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1 Hesn v 3a1auM U3y4YeHUs JUCUMILIHHBI (MOXYJISA)

1.1 Heasr ocBoeHHS TUCHUIUIMHBI — c)OpPMHpPOBATH y CTYACHTOB IIEIIOCTHOE
MpeAcTaBlIeHHe 00 OpraHu3aluk JOKYMEHTOOOOpOTa, a Takke O €ro METOIUYECKOM
obecnieuennu. CdopmupoBaTh HAaBBIKM B HCIOJB30BAHUM JOKYMEHTOB B apXHBaX C
COOJTI0ICHEM HOPMATHBHO-TTPABOBBIX HOPM.

1.2 3apayu AMCUMIIMHBI

JIo1st TOCTHKEHUS 1IeJICH pemaroTes CISAYIOIINE 3aa9i U3yYCHHs TUCIIUTUIAHBIL:

Teopemuueckas KOMnOHeHMA.

1) u3ydeHre HOpMaTUBHOM 0a3bl IOKYMEHTOB, PETYIHPYIOMUX PabOTy ¢ TOKyMEHTAMU;

2) U3y4eHHE OCHOBHBIX TEPMHUHOB B 00J1aCTH JOKYMEHTOOOOPOTA U ICTIOMPOU3BOJICTBA.

Ilo3nasamenvras KomMnoHenma.

1) wu3ydYeHHE OTEUECTBEHHOTO U 3apyOEHOrO OIbITa B O0JAaCTH NPUMEHEHHS
JIOKYMEHTO000pOTA.

Ilpakmuueckas komnonenma:

1) ymenue chopMyaIupoBaTh TPeOOBAHMS K TOTOKAM TOKYMEHTOB;

2) 3aKpervieHue y CTYACHTOB YMEHMM IOJb30BAaThCS MOJYUYEHHBIMUA TEOPETUYECKUMH
3HAHUSAMU TP PEIICHUN TPAKTUYECKHUX 33]1a4;

3) ymeH#ue pa3pabaTbiBaTh HOPMATHUBHO-METOUUCCKUE TOKYMEHThI OPTaHU3aL[HH.

1.3 MecTo aucuMiuinHbI (MOYJis1) B CTPYKTYpe 00pa3oBaTe/IbHOI POrpaMMbl

HucuuruinHa «Pa3paboTka HOPMAaTMBHO-METOJIUYECKHUX JIOKYMEHTOB OpraHU3aIUID)
NPUHAIISKUAT K 9acTH, (OPMHPYEMON y4acTHUKAMH 0O0pa3oBaTEeNbHBIX OTHOMIEHHWH Oioka bl
"NucuumuinHael  (Mogynu)"' — yyeOHOro IulaHa — 4acTd, (GOpMHpPYEMOM  ydacTHUKaMU
00pa3oBaTeNbHBIX OTHOIICHUH.

JUis yCHeImHoro ycBOeHMs AMCLUIUIMHBI HEOOXOJUMO, YTOOBl OakajaBp UMeEN 3HaHMS,
YMEHUS, BIAJICHUE W HABBIKM B O00beMe TpeOOBaHW MUCHUIUIAH: «J{OKYMEHTOBEACHHE» WIIH
«MHpopMaIIIOHHBIE TEXHOJIOTUNY U3yYaeMbIX B OakaaBpuare.

B cBow ouepenp, u3yuyeHue AUCHMILIUHBI OOECIIEYMBAET BO3MOXKHOCTH YCIEIIHOIO
OCBOCHMS CTYJEHTaMH CIEIyIOIMX JUCHUIUIMH OCHOBHOH 00pa3oBaTelbHOIl NpOrpamMMmbl:
«ONEeKTpOHHBIE JOKYMEHTHI B KaIpOBOil paboTe», « OCHOBBI AJIEKTPOHHOI'O JJOKYMEHTOO00pOTa B
OpraHu3anun», «YpaBIeHUE KOPIIOPATUBHBIM KOHTEHTOM.

1.4 Ilepevyens MIaHMPYyeMbIX Pe3yJbTATOB O0OY4YeHHUSs] MO JUCHUIIMHE (MOAYJI0),
COOTHECEHHBIX C INIAHUPYEMBIMH Pe3yJIbTATAMH OCBOCHHA 00Pa30BaTEJbHOM IPOrPaMMBbI

WN3yyenne naHHOW y4yeOHOM JAMCLUMIUIMHBI HampaBieHO Ha (OpMUPOBAaHUE Y
00yYaromuXxcs CIeTYIOIUX KOMIETEHIIHA:

Kon u HanmeHoBaHMe HHAUKATOpa™ Pe3ynbTarhl 00yueHUs MO AUCIUILIINHE

IIK-1. CmocobeH pa3pabaTeiBaTh W BHEAPSATHh JIOKAJNHHBIC HOPMATHBHEIC aKTHI IO JOKYMEHTAIIHOHHOMY
00eCTIeYeHHIO YTIPABIICHHSI OpTaHU3aINeH

HIIK 1.1 —Cmocoben paspabaTeiBaTh | 3HaeT (QYHKIMH JOKyMEHTOOOOpOTa; HOPMATHBHBIE JIOKYMEHTEHI,

JIOKaJbHbIE HOPMATHBHBIE AaKTHl 10 | HOPMAaTHBHYIO 6azy, perIaMeHTHPYIOMIYIO 3JIEKTPOHHBIN

JIOKYMEHTAIlHOHHOMY  00€CHeueHHI0 | JIOKYMEHTOOO0OPOT

YIIPABJIEHUS! OPTaHU3ALMEH; YMmeer  ompemensaTh  MPaBWIBHOCTH  O(GOPMIICEHHS  PEKBH3HTOB
JIOKYMEHTa

BJ'Ia}I@eT IMMOHUMAHUEM TIPaBUJIBHOCTH O(pOpMJ'[eHI/IH JOKYMEHTAaIUH,
3HAHUSIMM B 00J1aCTH CUCTEMATHU3aAIIM TOKYMECHTOB

WIIK 1.2 - Baenpser mnokanbHble | 3HaeT (QYHKINH JOKyMEHTOOOOpOTa; HOPMATHBHBIE JIOKYMEHTEHI,

HOpPMAaTHBHBIE aKTHI 10 | HOPMATHBHYIO 6azy, PETIaMEeHTHPYIOLIYIO 9IEKTPOHHBII

JIOKyMEHTAI[HOHHOMY  OOECHEUYEeHHIO | JJOKyMEHTOOOOpOT NEeHCTBYIOIIME  MEXKJIyHapOJHbIE  CTaHIAPTHI,

yIpaBlIeHUs OpraHu3anueit cnemuduKaMy ¥ TEXHUYECKHE OTYETHI, HCIOJIB3yeMble B cdepe
yIpaBieHUs] AOKYMEHTalMell ¥ WH()OPMAIMOHHBIMU TEXHOJIOTHSIMU
yIpaBJeHuUs

Ymeer OIMpCALIIATh IMPaBUJIbHOCTbH O(i)OpMJ'ICHI/IH PECKBU3BUTOB




KOIL 1 HAMMCHOBAHUC I/IHIII/IKaTopa* P€3yJ'IBTaTI)I 06y‘{eHI/IH 10 JTUCLHUIITIMHE

IOKyMeHTa; (opMymupoBaTh oOmme TpeOOBaHUS K  TEKCTY
3JIEKTPOHHOT'O JIOKYMEHTa

Brageer moHMMaHHWEM NPaBWIBHOCTH OGOPMIICHHS ITOKYMEHTAIHH;
3HAHMSMH B O0JIACTM CHCTEMaTH3alliM JOKyMEHTOB; 3HAHUSIMH O
MOAXO0JaX K BHEPEHHIO CHCTEM DJICKTPOHHBIX JJOKYMEHTOB

PesynbpTatel 00y4eHHs] TIO JUCUUIUIMHE JOCTUTAIOTCS B paMKax OCYIIECTBIICHUS BCEX
BUJIOB KOHTaKTHOM U CaMOCTOSITENbHONM paboThl OOyyarolmmxcs B COOTBETCTBUU C
YTBEPKICHHBIM YUEOHBIM TTAHOM.

WuaukaTtopel  TOCTHXKEHUS KOMIETEHIMH CYMTAIOTCS CHOPMUPOBAHHBIMH  MpU
JIOCTH>KEHUHU COOTBETCTBYIOIIUX UM PE3yJIbTATOB O0YUYECHUSI.

OyHIaMEHTANbHOCTh  TMOJArOTOBKM  CTYJIEHTOB IO JUCHUUIUIMHE OO0eCcleyuBaeTcs
W3YYCHHEM TOHSTHIA, KATETOPHH JIEKTPOHHOTO JOKYMEHTOO00pOTA.

[IpuknanHas HampaBlIEHHOCTb JUCHUIUIMHBI Oa3upyeTcs Ha H3YYEHHH OpTraHU3aluH
JIEJIOTIPOM3BOJICTBA B OpraHax BIJIACTH, YUYPEXKIECHUU, NPUMEHEHUU HH(HOPMAIIMOHHBIX
TEXHOJIOTHI B CO3/IaHUU JOKYMEHTOB, mpuHIMIOB DJ]0, a Takke Ha MPUOOPETEHUH HABBHIKOB
MPaKTUYECKON pabOThI C CUCTEMOMN JOKYMEHTOB B YUPEKICHUH.

Jlis  pa3BUTHS HaBBIKOB CAMOCTOSITENIbHOM pa0OTBHl CO CTYIEHTaMH BO BpeMs
CaMOCTOSITENIbHOM pabOThl BBINOJHAIOTCS TBOpYECKUE padoOThl, 3cce, CBA3aHHbIE C Ooliee
yIyOJIeHHBIM U3ydYeHuEM HH(POPMAITMOHHOTO 00eCTIeueHus 2IEKTPOHHOTO IOKYMEHTO000pOTA.

VYcBoeHune yuyeOHOro mMarepuajia CTy/I€HTaMU OCYILIECTBIIAETCS MPENoJIaBaTelIeM B XOJI€
TEKYILEro U UTOrOBOI'0 KOHTPOJIS:

meKywuii KOHmpOJb 3HAHWK, YMEHHI M HaBBIKOB MPOBOJMUTCS MPH BBITOJIHEHUU
MPAKTUYECKUX PabOT Ha CEMUHAPCKUX 3aHATHUAX, a TAK)KE MyTeM YCTHOT'O OIPOCa, BHICTYIICHUS
C HAyYHBIMHU COOOIIECHUsIMU, pedepaTamMu U dcce.

UMO2086blll KOHMPOIb TI0 JUCIUIUIMHE OCYIIECTBIISIETCS HA 3a4€T€ B TEKYILEM CEMECTpE,
KOTOPBIA TIPOBOJUTCS B YCTHOM WM MUCBMEHHON (OpME C y4eTOM pEe3yJIbTaTOB TEKYIIEro
KOHTPOJISI B X0J1€ 00yUeHUsI.



2. CTpyKTypa U cofep:KaHHue TUCIHUIITHHBI

2.1 PacnpenesieHne TPY10EMKOCTH JUCHHUILIMHBI IO BUIaM padoT

OOmiast TPyA0EMKOCTh AMCHUIUIMHBI cocTaBisgeT 3 3adeTHbIX eauHmibl (108 wac.), ux
pacmpezesieHue Mo BuaaM padboT IMPeCTaBICHO B TAOIHIIE

Buns padot Bcero 810]0) 300
4acoB
CCM:ZCTp CCMiCTp 3 4 Kype
(108) Kypc (108)

KonrakTHasi padoTa, B TOM
qHcie:
AyauTtopHble 3aHATHUSA (BCero):
3aHATHS JCKIIMOHHOTO THIIA 16 10
1a00paTOpHBIE 3aHATHUS
MIPAKTUICCKHE 3aHATHS 32 12

CEMHUHAPCKHUE 3aHATH
HNnas koHTaKTHasA padora:
Kontpons camocTosaTensHOU
pabotsl (KCP)
[IpomexxyTodHas aTTecTaus
(UKP)

CamocrosiTesbHast padoTa, B
TOM YHCJIE:

Pedepar/acce (moaroToska) 20 20
CamocrosTensHoe U3y4deHHe
paszenos, CaMOITOITOTOBKA
(mpopaboTka W IOBTOpEHHE
JICKIIHOHHOTO ~ Marepuayia |
MaTepuaia YIeOHHKOB U YICOHBIX
mocoouti, MOJITOTOBKA K
ma00paTOPHBIM W TPAKTHYECKIM
3aHATHUAIM, KOJUIOKBHYMAaM H T.1.)
[MoxroToBka K TEKymemy
KOHTPOJIIO

Kontpous:

0,2 0.2

59,8 82

20 30

19,8 32

[HoaroroBka k 3auery 3,8

O6man gac. 108 108
TPYAOEMKOCTh | B TOM YHCIe
KOHTAKTHAasA 48,2 22,2
padorta
3a4. ef 3 3




2.2 Copep:xanuve TUCUMUIIIMHBI

Pacrnipenenenne Bu10B yaeOHOM paOOThI U UX TPYJOEMKOCTHU IO pa3/iesiaM AUCIUILTUHBL.

Pasnenbr (TeMbl) IUCHUILIMHBI, H3ydaeMble B 3 cemectpe (OakamaBpuar) (ounas (opma
o0yueHwsI)

KonuuectBo yacoB

Breaynut
AyautopHas
Ne HaumenoBanue paznenos (Tem) OpHas
Bcero pabota
pabota
J 13 JIP CPC
1. [oHsiTHE M HOpMATHBHO-MeToAMYecKas 0a3a IeJonpou3BoJCcTBa | 22 4 8 10
2 3akoHOAATENbHAS OCHOBA KOPIIOPATHBHOTO PETYIHPOBAHUS 32 4 8 20
' JIOKYMEHTAIIHOHHOTO 00eCTeueHHsI YIPaBICHHUS OPTaHU3aLIHH.
CocTaB KOPIIOPAaTUBHOW HOPMATHBHO-METOMYECKOH Oa3bl
JOKYMEHTAIIHOHHOTO 00ECTICUCHHUSI yPABICHHUS OPTaHHU3aLIHH.
3. WcronHuTenu no co3JaHui0 KOPIOPaTUBHOW HOPMATHBHO- 22 4 8 10

METOAMYCCKOMN 0a3bl TOKYMCHTAIIMOHHOTO 00CCIICUCHNUS
yIpaBJICHUsI OpraHU3aLUH

DTalbl CO3aHusI KOPIOPATUBHOM HOPMAaTUBHO METOJIUYECKOM
0a3bl JOKYMEHTAIIMOHHOTO 00CCTICUCHHS YIIPABIICHUS

4. opranuzanuy. HopMaTHBHBIE TOKYMEHTBHI 10 TPYJY M OXpaHe 318 | 4 8 19,8
Tpyaa. Pa3paboTka HOpMaTHBHO-METOANIECKHUX TOKYMEHTOB JIJIs
OpraHu3aIyy 0e30MacHOCTH HHPOPMALIUHI

HUTOI'O no pasdenam oucyuniurvl 107,8| 16 32 59,8
KoHTpoas camocTosrensHoM padoTsl (KCP)

IIpomexxyTounas arrectanus (MKP) 0,2

[ToaroToBKa K TEKYIIEMY KOHTPOIIO

O6mas TpyJ0eMKOCTb O JUCIMILTHHE 108

Paszernsl (TeMbl) TUCIMILIMHBI, H3y4aeMble Ha 4 Kypce (3aouHas popma 00yueHHs)

KonmaecTBo gacoB

A Bueayaut
Ne HaumeHoBanwme paznenos (Tem) YAHTOpHAA opHast
Bcero pabora
pabota
JI I13 JIP CPC
1 [TonsTHE ¥ HOPMATHBHO-METOAMYECKast 0a3a EIONPOU3BOACTBA 26 2 4 20
2 3akoHOJaTeIbHAS OCHOBA KOPIIOPATHBHOTO PETYITUPOBAHUS 26 2 4 20

JOKYMEHTALHOHHOTO 00eCIeYeHHUsI YIIPABJICHHUSI OpPraHUu3alHu.
CocraB KOpIIOPaTHBHOW HOPMATHBHO-METOJHIECKON Ga3bl
JOKYMEHTAILIMOHHOTO 00eCIIeUeHNsI YIPABICHHUS OPTaHU3aLHH.
3 |McnonHutenu no co3iaHMUI0 KOPIIOPATHBHON HOPMATHBHO- 26 4 2 20
METOIMYECKON 6a3bl JOKYMEHTAOHHOTO 00ECIeYeHH s
yIpaBJICHUs] OPraHU3aLHH

DTanbl cO37aHNs KOPIOPATUBHOW HOPMAaTUBHO METOIUYECKOU
62351 IOKyMEHTAIMOHHOTO 00eCIIeYEeH s YIIPABICHHS

4. |opranmzanuu. HopMaTHBHBIE TOKyMEHTHI 110 TPYY M OXpaHe 26 2 2 22
Tpyna. PazpaboTka HOpMaTHBHO-METOMYECKUX JOKYMEHTOB IS
opraHu3aiy 0e30MacHOCTH HHPOPMAIUU

HUTOI'O no pazdenam oucyuniumul 104 | 10 12 82
KonTtpons camocrostensroi padotsr (KCP)

IIpomexxyTtounas arrecranus (UKP) 0,2

[ToaroToBKa K TEKYIEMY KOHTPOJIIO 3,8

OO6mas TpyJ0€MKOCTh IO JUCIMILTNHE 108

[Tpumeuanue: JI — nexmuu, [13 — mpaktuueckue 3aHsTHs / cemuHapbl, JIP — maGopaTtopHbie
saasTusi, CPC — camocrositennpHas paboTa CTy/IeHTa



2.3 Conep:xaHue pa3iesioB (TeM) TUCHUILIHHBI
2.3.1 3ausaTHd JeKINOHHOI0 THIIA

®dopma
Neo | HaumenoBanue pazzeina (TeMbl) Coneprxanue paszena (TeMbl) TEKYILETro
KOHTPOJISI
1. TepMuHOCcHCTEMA  AENONPOU3BOJCTBA. T
Cocras HOPMaTUBHO-METOINYECKON
[TonsiTvie 1 HOpMaTUBHO- 6a3b1 JIEJIONPOU3BO/ICTBA. Oransl
MeTouyeckas 6aza CTaHOBJICHUS OTEYECTBEHHOT'O
JIEJIONPOU3BOICTBA JIEJIONPOU3BOICTBA. Ucropuueckue
HUCTOYHUKHA  MPaBOBOIO  XapakrTepa,
CBSI3aHHBIE C JICJTONPOU3BOJICTBOM.

2. | 3akoHOIaTeNbHAsI OCHOBA brnanku 1OKyMEeHTOB U TpeOOBaHUS K T
KOPIIOPaTHBHOTO uuM. CtpykTtypa nokymenrta. [loHsThe
pEryIupoBaHUs PEKBH3UTA. Cocras PEKBU3UTOB
JOKYMEHTAIMOHHOTO OpTraHU3aIMOHHO-PACTIOPS AU TEIHLHOM
oOecrnieueHus ynpaBiIeHUs JOKYMEHTAIUH.

OpraHu3aIyu.

3. | CocTaB KOpIOpaTUBHOM OpranuzaivoHHOE-TIPaBOBLIE T
HOPMAaTUBHO-METOIHYECKOM JOKYMEHTHI ~KaK TIpaBoBas OCHOBA
0a3bl JOKYMEHTAIMOHHOTO nesTenbHOCTH opraHuzanuu. Cucrema
obecrieueHus yrpaBIecHUS paciopsANTEILHOM JIOKYMEHTAITHH.
opranuzanuu. Mcrnonnurenu Cucrema HH(POPMAIOHHO-CIIPABOYHOM
10 CO3JITAaHUIO KOPIIOPATUBHON | JOKYMEHTAIUH.

HOPMAaTUBHO-METOAUYECKOM
0a3bl JOKYMEHTAIMOHHOTO
o0ecrieueHus ynpaBIeHUs
OpTraHHu3aI’
4. | Dramnsl co3qaHus KoHTponp wHCmONHEHHs JOKYMEHTOB. T

KOpPIIOPAaTUBHOW HOPMAaTUBHO-
METOAMYECKON 6a3bl
JOKYMEHTAIlMOHHOT'O
o0ecrieyeHus yrpaBiIeHUs
opranusanuu. HopmarusHsle
JOKYMEHTHI 110 TPy Zly U
oxpane Tpyzaa. Pazpaborka
HOPMAaTUBHO-METOANUYECKUX
JIOKYMEHTOB /Il OpraHU3aluu
0e30macHOCTH HHpOpMALIUU

Opranuzanys XpaHEHUs JOKYMEHTOB.
HopmaTtuBHO-METOINYECKHUE TOKYMEHTHI

2.3.2 3aHATHSA CEMHHAPCKOI0 THNA (MPaKTHYeCKHe / CeMMHAPCKHE 3aHATHSA/
JlabopaTopHbie padoThl)

dopma
Ne | HammenoBaHue pazfena (Tembl) Temartuka 3aHsATHI/paboT TEKYILEro
KOHTPOJISI
1. HopmaTtuBHo-1paBOBBIE aKTHhI, Omnpoc no
Howsitie u HopmaTHBHo- eTyJIUPYIOIHE AETOMPOU3BOICTBO BOTIpOCaM
Meroanyeckas Oasa peryiupy P ) P
TEMBI.
JIEIIOTIPOU3BOICTBA T
2. |3akoHOaTeNIbHAS OCHOBA [TonsTue PEKBU3HUT, hopmyisip Ompoc 1o




opranuzanuu. HopmatusHsle
JIOKYMEHTBI 10 TPYly U OXpaHe
Tpyaa. PazpaboTka HopMaTuBHO-
METOJIMYECKUX JOKYMEHTOB JJIsi
OpraHu3ainuu 6e30MacHOCTH
uHdopmManuu

HOpMaTI/IBHO-MeTOI[I/I‘{eCKI/Ie HAOKYMCHTBIL

KOPIIOPAaTUBHOTO JIOKyMEHTa, HX COOTHOIIEHHe. Buuel | Bompocam
pEryIHpOBaHUS PEKBH3HTOB: MOCTOSTHHBIE " TEMBI.
JTOKYMEHTAIHIOHHOTO nepeMeHHble, U(PpPOBbIe W TeKcToBbie | Jluckyccus.
obecrieueHns yIpaBiIeHHsI pekBm3utel  u  1ap. CoBpeMeHHbIE T
OpraHU3alMH. TpeOoBaHUS K OQOPMIICHHIO JEJIOBBIX

JOKYMEHTOB.

. |CocraB KOpIIOpaTuBHON @OyHKIMOHANBHBIE W aTpUOYTHBHBIC Ompoc 1o
HOPMAaTHBHO-METOANYECKOM cucteMbl  JokymeHTanumu. Cucrema | BoIpocam
0a3bl JJOKyMEHTAIHOHHOTO OpraHU3alMOHHO-PACIIOPS AU TESIBHOM TEMBI.
o0ecrieueHns yIpaBIeHHsI nokymeHtanuu. Cucrema  IUIaHOBOU T
opranu3anyu. Mcrnonaurenu mo | pokymeHranuu. CuctemMa  OTYETHOM
CO3/IaHUI0 KOPIIOPAaTHBHON nokymeHtamuu. CuctemMa  KaJpoBOH
HOPMAaTHBHO-METOINYECKON JOKYyMEHTAIIH.
0a3bl JOKyMEHTALHOHHOTO
o0ecrieYeHns yrpaBIeHUsS
OpraHHM3aluH

. |[Jrambl co3nanus dopmupoBaHue u OIIEPaTHBHOEC Ompoc 1o
KOPIOPAaTUBHOM HOPMATHBHO- | XpaHeHHe JuI. OpraHu3ainus MpoBeIeHHS BOITPOCAaM
METOIMYECKON 0a3bl IKCIEPTU3bl  LIEHHOCTH  JIOKYMCHTOB, TEMBI.
JTOKYMEHTaIIOHHOTO othopmiieHHe ee pesynbraroB. | JucKyccus.
obecrieueHus yrpaBIcHUS Odopmnenne Jnena Ha  XpaHEHUE. T

3amura nabopatopHoi padoTsl (JIP), Beimonnenue xkypcosoro npoekta (KII), kypcoBoii
pabotsl (KP), pacuetno-rpaduyeckoro 3amanust (PI'3), manmcanue pedeparta (P), scce (D),
koiokBuyM (K), rectuposanue (T) u T.x1.

IIpy  W3yyeHMM  JAUCUMIUIMHBI  MOTYT  HIPUMEHSATCA  DJIEKTPOHHOE
JTUCTaHIIMOHHBIE 00pa3oBaTesibHble TexHOoJIoruu B coorBercTBUM ¢ PI'OC BO.

oOyueHue,

2.3.3 lIpumepHasi TEeMATHKA KYPCOBBIX padoT (MPOEKTOB) — HE IMPETYCMOTPECHBI



2.4 IlepeyeHb y4eOHO-METOAUYECKOT0 O0ecnevYeH sl HJIA CAMOCTOATEILHOH padoThI
00y4yaIuXcs Mo JUCHUILINHE (MOTYJIIO)

[lepeuens yaeOHO-METOINIECKOTO 00ECTICUeHHSI JUCIIUIIINHEI TI0 BHITIOJTHEHUIO
No Bunx CPC CaMOCTOSITEITLHOU Pa0OThI

1 Pedepar, acce  |Meroauveckne peKOMEHAANMH II0 TIPOBEIACHUIO CEMHHAPCKUX 3aHSATHH,
KPYIJIBIX CTOJIOB, OUCKyccuid: MeToA. pekomenganmu / B.B. Epmonenko, /1.B.
Jlanckas, M.A. Mupomanuenko, M.P. 3akapsH, M.B. Tonuka, A.I1. CaBueHko,
H.A. Jletknna. MuUHHACTEpCTBO HayKH W BBICIIEro oOpazoBaHus Poccuiickoit
Oenepannn, KybOaHCKMi TOCyTapCcTBEHHBI yHHBEpCHUTET. - KpacHomap:
Kyb6anckwuii roc. yH-T, - 2022. - 87 c.

Y4eOHO-METOIMYeCKHE MaTepHalibl Ui CaMOCTOSITEIbHONH pPabOThl OOydYaIOMIMXCS M3
YHCJIa MHBAIK/IOB U JIMI C OTPAHUYEHHBIMU BO3MOXKHOCTSIMHU 3/10poBbst (OB3) npenocrasinstorcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYCHUSAM UX 37J0POBbS U BOCHPUATHS HH()OPMAIIIH:

JUst a1 ¢ HapyIIEeHUsIMU 3pEHUS:

— B I1€4aTHOW (hopMe YBEIMYCHHBIM HIPUPTOM,

— B (hopMe 3JIEeKTPOHHOTO JOKYMEHTA,

— B popMe ayauodaiina,

— B IIeyaTHOM opMe Ha s3bIke bpaiins.

JUist i1 ¢ HapyIIEHUSIMH CITyXa:

— B IIeYaTHOM opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

Jist 11 ¢ HapyIIEHUSIMU OTIOPHO-/IBUTATEIBHOTO arnapaTra:

— B mieyaTHoOU hopme,

— B (popMe 2IEKTPOHHOTO TOKYMEHTA,

— B ¢popMe ayauodaiina.

JlaHHBINA TepeyeHb MOXeET OBbITh KOHKPETM3MPOBAH B 3aBUCHUMOCTH OT KOHTHMHI€HTA
oOyyJaronuxcs.

3. Oo0pa3oBaTe/ibHbIEe TEXHOJIOTMH, NMPUMeHsieMble NMPH OCBOCHUM JUCIHUNIHHBI
(Mmoay.ns)

B xoxe wu3ydeHMs [OHCUUIUIMHBI MPEIYyCMOTPEHO HCHOJIB30BAHUE  CIIECIYIOIINX
00pa30oBaTeNbHBIX TEXHOJOTUN: JIEKIMH, MPAKTUYECKUEe 3aHATHS, MpoOiieMHOe oOydeHue,
MOJAYJbHAs TEXHOJIOTHS, TOATOTOBKA MHUCHMEHHBIX AHATUTHYECKUX PadOT, CaMOCTOSITEIbHAs
paboTa CTy/I€HTOB.

KommeTeHTHOCTHBIN TOAXO0 B paMKax MPENnoAaBaHUs JUCIUIIMHBI PEaTnu3yercs B
WCIONIb30BAaHNN HWHTEPAKTUBHBIX TEXHOJOTHI M aKTHBHBIX METOAOB (MIPOEKTHBIX METOJIUK,
MO3TOBOTO INTypMa, pa30opa KOHKPETHBIX CHUTyallud, aHaiW3a TeAarormuyeckux 3ajad,
MEeAarorn4eckoro SKCIePUMEHTa, MHBIX ()OpPM) B COYETAHUU C BHEAYTUTOPHOU PabOTOM.

NudopmaninonHbie  TEXHOJOTHH, NPUMEHSEMbIE TPU WU3YUYEHUH  JTUCHUTIIUHBIL:
HCITOIb30BaHNE UH(GOPMAITMOHHBIX pecypcos, JOCTYIIHBIX B nH(}OPMAIIMOHHO-
TEJIEKOMMYHUKAIIMOHHOU ceTh HTepHeT.

AnanTuBHBIE 00pa30BaTENbHBIE TEXHOJIOTUH, TPUMEHSIEMbIC PU W3YYCHUH TUCITUTLIAHBI
— JUIsl JIAI C OTPAaHWYECHHBIMU BO3MOKHOCTSIMU 3I0POBbSI TMPEIYCMOTPEHA OpPraHU3aALMS
KOHCYJIbTallMi C UCIIOJIb30BAHUEM DJIEKTPOHHOM MTOYTHI.



4. OueHo4YHbIe CpeACcTBA JJIsl TeKYILero KOHTPOJIsl yCleBaeMOCTH U MPOMeKYyTOYHOI
arrecTanuu

OneHouHbIC CpeACTBA MpPEIHA3HAYEHBI JJIsi KOHTPOJS M OLEHKH 00pa30BaTEeIbHBIX
JOCTIDKEHUH  00y4aromuXxcs, OCBOMBIIMX IPOrpaMMy Y4eOHOH TUCHMIUIMHBI «HA38AHUE
OUCYUNTUHBLY.

O1eHOYHBIC CPEJCTBA BKJIFOYACT KOHTPOJIbHBIC MATEpPHAIIBI Ul MMPOBEACHUS TEKYIIero
KOHTPOJISA B (hOpME mecmosvix 3a0anuti, 00K1ada-npe3eHmayuu no npooieMHbIM 80NPOCAM,
PA3HOYPOBHEBHIX  3A0AHULl, PONEGOU USPbl, CUMYAYUOHHBIX 3a0ay (yKkazams uHoe) W

MPOMEKYTOUYHOI aTTecTanuu B GopMe BOIPOCOB U 3aaHUM (YKka3amb uHoe) K 3a4eTy.

CprKTypa OLHCHOYHBIX CPEACTB IJIA Tekymeﬁ Hu HpOMe)l(yTOqHOﬁ arrecralnmuu

Ne Kona u nammeHnoBaunue
n/m HHAWKaTOpa

Pe3ynbraTel 00ydeHUs

HanMenoBanme o1ieHOYHOTO CpEacTBa

Texymuid KOHTPOJIb

[IpomexxyTounast
aTTecTanys

UIIK 1.1 — Crocoben
pa3pabatbIBaTh
JIOKQJIbHBIE
HOpPMATHBHBIC aKTHI IO
JIOKyMeHTaHI/IOHHOMy
00eCIeUueHuI0
YIpaBICHUS
opraHusaluei;

3raHus QyHKITUHA
JIOKyMEHTO0000pOTa;
HOPMAaTHBHBIX JOKYMCHTOB,
HOpPMaTHBHOH 0a3bl,
periaMeHTHpyoLIeH
JIOKYMEHTO00O0POT,
JIEUCTBYIOIINE
MEXAYHApOIHbIE CTAaHIAPTHI,
cnenuUKaIuy u
TCXHUYCCKHUC OTUYCTHI,
UCTIONB3yeMbIe B chepe
YIpaBIICHUS HIEKTPOHHOM
JOKyMEHTaIel 1
nH(pOpMaMOHHBIMA
TEXHOJIOTHSIMU YIPaBJICHHS

Bonpocwi ons
YCmMHO20
(nucvmenHo2o)
onpoca no meme,
paszdeny.

Bonpoc na 3aueme
1-4

HaBbIky MpaBHIBHOCTH
0(hOpMIIEHHS PEKBU3UTOB
JIOKYMEHTA,;
(hopMyTHPOBAHUS OOIIHX
TpeGOBaHUS K TEKCTY
SIICKTPOHHOTO JIOKYMEHTA

Peghepam, ooxnao,
coobwenue, acce

Bonpoc na 3aueme
5-8

UIIK 1.2 - Bueapsiet
JIOKaJIbHBIE
HOPMATHBHBIC aKTHI 110
JIOKYMEHTAITHOHHOMY
o0ecIeueHuIo
YIpaBICHUSL
opraHuzanuei

3HaHUSA COBPEMEHHBIX
TEHACHIMN pa3BUTUS
nH(pOpPMaMOHHBIX
TEXHOJIOTHH B 001aCTH
yIpaBJICHUs
JIOKyMEHTO000pOTOM

Peghepam, doxnao,
coobwenue, scce

Bonpoc na saueme
9-19

HaBpiku mpremMoB U METOI0B
BHEJIPEHUSI CUCTEM
JOKYMEHTO000pOTa,
PYKOBOAWTEIS
MIPOEKTHPOBAHNUEM U
BHEJPEHUEM KOPIIOPATUBHOM
CHCTEMBI JOKyMEHTO000poTa
OpraHu3aIMU

Koumponvnas
paboma Nel- no
meme, pazoerny.
Tecm

Bonpoc na 3aueme
20-25

TunoBble KOHTPOJIbHbIE 3aJAHUS WU MHbIE MATEPHUAJIbI, HEOOXOAUMBbIE 1JIs1 OLEHKH
3HAHM, yMEHUI1, HABBIKOB U (MJIH) ONBITA AeATEJbHOCTH, XaPAKTEPHU3YIOIIHUX ITANbI
(opMupoBaHUA KOMIETEHIHI B MpoLiecce 0OCBOeHHs 00pa3oBaTeIbHOM MPOrpaMMBbl:




IlepeyeHb THIIOBBIX TEM 3CCe K CEMUHAPaM 10 y4eOHOH qucuuninne «Pazpadorka
HOPMATHBHO-METOAUYECKHX JOKYMEHTOB OPraHU3alum w»

1. 3akoHOAaTEIFHOE ¥ HOPMATHBHO-IIPABOBOE PETYJINPOBAHNE IOKYMEHTAIIMOHHOTO
oOecrnieueHus ynpaBIeHUs.

2. Vcropusi CTaHOBIICHUS U PA3BUTHUS JOKYMEHTAIIHOHHOTO 00ECTICUCHNUS YIIPABICHHS.
3. Opranun3zanus paboThl C JOKYMEHTaMHU.

4. Peructpamus 1 yueT JOKYMEHTOB.

5. Opranu3zanusi 1e10NpOU3BOJICTBA HA HEOOIBIINX MPEIIPUATHSIX.

6. BO3MOXHOCTH MCIIOIB30BAHUSI COBPEMEHHOW 0(PUCHOM TEXHUKH JIJIsI ONTUMHU3AIIH
JIOKYMEHTO000pOTa B OpraHU3alLuy.

7. UndopMainoHHO-TOMCKOBAsI CUCTEMA.
8. Cneunduka 1OKyMEHTAIMOHHOTO 00ecreYeHns yIpaBIeHUs B KaJIPOBBIX CIIyXK0ax.

9. IlepcieKTUBHbIE HAIIPABJIECHUS B PA3BUTUU JOKYMEHTALIMOHHOTO 00ecreueHus
yIIpaBJICHUS.

IlepeyeHb BONpPOCOB, BHIHOCUMBIX HA 3a4eT M0 Y4eOHoH qucuuimiiuHe «Pa3padorka
HOPMATHBHO-METOAUYECKHX JOKYMEHTOB OPraHU3alum»

1. JIOKyMeHT 1 €ro MecTo B CUCTEME YIIPABJICHUS.

2. CoBpeMeHHbIE 3aKOHOJaTeJIbHbIE u HOpPMAaTUBHbBIE IPaBOBbIE aKTBhl,
periIaMeHTHPYIOIIUE Co3Janne U 0(OpMIICHUE TOKYMEHTOB.

3. CoBpeMeHHblE HOPMAaTHBHO-METOJUYECKUE JIOKYMEHTBHI, ONpEACISAIOIINEe IMOPSI0K
co3maHust 1 OPOPMIICHHS TOKYMEHTOB.

4. Tlonatue «uHpOpMaLUs» U «JOKYMEHT» M ero pasputue. CBsa3p HMHpopManuu u
nokymenTa. O01mmue u yacTHhIe PYHKIIMU JJOKYMEHTA.

5. CriocoObl TOKYMEHTUPOBAHUS U UX PA3BUTHE.

6. TekcToBOE MOKYMEHTHPOBAHUE U ATAITBI €T0 Pa3BUTHS. MaTepuanbHbIe HOCUTEIH JIJIs
JIOKYMEHTHPOBAHHSI.

7. llopnuuaHuky, Komuu M JOyOnuKaTel JOKyMeHToB. Bunbel komuii. Ilopsimok
YAOCTOBEPEHUN KOIIUU.

8. ®opmyisip mokymenTa. TunoBoit popmyisip. CocTaBUTh TUTIOBOH (OPMYJISIp MTpHKa3a
10 OCHOBHOH JeATeNbHOCTH. [IOHATHS «yHUDHUKAIMS» U «CTaHAapTH3auus» 1oKyMmeHToB. OCT
P 6.30-2003. Ero conep>xanue, 3HaUCHUE.

9. Ha3naueHue OlaHKOB B COBPEMEHHBIX oOpraHuzanusx. Buasl OmankoB. CocTaB
pexkBU3UTOB O1aHKOB. biiaHku npeanpusTHii pa3auuHbIX GOpM COOCTBEHHOCTH.

10. PexBH3HUT «HaMMEHOBAHUE OPraHU3ALUHU-ABTOPA JTOKYMEHTa», TPEOOBAaHUS K HEMY.
PekBU3UT «clipaBOYHBIE JaHHBIE 00 OPraHU3alMU-aBTOPE JOKYMEHTA, €ro COCTaB.

11. PexBH3HT «ajpecaT», €ro 3HaUeHHE U COBpEMEHHbIe TpeOoBaHus K opopmieHuro. Ha
KaKHX yNpaBJIeHUYECKUX JOKyMEHTaX 00s3aTeIbHO MPOCTABIISETCS pEKBU3UT “‘ajpecatr’?

12. Jlatel Ha JOKyMeHTax, TpeOoBaHUs K MX opopmieHHio. /laTa kak cocTaBHas 4yacTb
JIPYTUX PEKBU3UTOB.

13. PekBHU3UT «pPErHCTPALlMOHHBIM HOMEp JOKYMEHTa», ero 3HadeHue. PekBH3UT
«CChUIKa Ha PETUCTPALIMOHHBIA HOMEP U JIaTy JOKYMEHTa», KOI/la ¥ IJI€ OH IPOCTaBIISIETCS.

14. Tlopsimok coriacoBaHHsl AOKYMEHTOB W OGOpPMIIEHHS BHYTPEHHETO M BHELIHETO
COTJIACOBaHUS.

15. Tlopsok yTBep:KJIEHHs TOKYMEHTOB, BUJIbI yTBepkAeHUs. Kakue BuabI JOKyMEHTOB
TpeOyIOT yTBEepKAeHUs?



16. CoctaB ynoctoBepeHus JOKyYMeHTOB. IlpaBwima odopmieHuss pEeKBU3HUTOB,
yIOCTOBEpSOUINX JOKyMeHT. llopsimok monxmucanusi AOKyMeHTOB. lledaTh Kak pEKBH3HT
JToKyMeHTa. Ha kakux TOKyMEHTax MpOoCTaBIsieTcsl TepOoBas revarh Wil neyarb OpraHu3ainuu’?

17. OrMeTku Ha JAOKyMeHTe, WX 3HaueHue u odopmienue. Pesomonus. EE€ 3HaueHue.
TpeGoBanusi, MpeabsABIsEMbIEC K PE3OJIIOLIUH.

18. IlonsaTHe “ropuauveckas cuia JOKyMeHTa . PeKBU3WTHI, NMPHUAAIONIME JOKYMEHTY
IOPUAMYECKYIO CHITY.

19. OO6ume TpeGoBaHUs K TEKCTY JOKYMEHTA. AJITOPUTM MOATOTOBKHU JTOKYMEHTA.

20. DneMeHTHI TeKCTa: 3aroJIoBOK, npuiiokeHus. TpeboBanus K 0hOpMIICHUIO 3ar0JI0BKa
¥ OTMETKH O HAJIMYUH MTPUIIOKCHHH.

21. TlonsATue «cucreMa IOKYMEHTAIMM», Pa3BUTHE CHCTeM JokyMmeHTauuu. llonsarue
«YHU(PHUIHUPOBAHHAS CUCTEMA JTOKYMEHTALHI.

22. Haznauenme, ompenenenue wu coctaB  YCOPJ. Cnocobsl mpencraBieHUs
YHU(PULIIPOBAHHBIX TEKCTOB (aHKETHI, TA0IHIIBI, TpadapeTHbIEC TEKCTHI).

23. TpadaperHbie TeKCThl. MeToIMKa pa3pabOTKH.

24. TpeOoBaHUS K COCTaBICHHIO W O(GOPMIICHHIO OPTaHU3AIMOHHBIX JIOKYMEHTOB (Ha
npuMepe MOJ0XKEHUS, MHCTPYKIMU, periaMenTa). HasHaueHue 3Tux T10KyMEHTOB.

25. TpeboBaHUS K COCTABICHHUIO U O(POPMIICHUIO IPUKA30B U PACTIOPSIKCHHIA.

26. TpeboBaHuUs K COCTaBICHHUIO U O(POPMIICHUIO OOBSICHUTEIBHBIX 3AMTUCOK, TOKIIAIHBIX
3aIMCOK U CITy’KEOHBIX 3aUCOK. MIX Ha3HaueHHe B ACATEIBHOCTH OPTaHU3AIIH.

27. TpeboBaHus K COCTaBIECHUIO U OQPOPMIICHHUIO CIIPABOK, PA3HOBUIHOCTH CIIPABOK.

28. TpeboBanus k cocTaBieHHIO U oopmiieHUIO akTa. Ha3HadeHwe W pa3HOBUIHOCTH
aKTOB.

29. TpeboBaHus K COCTABICHUIO U OPOPMIICHHUIO CITYKEOHOTO MHCHhMA.

30. Knaccuduxarms cimykeOHbIX MHCEM.

31. ANTOpUTM MOJATOTOBKH U TPOBEICHUS COBEILAHHS.

32. JIOKyMEeHTBI, CO3/1aBaeMbl€ B ITPOLECCE OJTOTOBKH COBELIAHMUS.

33. TpeboBaHUS K COCTABICHHUIO U O(POPMIICHHIO TPOTOKOJIA JOKYMEHTOB;
apxeorpaguueckas 00paboTKa JOKyMEHTOB.

Kpurtepun oueHnBaHus o 3a4ery:

«3aumerno»: CTyACHT BJIaJIE€T TEOPETUYECKUMU 3HAHUAMMU 110 JaHHON NUCLMIUIMHE, 3HACT
KOMIUIEKC MHCTPYMEHTOB BHEIPEHHUS U pPa3BUTHUA OEpEeXIIMBOrO YNpaBJICHHS U MPOU3BOJACTBA,
JIONyCKAaeT HE3HAYMTEeNbHblE OLIMOKH; CTYIEHT yMEeT NpPaBWIbHO OOBSICHATH MaTepuai Io
METOJUKE OLEHKM U YJIyYIIEHUS Pe3yJbTaTUBHOCTH  (YHKIMOHHUPOBAHUS  CHCTEMBbI
MEHEDKMEHTA KaueCTBa KOMIIaHUU, WLTIOCTPUPYsL €T0 IIPUMEPAMH.

«He 3aumeHOo». MATEpUajd HE YCBOEH WM YCBOEH YAaCTUYHO, CTYIEHT 3aTpyIHSAETCS
IPUBECTH MPHUMEPHI MO KOMIETEHLUSAM M TEOPETHMUECKOMY Marepuainy, ydeOHble 3aJjaHus He
BBITNIOJIHWI, IPAKTHUECKUE HAaBBIKU HE C(POPMHUPOBAHBI, JOBOJIHHO OIPAaHUYEHHBIN 00beM 3HAHUN
IIPOrpaMMHOI0 MaTepHaa.

OneHouHble CpeAcTBa JUIsl WHBAJIMAOB M JIMII C OIPAaHUYEHHBIMH BO3MOXHOCTSAMU
3JI0pPOBBSI BEIOUPAIOTCS C YYETOM MX UHAMBHUIYAIbHBIX CUXO(U3UUECKUX 0COOEHHOCTEH.

— IpU HEOOXOAMMOCTH HHBAJIMAAM M JIMIAM C OrPAaHUYEHHBIMH BO3MOXHOCTSIMHU
310POBBS IPENOCTABISAETCS JOMOJHUTEILHOE BPEMS IS TOATOTOBKH OTBETA HA 3a4€TE;

— IIpU MPOBEJICHUH TPOLEIYPHI OIICHUBAHUS PE3yIbTaTOB 00yUeHHs] HHBAIUIOB U JIUIL C
OTPAaHNYEHHBIMU BO3MOXHOCTSIMH 3J0POBBS IPEAYCMATPUBAECTCS UCIIOJIb30BAHUE TEXHUYECKHUX
CpEeACTB, HEOOXOTUMBIX UM B CBSI3U C UX WHAWBUIYATbHBIMU OCOOEHHOCTSIMH;

— IIpU HEOOXOAUMOCTH JJIsl 00YyHAIOIIMXCSI C OTPAHUYEHHBIMUA BO3MOXHOCTSIMU 3/10POBbS
U MHBAJIWAOB TpOILEAypa OLCHUBAHUS pE3yJbTaTOB OOYyYEHHUS IO JAUCHUIUIMHE MOXKET
IIPOBOJIUTHCS B HECKOJIBKO 3TAIOB.

[Ipouenypa oueHuBaHusl pe3yabTaTOB OOY4YEHMs] MHBAJIUAOB U JIMIl C OTPaHUYEHHBIMU
BO3MOXXHOCTSIMU 3JI0POBbSl 10 JUCLMIUIMHE (MOAYJIO) IPEAYCMATPUBAET IIPEIOCTABIECHUE



uHpopManuu B (opMax, aJaNTHPOBAHHBIX K OTPAHHUYCHHSIM WX 3I0POBBS U BOCIPHSITHS
uHpOpMaLUu:

J1J1st JIUT C HApYIICHUSIMH 3PEHHSL:

— B [1€4aTHOW (hopMe YBEIMYECHHBIM HIPUPTOM,

— B (popMe 3IIEKTPOHHOTO TIOKYMEHTA.

JUist a1 ¢ HapyIIEHUSIMH CITyXa:

— B IIeYaTHOM ¢opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

J1J1st JI1 ¢ HApyIICHUSIMH OTIOPHO-JIBUTATEIBHOTO arapara:

— B mieyaTHoi opme,

— B (hpopMe 3JIEKTPOHHOTO IOKYMEHTA.

JlaHHBIN TIepeYeHb MOXKET OBITh KOHKPETU3MPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTA
oOyyJaronuxcs.



5. IlepeyeHb y4eOHOM JJUTEPATYPbI, HHPOPMAIIMOHHBIX PECYPCOB M TEXHOJIOTH A

5.1. YueOnas 1uteparypa

1. Ky3uenos, U. H. JlokymeHTaIlimoHHOe oOecrieueHre yrpasiaeHus. JJokyMeHTO000pOT 1
JIEIONPOU3BOJCTBO [DNEKTPOHHBIA pecypc] : Y4eOHMK M TPAKTHKYM MJIsS TPUKIATHOTO
6akanaBpuata / M. H. Ky3nenos. — 3-e uzn., nepepad. u mon. — Mocksa : FOpaiit, 2018. — 461 c.
— Pexum poctyma: https:/biblioonline.ru/viewer/dokumentacionnoe-obespechenieupravieniya-
dokumentooborot-i-deloproizvodstvo431759#page/1

JlononHuTenpHAS IMTEPATYpA:

1. Poroxxun, M. 1O. Jlenonpou3BOoACTBO [DIEKTPOHHBIA pecypc] : Kypc JEKIUH :
yaebHOoe mocobue / M. FO. Poroxun. — Mocksa; bepnun: J{upexr-Menua, 2014. — 229 ¢. —
Pexxum nmoctyna: https://biblioclub.ru/index.php?page=book _red&id=2

2. lemun, 0. M. [enonpou3BoAcTBO. JIOKyMEHTallMOHHBIH  MEHEIKMEHT
[DnekTponHbIil pecype] : yueOHOoe mocobue / FO. M. Jlemun. — Mocksa; bepnun: Jlupekr-
Menua, 2014. 205 c. — Pexxum nmoctyma: https://biblioclub.ru/index.php?page=book_red&id=
25365 7&sr=1

3. Poroxun, M. 1O. JlokymeHTanmoHHOe OOECTeUeHHE YNpaBieHUs [DIEeKTPOHHBIH
pecypc] : mpaktuueckoe nocodue / M. KO. Poroxun. — Mocksa; bepnun: JlupektMenua, 2014. —
398 c. — Pexxum noctyma: 1-4 3 OBC https://biblioclub.ru/index.php?page=book red&id=25370
5&sr=1,

5.2. llepuoanyeckasi JuTepaTypa

Vkasvisaromess  newamuvle  nepuoouuveckue uzoamus uz «llepeunss neuamuuix
nepuoouueckux — uzoaumui, xpawawuxcsi 6 ¢onoe Hayunou  oubruomexu  Kyol'Vy
https://www.kubsu.ru/ru/node/15554,  w/unu snekmponusvie nepuoduueckue uU30AHUs, C
YKazanuem aopeca caiuma 21eKmpoOHHOU 8epCuul HCYPHALA, U3 6a3 OAHHbIX, OOCMYN K KOMOPbIM
umeem Kyol'V:

1. Ba3sl manasix komnanuu «Mcr Beroy http://dlib.eastview.com

2. Dnextponnas 6ubnmmoreka GREBENNIKON.RU https://grebennikon.ru/

5.3. UnTepHeT-pecypcbl, B TOM 4YHCJe COBpeMeHHbIe NpodeccHoHATbHbIE 0a3bl
OJAHHBIX U I/IH(l)OpMaI[I/IOHHLIe Cl'[paBO‘-IHbIe CUCTEMBI

DJ1eKTPOHHO-0UbM0TeuHbIe cucTeMbl (IBC):

1. DBC «IOPAUT» https://urait.ru/

2. DBC «YHUBEPCUTETCKA I BUBJINMOTEKA OHJIAWH» www.biblioclub.ru

3. DBC «BOOK.ru» https://www.book.ru

4. OBC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com

IIpodeccnonanbubie 6a3bl JAHHBIX:
Web of Science (WoS) http://webofscience.com/
Scopus http://www.scopus.com/
ScienceDirect www.sciencedirect.com
Kypuans nzparensctea Wiley https://onlinelibrary.wiley.com/
Hayunast snextponnas 6udnunoreka (HIb) http://www.elibrary.ru/
6. IlomHOTEKCTOBBIE apXUBBI BEAYILIUX 3aMaJHBIX HAYYHBIX )KypHaIoB Ha Poccuiickoit
wiatdopme HayuHbIxX xxypHamoB HOMKOH http://archive.neicon.ru
7. HanumonanbHas »syeKkTpoHHass OMOIMOTEKa (JOCTYN K DJIEKTPOHHOM OHOIHOTEeKe
nuccepranuii Poceuiickoit rocynapcrBenHoit ouodnmnorexu (PI'B) _https://rusneb.ru/
8. TIlpesunentckas oubmmoreka um. b.H. Enpumna https://www.prlib.ru/
9. Dmnexrponnas koymekmus Oxchopackoro Poccutickoro ®onna
https://ebookcentral.proquest.com/lib/kubanstate/home.action
10. Springer Journals https://link.springer.com/

agkrwbnE
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11. Nature Journals https://www.nature.com/siteindex/index.html

12. Springer Nature Protocols and Methods
https://experiments.springernature.com/sources/springer-protocols

13. Springer Materials http://materials.springer.com/

14. zbMath https://zbmath.org/

15. Nano Database https://nano.nature.com/

16. Springer eBooks: https:/link.springer.com/

17. "Jlextopuym TB" http://www.lektorium.tv/

18. VumBepcurerckas unpopmamnronras cuctema POCCHS http://uisrussia.msu.ru

HNudopmannoHHbie cIpaBOYHbIE CHCTEMBI.
1. Koncynbrant [lntoc - cipaBoyHast mpaBoBasi cucteMa (JOCTYII MO JIOKAJIbHOM CETH C
KOMITBIOTEPOB OMOITMOTEKH )

Pecypcbl cBoOOIHOTO 1OCTYHA:

1. AwmepukaHckas naTeHTHas 0a3a nmaHHbIX http://www.uspto.gov/patft/

2. TlonHbie TEKCTHI KaHAACKUX auccepraiuii http://www.nlc-bnc.ca/thesescanada/

3. KubepJlenunka (http://cyberleninka.ru/);

4. MWUHHCTEPCTBO HayKH M BhICIIEro oopazoanusi Poccutickoii deneparuun
https://www.minobrnauki.gov.ru/;

5. ®denepanbubiii mopran "Poccuiickoe obpasoBanue" http://www.edu.ru/;

6. Hudopmannonnas cucrema "EamHoe OKHO J0CTyIa K 00pa3oBaTeIbHBIM pecypcam’
http://window.edu.ru/;

7. Enunas xomnekius nudpoBeIx 00pa3oBaTeIbHBIX pecypcos http://school-
collection.edu.ru/ .

8. depepanbHBIN HEHTP HHOPMAITIOHHO-00Pa30BaTEIbHBIX PECYPCOB
(http://fcior.edu.ru/);

9. IIpoekt ['ocynapcTBEHHOro HHCTUTYTa pycckoro si3bika uMeHu A.C. [Tymkuna
"O6paszoBanue Ha pycckoM" https://pushkininstitute.ru/;

10. CnpaBouHo-uH(popMamoHHbIH mopTan "Pycckuii s3pik" http://gramota.ru/;

11. Cnyx0a TeMaTHYECKUX TOJIKOBBIX ciioBapeit http://www.glossary.ru/;

12. CnoBapu u sHIMKIONenuu http://dic.academic.ru/;

13. OoOpa3zoBatenbHbIi moptan "Yueba" http://www.ucheba.com/;

14. 3axonompoekt "O0 obpazoBanuu B Poccuiickoit ®enepaunn". Bonpocs! 1 OTBETHI
http://xn--273--84d1f.xn--plai/voprosy_i_otvety

'

CoOcTBeHHBIC YJICKTPOHHBIE 00pa3oBaTe/bHbIC H MH(OPMAaLMOHHBIE pecypChl

KyoI'y:

1. Cpena MoaynpHOTO AMHAMUUYecKoro ooyuenus http://moodle.kubsu.ru

2. baza yueOHBIX MIIaHOB, Y4eOHO-METOAMYECKUX KOMILIEKCOB, IyOJINKaMi 1
koHpepenmmii http://mschool.kubsu.ru/

3. bubnuoreka nHGOPMAIIMOHHBIX PECYpCcOB Kadenpsl HH(HOPMALIMOHHBIX
oOpazoBaTenbHBIX TeXHOMOTHH http://mschool.kubsu.ru;

4. DnexTpoHHBIN apxuB qokymeHnToB KyoI'V _http://docspace.kubsu.ru/

5. DnekTpoHHbIE 00pa30BaTeNbHBIE pecypchl Kadeapsl MH()OPMAIMOHHBIX CHCTEM U
TexHojoruii B oOpazoBanuun KyOI'Y u HayuHo-merommueckoro >xypHaia "LIIKOJIbBHBIE
I'OJIbI" http://icdau.kubsu.ru/
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6. Mertoguyeckue yKa3zaHuUsl /sl O0YYAIOIIMXCS 10 OCBOGHHI0 JAUCHUILINHBI
(Mmomyuis)

OcBoeHME AUCHMIUIUHBI TPEIyCMAaTPUBACT MPOCIYIIMBAHUE JIEKIUA U TPOBEICHUE
CEMHHAPCKHUX 3aHATHIA.

Jii riryGOKOro U3y4eHus: AUCHUILTUHBI HACTOATEIbHO PEKOMEH TyeTCS:

- CHCTEMaTH4YEeCKH TOTOBUTBHCS K MPAKTUYECKUM 3aHATHUSAM 10 Yy4EOHBIM IMOCOOHUSM,
HAy4YHBIM CTaThsIM B )KypHaJlaX, a TaKKe C UCIOJIb30BaHUEM pecypcoB MHTepHET;

- CBOCBPEMEHHO BBINIOJHATH MPAKTUYECKHE 3a[aHUs1, TOTOBUTH pedepaTsl U dcce.

CamocTtosTenbHas paboTa CTyIeHTa - OJWH M3 BaXXHEHIIMX 3TaroB B IOATOTOBKE
cnernuanvcToB. OHa MPHOOIAST CTYJCHTOB K HCCIIEI0BATEIbCKON paboTe, 000raImaeT OnbIToM U
3HAHUSAMHU, HEOOXOTUMBIMU ISl AaJIbHEHIIEr0 MX CTAHOBIIGHUS KaK CHEIHAMCTOB, MPUBUBAET
HaBBIKU PAOOTHI C INTEPATYPOH, CTATHCTUYECKUMH JTaHHBIMU.

[lenp camocrosiTeNnbHON pabOTHl - CHCTEMaTH3allus, 3aKpeluieHue U paclIMpeHue
TEOPETUYECKUX U MPAKTHYECKHX 3HAHUHU C MCIOIH30BAHMEM COBPEMEHHBIX MH(POPMAIMOHHBIX
TEXHOJOTHI U JTUTEePaTyPHBIX UCTOYHHUKOB. J[JI1 pa3BUTHSI HABBHIKOB CaMOCTOSITEIbLHONM pabOTHI
CTYACHTaMH BO BPEMS CAMOCTOSITEIbHON PaOOTHI BBIITOJIHSAIOTCS:

— pedeparbl, CBA3aHHBIE C PACCMOTPEHUEM CTPYKTYPhl M MPHHIIMIIOB OpraHU3alud
MH(POPMALIMOHHBIX PEeCYpCOB B ceTu MHTepHET;

— pedeparhl, CBsI3aHHBIE C O0030pOM COBPEMEHHOTO pBIHKA CIENHUAIN3UPOBAHHBIX
CIPAaBOYHBIX CUCTEM, KOHKYPEHTHOM OOPBOBI MEX/Y UX CO3/IaTEIISIMU 32 BIIaJICHUE PHIHKOM;

— IOMAIlTHUE 3aJ]aHus Mo MOUCKY B MIHTepHeTe nHpOpMAaIK Ha 3aJaHHYI0 HAYYHYIO TEMY
U TIOJIrOTOBKE JI0KJIa/1a.

— pedepaThl, CBSI3aHHBIE C MPABOBBIMU ACIEKTaMU HCIIOJIb30BaHUS HH()OPMAIIMOHHBIX
pecypcoB MHTEpHETa, OXpaHOIl HHTEILIEKTYaJIbHON COOCTBEHHOCTH;

Pedepar wunm »scce TOTOBATCA CTYACHTOM CaMOCTOATEIbHO, B HHX 000O0IIArOTCS
TEOPETUYECKHE MaTepuayibl IO HCCIEAyeMOW TEeMe C HCIIOJIb30BAaHUEM MaTEepHalioB U3
CHelManbHOM  JUTEepaTypbl, HOPMAaTHBHO-TIPABOBBIX JOKYMEHTOB, CTaHIApTH3UPYIOIIUX
paccmarpuBaemyto cdepy. B copepkanum paboT JoiKeH OBITh COOCTBEHHBIM aHAU3 H
KPUTUYECKMH TMOJIXOJ K pelleHUI0 MpoOieMbl IO BBIOpAaHHOM TeMe HCCIe0BaHus,
MOJKPETJICHHBI CTAaTUCTHYECKUMH JaHHBIMH M KOPIIOPATUBHOW OTYETHOCTHIO HM3BECTHBIX
Kopropanuii. MaTtepuaiibl JTOJKHBI OBITh H3JIOKEHbI Ha BBICOKOM TEOPETHYECKOM YPOBHE, C
NPUMEHEHHEM TPAKTHYECKUX JaHHBIX, IPAMEPOB.

CryneHTaM pEeKOMEHIYeTCsl HENpephlBHO MPOBOJUTH HAay4HbIE MCCIEIOBaHUSA IO
PYKOBOJCTBOM TMpenojaBarenst kKadeapbl Mo H30paHHOW TeMe U TOTOBUTH COOOUICHHS Ha
Hay4HbIe KOH(pepeHIUH, cTaTbi B COOPHUK MOJIOJBIX UCCIIEOBATENeH U HayYHbIE KypPHAIBI.

OOy4eHue CTyIEeHTOB C OTPAaHMYCHHBIMHA BO3MOKHOCTSIMH OPTaHU3YETCS B COOTBETCTBHH C
TpeGoBaHUAMHU «MeTOJUUECKUX PEKOMEHIAIUN 110 OpraHu3alui 00pa30BaTEeIbLHOIO Mpolecca
Uis  OOy4YeHHs WHBAIWAOB W JIAI C OrPaHUYEHHBIMH BO3MOXKHOCTSIMH 3JIOpPOBBSI B
00pa30BaTeNbHBIX OPraHU3AIMIX BbICIIET0 MPO(EecCHOHAIBHOT0 00pa3oBaHUA» OT «8» ampens
2014 r.

B ocBoeHMM QUCHMIUIMHBI MHBAJIMJIAMH U JIMLIAMH C OIPAaHUYEHHBIMH BO3MOXKHOCTSIMH
3/I0pOBbsl OOJBIIOE 3HAUEHHWE HMEET WHIUBUIyalbHas yuyeOHas paboTa (KOHCYJIbTalluu) —
JIOTIOJTHUTEIbHOE pa3bsiCHEHUE Y4eOHOro MaTepuasa.

WHauBuayanbHbIE KOHCYJNBTAIlMM IO TPEIMETY SIBISIIOTCS BaXKHBIM  (DaKTOPOM,
CHOCOOCTBYIOLIMM MHAWBUIYAIN3AlUU OOYUYEHUS U YCTAHOBJICHUIO BOCIUTATEIBHOTO KOHTAKTa
MEXIy TMperojaBaTelieM W OOy4YaroIMMCS HWHBAJIUAOM WM JIMIIOM C OTPaHWYCHHBIMU
BO3MOYKHOCTSIMH 3/10POBbSI.



7. MaTepuajbHO-TEXHUYECKOe oDecriedeHne Mo JUCHUIIHHE (MOIYJII0)

ITo Bcem BUaaM y‘IC6H0171 ACATCIIBHOCTH B pPaMKax JUCHUIIIIMHBI HCIIOJIB3YIOTCSA
ayJIuTOpuH, KaOUHEThl U J1a0OpaTOPUU, OCHAIICHHbIE HEOOXOIMMBIM CIIEHUATU3UPOBAHHBIM U
1a00paTOPHBIM 000PYIOBAaHUEM.

HanmeHnoBaHue crienuaabHBIX OCHaIlEHHOCTh CHEUAIbHBIX [TepeueHs JMIIEH3MOHHOTO
OMEIIeHU I MOMEIeHU I POrpaMMHOT0 00ecneYeHus!
YueOHble ay IUTOpUU st | MeGenb: yueOHast MmeOelnb ITaker mnporpamma PowerPoint
NpOBENCHUs 3aHATHIA JleKImoHHOTOo | TexHuueckue cpenacrea ooyuenus: | Microsoft Office, OC Microsoft
TUIA 9KpaH, POEKTOP, KOMIBIOTEP Windows 10 ¢ BbeIXOOZOM B
WHuTepHeT
YueOHbIe ayIUTOpUU it | Mebenb: yueOHas meOeb IMaker mporpamma  PowerPoint
POBEICHUS sanatuid | Texuuueckue cpenacrsa ooyuenus: | Microsoft Office, OC Microsoft
CEeMHHApPCKOI'0 THUIIA, TPYNHOBBIX U | 9KpaH, IPOSKTOP, KOMIBIOTEP Windows 10 Beixomom B VHTEepHET
WHIMBUIYaIbHBIX KOHCyNbTauui, | ObopynoBaHue:
TEKyILIEro KOHTPOJIS u
MIPOMEKYTOYHOM aTTECTALIMH
HJ'IH CaMOCTOSITEILHOM pa6OTBI O6y‘laIOH_[I/IXC$I npeayCMOTPCHBI IIOMCIICHU A,

YKOMILJIEKTOBAHHBIC CIEIMATN3UPOBAHHON MEOEb0, OCHAIIICHHBIE KOMITBIOTEPHONW TEXHUKOM C
BO3MOXXHOCTBIO MOJKIIOUEeHUS K ceTu «MHTepHeT» M o0ecreueHrueM J0CTyla B AJIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENBHYIO CPETy YHUBEPCUTETA.

HanmeHnoBanue noMenieHU i1t
CaMOCTOSATEIEHON PabOTHI
00yJarommxcs

OcCHaIIIEHHOCTD ITOMEIIEHUN I
CaMOCTOSATEFHON pabOTHI
00yJarOIIUXCSI

HEPGHCHBHHHGHSHOHHOFO
nporpaMMHOTO obOecreueHus

TTomemnenne M caMOCTOATEIBLHOM
paboThI 00YYArOIIUXCS (YUTATBHBII
3an HayuHoli Oubianorexu)

Mebenb: yaeOHas MeOeib
KoMrulekT  cnenuanu3upoBaHHOU
MebeIH: KOMIIBIOTEPHbIE CTOJIBI

IMaker mporpamma  PowerPoint
Microsoft Office, OC Microsoft
Windows 10 ¢ BeIXOZOM B

O6opynoBanue: KOMITbIOTEpHAsI
TEXHHKAa C TMOAKIYCHHEM K
HHPOPMALMOHHO-
KOMMYHHMKAIIMOHHOM
«/HTEpHET» W  JOCTyIOM B
9JEeKTPOHHYI0  MH()OPMAIMOHHO-
00pa3oBaTeNBHYIO cpeny
o0pa3oBaTeNpHOH  OpraHH3aldH,
Be0-KaMephl, KOMMYHHKAIIHOHHOE
obopynoBaHue, oOecreynBaroIee
JIOCTYTI K  certd HHTEPHET
(mpoBogHOE COETMHEHUE u
OecCrpoBOJIHOE  COEIMHEHUE  TI0
texronorun Wi-Fi)

Wnurepher.

CCTH

[Tomemenne njisi caMOCTOSTEIHLHOM
paboter oOyuarornuxcst (ayn. 415H)

Meo0ens: yuebHas mebenb
Kommexkt  crnenuanu3npoBaHHOM
MeOesn: KOMITBEOTEPHBIE CTOJBI
O6opynoBanue: KOMITBIOTE€pHAs
TEXHHUKa C TOAKIIOUYEHHEM K
nH(popMaMOHHO-
KOMMYHUKaIIMOHHOH
«HTEpHET» W JOCTYHOM B
ANIEKTPOHHYI0  HH(OPMAIOHHO-
00pa3oBaTeNbHYIO cpeny
o0Opa3oBaTenpHOH  OpraHM3aluHy,
BeO-KaMepbl, KOMMYHHKAIIHOHHOE
obopynoBanue, oOecrieunBaroIIee
J0CTyI K CeTHu HUHTCPHET
(mpoBoHOE COeIMHEHNE u
OecrpoBOTHOE  COCIUHECHHE — I10
texnonorun Wi-Fi)

ITaker mporpamma  PowerPoint
Microsoft Office, OC Microsoft
Windows 10 ¢ BbIXOZOM B
Wntepner

CECTH




