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1 Hesn u 32124y M3y4YeHHUs TUCHUNIHHBI.
1.1 llean ocBOEeHUS TUCHUILIHHDI

OcHoOBHasA

yenv

HN3Yy4YCHUA

JUCHUITIIMHBI

«OCHOBBI

ACJIOIIPONU3BOACTBA U

JOKYMEHTOO0O0pOTa» - MNPUOOpPETeHHE CTYIEHTAMH TEOPETHYECKHX 3HAaHUM B 0O0JAaCTH
JIOKYMEHTAIlMOHHOr0 o0ecredyeHus o0pa3oBaHMs, O3HAKOMIIEHHE C BHJAMU JIOKYMEHTOB,
UCTIOJIb3YEMBIMH B JIEATEIILHOCTH 00pa30BaTEeNbHBIX OpPraHU3alUi, MOIydeHHE MPAKTHYECKIX

HAaBBIKOB I10 CO3JaHUIO U 06pa60TI<e OTHX JOKYMCHTOB.

N

1.2 3apauy AMCHUIIMHDI.

N3yuenue
YIPaBICHYECKON AEATEIbHOCTH.

OCHOBHBIX

HOJIOKEHUN U

CTaH/1apTOB

110

JOKYMEHTUPOBAHUIO

O3HakoMIJIEHHE C COBPEMEHHBIMHU CITIOCO0AMU U TEXHUKOW CO3/JaHUsI JOKYMEHTOB.
BripaboTka mpakTH4eCcKOro HaBblKa B pa3pabOTKe OCHOBHBIX CIYXEOHBIX JOKYMEHTOB,
periaMeHTHPYIOIIKUX 00pa30BaTeNbHYIO 1€ATEIbHOCTb.

OBiageHue

InpueMaMuM MW  HaBbIKaMH pa6OTBI

C pPa3IMYHbIMHU

AOKYMCHTAaMH,

palMOHAIBLHON OpraHU3aluu JOKYMEHTO000pOTa B 00pa30BaTeIbHON OpraHU3aliH.

1.3 MecTo TUCHUILIHHBI B CTPYKTYpPe 00pa30oBaTe/IbHOI NPOrpaMMBbl.

JucuuminHa JEJIONPOU3BOJCTBA U JIOKYMEHTO00O0pOTa»

«OCHOBBI

BapHaTHBHOﬁ 4aCTu y‘IC6HOFO IIJ1aHa.

Conepxanuve MaHHOW JAMCIUIUIMHBI

JUCHUITIIMHAMH yqe6Horo I1J1aHa.

1.4 Ilepeyennb

IIAHMPYeMBbIX

pe3yJibTaToB

00yueHus

mo

OTHOCHUTCA K

TC€CHO CBsA3aHO C IICHXOJIOro-nmeaarorn4cCKuMu

TUCHHUILIHHE,

COOTHECCHHBIX C IVIAHUPYEMbIMH Pe3y/JIbTATAMH OCBOCHHS 00pa30BaTEJbHOH IPOrPaMMBI.
N3ydyenne naHHOM y4eOHOHM NMCHUIUIMHBI HAIllpaBIeHO HAa (OPMHUPOBAHME CIIEIYIOIIMX
komnerennuii: OK-7, OINK-2.

Ne HNunexc Conepxanue B pe3ynbrare u3ydyenus: yueOHONW AMCHUIUIMHBI
I 1; KOMIIET | KOMIIETEHIMH (WU 00yyaronuecs JT0JKHBI
| eHmuu e€ JacTn) 3HATh YMeTh BJIa/1€Th
1. OK-7 CIIOCOOHOCTDL - TEPMUHOJIOTHIO B - IPUMEHATH Ha - 3aKOHOJATEJIbHBIMU
HCIIOIL30BATE obnactn MPaKTHKE 1 HOPMATHBHO-
JIeJIONPOU3BOJICTBA; roCy/IapCTBEHHbBIE METOIUUECKHUMU
0a30BbIC IPABOBBIC - HOPMATUBHO- CTaHJAPThI, APyTrUe MaTepuaamMu 110
3HAHUA B PA3JIMYHBIX | METOAUYECKOE HOPMAaTUBHBIC U OpraHu3alnuu
chepax perynupoBaHue METOIMYECKHE JIEIOTPON3BOICTBA;
eSTETBHOCTH JIeJIONPOU3BOJICTBA; JIOKYMEHTBI, - Knaccmbnfaunen,
- IpaBHUIIa peryIaMeHTHPYIOINE | THITU3alneH,
MOJrOTOBKU U OpraHHU3aIUIo COCTaBOM
odopmteHns JIeTIONPON3BOJICTBA; YHH(PHUIHPOBAHHBIX
OT/ICJIbHBIX BUIOB - COCTaBJISATh U cucTeM
JIOKyMEHTOB; MPaBHJIBHO (B JIOKYMEHTAIIH;
- OpraHM3alMOHHBIE COOTBETCTBHH C - opraHuzaien
(hopmbI paboTHI € JIeHCTBYIOIIUMU JIOKyMEHT0000poTa,
JIOKyMEHTaMH; HOPMaTHBHBIMH XpaHeHHEM
- OpraHM3aIHIo JIOKyMEHTaMH) JIOKyMEHTa U
JIOKyMeHTOo00opoTa; | oopMIIsITH OCHOBaMH apXHUBHOT'O
- TEXHOJIOTHIO OCHOBHbIE BU/IbI XpaHeHHs
peopranu3anuu OpraHM3aIIOHHBIX, JIOKyMEHTa;
JIOKyMEHTOB; PacHopsIUTENbHBIX U | - METOIaMH
- TEXHOJIOTHIO nHpopManmoHHo- panMoHaIM3aH
opraHu3aln CIPaBOYHBIX JIeNIONPOU3BOJICTBA U
XpaHeHHs JIOKYMEHTOB. BHEJIPEHHST HOBBIX
JIOKYMEHTOB B nH(pOpPMAIMOHHBIX
JIEJIONPOU3BOJICTBE; TEXHOJIOTHH.
- 0COOCHHOCTH
JIeJIONPON3BOJICTBA

Ha MPEIIPUATHIX.




Ha NPEJIPUATUSX.

Ne WNHupekc Conepxanue B pesynbrare uzyuenust yueOHON AUCIUTIIIMHBI
I 1; KOMIIET | KOMIIETEHIMH (WU 00yYaromuecst TOJHKHBI
| e”HOUH e€ yacTn) 3HAThH YMeThb BJIa/1€Th
2. OIIK-2 | criocoOHOCTD - TEPMUHOJIOTHIO B - IPUMEHSATH Ha - 3aKOHO/IATEIbHBIMU
OCYIIECTBIATE obactu HPAKTHKE ¥ HOPMATHBHO-
JIeTIOTPOU3BO/ICTRA; roCy/IapCTBEHHBIE METOIHIECKUMHU
obyueHue, - HOPMATUBHO- CTaHJapThI, APyTUe MaTepuaamMu 1o
BOCIIUTAHUE U METOINIECKOE HOPMATHBHBIE U OpraHu3aliu
Pa3BHUTHE C y4ETOM perynupoBaHme METOIHIECKUC ﬂenonpog:moncmua;
JIeTIOTPOU3BO/ICTRA; JOKYMEHTBI, - KIaccuduKaluei,
COLHMATBHBIX, - IpaBuIa pEIrIaMEHTHPYIOIHE | TUIH3ALHCH,
BO3pAacCTHBIX, TOJIFOTOBKH U OpraHH3alHIo COCTaBOM
MCUXO(U3HOTIOTHYEC | odopMIICHHS JCTONPOM3BO/ICTBA,; YHHQHIHPOBaHHBIX
KHX 1 OT/IEIIbHBIX BHJIOB - COCTaBIISITH U CHCTEM
JOKYMCHTOB; [PaBIIBHO (B JIOKYMCHTALHH;
HHHHBH’HyaHBfIHX - OpraHU3alMOHHbIC | COOTBETCTBHH C - opranmu3anueit
OCOOEHHOCTEH, B (hopMEI paboTH C JIEHCTBYIOIIINMHA JIOKyMEHTOO00pOTA,
TOM YHUCJIE€ OCOOBIX JOKYMEHTaMU; HOPMATUBHBIMU XpaHEeHHEM
00pa30BATEIBHBIX - OpraHU3aLHI0 JOKYMECHTAMH) JOKYMEHTA H
6 N JOKYMeHTOO60poTa; | 0popMIITh OCHOBaMH apXHBHOTO
HOTpEOHOCTEH - TEXHOJIOTHIO OCHOBHBIE BHJIBI XpaHEHUs!
00yJaromuxcs peopraHm3anuu OpTaHU3AIOHHBIX, IOKYMEHTA;
JIOKYMEHTOB; PacOpPAIUTENbHBIX U | - METOAAMU
- TEXHOJIOTHIO UH(POPMALHOHHO- paLMOHATH3aLIH
OpraHU3aIin CIPaBOYHBIX JICTIOTIPOU3BO/ICTBA U
XpaHEeHHs JOKYMEHTOB. BHE/IPEHHUSI HOBBIX
JOKYMEHTOB B UHPOPMAIIUOHHBIX
JEONPOM3BO/ICTBE; TEXHOJIOT U
- 0COOCHHOCTH
JEIONPOM3BOICTBA

B pe3ybTaTe N3y4YCHUs OUCHUIIIIMHBI CTYACHT JTOJDKCH 3HATD.
- TCPMUHOJIOTHUIO B obnactu ACJIOMPON3BOACTBA,
- HOPMAaTUBHO-METOAUYCCKOC PETYJIUPOBAHUEC NCITIOIIPOU3BOACTBA,

- [IpaBuJjia IOATOTOBKHU U O(i)OpMJ'IeHI/ISI OTACJIBHBIX BUAOB JOKYMCHTOB,

- OpraHu3alMoHHbIE POPMBI PaOOTHI C IOKYMEHTAMH;

- OpraHU3aIUI0 TOKyMEHTO000pOTa;
- TEXHOJIOTHIO PEOpraHU3aluy T0KYMEHTOB;

- TCXHOJIOTUIO OpraHu3anu XpaHCHUA JOKYMCHTOB B ACJIOIPONU3BOACTBE;
- 0OCOOCHHOCTH ACJIOMPONU3BOACTBA HA IPCANIPUATUAX.

YMeTh BJ1aJ1€Th:

- NPUMCHATbL HaA IIPAKTHUKEC TOCYHAapCTBCHHBIC CTAHIAAPTHI,

JIpyrHe HOPMATHUBHBIE U

METOJIMYECKHE IOKYMEHTHI, periiaMeHTHPYIOIINE OpraHU3alHuIo JeI0NPON3BOICTBA;

- COCTaBISITh M TMPaBWIBHO (B COOTBETCTBHM C JIEHCTBYIOIIMMH HOPMAaTHUBHBIMU
JIOKYMEHTaMH) o(GOpMIIATh OCHOBHBIE BBl OpPraHU3allMOHHBIX, PACHOPSAUTENBHBIX H
MH(OPMaLMOHHO-CIIPABOYHBIX TJOKYMEHTOB;
- BBIMOJIHATH BUJIbI paboT MO OpraHu3allui JOKYMEHTO000pOTa;
- COCTaBJIATH U 0(OPMIIATH JOKYMEHTHI IO 00ECTIEYeHHIO 00pa30BaTEILHOTO MpoIecca.
Bnangers yMeHMSIMM 1 UMETh OIBIT:
- OpraHuzanyeil JOKyMEHTO0OOpOTa, XpaHEHHEM IOKYyMEHTa M OCHOBAMU apXHBHOIO
XpaHEHUs JOKYMEHTA;

- METOJaMU

paroHaIn3auu

JACJIIOIMPONU3BOACTBA n

ABTOMATHU3UPOBAHHBIX I/IH(pOpMaLII/IOHHBIX TGXHOHOFHﬁ;

- OpraHmM3alel U IIaHUPOBAHUEM Pa0OTHI CITYXKOBI JIETIOMPOU3BOICTBA;

- METOAMKON COCTaBJICHUS U 0POPMIICHUS JOKYMEHTOB.

BHEJIPEHUS

HOBBIX




2. CTpyKkTypa U coaep:KaHue THUCHUIINHBI.

2.1 Pacnpeesienre TPYA0EMKOCTH JUCUMUILJIMHBI 10 BUAaM PadoT.

OO6mmas Tpyn0EMKOCTh TUCIUIUTHHBI cocTaBisieT 4 3a4. en. (144 gaca), ux pacnpenerneHue
10 BUJaM padOoT MpeJcTaBiIeHo B Tabuuue (011 cmyoenmos 3D0).

By yuebnol paboThl Bcero CemecTtphbl
4acoB (dachr)
9 (5 kype)
KonTakTHas padora, B TOM YHcJIe: 16 16
AyAUTOpPHBIE 3aHATHS (BCEro): 16 16
3aHsTHS JTEKIIMOHHOTO THIIA 6 6
JlabopaTopHbIe 3aHSATHS - -
3aHATHS CEMUHAPCKOTO TUIA (CEMUHAPBI, TPAKTHUYECCKHE 10 10

3aHSATH)

HWNnas koHTaKTHas padora:

KonTpons camocrositenbHoit pabotsl (KCP)

[Tpomexyrounas arrectanus (MKP)

CamocrosiTeJbHas padoTa, B TOM YHUCJIE: 119 119
Kypcosas paboma - -
Ilpopabomka yuebnoco (meopemuuecxkoeo) mamepuana 30 30
Buinonnenue unousudyanvhuix 3a0anuii (n002omoska 30 30
coobwenull, npeseHmayuii)
Pechepam 30 30
[TonroroBka K TeKyIemy KOHTPOJIIO 29 29
KoHTpo.ib: 9 9
[ToaroToBka K HK3aMeHy
O01as Tpy10eMKOCTh qac. 144 144
B TOM YK CJIie KOHTAKTHASA 16 16
pabora
3a4.e/. 4 4

2.2 CTpykTypa IMCUMIIJIMHBI:
Pacnpenenenue Bu10B yueOHON pabOThI U UX TPYJOEMKOCTH IO pa3JienaM JAUCHUILTUHBI.
Paznensl qucnuuHbL, n3ydaeMbie B 9 cemectpe (0t cmyoenmos 3D0)

KonnuecTBo yacos
Ne
pas3n HaumenoBanue pasnenon AyRuTOpHaA Breaynuopras
ol Bcero pabota pabora
JI I13 JIP CPC
1 2 3 4 5 6 7
OCHOBHBIE TIOJIOKEHUS IO
1. |opraHusanuu AeI0NpPOU3BOICTBA 22 2 20
Ha MPENNPHUITHN
OcHoBHBIE TPeOOBAHUS K
2 0(QOPMIIEHHIO YIIPaBIEHYECKUX 24 5 5 20
" |(opranu3anuoHHO-
pacropsAUTENbHbBIX) TOKYMEHTOB
3 OCHOBHBIE TOKYMEHTBI o4 5 5 20
00pazoBaHus
4.  |CoBpeMEHHOE JeJ0BOE MUChMO 22 2 20




OCHOBHBIC IPUHIIUITEI PaOOTHI C 29 5 20
JIOKyMEHTaMH

CucreMaTu3anus U XpaHCHHE 21 5 19
JIOKYMEHTOB

KonTtposb 9

Hmoeo no oucyuniune: 144 6 10 - 119

2.3 Conep:xanue pa3/ieioB TUCHUILUINHBI:
2.3.1 3auATHA JEeKIUOHHOI0 TUIIA

CIIPaBKH, TEJIETPAMMBI, TeJIePOHOTPAMMBI),
JOKYMEHTBI IMYHOTO MPOUCXOKAECHU.

Ne HaumenoBanue Comepxanpe pasena ®opMa TeKylero
paznena KOHTPOJIS
1 2 3 4
1. OCHOBHBIE MOJIOKEHHS |3HAYCHHUE JOKYMEHTAIIMOHHOTO Ycrabiit onpoc (YO)
10 OpraHu3aluu obecnieuenus pupm. HopmarusHo-
JIEJIONPOU3BO/ICTBA HA |METOAMYECKAss OCHOBA JICJIONPOU3BOCTBA.
NPEANPUITHI JlokymeHTHpOBaHHE.
2. OcHoBHble TpeOOBaHUs |3HAUCHUE TOKYMEHTA B YIPaBICHUH. VYernsrii onpoc (YO)
K 0 OpPMIICHHIO [Tonsatne noxkymenrta. ®yHKuuu
YIPABIEHYECKUX JIOKyMEHTa. JJOKYMEHT U CUCTEMBI
(opranuzanroHHO- nokymenrtanun. Knaccupukamus
paclopsANTENbHBIX)  |IOKYMEHTOB. Y paBiIeHUYECKas
JIOKYMEHTOB nokymeHTanus. OCHOBHBIE BUIbI
JIOKYMEHTOB, UX Kiaccudukamus. Pazsutue
CUCTEM JOKyMEHTAIUU. DJICKTPOHHBIN
JTIOKYMEHTOO0OOPOT.
3. OcHoBHbIE TOKyMeHTHI ([10JI0)KeHUS, PeTrIIaMeHTHUPYIONTUE MTOPSIOK | Y cTHBIH onpoc (YO)
o0pa3oBaHUs Y MIpaBUJjIa COCTABIICHUS IOKYMEHTALIUH.
CocraBnenue u opopmiIeHUE OCHOBHBIX
JIOKYMEHTOB: OpraHU3allMOHHO-
pacnopsiiuTeNbHbIE JOKYMEHTHI (YCTaB
NpEeANPUITHS, YIPEIUTEIbHBIN 10T0BOp,
TOJIOXKEHHU S, KOHTPAKTHI, JIOTOBOPA,
MPUKAa3bl 10 OCHOBHOM JI€ATEIbHOCTH,
pacopsKEHHUS, pElIeHuUs, YKa3aHus,
IPOTOKOJI).
2.3.2 3aHATHA CEMUHAPCKOTO THNA
e HaumenoBanue Temarnka NpakTUYECKUX 3aHATUN dopma TEKYILEro
pazzena KOHTPOJISI
1 2 3 4
1.  |OcHoBHbIe TpeOoBaHUs |HeoOX0MMOCTh €AMHBIX MPaBUII Komnoksuym (K)
K 0(OpMIICHHIO odopmiieHns JOKyMeHTOB. TpeboBaHus K Pedepar (P)
YIPABIEHYECKUX COCTaBJICHUIO ¥ O(hOPMIICHUIO
(opraam3anoHHO- nokymeHToB. Dopmyisp-obpazert
pacmopsANTEeNbHBIX)  |IoOKyMeHTa. COCTaB M pacmoiIOKeHUE
JTOKYMEHTOB PEKBU3HUTOB YIPABICHUYECKUX IOKYMEHTOB.
[IpaBuna opopmiieHHs] pEKBU3UTOB.
TpeboBanust k 6J1aHKaM U UX 0(hOPMIICHHE.
2. |OcHoBHble nokyMeHTHI [MHpOpManmoHHo-cripaBouHble JoKyMeHThl| Komnoksuywm (K)
oOpazoBaHMs (cmyxeOHbIe (OKJIaTHbIE) 3aMTUCKH, aKThI, Pedepar (P)




3. |CoBpemennoe nenoBoe |OCOOCHHOCTH JEIOBBIX 1 KOMMEPUYECKHX Komnoxsuym (K)

IIUCBMO nuceM: Kiaccu(ukanus, CTpyKTypa, Pedepar (P)
CTaHJIapTHbIE (pa3bl U BBIPAKECHUS;
npaBuia u GopMbl KOMMEPUECKON
MIEPETHCKH C 3apyOeKHBIMU TApTHEPAMH,
KOPPECIOH/ICHIUS, CBSI3aHHAas C
MIPOBEICHUEM TTEPUOIUUECKIX
MEpONIPUITHH.

4, OcHoBHbIe TpuHLUIBI |Peructpanus nokymeHToB. KOHTpOIb Komnoksuym (K)
paboTsI ¢ HCIIOJIHEHUS TOKyMEeHTOB. Opranuzanus Pedepar (P)
JOKYMEHTaMu paboThI ¢ JOKYMEHTaMH, CO/IepKaIUe

KOH(HICHIINATIbHBIC CBEJICHHUS.

5.  |Cucremaruzamus u CoBpeMeHHbIE CITOCOOBI M TEXHHUKA Komnoksuym (K)

XPaHEHHUE TOKYMEHTOB |CO3/1aHMs JOKYMEHTOB. POpMHUpPOBaHHE Pedepar (P)

ACII. XpaHeHHe HAOKYMCHTOB.

2.3.3 JlabopaTopHbIe 3aHITHSA
Jlabopamopnvie 3anamus - e npedyCMOmMpeHbl.

2.3.4 IlpumepHasi TeMaTHKA KypPCOBBIX padoT (IPOEKTOB)
Kypcoesvie pabomel - ne npedycmompenvi.

2.4 TlepeueHb yueOHO-MeTOANYECKOT0 OOecredeHHus 1JIsl CAMOCTOATEIbLHOH padoThl
00Y4YAKIIHUXCS 10 TUCHHILINHE

HepequL y‘le6H0'MeTOI[I/I‘IeCKOFO obecneyeHus JUCHUITIINHBI

3a0aHull (n002omoeKa
00K1a008, co0bUeHull,
npezenmayuii)

Ne Bun CPC 10 BBIIIOJIHEHUIO CAaMOCTOSITENIbHOM paboThI
1 2 3
1 |llpopabomka yuebnoco |MeTonuyeckue yKazaHHs IO OPraHU3allMM CaMOCTOSITEIBbHOM
(meopemuueckoeo) pabotel mo aucuuiuinHe «OCHOBBI JI€NONPOM3BOJICTBA H
mamepuana JIOKyMEHTO000pOTa», YTBEpXkACHHbIE Kadenpol TEXHOJIOTUU U
IIpEeIIIPUHUMATENLCTBA, TPOTOKON Ne 18 «16» mas 2017 r.
CnuBak B.A. JlokyMeHTHpOBaHUE YIIPABICHUECKOM
JesaTenbHOCTH ([lenonpon3BoICTBO): KpaTKUM Kypc. — 2-€ U311, —
CIIO.: ITutep, 2010. — 256 c.
2 |Pegepam Mertoanyeckre yKka3aHus [0 HamUCaHUIO pedepata IO
JTUCIUIUINHE «OCHOBBI JIEIIONPOU3BOICTBA u
JIOKYMEHTO000pOTa», YTBEpKICHHbIE KadeApoil TEXHOJOTHU U
IpeANpUHUMATENBCTBA, MPOTOKOJ Ne 18 «16» mas 2017 r.
CnuBak B.A. JloxymeHTHpOBaHuE YIPABJICHYECKOU
JesTeIbHOCTH (J]eonmpon3BoICTBO): KpaTKUH Kype. — 2-€ U3, —
CII6.: [Tutep, 2010. — 256 c.
3 |Bvinoanenue Metoauueckre yka3zaHus MO OpraHU3allMd CaMOCTOSITENBbHOM
UHOUBUOY ATIbHBIX pabotel mo aucuuiuinHe «OCHOBBI JIENONPOM3BOJICTBA H

JIOKyMEHTO000pOTa», YTBEpXkACHHbIE Kadenpol TEXHOJIOTUU U
npeAnpUHUMATENbCTBA, MPOTOKO No 18 «16» mast 2017 r.
CnuBak B.A. JlokymMeHTHpOBaHKE YIIPaBICHUYECKON
nesTenbHOCTH (Jleonpons3BoICTBO): KpaTKUK Kype. — 2-€ U3, —
CII6.: TTutep, 2010. — 256 c.




4 |[loozomoeka K Mertoauueckue yKa3aHHUs MO OpraHU3aliyd CaMOCTOATEIIbHOM
meKywemy Konmpoao  |pabotrbl 1m0 aucuuiuiiHe «OCHOBBI  JICJIONPOU3BOJICTBA U
JIOKyMEHTO000pOTa», YTBEpXkKACHHbIE Kadeapoil TEeXHOJIOTUU U
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CII6.: ITutep, 2010. — 256 c.

Y4eOHO-MeTOUYECKHNE MaTepuasbl ISl CaMOCTOSITENIbHOM pPadOThl 00ydYaroImUXCs U3
YKCJIa UHBAIMJIOB U JIUI] C OTPAaHUYCHHBIMH BO3MOXKHOCTAMHU 3710poBbs (OB3) npegocrapistoTcs
B (hopMax, aanTUPOBAHHBIX K OTPAHUYEHUSIM UX 3JJ0POBbS M BOCIIPUATHS UH(DOpMALIUU:

JIiist in ¢ HapyUIEHUSIMH 3PEHUS:

— B MieyaTHOM popme yBeIMUEeHHBIM HIpUPTOM,

— B (popMe 3JIEKTPOHHOT'O IOKYMEHTA,

J17i U1 ¢ HApYIICHUSMHU CITyXa:

— B mieyaTHOU hopme,

— B popMe PIEKTPOHHOTO IOKYMEHTA.

JList i1 ¢ HapylIeHUsIMH OTIOPHO-/IBUTATEIBLHOTO anmapara:

— B IIeYaTHOM ¢opme,

— B (popMe 3JIEKTPOHHOI'O TIOKYMEHTA,

JlaHHBIN TepeueHb MOXET ObITh KOHKPETHU3MPOBAaH B 3aBUCUMOCTH OT KOHTHHTEHTA
o0ydJarouuxcsi.

3. O6pa3oBare/ibHbIE TEXHOJIOTHH

B cootBerctBum ¢ tped6oBanusmu @I'OC BO peanuzaiius KOMIETEHTHOCTHOTO MOAX0/1a
npeaycMaTpuBaeT — WCIOJb30BaHME B YU4eOHOM  TIPOIECCe  PAa3UYHBIX  TEXHOJOTHIA:
KOMITBIOTEPHBIX TEXHOJOTUH (JEKIMsI — MpPe3eHTalMs, JOKJIabl CTyJEHTOB B COIPOBOXKICHUU
MYJIbTHMENA); UAIOTOBBIX TEXHOJOTHH (OmMpOC, B3aWMOONPOC, JUCKYCCHUS  MEXKIY
CTYACHTaMM, JUCKYCCHS); METOJla NPOEKTOB (BBINOJHEHHE IPOEKTa Ielarornyeckoro
MCCJIEIOBAHMS M €T0 MyOIMYHAas 3aliTa); METO/Ia OTIEPEKAIOIIET0 O0yUeHUSI U JIp.

B pamkax wu3yueHMs JaHHOW JUCHMIUIMHBI B Y4eOHOM IpOLIECCE HCIIOJIBb3YIOTCS
TPaaUIIMOHHBIE 00pa30BaTENbHBIE TEXHOJOTHH, AaKTHBHBIE W HWHTEPAKTUBHBIE (OPMBI
NPOBE/ICHUS 3aHATHH B COYETAaHMM C BHEAyIUTOPHOM palboToil c menbio (OpMUPOBaHMUS U
pa3BUTHS TPO(ecCHOHAIBHBIX HAaBBIKOB 00YYarOMINXCS.

Ne Buasbl yuednoit

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHH
n/n padoThI

- BBOJHAS JICKIHUA;
1. Jlexun - NeKIus-uHGOopMaIus C BU3yallu3aluei;
- MpoOJIeMHAsT JICKITUS

- IOMCK U aHanu3 uHpopMaiuu B cetu HTepHeT;
- CeMHHap-KOH(EPEHIIHS TI0 CTYACHYECKUM JOKJIa/1aM;

IIpaxkTrueckue u
- IPOEKTHBIE TEXHOJIOTUH;

2. nabopaTopHEIe
- TEXHOJIOTHS y4eOHOTO MCCIICIOBAHUS
3aHSITHS
- MIUCbMEHHBIC U YCTHBIE TOMAITHUE 3a/1aHNUS;
3 CaMocTtosiTenbHas | - BHeayquTOpHas paboTa CTyJIEHTOB (OCBOSCHHE TEOPETUYECKOTO
pabota MaTepuana, MOArOTOBKAa K MPAKTUYECKUM 3aHSITHSIM, BBHITIOTHEHUE
JIOMAIITHUX 3a/IaHUH, BHITTOJTHEHHE TBOPUYECKON PabOTHI)
- paboTa Ha MPAaKTHYECKUX U Ja0OPATOPHBIX 3aHATHSX;
4, Kontponb p P patop ’

- 3amuTa peeparon




4. OueHo4YHbIe CpeACcTBA JIfl TeKYIero KOHTPOJIsl yCIeBaeMOCTH U MPOMeKYTOYHOI
aTrecTanuu
4.1 ®doHx OLIEHOYHBIX CPEACTB /1JIs1 MPOBeeHUS TeKyllel aTTecTallun
IIpumepnvie 60npocwl 0151 YCMHBIX ONPOCO8 U KOJLIOKEUYMO8
Tema 1. OchosHble nonodHCeHUs NO OP2AHUZAYUU 0eTONPOUZBO0CMEA HA NPEONPUAMUU.
Opuanueckne u (QUHAHCOBBIE MOCIEACTBHUS HENPABUIBHOIO COCTABICHUS JIOKYMEHTOB U
BEJICHUS IOKYMEHTO000pOTa Ha ipennpusTin. Opranuzanus padboThl C TOKyMEHTaMHU.

Tema 2. OcnosHble mpebo6anus K OQOpMIEHUIO YNpaeieHYecKux (OpeaHu3ayuoHHO-
PaAcnopsaoumenbHulx) OOKYMEHMOs.

HeobxomuMocTh eIuHBIX MpaBwil OPOPMIICHHS TOKYMEHTOB. TpeOoBaHHUS K COCTABJICHUIO U
opopmienno JokymMeHTOB. Dopmyisip-oOpasern; nokymeHTa. CocTaB M PaCHOJIOKCHHE
PEKBH3UTOB YIPABJICHYECKUX JOKYMEHTOB. [IpaBmia odopMicHHs PeKBU3UTOB. TpeOoBaHMs K
OytaHkaM U ux opopmicHHE.

Tema 3. OchosHble 00KyMeHmbl 00pA308aHUS.
HNHupopMalinoHHO-CIIpaBOYHbIE JOKYMEHTHI (Cl1y>KEOHBIE (JIOK/IaIHbIE) 3aIIUCKHU, aKThl, CIIPABKH,
TeJIerpaMMBbl, Telne(OoHOrpaMMBbl), JOKYMEHThI JMYHOTO IPOUCXOXKACHUS.

Tema 4. Cospemennoe denosoe nucbmo.

OcoOeHHOCTH [IEJIOBBIX M KOMMEPYECKHUX MHUCEM: KJIacCU(PUKALMs, CTPYKTypa, CTaHIapTHHIC
dpa3pl ¥ BbIpaKEHUs; NpaBuia U (OPMBI KOMMEPUECKOW TMEpPernuCKH C 3apyOeKHBIMU
MapTHEPAMU; KOPPECIIOHACHIIMS, CBSI3aHHAs C TPOBEICHUEM NIEPUOANYECKUX MEPOIIPUSITHH.

Tema 5. Ocrogubie npunyunsvt pabomuvl ¢ OOKYMEHMaAMU.
Peructpamus gokymeHToB. KOHTponb w#cmonHeHHs TOKyMeHTOB. OpraHuzanusi paboThl C
JIOKyMEHTaMHU, COojiepKaline KOH(UICHIINALHBIC CBEICHHUS.

Tema 6. Cucmemamuzayus u XxpaneHue OOKYMEHMOs.
CoBpemeHHbIE CIOCOOBI M TEXHUKa CO3HaHMs OKyMEHTOB. DopmupoBaHue aen. XpaHeHHUE
JIOKYMEHTOB.
Ipaxmuueckue 3a0anus
CocTaBuTh 3asBIICHUE O TIpHEMe Ha padoTy.
CoctaBuTh npodeccuoHaIbHOE PE3IOME, COITPOBOIUTENILHOE TUCHMO K HEMY.
CocTaBUTh XapaKTEPUCTHKY.
Hanucats aBrobmorpaduro.
HcnonHuTs HEOOXOIMMBIE BU3HI HA 3asBIICHHH.
HanoxuTh pe3onronuo pyKOBOIUTENSI OpraHu3aliy Ha 3asBIICHHE.
CocTaBuTh TIpHKa3 O 3a4MCICHHH Ha PadOTy B COOTBETCTBYIOIIEE TOJpa3elieHHE, C
OTIPECNIEHHOTO YHCTIa, C OMPECIEHHBIM HCIBITATENILHBIM CPOKOM, C YCTaHOBICHUEM
YPOBHSI OILIATHI TPYyJa, COTJIACHO JIMYHOMY 3asIBICHHUIO, BU3aM W PE3OJIIOIMH Ha HEM U
TPYAOBOMY JIOTOBODY.
8. Paszpabotarp mpumep 3amosHeHUs pasnena "CBeneHUs o pabore" TPYAOBOW KHUXKKH C
OTpa)keHHEM BCEro TPYAOBOTO MyTH B OPraHHU3AIIHH.
9. OdopmuTh 3anMCh 00 YBOJIBHCHUHU.
10. Pa3paboTtath mpoeKT TPYAOBOTO JOTOBOPA.

NogakrwnpE

Bonpocwi u 3a0anus k 1a60pamopHviM 3aHAMUAM
CocTaBuTh MPUMEP MPOTOKOIA COBEIIAHMS.
Pa3paborats 1 n300pa3uTh BUUTHYIO KAPTOUKY.
3. CocraButh OUOIHOTrpadUIECKYIO CCHUIKY Ha IIUTATY B KOHIIE CTPAHUIIBI.
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12.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
217.

CocTaBUTh TPOEKTHI YUPEIUTEIBHOTO OTOBOpPA M ycTaBa OOIIECTBA C OTPaHMUYEHHOM
OTBETCTBEHHOCTHIO.
CocTaBUTh MUCHEMO JICTIOBOMY ITAPTHEPY.
HapucoBats ¢hopMy 1 3an0aHUTH TenepakcHOE COOOIIECHHUE.
PazpaGorare 1emoBoe MUCHMO, UCHOJNB3Yys TMpaBWIa BEACHUS MEXKIYHAPOTHOU
MEPETIHUCKH.
Temamuka pegpepamos
PazButue nenonpousBonacrsa B [IpeBueit Pycu.
Pa3BuTHe MprKa3HOTO JAEIONPOU3BOICTBA.
Pa3BuTHe KOMIEKCKOTO AETOMPOU3BOICTBA.
[TonsiTHEe ¥ BUIBI JOKYMEHTOB.
OYHKIUH TOKYMEHTOB.
Ilenu u 3ana4u TOKYMEHTOB.
[TonsiTue cuctempl JokyMeHTauu. OCHOBHBIE (DYHKIIMOHATBHBIE CUCTEMBI
JIOKYMEHTAI1H.
8. Opranu3zamnus paboTsl C JOKYMEHTaMHU.
9. Perucrtpainus 1 KOHTPOJIb UCTIOJHEHUS JOKYMEHTOB.
10. Xpanenue 10KyMEeHTOB U (POPMUPOBAHUE JIEII.

Nogah~sowhE

4.2 ®oH/1 OLIEHOYHBIX CPEACTB /Il MPOBeeHHs MPOMEKYTOUHOM aTTeCTAMH
Ilepeuens 6onpocos 011 n0020MOBKU K IK3AMEHY

[TonsiTHe nOKyMeHTA.

OcHOBHbIE IOHATHUSA U OINIPENETICHUS J1eJI0POU3BOJICTBA.

OO6mue pyHKIIMU JOKYMEHTA.

Crenuduueckue GyHKINH JOKYMEHTA.

Ha3HaueHnne 1OKyMEHTOB.

Buibl TOKyMEHTOB M XapaKTEPUCTHUKA WX OCHOBHBIX BHJIOB.

Krnaccudukanus opraHu3aiiiOHHO-PACTIOPAIUTEILHBIX JOKYMEHTOB.

Krnaccudukanus JOKyMEHTOB 110 HAIPABICHUSM JICATEITHHOCTH.

Knaccudukanus TOKyMEHTOB 110 MECTY BO3HUKHOBEHUS U HAIPABIICHUIO JIBFKCHUS.
. Kitaccugumkanmst TOKyMEHTOB TI0 KOJIHYECTBY OTPAKaCMBIX BOIIPOCOB.
. Kitaccumkanmsi JOKyMEHTOB IO YYacTHIO 3aWHTEPECOBAHHBIX JIUI[ B COCTABIICHUU H
MIOIITMCAHUH.
Knaccudukanus TOKyMEHTOB IO CTETIEHH CEKPETHOCTH, COJEpKalieiics B JTOKYMEHTax
UHpOpMaLnH.
Knaccudukanus 1oKkyMeHTOB MO XapakTepy co3/1aHus (M3rOTOBJICHHUS).
Krnaccudukanus JOKyMEHTOB 1O CIIOCO0Y IOKYMEHTHPOBAHHUSL.
Krnaccudukanus JOKyMEHTOB 110 XapaKTepy H3TO0KESHHS COACPKAHMSL.
Krnaccudukanus 1oKyMEHTOB 1O CpOKaM XpaHEHUSI.
Knaccudukanus TOKyMEHTOB B 3aBUCUMOCTH OT YPOBHS IOPUAMUYECKON periiaMeHTaIIHH.
Knaccudukanus TOKyMEHTOB B 3aBUCUMOCTH OT 00CTYKUBaeMOi cheprl JeITEIbHOCTH.
Krnaccudukanus TOKyMEHTOB 1O UX COJAECPIKAHUIO.
Krnaccudukanus TOKyMEHTOB 1O THITY HOCUTENCH.
[TonsTHE MENTOMTPOU3BOICTBRA.
HopmatuBHo-MeTomnueckas 6a3a (OCHOBA) IETONMPOU3BOCTRA.
HopMaTuBHO-MeTOIHUYECKHE JOKYMEHTBI MEKOTPACIEBOTO XapaKTepa.
HopMaTuBHEIE TOKyMEHTHI, PETYIHPYIOIINE ASTOTPONU3BOICTRO.
Bunael nemonpounsBoacTBa.
3agaum AeN0NpoOr3BO/ICTBRA.
[lonsiTue 1OKYyMEHTOOOOPOTa, OCHOBHBIE dTallbl WJIM TEXHOJOTUS paboOThl C
JIOKYMEHTaMH.



28. [IpueM u mepBOHavaIbHAsI 00pabOTKA TOKYMEHTOB.

29. McnionmHeHne TOKYMEHTOB.

30. OtnpaBKa KOPPECHOHCHIINH.

31. XpaHeHue JOKYMEHTOB.

32. KoHTpOJIb OpraHu3aluy JOKyMEHTO000poTa.

33. branku JOKYMEHTOB M UX BUJIBIL.

34. PeKBU3UTHI JOKYMEHTOB.

35. Pa3mepsl Oymaru, mpuMEHsIeMOU B JIETIOMPOU3BOJICTBE.

36. Pa3zmepsr mosieit ¢y keOHBIX TOKYMEHTOB.

37. Hymeparus cTpaHull B JOKYMEHTAX.

38. CriocoObI HanMCaHus 1aT B TOKYMEHTaX.

39. CokpalieHus CIIOB M CIIOBOCOYETAHUHN B TEKCTE JIOKYMEHTOB.

40. OpopmiieHre Ha3BaHUIT TOKYMEHTOB OPraHOB BJIACTH.

41. Pa3HOBHHOCTH SI3bIKa — CTHIIb Pe4H, OQUIIUATILHO-ICTIOBOM CTHIIB.

42. TpeOoBaHusI, IPEIBSIBISEMBIE K COJICPIKAHUIO JIOKYMEHTA.

43. Cneunduueckre 0COOCHHOCTH COACPKAHUS TOKYMEHTA.

44, OcoOEHHOCTY HATUCAHUS JIEJI0OBBIX [IHACEM.

45. HenpaBHIIbHOE UCIIOJIB30BAHKUE CIIOB M TEPMUHOB B JIOKYMCHTaX.

46. HeymecTHOE WIJIH HEOIIPaBlaHHOE YIOTPEOIICHNE HHOCTPAHHBIX CIIOB B JOKYMCHTAX.
47. Jlekcndeckue OMMOKH B SI3bIKE IOKYMEHTOB — TaBTOJIOTHSL.

48. HenpaBmiibHOE yIOTPEOJICHHUE CIIOB — CHHOHMMOB B TEKCTE JIOKYMEHTOB.
49. HenpaBoMepHOE yIOTpeOJICHUE apXau3MOB U KaHIICISIPU3MOB B TEKCTE JIOKYMEHTOB.
50. HenpaBoMepHOE yroTpeOJIeHne HEOJIOTU3MOB B TEKCTE JIOKYMEHTOB.

51. OcHOBHast 0COOEHHOCTD SI3bIKA JOKYMEHTOB — SI3bIKOBOM CTaHAapT.

52. CrangapTu3anus CJI0BOCOYETAHHUH JOKYMEHTA — SI3BIKOBBIC ()OPMYIIBI.
53. CrangapTusanus s3bpIKa JOKYMEHTA B IIOCTPOSHUH TPEIOKCHU.

54. CrangapTu3anus si3blka TOKyMEHTa Ha YPOBHE I[EJIOCTHOTO TEKCTa.

Kpumepuu oyenxu:

Ouenka omauuHo:

- 3HAaHUE Y4eOHOTO MaTepHaja Ha OCHOBE MPOTPaAMMBI U YTITyOJICHHBIC CBEJCHUS TI0 OTHON
U3 Mpo0JieM 3a MpeaeaamMu MporpamMmBbl;

- JIOTHYECKOe, TIOCJIEeIOBAaTSIbHOE W3JI0KEHHE BOIMpPOCa C OMOpPOM Ha Pa3sHOOOpa3HbBIE
WUCTOYHUKU;

- OIIPEJICIICHUE CBOCH MO3UIINU B PACKPHITHH MTOJIX0JIOB K pacCMaTpUBaeMOl IpodiieMe;

- BBIMIOJIHEHUE TBOPYECKOTO 33/IaHUsl Ha BHICOKOM YpPOBHE C MPHUBJICUCHUEM PA3IUIHBIX
HUCTOYHUKOB;

- MOATOTOBKA MPE3CHTAINH.

Ouyenka xopouwio:

- 3HaHHe yueOHOro MaTepuala B mpejenax mporpaMMel;

- pacKphBITHE PA3INIHBIX ITOAXO0I0B K paccMaTprUBaeMon podieMe;

- OIopa MpHY MOCTPOCHUHU OTBETA Ha 00SA3aTENbHYIO JTUTEPATYPY;

- BBITIOJIHEHUE TBOPYECKOTO 33JIaHUS C HEKOTOPBIMH 3aMEYaHUSIMHA ¥ HETOYHOCTSIMU;

- MOATOTOBKA MPE3CHTAINH.

Ouenka yoosnemeopumenbHo

- 3HaHHMe Y4eOHOTro MaTrepuala B TMpeleiax MporpaMMbl HAa OCHOBAaHUU OJHOTO W3
MIOJIXO/IOB K pacCMaTpHUBaeMoii Ipodieme;

- OTCYTCTBHE COOCTBEHHOW KPUTHYECKOW OIICHKM BO3MOXKHOCTH HCIIOJIh30BaHUS
U3Y4EeHHOTO MaTepuaia Ui PeIICHNsI COBPEMEHHBIX IPO0JIeM;

- BBINIOJTHEHUE TBOPUYECKOTO 3aJaHMs CO 3HAYUTEIBHBIMH OINMOKaMHU, HETPaBUIHHBIM
odopmIIeHHEM;



- 0€3 BBHITIOJTHEHUS MPE3CHTAIUH.

O1neHOYHBIC CpENCTBA Ui MHBAJIMIOB W JIMIl C OTPAaHUYCHHBIMH BO3MOKHOCTSIMHU
3JI0POBbSI BEIOMPAIOTCS C YIETOM UX UHIUBUAYATBHBIX MICUXO(PHU3NISCKIX OCOOCHHOCTEH.

— NpH HEOOXOJAMMOCTH HHBAJIHMJIAM M JIMIAM C OTPAaHUYCHHBIMH BO3MOXXHOCTSIMU
3JI0pPOBbS MTPEIOCTABIISCTCS AOMOJHUTEIBHOE BPEeMsI JIsl IIOATOTOBKHU OTBETA HA SK3aMEHE;

— IIpH TPOBENICHUH TIPOIICAYPHI OIICHUBAHUS PE3yIbTATOB 00yUCHHSI MHBAIUIOB H JIUIL C
OTPAaHHYEHHBIMH BO3MOXHOCTSIMHU 3/I0POBbSI MPEAYCMATPUBACTCS UCIIOJI30BAHUE TEXHUYECKHIX
Cpe/CTB, HEOOXOIMMBIX UM B CBSI3U C UX WHIUBUIYAIBHBIMUA 0OCOOCHHOCTSIMH;

— TIPH HEOOXOAMMOCTH JIJIsl OOYJAFOIIUXCS C OTPAHHYECHHBIMHA BO3MOXKHOCTSIMU 3I0POBbSI
U WVHBAIUAOB TIPOIEypa OIICHUBAHUS pPE3YJIbTAaTOB OOYUYCHHs [0 JUCHUILUIUHE MOXKET
MIPOBOAMTHCS B HECKOJIBKO JTAIOB.

[Iponierypa oneHUBaHUsI pe3yJbTaTOB OO0YYCHUs WHBAIUIOB M JIMII C OrpaHHYCHHBIMH
BO3MOXKHOCTSIMU 37I0POBbS IO JUCIHUILTUHE MPEAyCMaTPUBACT MPEIOCTaBlIeHHE HHPOPMAIUN B
dopmax, afanTUPOBaHHBIX K OTPAHUYCHHUSM X 370POBbS M BOCIIPUSATHS HH(POPMAIIHH:

JUIst U1 ¢ HApYIICHUSIME 3PCHUS:

— B I1e4aTHOW (hopMe YBEIMYCHHBIM HIPUPTOM,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JIuist U1 ¢ HApYIIECHHUSIMH CITyXa!

— B mieyaTHoOU hopme,

— B (hpopMe 3IIEKTPOHHOTO IOKYMEHTA.

JUtst 11 ¢ HapYIICHUSIMHA OTIOPHO-JIBUTATEIILHOTO armapara:

— B IIeYaTHOM opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBII TepeYeHb MOXET OBbITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHI'CHTA
o0yyJaroumxcsi.

5. IlepeyeHb OCHOBHOII M JOMOJHHUTEJIbLHOW y4eOHOW JHUTEpPaTypbl, HEOOXOAUMOI
JAJIS1 OCBOCHHS TUCHHUIINHBI.

5.1. OcHoBHas JIUTEpaTypa:

1. Kopuees, UK. [lenoBas nepenuicka U o0pa3ibl JOKYMEHTOB: Yy4eOHO-TIPAaKTHYECKOE
nocoowue. - M.: [Ipocmekt, 2009. - 324 c. - ISBN 9785392005444.

2. CnuBax B.A. JIOKyMeHTUpOBaHKE YIpaBIE€HYECKON JEATEIBHOCTH
(HemompounsBocTBo): KpaTkuii kKype. B.A. CnuBak — 2-¢ u3z. — CII6.: [Turep, 2010. — 256 c.

5.2. lonoIHATEIbHAS JIATEPaTypa:

1. JlokyMeHTaImoHHOe o0ecrieueHue ynpasieHus: yueOnuk / JI.A. Pympiauna. — 8-¢
u3 ., crep. — M.: M3narensckuii neHTp «Akagemusi», 2010.
2. Hemnoroma A.B. Jlemonpou3BOACTBO OpraHW3allid: TOJATOTOBKA, OQOpMIIEHUE U

BEJICHUE JIOKyMeHTaluu: 76 00pa31ioB OCHOBHBIX 10KyMeHTOB / A.B. Henorona, I1.A.Cemuenko.
—2 m3a. — M.: Omera — JI, 2008. — 480 c.

3. OCHOBBI  JI€JIONPOU3BOJICTBA U SI3BIK  CIY)XEOHOrO JIOKyMEHTa: y4eOHO-
npaktudeckoe nocodue/ H.H. Illysanosa, A.}O. IBanoBa. — PoctoB H //: ®enukc, 2007- 396 c.

5.3. llepuoauveckue u3IaHusA:
1. Kypnan «1IkonbHBIE TEXHOIOTHNY

6. Ilepeyenbr pecypcoB  HH(POPMANUOHHO-TEJEKOMMYHMKAIIMOHHON  CeTH
«HTEepHET», HEOOXOAMMBIX /IJIsl OCBOEHHUS! TUCIUILTHHBI

DnekTpoHHas OubIHoTeuHas cucrema nsaarenscTa "Jlans" http://e.lanbook.com/

OnekrponHas Oubianoreunas cucrema "Andykc" http://ibooks.ru/

DnekrponHas oudmuoreunas cucrema "ZNANIUM.COM" http://znanium.com/

Onekrponnas bubmmoreka Auccepranuii https://dvs.rsl.ru/

Hayunas snexrponnast 6udaunoreka (HOB) http://www.elibrary.ru/
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7. MeToguyecKkue yKasaHusi 1151 00y4ar0uXcs M0 OCBOCHUIO THCHUIINHBI
Opranuzanus 1 yaueOHO-MEeTOANYEeCKOe 00eceYeHne caMOCTOSTENbHON paboThI
cryaentoB(CPC)

Tekymas u onepexaromias CPC, HanpaBieHHas Ha yriyOJICHHE W 3aKpeIIeHue 3HAaHUH, a TakKe
pa3BUTHE IPAKTUUECKUX YMEHUH 3aKI04aeTCs B:

— pabore OakaJaBpOB C JIEKIMOHHBIM MAaTEpUaioM, IIOMCK M aHalIW3 JIUTepaTrypel H
3JIEKTPOHHBIX HCTOYHUKOB MH(OPMAIMH 1O 33aHHON podiieme,

— HamMcaHuu pedepara,

— M3YYEHUU TeM, BBIHECEHHBIX Ha CAMOCTOSTEIbHYIO IPOPAOOTKY,

— IOATOTOBKE K K3aMEHY.

TBopueckas NmpoOJIeMHO-OPUEHTUPOBaHHAs caMocrosTenbHas pabota (TCP) nHanpaBnena Ha
pPa3sBUTHE WHTEIUICKTYaJIbHBIX YMEHHMH, KOMIUIEKCAa YHHBEPCAJIBHBIX (OOLIEKYIbTYPHBIX) H
npoeCCHOHATIBHBIX KOMIIETEHLIMH, MOBBIIMIEHHE TBOPUYECKOro IOTEHIMana OakajaaBpoB U
3aKJIF0YAETCs B!

— IIOMCKe, aHaJIM3€e, CTPYKTYPHUPOBAHUY U IIPE3EHTAUN UH()OpMAIH,

— aHanM3e y4eOHO-TeMaTHUECKOro IIaHa YPOKOB TEXHOJIOTUH,

— HCCIE0BaTeNbCKON paboTe U y4yacTHU B HAYUHBIX CTYJICHUECKUX KOH(EPEHLUAX, CEeMUHapax
¥ OJIMMITHA/IAX IO MPOOJIEMe TEXHOJIOTHIECKOTO 00pa30BaHMU.

OOyuaroniye HHBaNIWIbl, KaK M BCE OCTalbHbIE CTYIEHTBI, MOIYT o0O0y4arbcs IO
UHAMBUAYaJIbHOMY Y4Y€OHOMY IUIaHY B YCTaHOBJIEHHBIE CPOKH C YYETOM OCOOEHHOCTEMN
o0pa3oBaTeNbHBIX MOTpeOHOCTEH KOHKpeTHOro ooOyuatomierocs. CpoK MOJy4eHHUS BBICILIErO
oOpa3oBaHusi Ipu OOyYEHHMH IO WHAWBUIYaJbHOMY IUIAHY JUIS MHBAIMJIOB W JIMI[ C
OTPaHUYEHHBIMU BO3MOXHOCTSIMH 3/10pPOBbSl MOXKET OBITh IIPU HEOOXOAMMOCTH YBEJIMYEH, HO HE
Oonee yem Ha monrona. [Ipu cocraBieHUM MHIMBUAYAIBHOTO rpaduka 0Oyd4eHUs: MOTYT OBITh
IPEIYCMOTPEHBI pa3IMuHble BAPUAHTHI IPOBEICHUS 3aHATHI: B 00pa30oBaTeIbHON OpraHU3aluu
(B akajgeMHuyecKOH Trpynne W HMHIUBUAYaJIbHO), Ha JIOMY C MCIIOJIb30BAaHHUEM »HIIEMEHTOB
JUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTUH.

OOyuaroiye WHBINIBL, KaK M BCE OCTaJbHBIE CTYAEHTBl, MOTIYT O0y4aTbCsi IO
WHAMBUAYyaJIbHOMY Y4YeOHOMY IUIaHy B YCTAHOBJIEHHBIE CPOKHM C YYE€TOM OCOOEHHOCTEH
0o0pa3oBaTeNbHBIX MOTpeOHOCTEH KOHKpeTHOro oOyuwatomierocsi. Cpok IMOJTy4eHHUs BBICILIErO
oOpa3oBaHusl IpU OOyYEeHHUH MO0 HHAWBUIYAJbHOMY IUIAaHY JUIS MHBAJIMJIOB W JIMI[ C
OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3/10pPOBbSI MOXKET OBITh IPU HEOOXOAMMOCTH YBEITUYEH, HO HE
Oonee yem Ha moaroza. Ilpu cocTaBieHnH MHIUBUAYAIbHOIO rpapuka 0Oy4eHHs] MOTYT OBbITh
IPEIYCMOTPEHBI Pa3IMYHbIe BApUAHThHI IPOBEICHUS 3aHATUI: B 00pa3oBaTeIbHON OpraHU3aluu
(B akameMHyeckoW rpynne M WHIUBUAYAlbHO), Ha JOMY C HCIOJB30BAaHHUEM 3JIEMEHTOB
JMCTAHIIMOHHBIX 00pa30BaTENIbHBIX TEXHOJIOTUH.

B ocBoeHuu NUCHUIUIMHBI UHBATUAAMHM U JIUI[AMH C OFPaHUYEHHBIMU BO3MOXHOCTSMU
30POBBSl OOJBIIOE 3HAYCHHE MMEET WHIWBHUIyalbHas ydeOHas paboTa (KOHCYNbTAallMU) —
JOTIOTHUTEILHOE Pa3bsICHEHHE yUeOHOro MaTepuraa.

WupuBuayanbHble KOHCYJIBTAllMM IO MPEAMETY SBISIOTCS BaXXHBIM  (aKTOPOM,
CIOCOOCTBYIOLIUM MHJIMBUYaTU3allii O0yYEHHUS] U YCTAaHOBJIEHHIO BOCIIUTATEIbHOTO KOHTAKTa
MEXIy IMpernojaBaTesieM M OO0YyYaloIMMCS HHBAJIMIOM WM JIMIOM C OrpaHUYEHHBIMHU
BO3MOXKHOCTSIMH 37]0POBBbSI.

8. llepeyenbr MHGPOPMANMOHHBIX TEXHOJIOTH, HCNOJb3YEeMBbIX NPH OCYLIECTBICHHH
0o0pa3oBaTe/IbLHOIO Mpolecca Mo AUCIUIIHHE.

8.1 llepeyenb HH(POPMALHOHHBIX TEXHOJIOTHIi.

— IlpoBepka nomManiHuUX 3aJaHU M KOHCYJbTHPOBAaHUE IIOCPEACTBOM JIIEKTPOHHOMN
MIOYTHI.

— Hcnonb3oBaHue 53IEKTPOHHBIX NPE3EHTAlMHA IpPU IMPOBEIACHHUU JIEKIMOHHBIX U
IIPaKTUYECKUX 3aHIATHUM.



8.2 IlepevyeHb HEOOXOAMMOI0 NPOrPAMMHOI0 00ecnedeHHus .

[TporpamMmsl It JIEMOHCTpAIMK U co3aanus npesentanuii («Microsoft Power Pointy).
[Tporpammbl, JAeMOHCTpalMu BHIeO MatepuaioB (mpourpeiBatens «Windows Media
Player»).

8.3 IlepeueHb HH(POPMATMOHHBIX CIIPABOYHBIX CHCTEM:

1. CupaBouno-nipaBoBas cucrema «Koncymnprant [Lmrocy (http://www.consultant.ru)
2. Dnexrponnas oubamoreunas cucrema eLIBRARY.RU (http://www.elibrary.ru)/
3. l'apanrt.py: uHpOpMaIMOHHO-TIPaBOBOI mopTtain http://www.garant.ru

4, MuHHCTEpCTBO 00pa3oBaHus U HAayKu http://MuHOOpHAYKH.pD

5.  YHuBepcuterckas

http://uisrussia.msu.ru

9. MarepuajJbHO-TeXHHUYECKAS

POCCHUA Poccus)

nHpOpPMAaLMOHHAs CCTEMa (Yuc

0aza, HeoOXxoauMasi JJsi  OCYLIECTBJICHUS

06pa30BaTeJ'[bHOF0 nmpouecca 1mo AMCuuIInHe.

MarepualibHO-TEXHHYECKOE 00eCTIeYeHNE T CIIUTIIMHBI

Ne Bun pa6or
(MOJIy1ns) ¥ OCHAIIEHHOCTD
1. JlexuroHHble 3aHsATUS | JIeKuMOHHAs ayquTopus, OCHAILLEHHAs MPE3EHTAlMOHHON
TEXHUKOMN (mpoekTop, 9KpaH, KOMIIBIOTED) u
COOTBETCTBYIOIIUM IporpaMMHbiM obecniedenuem (I10) mpo
npopumto  «TexHonmormueckoe oOpazoBanue. Puznkar
CHELUaIN3UPOBAaHHbBIE  JIEMOHCTPALMOHHBIE  YCTAHOBKH:
MYyJbTUMEIUMHBII ~ MHTEPAKTUBHBI  JEMOHCTPALIMOHHBIN
KomIuiekc (JoroBop Ne 242 — AD®/ 2015 ot 28.12.151.)
2. CeMuHapckue u | CnenuanbHOe TOMEUIEHHE, OCHAILEHHOE IpPEe3eHTAl[MOHHOM
71a60paTOPHBIE 3aHATHUS | TEXHUKOU (mpoextop, JKpaH, MYJIbTUMEINNHBIN
MHTEPaKTUBHBIN IEMOHCTPAIIMOHHBIN KOMILUIEKC (JI0rOBOP
Ne 242 — AD®/ 2015 ot 28.12.151.)
3. I'pynmnoBsie Aynuropus, (kabuner) 22
(MHAMBUAYATIbHBIE) MynbTUMEIUIHBIA ~ WHTEPAKTUBHBIM  JIEMOHCTPAlMOHHBINA
KOHCYJIbTAIlUU KoMruiekc (moroBop Ne 242 — AD®D/ 2015 ot 28.12.151.)
4. Texymuii  KoHTpoJsb, | AyauTtopus, (kaOuuner) 21
IIPOMEKYTOUHAs O6opynoBaHue: MyJIbTUMEAUMHBIN TPOEKTOP, IKPaH,
aTTecTaIus MePCOHANIbHBIN KOMITBIOTED, YueOHass MeOenb, Jocka yueOHas,
BbIX0J1 B VIHTEepHET, yueOHO-HAIJIAJHbIE I0COOMS;
1a00paTOPHBI KOMIUIEKC JJs1 y4yeOHOW MpakTU4YEeCKOH U
IIPOEKTHOM 1€ATEIbHOCTU
5. CamocrosiTenbHas Kabuner 1 camocTosITeNIbHOM  pabOThl, OCHAIIEHHBII
paboTta KOMIIBIOTEPHON TEXHMKOHW C BO3MOYKHOCTBIO MOJKIIOYEHMS K

cetn «l/HTEpHeT», mporpamMmol 3KpPaHHOTO YBEIUYEHUS U
00€CMEeYeHHbI JOCTYIIOM B 3JEKTPOHHYIO HH(OPMAIIMOHHO-
00pa3oBaTeNbHYIO Cpely YHUBEPCUTETA.
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