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1 Henu u 3a1a4M U3y4YeHUs] AMCHUATIIAHBI (MOLYJIA)

1.1 Ileanb ocBOEHUS JUCITUILIHHBI
- Ha OCHOBAHHH Tpe6OBaHI/II7I HOPMATUBHO - IIPAaBOBBIX AaKTOB, CTaHAAPTOB, BEIOMCTBCHHBIX
I[OKYMCHTOB OCBOUTH HpI/IHI_[I/IHBI nu CTHUJIIMCTUYCCKHC OCOGGHHOCTI/I COCTaBJICHUA
OpPraHru3alfuOHHO-PACIIOPAJUTCIIbHBIX JOKYMCHTOB.

1.2 3agaun AMCHUILIMHEI
- HCCeNoBaTh TPeOOBaHHMS HOPMATUBHO-TIPABOBOM 0a3bl COCTaBICHHUS OPTraHU3AIMOHHO-
PactopsSIUTEIbHBIX IOKYMEHTOB;
- BBISIBUTH CTWJIMCTUYECKHUE OCOOCHHOCTH COCTABIICHUS OPTaHH3AIMOHHO-PACTIOPSAUTEIHHBIX
JIOKYMEHTOB;
- [puUOOpEeCTH W 3aKPENHUTh MPAKTUYECKUE HABBIKM MOATOTOBKU  OPraHU3alMOHHO-
PactopsSIIUTEIbHBIX JIOKYMEHTOB.

1.3 MecTo AuCUMIIMHBI (MOXYJIs]) B CTPYKTYpe 00pa3oBaTe/ibHOM NMPOrpaMMbl

Jucnunnuza b1.B.02.01 «CTtunuctuka OpraHU3alMOHHO-PACIIOPSAIUTEIbHBIX
JIOKYMEHTOB» OTHocutTcsi K bioky Jucuumumbbel (Moaynu), (OpMHUPYEMOM Yy4acTHHKOM
oOpa3oBaTeNbHBIX OTHOWEHHH Moaynb 2 «JloKkyMeHTalmoHHOE OOecreyeHue YIpaBIECHUS
y4eOHOro IJIaHa.

JucuuiuinHa u3y4aercss B / ceMecTpe Ha O4HOH ¢opme M Ha 3 Kypce 3a04HOM (hOpMbI
oOyueHust, Oa3upyercs Ha 3HAHUSAX, YMEHUSAX M HaBbIKaX, MOJYYCHHBIX Ha TpeX Kypcax
HOJArOTOBKU. B cBOIO ouepenp oHa oOecrieunBaeT U3ydeHUE CIEAYIOLIMX AUCLUILINH: Bepcrka
JOKYMEHTOB M PEHAaKTOpCKHe cuctembl, LludppoBpie TEXHONOTMHM B JOKYMEHTOBEICHHH WU
apxuBoBezieHnd, OCHOBBI HH(MOPMALMOHHOTO IPEANPUHUMATENILCTBA U JP.

VyeOnass mnporpamma jaucuuiuimebl  b1.B.02.01 «Crtunucrtuka opraHu3aliOHHO-
pacropsAUTENbHBIX JIOKYMEHTOB» IpeayCMaTpUBAeT NpPOBEIEHUE 3aHATHH B (opme nekuuii,
MpakTH4ecKuX 3aHATUH. OHA MOArOTOBJIEHA B COOTBETCTBUHU TPEOOBAHUSIMU, MPEIbSIBICHHBIMU
¢ tpedoBanusiMu PI'OC BO 3++. JlocTHkeHHe LENM CONPOBOXKIACTCS PACKPBITUEM IEpen
CTyJeHTaMH (YHJAMEHTAJbHBIX 3HAHUH B O0JIACTAX CBSI3aHHBIX CO CTUJIMCTUYECKUMU
HIOAHCAMHM  CO3JAaHMsI  OPraHMU3ALMOHHO-PACIOPSAMTENBHBIX  JOKYMEHTOB, KOTOpbIE B
COBOKYITHOCTH C HENpPEPbIBHBIM OOHOBJIEHHEM M M3MEHEHHMSIMH B allllapaTHBIX CpEeACTBAX
HaXOJAT BaXXHOE MECTO B (OPMHPOBAHHUU HH(OPMAIIMOHHO- TEXHOJOTHYECKOro MOTEHIHaNa
HOPEIINpUATHSI, YTO OOECHEeYUT MPOYHOE U CO3HATENbHOE OBJAJIEHHUE CTYJIEHTaMH OCHOBaMU
3HaHUH O Mpolieccax MOIy4YeHUs], XpaHEHHs, Iepeiaun U IpeoOpa3oBaHus HH(OPMALIHH.

3HaHusT TpeOOBaHMNM HOPMATUBHO - IPABOBBIX AKTOB, CTAHJIAPTOB, BEIOMCTBEHHBIX
JIOKYMEHTOB, HPUHIMUIOB W CTHJIMCTHYECKUX OCOOCHHOCTEH COCTaBJIEHUS OpraHM3al[iOHHO-
pacnopsAUTENbHBIX JOKYMEHTOB HEOOXOIMMOE YCJIOBHE ISl yclexa JI000ro crenuaiucra B
chepe ITOKYMEHTOBEIEHUS W apxuBoBeleHMs. [lepen CTyIeHTaMu pPAaCKpBIBAIOTCS 3HAYCHUS
uH(pOpMallil B pPa3BUTHH COBpeMEHHOro obmiectBa. B xone oOydeHus CTyAEHTHI JOJKHBI
HAy4UTBbCS CO3HATEJIBHO W PAllMOHAJIBHO HCIIOJIB30BaTh BO3MOYKHOCTH, IPEAOCTaBIISIEMbIE
KOMIIBIOTEPHON TEXHUKOH, JIJISl pelIeHHs] pa3HOOOpa3HBIX YIIPABIEHYECKUX 3a/1a4.

1.4 IlepeyeHb MJIAHMPYEMbIX Pe3yJbTATOB 00y4YeHHs] MO JUCHUILIMHE (MOAYJIIO),
COOTHECEHHBIX C IVIAHUPYEMbIMH pPe3yJIbTATAMHU 0CBOeHHs 00pa30BaTeIbHOM MIPOrpaMMBbl

N3yuenune naHHOM y4yeOHOW MUCHMIUIMHBI HAIPaBIeHO Ha (OPMHUPOBAHHE Yy OOYHYaIOLIMXCS
YHUBEpPCAJIbHBIX U 0011enpodeccnoHaNbHBIX KOMIETSHIINNA:



KO,I[ 1 HAUMCHOBAHUC
HWHIOWKATOpa JOCTUIKCHUA
KOMIICTCHIIMH

P€3YJ'H>TaTLI 06y‘lCHI/I$I IO JUCHHUIIIINHE

MK-4. CriocoOeH 0CyIIECTBIATh paObOThI MO MPOSKTUPOBAHUIO M BHEIPCHHUIO CUCTEMBI 3JIEKTPOHHOTO
JIOKYMEHT0000poTa B chepe TOKYMEHTAIIMOHHOTO YIIPABJICHUS OPTaHN3alluN

IIK-4.1. YgactByert B paboTe 1Mo
MPOCKTHPOBAHUIO U BHEJPEHHIO
CHUCTEMBI 3JIEKTPOHHOTO
JIOKyMEHT0000poTa B chepe
JIOKYMEHTAIIHOHHOTO
yIpaBJICHHUs OpraHU3alin

3Haer OCHOBBI IIPOCKTUPOBAHUA n BHCAPCHUA CHUCTCMBI
SJICKTPOHHOI'O HOKYMCHTOO60pOTa C DJJICMCHTaMHU YIIPABJICHUA
OpFaHI/I3aHI/IOHHO-paCHOpﬂI{HTCJ’ILHOﬁ ,E[OKYMGHTaHI/Ieﬁ

YMeeT  TPOEKTUPOBaTH W BHEAPSATH CHCTEMBI JIIEKTPOHHOTO
JIOKyMEHT0000pOTa € JIeMEHTaMH YIPABICHUS OpTraHU3aIMOHHO-
pacnopsIMTENbHON JOKYMEHTAIMEH

Brnangeer HaBbIKaMH TNPOCKTUPOBAHUS W BHEAPEHHUS CHUCTEMBI
ANIEKTPOHHOTO JOKYMEHTOO000OpOTa C DJIEMEHTAaMHU YIPaBICHHS
OPraHU3alMOHHO-PACTIOPSANTEIILHON JOKYMEHTalMeN

[1K-4.2. CiocobeH NpUMEeHSTh
CHUCTEMBI 3JIEKTPOHHOTO
JIOKyMEHT0000poTa B chepe
JOKYMEHTAIIHOHHOTO
yIpaBJICHHUs OpraHU3aIAN

3Haet TPUHIUIIBI paboThI CHCTEMBI 3JIEKTPOHHOTO
JOKYMEHT0000pOTa € 3JEMEHTaMHU YIpaBICHUS OPTraHU3alMOHHO-
pacnopsIUTeIbHON TJOKYMEHTAIueH

YMeeT NpUMEHSTh CHUCTEMBI 3JEKTPOHHOIO JOKYMEHTOOOOpOTa C
JJIEMEHTAMHM  YNPABIEHUS OPraHU3aLMOHHO-PACIIOPSAUTEIBHON
JIOKyYMEHTauuen

Brnageer wHaBeikamMm paboTBI € CHCTEMaMH 3IEKTPOHHOTO
JOKYMEHT0000pOTa C 3JIEMEHTAMH YIPaBICHHUS OpPraHU3alMOHHO-
pacnopsIUTENbHON JOKYMEHTAIMEN

IK-5. Cnoco0eH ocymecTBIsATh HHPOPMAIIMOHHO-CIIPABOYHBIE PabOTHI ¢ JOKYMEHTAMH OPTaHHU3AIHN

I1K-5.1.
BJIaJICHHE

HeMoHCcTpHpyeT
WHPOPMATUOHHBIMH

3HaeT NporpaMMHBIE MPOAYKTHl M NPUHLUUIBI HUX PaOOTHI JIs
CO3aHHs OPTaHHU3ALMOHHO-PACIOPSANTENbHBIX JOKYMEHTOB.

TEXHOJOTUsMH B  paboTe C | YMeeT OpHEHTHPOBATHCS HA PBIHKE MPOTPAMMHBIX MPOIYKTOB H
JOKyMEHTaMH OpraHU3aluH paboTaeT ¢ HHMH B TMPOIECCE CO3MAHUS OPTaHH3AI[MOHHO-
pactopsIIUTENILHBIX TOKYMEHTOB.

Brnaneer HaBBIKAMH CO3JIaHUS OpraHU3aIlMOHHO-
pacropsAUTENFHBIX ~ IOKYMEHTOB C  [OMOIIBIO  COBPEMEHHBIX
IPOrpaMMHBIX TIPOJIYKTOB
I1K-5.2. [Ipumensier | 3Haer  (QyHKUMOHANbHBIE  OCOOEGHHOCTH  HMH(OPMALUOHHO-
WHQOPMAIMOHHO-CITPABOYHBIE CIpaBOYHBIX ~ CHUCTEeM B  paboTe ¢  OpraHU3alMOHHO-
CHCTEMBI B pabote C | pacmopsAMTENIbHBIMU JOKYMEHTAMH OpPTaHH3aIUN

JAOKYMCHTAMU OpraHu3aliun

YMmeer mnpuMeHSATh WHGOPMAIMOHHO-CIIPABOYHBIE CHCTEMBEI B
paboTe ¢ OpraHU3aIMOHHO-PACIOPSIUTENFHBIMA JTIOKyMEHTaMHU
OpraHu3aINH

Bnaz[eeT HaBBIKaMH paGOTLI C I/IH(l)OpMaI_[I/IOHHO-CHpaBOLIHBIMI/I
cucreMmaMm B pa60Te C OpraHru3allMOHHO-PACTIOPAAUTCIIBHBIMHA
JOKYMCHTaMHU OpraHu3almn

PeByHLTaTBI 06yquH;1 o AUCHUIIMHE OJOCTUTAKOTCA B pPaMKaX OCYIICCTBIICHHA BCCX

BHJOB KOHTAKTHOH W

CaMOCTOSITENIbHON ~ paboThI

00ydJarommuxcsi B COOTBETCTBHH C

YTBCPIKACHHBIM y‘-IC6HLIM IIJIAHOM.

2. CTpyKTYypa 1 coepKaHue TUCUUILTHHBI
2.1 PacnipegesieHne TPYA0EMKOCTH AUCHMIIMHBI IO BUAaM padoT

OO6mast TpyIOEMKOCTh JIUCIUTUTMHBI

cocraBmsier 3 3ad. en. (108 wacoB), wux

pacnpeaciicHue 1o Buaam pa60T MMpEACTaBJICHO B Ta6m/1ue



2.2 CTpyKTYypa QM CHUIINHBI

Pacnpenenenue Bu10B y4eOHON pabOTHI M UX TPYJOEMKOCTHU IO Pa3ieaM JAUCIUILTUHBI.

Bun pabor Bcero dopma 00yueHus
4acoB 3a04Has
3 Kypc
(108)
KonTakTHasi pabora, B TOM 4ucJjIe:
AyauTopHbIe 3aHATHS (BCEro):
3aHATHA JIEKIUOHHOIO TUIIA 12
JlaGopaTopHble 3aHITHS
3aHATHUSI CEMUHAPCKOTO TUIIA (CEMUHAPBI, 18
MIPaAKTUYECKHE 3aHATHS)
HWNnasi koHTaKTHas1 padora:
KonTpons camocrositensHoi pabotsl (KCP)
ITpomexxyrounast arrectanus (MKP) 0,2
CamocrosiTesibHas padoTa, B TOM YHCJIE: 74
Kypcosas paboma/npoexm (KP/KII) (nooeomoska)
Koumponvnas paboma
Peghepam/scce (noocomoska) 20
Camocmosimenvroe u3yquuepa3<)eJ106,
camonoo2omogka (npopabomxa u nogmopenue
JIEKYUOHHO20 Mamepuaja u mamepuaia y'-le6H14K06 u 32
YUeOHbIX nOCcobUll, NOO20MOBKA K 1AO0PAMOPHLIM U
npakmuvecKum 3aHAMUAM, KOJJIOKBUYMAM U md)
[ToAroToBKa K TEKYIIEMY KOHTPOJIIO 22
KoHTpoJs:
[TonroroBka K 3K3aMEHY 3,8
Oo6masi Tpy10eMKOCTh yac. 108
B TOM YHCJIe
KOHTAKTHANA 30,2
pabdora
3a4. el 3

Paznensr (TeMbl) AUCIUTUIMHBL, H3y4YaeMble Ha 3 Kypce (3aouHas popma oOydeHwsI)

KomanuecTBo yacos

AynutopHas preay it
No HaumeHnoBanwue paznenos (Tem) Beero padoTa opHas
pabora
J | 113 JIP | CPC
1 2 3 4 5 6 7
HopmatuBHO-TIpaBOBEIe 0COOEHHOCTH COCTABJICHUS U
1. |ynmpaBneHus opraHu3alMOHHO-PACIOPSIUTEEHON 18 | 2 2 14
JOKYMEHTAITUH OpTaHU3aluu
2 OO0m1as XxapakTepucTUKa CUCTEMbI OpraHU3aIl[MOHHO- 14 | 2 5 10
pacIopsaUTEIbHBIX JOKYMEHTOB
Crunuctuyeckue 0COOEHHOCTH COCTaBJICHUS
3. |opraHM3aIMOHHOW JOKYMEHTAITUH: COJICpIKAaHUE U 18 | 2 4 12
00pa3siisl




Crunuctuueckre 0COOCHHOCTH COCTaBJICHHUS

4. |pacriopsauTeIbHON TOKYMEHTAIIUU: COACP)KaHue 1 18 2 4 12
00pas3iibl
CTuiucTHYecKue 0COOCHHOCTH COCTABJICHUS

5. |cnpaBoYHO-UHGOPMAITMOHHON TOKYMEHTAIINH: 18 | 2 4 12
coJiepKaHue ¥ 00pasIbl

6. ABTOMaTH3aIUS p2j6OTLI ¢ OpraHN3aLHOHHO- 18 | 2 5 14
pacropsANTEIbHON TOKYMEHTAIIUCH
UTOI'O no pazdenam oucyuniumsl 104 | 12 | 18 74
KoHnTtposb camocTositenbHOM padoThl (KCP)
[Ipomexyrtounas arrectanus (MKP) 0,2
[TonroToBKa K TEKyIeMy KOHTPOJIIIO 3,8
OO011as TPyJ0EMKOCTh 1O TUCIUILINHE 108

[Tpumeuanue: JI — nexnuu, 113 — mpaktudeckue 3anatus / cemuHapsel, JIP — nabopaTtopHbie
sansitusi, CPC — camoctosiTenbHast paboTa CTyAeHTa

2.3 Conep:xanue pa3iesioB (TeM) THCHUTLTHHBI
2.3.1 3aHATHA JeKINOHHOI0 THIIA

®dopma
HanmenoBanue
No Coneprxkanue pasjena (TeMbI) TEKYIIEro
pasnena (Tembl)
KOHTPOJISI
1 2 3 4
1. |HopmatuBHO- T'OCT P 7.0.97-2016. HamnuoHalabHBIN Koncnoexkr
MPABOBBIE craugapt Poccuiickoit  ®enepanuun. Cucrema JICKIINH,
0COOEHHOCTH CTaHJApTOB MO HMH(popManyy, OUOIMOTEYHOMY H|3KCIPECC-0Npoc
COCTaBJICHUS U U3J1aTEIbCKOMY Jeny. Opranu3zaiuoHHO-
yIpaBICHUSA pacriopsiuTenabHas JoKyMeHTanus. TpeGoBaHus K
OpraHU3alMOHHO- opopmienuto  gokymeHtoB" (ytB. Ilpukasom
pacnopsIUTEIbHON Poccrannapra ot 08.12.2016 N 2004-ct) (pea. ot
TOKYMEHTAIIU! 14.05.2018).
OpraHM3alMH
2. OGas Knaccudpukanus 10OKyMEHTOB. [Tonstne| Koncnekr
KJIaccu(uKaIum. Buner KJaccu(uKanuu JIEKLUH,
XapaKTepUCTHKA
JIOKYMEHTOB. AKCIIPECC-0MpPOC
CUCTEMBbI
XapakTepucTuka  cocTaBa M 00JacTb
OpraHHU3alOHHO-
NPUMEHEHUS PaCHOPSAUTEIbHBIX JIOKYMEHTOB;
pacnopsAUTENbHBIX
TpeOOBaHUS K UX COCTABICHUIO U OQPOPMIICHHIO.
JOKYMEHTOB
3. Haznauenne wu cocraB opraHu3anuoHHO-| KoHcnekr
MPaBOBOM JOKYMEHTAIMH. YCTaB, BUIbl YCTAaBOB, JIeKLUH,
Crunucrtuueckue IIPaBWJIa COCTABJICHMSI. YUPEAUTEIbHBIA JOrOBOD,|IKCIPECC-OMPOC
0COOEHHOCTH TpeOOBaHUS K COCTABIEHUIO M OQOPMIICHHUIO.
COCTaBJICHUS ITonoxxeHue, OCHOBHBIE BU/JIBL, IpaBuJIa
OpraHHU3alOHHOM coctaBneHusi. WHCTpyKuMsi, OCHOBHBIE BH/IBI
JOKYMEHTAIUU: MHCTpyKUHMH, mpaBuia cocrasieHus. lllratHoe
coJiep>KaHue U pacnucasue, npaBuiia COCTaBJICHUS u
00pa3ibl odopmienus. IlpaBuia BHYTpEeHHEro TPYIOBOrO
pacnopsinka. PermameHT, npaBuia IOATOTOBKU H
oopmIIeHHSL.




4, Ha3nauenne u  cocTtaB  pacnopsauTeIbHOU Koucnekr
JIOKYMEHTAIUH. IIpouiemypa HU37aHUA JEeKLUHY,
CTHHI’ICTH‘IGCKI/IG pacrnopAaanuTCIbHBIX JOKYMCHTOB B YCIIOBUAX BKCHpeCC'OHPOC
0COBEHHOCTH €IMHOJINYHOrO npuHATHA pewmeHuil. Ilpouenypa
COCTARJICHHMS HU3JaHuA PacCopAaAUTEIIbHBIX NJOKYMEHTOB B YCIIOBUAX
. koternanbHOCTH.  CocTaBieHne ©  odopMIICHHE
paCHOpﬂHHTeHBHOH pacnopaanuTCIbHBIX JOKYMCHTOB. HOCTaHOBHCHHC,
AOKyMCHTaI1H. npaBuna odopmienus. [Ipuka3, TtpeOoBaHus K
COACPIKAHUE U COCTaBIeHMIO W  o(opMIeHHI0. Pacnopskenue,
0Opa3wbl TpeOboBaHust K odopmieHuto. Pemienue, mpaBuia
COCTaBJICHUA U O(bOpMJ'ICHI/IH. YKa3aHHe, ImpaBujia
odopmirerus. IIpoToKoII, IpaBMiIa COCTABICHHSI.

5. |CTtunuctuueckue Cnyxebnoe mnucpmo. Jloknannas 3amucka.| KoHcmekT
0COOEHHOCTH OOmbscHUTENbHAS 3aIncKa. Tenerpamma. JCKIHH,
COCTaBJICHUS Teneponorpamma. Temekc. IIpoTokos.  AKT.|3KCIpecc-0mpoc
CIIPaBOYHO- CrnpaBka. DneKTpOHHas 1oYTa.

HH(pOPMAITMOHHOM
JIOKyMEHTAIUU:
COJIep>KaHue U
00pasIsl

6. OcHoBHbIC dTanbl aBToMaTru3amuun OP/]. Koncnoexkr
ABTOMaru3anus
paBoThi ¢ ABTOMaTH3aIUA § pa3paboTku JICKIIHH,

OpraHU3aIMOHHO-PACTIOPSAAUTENHHOM AKCIIPECC-0MpPocC
OpraHU3aIMOHHO-
N p——— JIOKYMEHTAllUd C MCIOJIb30BAaHUEM I1abJIOHOB B
N nporpamMmmHoM obecrieuenuu IBM NOTES.
JIOKyMEHTaIuen
[Tnardopma OpenText.
2.3.2 3aHATHS CEMHHAPCKOI0 THIIA
dopma
HaunmenoBanue .
No Temaruka NpakTUYECKUX 3aHITHI (CEMUHAPOB) TEKYILIEro
paszzena (Tembl)
KOHTPOJIS
1 2 3 4

1. HopmaTtusHo- Paz6op I'OCT P 7.0.97-2016. HanmonanbHbIN Omnpoc,
MPaBOBbIE crangapt Poccuiickoit  ®@epepaunn. Cucrema| IHUCKyCCHs
0COOEHHOCTH CTaHJapTOB MO HH(pOpMaluu, OUOTUOTEYHOMY U
COCTaBJICHUS U M3/1aTEeNbCKOMY Jeny. Opranu3annoHHO-
yIpaBiIeHUS pacniopsiiuTeNnbHas TOKyMeHTanus. TpeboBaHUs K
OpraHU3aIMOHHO- opopmienuro  gokymeHtoB" (yTB. IIpmkazom
pacnopsiAuTeIbHON Poccranpapra ot 08.12.2016 N 2004-ct) (pen. ot
JIOKYMEHTAIUU 14.05.2018).

OpraHu3aIu

2. |Obmas XapakTepucTuka  cocTaBa M 00JacThb Pedepar
XapaKTEePUCTHKA MPUMEHEHUST  PACTIOPSATUTENBHBIX  JIOKYMEHTOB;

CHUCTEMBI TpeOOBaHUS K UX COCTABICHUIO U OPOPMIICHHUIO.
OpraHU3aIMOHHO-

pacnopsIUTENbHBIX

JTOKYMEHTOB

3. |Ctunuctryueckue [IpakTHueckoe 3a7laHue Ha TeMy:| BpinmonHenue
O0COOCHHOCTHU «CTunucTuyeckue  OCOOCHHOCTH  COCTaBIICHUS| MPAKTUUYECKUX
COCTaBJICHUS OpraHU3aIMOHHON JOKYMEHTAIMH: COJep>KaHuEe U 3aJaHui
OpraHU3aIlMOHHON 00Opasibn
JIOKYMEHTALIUU:




coJIepXaHue u
00pa3Ipl

4. |CTunuctuyeckue [IpakTueckoe 3a/1aHUE Ha TeMy:| Beinonnenue
0COOCHHOCTHU «CTunuctuyeckue  OCOOCHHOCTH  COCTaBIICHUS| MPAKTUYECKUX
COCTaBJICHUS pacnopsiAUTENIbHON JOKYMEHTAIIMH: COJIEp KaHUE U 3aIaHU I
pacnopsiAuTeIbHON o0pasup»
JIOKYMEHTAIIUHU:
coJiep>KaHue u
00pas3iibl

5. |Crunuctuyeckue [IpakTuueckoe 3aJjaHue Ha TeMy:| BeimonHenue
0COOEHHOCTHU «CTuHCTUYECKUE  OCOOCHHOCTH  COCTaBIICHUSI| MPAKTHUECKUX
COCTaBJICHUS CIPaBOYHO-UH(POPMAITUOHHON JIOKYMEHTaIUU: 3a/laHui
CIIPaBOYHO- cojiepaHue u 00pasib»
uH(pOpMaITMOHHOM
JIOKYMEHTAIIUU:
coJlep>kaHue 1
00pa3iibl

6. |[ABTOMaTH3aIA O630p mnargop™m, CHCTEM DIEKTPOHHOTO Ompoc,
paboTsI ¢ JOKYMEHTOO0OpOTa €  MOIylleM HOJJCPKKU| JTUCKYCCHUS
OpraHu3anroHHO- YIpPaBJICHUS OPraHU3alMOHHO-PACHIOPAIUTEIbHOM
pacropsuTeLHOM JOKyMEHTALIHH.
JIOKYMEHTaluen

2.3.3 J/1aGopaTopHble 3aHATHS He NPeIyCMOTPEHbI

2.3.4 KypcoBble paGoThl He peAycMOTPEHbI

2.4 IlepedyeHb y4eOHO-METOANYECKOr0 O0ecneYeHHsl I CAMOCTOATEILHOI PadoThI
o0y4yammxcs Mo AMCHUILIHHE (MOLYJII0)

[TepedyeHn yueOHO-METOIUYECKOTO 00€CTICUeHUS TUCIUILTAHEI IO

No Buxg CPC BBITIOTHEHUIO CAMOCTOSITETTLHOM paboThI
1 2 3

1 CaMocTosTeNNbHOE MeToauueckue peKOMEHIAIINY 110 HAIMMCAHUIO 3cce, pehepaTos,
COCTaBJIEHUE Y4EOHOTO |yTBEpKICHHbIE Kadeapoil 00IIEro, CTpaTerneckoro, MHGOPMAaIMOHHOTO
KOHCIICKTA TEMbI MEHeDKMEHTa 1 Ou3Hec-TiporieccoB, TpoTokos Ne4 ot 05.04.2022 r.
(pa3nena) u HarMcaHUe
KOHCIICKTA Ha
JICKOUOHHOM 3aHSTUHU

3 IToaroroBka k onpocy |MeToauuecKue pEKOMEH ALK 10 HAITMCAHHIO 3CCe, pedepaTos,
1 3KCTIPECC-0MPOCy yTBEepXKACHHbIC Kadeapoii 001ero, CTpaTeru4eckoro, HHGOPMaInOHHOTO

MEHEKMEHTa M On3Hec-mporieccoB, mpotokon Ned ot 05.04.2022 r.

4 IToaroroBka k yuacTuro|MeToaruecKrue pEKOMEH IAIIMH 10 HAITMCAHHIO 3CCe, pedepaTos,
B TPYyTNIIOBOM YTBEPKJCHHBIE Kaepoi 00IIero, CTpaTerniaeckoro, HHYOPMaIMOHHOTO
AucKyccun MEHEKMEHTa M On3Hec-mporieccoB, mpotokon Ned ot 05.04.2022 r.

5 Pedepar MeToauueckrue peKOMEHIAIIMY 110 HAMMCAHUIO 3cce, peeparTos,

yTBEepXkAeHHbIC Kadeapoii 0011Iero, crpaTeruueckoro, HGHOPMaInOHHOTO
MEHEKMEHTa M On3Hec-mporieccoB, mpoTokon Ned ot 05.04.2022 r.




Y4eOHO-METOAMYECKUE MaTepuajbl I CaMOCTOATEIBHONW pabOThl OOYYaIOIIUXCS W3
qucila MHBAINMJIOB U JIUI] C OTPaHUYEHHBIMU BO3MOKHOCTSIMHU 310poBbs (OB3) npengocrasistorcs
B (hopMax, aTanTHPOBAHHBIX K OTPAHUYEHUSIM HX 3JOPOBBS U BOCIIPUATHS UH(DOpMALIUU:

Jnist i1 ¢ HapyIIEHUSIMUA 3PCHHS:

— B MieyaTHOM popme yBeIHMUEHHBIM HIpUPTOM,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA,

— B (hopme ayauodaiina,

— B re4atHoi (opme Ha s3bike bpaits.

Jjig U1 ¢ HapyLIeHUSIMU CTyXa:

— B mieyaTHoi opme,

— B popMe IIEKTPOHHOTO TIOKYMEHTA.

JUist 1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO arapaTra:

— B IIeYaTHOM ¢opme,

— B (popMe 2IEKTPOHHOTO TOKYMEHTA,

— B ¢popme ayauodaiina.

JlaHHBIN TIepeYeHb MOXET OBITh KOHKPETH3MPOBAH B 3aBHCHMOCTH OT KOHTHHTEHTA
00y4aromuxcs.

3. O6pa3zoBaresibHbIE€ TEXHOJOTHH

B npenoaaBaHu Kypca HCIHOJB3YKOTCA COBPCMCHHBIC O6pa3OBaTCJ'ILHI>Ie TEXHOJIOTHHU:
JICKOWH, NPAKTHYCCKHUEC 3aHATHA, HpO6JIeMHOC 06yquHe, MOAyJibHass TCXHOJIOrusd, JICKIHUU -
AUCKYCCHH, CaMOCTOATCIIbHAA pa60Ta CTYACHTOB.

KommereHTHOCTHEIN noaxoa B paMKax IMperogaBaHus AJUCHUINIMHBI PCAIM3YCTCSA B
HCIIOJIb30BAHUHN HMHTCPAKTUBHBIX TEXHOJIOTMH M aKTHUBHBIX MCTOOOB (HpOGKTHbIX MCTOAHK,
MO3TOBOTO MITypMa, pa300opa KOHKPETHBIX CUTYyAIlHid, POJICBBIC U JCIIOBBIC HT'PHI, HHBIX (HOpPM) B
COYETaHUU C BHEAYTUTOpHOH paboToil. MH(popManMOHHbIE TEXHOJIIOTUH, NMPUMEHSEMbIE MpU
HN3Y4YCHUN  AVCHHUILIMHBI: HUCITOJIB30BaHUC I/IH(i)OpMaIH/IOHHI)IX PECYPCOB, AOCTYIIHBIX B
I/IH(1)OpMaI_II/IOHHO'TGHCKOMMYHHK&HHOHHOﬁ CCTHU I/IHTepHCT. A,Z[aHTI/IBHLIe O6pa30BaTeHLHLIe
TCXHOJIOTHHU, IPUMCHACMBIC IIPH MH3YUCHUHW OJUCHUINIMHBI — JIA JIMI C OrpPpaHUYCHHBIMU
BO3MOJXHOCTAMU 3O0POBBA IPEAYCMOTPCHA OpTraHU3alna KOHCYHLT&HHﬁ C HCIIOJIB30BaHHUEM
ANEKTPOHHOM MOYTHI.

4, OHeHO‘IHbIe H METOAUICCKHE MaTePpHUuaJibl
4.1 OueHouyHble cpeAcTBA UIA TeKYyWIero KOHTPOJSI  YCIeBaeMOCTH M
NMPOMEKYTOYHOM aTTeCTAllUN

OrneHouHBIE CcpelcTBa MNpeJHAa3HAYeHbl Ul KOHTPOJIE M OLEHKH 00pa30BaTeNbHBIX
JTOCTHXKEHUI 00ydJaroluxcsi, OCBOMBLIMX mporpamMmy ydeOHoil muctumiunel b1.B.02.01
«CTunucTrKa OpraHu3aliOHHO-PACIOPAIUTENBHBIX JOKYMEHTOBY

OneHouHBIE CPEICTBA BKJIKOYAET KOHTPOJIBHBIE MaTEpHANIbl I NPOBEACHUS TEKYIIETO
KOHTpOJIsT B (hopMe MPaKTUUYECKUX, JTAOOpaTOPHBIX 3alaHui, pedepara U NPOMEKYTOUHOM
aTTecTauuu B (hOpMe BOIPOCOB K IK3aMEHY .

OneHouHble CpeAcTBa JUIsl MHBAJIMAOB M JIMII C OIPAaHUYEHHBIMH BO3MOXHOCTSAMU

3JI0pOBBS BEIOUPAIOTCS C YUETOM MX MHAMBHUAYAIbHBIX MCUXO()U3NUECKUX OCOOCHHOCTEH.

— NpU HEOOXOAMMOCTH HHBAJIMAAM M JIMIAM C OrPAaHUYEHHBIMH BO3MOXXHOCTSIMHU
310POBbS IPENOCTABISAETCS JOMOJHUTEIBHOE BPEMS LIS IIOATOTOBKH OTBETA HA DK3aMEHE;

— IIpU MPOBEJICHUH TPOLEIYPHl OIICHUBAHUS PE3YyIbTaTOB 00yUEHHs] HHBAIUIOB U JIUIL C
OTPAaHNYEHHBIMH BO3MOXHOCTSIMHU 3J0POBBS IPEAYCMATPUBAECTCS UCIIOJIb30BAHUE TEXHUUYECKHUX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX WHAWBUIYAIbHBIMA OCOOEHHOCTSIMH;

— IIpU HEOOXOAUMOCTH AJIsl 00YHaroIUXCsl ¢ OTPAHNYEHHBIMUA BO3MOKHOCTSIMH 370POBbS
U MHBAJIUAOB TpOIEAypa OICHUBAHUS pE3YyJbTaTOB OOYYEHHS MO JUCLUUIUIMHE MOXKET
IIPOBOAMTHCS B HECKOJIBKO JTAIOB.
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[Tpouenypa oreHMBaHMS PE3yIHTATOB OOYYEHHS] MHBAJIHMIOB M JHIl C OTPAaHHYCHHBIMHU
BO3MOXHOCTSIMHM 3JI0POBbsSI IO JUCHUIUIMHE (MOJIYJIO) TMperycMaTpuBaeT IpeloCTaBICHUE
uHpopManuu B QGopMax, aJaNTUPOBAHHBIX K OrPAHUYEHHUSIM HX 3I0POBbS M BOCIPHSATHS
uHpOpMaLUu:
JInst 1 ¢ HapyIIeHUSIMH 3PSHUS:

— B [1€4aTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,
— B (hopMe DIEKTPOHHOTO JIOKYMEHTA.

JUist a1 ¢ HapyIIEHUSIMH CITyXa:

— B IIeYaTHOM ¢opme,

— B (popMe 3IIEKTPOHHOTO TOKYMEHTA.

HJ’I?I JIMII ¢ HApYUICHUSAMHU OIIOPHO-ABUI'aTCJIBHOI'O alllapara:

— B mieyaTHo opme,

— B (hopMe 3JICKTPOHHOT'O JIOKYMEHTA.
JlaHHBIN TepeueHb MOXET OBITh KOHKPETHU3UPOBAH B 3aBUCHUMOCTH OT KOHTHHTEHTA
00y4aromuxcs.

CTpyKTypa OLEHOYHBIX CPEACTB AJIfl TeKylIeil U MPOMeKYTOYHOM aTTecTaluu

HaumeHoBanune
Ne KOH 1 HAUMCHOBARHE PCSyJ’IBTaTLI 06yquI/m OIICHOYHOI'0 CPCACTBA
/m Coog}gz:;;ﬁpféél. 4) (B cooTBeTcTBUU C II. 1.4) Texymmii IIpomexyTounas
KOHTPOJb aTTecTanus
[1K-4.1. YyactByeT | 3HaeT OCHOBBI IPOCKTUPOBAHUS U Ompocsl, Bompocst Ha
B pabote no BHEJIPEHHS CUCTEMBI JJIEKTPOHHOTO JIMCKYCCHH, sauere: 30-32
MPOEKTUPOBAHUIO I | IOKYMEHTOOOOPOTA C dJIEMEHTaMHU HPaKTIIECKNE
BHEJPEHHUIO YIPAaBIEHHS OPraHU3aMOHHO- 3alaHud,
CHUCTEMBI pacIoOpsIIUTEIbHON JOKYMEHTALMEN pedepar.
3JIEKTPOHHOTO YMeeT MpoeKTHpPOBaTH U BHEIPSTH
JOKYMEHTO000POTa | CHCTEMBI 3JIEKTPOHHOTO
1 B chepe JOKYMEHT0000pOTa C DJIEMEHTAMH
JOKYMEHTAILMOHHOTO | yrpaBlieHHs OPTaHU3AIMOHHO-
YHpaBJICHUS pacnopsaUTENIbHON TOKYMEHTaIen
OpraHu3aluu Brnaneer HaBBIKaMU IPOEKTUPOBAHUS U
BHEJIPEHHUSI CHCTEMBI DJIEKTPOHHOTO
JOKYMEHT0000pOTa C BJIEMEHTaMH
yIpaBJieHHs OpPraHU3alMOHHO-
pacnopsaIuTeNIbHONW IOKYMEHTAI[UEN
[MK-4.2. Ciocobern | 3HaeT MPUHIMITEI PA0OTHI CUCTEMBI IpakTuyeckue Bomnpocst Ha
IPUMEHSTH CUCTEMBI | HJIEKTPOHHOIO JIOKYMEHTO000pOTa € 3a1aHus, sauere: 30-32
3JIEKTPOHHOTO 3JIEMEHTAaMH YIPaBJICHUS sKerpece:
JTOKYMEHTOO00pOTa | OpPraHM3alMOHHO-PACIOPSAUTENLHON OTPOCEL.
B cepe JOKYMEHTaluen
JOKYMEHTAILIMOHHOTO | YMeeT NIPUMEHSITh CUCTEMBI
yIpaBJICHUsI AJIEKTPOHHOTO JJOKYMEHT0000pOTa C
2 OpraHu3aIuu JJIEMEHTaMH YIPaBJICHHSI
OpTaHU3alMOHHO-PACTIOPSITUTEIBHOM
JIOKyMEHTaIen
Biameer HaBbIKaMu pabOTHI ¢ CHCTEMaMU
AJIEKTPOHHOTO JJOKYMEHTO0000pOTa C
3JIEMEHTaMH YIPaBJICHHS
OpTaHU3aIMOHHO-PACTIOPSTUTEIBHOM
JIOKYMEHTaIuen
3 TIK-5.1. 3HaeT NporpaMMHEIC TPOAYKTHI U Omnpocsl, Bompocs! Ha
JleMoHCTpuUpyeT MPUHLMIBI KX PaOOTHI AJIsl CO3AaHUS AMCKY CCHM, sauere: 1-32
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BJIaJCHUC OpraHu3alMOHHO-PaCIOPAAUTCIIBHBIX Ha60paT0pHLIe

WH(POPMAITMOHHBIMA | JTOKYMEHTOB. paboTEL,
TEXHOJIOTUSIMU B | YMEET OpHEHTHPOBATHCS Ha PHIHKE pedepar.
pabote c MPOTPaMMHBIX ITPOAYKTOB M paboTaeT ¢
JIOKYMEHTaMH HUMH B TIPOIIECCE CO3JIAHHUS
OpraHu3aIuu OpTraHU3aIMOHHO-PACTIOPS TUTEIHHBIX
JIOKYMEHTOB.

Brnageer HaBpIKaMM cO31aHUSA
OpTaHU3alMOHHO-PACIOPSIUTEIbHBIX
JOKYMEHTOB C IIOMOILIBIO COBPEMEHHBIX
MPOTPaMMHBIX ITPOAYKTOB

[1K-5.2. TIpumensier | 3HaeT PyHKUHMOHANBbHBIE OCOOCHHOCTH IMpaktrueckue Bomnpocer Ha
UH()OPMAITHOHHO- HH(POPMAITHOHHO-CITPABOYHBIX CHCTEM B 3alaHus, 3ayere: 1-32
CIIpaBOYHEIE paboTe ¢ OpraHu3aIMOHHO- mabopaTopHbIe
CHUCTEMBI B paboTe C | pactopsAUTENbHBIMU JOKYMEHTAME paboTsi,
JOKYMEHTaMH OpraHu3alyu ? gzggzg'
OpraHu3alun YMeeT npuMeHsTs HHPOPMAITHOHHO-

CIpaBOYHEBIE CUCTEMBI B paboTe ¢
OpraHU3allMOHHO-PACTIOPAANTETHHBIMU
JOKYMEHTaMM OpTaHH3alud

Brnaneet naBbikamu paboTHI €
WHPOPMALTMOHHO-CIIPABOYHBIMHU
cucTeMaMH B paboTe ¢ OpraHu3aloOHHO-
pacnopsauTeIbHBIMU JOKYMEHTaMH
OpraHu3aluu

TunoBble KOHTPOJIbHBIE 3aJaHUsI WM HHbIE MATEPHAJbl, HeOOXOAUMBIE IS
OllEHKH 3HAHMil, YMeHHii, HABBIKOB W (MJIM) ONbBITA JESATEIbHOCTH, XapaKTePU3YIOUINX
yTanbl  (OPMHPOBAHMSI KOMIETEHIWd B Tpolecce OCBOeHHs 00pa3oBaTeJbHOI
NPOrpaMMmbl.

Tema 1 Ilpumepnbie Bonpocsl AJsi onpoca «HopmaTuBHoO-paBoBbie 0CO0EHHOCTH
COCTaBJICHHS] M YNPABJCHHS OPraHU3AlHOHHO-PACTIOPSAMTEBHON JIOKYMEHTALMHU
OpraHu3anum»

1. IlpaBoBbIe aKThl, H3/laBa€Mble BBICUIMMHM OpraHaMH TOCYAAapCTBEHHOW BIIACTH H
YIpaBJIECHUS;

2. IlpaBoBble aKThl, M3/1aBaeMble (hefepaibHBIMU OpraHaMU HCHOJHHUTEIbHOM BIACTH:
MUHUCTEPCTBaMHU, KOMHUTETaMHU, BEAOMCTBAMHU KaK OOIIEOTPaciIeBOro, Tak U BEJOMCTBEHHOI'O
XapakTepa;

3. TlpaBoBbIe aKkThI, U3/IaBAEMbIE OpraHAMHU 3aKOHOIATEIHHON W UCTIOTHUTEILHOW BIACTH
cyobekToB P® u uX TeppUTOpUANbHBIX 00pa30BaHUM, pErjJaMeHTUPYIOIIUE BOMPOCHI
JIeNIONPOU3BO/ICTBA;

4. IlpaBoBble aKThl HOPMAaTHUBHOI'O M HHCTPYKTHBHOTO XapakTepa, a Takxke
METOJUYECKHE JOKYMEHTHI M0 JOKYMEHTAIIHOHHOMY OOECIEYeHMIO YTpaBJICHMsS, H3/1aBacMble
PYKOBOJCTBOM IPEANPUATHI U OpraHU3alIfii.

Tema 1 IlpumepHble Bompocsl Ajas Auckyccun «HopMaTuBHO-npaBoBbIe
OCOOCHHOCTH  COCTABJICHMST W  YIPABJICHHS  OPraHM3alMOHHO-PACIOPSIUTEIbHON
AOKYMEHTAIlMH OPTraHU3alum)

1. Odopmienne CcTaHIapTHBIX  PEKBU3UTOB  JIOKYMEHTOB 10  TpeOOBaHUSM,
3akperieHHbIM B ['OCT;

2. Oco0eHHOCTH TOJATOTOBKM TEKCTOB JOKYMEHTOB IO TPEOOBAaHUSM, 3aKPEIJICHHBIM B
I'OCT;
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3. KoHTpoib 3a cobnmoaeHnem mnpaBuil opOopMIIEHUS JOKYMEHTOB M OTBETCTBEHHOCTD 3a
Hapymenue TpedoBanuit OCT.

Tema 2 Ilpumepubie TeMbl pedepaToB «OO0mIasi XaPAKTEPUCTHKA CHCTEMbI
OpraHH3aNMOHHO-PACTIOPSIANTEIbHBIX IOKYMEHTOBY
VYcTaB: TpeOOBaHUS K UX COCTABICHUIO U OPOPMIICHHIO.
[Tonoxenus: TpeOOBAHUS K KX COCTABICHHUIO U O(POPMIICHHIO.
PermameHnT: TpeOoBaHMS K MX COCTABICHUIO U O(hOPMIICHUIO.
ITatHOE pacnucanue: TpeOOBaHUS K HX COCTABICHHIO U 0()OPMIICHHIO.
[IpaBuita BHyTpEeHHETO pacropsika: TpeOOBaHUs K UX COCTABJICHUIO U OOPMIICHHUIO.
[TocranoBieHHE: TPEOOBAHUS K HX COCTABICHHIO U 0(hOPMIICHHIO.
Pemenue: TpeGOBaHUS K UX COCTABICHUIO H O(OPMIICHHIO.
[Tpuka3: TpeOOBaHMS K UX COCTABICHUIO M O(OPMIICHHIO.
. Ykazanwue: TpeOOBaHUS K UX COCTABICHUIO U OOPMIICHHUIO.
10 PacriopsokeHue: TpeOOBaHMS K X COCTABICHUIO B 0()OPMIICHHIO.

CoNoR~LNE

Tema 3 IlpuMep mnpakTHyeckoro 3agaHus «CTHIHCTHYECKHE OCOOCHHOCTH
COCTABJIEHUS] OPraHU3AIMOHHON JOKYMEHTAIIUM: CO/IepPKaHNe U 00pa31bD)

[IpoBenute ananu3 YcraBa, pa3MEIICHHOTO HAa OQHIMAIBLHOM CaliTe NPeanpHUsITHIA
Kpacnonapckoro kpas (manpumep, [TAO «Pocrenexom», [TAO «Maraur» u ap.) ¢ TOUYKH 3peHuUst
COJICPKaHUsI €r0 OCHOBHBIX pa3JiesioB. BeIeINTe JIMHIBUCTHYECKHX OCOOCHHOCTH IOKYMEHTA.

Tema 4 Ilpumep mnpakTuyeckoro 3agaHusi «CTHIMCTHYECKHE OCOOEHHOCTH
COCTaBJIEHHS PACTIOPSIANTETLHON TOKYMEHTALMM: COepPKAHUE H 00pa3ubD»

CocraBpTe TpHKa3, ONUpasch Ha Tpadaper ¥ 3amoiHASI B HEM IPOIYCKH
CaMOCTOSITENBHO.

HAWMEHOBAHHWE OPT AHM3AIIHA

TTPHUKA3

00.00.0 Ne 00
(MecTo H3TAHHT)

O mpoBeleHHH aTTeCTAllHH
Ha ocHOBaHHH

TTPHKA3BIBARO:

1. Co31aTh aTTeCTATHOHHYI0 KOMHCCHIO B COCTABE!
TIpeacenaTens KOMHCCHH
(® H.0., 10mKHOCTE)
CexpeTapb KOMHCCHH
(&.1.0., 10IDKHOCTS)

UneHE! KOMHCCHH 1.
(®. H.0., J0TKHOCTE)

(&.H.0., 10TKHOCTS)

(®. 1.0, D0mKHOCTD)

2. ArrecTamHOHHOH KOMHCCHH TIOATOTOBHTh TIpadHK aTTecTalHH H BCe
HeoOXOMMEIe JJI1 aTTecTAIIHH JOKYyMEHTH K (CPOK HCHOTHEHHS)

3_TIpoBecTH aTTecTallHIO B IePHOT C mno

4. KoHTpoms 3a HCHOTHEHHeM TPHKA3a BO3IOKHTL Ha:
(momEHOCTH, @ H.0))

IIpHIokKeHHe: COHCOK PAOOTHHKOB, IO IeKAITHX ATTecTallHHA, Ha THCTAX.
PyKoBOIOHTEIb OpraHH3alHH (moamucs) H. O. Pamunng
Bussi:
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Tema 5 Ilpumep mnpakTudeckoro 3aganus «CTHIMCTHYECKHE OCOOEHHOCTH
COCTABJIEHUS CIPABOYHO-MH(POPMALMOHHOM TOKYMEHTALMH: COAepKaAHNe U 00pa3bD»

3ananue 1 CocTaBbTe NOKIAJAHYIO 3aMMCKY O HEKOPPEKTHOM MOBEICHUH KOJUIETH.

3amanue 2 CocraBbTe CHY)KEOHYIO 3allUCKy O HEBBIMOJIHCHHH OOS3aHHOCTEH
COTPYJIHUKAMHU CTPYKTYPHOT'O TOJIpa3AesiCHusI.

3ananue 3 CocTaBbTe OOBSCHUTENBHYIO O HECBOEBPEMEHHOH sBKE (ONO3/1aHMU) Ha
pabory.

Tema 6 IlpumepHble BONpPOCHI JIsi ONpoca «ABTOMATH3aUUs PadOTBI €
OPraHM3alNOHHO-PACTIOPAAUTEIbHOM JOKYMeHTAIH e

1. baser manasix OP/I.

2. punnumns padotsr CO/L.

3. Xapaktep HWHGOPMAIMOHHON YCIYTH B JEJIONPOU3BOJACTBE, HH(OPMALKMOHHO —
CIIPAaBOYHBIC YCIYTH, OKa3bIBaEMBIE CITy>KOaMU JIeJIOMPOU3BOJICTBA.

Tema 6 IlpumepHble BONpoOChI A JMCKYCCMH «ABTOMATH3auMs PpadoThl ¢
OPraHM3alMOHHO-PACIIOPAAUTEIbHON JOKYMEHTaH e

1. 3auem Hy’kHA aBTOMATU3aLMUs TOKyMEHTO000poTa?

2. Kak nuMeHHO aBTOMaTH3aIMs oMoraet B padore ¢ OPJ[?

3. Kak BbIOpaTh cucTeMy aBTOMaTU3aluH JOKYMEHTO000poTa?

Bonpocs! U151 NOATOTOBKH K 324eTy:

1. TOCT P 7.0.97-2016. Haumonanenbiii cranmapt Poccuiickoit denepanuu. Cucrema
CTaHIApTOB MO HHpOpMaNmK, OMOIMOTEYHOMY W H3AaTeNbcKOMy Jeny. OpraHu3anuoHHO-
pacriopsauTenbHas AoKyMeHTanus. TpeboBanus k opopmieHuio gokymMeHToB" (yTB. IIpukasom
Poccrangapra ot 08.12.2016 N 2004-ct) (pexn. ot 14.05.2018).

2. Knaccudpukamus noxkymentoB. Ilonsatue kinaccupukanuu. Buabl kinaccupukanuu
JTOKYMEHTOB.

XapakTepuCTUKA COCTaBa U 00JIACTh MPUMEHEHHSI PacliopsIUTEIbHBIX JOKYMEHTOB.
Ha3nauenue u coctaB opraHU3allMOHHO-TIPABOBOM TOKYMEHTAIINH.

VYcTaB, BUABI YCTaBOB, PaBUJIa COCTABICHHUS.

VYupeauTenbHblil 10roBop, TpeOOBaHNUS K COCTABIEHUIO U 0()OPMIIEHHUIO.
[Tonoxenue, OCHOBHbIE BU/IbI, IPABHJIA COCTABICHMS.

WHCTpYKIHMs, OCHOBHBIE BUBI HHCTPYKIHUH, ITPaBUJIa COCTABIICHUSI.

. lTaTtHoe pacnucaHue, MpaBuia COCTaBICHUS U 0(POPMIICHHUS.

10 [TpaBuiTa BHyTpEeHHETO TPYIOBOTO PACTIOPSIIKA.

11. PernameHT, npaBuiia MOATOTOBKU M OPOPMIICHHSL.

12. Ha3naueHue U COCTaB PacIOPIUTEIHLHON TOKYMEHTAIINH.

13. Ilponenypa u3gaHus pacrnoOpsSAUTENbHBIX JOKYMEHTOB B YCIOBHSX €IMHOIUYHOTO
MIPUHATUS PELICHUI.

14. Tlpouenypa  W3aHUS  pACHOPSAIAUTENbHBIX  JOKYMEHTOB B YCJIOBHSX
KOJIJIETHATBHOCTH.

15. CocraBnenue u opopMIIEeHUE PaCTIOPSIUTEIbHBIX JOKYMEHTOB.

16. ITocranoBneHue, MpaBUIa OPOPMIICHHUS.

17. Tlpuka3, TpebOBaHUS K COCTABICHUIO U O()OPMIICHUIO.

18. PacmopspkeHue, TpeOOBaHUS K 0(OPMIICHUIO.

19. Pemenue, npaBuia cocTaBiIeHUs U 0(OPMIICHUSL.

20. VYka3zanue, nmpaBuiia ohOpMIICHHUS.

21. TIpoToko:, mpaBuiIa COCTaBICHUS.

22. CmyxeOHOe TUCHMO.

23. JlokiajiHas 3amucKa.

24. OObsAcHUTENbHAS 3aMIUCKA.

©ooN O AW
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25. Tenerpamma. Tenedonorpamma. Tenekc.

26. IIporoko.

27. Axr.

28. Cmpaska.

29. DneKkTpoHHas MoYTa.

30. OcHoBHbIe Tanbl aBTomMaru3zaruu OP/I.

31. ABromMaru3zanus pa3padOTKU OpPTraHU3AIMOHHO-PACTIOPSIAUTEIBHON JOKYMEHTAIMH C
MCTOJIb30BaHUEM a0I0HOB B porpaMMHoM obecnieueHnn IBM NOTES.

32. ITnardopma OpenText.

4.2 MeTroauyecKkne MaTepuaJibl, onpe/e/siioliue Npoueaypbl OLeHUBAHUS 3HAHWI,
YMeHHIi, HaBBIKOB W (MJIH) ONBITA [IeATEJbHOCTH, XAPAKTEPU3YIOIUMX ITAMbI
(popMupoBaHus KOMIETEHIIM A

MeTtonnyeckue peKOMEHAANNH, ONpeAe/soNHe TpPoUHeaypbl ONEHHBAHUS Ha
3ayere:

«3a4TeHO» - BBICTABISIETCS CTYJIEHTY, €CIIM CTYJCHTOM JaH TMOJHBIA, pa3BEpHYTHIN
OTBCT, [IOKa3aHO YMCHHC I[TPOAHAIMN3UPOBATL CUTyallUI0, CAMOCTOATCIIbHO BbIYJICHUTD U OIMUCATh
BO3MOXKHBIE €€ pCIIeHHUsS; yMEHHE 0000marh WHPOPMAIUIO, IOJyYyacMyl W3 pPa3HbIX
HUCTOYHUKOB. B 0TBeTe mpocieXuBacTcs 4eTKas CTPYyKTypa, JOTHYecKasi MOCIeI0BaTEIIbHOCTD,
OTpaKaIoIIasi CYIIHOCTh PACKPBIBAEMBIX TOHSATHH, TCOPUH, SIBJICHUI.

«He 3auTeHo» - BBICTaBIICTCS Ipru OTCYTCTBHUU YCTKOI'0 W IMOJIHOI'O OTBCTA. Jloruka u
MIOCJICIOBATEIBHOCTh W3JIOKECHUSI HapylieHbl. OTMe4aeTcsi He3HaHUE B PACKPBITHH TOHSTHIHA,
ynorpebneHun  TepMuHOB. OOyd4arommiics HE CIOCOOCH CaMOCTOSITCIIBHO — BBIJICIHTH
CYIICCTBEHHBIC M HECYIIECCTBEHHBbIC NMPU3HAKH W TPUYMHHO-CIICICTBEHHBIC CBs3U. B oTBeTe
OTCYTCTBYIOT BBIBOJIbI. ¥ MEHHE PACKPHITh 3HAUEHHE 000OIIEHHBIX 3HAHUI HE TIOKa3aHO.

MeTtoauyeckue peKOMEHJALMH, OMNpeleJsilOlHe TpouHeaypbl  OLEHMBAHUS
pedepara:

O1eHKa «OTIMYHO» — BBIIOJHEHBI BCE TPEOOBaHMS K HAIMCAHUIO U 3alUTe pedepaTa:
o0o3HaueHa mpobieMa U 00OCHOBaHA €€ aKTyalbHOCTb, CJeNaH KPaTKUH aHaJIu3 pa3IMyHbIX
TOYEK 3pPEHUs Ha PacCMaTPHUBAEMYIO MpPOOJEMY U JIOTUYHO W3JI0KE€HA COOCTBEHHAs MO3MIIMA,
chopMyIMpOBaHbl BBIBOJBI, TEMa pPACKPBITA IOJHOCTHIO, BbLIEpXKaH OOBEM, COOIIO/IEHBI
Tp€6OBaHI/I$[ K BHCIIHEMY Oq)OpMJ'IeHI/IIO, JaHbl TPaBUJIBHBIC OTBETHI Ha JOIOJITHUTCIBbHBIC
BOIIPOCBI.

OneHka «XopoIlo» — OCHOBHbIE TPeOOBAaHUS K pedepaTy U €ro 3alluTe BHIIIOJHEHBI, HO
IIPY ATOM JIOMYLIEHBI HEJOUYETHl. B 4aCTHOCTH, NMEIOTCS HETOYHOCTH B M3JI0KEHUU MaTepHaa;
OTCYTCTBYET JIOTHYECKasi MOCJIEIOBATEILHOCTh B CYXICHUSAX; HE BBIIEpKaH 00beM pedepara;
UMEIOTCA yNyIIeHUuss B O(OPMIIGHWH; HA JIONMOJHHUTEIbHBIE BONPOCH TPHU 3aIUTE JIaHBI
HCIIOJIHBIC OTBETHI.

O1eHKa «yIOBJIETBOPUTEIBHO» — UMEIOTCS CYIIECTBEHHBIE OTCTYIUICHHUS OT TpeOOBaHUM
K TUCbMEHHOH pa60Te. B JaCTHOCTHU, TEMa OCBCIICHA JINIIb YaCTUYHO, JOITYIICHEI q)aKTI/I'-IeCKI/Ie
OLIMOKH B coJiepaHUU pedepara WM MPU OTBETE€ HA JIOMOJHUTENBHBIE BOIPOCHI; BO BpeMs
3alIMUTBI OTCYTCTBYET BBIBO.

OrneHka «HEYJOBIETBOPUTEIbHO — TeMa pedepara HE pacKpbITa, OOHAPYKHBAETCS
CYLIECTBEHHOE HETIOHUMAaHUE MPOOIIEMBI.

Mertoauyeckue peKOMEHIALMHU, OMNpelesiiolHe TPOUeIypPbl  OlEeHMBAHUS
pe3yJbTaTOB IMCKYCCHH:

OneHka «OTJIIMYHOY» — CTYJIEHT SICHO U3JI0KUJI CYTh 00CYKaeMON TEMbI, IPOSBUII JIOTUKY
U3JIOKEHUSl MaTepuajna, NpPEJCTaBWJI apryMEHTAllMl0, OTBETUJ Ha BONPOCHl YYaCTHUKOB
JUCKYCCHH,
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O1eHKa «XOpOI0» — CTYAEHT SICHO U3JI0XKUJI CYyTh O0CYkK1aeMOM TEMBbI, IPOSIBUII JIOTUKY
U3JIOKEHUSI Marepuajla, HO HE IPEACTAaBUI apryMEHTALMI0, HEBEPHO OTBETHJI HAa BONIPOCHI
YYaCTHUKOB JMCKYCCHH;

OrneHka «yJOBIETBOPUTEIBHO» — CTYIEHT SICHO M3JIOKMII CYyTh 00CYXKIaeMOW TEMBI, HO
HE NPOSIBIJI TIOCTATOYHYIO JIOTHKY HM3JI0KEHUS MaTepuala, HO He IPEeICTaBWJI apryMEHTalMIo,
HEBEPHO OTBETUJI Ha BOIIPOCHl YYAaCTHUKOB AUCKyccuH; OLEHKAa «HEYJOBJIETBOPUTEIBHO» —
CTYACHT IUIOXO IOHHUMAeT CyTh O0CYXIaeMOH TeMbl, HE CMOI JOIMYHO U apryMEHTHPOBAHO
y4acTBOBAaTh B OOCYKIECHUH.

MeToanyeckue peKOMeH1aUMH, ONpede/AIoIue NPoLeAyPhbl OLleHMBAHUSA ONPOCa:

OneHka «OTIMYHO» — OTBETHl Ha IIOCTaBJICHHBIE BOIPOCHI H3JIATAlOTCS JIOTHUYHO,
MOCJIEIOBATEIbHO W HE TpeOYIOT JOIMOJHUTEIbHBIX MOsicHeHud. IloaHo packpeiBaroTCs
IPUYMHHO-CJIEICTBEHHBIE CBA3M MEXIYy SBJIECHUSAMH M CcOObITUsAMU. [lenaroTcsi 000CHOBAHHBIE
BbIBO/IbI. COOIIOAI0TCS HOPMBI TUTEPATYPHOM peyH.

OneHka  «xopomo» —  OTBEThl Ha  IIOCTABJIEHHBIE  BONPOCHl  M3J1araroTcs
CHUCTEMAaTHU3UPOBAHO M MOCIEAOBATEIBHO. Marepuanm wu3maraeTcss YBEPEHHO. PackpbITsl
IPUYMHHO-CJIEICTBEHHBIE CBSI3U MEXY SBJICHUSAMU U COOBITHSIMU. J[eMOHCTpUpyeTcs ymMeHHe
AQHAJIM3MPOBAaTh Marepual, OJHAKO HE BCE BBIBOJAbI HOCAT ApPryMEHTHUPOBAHHBIA U
JoKa3arenbHbli xapakTep. Co0IIr01at0TCsl HOPMBI JIUTEPATYPHON peuH.

OneHka  «yAOBJIETBOPUTEIBHO» — B  OTBET€ JIONYCKAalOTCA  HApyLIEHUs B
IIOCJIEZI0BATENBHOCTH M3J10KEHHUS. HenmosHo pacKpbIBalOTCS NPUYMHHO-CIEACTBEHHBIE CBS3U
MEXJy SIBJICHUSMU U COOBITUSAMHU. J[eMOHCTPUpPYIOTCS IOBEPXHOCTHBIE 3HAaHUS BONpoOca, C
TPYJOM pEUIaroTCsl KOHKpETHbIE 3anadyd. VIMmeroTcs 3arpyaHeHus ¢ BbiBojaMu. Jlomyckarorcs
HapyILIECHUs HOPM JINTEPAaTypPHON PEUH.

OneHka «HEYIOBJIETBOPDUTEIBHO» — MaTepuall M3JIaracTcs HENOCJIEeN0BaTeIbHO,
cOMBYMBO, HE NPEICTABISET OIpPENEICHHOW CUCTEMbl 3HaHMM 1o auciuiuinHe. He
PAaCKpBIBAIOTCS MPUYMHHO-CIIEJCTBEHHBIE CBSI3M MEXIY SBICHUSAMH U coOblTusmu. He
IpOBOAMTCA aHanu3. BpiBoabl oTcyTcTBYIOT. OTBETHI Ha JAONOJHUTENbHBIE BOMPOCHI
OTCYTCTBYIOT. MIMEIOTCSl 3aMETHBIE HapyLIEHHsI HOPM JIMTEPAaTypHOU pEUHn.

5. IlepeyeHb OCHOBHOW M [IOMOJIHUTEJBLHOW Y4eOHO#W JMTepaTyphbl,
He00XO0UMOii 1JI1 OCBOECHHUS TUCIMILIMHBI (MO1YJIA)

[Teuarnsie n3nanus, BkioueHHbie B PITJ, oTpa)keHsl B 31eKTpoHHOM Katasiore HayuHou
oubmmorekn KyoI'Y mo ampecy: http://megapro.kubsu.ru/MegaPro/Web u cootBercTByIOT
HOpMaM o0ecrnieyeHHOCTH JuTeparypoid corsacHo @I'OC BO 3++.

B mepedeHp BKIIOYEHBI TOJNBKO HEOOXOMWUMBIE Ui W3ydeHUs muctuiuinabl DBC,
npodeccuoHanabHble 0a3bl JaHHBIX, HH(POPMALMOHHBIE CIPAaBOYHBIE CHUCTEMBI, DPECYpCHI
CBOOOJTHOTO JIOCTyNa, COOCTBEHHBIE OJIIEKTPOHHBIE O0pa3oBaTelbHbIE W WH(POPMAIMOHHEIE
pecypcsl KyoI'y.

5.1 YueGnas aureparypa:

1) Tony6, U. b. CtunucTrka pycckoro si3bika : y4eOHuk mist By3oB / M. b. T'ony6. - 6-e u3n.,
ucrp. u jgor. - Mocksa : FOpaiir, 2020. - 484 c. - URL: http://biblio-online.ru/bcode/450771 (nmara
oOpamenus: 25.05.2020). - Pexxum moctyna: i aBTopus. nosb3oBareneit. - ISBN 978-5-534-07472-7. -
TeKcT : ANEeKTPOHHBIM.

2) T'pozosa, O.C. [lemompon3BoAcTBO : yuebHoe mocobue mist By3os/ O.C.I'pozoBa. —
Mocksa : U3narensctBo HOpaiit, 2021. — 124 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-06787-
3. — Teker : onekrponneli // OOpasoBarenpHast 1uatgopma  IOpaiit  [caiit]. —
URL: https://urait.ru/bcode/472841

3) lllysanosa, H. H. OcHOBBI nenonpon3BoiaCcTBa. SI3bIK CIIy’)KEOHOrO TOKyMEHTA : y4eOHHK U
npakTukyMm it By30B / H. H. IllyBanosa, A. 0. MBanoRa ; mox odmieit peaakiueit H. H. IllyBanosoit. —
2-¢ wu3n.,, mnepepab. u gom. — Mockea: HWsmarensctBo HOpaiit, 2021.— 428 c.— (Beicmiee

15



http://megapro.kubsu.ru/MegaPro/Web
https://urait.ru/bcode/472841

obpazoBanue). — ISBN 978-5-534-10848-4. — Texkct : anexTponHsiid // OOpa3zoBarenbHas miaTdopma
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/468912

I[HSI OCBOCHUA JUCHUIIIIMHBI HHBAJIMAAMU U JIMIAMH C OIrPaHUYCHHBIMU BO3MOKHOCTAMUA
300pPOBbA UMCIOTCA NU3JaHUA B 3JICKTPOHHOM BHU/IC B 3HeKTpOHHO'6I/I6HI/IOTC‘IHBIX CHUCTEMaAX.

5.2. Ilepuoauyeckas Jureparypa

[levaTHble MepuOAMYECKHE U3MaHUS BXOAAT B «llepedeHb MEYATHBIX MEPHOAMYCCKHX
W3/IaHHH, XPaHSIIIXCS B donze Hayunoi OuOIMOTEKH KyoI'V»
https://www.kubsu.ru/ru/node/15554, W/WIM  3JICKTPOHHBIC MEPUOJUYCCKUE W3HaHUS, C
yKa3zaHHEM aJipeca caifTa DJIEKTPOHHOW BEPCHH JKypHasla, U3 0a3 JaHHBIX, JOCTYI K KOTOPHIM
umeet KyoI'Y:

1. Baszsl nannbix komnaauu «ct Beroy http://dlib.eastview.com

2. DnextponHas oubnmoreka GREBENNIKON.RU https://grebennikon.ru/

5.4. UHTepHeT-pecypcbl, B TOM 4YHCJe COBpeMeHHbIe Npo(eccHOHAIbHBbIE 0a3bl
AAHHBIX U MHGOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

J1eKTPOHHO-0UbIM0TeuHbIe cucTeMbl (IBC):

1. BBC «}OPAUT» https://urait.ru/

2. DbC « YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru

3. OBC «BOOK .ruy» https://www.book.ru

4. 3bC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com

IIpodeccnonanbubie 0a3bl JTAHHBIX:
Web of Science (WoS) http://webofscience.com/
Scopus http://www.scopus.com/
ScienceDirect www.sciencedirect.com
Kypnanst uznarenscrea Wiley https://onlinelibrary.wiley.com/
Hayunas anekrponnas oudnnorexka (HIB) http://www.elibrary.ru/
6. IloaHOTEKCTOBBIE apXMBbI BEAYIUMX 3allaJHbIX HAY4YHBIX >KypHaioB Ha Poccuiickoit
wiatdopme HayuHbIX xxypHamoB HOMKOH http://archive.neicon.ru
7. HanumonanbHasg »3yeKTpoHHass OMOIMOTEKa (JOCTYN K DJIEKTPOHHOM OHOIHOTEKe
nuccepranuii Poceuiickoit rocynapcrsenHoit ouodnuoreku (PI'B) https://rusneb.ru/
8. Tlpesunentckas oudimorexa um. b.H. Enpuuna https://www.prlib.ru/
9. DnextponHas koyekius Oxchopackoro Poccutickoro ®onna
https://ebookcentral.proquest.com/lib/kubanstate/home.action
10. Springer Journals https://link.springer.com/
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. YuuBepcurerckas uHpopmarmonnas cucrema POCCUS http://uisrussia.msu.ru

gk~ wnh e

HNHpopmanoHHbIE CIPABOYHbIEC CHCTEMBbI:
1. Koncynstant [lmioc - cnpaBouHas mpaBoBasi cucTeMa (AOCTYII M0 JIOKaJbHOM CeTH C
KOMIIBIOTEPOB OMOITMOTEKH )
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Pecypchbl cBOOOTHOTO J0CTYHA:

1. AmMepuKaHCKas naTeHTHas 0a3a maHHbIX hitp://www.uspto.gov/patft/

2. TlomHble TEKCTHI KaHAJICKKUX JauccepTanmid htp://www.nlc-bnc.ca/thesescanada/

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

4. MuHHCTEpCTBO HaykKM U Bbicmiero oOpaszoBanusi Poccuiickoit  ®deneparnuun
https://www.minobrnauki.gov.ru/;

5. ®enepanbHblii moptan "Poccuiickoe oopazosanue” http://www.edu.ru/;

6. Mudopmanmonnas cucrema "EnmHoe okHO noctyma K oOpa3oBaTesbHBIM pecypcam”
http://window.edu.ru/;

7. Enumnas komnekums 1udpoBhIX  00pa3oBaTeNbHBIX — pecypcoB  http://school-
collection.edu.ru/ .

8. ®denepanbHbII LIEHTP UH(POPMALMOHHO-00pa30BaTEIbHBIX pecypcoB
(http://fcior.edu.ruf);

9. IIpoextr I'ocynmapcTBeHHOro HMHCTHTyTa pycckoro sspika uMeHu A.C. Ilymkuna
"Oo6pa3oBanue Ha pycckom" https://pushkininstitute.ru/;

10. CnpaBouHo-uH(popMannoHHbIH nopTan "Pycckwuii si3pik" http://gramota.ru/;

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

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

13. OOpazoBarenbHbIii mopTan "Yueda" http://www.ucheba.com/;

14. 3akonompoekt "O6 oOpazoBanum B Poccuiickoit ®eneparuu”. Bornpockl u OTBETHI
http://xn--273--84d1f.xn--plai/voprosy_i_otvety

CoOcTBeHHBIE 3JIeKTPOHHBIC oOOpa3oBaTe/lbHble M HMH(OPMAIMOHHBIC pecypchl
KyoI'Y:

1. Cpena moaynabHOTO AuHamuueckoro oOyuenwus http://moodle.kubsu.ru

2. baza y4eOHBIX TUTAaHOB, Yy4eOHO-METOIUYECKHX KOMIUIEKCOB, MyONMMKanuid W
koHpepenmmii http://mschool.kubsu.ru/

3. bubnuoreka MH(POPMAIMOHHBIX  PECYPCOB Kadenpsl MH(}OPMAIIMOHHBIX
oOpazoBarenbHBIX TeXHOMOrHH http://mschool.kubsu.ru;

4. DnexTpoHHBII apxuB qokymeHToB KyoI'Y _http://docspace.kubsu.ru/

5. DnexTpoHHbIE 00pa30BaTeNIbHBIE pecypchl Kadeapsl MH()OPMAIMOHHBIX CHCTEM U
TexHojoruii B oOpazoBanuun KyOI'Y u HayuHo-merogmueckoro >xypHaia "LIIKOJIbBHBIE
I'OJIbI" http://icdau.kubsu.ru/

6. Meroanueckue ykKazaHus [J O0y4AIOIIMXCA IO OCBOEHUIO

AUCHUIUIUHBI (MOIYJIs1)

OCBO@HI/IG AUCHUIINIMHBI MPEAYCMATPUBACT IIPOCITYHINBAHUC J'IeKI_II/Iﬁ 1 BBIIIOJIHCHUC
33}13HI/II\/II Ha HpaKTI/I‘-IeCKI/IX 3aAHATUAX.

I[J'IH T. J'IY6OKOFO HU3YUYCHUA JUCHUIIIIMHBI HACTOATCIIBHO PCKOMCHAYCTCS:

— CHCTEMATHUYCCKU TOTOBUTHCA K HpaKTI/I'-IeCKI/IM 3aAHATUAM II0 y‘-Ie6HBIM HOCO6I/I${M,
HAay4YHbBIM CTaTbIM B IXYpHaJIax HpO(bCCCI/IOHaJIBHOﬁ TEMATUKHU, a TaKXKC HCIIOJb30BATH
oduIManbHble pecypchl HayuyHoU nHpopmanuu B cetu MHTEepHET;

— CBOCBPCMCHHO BBIITIOJIHATH NPAKTUYCCKHUEC 3aJlaHUA U pe(bepaT.

CamocrosiTennpHass paboTa CTyJIEHTAa - OJWH W3 BAKHEWUIIWX HTANOB B TOJTOTOBKE
CIICIIMAJINCTOB. OHa HpI/IO6H_IaCT CTYACHTOB K I/ICCJIC,Z[OBaTCJILCKOﬁ pa60Te, o60ramaeT OIIBITOM U
3HaHUAMMU, HeO6XOJII/IMBIMI/I JJISL ﬂaﬂbHeﬁHlel"O X CTAHOBJICHHA KaK CIICIUAJIMCTOB, HpI/IBI/IBaeT
HAaBBIKHU pa6OTLI C HHTCpaTypOﬁ, CTaTUCTUYCCKUMU JAaHHBIMHU.

Henp camocrosiTenbHOM paboOThl - CUCTEMAaTHU3allsl, 3aKpelyleHHe U pacllupeHHe
TCOPCTUUCCKUX U MPAKTHUYCCKUX 3HAHUN C UCOOIB30BAHUEM COBPCMCHHBIX I/IH(I)OpMaLII/IOHHBIX
TEXHOJIOTHI W JIUTEPaTYPHBIX UCTOYHUKOB. J[JI1 pa3BUTHS HABBIKOB CaMOCTOSTEIBLHON PabOTHI
CTy,Z[CHTaMI/I BBITTOJIHSAKOTCA:
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http://moodle.kubsu.ru/
http://mschool.kubsu.ru/
http://mschool.kubsu.ru/
http://docspace.kubsu.ru/
http://icdau.kubsu.ru/

— pedepar, CBA3aHHBIH C aHAJIW30M COBPEMEHHBIX TEHACHIMHA B 00JIacTU
JIeTTOTIPOU3BOICTBA B COLTMANILHOM cdepe;

— 3a/laHuf, CBsI3aHHBIE C 0030pOM COBPEMEHHOTO pBIHKA CHEIHATU3UPOBAHHBIX
CIPABOYHBIX CHUCTEM M CHCTEM JIEKTPOHHOI'O JOKYMEHTO000POTa,;

— JOMalllHhe 3aJaHus 1o mnoucky B MHTepHere uHpOpManuu Ha OIpeneICHHYIO
HAy4YHYIO TEMY.

Pedepar roToBUTCS CTYIEHTOM CaMOCTOSITENIHO, B HEM OO0OOIIAIOTCS TEOPETHYECKHE
MaTepuaibl IO MCCIEAYEeMOM TEeMe C HCIIOJIb30BAaHMEM MAaTepHalioB U3  CIIELUAIbHOU
JUTEepaTypbl, HOPMATUBHO-TIPABOBBIX JTOKYMEHTOB, CTaHAAPTHU3UPYIOLIUX PacCMaTPUBAEMYIO
cdepy. B pedepare mommkeH mpucyTCTBOBaTh COOCTBEHHBIN aHAIN3 M KPUTHUECKUN MOAXOJ K
pelIeHnt0 Mpo0JIeMbl 10 BHIOPAHHON TeMe HCCIeOBAaHUS, MOJIKPEIUICHHBIH CTaTUCTHYECKUMU
JAHHBIMH U aKTYaJIbHBIMU TPUMEPAMH U3 JESATEILHOCTH OPTaHU3aluil COIMAIbHOM chepsl.

OOyyeHue CTyIeHTOB C OTPaHUYCHHBIMU BO3MOXKHOCTSIMU OPT'aHU3YETCSl B COOTBETCTBUU
¢ TpeboBaHUIMU «MeTOIUYEeCKUX PEKOMEH AN IO OpraHu3aluu 00pa3oBaTeILHOTO Ipolecca
Uisi  OOy4eHHs] WHBANUAOB W JIMI C OrPaHUYCHHBIMH BO3MOXKHOCTSMH 3/I0POBbS B
00pa30BaTEeNLHBIX OPTaHU3AIMIX BBICIIETO MPO(ECCHOHAIBHOTO 00pa30BaHUm» OT «8» ampens
2014 r.

B ocBoenun AMCHUIUIMHBI MHBATUIAMU U JUIAMU C OIPAHUYEHHBIMU BO3MOKHOCTSIMHU
3I0pOBbsl OOJBIIOE 3HAUCHHWE HMEET WHIUBUIyajbHass ydeOHas paboTa (KOHCYIbTAIlUHM) —
JIOTIOTHUTEILHOE PAa3bsICHEHUE yUeOHOr0 MaTepuara.

NunuBuayanbHble KOHCYJIBTAIMM IO TPEAMETY SBISIOTCA BaXXHBIM  (DaKkTOpoM,
CHOCOOCTBYIOLINM WHAWBUAYAIN3ANN OOYUYEHUS U YCTAHOBJICHUIO BOCITUTATEIBHOTO KOHTAKTA
MEXIy TMpernojaBaTeieM W OO0y4arollMMCS HWHBAJIWIOM WM JHUIOM C OrPaHUYCHHBIMU
BO3MOXKHOCTSIMH 3710POBbSI.

/. IlepeyeHb WH(MOPMANUOHHBIX TEXHOJOTHH, HCHOJb3yeMbIX NpPH
OCYILIeCTBJIEHMH 00PAa30BaATEJIbHOI0 MPOLECCA M0 JUCHUILINHE (MOTYJIIO)

7.1 IlepeyeHb HH(POPMALHOHHO-KOMMYHUKALMOHHBIX TEXHOJIOTHIi

- HpOBepKa JOMAaIIHUX Sa)laHI/Iﬁ 1 KOHCYJIbTUPOBAHUEC TOCPCACTBOM JIMIHOTO KaOHHETA.

— MHcnonp3oBanne SJICKTPOHHBIX Hp@SGHTﬁHHﬁ npu TIMPOBCACHUUN JICKOHMOHHBIX U
MPAKTUYCCKUX 3aHITHI

7.2 IlepeyeHb JUIIEH3HOHHOIO0 M CBOOOJHO PACHPOCTPAHAEMOr0 INPOrPaMMHOIO
odecreyeHus

Microsoft Office 365 Professional Plus,

Microsoft Office for Mac,

Microsoft Office Professional Plus,

Microsoft Windows 8, 10.

7.3 IlepeyeHb cOBpeMEeHHBIX NMPO(ecCHOHANBHBIX 0a3 JaHHBIX U MH(POPMALMOHHBIX
CIPaBOYHBIX CHCTEM

1. CrpaBouHo-nipaBoBas cucrema «Koncynsrant [Imroc» (http://www.consultant.ru)

2. Onexrponnas oubnamoreunas cucrema eLIBRARY.RU (http://www.elibrary.ru)/

8. MatepuajibHO-TEXHMYECKOE 0O0ecneyeHue Mo JUCHUNInHE (MOIY.I10)

ITo Bcem BUIaM yqe6HOﬁ ACATCIIBHOCTH B paMKax JUCHUIINIMHBI HMCIIOJB3YIOTCA
ayJUTOpUH, KaOMHEThl U J1TaOOPaTOPHH, OCHAIEHHbIE HEOOXOAMMBIM CHEIMAIU3UPOBAHHBIM U
71a00paTOPHBIM 000PYIOBAaHUEM.

HanMmeHnoBanue crieriuaibHBIX
TTIOMEIICHUHN

OCHAaIIIEHHOCTD CITEIUAIbHBIX
TTIOMEIICHUI

[epedeHp TUIICH3UOHHOTO
MIPOrPaMMHOTO 00eCTICUeHUS

YueOHbIe ayIUTOPUH JUIst

Mebenn: yueOHast MeOeTb

OnepanuonHas cuctema Microsoft
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NPOBENCHUS 3aHATHI JICKIIMOHHOTO
tuna (403 H)

TexHunueckue CpeacTBa O6y‘I€HI/IHI
OKpaH, IPOCKTOP, KOMIIbIOTCPbI

Windows, B cocraBe KOTOpOW
nporpamMma Uil AEMOHCTpaLUK
Buzeo (mpourpeiBatens Windows
Media Player). OdwucHbliii mnaker

npwioxkenuit  Microsoft  Office:
nporpamMma  JUisl  CO3JaHUs H
PEAAKTUPOBAHMUS TEKCTOBBIX

nmokymenTtoB (Word), mporpamma
JUIL CO3/IaHHS M PEAaKTUPOBAHUS
tabmun (Excel), mporpamma mis
JIEMOHCTpAIINH u CO3JaHuUs
npesenrarmii  (Power  Point),
mporpamma Juis paboTel ¢ Oazamu
JTaHHBIX (Access).

YueOHble st
MPOBEJCHUS 3aHATHI
CEMUHAPCKOT0 THIIA, TPYIIOBBIX U
WHIMBHIYAJIBHBIX  KOHCYJIbTaLUi,
TEKYIIEro KOHTPOJIS u
npoMexxyTouHo#t arrectamuu (403
H)

ayIUTOpUU

Meo0enb: yueOHas meOeb
TexHUYECKUE CPEICTBA O0YUCHUSL:
9KpaH, IPOEKTOP, KOMIIBIOTEPBI

OneparrionHas cuctema Microsoft
Windows, B cocraBe KOTOpOW
nmporpamMmma JIIA ACMOHCTpanuun
Buzieo (mpourpeiBatenb Windows
Media Player). OdwucHblii maket

npwioxeHnit  Microsoft — Office:
nporpamMma Uil CO3IAHUS |
peIaKTHPOBAHHS TEKCTOBBIX

nmokymenToB (Word), mporpamma
IUISL CO3JaHMs M PEIaKTHPOBAHUS
tabmun (Excel), mporpamma s
JIEMOHCTpAINU u CO3J1aHus
Mpe3eHTaIni (Power Point),
nporpamma Juisi paboTel ¢ Oazamu
JIaHHBIX (Access).

CaMOCTOSTEILHON

s paboTel  oOywarommxcs MPeayCMOTPEHBbl  IOMELICHMS,
YKOMITJIEKTOBAaHHBIE CIIEIMATM3UPOBAHHON MeOeblo, OCHAIlEHHbIE KOMIIBIOTEPHON TEXHUKOH ¢
BO3MOXKHOCTBIO TIOAKIIIOUEHHS K ceTn «VHTepHeT» M oOecneueHneM J0CTyNa B 3JIEKTPOHHYIO

I/IH(l)OpMaI_II/IOHHO'O6paBOBaTCJ'ILHyIO Cpeay YHUBCPCUTCTA.

HanmeHnoBanue noMemieHui ajist
CaMOCTOSATENIEHON PabOTHI

OcHaIeHHOCTh IOMEIIEHUH 115
CaMOCTOSTENTFHON paboTHI

[lepeueHb AMIIEH3MOHHOTO
MPOrPaMMHOTO 00eCTIeUeHHS

oOyyaroumxcs 00y4aroIuXCst

[Tomemnenue it caMocToOsATeNbHOM | Mebeb: yueOHas mebenb Onepanyonnas cucrema Microsoft

paboTel oOy4Jaronmxcs (unTanbHplid | Kommuiekr — cnenuanmsupoBanHoit | Windows, B coctaBe KOTOpOi

3an Hay4Hoit 6nbianotexn) MeOesn: KOMITBEOTEPHBIE CTOJBI nporpamMma Uil A€MOHCTpaLUH
O06opynoBanue: KOMIblOTepHast | Buaeo (mpourpeiBatens Windows
TeXHWKa ¢ moakmodeHneM Kk | Media Player). OducHbiii maker
HHPOPMAIMOHHO- npwioxeHuit  Microsoft — Office:
KOMMYHHUKAIIMOHHOH CeTu | mporpamMma sl CO3JaHusl |
«HTEepHET» W JOCTYHNOM B | pelaKTHPOBaHHUS TEKCTOBBIX
ANIEKTPOHHYI0  HMH(pOpMamHMoOHHO- | TokyMeHTOB (Word), mporpamMma
00pa3oBaTeIbHYI0 cpeay | ISl CO3MaHMS M PEAAKTUPOBAHUS
oOpasoBatensHONH  opram3anuy, | Tabmun (Excel), mporpamma mus
BeO-KaMepbl, KOMMYHHMKAI[HOHHOE | JAEMOHCTpPAaIHU u CO3J1aHuUs
o0opynoBaHue, 0oOECIEUHBAOIICE | MMPE3CHTAIHMA (Power  Point),
JOCTYm K  CeTH  HHTEpHeT | mporpamma Juisi pabothl ¢ Gasamu
(mpoBogHOE coeIMHEeHne n | naHHbIX (Access).
OecripoBOJHOE  COEJMHEHHE MO

texnonorun Wi-Fi)

Ilomemmenne 1 caMOCTOSATENbHOMN
pabotel oOy4arommxcst (ayn. 417A,
415 A)

MeOGenb: yueOHast Mmebeb
TexHn4eckue cpecTBa 00yUEHUS:
9KpaH, IPOEKTOP, KOMIBIOTEP

OmneparrionHas cuctema Microsoft
Windows, B cocraBe KOTOpPOI
mporpamMmma JIIA JACMOHCTpaIun
Buaeo (mpourpeiBatesnib Windows
Media Player). OdwucHblii mnaker
npwioxkeHnd ~ Microsoft  Office:
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nporpamMma  Juii  CO3JaHMs U
pelaKTHPOBaHUS TEKCTOBBIX
nokymeHtoB (Word), mnporpamma
JUIL CO3/aHMS M PEAaKTUPOBAHUSA
tabmun (Excel), mporpamma s
JIEMOHCTpAINU U CO3J1aHus
TIpe3eHTani (Power Point),
mporpamMma Uit paboTsl ¢ OazamMu
JaHHBIX (Access).
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