.

Jlena mOCTOSIHHOTO M BPEMEHHOTO CPOKOB XPAaHEHHUsI, ONUCHU Takux jaed. [1o-
HATHE apXHBa, €ro 000pyaoBaHuEe. ApXUBHAsI CIIpaBKa, apXHWBHAs KOMUS, apXUBHAs
BbINKCKA. [lepenaya e Ha rocy1apCTBEHHOE XpPaHEHUE.

NudpopmaimoHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B COBPEMEHHOM JOKY-
MEHTO000OpoTe . 3amura UHPOPMAIUUA TPU CO3JIAHUU CIY>KEOHBIX TOKYMEHTOB.
CoBpeMeHHbIE CIOCOOBI M TEXHUKA CO3J]aHUS JJOKYMEHTOB.



1.5 TeMbI 3aHATHI CEMMHAPCKOI0 THIIA

Tema 1. /IokyMeHT U CHCTEMBI JIOKYMEHTAIIMU PeKBU3UTHI TOKYMEHTOB
OO6cyxaenue npoOJieMHOM Tembl: YHUDUIMPOBAHHBIE TPEOOBAHMS K COCTaBlie-
HUIO U 0(DOPMIICHUIO JOKYMEHTOB.

Pa6ora o Temam:

I'OCT, nopmatuBHasi U CIpaBOYHAs JOKYMEHTAalMs. DJIEKTPOHHbIE 1a0Io-
Hbl TokyMeHTOB. CIIC "KoncynbrantlInroc", "I"apant".

[la6monb! U cTiid JOKyMeHTOB. DopmupoBanue 01aHKOB T0KyMeHTOB. Co-
3/JaHUE CTHJICH MJI OTIENIbHBIX PEKBU3UTOB JIOKYMEHTOB. BilaHKu ¢ yIJIOBBIM U
IPOAOJIBHBIM PACIOJIOKEHUEM PEKBU3UTOB. COCTaB M MOPSIOK PACHOJIOKEHUS
PEKBU3HUTOB Pa3IMYHBIX BUJOB OJIAHKOB.

Odopmiienne obmiero 6manka qokymenTa. OdopmiieHre O1aHKa AJis MUCEM.

OdopmiieHre npuMedaHuil, TPUIOKEHU 1 000CHOBaHMM K TekcTy. [IpaBu-
na odopmienusa oubnuorpaduu. Co3znanue konuu aokymeHta. Cozganue 1yosu-
KaTa JOKyMEHTA.

OdopmrneHne TeKCTa JOKyMEHTOB B BUJIE aHKET, TAOJIHII, CBSI3HOTO TEKCTa, a
TakKe B BUE COeAMHEHUs ATHX (hopM. TpeboBaHUS K TEKCTY JOKYMEHTOB.

Tema 2. Ynpasiaenueckas fokymMenranus. CocraBieHue u opopmiieHne
OCHOBHBIX JOKYMEHTOB

Ob6cyxnenue npobiaemMHol Tembl: OdopMieHHE OpraHU3aLMOHHOM, pacropsu-
TEJIbHOU U MH(OPMAIMOHHO-CITPABOYHON JOKYMEHTALIHMH.
Pabota no Temam:

HasnaueHnue oTaenpHbIX BUAOB OPraHU3aLMOHHBIX TOKYMEHTOB.

Odopmiienne pacnopaauTenbHol TokymMeHTanuu. CocTaB pacnopsauTellb-
HBIX TOKyMeHTOB. IIpaBuna cocraBieHus U opOpMIEHHUS MPUKA30B MO OCHOBHOMN
nesitenbHOCTH. PasHoBuaHOCTH pacnopstkeHui. [lopsmox ogopmieHus: BBIMTUCKA
U3 pacropsauTeNbHOro JokyMeHTa. IOpuandeckas cuiia pacriopsiAUTENBHBIX J0-
KYMEHTOB.

Odopmnenne HHPOPMALIMOHHO-CIIPABOYHOW JoKyMeHTanuu. CocTaB HUH-
(dbopMaMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Tema 3. KagpoBas noxkymenranusi. KoppecnonaeHuusi nepuogudeckKux
MepONpUATHI
O6cyxaenue npobiemHoi TeMbl: OdopmiieHre KaapoBbIX JOKYMEHTOB.
OO6cyxaeHue mpoOJIeMHBIX TEM:

CocTraBieHue TpyAOBbIX JOTOBOPOB U JOKYMEHTOB I10 JIMYHOMY COCTaBY.

CocraBnenue mratHoro pacnucanus. OpopmiieHre 3asBICHUN U MPUKA30B
0 TipreMe Ha paboTy, 00 YBOIBHEHHH, O TIEPEBOJIC, O MPEAOCTABICHUH OTITYCKa, O
koMaHaupoBaHuu. COCTaBJIeHNE BBIMUCKH W3 Tpuka3a. CocTaBleHUE pE3OMe, aB-
ToOnorpaduu, XapakKTepUCTHKHU. 3alOIHCHUE JTMYHOU KapTouku. DopMupoBaHme
JUYHOTO JiefIa.
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Tema 4. JlenoBas koppecnonaeHuus. /le1oBble 1 KOMMepUYeCKUe MUCbMA
O6cyxnenue npobrneMubix Tem: OdopmieHue aenoBoi nepenucku. [TuceMo kak
OCHOBHOM BHUJI IOKYMEHTA JIJI OCYILIECTBICHUS KOMMYHHKAIUH.

CocrapneHue OTIEIbHBIX BUJOB MUCEM: TUCHEMA-TIPOCHObI, COMTPOBOIUTEIb-
HbIE TIMCbMa, JIOTOBOPHBIE TMMCbMA, MHUCHbMA-NIOJATBEPKICHUS, MUCbMa-
HANlOMWUHAHUS, NMUCbMa-U3BEUICHUS], MHUChbMA-TIPUIJIAIIEHNS, TAPAHTUMHOTO THCh-
Ma, MHChbMa-3anpoca U MUCbMa-OTBETA.

Tema 5. Opranu3zanusi 1oKyMeHT0000poTa. CHcTeMaTH3aUMs JOKYMEH-
ToB. HomMenkiiaTypa nis ux popmupoBanust u xpanenus. UugopmManuoHHo-
KOMMYHHMKAIIMOHHBbIC TEXHOJIOTHH B COBPEMEHHOM JI0KYMEHTO0000poTe
O6cyxaenue npodiaemMHoi TeMbl: Opranuszanus J0KyMEeHTO000pOTa MPeTPUSITHSI.
AHanu3 JoOKyMeHTo00opoTa opranuzaiuu. OnpeeneHre CpoKoB XpaHEHUs T0KY-
MeHTOB. CocTaBie€HHE HOMEHKIATypbl Aei. Jlea MOCTOSHHOTO M BPEMEHHOIO
CPOKOB XpaHEeHUs1, HOPMUPOBAHUE OMUCH TAKUX JEI.

ABTOMAaTU3UPOBAHHBIN TOKYMEHTOOOOPOT opranuzanuu. Co3naHue KOMITb-
I0TEPU3UPOBAHHOTO JOKYMEHTOO00PpOTA MPEAIPUSITHS.

PA3JIEJI 2. CAMOCTOATEJIBHASA PABOTA CTYJAEHTOB

2.1 Buabl caMoCTOATEILHOM PA00THI CTYACHTOB U NepeYeHb Y4eOHO-
METOANYECKOro odecrnedeHus A5 CAMOCTOSATEeIbHONH PadoThI 00yYaArOIIUXCH

Bunel camocTosTenbHON pabOThI: KOHCTIEKTHPOBAHUE MEPBOMCTOYHUKOB U
Ipyroil yueOHOI U HAyYHOH JHUTEepaTyphl; MpopadoTka yd4eOHOro marepuaia (1o
KOHCTEKTaM JICKIIUM, Y4eOHON W Hay4dHOU JuTeparype); paboTa B AJIEKTPOHHOU
OuOIMoTeUHOM cucteme; paboTa ¢ TeCTaMHU U BOIPOCAMH JJisi CaMOIPOBEPKH;
MOJIFOTOBKA K 3aU€Ty WJIM dK3aMEHY.

nepeuensb yueOHO-Memoouiecko2o obecneuenus Oisi CamoCmoamensHol pa-
boombl 0Oyuarowuxcsa. METOANYECKUE yKa3aHUs M0 CaMOCTOSITENIbHOM paboTe cTy-
JICHTOB M0 JAHHOW AMCIUIUIMHE (B OMOJIMOTEKE By3a); ydeOHas U MeToauvecKas
JuTeparypa B OMOIMOTEKE U DJIEKTPOHHOM OMOIMOTEKE By3a; OTBEJCHHOE IS Ca-
MOCTOSITEIbHON paOOThI BpeMs 3aHATUN B KOMIIBIOTEPHBIX KJlaccax By3a, BKIIOUas
paboTy CO ClEeUUATM3UPOBAHHBIM MPOrPaMMHBIM OOecrieueHreM, UH(OPMAaIMOH-
HBIMU CITPABOYHBIMU CUCTEMaMH.

@DOopMBI CaMOCTOSATEIBLHON pabOThI CTYJIEHTOB MO TEMaM

Paznensr u TeMbl Busl camocTosiTenbHOM paboTh
JTUCHMILINHEBI

1.JIOKyMEHT M CHCTEeMBI JOKY- | MpopaboTka Yy4eOHOro marepuana (1Mo KOH-
MeHTalMu PeKBU3UTHI JTOKYMEH- | CIIEKTaM JIEKIMM, y4eOHOW M Hay4dHOW JIHTe-
TOB patype); paboTta B 3JEKTPOHHOW OMOIMOTEU-
HOM cucreme; paboTa ¢ MaTepualaMy TEKyIlle-
r0 KOHTPOJISA, TOArOTOBKA K 3a4ETy
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2.YupaBieH4yeckass —JOKyMEHTa-
nus. CocraBiieHue u opopmiieHue
OCHOBHBIX JIOKYMEHTOB.

npopaboTka ydeOHOro marepuana (1Mo KOH-
CIIeKTaM JICKIIMH, y4eOHOM W HaydyHOW JIUTE-
parype); paboTta B JIEKTPOHHON OHOIMOTEY-
HOM cucTteme; paboTa ¢ MaTepuaiamMu TeKyle-
ro KOHTPOJISA, MOJATOTOBKA K 3a4€Ty

3.KanpoBass noxkymenranus. Kop-

nmpopaboTka ydeOHOTO MaTepuana (Mo KOH-
CIEKTaM JIeKIUi, yd4eOHOM M Hay4HOW JuTe-
patype); paboTta B 3JEKTPOHHOU OMOIMOTEU-
HOIl cucTeMe; paboTa ¢ MaTepuasaMu TEKyIle-
r0 KOHTPOJISA, TOATOTOBKA K 3a4€Ty

npopaboTka ydeOHoOro marepuana (1Mo KOH-
CIIeKTaM JICKIIUH, y4eOHOM W Hay4dyHOH JIUTe-
patype); pabota B 3JEKTPOHHOU OHOIMOTEU-
HOU cucTteme; paboTa ¢ MaTepuaiaMu TeKyIle-
r0 KOHTPOJISA, MOJATOTOBKA K 3a4ETy

PECIIOHJACHINST  MEPUOANYECKUX
MEpOIPUATHN

4.JlenoBas KOPPECIIOHACHIIUS.
JlenoBble 1 KOMMEPYECKHE ITUCh-
Ma

5.0pranuzanus  JOKYMEHTO00O0-

pora. CucreMarn3anusi JOKyMEH-
ToB. HoMeHnknatypa nns ux ¢op-
MupoBaHusl U xpaHenus. Uudop-
MallMOHHO-KOMMYHHKAIIMOHHBIE

npopaboTka ydeOHOro marepuaina (10 KOH-
CHEKTaM JIEKI[UH, y4eOHOM M HAy4yHOH JIMTe-
patype); paboTta B JIEKTPOHHON OUOIMOTEU-
HOM cucTeMe; paboTa ¢ MaTepuaiaMu TeKyIe-
ro KOHTPOJISA, TOJATOTOBKA K 3a4eTy

TEXHOJOTHH B COBPEMEHHOM [I0-
KYMEHT0000pOTe

2.2 Meroauueckne YKa3aHus 1Jis1 00y4aromuxcs M0 OCBOEHUIO JUCHU-
IJIMHBI

CamocrosiTennbHasi paboTa CTYyJIEHTOB Pa3BUBAET CAMOCTOATEILHOCTh MBbIIII-
JIeHUs, CMOCOOCTBYeT (OPMHUPOBAHMIO HAYYHBIX  HHTEPECOB, MPUOOPETEHUIO
HAaBBIKOB CAaMOCTOSITEIPHOM pabOTBl C JUTEPATypod, MPHOOMIAeT K Hay4dHO-
WCCJICIOBATEIILCKOW JICATEIBPHOCTH, IIOMOTAeT OCBOWTH IPAKTUKY HAIMCAHUS
HAyYHBIX TPYAOB, TEXHUKY HAydHOH PaOOThI, pabOTHI CO CIEUATU3UPOBAHHBIM
MIPOTrPAMMHBIM 00ECTICYCHUEM, PUEMBI 0POPMIICHHUS TEKCTA PYKOIIMCH | T. 1.

3aHATHS CEMUHAPCKOTO THIIA B 3HAYUTEIIBHOW CTEIIEHW OPHEHTHPYIOTCS Ha
MPUMEHEHHUE MMOTYyYEHHBIX BO BpeMsl JICKIIUA 3HAHHWM, HAa OTPaOOTKY U CUCTEMATH-
3aIUI0 TIPEAMETHBIX U O0IIEy4eOHBIX CIIOCOOOB JIESITEIHLHOCTH (YMEHUM), CIOCO-
OOB ONTUMAJILHOTO MOWCKa U TiepepadoTku uHpopMarmu. CaMOCTOSITENIbHBIE pa-
OOTHI CTYZICHTOB C HUCIOJIH30BAHUEM OMOPHBIX METOAMYECKUX MATEpPHUATIOB (METO-
JTUYECKHE PEKOMEH AN, METOIMYECKUE YKa3aHUs, TETPAIU Ha MIEYaTHON OCHOBE,
WHCTPYKITUH, aJTOPUTMUYECKUE TIPEANHUCAHNS B COJAEPKaHUM WH()OPMAITMOHHBIX
TEXHOJIOTWIA ¥ JAp.) 3a1al0T OPUEHTUPOBOYHYIO OCHOBY y4eOHOH JesSTEIBHOCTH,
MO3BOJISIIOT OMEPATUBHO KOPPEKTHPOBATH MX PAabOTy, OKa3bIBaTh WHIAWBUIYAJh-
HYIO TIOMOIIIb U MTOAJIEPKKY, COBEPIICHCTBOBATh €€ KaueCTBO. Bce 3TO B KOHEUHOM
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UTOTE TO3BOJIAET Ha OCHOBE OINEPATUBHON OOpPAaTHOW CBSI3U MOBBICUTH yIpaBlisie-
MOCTh Y4€OHBIM MPOIIECCOM.

[ToaroToBKy K KaXIOMY 3aHSTUIO CEMHUHAPCKOTO THUIA KayKIbI CTYIECHT
JIOJKEH HAa4aTh C O3HAKOMIICHMS C IUIAHOM 3aHSTHUS, KOTOPBIN OTpaXkaeT CoAepKa-
HUE€ TPEIVIOKEHHOW TeMbl. THiaTenbHOE MPOAYMBIBAHHE U W3YYEHHE BOMPOCOB
IJlaHa OCHOBBIBAETCS HA MPOPaOOTKE TEKYILEro MaTepuasa JICKIUHU, a 3aTeM U3y-
YeHUs1 00s3aTEIbHON U JONOJHUTENIbHON JIUTEPaTyphl, PEKOMEH/I0BAHHYIO K JIaH-
HOl TeMe. Ha OCHOBE MHIMBHIYAIbHBIX MPEANOYTEHUN CTYACHTY HEOOXOIUMO
CaMOCTOATEJBHO BBIOpAaTh TEMY JOKJIaJa MO MpoOJieMe 3aHATUS U MO BO3MOYKHO-
CTH MOATOTOBUTH IO HEMY Ipe3eHTaln0. Eciii nporpaMMoi TUCHUIIIIMHBL IPETy-
CMOTPEHO BBINOJHEHUE MPAKTUYECKOTO 33JaHUsA, TO €r0 HEOOXOAUMO BBIIIOJHHUTD
C YYETOM MPEIJIOKEHHON MHCTPYKIMH (YCTHO WJIM MHUCbMEHHO). Bce HOBbIE OHS-
TUA 110 U3Yy4aeMoOil TeMe HeOOXOJMMO BBIYyYUTh HAU3YCTh U BHECTHU B TJIOCCAPHIA,
KOTOPBIN 11€1ec000pa3HO BECTU C CaMOro Hauyaja U3ydeHHs Kypca. Pe3ynbraT Ta-
KO paOOThI JOJKEH MPOSIBUTHCS B CIIOCOOHOCTH CTY/A€HTa CBOOOJIHO OTBETUTH Ha
TEOPETUUYECKHUE BOMPOCHI 3aHATHUSA, €r0 BBICTYIUICHUN U YYaCTUH B KOJUIEKTHUBHOM
OOCY>KI€HHHM BOIPOCOB HU3y4aeMOW TEMbl, MPABUIBLHOM BBIIIOJHEHUU IpPaKTHYe-
CKHUX 3a/IaHU{ U KOHTPOJIbHBIX padoT.

CrpykTypa 3aHATUS CEMUHAPCKOIO TUIIA

B 3aBUCMMOCTH OT COJEp)KaHMSI M KOJUYECTBA OTBEICHHOIO BPEMEHH Ha
U3Y4YEHUE KaXJOW TEMbI 3aHATHE MOXET COCTOSATh U3 YEThIPEX-TISITH YACTEM:

1. OOcyxneHne TEOPETUUYECKUX BOMPOCOB, OINPEACICHHBIX MNPOrpaMMONn
JUCUUTUINHBI.

2. Joxnaa v/ Uiy BBICTYIIEHUE C IPE3EHTAUSMH 10 MPOoOJIeMe 3aHATHS.

3. OOcyxeHre BhICTYIIJICHUM 110 TEME — TUCKYCCHSI.

4. BrinosiHEHUE TPAKTUUECKOTO 3aIaHUs C TOCJICAYIOMKUM pa30opoM MOTy-
YEHHBIX PE3YyJbTaTOB WM OOCY)XJEHUE MPAKTUYECKOTO 3a/1aHusl, BBIIOJIHEHHOTO
JI0Ma, €CJI TO MPEAYCMOTPEHO MTPOTrPaMMOii.

5. IlonBenenure UTOroB 3aHATHS.

[TepBas yacTb — 00CyXI€HUE TEOPETUUECKUX BOIPOCOB - IPOBOJIUTCS B BU-
ne ppoHTanbHOM Oecenbl cO BCEH TPYIION M BKIIIOYAET BHIOOPOUYHYIO MPOBEPKY
IIPENOIaBaTENIEM TEOPETUYECKUX 3HAaHUW CTyNEHTOB. [IpumepHas npoaoinKuTeb-
HOCTh — JI0 15 MUHYT.

Bropas 4acTb — BBICTYIUIEHUE CTYIEHTOB C JIOKJIAJaMHU, KOTOPBIE JOJIKHBI
COMPOBOXKIATHCS MPE3CHTALMSAMU C 1EJIbI0 YCUJICHUS HATJISIAHOCTA BOCIPUSTHS,
10 OJTHOMY M3 BOINPOCOB 3aHATHs. OOsI3aTeNbHBIA 3JIEMEHT JOKIaAa — MpeIcTaB-
JICHUE W aHalIW3 CTATUCTUYECKUX JAHHBIX, OOOCHOBAaHUE COLMAJIBHBIX MOCIEA-
CTBUI JTHOOOT0 3KOHOMUYECKOTO (PaKTa, IBJICHUS WM MpoIecca.

[Tpumepnas npogoxuTenbHOCTh — 20-25 MUHYT.

[Tocne noknanoB ciaeayeT ux oOcyxaeHue — nuckyccus. B xozae aroro sramna
3aHATUS MOTYT OBITH 33JIaHbl YTOYHSIOIINE BOIIPOCHI K TOKIaUYUKAM.

[TpumepHast IpOIOKUTENBHOCTD — 10 15-20 MUHYT.

Ecnu nmporpaMMoil mperyCMOTPEHO BBIITOJIHEHUE NMPAKTHYECKOrO 3a/1aHMsI B
paMKax KOHKPETHOM TEMBI, TO IPENOJABATENIMU ONPEAEIAETCS €ro COAEPKaHUE U
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JTAETCSl BPeMsl Ha €ro BBHITIOJIHEHUE, a 3aMeT UJIET OOCYKJICHHE pPe3ysbTaToB. Eciu
MPaKTUYECKOE 3aJJaHue JOHKHO OBbLIO OBITh BBIMOJIHEHO JOMa, TO Ha 3aHSATUU Ce-
MHUHAPCKOI0 THUIIA MPErno/iaBaTelib MPOBEPSIET €ro BhINOJHEHUE (YCTHO WJIM MHUCH-
MEHHO).

[TpumepHas npogOIKUTENBHOCTD — 15-20 MUHYT.

3aHATHE CEMHHAPCKOr0 THIMA 3aKaHYMBAETCS MOABEACHUEM HTOroB. CTy-
JIEHTaM JIOJKHBI OBITh OOBSIBICHBI OLICHKU 32 paboTy U JaHbl UX YETKHE 00OCHO-
BaHMUS.

[IprmepHast IpOIOIKUTENBHOCT — 5 MUHYT.

[IpakTHueckure COBETHI MO MOJATOTOBKE MPE3EHTAIMH, JOKIIAAa

— TOTOBBTE OTJIEJIBHO: MIEYATHBIN TEKCT + CIIANAbI + pa3aaTOYHBIN MaTepuail

— ClIaliJIbl — BU3yajbHas Mojaya nHdopmalmu, KoTopas JA0DKHA COJIepKaTh
MUHUMYM TEKCTa, MAKCUMYM H300paXKEHUH, HECYIIINX CMBICIOBYIO HArpy3Ky, Bbl-
[ISIAETh HATJISIAHO U MPOCTO;

— TEKCTOBOE COJIEpKaHUE MPE3CHTALlUA — YCTHAsl p€Ub WM YTEHHUE, KOTOpas
JOJKHA BKIIFOYATh apTyMEHTHI, (DAKTHI, I0Ka3aTelIbCTBA U AMOIIUY;

— PEKOMEHIyeMOE YHCIIO0 claiaoB 17-22;

— o0s3atenbHas HHGOPMAIIHS ISl PEe3EHTAIMU: TeMa, (haMuiug 1 MHUIUa-
Jbl  BBICTYIAONIETO; TUIAaH COOOIIEHUS; KPAaTKHE BBIBOJBI U3 BCErO CKa3aHHOTO;
CIIMCOK MCIOJIb30BAaHHBIX UCTOYHUKOB;

— pa3aToOYHbIA MaTepual — JOJDKEH 00ecTeunBaTh Ty ke TIyOuHy U 0XBar,
YTO M )KMBOE BBICTYIUICHUE: JIIOJIU OOJIBIIE TOBEPSIIOT TOMY, UYTO OHU MOTYT YHECTH
c coOOM, YeM HcUe3aloluM U300paKeHUsIM, CJI0Ba U CIalbl 3a0bIBAIOTCS, a pa3-
JIAaTOYHBIA MATE€PUAl OCTAETCSI MOCTOSHHBIM OCSI3a€MbIM HANlOMHUHAHUEM; pa3ja-
TOYHBIA MaTE€pUAl BAXKHO pa3JaBaTh B KOHIE MPE3CHTALMH; PA31aTOYHBIN MAaTEPH-
aJIbl JOJHKHBI OTJIMYATHCS OT CJIAlIOB, TOJKHBI OBITH OoJiee HH(DOPMATUBHBIMHU.

Jloxiian, coriacHoO TOJIKOBOMY CJOBapro pycckoro s3bika J.H. Ymakosa:
«... coOOILIeHne MO 3aJaHHON TeMeE, C LEJIbI0 BHECTU 3HAHUSA U3 JTOMOIHUTEIHLHOU
JUTEpPaTypbl, CUCTEMATU3UPOBATh MATEPWUJI, MPOWLIFOCTPUPOBATH MPUMEPAMH,
pa3BUBATh HABBIKM CAMOCTOSATEIHLHON paOOThl ¢ HAYYHOW JIUTEpaTypOH, NO3HABA-
TEJIbHBII HUHTEPEC K HAYYHOMY MMO3HAHUIOY.

Tema noksana J0JKHA OBITH COTJIACOBaHHA C MpEnojaBaTesieM U COOTBET-
CTBOBATh Te€ME YUeOHOro 3aHsATHs. MaTepualbl MpU €ro MoJAroToBKe, JOJKHBI CO-
OTBETCTBOBATh HAYyYHO-METOJAMYECKUM TpeOOBaHUSIM By3a U ObITh YKa3aHbl B JIO-
kiane. HeoOxonumo coOmro1ath perjaMeHT, OTOBOPEHHBIN MU MOJYyYSHUHU 3aja-
Hus. Wnmroctpaiuu 10KHBL OBITh 1I0CTaTOYHBIMHU, HO HE upe3MepHbiMU. PaboTa
CTyJICHTa HaJl JOKJIaJOM-TIPEe3EHTAlMe BKIIOYAaeT OTPaOOTKY YMEHHUS CaMOCTOSI-
TeJbHO 0000IIaTh MaTepual U JeiaTh BBIBOJbI B 3aK/IIOUCHUE, YMEHUS OPUEHTHU-
poBaThbCcsl B MaTepUale W OTBEYATh HA JIOMOJIHUTEIbHBIC BOMPOCHI CIYIIATENEH,
OTpabOTKYy HaBBIKOB OPaTOPCTBA, YMEHUS TIPOBOJAUTH TUCITYT.

JIOKIaQUMKH JTOJ>KHBI 3HATh U YMETh:

— €0001IaTh HOBYIO MH(OPMAITNIO; HCTIOIB30BATh TEXHUYECKUE CPE/ICTBA;

— XOpOIIIO OPUEHTUPOBATHCS B TEME BCETO CEMUHAPCKOTO 3aHATHS; TUCKY-
TUPOBATh U OBICTPO OTBEYATh HA 3aJIaHHBIE BOMPOCHI;
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— YETKO BBIIIOJIHATH YCTAHOBJIEHHBIN periiaMeHT (He 0omaee 10 MuHyT);

— MMETh NPEJICTABICHUE O KOMITO3UIIMOHHOM CTPYKTYpe JOKIaaa U Ap.

CrtpyKTypa BBICTYIUJICHUS

Bcerymnenue momoraet o0ecnednTh yeneX BBICTYIUICHUS TI0 JTF0OOW TeMaTH-
Ke. BeTymienne nOmKHO copeprkaTh: Ha3BaHWE, COOOIIEHHE OCHOBHOM HJIEH, CO-
BPEMEHHYIO OIIEHKY MpEIMETa U3JI0KEHUS, KPaTKOE MEPEUUCICHUE pacCMaTpUBa-
€MBIX BOIIPOCOB, JKUBYIO MHTEPECHYIO (OPMY HU3JIOKEHUS, aKIICHTUPOBAHUE BHU-
MaHHS Ha BaKHBIX MOMEHTAaX, OPUTMHAIIBHOCTh MOJIX0/1A.

OcHoBHasi 4acTh, B KOTOPOW BBICTYMAIOIINI JODKEH TIIyOOKO PACKPHITH
CYTb 3aTPOHYTON T€MbI, OOBIYHO CTPOUTCS MO MPUHIUITY OTYETa. 3a7a4a OCHOBHOM
YacTH — NPEJCTABUTh IOCTATOYHO JAHHBIX JJISI TOTO, YTOOBI CIYyIIATEIN 3aUHTEpe-
COBAJIUCh TEMOW M 3aXOTEIU O3HAKOMUTBHCA ¢ Marepuanamu. [Ipu 3TOoM sorude-
CKasi CTPYKTypa TEOPETUYECKOTO OJIOKa HE JOHKHBI JaBaThCs 0€3 HATJISJIHBIX TO0-
coOui, ay/IM0-BU3YyaJIbHBIX U BU3yaJIbHBIX MATEPUAJIOB.

3aKiroueHue — sICHOE, YeTKOe 0000IIeHNEe U KPaTKUE BBIBOJIbI, KOTOPHIX BCE-
ra KAyT CIyIIATeIn.

Buasl camocTosiTebHON pabOThl CTYJIEHTOB, 00ECIEUMBAIONIUE peaiu3a-
MO IEJIN U PEIICHUE 3a/1au JaHHOW AUCIUTLINHBIL:

— TOJATOTOBKA K CEMHUHAPCKUM 3aHATHSIM;

— HU3y4YEHHE TeM B paMKaX CaMOCTOSITEIIbHOU paboThI;

— BBIIIOJIHEHUE KOHTPOJIBHBIX U TBOPUYECKUX 3aJaHUI;

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

CamocrosiTenbHass padoTa CTyJEHTOB JOJDKHA CIOCOOCTBOBATh OOJEe Iiy-
OOKOMY YCBOCHHUIO M3y4aeMOM IUCHMIUIMHBI, (POPMUPOBATH HABBIKM HCCIEIOBA-
TENIBLCKON pabOThl U OPUEHTHUPOBATH CTYJICHTOB HAa MPUOOPETEHUE HABBIKOB MpPHU-
MEHEHUS TEOPETUUECKUX 3HAHUMN Ha MPAKTHKE.

CTpyKTypa caMOCTOSATEIHLHOM paOOThl BKIFOUAET TP OCHOBHBIX dTara: Moj-
TOTOBUTEJBHBIII WU OPUEHTUPOBOYHBIM, MCHOJIHUTEIBHBII W KOHTPOJBHO-
JIMarHOCTUYECKUIl. B paMKax yKa3aHHBIX 3TAloOB MOCJIEI0BATEIbHO BBIMOIHSIIOTCS
cienyrone yueOHble JEeHCTBUA: aHaIU3 yueOHOTO 3aJ]aHusl M CPOKOB €r0 BBIMOJI-
HEHUs, TIOUCK CITIOCOOOB M CPEJICTB €ro BBIMOJHEHUS;, TUITAHUPOBAHUE XO/a BBITIOJI-
HEHHUS 3aJ]aHusl U MPOTHO3UPOBAHUE BO3MOXKHBIX 3aTPyIHEHUH, MPOBEpPKaA, OIEHKA
U CaMOOIIEHKa MOJIYYEHHBIX pe3yJbTaToB. CTPYKTYpY CaMOCTOSATEIbHOU PabOThI
CTYJICHTBhI HE TOJBKO JOJDKHBI 3HATh, HO U MPUMEHATHh 3TU 3HAHUS B CBOEH Jes-
TEJLHOCTH.

[Tponecc n3yueHus: yueOHOro npeaMera MOXKHO pacCMaTpuBaTh Kak MoOCIie-
JIOBaTEJIbHOE TMOTPY)KEHHE CTYJICHTa B COJCpP)KaHHE M3y4aeMOro maTepuana Mojl
"BecoM" cOOCTBeHHBIX 3HaHMU. OJHAKO B HEM BBIJICISAIOTCS TPU dTama, Kade-
CTBEHHO PA3JIMYHBIX IO CBOMM 33/1auaM M BUJIAM BBITIOJHSAEMbBIX JEHCTBUM.

1-Bb1it 9Tann PaccMoTpeHue BbIICIEHHBIX KOMIIOHEHTOB TEKCTa y4eOHOM -
TepaTyphl. 3ajava: MOHATH BCE, 4TO OpocaeTcs B TJia3a W JIETKO 3allOMUHAETCS, U
pa3euTh TEKCT HA UHTEPECHOE, TIIaBHOE U BTOPOCTENIEHHOE.

Ha sTom stamne He TpeOyeTcst mpuiiaraTh yCHINS JIJIs 3ay9UBaHUS YETO-TH00.
O06o03peBaeTcs Bech yUeOHBIN MPEAMET, HO MPOMYCKAIOTCS HE TOJIBKO TOIPOOHO-
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CTH, a Jake OonbImas 9acTh TekcTa. [Ipoiecc n3ydeHns HaYMHACTCS O3HAKOMIIE-
HUEM CO CTPYKTYpo#l yueOHoro mMarepuana. OHa aHAIM3UPYETCS HA MPOTSKEHUU
JTana Bce noJipoOHee U Mo ipoOHee BIUIOTH JI0 MEPBOTO MPOJAYMBIBAHUS KaTErOpH-
aJIbHOTO armapara.

[lepenucTbiBaTh MaTepuall HY>KHO BHUMATEJIbHO, HE MPOITyCKas CTPAHMII.
[Tone3Ho 3amep:KUBaTHCS HA MHTEPECHOM, HO HE OCTAaHABIMBATHCA HAJO0JTO, HE
MpuiaraTh OLIYTHUMBIX YCUJIMN JJIs 3allOMUHAHUS YBUJEHHOTO M MPOYUTAHHOTO,
HO TBITAThCSI COMMOCTABUTH €r0 C TEM, YTO YK€ 3HAKOMO, U MOHSTH ero cMbIci. Ec-
JIM HE MOJYyYHJIOCh, TO, HE 3aJIEPKUBASICh, HY>KHO UATH Aanbiie. [locie Toro kak
BBINIUCAHBl TEPMUHBI U OMpPEACIICHUS, CIEAYyEeT MPOJIUCTaTh YYEOHUK €Ille pa3 u
MPOYECTh BCIYX, YETKO MPOU3HOCA CJIOBA, BCE TEPMHUHBI U UX OMPEACIICHHS. DTO
MOMOKET HAYYUThCS MPABUIIBHO MPOU3HOCUTH HOBBIE CJIOBA.

2-11 oramn. bermoe ureHue Bcero ydueOHOTO Marepuaia. 3ajada: MOHATH BCE
YTO MOKHO TOHSTh, HE YIIyOJsisach B THIATEIbHBIN pa300p, OCHOBHOE BHUMAaHHUE
YAEISISE TEOPETUUECKON YaCTU MaTeprala.

Ha sTom sTane BeinomHseTcs, Oeriioe CKBO3HOE YTEHHE BCEM TEOPETUIECKOM
4acTH yueOHOTO Marepuaia, YTOObl BBISIBUTh U TTOHATH OCHOBHBIE KaT€roOpvH, B3a-
MMOCBSI3H MEXIy HUMH. J[JIs BBIMTOJHEHUSI MOCTABIECHHOM 3aJa4dl CTyJAEHTaM pe-
KOMEHAYETCS:

berno nBa pa3za mpouecTb BCIO TEOPETHUECKYHO 4YacTh. [Ipu 3TOM uuTath
TOJBKO OCHOBHOMW TEKCT, IPU UTCHUHU HUTJIC HE 3aJICPKUBATHCS, HETIOHATHBIC ME-
CTa MpOIlycKaTh, HE MPUJIaraTh yCWIMS JIS 3allOMUHAHUSI MPOYUTAHHOIO, CTa-
paThesl CIEAUTHh TOJIBKO 32 OCHOBHBIM CMBICIIOM, COJIEp’KaHHEM TeKCTa. bwicTpo
MpoUTS BCE OT Havasia 0 KOHIIA, CTYJEHT He YCIeeT 3a0bITh TO, YTO OBIJIO BHAYa-
Jie, ¥ IPEICTaBUT ce0e 0OIIYI0 KapTHHY.

[Tocne 3Toro CTyJIeHT BAyMYHUBO JIOJDKEH MPOYECTh, €Ie OJIMH pa3, OTMevas
HAa MOJISIX HEMOHSTHBIE MECTA TPEX CTEMEHEU CIIOAKHOCTH.

K mepBoy cTernenu Cii0)KHOCTU OTHOCIT MaTepuall, KOTOPbIM MOKHO IMOHSITh
IIPU CaMOCTOSITENIbHOM pa30ope, Tak Kak UMEETCsl JOCTATOYHO HH(POPMAIIMK B TON
e riaBe. BTOpyro cTeneHb CIIOKHOCTU MPENICTABISET MaTepHall, KOTOPbIA TOXKE
MO>KHO TIOHSITh CaMOCTOSITEIBHO, HO JJISI ATOTO HYXXHO OOpaIlaThCsi U K JIPYyTrUM
riaBaMm yueOHuka. K TpeThell cTerneHu CI0KHOCTA OTHOCUTCS MaTepual, 3aCTaB-
JISTIOIIUNA CTYJIEHTa OOPATUTHCS K APYrOMY MUCTOYHHUKY WJIU K MPEINo/1aBaTelto, mo-
CKOJIbKY MH(OpPMALIMH, HAWIEHHON B yUeOHUKE, EMYy 0Ka3ajoCh Malio.

3-Tuii dtam. MenmjieHHOE YTeHHE W pa30op HESCHBIX BOMPOCOB. 3ajaaya:
pazo0patbcs B CIIOKHOM, MaTepuase, 00paTUTh BHUMaHUE HA B3aUMOCBSI3U MEX-
Iy TOHATUAMHU. [Ipy 5TOM BBIMOJHSAIOTCS CICAYIONINUE TCUCTBUS:

MenneHHoe YTeHHe BCero yueOHHMKa U pa300p HEMOHSTHBIX BOMPOCOB IEp-
BOM CTEMEHM CJIOXKHOCTHU. [Ipu HE0OXO0IUMOCTH TOIB30BAThCS KapaHAAIIoOM U 0y-
Marou. Uurars Bce, HUYEro HE MPOIYCKasl.

MenyienHoe YTeHHe BCero yueOHHUKa M pa300p HEMOHSTHBIX BOMPOCOB BTO-
POM CTEINEHU CJI0KHOCTH.

JIns HaxXoXAEHUsS OTBETOB HAa HEMOHSTHBIE BOIMPOCHI TPEThEH CTENEHU
CJIOKHOCTH OOPaTUTHCSI K JOTIOTHUTEIBHON JTUTEPATYPE UITH K MIPEIMOIaBaTEIIO.
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CamocTosTenbHast paboTa Ha JEKIUU

Crnymanue 1 3anuch JICKIIUA — CJI0KHBIM BUJT By30BCKOM ayJTUTOPHOM pabo-
Thl. BHUMaTenbHOE CylllaHWe W KOHCHEKTHPOBAaHWE JICKIMM Tpeanosaraer WH-
TEHCHUBHYIO YMCTBEHHYIO JESATEIBHOCTh CTyJeHTa. KpaTkue 3amucu JeKIui, uxX
KOHCIIEKTUPOBAHUE TOMOTaeT YCBOUTH Y4eOHbIA Marepuain. KoHCmekT siBisieTcs
MOJIE3HBIM TOT/a, KOTJIa 3aITMCAaHO CaMO€ CYIIIECTBEHHOE, OCHOBHOE M CIEJIAHO 3TO
CaMUM CTYJICHTOM.

He Hazmo crpemuThes 3anmucaTrh JTOCIOBHO BCHO JIEKIHIO. Takoe «KOHCIIEK-
TUPOBAHUE» NPHHOCUT OOJIBILIE BPEJa, YEM IOJIb3bl. 3aMKUCh JIEKIUNA PEKOMEHY-
€TCsl BECTH 10 BO3MOXKHOCTH COOCTBEHHBIMHU (hopMynupoBKamu. JKenaTelbHO 3a-
MUCH OCYIIECTBISATH HA OJHOM CTPaHMIIC, a CIEIYIOIIYI0 OCTABIATh JJIsl MPOpaboT-
KH y4eOHOT0 MaTepuaia CaMOCTOSTEIFHO B JOMAIITHUX YCIIOBUSX.

KoHcHeKT jexuuu Jiydiine noapa3aenisaTh Ha MyHKThI, maparpadsl, coomroaas
KpPacHYIO0 CTPOKY. JTOMYy B OOJIBIION CTeNeHUu OyAyT CIOCOOCTBOBATH IMYHKTHI
IUIaHa JIEKIHUH, IPEUI0KEHHbIE ITpenoaasaressiM. 1[puHiunuansasie Mecra, onpe-
neneHus, GopMylibl U Jpyroe CieayeT CONPOBOXKIATh 3aMEYAHUSIMH «BaXKHO»,
«0Cc000 BaXKHO», «XOPOLIO 3alIOMHUTH» U T.IM. MOXHO AeNaTh 3TO U C HOMOIIBIO
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.
PaboTast Hag KOHCIEKTOM JIEKLUW, BCerja HEOOXOAUMO HCIIOIb30BaTh HE TOJBKO
y4eOHUK, HO U Ty JIMUTEPATYpPY, KOTOPYIO TOMOJHUTEILHO PEKOMEHAOBAI JIEKTOP.
HIMeHHO Takasi cepbe3Hasi, KpornoTianuBas padoTa ¢ JEKUHMOHHBIM MAaTEpUaJIOM I03-
BOJIUT ITyOOKO OBJIaJIETh 3HAHUSIMHU.

PA3JEJI 3. YHEBHO-METOANYECKOE OBECIIEYEHHME IUC-
IUIIJINHbI

OcHosHnas numepamypa

Ky3nenosa, 1. B. JlokymeHTHpOBaHHE YIPABICHUYECKON AEATEIBHOCTH
yaeOHoe nocobue ais 6akanaBpoB / W. B. Ky3nenosa, I'. A. Xauatpsin. — 2-e uzj.
— Mockaga : lamkoB u K, Aii [Tu Op Menua, 2021. — 240 c. — ISBN 978-5-394-
03274-5. — Tekct : anextponHsiid // Ludposoit oOpazoBarensHblil pecypc IPR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/99364.html (maTa o6Gpa-
mienus: 23.01.2023). — Pexxum goctyma: ajis aBTOpU3Up. MoJib3oBarTesnen

Jlononnumenvnas numepamypa

JlenoBasi kKoOMMyHHKausl B ipodeccruoHanbHoi cdepe : yuedHoe nmocodue /
. A. 3ybkona, JI. K. AnaxBepauesa, 1. A. XuBotkosa, C. A. Kpyrinosa. — Po-
ctoB-Ha-JloHy : JIOHCKOI rocy1apCTBEHHBIN TEXHUYECKU yHUBEpcUTeT, 2020. —
143 ¢. — ISBN 978-5-7890-1825-5. — Tekcr : anekrponnsiii // Iludposoit ob6pa-
30BaTEJIbHBIN pecypce IPR SMART : [caiiT]. — URL:
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https://www.iprbookshop.ru/118035.html (nara oGpamenus: 23.01.2023). — Pe-
KM JOCTyma: TUISt aBTOPHU3HP. MOJI30BATEIICH. - DOI:
https://doi.org/10.23682/118035

Jluyenzuonnvle pecypcol UHGOPMAYUOHHO-MENEKOMMYHUKAYUOHHOU Ccemu
"Unmepnem", neobxooumvle 0151 0C80eHUS OUCYUNTUHBL

DNeKTpOHHO-OMOIMOTEeYHAs cHUCTEMa: 1o [1apOJIIo. URL:
http://www.iprbookshop.ru/ [IpegycMoTper pexum A1 c1abOBHUISIINX.

Jluyensuonnoe u c60600HO pacnpocmpausemoe npocpammHoe obecneyetue,
8 M.4. 0meuecmeenHo20 Npou3800Cmed, Co8peMeHHble npogeccuonalvbhbvie Oazvl
OAHHBIX U UHGDOPMAYUOHHBLE CNPABOYUHbIE CUCTEMbL (UHDOPMAYUOHHBLE MEXHOIIO-
2ul), UCNOAb3YEMOe NPU OCYWecmsaeHuy 00pa3oeamelbHo20 npoyecca no OUCYU-
nauHe

— Microsoft Windows (u1ieH3M0OHHOE).

— Oducnbiii naker nporpamm MicrosoftOffice, BKirrouaromniuii TEeKCTOBBIN pe-
naktop MicrosoftWord, snexrponnytro Tadnuiy MicrosoftExcel, mporpammy st
noarotoBku npe3entanuit MicrosoftPowerPoint, 6paysep InternetExplorer (siu-
IIEH3UOHHOE).

— IIporpammusriii npoaykt 1C: Ilpenmnpusitue (0oTeuecTBEHHOE TPOU3BOICTBO)

— Huadopmarmonnas cripaBoyHas cucrema u 6a3a nanubix « KoHcynpTaHT-
[Tmrocy» http://www.consultant.ru/ (moctyr 1o napoJito) (0Te4eCTBEHHOE MPOU3BO/I-
CTBO)

— Cryaendeckuii nuHOOpPMAIMOHHO-CIIPABOYHBIN TTopTan "["apaHT-
OopasoBanue" https://edu.garant.ru/ (moctym cBoOOIHBIH) (CBOOOIHO pacmpo-
CTpaHseMOe);

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

— Scopus — egnHas 6a3za JaHHBIX PEIICH3UPYEMON HAYUYHOUW TUTEPATYPHI.
WWW.SCOPUS.COM (IocTyn CBOOOIHBIN);

OTKpbITBHIE 0a3bl JTAHHBIX Munduna Poccun
https://www.minfin.ru/ru/opendata/ (cBo6oaHO pacmpocTpaHsIeMoe)

Ocobennocmu y4eOHo-memoouuecko2o obecneyenuss O0isi Uy ¢ 02PAHUYEH-
HBIMU 803MONCHOCMAMU 300P08bS U UHBAIUOO08

CTyneHTbl ¢ OrpaHUYEHHBIMH BO3MOXHOCTSMHU 3/I0POBbS, B OTJIHYUE OT
OCTaJIbHBIX CTYJIEHTOB, UMEIOT CBOM CIeM(PUIecKre OCOOEHHOCTH BOCTIPUSITHS, TIe-
pepabotku marepuana. [logbop u pazpaboTka y4eOHBIX MATEPUAIOB IS TAKUX CTY-
JICHTOB MIPOU3BOJUTCS C YUYETOM TOT0, YTOOBI MPEAOCTABIATH ATOT MaTepHal B pas-
JUYHBIX (hOpMax TakK, YTOOBI MHBAIHIBI C HAPYIICHUSIMU CITyXa TOTydaiu nHbopMa-
[MIO BHU3YalIbHO, C HapyIIEHUSIMU 3peHus - aynuanbHo. [IpemycMoTpeHo B ciydae
HEOOXOMMOCTH CO3/IaHME TEKCTOBOW BEPCHH JIFOOOTO HETEKCTOBOTO KOHTEHTA IS
€ro BO3MOXHOT'0 MTPeoOpa3oBaHus B allbTepHATUBHbBIE (DOPMBI, YIOOHbIE IS pa3Iuy-
HBIX TIOJI30BaTENICH, aJbTEPHATHBHYIO BEPCHIO MEIMAKOHTEHTOB, MPEIyCMOTPEHA

18



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

BO3MOKHOCTh MACIITA0MPOBAHMS TEKCTa M W300pakeHWH O3 MOTepu KayecTBa,
NPeyCMOTPEHA JOCTYITHOCTD YITPABICHUS] KOHTEHTOM C KJIaBHATYpPHI.

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

4.1 IlepeyeHb KOMIIETEHIUI, OlleHUBAHUE (OPMHUPOBAHMS KOTOPBIX
NMpeyCMOTPEHO B NMpoIlecce TEKYIEro KOHTPOJIsSl U MPOMEKYTOYHOM aTTecTa-
MU [0 JUCHUTITHHE

YK-4 CnocobeH oCylIecTBIATh JEIOBYI0O KOMMYHHKAIIMIO B YCTHOH U
NUCbMEHHOM (popme Ha rocyaapcTBeHHOM si3bike Poccuiickoit denepauuu U Ha
MHOCTpaHHOM(BIX) sI3bIKE(aX)

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

4.2 OueHO4YHBbIE CPeICTBA sl MPOBEACHUSI CAMOKOHTPOJIA U TEKYIIero
KOHTPOJISI 0CBOCHH S JUCHUILTHHBI

Tema. 1. JIOKyMEHT U CUCTEMBI JOKYMEHTALIMU. PEKBU3UTHI JOKYMEHTOB

1. KakoBa posib Ae10npor3BOACTBA B OpraHU3alluu yIPaBICHUS MPEAPUsi-
THEM?

2. HazoBuTe OCHOBHBIE 33J1a4l U (PYHKIMU AEIIONPOU3BOICTBA.

3. Uto takoe nokymeHntupoBanue? JlokymeHT0o000p0oT? JIOKYyMEHTOOTOK?

4. Yto Takoe peKkBU3UTHI JOoKymMeHTa? Ha30BUTE OCHOBHBIE PEKBU3UTHI J0-

KYMEHTOB.

5. YrioBoe pacmnoyiokeHne PeKBU3UTOB UMEET JiBa BUAA: (DJIAHTOBOE U 1IE€H-
TpoBaHHOE. B uem ux paznuuune?

6. Kakuie BubI OJTaHKOB JJ1s1 1€JIOBOM MEPENUCKU Bbl 3HaeTe?

7. Kakue >JIeKTpOHHbIE KOMMYHHMKAIIMM HWCIOJB3YIOTCA MPU OpraHu3aluu
JTOKyMEHTO000poTa?

Tema 2. Ynpasnenueckasa nokyMeHnrtauus. CoctaBieHue u opopmieHue oc-
HOBHBIX JOKYMEHTOB

1. Ha3oBuTE OCHOBHBIE OPraHU3aLMOHHBIE TOKYMEHTHI.

2. Kak odopmiisercs yctaB npeAnpusiTUs?

3. [MaiiTe onpeaeneHnsi OCHOBHBIX PacOpPAIUTEIbHBIX JOKYMEHTOB.

4. Kak oopmirsieTcst IpuKa3s 1o oOIen 1eaTeIbHOCTH ?

5. HazoBuTe 0CHOBHBbIE HHPOPMALIMOHHO-CIPABOYHBIE IOKYMEHTHI.

6. Kakue cymiecTBytoT 0cOOEHHOCTH 0pOPMIICHHUST aKTOB?

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

Tema 3. KanpoBas nokymeHnTanusi. KoppecnoHaeHIus NEPUOANIECKUX Me-
pOIpUATUI

19



1. KakoBbl ocobeHHOCTH OQOpMIICHUS 3asBJIICHUA O MpueMe Ha padoTy, O
MepPeBOJie Ha IPYTYIO JTOJDKHOCTh U 00 OCBOOOXKIEHWU OT 3aHMMAaeMOM JIOJDKHO-
ctu?

2. Kak odopmusiercss Tpynosas kHmkka? Kakue pasnensl UMEET TpyIoBast
KHWKKa? Ha ocCHOBaHUU 4ero JenaroTcs 3aucu B TPYIOBYIO KHUKKY?

3. Kakue BUJIbl JOKYMEHTOB BKJIFOYAET JIMYHOE JI€JI07

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

5. Kak npaBuiibHO coctaBuTh pestome? [lepeuncinre OCHOBHBIE pa3ieiibl
pe3tome.

6. B kakux ciydasx HEoOXOIMMO COCTaBjieHHE aBToOWOrpaduu? Xapakrte-
puctuku? Ilepeuncinure OCHOBHBIE pa3Jebl.

7. Kak oopmiisercss mpoToKo?

Tema 4. [lenoBast KoppecnoHAEHIMS. JleT0BbIE U KOMMEPUYECKHUE TUChMa

1. Uem xapaktepusyercs Aea0Basi KOPPECIOHICHISA?

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

3. KakoBa cTpykTypa JeI10BOM KOPPECTTOHACHIUN?

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

5. B ueM 0COOEHHOCTH JOKYMEHTAIBHOTO O(OPMIIEHUS PEIICHUI B YIpPaB-
JIEHUU MPOU3BOJCTBEHHON JESITEIBHOCTBIO OpPraHU3aluil MpU BHEIPEHUH TEXHO-
JIOTUYECKHUX, IPOYKTOBBIX HMHHOBALIMI WM OPraHU3allMOHHBIX U3MEHEHUI ?

Tema 5. Opranmzanus nokymeHTooOopoTa. CucTemaTu3anus JOKYMEHTOB
Homenknatypa s ux QopmupoBanusi u  xpaHeHus. HWHpopmanmoHHo-
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 TpaBUIIaM MPOBOAUTCS 00paOOTKAa UCXOMAIINX U BHYTPEHHUX
JIOKYMEHTOB?

7. UTo moHMMaETCs MOJi XpaHEHUEM JJOKYMEHTOB B JICKTPOHHOU (hopme?

8. OcHOBBI UCIIOJIb30BaHUs COBPEMEHHBIX uH(pOpMaIUOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJOTUH B JOKYMeHTOOOOpoTe. 3ammTa nHhOpMaIii 1
MIEPCOHAJILHBIX JaHHBIX.
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4.3 OneHOYHBbIE CPEICTBA MPOMEKYTOYHOM ATTECTANNH JIJISl OLleHUBA-
HUSl YPOBHS ()OPMUPOBAHUSI KOMIETEHI[HI1, COOTHECEHHOTO C MJIAHUPYEMbIMHU
pe3yJbTaTaMu 00y4eHHsI 10 AUCHHUILINHE:

I1o KOMIIOHEHTEe KOMIIETEeHIHI «3HATHY:
1. OmnpeneneHusi U OCHOBHbBIE TIOHATHS I€IONPOU3BOJICTBA.
2. T'ocymapcTBeHHasi cucCTeMa JOKYMEHTAIIMOHHOTO OOeCleueHusl YIpPaBJICHUS
(I'CHOY). O6mme TpeOoBaHUs K CiIyx’0amM JOKYMEHTAIIMOHHOTO OOECIeUEeHHUS
yIpaBICHUS.
3. Yuuduxamus, crangaptusanus, Tpadapetusanus GopM yIpaBIeHYECKON T0-
KyMEHTAaIIUH.
4. Tlousatue pexBu3uTa JoKyMeHTa. [loHsTHEe hopmymsipa-oOpasia JOKyMEHTA.
5. IlpaBuna odopmiieHus: CTpaHUIBI JOKYMEHTA C MOMOIIbI0 WH()OPMALMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOIOTHI. POpMAaTHI.
6. IlpaBuna odopmiieHHs TEKCTOBOTO Marepuasa, MpUMEYaHul, MPUIIOKEHUN U
o0ocHoBaHU# Kk Tekcty. [IpaBuna odhopmiienust Oubauorpadum.
7. TlonsiTue opuruHana, 1y0IuKaTa v KOMUU JOKYMEHTA.
8. Pacnonoxxenue peKBU3UTOB Ha OJIaHKE IOKYMEHTA.
9. Odopmienue TekcTa TOKYMEHTOB B BUJIE aHKET, TaOJUII, CBA3HOIO TEKCTa, a
TaK)Ke B BUJIE COSAMHEHUS ITUX (PopM.
10. TloHsaTHe OpraHU3aIMOHHBIX TOKYMEHTOB U UX OCHOBHBIC BHUJIBI.
11. TloHaTHE pacTOpSIUTEIBHBIX JOKYMEHTOB i IX OCHOBHBIC BH/IBI.
12. Tlonarue nHGOPMAITMOHHO - CITPABOYHBIX TOKYMEHTOB M X OCHOBHBIC BHIBI.
13. TloHsaTue KaapOBOIl TOKYMEHTAIINH.
14. OcobeHHOCTH NOKYMEHTaJIhLHOTO OGOpMIICHUS pe3tome, aBToOuorpaduu, xa-
PaKTEPUCTUKH.
15. OcoOeHHOCTH AOKYMEHTAJILHOTO O(OPMIIEHHS MPUKA30B MO JUYHOMY COCTa-
By. OdopmiieHre TPyI0BOM KHUKKU, TUIHON KapTOUKH, TUIHOTO JIeTa.
16. OcoOGeHHOCTH TOKYMEHTAIBHOTO O(OPMIICHUS] KOPPECTIOHICHIINH, CBI3aHHOU
C TIPOBEJICHUEM TIEPUOINYECKUX MEPOIIPUSTUH.
17. OcHoBHBIC MpaBUJIa COCTABJICHUS U JOKYMEHTAIBLHOTO O(QOPMIICHHS ITPOTOKO-
na.
18. Knaccudukanus ne10BbIX 1 KOMMEPYECKUX THUCEM.
19. OcoOGeHHOCTH CTPYKTYpHI JECIOBBIX M KOMMEPUYECKUX MHCEM, HEOOXOIUMBIX
JUTSL CO3/TaHMSI HOBBIX MPEIITPUHUMATEIBCKUX CTPYKTYP.
20. CrangapTtHbeie (ppa3bl U BBIPAKECHHS, HCMOJBb3yeMbIE B TEKCTE JEJOBBIX U
KOMMEPYECKUX TTHUCEM.
21. Ocobennoctu oopmiIeHUs] OTACNIBHBIX BUJIOB MHCEM: MUCbMA-TPOCHOBI, CO-
MIPOBOJIUTEIHLHOTO THChMa, MUCHMA-TIOATBEPKICHUS, MHUChMa-TIPUTIIANICHUS, Ta-
PaHTUHHOIO NUCHhMA.
22. OcobeHHOCTH 0OPMIICHHUS OTACIBHBIX BHUIOB IUCEM: NMHChMa-HAIIOMHUHAHUSA,
MMChMa-U3BEIICHUS, MIChMa-3arpoca 1 MUChbMa-OTBETA.
23. Ocobennocty opopMIIEHHUS JEIOBOTO MUChbMa MEXKTyHApOHOTO 00pasiia.
24. Tlonstue nokymeHnToo0opota. Opranusaimus paboThl C JOKYMEHTAMH.
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25. TlonsTue knaccupUKaIMU ¥ CHCTEMATH3AIIUN JOKYMEHTOB.

26. ITloHsTHE 1T ¥ HOMEHKJIATYPHI Jel. [ pynmupoBKa TOKyMEHTOB B Jela.

27. Jlema mMOCTOSIHHOTO M BPEMEHHOTO CPOKOB XpaHEHHSI, OITMCH TaKUX JIEII.

28. TlonsTue apxmBa, €ro o0opyaoBaHWE. ApXWBHAs CIpaBKa, apXWBHAs KOIHS,
apxuBHas BeIMHCKa. [lepenaya e Ha rocyIapcTBEHHOE XpaHEHHE.

29. 3amura nHOpMaIMHU TPU CO3/IaHUU CITY>KEOHBIX JOKYMEHTOB.

30. CoBpeMeHHBIE CTIOCOOBI U TEXHHUKA CO3/IaHUS IOKYMEHTOB.

I10 KOMIIOHEHTE KOMIIETEHIMHA «YMETh»:

1. JlaTh XapaKTEpUCTHUKY OPTaHU3AIMOHHBIM JOKYMEHTaM, HEOOXOINMBIM
st 0OPMIICHUS PEIIEHUH B YIPABJICHUH OMEPAMOHHON (TIPOM3BOICTBEHHOMN)
JESATEIbHOCTHIO OpPraHW3allU MPU BHEIPECHUM TEXHOJIOTHYECKHUX, MPOIYKTOBBIX
VHHOBALIMH UM OPTaHU3AlMOHHBIX W3MEHEHUM.

2. Ykazarb, Kakoi OJJaHK OpTaHM3aIlluy MPUMEHSIOT JJIsi OPOpPMIICHUS TIPH-
Ka3a [0 OCHOBHOU JIESITENBbHOCTH. JlaTh €ro XapakTEpUCTUKY.

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

4. JlaTh XapakTEpUCTUKY TPEX TOKYMEHTOMOTOKOB, U3 KOTOPBIX COCTOUT JI0-
KYMEHTOOOOPOT MPEANPUSITHUS.

5. JlaTh XapaKTepUCTUKY CXEMbI TEKCTA CIY>KeOHOTO TuchMa?

6. YkazaTp, Kakoll PEKBU3UT HYKHO OPOPMHUTH, YTOOBI KOMHS JTOKYMEHTa
npuooOpesna IPUANIECKYIo cully. JlaTh ero xapakTepucTuKy.

7. JlaTh XapaKTEPUCTHUKY BHIOB COTJIACOBAHUS JOKYMEHTOB.

8. JlaThb XapakTEepHUCTUKY MPOILIECCY OTHECEHUS JTOKYMEHTOB K OIpE/EIICH-
HOMY JIEJTy ¥ CUCTEMATU3AIMU JJOKYMEHTOB BHYTPH HETO.

9. JlaTp XapakTEpUCTUKY JOKYMEHTAM, BXOISIIUM B CHUCTEMY paclopsiau-
TEJIbHOM JOKYMEHTALIUH.

10. Jlath XapakTepuCTUKY IPHKa3y O Mpuéme Ha padoTy.

11. JlaTh XapakTEpUCTUKY CXEMbl NIOCTPOCHHS TEKCTa PaCHOPSIAUTEIBLHOTO
JIOKyMEHTa, HEOOXOAMMOTO JJIsl CO3/IaHUSI HOBBIX MPEANPUHUMATEIBCKUX CTPYK-

Typ.

12. JlaTh XxapakTepuCTHKy criocobaM ohOopMIICHHS AAaThl IIPU COCTABICHUU U
oopmIIeHnH HOPMATUBHO-IIPABOBOM U OyXTalTepCKOM JOKYMEHTaIUU.

13. /IaTh XapakTepUCTUKY NOJJIMHHUKY U KOIIMU JOKYMEHTA.

14. JlaTp XapakTepUCTUKy JOKYMEHTOB, Ha KOTOPBIX ITPOCTABISETCS PEKBHU-
3UT «OTMETKA O MOCTYIUIEHUU JOKYMEHTA B OPTraHU3aLUIO».

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

16. JaTp xapakTepUCTUKY COBOKYITHOCTH JOKYMEHTOB, OTHOCSAIINXCS K OJI-
HOMY BOIIPOCY WJIM YYacCTKy JEATEIbHOCTH U MOMEIECHHBIE B OTIEIbHYIO 00JI0XK-
KY.

17. JlaTh XapaKTEpUCTUKY CXEMBbI TOCTPOEHUS TEKCTA MPOTOKOJIA.

18. Yka3aTp pacnopsAMTENbHbIE JOKYMEHTHI, 1aTh UM XapaKTEPUCTHKY.
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19. Ykazarp, Kakoi peKBU3UT 00sA3aTeNbHO O(OpPMIIAETCS IPU BHYTPEHHEM
COIJIaCOBaHMUM JTIOKYMEHTA U JaTh €T0 XapaKTEPUCTUKY.

20. [lath XapakTepUCTUKY O(ULINATBHOMY JOKYMEHTY, B KOTOPOM yCTaHOB-
JeHbl TpeOoBaHUs K O(OPMIICHUIO BHYTPEHHUX 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 CIIPABOYHBIMH JTaHHBIMU 00 Op-
TraHU3alWH U JAaUTEe UM XapaKTePUCTHUKY.

24. Yka3aTb, MOXHO JIU MCIOJB30BATh JUIsI O(POPMIICHUS MPUKA30B OOIINIA
OnmaHk opranu3zaiuu. Jlath XapaKTepUCTHKY 0011Iero OJiaHka.

25. Yka3aTh, MOKHO JIM UCIOJIb30BaTh i1 OQOPMIICHUS MPUKA30B OJaHK
JUISL IACEM OpraHu3anvu. Jlath XapaKTepUCTUKY OlaHKa JJIsl THCEM.

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

27. YKa3aTh, CKOJIBKO 3K3EMIUISIPOB MpHKa3a HEOOXOJUMO JaTh Ha MOJMUCH
PYKOBOJMTEIIO OPraHU3alliH, €CJIA B IIPUKA3E YKAa3aHO HECKOJIbKO HCIIOTHUTEINIEH.
JlaTh XapaKTepUCTUKY ITPUKA3Y.

28. JlaTh XapaKTEpUCTUKY PE3IOME.

29. Jatp XapaKTEePUCTUKY COBPEMEHHBIM MH(OPMAIMOHHO-
KOMMYHUKAIIUOHHBIM TEXHOJIOTHSIM.

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

ITo koMmnoHeHnTe KoMmnereHU «Bjaager, HABBIKAMMW» (THNOBLIE 3a/1A-

HHUA):

1. PaccMoTpuTe cuTyanuio, OTBETHTE HA BOIIPOCHI.

[Ipouwno 3acenanne MHBEHTAPU3ALMOHHON KOMHUCCUH 3aBOJIa Ta30BOM amma-
paTypbl, HAa KOTOPOM paccMaTPUBAJICA BOIIPOC O pe3yJibTaTaX MHBEHTAPU3AIUU 110
ckiaagy Ne 2 BcriomorarenbHbIX MartepuaioB. Ha 3acemanuu ObUTO TPHUHSTO TO-
CTaHOBJICHHE 00 YTBEPKIACHUH PE3yIbTaTOB MHBEHTAPU3AIMHI U OTHECEHHUS 3a CUET
3aBENYIONIEr0 CKJIAJIOM HEAOCTAYM BCIOMOTATEIbHBIX MATEPUATIOB B cymMme 365
THIC. py0., a TAK)KE 3aYUTaHbl CIIMUUTENIbHAST BEJOMOCTh 0 ckiaay Ne 2 u oObsic-
HUTEJIbHAS 3aMMCKa 3aBEYIONIETO CKIIAI0M.

1). Kakoil 1OKyMEHT COCTaBJsieTCsl 1O UTOraM 3acelaHuii KOMUCCUN Pa3HOTO PO-
na?

2). Kakue peKkBU3UTHI JOJKEH BKJIIOUATh TAHHBIA IOKYMEHT?

3). CKOJBKO CTPYKTYPHBIX YACTEU OH MpeArnoiaraet?

4). Kakue aktudeckue JaHHBIC JODKHBI ObITH BHECEHBI B 3TOT JOKYMEHT?

2. CoctaBbTe U 0(pOpMHUTE TJOKYMEHTHI, HEOOXOAUMBbIE B JAHHOM yIpaBIiCH-
YECKOW CUTYalLUH.
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- Hanumure npoexT npukasa IupeKTopa 3aBoja 0 MPEeMUPOBaHUN PabOTHH-
KOB IUIAHOBO-3KOHOMMYECKOI'O OTJENa 3a JOCPOUHYIO pa3pabOTKy (MHAHCOBOIO
wiaHa npeanpustus. [lpemus Bbraaerca U3 GoHIa MAaTEPUAIBLHOTO MOOILIPEHUS B
paszmepe 60 % exxeMecIYHOro TOJKHOCTHOTO OKiaja. Jlpyrue naHHble U pEKBU3H-
Thl YKQXKHUTE CAMOCTOSITENBHO.

4.4 Iloka3aTe/in 1 KPUTEPHH OLIEHUBAHUS TEKYIEr0 KOHTPOJISA yCIIeBaeMOCTH
U IPOMEKYTOYHOM aTTeCTAIUM [0 UTOTaM OCBOEHMS TUCIUILINHBI

Texyiuit KOHTPOJIb MO AUCHHUIUIMHE 00ECTIeunBaeT OIICHUBAHUE X0/1a OCBO-
€HUS AUCLUIUIMHBL. JTa OLIEHKA JOJKHA YUYUTHIBATh PE3YyJIbTAThI ONpoca.

Kpumepuu oyenusanus pe3ynbTaToB OCBOCHUS AUCUUILIMHBI B XOAE TEKY-
1IEr0 KOHTPOJIS U MPOMEKYTOYHOM aTTECTAIlAH.
CucremMa KpuTepueB OlLEHHUBaHUA, npuHsaTas B YU®P, onupaercs Ha Tpu
YPOBHSI OCBOEHHUSI KOMIIOHEHTOB KOMIIETEHLIMM: TTOPOTOBbIN, MOBBIIIEHHBIN, IIPO-

JIBUHYTBI.

KoMIoHeHThI IIpu3Haky ypoBHSI OCBOEHUSI KOMIIOHEHTOB KOMIIETEHIIUI

KOMIIETEHII I IIOPOT'OBBIN ITOBBIIICHHBIN IIPOJIBUHYTBIN

3HaHUs Crynenr  pemoHctpupyet | CtyneHT nemoHcrpupyeT | CTyqeHT ~ MOXKET
3HAHNUE-3HAKOMCTBO,  3HA- | aHAIMTUYECKUE 3HAHUA: | CAMOCTOSATEIBHO
HUE-KONMIO: y3HAeT OOBEK- | YBEPEHHO  BOCIIPOM3BO- | U3BJIEKAaTh HOBBIE
Thl, SIBJCHMSI W TOHATHUSA, | AUT U IOHUMAET IIOJIy- | 3HAHUS U3 OKpYy-
HaXOOUT B HUX pa3JInyMs, | YEHHbIE 3HAHMs, OTHO- | KAIOLIETO  MHpA,
NpOSBISET 3HAHWE HCTOY- | CUT MX K TOM WJIM WHOW | TBOPUECKH HMX HC-
HUKOB TOJIy4eHUs HHPOpP- | KIaccu(PUKAIMOHHON MOJIb30BaTh  JJIA
Malyy, MOXET OCYLIECTB- | TPYIIIE, CAMOCTOATEIBHO | IPUHATHS  pelle-
JATh CaMOCTOSITENIBHO pe- | CUCTEMAaTU3HPYyET UX, | HU{ B HOBBIX U HE-
NPOAYKTUBHbIE  JEWCTBMS | yCTAaHABIMBAE€T B3aUMO- | CTAaHJAPTHBIX CH-
HaJ 3HAHUSAMU IIyTEM CaMO- | CBSI3M  MEXIy  HHUMH, | TyalusX.
CTOATEIBHOTO BOCIPOU3BE- | IPOAYKTUBHO IIPUMEHSIET
JEHUS U TPUMEHEHUS WUH- | B 3HAKOMBIX CUTYallUsX.
dbopmariuu.

YMenus Crynentr ymeer koppekTHO | CtymeHT ymeer camo- | CTyneHT yMeeT
BBIMOJHATh MPEANHUCAHHBIE | CTOATENBHO  BBINOJHSITH | CAMOCTOSATENBHO
JNEHCTBUS 1O WHCTPYKLUH, | A€UCTBUS (IpUEMBI, Olle- | BBINONHATh  JIeH-
QITOPUTMY B H3BECTHOM | pallMu) MO PELICHUIO He- | CTBUS, CBSI3aHHbBIC
CUTyallu¥, CaMOCTOSATEIBHO | CTaHJAPTHBIX 3a/1a4, | C pPEIICHHEM HC-
BBITMIOJHSACT JIeHCTBUS 1O | TpeOyromux BbIOOpa Ha | CIeA0BaTEIbCKUX
PEIIEHUI0 THUIOBBIX 337a4, | OCHOBE KOMOMHAINM | 3374, JIEMOH-
TpeOyIolmMX BbIOOpAa W3 | U3BECTHBIX METO/OB, B | CTPUPYET TBOpYE-
Yyycla W3BECTHBIX METOJNIOB, | HEMPEACKA3yeMO M3Me- | CKO€ HCIIOJIb30Ba-
B TIPEICKAa3yeMO H3MEHSIO- | HAIOUIEICS CUTyaluu HUE YMEHUU (Tex-
HIENCs CUTYalluu HOJIOTH)

Hagbiku Crygent  nemoHcTpupyeT | CtyneHT nemoHcTpupyer | CTyaeHT TrOTOB

TOTOBHOCTbH K pCIICHUIO
OrpaHUYCHHOI'0 KOJIUYCCTBA
HETHUIINYHBIX 3aaa4 npu
YCJIOBUH OKa3aHUA €My MC-

TOTOBHOCTh K CaMOCTOA-
TCIIbHOMY PCHIICHUTO
OTPaHUYCHHOI'0 KOJINYEC-
CTBa HCTHIIMYHBIX 3aJ1ay,

pemarb mpakTuye-
CKHME 3aJa4yd TIIo-
BBIIIEHHON  CJIOXK-
HOCTH, HETHIIOBBIE
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TOIUYECKOU IIOMOIIA
(mampumep, MMOCTaHOBKA
YTOYHSIOUIMX BOIIPOCOB), a
TakKe HE TOTOB pelaTh
MpaKTHYECKHe 3a/lady Io-
BBIIIICHHOW  CJIO)KHOCTH |
MPUHUMATH npodeccuo-
HaJbHbBIE U YIPaBICHUYECKHE
pelieHuss B YCJIOBUSAX He-
MOJHOM  ONPEIEIICHHOCTH,
IpU HEJOCTAaTOYHOM JIOKY-
MEHTAJIbHOM, HOPMaTHBHOM
U METOAMYECKOM obecrieue-

HO HCITBITBIBACT TPYIHO-
CTH TIPU PEIICHUH IpaK-
THYECKMX 3a7a4 IIOBBI-
IIEHHOH CIIOKHOCTH,
MO3BOJIAIOIINX  TPUHH-
MaTh  MpoeccHoHalb-
HbIC W YIPABJICHUYCCKHUEC
pelleHruss B  YCIOBHSX
HETIOJHOM OIpeJICIICHHO-
CTH, TIPU HEJOCTATOYHOM
JIOKyMEHTAJIbHOM, HOp-
MAaTHBHOM M METOJHYE-
CKOM 00€CIICUCHUH.

3ajaud,  OpPUHHU-
Math Tpodeccuo-
HaJbHBIE U YIIpaB-
JICHYECKHE pele-
HUS B YCJIOBHUAX
HEIOJIHOM Olpe/ie-
JICHHOCTH, TIPH HE-
JOCTaTOYHOM  JIO-
KYMEHTAJIbHOM,

HOPMAaTUBHOM )41
METOJINYECKOM

o0ecrnedeHu .

HHH.

HpI/I IIPOBCACHNHA TeKymeﬁ u HpOMG)KYTOqHOﬁ arTeCTaluy 110 JUCHUIIIMHC B
paMKax TpaI[HHHOHHOﬁ IKaJIbl OOCHUBAHMA ITPUMCHSIOTCS CIICAYIOINC KPUTCPHUU:

Hudposoe

BBIPAKCHHE

CioBecHOe
BBIPAKECHHE

Omurcanue

5

OTJIINYHO
(3auTeHO)

BCECTOPOHHEE, CUCTEMAaTHYECKOe U TIyOOKOoe 3HaHHE yueOHO-
ro MaTtepuana, yMEHHE CBOOOIHO BBINOJIHATH MPAKTUYECKUE
3a/1aHMs, IPEYCMOTPEHHBIE IPOrPaMMON, YCBOMBIINI OCHOB-
HYIO JINTEPATYPY U 3HAKOMBIA C JOIOJHUTEIBHON JINTEPATY-
pO#, pEKOMEHI0BAHHOW ITPOrpaMMOi

Xopomo
(3auTeHO)

[IOJIHOE 3HaHUE Y4yeOHOro MaTepuasla, YCHEIIHO BBINOJIHSIET
IIPENYyCMOTPEHHBIE B IIPOrpaMMe IPaKTUYECKHE 3alaHus,
YCBOMUJI OCHOBHYIO JIUTEPATypy, PEKOMEHJIOBaHHYIO B IIpO-
rpaMMe, CIOCOOEH K CaMOCTOSITEIbHOMY IMOMNOJIHEHHIO U 00-
HOBJICHUIO 3HAaHUM M yMeHUH B Xoje JanbpHeimeil yueOHOM
paloThl ¥ TpodeCCHOHATILHOMN 1S TEIbHOCTH

VY nosnerBopu-
TEJIBHO
(3auTeHo)

3HaHHUS OCHOBHOT'O y4eOHO-IPOTpaMMHOI0 MaTepuasa B 00be-
Me, HeOOXOAUMOM sl NanbHeumeld y4eObl W TpeacTosieit
palboThl MO CHENHMATBHOCTH, BBHIMOJHAET MPAKTUYECKUE 3aja-
HUsI, IPELYCMOTPEHHBIE IIPOIPAMMOMN, 3HAKOM C OCHOBHOU JIH-
TEepaTypoi, PEKOMEHJOBAaHHOM IPOrPaMMOM, HO JIOIyCKaeT
MOTPELIHOCTH B OTBETE U MPH BHINOIHEHUU 3a/laHUi, o0saas
IIPH 3TOM HEOOXOAMMBIMU 3HAHUSAMHU JUISL UX YCTPAHEHMsS MOJ
PYKOBOJACTBOM NpPENOaBaTess

Heynosnerso-
PHUTEIBHO
(He 3auTeHO)

MpoOeNbl B 3HAHUSAX OCHOBHOTO Y4eOHO-IPOTPaMMHOIO Mate-
puana, TOMyIIEHUE CTYJACHTOM MPUHIIMIHATIBHBIX OMIHUOOK B
BBIITOJIHEHUM IIPELYCMOTPEHHBIX Iporpammoint 3amanuid. Kax
MPaBUJIO, OIIEHKA "HEYIOBJIETBOPUTEIBHO" CTaBUTCSA CTYIEH-
TaM, KOTOpPbIEe HE MOTYT MPOJOIKUTh OOyueHUE WU MPUCTY-
MMUATH K TPOPECCHOHATBHON JACSITEIHPHOCTHA TI0 OKOHYAaHUH BY3a
0e3 JOMOJHUTENBHBIX 3aHSITHHA MO COOTBETCTBYIOLIEH MUCIIHU-
ILUIMHE.
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4.5 Ilpoueaypsbl OLleHUBAHUSA 3HAHUI, YMEHH 1 HABBIKOB

[Ipouienypsl OlleHMBaHUSI 3HAHWM, YMEHUN M HABBIKOB, XapaKTEPHU3YIOIIUX
sTanbl POPMUPOBAHUS KOMIIETEHIIMN, TIPEICTABICHBI B METOJIMYECKUX MaTepraiax
By3a «llonoxkenue 06 opranuszanuu, GopMax U METOJIaX OLEHKH KayecTBa OCBOE-
HUSI OCHOBHOM 00pa30BaTelIbHON IPOrpaMMBbD».

4.6 Oco0eHHOCTH MPOBEACHUS TeKyUIed W NMPOMEKYTOYHOH ATTECTALMHU ISl
JIMII ¢ OTPAHMYEHHBIMH BO3MOKHOCTAMM 3/10POBbS 1 MHBAJIUI0B

JUIst ocyniecTBIEHUS MPOLEAYp TEKYILIEro KOHTPOJS yCIEBAEMOCTH M MPO-
MEXKYTOUHOM aTTeCTalluy YKa3aHHBIX OOYYarOIIUXCs CO37ar0TCs (POHIBI OLEHOY-
HBIX CpEJCTB, aJallTUPOBAHHBIC JJIi MHBAJIMUJIOB W JIUI[ C OTPAaHUYCHHBIMU BO3-
MO>KHOCTSIMH 3/I0POBbSI M MO3BOJIAIONIME OLUEHUTh JOCTUKEHUE MMU 3aIljIaHUupO-
BAaHHBIX B OCHOBHOWM 00pa30BaTeIbHON MPOrpaMMe Pe3yIbTaTOB O0yUEHHUS U YpoO-
BEHb C(HOPMHUPOBAHHOCTH BCEX KOMIIETEHIIMH, 3asBJIEHHBIX B 00pa30BaTeIbHOMN
nporpamMMme. Takue OLIEHOYHBIE CPEJICTBA CO3JAIOTCS 10 MEpe HEOOXOIUMOCTH C
Y4ETOM pa3IMYHbIX HO30J10Tui. IIpu poBeeHnN TeKyIen U MPOMEKYTOYHON 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 VISl JIMI[ C OrPAHMYECHHBIMU
BO3MOYKHOCTSIMU 3JI0POBbSl 1 MHBAJIUAOB YCTaHaBIMBACTCA C YYETOM HHIWBHUIY-
aJBHBIX MCUXO(DU3NUECKUX O0COOEHHOCTEH (YCTHO, MUCbMEHHO Ha Oymare, MUCh-
MEHHO Ha KOMIbIOTEpE, B (popMe TecTupoBaHus U T.1.). [Ipn HEoOXoaumMocTH Ta-
KHM CTyJE€HTaM OOECIeUMBAIOTCS COOTBETCTBYIOLIME YCJIOBHUSI MPOBEACHUS 3aHS-
TAW U aTTeCTallid, B TOM YHUCJE MPEIOCTaBISAETCS NOMOJHUTENbHOE BpeMS I
MOJATOTOBKHM OTBETA HA 3a4€Te WM HK3aMEHE.

PA3JAEJ 5. METOAUMYECKHUE PEKOMEHJIAIIMU ITPEIIOJABATE-
JIFIM 11O OPTAHU3AIIUMN OBYYEHMUS, A TAK/KE MATEPUAJIBHO-
TEXHUYECKASA BA3A, HEOBXOAUMAA 51 OCBOEHUA JUCILH-
IIJIMHbI

5.1 I/IHTepaKTHBHbIe M MHHOBAIIMOHHBbIC TEXHOJIOI'UHN oﬁyqenml

[Ipu npoBeneHnn yueOHBIX 3aHATHI MpernojaBaTean 00eceunBaloT pa3Bu-
THE Yy 00y4YaroMMXCSd HAaBBIKOB KOMaHAHOW paOOThl, MEKIMYHOCTHOW KOMMYHUKA-
WU, TPUHATUS PEHICHUM, JIMAEPCKUX KayecTB (BKJIKOYAs MPU HEOOXOIUMOCTH
MIPOBEJCHNE MHTEPAKTUBHBIX JIEKIHUM, TPYNIIOBBIX TUCKYCCUW, POJEBBIX UIpP, TpeE-
HUHTOB, aHAJIM3 CUTyalluil U UMUTAIMOHHBIX MOJIEJICH).

Br160op MeTo10B 0Oy4eHMs] HHBAJIUIOB U JIUIL C OTPAHUYEHHBIMU BO3MOKHO-
CTSIMU 3/I0POBbsI OIpeAesaeTcs CoAepKaHueM oOydeHHs, YpoBHEM mpodeccuo-
HaJIbHOM IOATrOTOBKM IIE€IaroroB, METOAWYECKOTO U MATEPUAIBHO-TEXHUYECKOTO
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o0ecrniedyeHnss, 0COOEHHOCTSAMU BOCHPUATUS y4eOHOM WH(pOpMAalUU CTYAECHTOB-
WHBAJIHUJIOB U CTYAEHTOB C OTPAHUYEHHBIMU BO3MOKHOCTSIMU 3/I0pOBbs U T.A. B
o0pa3oBaTeIbHOM  MPOIECCE PEKOMEHAYETCS  HUCIOJIb30BAHHUE  COIMAIBHO-
aKTUBHBIX M Pe(IECKCUBHBIX METOJIOB OOY4YEHMS, TEXHOJOTUN COLIMOKYJIbTYPHOU
peabWIUTALIMK C 1IEeJIbI0 OKa3aHUs MOMOIIM B YCTAHOBJICHUM TOJHOLICHHBIX MEX-
JUYHOCTHBIX OTHOUIEHUH C JPYTUMHU CTYJEHTaMH, CO3JaHUU KOM(OPTHOTO ICH-
XOJIOTMYECKOTO KJIMMAaTa B CTYAEHYECKOU rpymIIe.

5.2 MartepuajibHO-TeXHHYecKasi 0a3a, He00OXoAUMAas IS OCYLIeCTBJICHUS 00-
Pa30BaTeJbHOIO NpoLecca 10 TUCHHUIIUHE

Y4eOHble ayaquTOpUN IJIs TPOBEICHUS YUEOHBIX 3aHATHUN JICKITMOHHOTO THIIA,
CEMUHAPCKOTO TUTIA, KYPCOBOTO MPOSKTUPOBAHUS (BBITIOJHEHUS KYPCOBBIX padboT),
TPYIIIOBBIX U MHANBUAYATBHBIX KOHCYJIBTAIMH, TEKYIIETO KOHTPOJS M IIPOMEKY-
TOYHOHW arTectanuu, Jadopatopus «CoBpeMEHHas OyXTalTepus», a TakKKe IMOMe-
IICHUE JI1 CaMOCTOSTENIbHON PabOThl, OCHAIIICHHOE KOMITBIOTEPHOU TEXHUKON C
BO3MOYKHOCTBIO TMOAKIIOUEHUsI K ceTu «VHTepHeT» u obecrneueHneM J0ocTyna B
OUNOC opranuzanuu.

[Tomenienust JOMKHBI OBITH YKOMIUIEKTOBAHBI 00OpYAOBaHUEM, B T.4. CIIEIIHA-
JU3UPOBAHHON MeOENbl0, U TEXHUYECKUMU CPEACTBAMU OOYUYEHUs, CIy>KalluMU
JUTSL TIpeJicTaBlieHns yueOHOU MH(opMaIuu OOJBIION ayuTOpuu (MYyJIbTUMEIUMA-
HBIM 1poekTop). KOMIBIOTEpHBIN KJIacC ¢ YCTaHOBJIEHHBIM MPOrpaMMHBIM 00ec-
NEYEHUEM; AIEKTPOHHAs ONOIHOTEKA.

Oco0eHHOCTH MaTepualibHO-TEXHUYECKOW 0a3bl, HEOOXOIUMOU ISl OCY-
IIECTBJICHUS 00pa30BaTEILHOTO MpoIecca C YYaCTHEM JIMIl ¢ OTPaHUYCHHBIMU
BO3MOYKHOCTSIMHU 37TI0POBbsSI I MHBIHU/IOB PA3IMYHON HO30JIOTHH, IMPETycMaTpUBa-
I0TCS U PeaM3yIoTCs 1o Mepe HeoOxoauMmocTh. Kputepun u mopsiiok Co3gaHus
Takux ycJioBHM ykaszaHbl B [lonoxkeHun o0 opraHuszanuu o0Opa3oBaTeIbHOTO MPO-
1ecca mo 006pa3oBaTeNbHBIM MPOrpaMMam JIJIsi HBAJIUIOB U JIMI] C OTPAaHUYCHHBI-
MU BO3MOKHOCTSIMU 3JIOPOBbS B Y pajIbCKOM MHCTUTYTE (POHIOBOTO PHIHKA.
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JUCT PETUCTPAIIMA UBMEHEHU B PABOYEN ITPOTPAMME

Howmep nipoTtokoina u nata | 3meHnenus

3acefaHus KadeIpsl

Ne 1 ot 23.08.2022 Axtyanuzanus Tematudeckoro miana u @OC
Ne 8 ot 18.04.2023 AkTtyanuzanus Tematuieckoro miana u @OC
Ne 8 o1 16.04. 2024 Axtyanuzanus Tematudeckoro miana u ®OC
Ne 8 ot 17.04.2025 AkTyanu3zaius TeMarudeckoro miana u @OC
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