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1 Hesnn u 3a1a4m U3y4eHusl AUCHUINIHHBIL.
1.1 Ileab ocBoeHMSs JUCHHUILIUHBI

OcHoOBHAaA

yenv

U3Yy4YEHHUS

JUCHUITIINHBI

«OCHOBBI

ACJIOIIPOU3BOACTBA U

JOKYMEHTOO0OpOTa» - MPHOOPETeHHE CTyJACHTAaMH TEOPETUYECKHX 3HAaHW B 00JacTH
JOKYMEHTAIMOHHOTO oOecrieueHuss oOpa3oBaHMs, O3HAKOMJICHHE C BHJaMU JOKYMEHTOB,
WCIIOJIb3YEMBIMH B JICATEILHOCTA 00pa30BaTEIIBHBIX OPraHU3allui, TIOJYICHHE MPAKTHICCKIX

HaBBIKOB M0 CO3JIaHUIO U 00pa0OTKE ITUX IOKYMEHTOB.

1.2 3agaun AUCHUIIMHBIL.
N3y4eHrne 0CHOBHBIX MOJIOKCHHUN U CTAHIAPTOB TI0 JOKYMEHTHPOBAHUIO

yIpPaBJICHUYECKON AEATEIbHOCTH.

O3HaKOMJIEHHE C COBPEMEHHBIMU CIIOCOOAMU M TEXHUKOU CO3/IaHUS IOKYMEHTOB.
BripaboTka mpakTHYECKOTO HaBbIKa B pa3pabOTKEe OCHOBHBIX CIYKEOHBIX JOKYMEHTOB,
periaMeHTHPYIOIKX 00pa30BaTeNbHYIO JeSTEIbHOCTb.

OBJ'IaI[eHI/Ie InpueMaMi U HaBbIKaMH pa6OTI>I C pas3JIMYHbIMH JOKYMCHTAMH,

paloHaIbHON OpraHU3alui JOKYMEHTO000pOoTa B 00pa30BaTeIbHON OpraHu3alii.

1.3 MecTo AuCHMILINHBI B CTPYKTYpe 00pa3oBaTe/ibHON NPOrpaMMbl.

Juctmmumaa «OCHOBBI JIETTONIPOM3BOICTBA M IOKYMEHTOO0OPOTa» OTHOCHUTCS K
BAapUATHUBHOW YacTH y4eOHOTO IJIaHa.
Co;lepmaHHe HaHHOI\/'I JUCHUIIIIMHBI TECHO CBA3aHO C IICUXOJIOro-1Iie1arorntyeCKnuMun
TUCIUTITMHAMY y4eOHOTO TUTaHA.

1.4 IlepevyeHb IUIAHMPYEMBbIX Pe3yJIbTATOB 00y4YeHUs M0 JUCHHUILUIUHE,

COOTHECEHHBIX € IUVIAHNPYEMbIMH Pe3y/JbTATAMM 0CBOEHHUSI 00pa30BaTe/bLHOMH MPOrpaMMbl.
N3yuenune nanHO#M y4eOHOM MUCUIUIIIMHBI HAIPaBJieHO Ha ()OPMHUPOBAHUE CIICTYFOIINX
xommnetreHmuii: OK-7, OITK-2.

No Nnpexe Conepxanue B pesynbTaTe nzydeHus: yaeOHOM AUCIUILIHBI
—— KOMIIET KOMIICTCHIIUHN (I/IJ'II/I 06yqafoumec;1 JOJI’)KHBI
"~ | eHmum €€ JacTu) 3HATh YMETb BJIA/IETH
1. OK-7 CIOCOOHOCTBIO - TEPMHHOIIOTHIO B - IPUMEHSTD Ha - 3aKOHOJATEIbHBIMU
HCHOIB30BaTh obnactu MPaKTHKE Y HOPMATUBHO-
JIeTIONPOU3BO/ICTBA,; roCy/IapCTBEHHbIE METOIMYECKHMHU
0a30BbIE IPABOBLIE - HOpPMaTHUBHO- CTaHJAPTHI, APYyTHe MaTepuaaMu 110
3HAHUSA B PA3JIMYHBIX | MeTOAMYECKOE HOPMaTHBHbIE U OpraHu3aIu
cd)epax peryimupoBaHue METOINYECKUE JCJIONPOU3BOACTBA,
eATCIBHOCTH JIeTIONIPOU3BO/ICTBA,; JIOKYMEHTBI, - Knaccndmfauneﬁ,
- MpaBmiIa perllaMeHTHPYIOIE | TUIH3AIHeH,
MOATOTOBKHU H OpraHHU3aIuio COCTaBOM
ohopmiteHHs JITIONPOU3BO/ICTBA,; YHUDUIUPOBAHHBIX
OT/ICIIbHBIX BUJIOB - COCTaBIISITh U CHCTEM
JIOKyMEHTOB; MPaBUIILHO (B JIOKYM EHTAI[1H;
- OpraHM3alMOHHbIE | COOTBETCTBUH C - opraHuzanuen
(hopMBI paboTHI C JIEHCTBYIOIIUMH JIOKyMEHT0000pOTa,
JIOKyMEHTaMHM; HOPMATHBHBIMHU XpaHEeHHEeM
- OpraHH3aIuio JIOKyMEHTaMH) JIOKyMEHTA U
JIOKYMEHT0000poTa; | opopMIIATH OCHOBAaMH apXUBHOTO
- TEXHOJIOTHIO OCHOBHBIE BUJIbI XpaHEeHHsI
peopranuzanuu OpraHU3aIHOHHBIX, JIOKyMEHTa,;
JIOKyMEHTOB; PachopsAUTENbHBIX U | - METOJAMU
- TEXHOJIOTHIO nH(pOpMALIMOHHO- palnoHaTH3aUuH
OpraHu3aIuu CIPaBOYHbBIX JIETIONPOU3BOJICTBA U
XpaHeHHs JIOKyMEHTOB. BHEJIPEHUST HOBBIX
JOKYMEHTOB B nH(pOPMAIIHOHHBIX
JIeTIONIPON3BOJICTBE; TEXHOJIOT U
- 0COOCHHOCTH
JIeITONPOHU3BOJICTBA

Ha IPpCANPUATHUIX.




No Wnpexc Conepxxanue B pesynbrate nzydeHus: yaeOHOU JUCIIUILTAHBI
0 1_1 KOMIIET | KOMIICTCHIIMH (WJIH 00yYaromuecs TOJKHBI
" | enuunm €€ JacTu) 3HATH yMETh BJIA/IETh
2. OIIK-2 | crtocoOHOCTBIO - TEPMHHOJIOTHIO B - IPUMCHSTH Ha - 3aKOHOJIATCTHbHBIMH
OCYILECTBIISATD obacTu . MPaKTHKE Y HOPMAaTUBHO-
JIeJIONIPOU3BO/ICTBA; rOCyIapCTBEHHEIC METOIMICCKIMH
o0yuenmue, - HOPMaTHBHO- CTaHIAPTHI, APYTrue MaTepualiaMu 110
BOCIIUTaHUE U METOINIECCKOE HOPMATHBHBIC U OpTaHU3aIH
Pa3BUTUC C YUCTOM perynupoBaHHe METOANYCCKUEC JCI0NpPOU3BOJICTBA,
COLMATTBHBIX, JIeIONTPOU3BO/ICTBA; JIOKYMEHTBI, - Knaccmbnvxauneﬁ,
- TIpaBUiIa PETIAMEHTHPYIONINE | THIA3AIUCH,
BO3pPAaCTHBIX, MTOATOTOBKHU U OpraHU3aInIo COCTaBOM
HCI/IXO(bI/BI/IOJIOFI/I‘IeC othopmiteHHs JCI0NpPOU3BOJICTBA, YHU(DULIUPOBAHHBIX
KUX U OTJICITLHBIX BHJIOB - COCTaBJIATh U CUCTEM
VHTHBH Ty AT HBIX ,il(())Ky'MeHTOB; MPAaBHILHO (B )-:[OKyMeHTaL[I/II/Ij
pPraHu3aI[HOHHbBIC COOTBETCTBHH C opraHusaien
0COOEHHOCTE, B (hopMbI paboOTHI ¢ JICHCTBYIOIIMUMHU JIOKyMEHT0000pOTa,
TOM 4HCJIe 0COOBIX JIOKYMCHTaMH; HOPMATHUBHBIMHU XpaHCHUEM
06paSOBaTeJILHLIX - Opl“aHI/I3aIII%IO a((i))KyMeHTaMH) JOKYMEHTA U
o JIOKyMEHTO0000pOTA; ohopMIIATH OCHOBaMH apXUBHOT'O
HOTpe6HOCTeH - Tezll\:OHOFI/HO P ’ OCH(l))BHI)IC BHU/bI XpaHCHUA P
00y9aromuxcs peopraHuzanuu OpraHU3alIOHHBIX, JIOKyMEHTa;
JOKYMCHTOB;, pacnopAaauTEIbHBIX U - ME€TOAaMU
- TEXHOJIOTHIO HH(POPMAIHOHHO- paIMOHATH3AIIH
OpraHru3anuun CIIpaBOYHBIX JCJIONPOU3BOACTBA U
XpaHCHUA JOKYMECHTOB. BHEAPCHUA HOBBIX
JIOKYMEHTOB B UH(OPMAIOHHBIX
JIEIIOIIPOU3BOJCTBE; TEXHOJIOT'UH.
- 0c0O0eHHOCTH
JIEITOTIPOM3BOICTBA
Ha MPEeIIPUATHIX.

B pe3ynbraTe u3yueHus AUCUUILIINHBI CTYACHT JOJIKEH 3HATH:
- TEPMUHOJIOTHIO B 00J1aCTH JeTONPON3BOICTBA;
- HOPMaTUBHO-METOJMYECKOE PETYIHMPOBAHUE IEJIONPOU3BOJICTBA;

- IpaBuJjia MOATOTOBKH 1 0(OPMIICHHSI OTAEIbHBIX BUIOB
JOKYMEHTOB; - OpraHU3allMOHHbIE (OPMBI pabOTHI C TOKyMEHTaMU; -
OpraHHU3aIHIo JOKYMEHTO000POTA; - TEXHOJIOTHIO peopraHu3aluu
JIOKYMEHTOB;

- TEXHOJIOTMIO OpraHu3aly XpaHCHHUS JOKYMCHTOB B JCJIOIIPONU3BOJCTBE;

- 0COOCHHOCTH JICJIOTPOU3BOJICTBA HA MPEATPUSITHIX.
YMeTh BJ1aJ€eTh:
- IPUMEHATh Ha IPAKTUKE FOCYAApCTBEHHBIE CTAHIAPThI, IPYTe HOPMATUBHBIE U
METOIMYECKUE TOKYMEHTBI, PErJIaMEHTUPYIOIINE OPraHU3alHIo 1€J0TIPOU3BOJICTBA; -
COCTaBIIATh U MPABUIHHO (B COOTBETCTBHUH C JCHCTBYIOIIMMHU HOPMATUBHBIMU
JTOKyMEHTaMu) 0(hOpMIISITh OCHOBHBIE BU/IbI OPTaHU3AIIMOHHBIX, PACIOPSAIUTEIbHBIX U

I/IH(l)OpMaI_II/IOHHO-CHpaBO‘IHLIX JAOKYMCHTOB; - BBIIIOJIHATH BHU/bI pa60T 110 OpraHu3anmuu
,Z[OKYMGHTOO60pOTa;

- COCTaBJIATh U O(I)OpMJ'ISITB JAOKYMCHTHI 110 00CCIIeYeHHIO O6p330BaTCJ'ILHOFO mnmpomnecca.
Baagers YMEHUSAMU U UMETD OIIBIT:

- OpraHHSaHHeﬁ I[OKyMeHTOO60pOTa, XpaHCHHUEM NOKYMCEHTAa U OCHOBAMU apXUBHOI'O
XpaHCHHUA ONOKYMCHTA; - MCTOJaMU palluOHAIM3alluU ACTIOIIPOU3BOACTBA U BHCAPCHUS
HOBBIX

ABTOMATHU3UPOBAHHBIX I/IH(l)OpMaI_II/IOHHBIX TeXHOHOFHﬁ;

- OpPaHH3aHHCﬁ U IJIaHUPOBAHUCM pa6OTLI C.TIy>K6LI ACIIOIIPOU3BOACTBA,

- METOJIMKOI COCTaBJICHUS U O(I)OI)MJ'ICHI/ISI JAOKYMCHTOB.



2. CTpyKTypa u cojiep:KaHue THCHUIIHHBI.

2.1 PacnipenesieHue TPy10éMKOCTH JUCHUILUIMHBI 110 BUAaM padoT.

OOmast Tpy0EMKOCTh AUCIHUILIMHBI COCTaBIIsACT 4 3a4. en. (144 yaca), ux pacnpeneneHue
10 BUIaM paboT MpeACTaBIeHO B TabmuIe (015 cmyodenmos 3D0).

Bun yae6HOI paboThI Bcero CemecTpbl
4acoB (uacel)
9 (5 kypc)
KonTakTHasi paboTa, B TOM YHCJI€: 16 16
AYIUTOPHBIE 3aHATHUSI (BCEr0): 16 16
3aHsTHI JISKIIMOHHOTO TUTIA 6 6
JlabopaTopHbIe 3aHITHS - -
3aHATHS CEMHUHAPCKOTO THUTA (CEMUHAPHI, MPAKTUYECKHE 10 10

3aQHSITHS)

Nuasi koHTaKTHas padora:

KoHTposas camocTosarenbHoi padotsl (KCP)

IIpomexyrounas atrectanus (MKP)

CamocrosiTeJibHasi paboTa, B TOM YHCJIe: 119 119
Kypcosas paboma - -
IIpopabomka yuebnoco (meopemuueckoeo) mamepuana 30 30
Buinonnenue unousudyanvuwix 3a0anutl (n0020mosKa 30 30
CO0OWeHUll, npe3eHmayuli)
Peghepam 30 30
IToaroroBka K TEKyIeMy KOHTPOJTIO 29 29
KouTtpoJn: 9 9
IToaroToBKa K SK3aMeHY
OO0masi Tpy10€eMKOCTh yac. 144 144
B TOM YHCJIe KOHTAKTHAas 16 16
padora
3a4.e/l. 4 4

2.2 CTpyKTYypa IMCHUILIAHBI:
Pacripenenenne BHIOB y4eOHOM paOOThI M X TPYJOSMKOCTH IO pa3jieiiaM
JUCHUIUTMHBL Paznensl AMCUUIIINHBL, H3ydaembie B 9 cemectpe (011 cmyoenmos 3@0)

Ne KonndecTBo yacos
pasn HanmenoBanue paszienos AYIMTOPHaA Bueayjurophas
ol Bceero paboTa pabora
J1 113 JIP CPC
1 2 3 4 5 6 7
OCHOBHBIE TOJIOKEHHUS IO
1. |opranuzanuu nenonpousBoaACTBa 22 2 20
Ha NpeANpUITUN
OcHoBHbIE TpeOOBaHUS K
2 0(OPMIICHHIO YITPABIEHUYECKUX 24 9 9 20
" |(opranuM3anoHHO-
pacropsINTEIbHbBIX) TOKYMEHTOB
3 OcCHOBHBIE JOKYMEHTHI 24 2 2 20
oOpa3oBaHus
4. |CoBpemeHHOE I€T0BOE MUCHMO 22 2 20




5 OcHOBHbIE IPUHLUIIBI PaOOTHI C 99 9 20
TTOKyMEHTaMH
6. CucremaTtuzanus 1 XpaHeHUE 21 2 19
JTOKyMEHTOB
7. |KoHTposn 9
[lImoeo no oucyuniune: 144 6 10 - 119
2.3 Conepxxanue pa3ieoB IMCUUILIUHBI:
2.3.1 3aHATHSA JEKIIMOHHOTO THIIA
No HaumenoBanue Cozepranme paszena dopma TEeKylero
pazzena KOHTPOJIS
1 2 3 4

OCHOBHBIE TTOJIOKEHUS
10 OpPTraHU3aINuN
NeTIOTIPOM3BOICTBA HA
PEATTPUATHI

3HavYeHHE TOKYMEHTAIMOHHOTO
obecnieuenus pupMm. HopmaTuHO-
METO/INYeCKasi OCHOBA JIEJIONPOU3BO/ICTBA.
JloxymeHTHpOBaHUE.

Yerusriii onpoc (YO)

o00pa3zoBaHus

Y TIpaBUJIa COCTABIICHUS JOKYMCHTAIIHH.
Cocrapnenne 1 0(hopMIIEHHE OCHOBHBIX
NTOKYMEHTOB: OpPraHH3aIllHOHHO-
pacropsIUTeIbHBIE IOKYMEHTHI (yCTaB
NPEANPUATHS, YIPEAUTEIBHBINA JJOTOBOP,
TI0JIOXKCHHSI, KOHTPAKTBHI, IOTOBOPA,
NIPUKAa3bl TI0 OCHOBHOM JIESITEITLHOCTH,
pacropsoKEHHs, PEIICHHUS, YKa3aHHs,
MIPOTOKOJ).

OcHoBHbIE TpeOOBaHUs [3HaUEHUE JOKYMEHTA B YITPABJICHUH. VYerusiit omnpoc (YO)
K 0(hopMIIEHHIO [Tonarne noxkymenTa. OyHkunu
YIIPaBICHYECKUX nokymeHTa. JIOKyMEHT U CHCTEMBI
(opraHu3amMoOHHO- noxkymeHTanuu. Knaccudukarms
PACTIOPSANTENIBHBIX)  |[TOKYMEHTOB. YTpaBJIeHUECKast
TTOKYMEHTOB noxkymeHTarus. OCHOBHBIE BUIBI
TTOKYMEHTOB, UX Kiaccupukanus. Pazsutue
CHUCTEM JOKYMEHTAIIMU. DJIEKTPOHHBII
TTOKYMEHTOOOOPOT.
OcHoBHbIE NOKyMeHTHI ([Ios10keHus, pernamesTupyromue nopsaok | Verusii ompoc (YO)

2.3.2 3aHATHS CEMHUHAPCKOI0 THIIA

Ne HaumenoBanue Temarnka MpakKTUUECKUX 3aHITUI dopMa TEKyIIEero
pazJziena KOHTPOJIS
1 2 3 4
(OcHOBHBIC TpeOoBaHus |[HeoO0X0IMMOCTh €AMHBIX ITPABUIT Kommoksuym (K)
K 0(opmIICHHIO obopmiIeHHs JOKyMeHTOB. TpeboBaHus K Pedepat (P)

yIIPaBICHUECKUX
OpraHU3alIOHHO-
PacOPSAUTENBbHBIX)
[TOKYMEHTOB

COCTaBJICHUIO U 0(OPMIICHUIO
ToKyMeHTOB. PopMyIisip-oOpaszery
mokymeHTa. CocTaB M pacHoJokKeHHe
[PEKBU3UTOB YIPABICHYECKUX JOKYMEHTOB.
[TpaBuia opOpMIICHUS PEKBH3UTOB.
[TpeboBanus k O1aHKaM M UX 0(OpMIICHHE.

(OCHOBHBIC JJOKYMEHTBI
0Opa3zoBaHus

[ TH(hOopMaIIMOHHO-CITPAaBOYHBIE JJOKYMEHTHI
CyXeOHBIE (JOKIJIaHbIC) 3aITUCKH, aKTHI,
CIIPaBKH, TeJIErpaMMBbl, TeJie(OHOTPaAMMBI),
ITOKYMEHTBI TMYHOTO TPOUCXOKICHUS.

Komnoxsuym (K)
Pedepar (P)




CoBpemMeHHOE 1€710BOE
ITNCBMO

OCoOGeHHOCTH JETOBBIX 1 KOMMEPUYECKHX Konmnoxsuym (K)
nuceM: Kiaccuukarys, CTpykTypa, Pedepar (P)
CTaHJapTHBIE (pa3bl U BBIPAKEHUS;
npaBuia U GOPMBI KOMMEPUYECKON
NEPENHCKH ¢ 3apyOeKHBIMU IMAPTHEPAMU;
KOPPECTIOH/ICHIIHS, CBSI3aHHAS C
IPOBEICHUEM MTEPHOANIECKUX

MEPOIPHUSTHIA.

4. |OcHoBHbIe TpUHIMIBI [Peructpanus n1okymeHToB. KOHTpOIH Konnokeuywm (K)
paboTHI € UCIIOJIHEHUS JOKYyMEHTOB. Opranuzanus Pegepar (P)
JTOKyMEHTaMu paboThl C JOKYMEHTaMH, COAEpIKallne

KOH(UICHIIMAJIbHbIE CBEJICHUSI.

5. [Cucremaruzanus u CoBpeMeHHBIE CITOCOOBI M TEXHUKA Komnnokeuywm (K)

XpaHEHHE TOKYMEHTOB [co31aHusl JOKyMeHTOB. DopMupoBaHue Pegepar (P)

nes1. XpaHEeHHEe TOKYMEHTOB.

2.3.3 JlabopaTOopHbIe 3aHATHSA
Jlabopamopnvie 3anamus - He npedyCMOmMpeHbl.

2.3.4 IIpumepHasi TeMaTHKa KypPCOBbIX padoT (IIPOEKTOB)
Kypcosvie pabomui - ne npedycmompenuil.

2.4 IlepeyeHb y4eOHO-METOAMYECKOT0 o0ecnevyeH sl AJI CAMOCTOSATEILHOM padoThI
o0yyaromuxcs 1o JMCIHHIJINHE

Ne

Bun CPC

[lepedenp yd4eOHO-METOIMYECKOTO 00ECTICUCHUS TUCITUTIITUHBI
110 BBITIOJIHEHUIO CAMOCTOSATEIHHOM PabOThI

2

3

[ Ipopabomka yuebHo20
(meopemuueckozo)
lwamepuana

MeToMueckue ykazaHus MO OpraHu3alluud CaMOCTOSTEIbHOU
padoTel 1o gucHuminHe «OCHOBBI JIIONPOU3BOJICTBA U
ITOKYMEHTO000pOTa», yTBEpKAECHHBIE Kadeapoil TEXHOIOTUH U
[peapUHUMATEILCTBA, TPOTOKOJ No 18 «16» mast 2017 1.
CrnuBak B.A. JlIokymMmeHTHUpOBaHUE YIIPABICHYECKOMN
nesitebHOCTH (Jlenonpou3BoACTBO): KpaTKU Kype. — 2-€ U311, —
CIIO.: ITutep, 2010. — 256 c.

Peghepam

MeToauueckue ykasaHHs [0 HamucaHuio pedeparta 10
ITUCIIUTLIMHE «OCHOBBI JIEJIONTPOU3BOICTBA i
ITOKYMEHTO000pOTa», yTBEpKACHHBIE Kadeapoil TEXHOIOTUH U
[peapuHUMATEIbLCTBA, TPOTOKOJ No 18 «16» mast 2017 1.
CrninBak B.A. JlokyMeHTUpOBaHue yIIpaBJICHUYECKOH
nesitenbHOCTH (Jlenonpon3BoACTBO): KpaTKUid Kype. — 2-€ U311, —
CII6.: ITutep, 2010. — 256 c.

Boinonnenue
UHOUBUOYATILHBIX
3a0arnuil (noocomoexa
00K1A008, cO0OUIeHULl,
npezenmayuti)

MeToauueckne yka3zaHus IO OpPraHHU3allMd CaMOCTOSITEIBHOU
paboTel Mo gucuuiuinHe «OCHOBBI JIENIONPOU3BOJICTBA U
ITOKYMEHTO000pOTa», yTBEpKIACHHBIE Kadeapoil TEXHOJIOTUH U
[TpeIIPUHUMATENLCTBA, MPOTOKOJ Ne 18 «16» mas 2017 1.
CrinBax B.A. JloxymeHTHpOBaHue YIIPABJIEHUYECKOU
nesTenbHOCTH ([lenonpons3BoaCcTBO): KpaTKHil Kype. — 2-€ U311, —
CII6.: ITutep, 2010. — 256 c.




4 ([loocomoska MeToauueckue yka3zaHus IO OpraHHU3alld CaMOCTOSITENIbHOU
meKywemy KouHmpoaro  [paboTel 1o aucuurinHe «OCHOBBI JAEJIONPOU3BOJACTBA U
ITOKYMEHTO000POTa», YTBEP)KIACHHBIE KaeapOoil TEXHOJIOTHUH U
[peANPUHUMATENIbCTBA, MPOTOKOJ Ne 18 «16» mas 2017 r.
CrinBax B.A. JloxymeHTUpOBaHue YIIPABJIEHYECKOU
nesitenbHOCTH (Jleompon3BOICTBO): KPAaTKUA Kype. — 2-€ U311, —
CI16.: Iutep, 2010. — 256 c.

Y4eOHo-MeToAMUECKUE MaTepUabl AJIsl CAMOCTOSTEIbHOM pab0oThl 00yUaroUuXxcs U3
YHUCJIa UHBAJIUIOB U JIUI] C OTPAaHMYECHHBIMU BO3MOXKHOCTSIMHU 310poBbs (OB3) npenocTasistorcs
B opMax, aJanTUPOBAHHBIX K OTPAHUYCHUSM HUX 3I0POBBS H BOCTIPHSITHS

uHbopmarmu: s U1 ¢ HapyIIeHUsIMU 3PCHUS:

— B IIe4YaTHOU opme yBeTMYeHHBIM HIpUPTOM,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA,

JInst man ¢ HapylmeHUs MM ClTyXa:

— B Ile4aTHOU opme,

— B (hopMe JIEKTPOHHOTO JOKYMEHTA.

Jljis U1 ¢ HapyIIeHUSIMU OTIOPHO-JBUTATEeNILHOTO anmnapara:

— B IIe4aTHOU opme,

— B (hopMe FIIEKTPOHHOTO JOKYMEHTa,

JlaHHBII IEpeYeHb MOXKET OBITh KOHKPETU3HPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTA
00yJaronuxcs.

3. O0pa3oBarte/ibHbIE TEXHOJIOTHH

B cootBerctBum ¢ TpedoBanusmMu OI'OC BO peanmzarys KOMIIETEHTHOCTHOTO TI0IX0/1a
MpelycMaTpuBaeT  MCIOJb30BaHME B  y4eOHOM  MPOIECCe  PA3IMYHBIX  TEXHOJIOTHMA:
KOMITBIOTEPHBIX TEXHOJOTHI (JIeKIUs — Mpe3eHTanusl, JTOKIaIbl CTYJEHTOB B COMPOBOXKICHUU
MYJIbTUMENA); AUATIOTOBBIX TEXHOJIOTHH (OTIPOC, B3aUMOOIIPOC, AUCKYCCUSI MEX/TY CTYyI€HTaMH,
JMCKYCCHs); METO/Ia MPOEKTOB (BBIMOJIHEHHE MPOEKTa MEJarormueckoro MCCIEAOBaHUS U €ro
MyOJIMYHAs 3allUTa); METOa OIEePEkKAIONIEero 00yUEHUs U Jp.

B pamkax wu3ydeHus [AaHHON IUCHUIUIMHBI B Y4eOHOM TMpoliecce HCIONIb3YIOTCS
TpaJMLIMOHHBIE O0Opa3oBaTeNbHbIE TEXHOJOTMH, AaKTUBHbIE W HWHTEPAKTHBHBIE (DOPMBI
MIPOBEJICHUS 3aHATHI B COUETAHUHM C BHEAYJUTOPHOW paboToil ¢ 1enbio (GOpMUPOBAHUSA U
pa3BUTHS MTPO(PecCHOHANBHBIX HABBIKOB 00Y4aIOIIUXCSL.

Ne Buabl yueoHoi

Oopa3oBare/ibHbIE TEXHOJIOTUH
n/n padoThI

- BBOJHAs JIEKIIH;
1. Jlexuuu - JISKIUA-UHGOPMAITUS C BU3YATH3aIlUCH;
- IpoOJIeMHAs JICKITUS

- IOUCK 1 aHaJIn3 I/IH(bO]f)MaI_[I/II/I B CCTH I/IHTepHeT;
- CeMI/IHap'KOH(I)epeHI_II/IH 0 CTYACHYCCKUM JOKJIaaM,

[IpakTrueckue u
- IPOEKTHBIE TEXHOJIOTHH;

2. nabopaTopHbIE

- TEXHOJIOTUs yUeOHOTO MCCIIEeIOBAHUS
3aHATHUSA

- IUCbMEHHBIE U YCTHBIE JOMAIIIHUE 33/1aHUS;

3 CamocrosTenbHas | - BHeayAuTOpHass paboTa CTyJEHTOB (OCBOEHHE TEOPETUUYECKOTO

' pabora MmarepHaa, MoJAroToBKa K MPakTUYECKUM 3aHSATHUSM, BBITIOJHEHUE
JIOMAIIHUX 33JJaHUH, BBITIOJTHEHHE TBOPUECKOM pabOTHhI)

- pa0oTa Ha MPAKTUYECKUX U JTa0OPATOPHBIX 3aHATHUAX;

4. Kontpons p p patop ’

- 3anMTa pedeparon




4. OueHoOYHbIE CPEICTBA VI TeKYIero KOHTPOJIsl yCneBaeMoCTH U
NMPOMEKYTOUYHOM aTTecTAlNu
4.1 ®oHp O1LIEHOYHBIX CPEACTB /JIsl MPOBeAeHUN TeKYIIell aTTecTaluu
IIpumepHvie 80npocwl O YCMHBIX ONPOCOS8 U KOJLIOKEUYMOB
Tema 1. OcrogHble NONOAHCEHUS NO OP2AHUZAYUU OETIONPOU3BOOCMBA HA NPEONPUIIMUU.
IOpuarueckre u GuHAHCOBBIE TIOCIICICTBUS HEMPABIILHOTO COCTABICHUS JOKYMEHTOB H
BEJICHUS JIOKYMEHTO000poTa Ha npeanpustiu. Opranu3amus padoTsl ¢ JOKYMCHTAMH.

Tema 2. OcHnosuvie mpebosanusi K OQOpMIEHUIO YAPABIEHUeCKUX (0peaHu3ayuoHHO-
pAcnopsaoumenbHulx) OOKYMEHMO8.

Heo0xomuMoCTh enMuHBIX TpaBUi OGOPMIICHHS JOKYMEHTOB. TpeOoBaHHS K COCTaBICHUIO H
obopmiieHHI0 AOKyMeHTOB. Dopmymsp-oOpaszenr mokymeHnta. CocTaB W PacmoiOKEHHE
PEKBH3UTOB YIPABIICHYCCKUX JOKYMEHTOB. [IpaBuia odopmicHus peKBU3UTOB. TpeOoBaHMS K
O5aHKaM U uX 0(OpMIICHHE.

Tema 3. OcrogHble OOKyMeHmbl 00PaA308aHUL.
NudopmanroHHO-cIipaBoYHbIE TOKYMEHTHI (CIIy)KeOHBIE (JIOKJIaJHbIE) 3allMCKU, aKThl, CIIPABKH,
TeJerpamMmmel, Tese(oHOTrpaMMBbl), JOKYMEHTBI JTUMYHOTO MPOUCXOKICHHUS.

Tema 4. Cospemennoe denosoe nucbmo.

Oco0OeHHOCTH JENOBBIX M KOMMEPYECKHX MHUCEM: KiacCHU(HKAIUs, CTPYKTypa, CTaHAapTHbHIE
¢pa3pl U BBIpAKEHUS;, NpaBWiIa U (QOPMBI KOMMEPYECKOM MEpPEenucKu ¢ 3apyOe’KHbIMU
HapTHEpaMu; KOPPECIOHIACHIUS, CBSI3aHHAs C IPOBEAECHUEM NIEPUOANYECKUX MEPOIIPUATHI.

Tema 5. Ocrosuble npunyunsvt pabomol ¢ OOKYMEeHMAMU.
Peructpanus noxkymentoB. KoHTponb ucHoigHeHHs] IOKyMEeHTOB. Opranuzauus paboThl ¢
JOKYMEHTaMHU, cojiepxalire KoHUACHIINaIbHbIE CBEICHHUS.

Tema 6. Cucmemamu3zayus u xpanerue 0OKyMeHMO8.
CoBpeMeHHbIE CIIOCOObI M TEXHUKA CO3JaHHsA JOKyMeHTOB. PopMmHpoBaHuE [eil. XpaHEHHE
JOKYMEHTOB.
Ipakmuyeckue 3a0anus
CocTaBUTS 3asiBJIEHUE O NIpHUEME Ha paloTy.
CoctaBUTh NPO(ECCHOHANBHOE PE3IOME, COIIPOBOAUTENIEHOE TUCHMO K HEMY.
CocTaBUTh XapaKTEPUCTHKY.
Hammcarp aBToOnorpaduro.
HcnonHute HEOOX0IMMbIE BU3bI Ha 3asBJICHUM.
Hasioxutp pe3ostonuio pyKoBOJUTENsSI OpraHU3alluy Ha 3asBICHHUE.
CocTaBuUTh NpHKa3 O 3a4UCICHUMM Ha PabOTy B COOTBETCTBYIOIIEE MOJpa3lesieHHe, C
OIPE/ICNIEHHOTO YHUCJIa, C OINpPENeIEHHBIM HCIBITATEIbHBIM CPOKOM, C YCTAHOBJIEHHUEM
YPOBHS OIUIAThI TPYZa, COTJIACHO JINYHOMY 3asBJICHUIO, BU3aM U PE30JIIOLMHM HA HEM U
TPYAOBOMY JIOTOBODY.
8. PaszpaboraTh npumep 3anosHeHus pazzaena "CBeaeHus o padore" TpyI0BONH KHIKKH €
OTpPa)XEHUEM BCETO TPYAOBOIO IIyTH B OpraHU3alUH.
9. Odopmurs 3amuck 06 yBOJTbHEHUH.
10. Pa3paboTath NpOEKT TPYAOBOIO JOIOBOPA.

Noos~rwhE

Bonpocul u 3a0anus k 1abopamopHbim 3aHAMUAM
CocTaBuTh NpuUMEp MPOTOKOJIA COBEIAHUS.
PazpaboTath 1 M300pa3uTh BUSUTHYIO KAPTOUKY.
3. CocraBuTh OMOIMOTrpaUUECKYIO CCHIIKY Ha IIUTATy B KOHIIE CTPAHUIIBL.

N =



~No o

CocTaBUTh MPOEKTHI YUPETUTEIHHOTO JOTOBOPA U yCTaBa OOIIECTBa C OrpaHUUYEHHON
OTBETCTBEHHOCTBIO.
CocTaBuTh NMCHMO AEJIOBOMY ITAPTHEPY.
HapucoBatb ¢opmy ¥ 3am0aHUATE TelaepakcHOe cOOOIIEeHHE.
PazpaboTare [emoBoe MUCHMO, HCIOJIB3YSI MpPaBWIa BEIEHHS MEXKIyHApOTHOU
MEPETIHUCKH.
Temamuxa pegpepamog
Passutne nenonpoussoacrsa B Jpesneli Pycu.
Pa3BuTHe npuKa3HOro AeI0NpOU3BO/ICTBA.
Pa3BuTHE KOJIIEKCKOTO AEIONPOU3BO/ICTBA.
[TonsiTne 1 BUIBI TOKyMEHTOB.
@yHKINN JOKYMEHTOB.
ey m 3a1aun TOKYMEHTOB.
[TonsiTne cucreMsl fokyMeHTauu. OCHOBHBIE (DYHKIIMOHAJIbHbIE
CUCTEMBbI JOKYMEHTAIIUH.
8. Opranuzanus paboTHI C TOKyMEHTaMHU.
9. Perucrpanus u KOHTPOJIb UCTIOJIHEHHS TOKYMEHTOB.
10. XpaneHne JOKYMEHTOB U (GOpMUPOBAHHE 1.

Noo,rwhpE

4.2 ®oHJ OLIEHOYHBIX CPEICTB Il MPOBEACHUS MPOMEKYTOUHOM aTTectauum [lepeyens

©CoOoNoOR~WNE

[N
o

11.

12.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.

80NPOCO8 0I5l NOO20MOBKU K IK3AMEH)
[TonsiTue noxKymeHTa.

OCHOBHBIC TIOHATHS U ONIPEICICHUS JISTIONPOU3BOJICTRA.

OO6mwme GpyHKIUU JOKYMEHTA.

Crnenundudeckne GyHKIIMN JOKYMEHTA.

Ha3nauenune 1OKyMEHTOB.

Bupl TOKyMEHTOB U XapaKTEpUCTHUKA UX OCHOBHBIX BHUJIOB.

Knaccudukanust opraHu3alluOHHO-PACTIOPAIUTENBHBIX JOKYMEHTOB.

Knaccudukanus JOKyMEHTOB 10 HalpaBJIEHUSM JEATEIbHOCTH.

Knaccudukanus JOKyMEHTOB 110 MECTY BO3HUKHOBEHUS M HAIIPABJICHUIO IBHKCHHUSI.
. Knmnaccudukanus J0KyMEHTOB 110 KOJIMYECTBY OTPAKAEMBIX BOIIPOCOB.
Knaccudukanus JOKyMEHTOB 10 y4acTHIO 3aMHTEPECOBAHHBIX JIUI] B COCTaBJICHUU U
MOANHUCAHUH.
Knaccudukanus JOKyMEHTOB 10 CTENIEHU CEKPETHOCTH, COAepKalleicsi B JOKYMEHTax
nHpopMaIuu.
Knaccudukanus JOKyMEHTOB MO XapaKTepy CO3AaHUs (U3TOTOBJICHHUS).
Knaccudukanus JOKyMEHTOB 10 CIOCO0Y TOKYMEHTUPOBAHHUSL.
Knaccudukanus JOKyMEHTOB 110 XapaKTepy U3JI0KEHHS COACPKAHHUSL.
Knaccudukanus JOKyMEHTOB 110 CPOKaM XpaHEHHUS.
Knaccudukanus JOKyMEHTOB B 3aBUCUMOCTH OT YPOBHS IOPUANYECKON perIaMeHTaIUu.
Knaccudukarus JOKyMEHTOB B 3aBUCUMOCTH OT 00CTY)KMBAaeMOU ceprl eI TEIbHOCTH.
Knaccudukarus JOKyMEHTOB MO UX COJACPKAHUIO.
Knaccudukaius JOKyMEHTOB MO THITY HOCUTEJEH.
[TonsiTHE NETONTPOU3BOICTRA.
HopmartusHo-metoanueckas 6a3a (OCHOBA) JIEIOMPOU3BOJICTBA.
HopmartuBHO-MeTOoqMuecKre JOKYMEHTBI MEeXKOTPACIEBOTO XapaKkTepa.
HopmatuBHbIE TOKYMEHTHI, pETYyIHUPYIOIINE ASTOMPOU3BOACTBO.
Buner nenonpousBoacTBa.
3amaun JeNI0npOr3BO/ICTBA.
[TonsiTHE TOKYyMEHTOOOOPOTA, OCHOBHBIE ATAIBI WK TEXHOJIOTHS paOOTHI C
JOKyMEHTaMH.



28. [Ipuem u nepBoHavambHast 00pabOTKA JOKYMEHTOB.

29. VcionHeHne TOKyMEHTOB.

30. OTnpaBka KOPPECTIOHICHITHH.

31. XpaHeHnue 10OKyMEHTOB.

32. KoHTpoJib Opranu3amuu J0KyMeHT0000pOoTa.

33. b1aHKM TOKYMEHTOB U MX BU/IBI.

34. PekBU3UTHI TOKyMEHTOB.

35. Pa3mepsl Oymaru, MpuUMEHSIEMOU B ICTIOPOU3BOJICTRE.

36. Pa3mepsl noseit ciryKeOHBIX TOKyMEHTOB.

37. Hymepanus cTpaHuIl B JOKYMEHTaX.

38. CriocoOpbl HamMcaHusl 1aT B JOKYMEHTAaX.

39. CokpariieHus CJI0B ¥ CJIOBOCOYETAHUI B TEKCTE JOKYMEHTOB.

40. OopmieHne Ha3BaHUI JOKYMEHTOB OPraHOB BIIACTH.

41. Pa3HOBUIHOCTH SI3bIKA — CTHJIb PE€YH, O(DUITHATIBHO-IEIIOBOM CTHJTB.

42. TpeOoBaHuUs, IPEABSIBISIEMBIE K COJIEPKAHUIO TOKYMEHTA.

43. Cnennuveckne 0cOOEHHOCTH COJIEPKaHMSI JJOKYMEHTA.

44, OcoOeHHOCTH HAIMCAHUS JIEJIOBBIX ITHCEM.

45. HempaBuiibHOE MCIIOJIE30BAHKE CIIOB M TEPMUHOB B JJOKYMEHTAX.

46. HeymecTHOE MM HEOTIPAaBJJAHHOE YIIOTPEOJICHHE MHOCTPAaHHBIX CIIOB B JIOKYMEHTAX.
47. Jlekcuueckue omUOKHU B A3bIKE JOKYMEHTOB — TaBTOJIOTHS.

48. HenpaBuibHOE yHoTpeOIeHHE CIIOB — CHHOHUMOB B TEKCTE JOKYMEHTOB.
49. HenpaBoMepHoe ynoTpeOaeHHEe apXan3MOB U KaHIIETISIPU3MOB B TEKCTE JOKYMEHTOB.
50. HemmpaBomepHoOe ynoTpeOieHe HEOJIOTH3MOB B TEKCTE JOKYMEHTOB.

51. OcHOBHast 0COOCHHOCTb SI3bIKA JOKYMEHTOB — SI3bIKOBOM CTaHIAPT.

52. CranmapTu3aims CJIOBOCOYECTAHUH IOKYMEHTA — SI3BIKOBBIC (DOPMYJIBI.
53. CranpapTu3anus sS3bIKa JOKYMEHTA B IOCTPOCHUH MPEATI0KEHUH.

54. CranmapTu3anus sS3bIka JOKYMEHTa Ha YPOBHE IIEJIOCTHOTO TEKCTA.

Kpumepuu oyenku:

Ouenka omaIu4HoO:

- 3HaHUe y4eOHOT0o MaTepuaia Ha OCHOBE IPOTpaMMbl U YIITyOJeHHbIE CBEACHUS 110 OJTHOM
U3 npo0eM 3a npeaeaaMu NporpamMmabl;

- JIOTUYECKOE, MMOCIIEI0BATEILHOE U3JIOKEHUE BOIIPOCa C OMOPO Ha pa3HOOOpa3HbIe
HCTOYHUKH;

- OIpeJielIeHHe CBOEH MO3UIIMU B PACKPHITHH MOJIX0I0B K paccMaTpuBaeMoi mpobieme;

- BBINOJIHEHHWE TBOPYECKOTO 3a/I1aHUs Ha BBICOKOM YPOBHE C IPUBIICYCHUEM PA3IHUHBIX
HCTOYHUKOB;

- IOJrOTOBKA MPE3EeHTAIIH.

Ouenka xopouwio:

- 3HaHHe yueOHOro MaTepuaia B Ipejienax nporpaMmbl;

- pPacKpbITHE PA3IUYHBIX MMOJXO0I0B K paccMaTpuBaeMoii mpooieme;

- OTopa MpU MOCTPOCHUHU OTBETA Ha 00S3aTENbHYIO JTUTEPATYPY;

- BBITIOJIHEHUE TBOPYECKOTO 3a/IaHUSI C HEKOTOPBIMU 3aMEYaHUSAMU ¥ HETOYHOCTSIMU;

- IOJTOTOBKA MPE3EeHTAIIH.

Ouenka yooenemeopumenbHo

- 3HaHHe y4eOHOTro MaTepHala B Ipejenax MporpaMMbl Ha OCHOBAaHUU OJTHOTO U3
MOJIXO0JIOB K paccMaTpuBaeMoi mpobieme;

- OTCYTCTBHE COOCTBEHHOUW KPHUTHUYECKOM OIEHKH BO3MOKHOCTH MCIIOJIb30BAHUS
M3YYEHHOTO MaTepuaia JUIsl pelieHrs COBPEMEHHBIX MPoOieM;

- BBIMIOJIHEHHE TBOPYECKOTO 33/IaHUS CO 3HAUYUTEIbHBIMU OIIMOKaMHU, HEMPABHILHBIM
odopmiIeHHEM;



- 6e3 BBIMOJIHEHUS IPE3CHTAIHH.

O1neHOYHBIE CPEICTBA ISl MHBAJIUIOB U JIUI C OTPAHUYCHHBIMH BO3MOKHOCTSIMH
3JI0POBBSI BEIOUPAIOTCS C YUETOM UX MHAWBUIYAIbHBIX TICUX0()U3UYECKIX 0COOCHHOCTEH.

— pu He0OXOAMMOCTH UHBATUAAM H JIUIIAM C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH
3J10pOBbSI [IPENOCTABIIAETCS JONOJHUTEIBHOE BPEMs JUIsl IOATOTOBKHM OTBETA HA IK3AMEHE;

— IIPH TIPOBEICHUH TPOIIEYPhl OIICHUBAHUS PE3yIbTATOB OOYyUYSHHUS MHBAIUAOB U JIUIL C
OTPaHUYECHHBIMU BO3MOXHOCTSIMH 3/I0POBBSI IPEAyCMaTPUBACTCS MCIIOIB30BaHUE TEXHUYECKUX
CpeACTB, HEOOXOTUMBIX UM B CBSI3U C X UHAWBUAYAIbHBIMUA 0COOCHHOCTSIMH,

— TIpU HEOOXOAMMOCTH ISl OOYJAIOUINXCS ¢ OTPAHUYCHHBIMHA BO3MOYKHOCTSIMH 3JI0POBbSI
¥ WHBAIHAJIOB NPOIETypa OLCHUBAHUS PE3YJIbTATOB O0YUYECHHUS MO JUCIUTUINHE MOXKET
MIPOBOJIUTHCS B HECKOJIBKO ITAIIOB.

[Iponiemypa oneHMBaHUs PE3ylbTaTOB O0yYEHHS WHBAIMIOB W JIUI[ C OTPAHUYCHHBIMU
BO3MO>KHOCTSIMH 3/I0POBBSI 110 TUCIHILIMHE MPEIyCMaTpUBaeT NpeAoCTaBlIeHNue HH(OpMAINU B
(dbopmax, aTanTUPOBaHHBIX K OTPAaHHUYSHHUSIM MX 37I0POBbSI U BOCHIPUSATHS WH(OPMAIIHN:

JU71st AT ¢ HApYIISHUSIMHA 3PSHHS:

— B IIeYaTHOU opme yBeTMYeHHBIM HIpUPTOM,

— B (hopMe JIEKTPOHHOTO JOKYMEHTA.

JInst man ¢ HapymeHus MM CITyXa:

— B IIeUaTHOU opme,

— B (hopMe 3JIEKTPOHHOTO JOKYMEHTA.

J171st TATL ¢ HapyIIEHUSIMH OTIOPHO-IBUTATEIBHOTO ammapara:

— B IIe4aTHOU opme,

— B (hopMe 3JIEKTPOHHOTO JOKYMEHTA.

JlaHHBIN nepeYeHb MOXKET ObITh KOHKPETU3UPOBAH B 3aBUCUMOCTH OT KOHTUHI€HTa
00yJaronuxcs.

5. IlepeyeHb OCHOBHOI M JOMOJTHUTEIbHON YUeOHOM JTUTEPATYPBbI, HEOOXOAMMOIT
AJISl OCBOEHMS THCIUIITHHBI.

5.1. OcHoBHas JIUTEpaTypa:

1. Kopuees, 1.K. Jlenoas nepenucka u 006pa3siibl JOKYMEHTOB: y4eOHO -ITPAKTHUECKOE
nocobue. - M.: IIpocmekt, 2009. - 324 c. - ISBN 9785392005444

2. CnuBak B.A. JIokyMeHTHpOBaHUE YIPABICHYECKOUN ACATEILHOCTH
(demomponsBoAcTBO): kpatkuii Kype. B.A. CnuBak — 2-e uzn. — CII6.: ITutep, 2010. — 256 c.

5.2. lonoqHUTEIbHAS JIUTEPATypa:

1. JlokymeHTaImoHHoe o0ecrnieueHue ynpapnenus: yueoHuk / JI.A. PymbiaunHa. — 8-¢
u3a., crep. — M.: U3natensckuit neHTp «Akagemusi», 2010.
2. Henorona A.B. Jlenonpou3BoAcTBO OpraHu3alMu: HOArOTOBKA, 0QOpMIICHHE U

BeJIcHUE IOKyMeHTaluu: 76 o0pa3ioB ocHOBHBIX ToKyMeHTOB / A.B. Henorona, IT1. A.Cemyenko.
— 2 u3a. — M.: Omera — JI, 2008. — 480 c.

3. OCHOBBI JeOTPON3BOICTBA U S3bIK CIY>KEOHOTO IOKyMEHTa: y4eOHO-
npaktruaeckoe nocooue/ H.H. lyBanosa, A.1O. UBanoBa. — PoctoB u /[I: ®denukc, 2007- 396 c.

5.3. llepuoguyeckne U3IaAHUNA:
1. XKypnan «l1IkonpHbIE TEXHOTOTHN

6. IlepedyeHb pecypcoB HH(POPMALMOHHO-TEJEKOMMYHHKAIMOHHON ceTH
«MHTepHeT», HEOOXOAMMBIX /ISl OCBOCHHUS THCIUIIIMHBI

DnexTpoHHas OMOIMOTeYHas cucTemMa u3arenbcTa "Jlanp"

http://e.lanbook.com/ Dnexrponnas 6ubimoreynas cucrema "Aidykc"

http://ibooks.ru/ Dnexkrponnas oubnuoreunas cucrema "ZNANIUM.COM"

http://znanium.con/ DnexrponHas bubauoreka J{ucceprammii https://dvs.rsl.ru/

Hayunas snexkrponnas 6ubnuoreka (HOb) http://www.elibrary.ru/



7. MeTtoauyeckue yKa3aHusi /sl 00y4aIOIIUXCS 0 0CBOEHHIO THCIUTIIHHbI
Opraau3zanys 1 yaeOHO-METOANIEeCKOe 00CCIICUCHHE CaMOCTOSITEIbHON PabOThI
crynentoB(CPC)

Texymas u onepexaromasi CPC, HanpaBieHnHast Ha yriayOJieHHe U 3aKperIeHHe 3HaHUM, a TaKKe
pa3BUTHE MPAKTUYECKUX YMECHUHN 3aKITI0UACTCA B:
— paboTe GakamaBpoOB C JIEKIIMOHHBIM MaTEePHAJIOM, TOMCK U aHAIIU3 JINTEPATYpPhl U
AIIEKTPOHHBIX UCTOYHUKOB HH(POPMALIUH T10 33/IaHHON poliieme,
— HanwcaHuu pedepara,
— H3YYEHHUH TE€M, BHIHECECHHBIX Ha CAMOCTOSTEILHYIO ITPOPAOOTKY,
— TOATOTOBKE K 9K3aMEHY.
TBopueckass npoOIeMHO-OpUEHTHpOBaHHas camocrtosiTenbHass padora (TCP) nampaBieHa Ha
pa3BUTHE WHTEIUICKTYaJbHBIX YMEHHH, KOMIUIEKCA YHHBEPCAIBHBIX (OOMIEKYIbTYPHBIX) H
po(heCcCHOHAPHBIX KOMIIETEHIIMH, TTOBBIIIEHHE TBOPYECKOTO IMOTEHIHANA OakalaBpOB W
3aKITI0YaeTCs B!
— TIOWCKE, aHAJIN3€e, CTPYKTYPHUPOBAHHUH U MPE3CHTAINH WH()OPMAIIHH,
— aHanm3e y4eOHO-TEeMaTHYECKOTO TUIaHa YPOKOB TEXHOJIOTHH,
—  HCCIIEeNIOBATENBCKON pab0Te U YIaCTHH B HAYYHBIX CTYACHYECKUX KOH(EPECHIIHSX,
CEMHUHAapax U OJUMITHAZaX MO MPOoOIeMe TEXHOJIOTHIECKOTO 00pa3oBaHMsI.

OOyuaromye WHBaJIHWIBl, KaK W BCE OCTaJbHBIE CTYIEHTBI, MOTYT OOy4aTbCs IIO
WHIMBHIYATEHOMY Yy4eOHOMY IUTaHY B YCTaHOBIIEHHBIE CpPOKH C Y4€TOM OCOOEHHOCTEH
o0pa3oBaTeNIbHBIX MOTPEOHOCTEH KOHKpEeTHOro oOywaromierocsi. Cpok MOJIydeHUs BBICILETO
oOpazoBanusi Tpu OOYYCHWH MO0 WHIVBHIyaTbHOMY IUIaHY JUISI WHBAJIWIAOB W JIHAI[ C
OTPaHUYEHHBIMU BO3MOYKHOCTSMU 370POBbSI MOXKET ObITh IPU HEOOXOAUMOCTH YBEIHYEH, HO HE
Oosiee yeM Ha mosroda. Ilpu cocTaBieHMM MHIWBHIYyAJbHOTO Tpaduka 0Oy4eHHs MOTYT OBITh
MIPeyCMOTPEHBI pa3InYHbIC BApUAHTHI POBEJACHUS 3aHATUN: B 00pa30BaTeIbHON OpTraHu3aluu
(B akajgeMHyecKodl rpynne M WHIUBUAYalbHO), Ha JOMY C HCIOJIb30BAHUEM JIIEMEHTOB
JMCTaHLIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHIl.

OOyyvaromye WHBaNUAbl, KaK M BCE OCTaJbHbIE CTYACHTHI, MOTYT OOydaThCsi IO
WHIUBUAYAIbHOMY Yy4eOHOMY IUIaHy B YCTaHOBJIEHHBIE CpPOKH C Y4YE€TOM OCOOEHHOCTel
o0pa3oBaTelIbHBIX NOTPEOHOCTE KOHKpeTHOro oOydaromerocs. CpoK MOJy4eHHs BBICIIETO
oOpa3oBaHusi mpu OOy4eHHM 10 HMHAWBUIYaJIbHOMY IUIAHY Ui HMHBAIMIOB M JIHI C
OTPaHUYEHHBIMU BO3MOYKHOCTSMHU 30POBbSI MOXKET ObITh IPU HEOOXOAUMOCTH YBEIHYEH, HO HE
6osnee yem Ha moaroja. Ilpu cocraBieHnn MHIUBUIYANbHOTO rpaduka oOydeHHs] MOTYT OBbITh
MIPEelyCMOTPEHBI Pa3IMYHbIC BApUAHTHI MPOBEACHUS 3aHATUN: B 00pa30BaTEIbHON OpraHu3aluu
(B akajgeMHyecKodl rpynne M HHIUBUIYalbHO), HA JOMY C HCIOJIb30BAHUEM JIIEMEHTOB
JMCTaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHIl.

B ocBoeHMU AMCHMIUIMHBI MHBAIWIAMHU U JIMIAMU C OTPAHUYEHHBIMU BO3MOXHOCTSMU
3I0pOBbsl OOJBIIOE 3HAYCHHE WMEeT WHAMBHIyallbHash y4yeOHas paboTa (KOHCYJIbTAllMH) —
JOTIOTHUTEIHHOE Pa3bsiCHEHHE y4eOHOTO MaTepHaa.

WnnuBuayanbHple KOHCYIbTAlMM 1O TPEAMETY SBISIOTCS BaXHBIM  (PAKTOPOM,
CHOCOOCTBYIOIIUM MHJIMBUIyATH3a[MN O0YYeHHUS U YCTAaHOBJICHUIO BOCIUTATENLHOTO KOHTAKTa
MEXJy IpernojaBareneM M oOOy4aromUMCs HWHBAJIWAOM WM JIMIOM C OrPaHUYEHHBIMHU
BO3MO’KHOCTSIMH 3/I0POBBSL.

8. Ilepeuenb HHGOPMALMOHHBIX TEXHOJIOTHii, HCIOJIL3yeMbIX IPH OCYIECTBJICHHH
o0pa30BaTe/IbHOIO MpoLecca Mo JUCUHILIMHE.

8.1 Ilepeyenb nHGOPMANMOHHBIX TEXHOJIOT WM.

— IIpoBepka nOMaIIHUX 3aaHUN U KOHCYIbTHPOBAHUE TOCPEICTBOM 3JIEKTPOHHOU
MIOYTHI.

— Vcnonb30BaHKe 3JIEKTPOHHBIX MPE3CHTAMN MPU MPOBEICHUH JIEKIIMOHHBIX U
MPAKTUYECKUX 3aHSATHI.



8.2 Ilepeyenb HE0OXOAMMOI0 MPOrPAMMHOI0 O0eCTIeYeHHSI.

[Tporpammbl 115l IEMOHCTPAIMK U CO3anus nmpe3enTanuii («Microsoft Power Point»).
[Iporpammsbl, TeMOHCTpAIMK BUAECO MaTepuaioB (mpourpeBaress «Windows Media
Player»).

8.3 IlepeyeHb MH(POPMALHOHHBIX CIPABOYHBIX CHCTEM:

1. CnpaBouno-nipaBoBas cuctema «Koncynprant [Timtocy (http://www.consultant.ru)
2. DnekrponHas oudauoreunas cuctema eLIBRARY.RU (http://www.elibrary.ru)/
3. lNapant.py: naDOpMAITMOHHO-TTPaBOBOI NopTan http://www.garant.ru

4. MunHCcTEepCTBO 00pa30BaHus U HayKH http://MuHOOpHAYKHU.pD

5. VYuuepcurerckas napopmanuonnas cucrema POCCUS (YUC Poccust)
http://uisrussia.msu.ru

9. MaTepI/laJIbHO-TeXHI/I‘leCKaﬂ 6333, HeoOXoauMas JAJ1s OCYIICCTBJICHUSA
06pa30BaTeJ’leOFO npomecca mo JMCuMIlIinae.

MarepuanbHO-TEXHUUECKOE 00eCTIeYeHUE U CIIUTUIUHBI

Ne Bug pador
(MOTyns1) M OCHAIIEHHOCTH
1. Jlexnmonusle 3aHATUs | Ayauropus (kabunet 21, Kpacnonap, yi. Copmosckast, 173)
YyeOHast MeOenb (CTOJNBL, CTYAbs), Aocka HHTepakTHBHas
Interwrite Learning , nepcoHanbHbIN KOMIIBIOTEDP C BBIXOJOM B
ceTb MIHTEpHET, MenoBas 10CKa.

2. Cemunapckue 3ausatus | Ayautopus (kaduner 21, Kpacaonap, yin. Copmosckast, 173)

VYuebnass MmeOenb (CTONBI, CTydbs), nocka MHTepakTuBHAS
Interwrite Learning , mepcoHAIbHBINA KOMIBIOTEP C BBIXOJIOM B
cetb MHTEpHET, MesToBas 10CKa.

3. ['pynmoBbie Aynutopus (kabunet 21, Kpacnonap, yn. Copmosckas, 173)
(MHAMBUTYATTEHBIC) VYuebnass MmeGenb (CTONIBI, CTyJbs), JOoCKa MHTepakTUBHAS
KOHCYJIbTAIIMK1 Interwrite Learning , mepcoHaAIBbHBINA KOMIBIOTEP C BBIXOJIOM B

ceTh VIHTEpHET, MenoBasi 10CKa.

4, Texymuii  KoHTpOJb, | Aynutopus (kabuner 21, Kpacnonap, yin. CopmoBckas, 173)
MIPOMEXYTOYHAS VYuebnast Mmebenb (CTOJbBI, CTYIbs), J0cKa MIHTepakTUBHAS
aTTecTalus Interwrite Learning , nepcoHabHbBII KOMIBIOTEP C BHIXOJIOM B

ceTh VIHTEpHET, MenoBast 10CKa.

5. CamocrosTenpHas bubmmoteka (Kpacuoaap, yin. Copmosckas, 173)
paboTta YyeOnass  mebenb  (CTONBL,  CTYNbs),  IEPCOHAIbHBIE

KOMIIBXOTCPBI C BBIXOJJOM B CCTh I/IHTepHeT.




