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PaGouass mporpamma IHUCHUIUIMHBI «JeTOMpPOU3BOACTBO B COLMANIBHON padboTe»
COCTaBJIECHa B COOTBETCTBUU C dbenepaibHbIM ~ TOCYJAPCTBEHHBIM
oOpa3oBaTeIbHBIM CTaHIApTOM Bbiciiero oOpaszoBanus (PI'OC BO) mno
HarnpasyieHuto moAroroBku 39.03.02 ConuansHas paboTa

[Iporpammy cocraBua:

[Iporpammy cocTaBuiu:
Tonuka Mapuna BsiuecimaBoBHa,

£
JOIEHT KadeIphl, /W;;zw,g_
KaHIUJAT UCTOP. HAYK, TOIEHT

Pabouas mporpamMMa quCIUTIIIMHBI YTBEPK/ICHA HA 3acenanuu kadeapsl o0Iero,
CTpaTeTHYECKOro, HH(OOPMAITMOHHOTO MEHEPKMEHTA U OM3HEC-TTPOIICCCOB
npotokot Ne 06 ot 11 anpensa 2023 r.

H. o. 3aBeayromiero kadeapoit o01ero, CTpaTreruueckoro,

WH()OPMAITMOHHOTO MEHEPKMEHTA U OM3HEC-TIPOIIECCOB,

KaHJI. 9KOH. HayK, IOLEHT
Jlanckas [dapesa BnagumuposHa, .

N.o. 3aBeyromuii kadeapoi, 9, / 7., /
NS E {C(:"c‘/ .
KaH/. 9KOH. HayK, JOICHT |

\ /

Pabouas mporpamma oOcCyXaeHa Ha 3acelaHuu Kadeapbl coluaibHOM padoThI,
NICUXOJIOTMH U NIE€ArOTUKU BBICIIETO 00pa30BaHUs

npotokoit Ne 14 ot 17 anpensa 2023 r.

3aBenyrommii kapeapoit @%

JLM. Yenenesa

VYTBepkeHa Ha 3ace]laHuu y4eOHO-METOANUECKON KOMUCCUH (PaKyIbTeTa

YIPaBJIEHUS U ICUXOJOTUU ,
npotokon Ne 4 «17» anpeinsa 2023 r. /ﬂ/
[pencenatens YMK ¢akynprera Lno6yns E.1O. ik

OAIIUCH

PenenseHTnl:

Heryna Cepreii AnekceeBud - PykoBogurens ['ocy1apcTBEHHOTO Ka3eHHOTO
yupexaenus Kpacnonapckoro kpas «I'ocynapcrsennslii apxus KpacHogapckoro
Kpash».

Knouko Enena HukonaeBna— J[-p 3xoH. HayK, mpodeccop Kapeapbl MEHEIKMEHTa

OI'BOY BO «KybaHckuii rocy1apCTBEHHBIN arpapHbIi YHUBEPCUTETY, JOIICHT.
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1 Henu v 3axa4u U3yYeHUs TUCHUILIHHBI (MOIYJISA)

1.1 Iles1b 0CBOEHHA TUCHUIIUHBI
- YCBOUTDH 3HAHHA OCHOB JOKYMCHTALIMOHHOI'O O6€CH€‘-I€HI/I}I CO].IHaJ’IBHOﬁ pa6OTI>I H yIIPpaBJICHHA,
KaJIpOBOM CITYy>KOBI, TEXHOJIOTHH pabOTHI C 3JEKTPOHHBIM JIOKYMEHTOOOOPOTOM M MPUOOPECTH
HaBBbIKM COCTaBJICHUA WU O(bOpMJIeHI/IH OpTraHu3aluOHHO-PACIIOPAAUTCIIBHBIX JOKYMCHTOB,
OpraHu3aIuy TOKYMEHTOO00O0pOTa.

1.2 3agauy JUCHUILINHEI
- U3y4YUTh OOIIME TMpaBWJIa OPraHU3AIUN PAOOTHI C JOKYMEHTAMH M WX XpaHCHHs Ha OCHOBE
COBPEMEHHON HOPMAaTHBHO-METOMYECKOM 0a3bl;
- YCBOUTDH MPUHIHUIBI U TEHICHIIMHA PA3BUTHUS TOKYMEHTAIIMOHHOT'O OOECTICUCHHsI YIIPABICHUS B
COIMATbHOM padoTe;
-IpUOOPECTH M 3aKPEMUTh MPAKTUYECKHE HABBIKHM pPa0OThI C JOKYMEHTAMH COIUATBHON
HaIpaBJICHHOCTH.

1.3 MecTo aucuuminHbl (MOAYJsl) B CTPYKTYpe 00pa3oBaTeibHO MPOrpaMmmMbl
JucuuruimHa «J1enonpon3BoACTBO B COLMAIIBHONW PabOTe» OTHOCHUTCS K 00s3aTeIbHON
yactu brnoka 1 "lucuumnunel (Mogynu)" yueOHOTO IJIaHa.

1.4 IlepedyeHb NMJIAHMPYeMbIX Pe3yJbTAaTOB O0y4YeHHsl IO AMCHMILIMHE (MOIYJIO0),
COOTHECEHHBIX ¢ IJIAHUPYEMbIMHU Pe3y/1bTaTaMH OCBOCHHS 00pa30BaTe/IbHON NPOrpaMMbl

N3ydyenne naHHOW ydeOHOW AMCHMIUIMHBI HANpaBiIeHO Ha (OPMHUPOBAHHE y OOyUarONIMXCS
YHUBEPCAJIBHBIX U 00IIENPOPECCHOHATBHBIX KOMITETECHIIHIA:

Kox v HanmeHOBaHME HHANKATOpA PesynbraTel 00y4eHus IO TUCIUTIIIIHE
JIOCTIKEHUS] KOMIICTCHITUH

YK-4 CrniocobeH oCyIIecTBIATh JEI0BYI0 KOMMYHHUKAIMIO B YCTHOM M MUCbMEHHON (popMax Ha rocyJapCTBEHHOM
a3bike Poccuiickoit denepanvu 1 HHOCTPAHHOM SI3bIKE

NYK — 4.1 CobGmopaer HOpMBI ¥ | 3HAET NPEIMET, COJEpKaHUE M 33a7a4yM AEIONPOU3BOJCTBA B COLUAILHOM
TpeOOBaHuUs K YCTHOW U MIMCbMEHHO | cdepe; MecTo u pojb TOKYMEHTOB B YIPABICHUH COLMAILHOM cdepoil Ha
JIETIOBOH KOMMYHHKAILIUH, TPHHATHIE | COBPEMEHHOM JTare; HOPMAaTHBHO-METOIMIECKYIO 6azy
B CTpaHe (ax) W3y4aeMoro sS3bIKa JIOKyMEHTAIIMOHHOTO 00eCTICUeHHSI YIIPABICHUS

YMeeT OCyWmIEeCTBIISITH XpPaHEHHE W TOHCK JOKYMECHTOB; IPAaBHIBHO
KIacCu(pUOUpoBaTh  HMHPOPMAIHIO, JOKYMEHTHl B  OpTraHH3aILlUM;
UCTIONb30BaTh TEOPETHUYECKNE 3HAHUS U COCTABICHHS U O(OPMIICHUS
JOKYMEHTOB B OpTraHM3aINH

Bnaneer HaBblkamMm pa0OTBI C JOKyMEHTaMH (TIOJIydeHHE, Iepenaya,
00paboTKa, y4eT, perucrpauus, KOHTpPOJIb, XpaHEHUE, CUCTEMaTH3alus,
MOATOTOBKA JIOKYMEHTOB JUIS C/Ia4d B aPXMB, X YHUUTOXKCHHUE)

NyK - 4.3. Bribupaer | 3Haer TeopeTHyeckue ¥ MHPOPMAIMOHHBIE OCHOBBI JIOKYMEHTAlMOHHOTO
KOMMYHHKAaTHBHO npuemiieMble | oOecrieueHHsl yNpaBieHUs B COLHMANBHOW cdepe; TpeOOBaHMS K TEKCTY
CTWJIb U CPECTBA B3aMMOJCHUCTBHS B | CIY)KEOHBIX JOKYMCHTOB

OOLIEHNH C IeJIOBBIMU NTApTHEpaMH. | VMeer B3aUMO/JICHCTBOBATH c KOJIJIeraMu 1o BOIIpOCaM

JIeJIONPOU3BOJICTBA, COOJIIOAATh OTHYECKHE HOPMBI MOBEACHHS B
npodeccroHaILHOM cpeze

Bnaneer HaBbIkamMu pabOTHI ¢ BXOASIIMMH M HCXOASIINMH JTOKYMEHTaMHU,
HOMCKA U PETHCTPALMU JOKYMEHTOB

NYK - 4.4 Benmer genoBywoo | 3HaeT nmpaBuiia paOOThI, METOJBI U TEXHUYECKUE CPEICTBA OPTaHN3AINN
NEePenuCcKy M HCIOJB3YeT IHAJOr | paboThHI ¢ JOKyMEHTaMH; cennuky GopM AeI0BOro oOIIeHNS, IpaBIiia

1A COTPYAHUYECCTBA B COIMaTBHON u (bopM])I JIEJIOBOM MIEPENUCKU
1 ipodecCHOHaTBHON cdepax

VYwmeer OCYHICCTBJIATL MUCbMCHHYIO U YCTHYIO ACJIOBYHO KOMMYHHUKAIHUIO,
B T.4. C MICNIOJIb30BAHUCM COBPCMCHHBIX I/IH(l)OpMaIII/IOHHI)IX TEXHOJIOTUI

BnaueeT HaBbIKaMH COCTAaBJICHUSI KOPPCCHOHACHINHU, PACIIOPAAUTCIIbHBIX
u JIMYHBIX JAOKYMCHTOB B COOTBCTCTBUU C Tpe60BaHI/IHMI/I
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Kox n HanmeHOBaHME HHANKATOpA Pe3ynbraTel 00y4eHus IO TUCIUTIIIHE
JTOCTI)KEHUS] KOMIIETCHITUH

ZlOKyMeHTOO60p0Ta, HCIIOJIb30BaHUA yHI/I(l)I/IIII/IpOBaHHI)IX CUCTCM
JOKYMCHTAallUU

OIIK-3 CriocoGeH cocTaBisiTh U 0(OPMIIATH OTYETHI IO Pe3yJibTaTaM NMpogecCHOHATIBHOM eI TEILHOCTH B chepe
COLMaIbHON paboThl

HOIIK- 3.1 CucremaTtusupyer 3HaeT TpeOOBaHMs K TEKCTYy OTYETHBIX JAOKYMEHTOB; COCTaB W IpaBHJa
pe3ynbTaThl TPo(heCCHOHAIBHOM oopmIIeHHSsI pEKBU3UTOB OTUETHBIX JTOKYMEHTOB

JeATeIbHOCTH B chepe colMalibHOR | YMeeT cocTaBisTh U 0OPMIISTh PA3IHYHbIe BHIbI JOKYMEHTOB

paboTsI B pOpME OTUETOB. Bnaneer  HaBbIKAMH ~ COCTaBICHHS  OTYETOB 110  pe3ysbTaTaM

npodeccnoHabHOW  JesATENbHOCTH B cepe conuanbHOW paboThl B
COOTBETCTBHHM C HOPMATHBHBIMH TPEOOBAaHHSIMH U C HCIOJIb30BAHUEM
COBPEMEHHBIX CHCTEM DJICKTPOHHOTO JOKYMEHT0000pOTa

HNOIIK - 3.2. IlpencraBiser | 3HaeT OCHOBHbIE TpeOOBaHHA K OQGOPMIICHHIO  YIPaBICHUYESCKHUX
pe3yIabpTaTHI Hay4IHOH U | JTOKYMEHTOB

NPaKTUYECKON  HEATENBHOCTH B | YMeeT Ha HAydHOW OCHOBE OPraHU30BBIBAThH CBOM TPV

(opMe myONMUHBIX BBICTYIUICHHH | BrageerT HaBbIKAMH paboOTHI C HAYYHOM JHMTEpPAaTypoH, HOPMATHBHBIMH
W/UK myOnuKaIui. aKTaMHd, CTaHJapTaMH{; CIIOCOOHOCTBIO IOWCKAa HHQPOpPMAIUH IS
COCTABJICHUS] OTYETOB IO Pe3ybTaTaM NPO(PECCHOHATBHON NEATSIBHOCTH
B chepe ConuanbHON paboThI

IIK-2 Cnocoben k IJIaHUPOBAHUIO IO MPCAOCTABJICHUIO COLUHAJIBHBIX YCIYT, COIUAJIbBHOTO CONPOBOXKACHUS, MCD
COHHaHLHOﬁ NOAACPIKKUA U I‘OC}’L[apCTBeHHOfI COIII/IEU'II)HOI71 oMo, a TaKXe HpO(l)I/IHaKTI/IKe O6CTO$ITCJ'II)CTB,
06yCJ'IOBJ'H/IBaIOIIII/IX HYXXIaCMOCTb B COITMAJIbBHOM 06CJ'Iy)KI/IBaHI/II/I

UIIK-2.2. Odopmisier 3Haer mnpaBwiaa OQOpMIIEHHS JOKYMEHTAllMM, HEOOXOAMMOW  JuIs
JIOKYMEHTALUIO, IPEJOCTABJICHHS MEP COLUAIIBHON 3aIUTBI
HEOOXOAUMYIO JUISl IPEOCTABICHU | YMeeT 0OPMIATh JOKYMEHTALHMIO, HEOOXOIMMYIO ISl PEAOCTaBICHHS
Mep COLMAIbHON 3aIIUTHI. Mep COLMAIbHON 3aIHUTBI
Brnaneer HaBbIkamMu OQOPMIEHHS NOKyMEHTAIlMH, HEOOXOOUMOW it
MPEIOCTABICHUS MEP COLMATbHON 3aIHUTHI

Pesynbrarel 00y4eHHs] TIO AMCHMILIMHE JAOCTUTAIOTCS B paMKax OCYIIECTBICHUS BCEX
BHUJIOB KOHTAaKTHOW UM CaMOCTOATEIBbHOHW pabOThl 00yYaromuxcsi B COOTBETCTBHH C
YTBEPKJACHHBIM Y4EOHBIM TIIAHOM.

2. CTpyKTypa M coJep:KaHue JUCHUNIIMHBI

2.1 PacnipeaesieHre TPYA0EMKOCTH AUCHHUILIMHBI IO BHAaM padoT

OO6mast Tpymo€MKOCTh JMCIUIUIMHBI cocTaBimser 3 3ad. en. (108 wacom), wux
pacnpeneleHre o BuiaM padoT MPeICTaBICHO B TabIuUIe

Bun yuebnoi paboThl Bcero CemecTtphbl
4acoB (gacsl)
7 8

KonTakTHas padora, B TOM 4ncie:

AyauTOpHbBIE 3aHATHS (BCEro):

3aHsATUS JEKIIMOHHOTO TUTIA 16 16

JlaGopaTopHble 3aHITHS - -

3aHATHSI CEMUHAPCKOTO TUIA (CEMUHAPBI, 18 18

MIPAKTUYECKUE 3aHSATHS)

WNnas koHTaKkTHasA padora:

KonTtpoisb camocrositenbHOM padotsl (KCP) 4 4

IIpomesxyrounas arrectanus (MKP) 0,2 0,2

CamocrosiTeJibHasi padoTa, B TOM YHCJIe: 69,8 69,8

[TpopaboTka yueOHOT0 (TEOPETHUECKOT0) MaTepraa 24 24

BrimonHenue MHAWBUTYalbHBIX 3aJaHUH (TOATOTOBKA 37 37

COOOIIECHU)




Pedepar 8,8 8,8

[ToaroroBka K TeKylemMy KOHTPOJIIO - -

KonTpoan:

IToaroroBka K 5K3aMeHy - -

Oo0mast Tpy10eMKOCTh qac. 108 108
B TOM YHCJIe KOHTAKTHAs 38,2 38,2
padora
3a4. eJi 3 3

2.2 CTpyKTypa A¥CHHUIIIMHBI
Pacnpenenenue BunoB yueOHON pabOThI U MX TPYIOEMKOCTH IO pa3jienaM AUCLHUIUINHBL
Paznenbl (TeMbl) AMCUUIUIMHEL, H3y4aeMble B 7 cemecTpe (ouHas popma)

KonuuectBo yacos

AynurtopHas preayut
Ne HammenoBanwne pazaernos (Tem) Beero pabota opHas
pabora
J | 113 JIP | CPC
1 2 3 4 5 6 7

PA3JIEJI I OcobenHOCTH TOKYMEHTAITMOHHOTO
yIpaBJICHUS B COIIMATIBHON paboTe

OCHOBHBIE TOHATHS ACJIONPOU3BOACTBA. PazBuTtune
1. |mpeacraBneHuil 0 fOKymMeHTE. [IOKyMEHT B 15 2 3 - 10
COIMAILHOM padoTe.

3aKoHO/ATEIbHOE U HOPMATHBHO-METOJHYECKOE
2.  |peryiaupoBaHHE JOKYMEHTAIIHOHHOTO O0eCTIeYeHUs 2481 2 3 - 19,8
YIIPABJICHUS B OPraHU3alMAX COUMAIBHON cephl.
PA3JIEJI II Opranu3anust JOKyMEHTO000pOTa B
COIMabHOM cepe

CoBpemMeHHbIE TpeOOBaHUS K COCTaBY U 0(hOPMIICHHUIO

3. 17 | 4 3 - 10
JIOKYMEHTOB.
OCHOBBI JOKYMEHTOOOOPOTA: MPUHIIUIIBI

4.  |opraHuzamuu, cnenuduka T10KyMeHTO000poTa B 17 | 4 3 - 10
ColMaIbHOM paboTe.

5 Opranuzanus XxpaHeHus: JOKYMEHTOB B 15| 2 3 i 10
JIEJIIONPOU3BOJICTBE.

6 CoBpemeHHbIe HH(POPMAIIHOHHbBIE TEXHOJIOTUH B 15| 2 3 i 10

" |menonmpou3BOJCTBE COIMANTBHON PaOOTEHI.

HUTOI'O no pazoenram oucyuniuHl 103,8| 16 18 69,8
KonTtpoisb camocrositenbHOM padotsl (KCP) 4
[Tpomesxyrounas arrectanus (MKP) 0,2
[TonroroBka K TeKyleMmy KOHTPOJIIO
OO01mast TpyA0eMKOCTh MO JUCIHUILTHHE 108

[Mpumeuanue: JI — nexuun, 113 — npaktuueckue 3ansaTus / cemunapsl, JIP — maGopaTtopHbie
sarsaTusi, CPC — camocrositennpHas paboTa CTyIeHTa
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2.3 Conepxxanue pas3esioB (TeM) M CHUILTHHbBI
2.3.1 3ausaTHA JEeKIIHOHHOI0 THIIA

COLIMANBLHON paboTe.

MPEACTABICHUN O JOKyMeHTe. Poib 1OKyMeHTa B
KHM3HM 4elIoBeKa M oOuiectBa. BiusHue HayuyHO-
TEXHUYECKOI'0 IIPOrpecca Ha pa3BUTHE JOKYMEHTA.

CaoiicTBa u MpU3HAKU JIOKYMEHTA.
JIOKyMEHTAIIMOHHOE O0ECleueHUE YIpaBICHUS Kak
Ba)KHENIIasg (QyHKIMS yNPaBIEHUs, €€ MECTO Cpelu
Apyrux yhpaBieHYeckux ¢GyHKuuid. B3anMocBssb
CUCTEMBI yIPAaBICHHWS B 1LEIOM U CHCTEMBI
yIpaBiIeHUs JOKYMEHTaMHU. 3HAaY€HHE JOKYMEHTOB
Ul pealu3aluy  YIPaBJICHYECKUX pEIICHUN B
COILIMATILHOM paboTe.

dopma
HanmenoBanue
No Coneprkanue pasjena (TeMbl) TEKYIIETro
paznena (Tembl)
KOHTPOJIS
1 2 3 4
1. |OcHOBHBIE NOHATUS [Ipenmer, conepkanue, 3anaun kypca. [lonsartus| Koncnekr
JIeJIONPOU3BOJICTBA.  |«HH(POPMAIUI» U «TOKYMEHT, JIEKLUH,
PazButne «IOKYMEHTAllMOHHOE  O0OeCIeYeHne YIpaBlIeHUs| IKCIIPECC-OMPOC
MpEeACTaBICHUH O (TOY)». DBOJIOIHS TEPMHUHOJIOTUN B
TOKYMEHTE. OTEYECTBEHHOM U 3apy0eKHOM 3aKOHOIATEIbCTBE.
JIokyMeHT B TepMuHOJIOTHYECKHE CTaHIapThI. PazButue

2. |3akoHOAAaTENBHOE U CTpyKTypa 3akoHOAATENbHOM M HOopMmaTuBHOW|  KoHcHekT
HOPMAaTUBHO- 6a3e1 JIOY: Koncrurynust P®, Koncturynnonusie JIEKIIVH,
METOJINYECKOE 3akonbl, DenepanbHble 3aKOHbI, akThl [Ipe3uaeHTalskcnpecc-onpoc
peryJmpoBaHue PO, [IOCTaHOBJICHUS IIpaBurenscTBa PO,
JOKYMEHTAI[MOHHOT'O [BEJOMCTBEHHBIE AaKThl, 3aTparvBaolllie BOIPOCHI
obecrieyeHus JIEJIONPOU3BOCTBA.

YIPaBJICHUS B HopmaruBHo-meroguueckue axktel mno JIOV:

OpraHHU3aIHIX UHCTPYKLMHU, TpaBuUja, NEPEYHU JIOKYMEHTOB CO

conMaibHOU cephl. |cpokamMu XpaHeHHss W Ap. WX 3HaveHwe mis
IIOCTAHOBKM JIEJIONPOM3BOACTBA B OpraHU3aluu
COIMAIBHOU c(ephl.

3. |CoBpeMeHHBIE O030p OCHOBHBIX HOPMATHUBHBIX JOKyMEHTOB.| KoHcmekT
TpeOOBaHUS K I'oCT P 7.0.97-2016 «Cucrema cTaHAapTOB MO JIEKITHH,
COCTaBy U uHpopManuy, OUOIMOTEYHOMY M H3ATENBCKOMY|3KCIIPECC-OMPOC
odopMmIIeHHIO Jeny. Opranu3alroHHO-PACIIOPSIUTENbHAS
JIOKYMEHTOB. JOKYMEHTALUS».

TpeboBanust K OGOPMIICHHUIO JTOKYMEHTOB.
bnanku JOKyMEHTOB, O(GOpMIIEHUE DPEKBH3UTOB
JOKYMEHTOB, O(QOpPMIICHHE OTHENbHBIX BHUJOB
JOKYMEHTOB M COCTaBe JOKyMeHTOB. IloHsATue
«pexkBu3UTY. lloHsATHE «hopMynsipa JOKyMEHTa».
Ponps Omanka B cTpykType nokymeHTa. CocraB
OJlaHKa, TOPSAJOK PpACHOJIOKEHUS PEKBU3UTOB B
OnaHKe.

4. |OcHOBBI JlokymMmeHT0000pOT KaK a¢dextuBnbii| KoHCHeKkT
JOKYMEHTO000pOTa: |HHCTPYMEHT ONTUMHU3ALNH YIPABICHUECKUX TIEKIIUH,
MIPUHIIMIIBI pemieHnid. OneHKa COBPEMEHHOTO  COCTOSIHMSI| 3KCIIPECC-OMpocC
OpraHM3allH, JOKYMEHTAIIMOHHOTO OOECIeYeHHs YIpaBJICHUS B
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cnernuduka
JOKYMEHTO000pOTa B
CoIMaIbHON padoTe.

conuaibHOU chepe.

Crpyktypa ©  o0mias  XapaKTepHUCTHKa
JOKYMEHTOIIOTOKOB B JIOKyMeHTooOopoTe. [IpaBmia
opraHu3anvun ABHUKCHUSA AOKYMCHTOB B
opranuzanuu. OCHOBHBIC TOHATHUS; TPEOOBaHHS K
OpraHm3ali JOKYMEHTO00OpOTa; OCOOEHHOCTH
paboThI C AJIEKTPOHHBIMH  JIOKYMEHTaMH,

OGHS&TGHBHBIG CBCACHUA (0] AOKYMCHTAX,
UCTOJNB3yeMBIX B  IEISIX ydera W TIOMCKa
AOKYMCHTOB B CUCTEMAxX SJICKTPOHHOT'O
JIOKYMEHTOO0O0pOTA.

[IpuHUIMOBl OpraHM3alliu JJOKYMEHTOOOOpOTA.
OcHOBHBIE 3Talbl JTOKYMEHTOOOOpOTa: IpHUEM U
nepBUYHas 00pabOTKa MOCTYMAIOUIMX JTOKYMEHTOB,
IPEJBApUTEIILHOE  PACCMOTPEHUE,  PErucTpanus
MOCTYTAOLINX JOKYMEHTOB, MOPSI0K
paccMOTpeHHsl  JJOKYMEHTOB  pPYKOBOJACTBOM U
JIOBEICHUSI JTOKYMEHTOB JI0 HCIIOJIHUTeNel, padora
UCTIOJIHUTEIA C JIOKYyMEHTaMM, OpTaHu3aIus paboThl
C OTHPABISIEMBIMU JOKYMEHTAMH, UX PErHCTpaLus
M OTHpaBKa; pErucrpanus W  IPOXOXKACHUE
BHYTPEHHUX JOKYMEHTOB.

Crnemnuduka TOKyMEHTOO00OpOTa B COLMATLHON
pabote. Buapl TOKYyMEHTOB COLMAIBHON cdepsl B
COOTBETCTBUM ¢ 3akoHOM KpacHomapckoro kpas ot
05.11.2014 N 3051-K3 «O  couuanbHOM
OOCITy>)KMBAaHMHM  HACEJIEHUS HAa  TEPPUTOPUHU
KpacHomapckoro kpas» (¢ HM3MEHEHUSIMH U
JOTIOJTHEHUSIMU) U OCOOCHHOCTH paboThl ¢ HUMH
(oOparmeHus rpakaH, OTYEThI, 3asIBICHUS U T.1I.).

Crenuduka Gopm 1e710BOTO OOIICHHUS, TPABUIIA
1 (GOPMBI 1eIOBOW MEPEIUCKH.

[Tonsarue «KOMILJIEKCA JIOKYMEHTOB.
dopMHUpOBaHUE  KOMIUIEKCOB  JOKYMEHTOB B
TEKYLIEM JeI0npon3BoaCTBE. PenepanbHblii 3aKOH
Poccutiickoit @enepamuu ot 22 oktsaops 2004 . N
125-®3 «0O06 apxuBHOM gene B Poccuiickoit
denepanuny (MOCTETHSS PEAAKIINS).

HopmaTtuBHo-mMeTo1MuecKne MaTepHuabl

Koucoekr
JIEKIINH,
AKCIIPECC-0MPOC

Opranuzanus N N
N DAHCHIS benepanbHON apXWUBHOW CIyXObl 00 OpraHu3aLuu
p paboOTBl ¢ JOKYMEHTaMH IO MOJrOTOBKE K
JOKYMEHTOB B

apXxuMBHOMY  XpaHeHuto. [loHsiTHe  «IepeueHb
JeTIOTIPOU3BO/ICTBE. o

JOKYMEHTOBY. J[eHCTBYIOIIME IEPEUHH C TUIIOBBIMU

CpPOKaMH XpaHEHHS JJOKYMEHTOB.

[lpaBuna XpaHeHUs JOKYMEHTOB B TEKYILEM

JeTOTIPOU3BOACTBE Oopranu3anuu. OTBETCTBEHHOCTh

3a COXpaHHOCTb JI0OKyMeHTOB. IloaroroBka nem x

nepegade B apxuB. Omnuce gen. Okcneprusa

LIEHHOCTH JOKYMEHTOB. Y HUUTOKE€HHE JOKYMEHTOB.
CoBpeMeHHbIE Nudopmaruzamms oO1mecTBa, nousitue|  KoHcmekt
nH(pOpMalMOHHbIE  |IU(POBOTO o0111eCcTBa. WudopmanroHHble JEKLUH,
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TEXHOJIOTHH B
JIEIIONIPOU3BOJICTBE
COIMAIBHON PaOOTHI.

COIIMAIbHBIC ~TEXHOJOTHU. AKTYyaJbHBIH  0030p
peinka CDJI. IlporpammHoe oOecrieyeHue s
coopa, aHanmm3a WHPOpPMAIMU MW  COCTaBICHUSA
OTYETOB.

IKCIPECC-0TPOC

2.3.2 3aHATHS CEMHHAPCKOI0 THIIA

dopma
Ne Hanverosanue Temarnka NpakTUYECKUX 3aHATHH (CEMUHAPOB) TEKYIIETOo
paznena (Tembl)
KOHTPOJIS

1 2 3 4

1. |OcHOBHBIE TOHATUS Hcropuueckuii ONBIT OpraHu3aluu Ompoc,
JIETONPOU3BOJICTBA. | I€JIONPOU3BOJICTBA B TOCYJAapCTBEHHBIX|  JTUCKYCCHS
Pazsurtue yupexaenusax Poccuu. Borpocs! 1esnonpou3BoacTBa
MPEJCTaBICHUN O B 3akoHojarenbcTBe Iletpa 1. Munucrepckas
JIOKYMEHTE. pepopma u ee BIMSAHME Ha JEIONPOM3BOJICTBO
JlokymeHT B BBICHIMX W  LEHTPAJIbHBIX  TOCYIAapCTBEHHBIX
colManpHOM paboTe. |yupexxnenuil. Hacnemme coBeTrckoro mnepuwoja B

COBPEMEHHOW  HOpPMAaTUBHOW  0a3e  MOJUTHUKH
yrOpaBleHus JOKyMeHTamu. PasButme paboT 110
CTaHJIapPTH3ALMN U YHU(DUKAIMKM YIPABICHUYECKUX
nokymeHTtoB B 1970 - 1990 rr. Hampasnenus
rocynapctBeHHoro peryiaupoBanus JOY B 1990-e —
2020-e  rompl. OCOOEHHOCTH  COBPEMEHHOTO
AJIEKTPOHHOTO JJOKYMEHTO000pOTA.

2. |3aKOHOAATEIBHOE U Bompocel  nenompousBoacTBa M IOCTyHa K Pedepar
HOPMaTHUBHO- nHopMmanuu B komekcax Poccuiickoit deneparumn.
METOIUYECKOE CoBpeMeHHass HOpPMAaTUBHO-METOAMYECKass  0Oa3a
peryaupoBaHue JIETOTIPON3BOICTBA 00 nH(pOpPMaAITMOHHBIX
JOKYMEHTAllMOHHOTO |[TEXHOJIOTUAX. Binssaue HanmoHanbHOM TporpaMmsl
obecrieueHus «udpoas SKOHOMHKA 2024 r.» Ha
yIpaBiIcHUS B TOKYMEHTO0000poT. PenepanbHble 3akoHbl:  «O0
OpraHu3aIusIxX uHpopManuy, UHPOPMAIMOHHBIX TEXHOJIOTUAX H
COLMANIBHOM cdephl. |[3amuTe  uHGopMamum», «O  NEepCOHATBHBIX

TaHHBIX», «O0 2JIEKTPOHHOW IM(POBOM IMOIHUCH,
«O06 apxuBHOM nene B Poccuiickoit @eneparum»,
«O rOCyIapCTBEHHOM  SI3BIKE Poccuiickoit
@enepaunn» U ap. HanuoHambHbIE CTaHIApTH U
crangaptel  MUCO o0 mnoauTvke  yNpaBiieHUA
JIOKYMEHTaMH.

3. |CoBpeMEHHBIE TpeGoBanusi K TEKCTy pa3IMYHBIX BHUAOB| BpImonHEeHME
TpeOOBaHUS K VIpPaBIEHYECKUX JTOKYMEHTOB. HMH(pOPMAIMOHHO-| MPaKTHYECKHX
COCTaBy U CIIpaBOYHBIE JOKYMEHTHI B COIIMAJILHON cdepe. 3alaHui
oopmieHHIO TpeboBanust K 0POPMIICHHUIO U COJCPKAHUIO.

JIOKYMEHTOB.

4. |OcHoBBI Criermuduka JOKYMEHTOOOOpOTa B COLMANBHON| BrimomHenue
JTOKYMEHTO00O0pOoTa: |[paboTre. DTarmbl, 0COOEHHOCTH O(POPMIICHUS, HOPMBI| TPAKTUUECKUX
MPUHIUIIBI U CJIOXHOCTU pabOThI ¢ TOKyMEeHTaMu (0oOpalieHus 3a/IaHUI
OpraHu3aluy, rpaxaaH, OTYeThl, 3asBiIeHUs U T.4.). [lenoBoe
cneunduka IIACbMO:  HIOAHCBI COBPEMEHHOW  IMCbMEHHOU
JIOKYMEHTO000pOTa B|KOMMYHUKAIIUH.

COLIMATLHOM paboTe.
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5. Pa3paboTka u BemeHWe HOMEHKIATYphl 1en.| BeimomHeHue
Homenknarypa fen B OpraHu3aii cO CMEIIaHHBIM| MPAKTHYECKHX
OKYMEHTOO0OPOTOM.  MeTOOuKa  COCTaBJICHHUS 3aJaHuH
Opranuzanus JIOKYM p a a
XpaHeHIs! HOMEHKJIATYpPhI IIe: U3Yy4CHUE CcOCTaBa
okyMeHTOB, CpoKH XpaHEHUS OKYMEHTOB.
JIOKYMEHTOB B AOKYM ’ P p AOKYM
[Mopsimox odopmiteHus, COIJIaCOBAHMUS u
JIEeTIOTIPON3BO/ICTBE.
YTBEPKICHUST HOMEHKJIATyPHhI JIe]I.
[MoaroroBka men k mepemade B apxuB. Omwuch
Jenn. DKCIepTU3a EHHOCTH JJOKYMEHTOB.

6. |CoBpeMeHHbIE ba3er ganubix. [lpuwamuner padoter CO/. Omnpoc,
MH(pOpMaNMOHHbIE  |XapakTep MH(GOPMALMOHHON YCIYTH B COLMAIbHOM| IUCKYCCHS
TEXHOJIOTMH B pabore, MHPOPMAIIMOHHO — CIPABOYHBIC YCIYTH,
ACTOLUPOU3IBOACTBE  |oka3piBaeMBbIC COMUATBLHBIME CITYKOAMH.

COIIMATTLHOM PabOTHI.

2.3.3 JIaGopaTopHBbIe 3aHATHS He NPeLyCMOTPEHbI

2.3.4 KypcoBble pa0oThl He NPeAyCMOTPEHBI

2.4 llepeyeHb y4eOHO-METOAMYECKOT0 O0eceYeHUs JJI1 CAMOCTOSATEIbHOH padoThl
00y4aromuXcH Mo JUCUMILITIMHE (MOIYJII0)

[TepedyeHnb yueOHO-METOIUYECKOTO 00ECTICUCHUS TUCIITUTILTAHBI

Ne Bun CPC IO BBITIOJTHEHUIO CAaMOCTOSITENILHOM paOOThI
1 2 3
1 CamocrosTensHoe MeTtoandeckne peKOMEHAANH 110 OPTaHU3AINU 1 BBIITOJTHEHUIO
COCTaBIICHHE Y4eOHOTO CaMOCTOSITETIbHOM PabOThI CTYIEHTOB /171 OaKalaBpOB HAIIPABICHUS
KOHCITeKTa TeMblI (pasnena) [39.03.02 - ComuanpHas paboTa B MarucTPOB HAIIPABJICHHS MTOATOTOBKH
1 HanrcaHue koHcrekTa Ha |39.04.02 - ConmanbHas padora mpotokon Ne 13 ot 10.03. 2021
JICKIIMOHHOM 3aHSITHU
2 [MoxnroroBka k onpocy 1 |MeToar4YecKHe pEKOMEHIAI[H 110 OPTaHU3AIMU 1 BBITOITHEHUIO
IKCIPECC-OTPOCY CaMOCTOSITEIILHOM PabOThI CTYICHTOB JIJIsl OaKallaBPOB HAIIPABICHUS
39.03.02 - CoumnanpHas paboTa ¥ MarucCTpoB HampaBieHHsI TOATOTOBKH
39.04.02 - ConmanbHast pabota nporokon Ne 13 ot 10.03. 2021
3 [MoxroToBka K yyacTuio B |MeToan4YecKHe peKOMEHIAI[H 110 OPTaHU3AIMU 1 BBITOITHEHUIO
IpYIIIOBOM TUCKYCCHU CaMOCTOSITETIbHOM PabOThI CTYICHTOB JIJIsl GaKallaBPOB HAIIPABICHUS
39.03.02 - CounanpHas paboTa ¥ MarucTpoB HampaBieHHsI TOATOTOBKH
39.04.02 - CommanbHas padorta rmpotokon Ne 13 ot 10.03. 2021
4 Pedepar, acce, Tect Meronnueckre peKOMEHJAUNH 10 NPOBEACHUIO CEMUHAPCKUX

3aHATHH, KPYIJIBIX CTOJIOB, JUCKYCCHI: METOJ. PEKOMEHAALUH /
B.B. Epmonenko, /1.B. Jlanckas, M.A. Mupomnauuenko, M.P.
3akapsiH, M.B. Toguka, A.Il. CaBuenko, [[.A. [leTkuHa.
MuHHCTEpCTBO HAyKH U BBICIIEr0 oOpa3oBaHus Poccuiickoit
®denepannn, KydaHckuii ToCcy1apCTBEHHBI YHUBEPCUTET. -
Kpacnopmap: Ky6anckuii roc. yu-T, - 2022. - 87 c.

YyeOHO-MeTOANYECKUE

MaTepHabl Ui CaMOCTOSITEIbHOH pPabOThl OOydalOMIMXCS M3

YHCITa MHBAJIHU/OB U JIMII C OTPAHUYEHHBIMH BO3MOXKHOCTSIMHU 3710poBbst (OB3) mpenocrasisrores
B opMax, aJanTHUPOBAHHBIX K OTPAHUYCHHUSAM HX 37J0POBbS M BOCHPUATHS HH(OPMAITIH:

JUst UL ¢ HapyIICHUSIMH 3PEHUS:

— B [1I€4aTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,

— B (hopMe PIEKTPOHHOTO JIOKYMEHTA,
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— B opme ayamodaiina,

— B IIeyaTHOM GopMe Ha si3bike bpaiins.

JUnst a1 ¢ HapyIIEeHUsIMH CITyXa:

— B TIeYaTHOM ¢opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JIJ1st TUTI ¢ HApyIIEHUSIMH OTIOPHO-IIBUTATEIBHOTO amapara:

— B I1e4aTHOM (opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA,

— B (popme ayamnodaiina.

JIaHHBIN TIEpeYeHb MOXET OBITh KOHKPETH3HPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
00yJaromuxcs.

3. Oopa3oBaTe/ibHbIe TEXHOJOIMH, NMPHMeHsieMble NMPU OCBOEHUM IHCHMIJIHHBI
(MoayJin)

OOpa3zoBarenbHble TEXHOJOTHUH, HCIONb3YEeMble MpPU peaau3allid pa3IU4yHbIX BHJIOB
yueOHOU e TebHOCTH:

— JeKIMM: WHTEPAaKTUBHBIC (IMAJOTOBBIE) M MPOOJIEMHBIE C KOMIIBIOTEPHBIMH
IpE3CHTALUSIMY;

— TPaKTHYECKUE 3aHATUS;

— na0opaTOpHbIE 3aHATHUS: KOMITBIOTEPHAsI MOJICTUPOBAHHE.

Tpaauunonueie 00pa3oBaTeNbHbIE TEXHOJIOTHHU: JIAOOPATOPHBIE, MPAKTHUECKUE 3aHATUS U
JCKIUH.

TexHonorust mpobIeMHOr0 OOydYeHHs: JEeKUHs — MAMCKYCCHs, NpoOJIeMHas JEeKIus,
KOMIIbIOTEpHAs pe3eHTanus. Ha nekuusx u3naratoTcsi OCHOBHbBIE TEOPETHUECKHE MOJI0XKEHUS U
KOHIIETILUS Kypca, JalolIie CTyJeHTaM HH()OpMaIlui, COOTBETCTBYIOILYIO IPOrpaMMe.

3amaya 1a00paTOPHBIX 3aHATUH — pPa3BUTHE y CTYJCHTOB HABBIKOB I10 NPUMEHEHHIO
TEOPETUYECKHUX IOJIOKEHUH K PEIICHUIO0 MpakTHueckuX 3amad. C 3Toil 1menpio pa3paboTaHbI
3aJaHusl JJIs BBINOJIHEHHS J1a00paTOpHBIX paboT. OHU COCTOAT W3 3aJady U YNPaKHEHUIH,
OpPUEHTHPOBAHHBIX HA YCBOEHHE TEOPETHUECKOT0 MaTepuana U YMEHHs €ro HCIOIb30BaTh IS
perieHus 1a00paTOPHBIX 3aJaHUM.

Ha kaxmoM npakTUYecKOM 3aHATUM OTBOJAWUTCS BpeMs UIsl AMCKYCCHM, B KOTOPOM
YYacTBYIOT JOKJIQIUMK, TTOJTOTOBUBIIHNN COOOIICHUE IO KaKOW — JTMOO MPaKTHIECKON Tpodieme
UH(POPMALMOHHBIX CUCTEM U 0a3 JaHHBIX, €ro ONMMOHEHTHI (1 uiaK 2 yenoBeka), MOArOTOBUBIIHE
KOHTPAPTyYMEHTHI, U IPYTHE CTYACHTHI TPYIIIHL.

Hpyras ¢popma opranuzanusi paboThl CTYACHTOB — HalMCAHUE CCe, KOTOPOE MPEICTABIsACT
co0oii HeOOJIBIIIOE HCCIeOBAaHNE KaKoW — JMOO MpoOJIeMbl Kacarolieecs: TEOPUU U MPAKTUKA
UH(POPMALIMOHHBIX CHCTEM M 0a3 JaHHBIX C NPEAJOKCHHEM BapUAHTOB pEUICHUS ITaHHOU
POOJIEMBI.

Jlis OTBETOB Ha WMHIUBUAyaJbHBIE BOMPOCHI, a TaKXKe IS MOMOIIM B MOJITOTOBKE
pedepaTtoB W  HamucCaHWS 3CcCE€  MPEAYCMOTPEHbl  HWHIUBUAYyalIbHbIE  KOHCYJIbTAI[UU
IpernoaBaTers.

Jlisg Ui ¢ OrpaHWYeHHBIMU BO3MOXHOCTSMHU 370POBbsSI MIPEIyCMOTPEHA OpraHu3alus
KOHCYJIbTALIMM C UCIIOJIb30BAHUEM DJIIEKTPOHHOMU IMOYTHI.

4. OueHOYHbIE U METOAHYECKHE MATEPHAJIBI
4.1 OueHoyHble cpeAcTBA ISl TeKYIIero KOHTPOJA  YCHeBAeMOCTH H
NMPOMEKYTOYHOI aTTecTAlNU

OreHouHBIE CpelcTBa MpeJHa3HAueHbl Ui KOHTPOJIS M OLEHKM 00pa3oBaTENbHBIX
JOCTHKEHUN o0yyJaromuxcs, OCBOMBIIINX nporpaMMmy  yd4eOHOH JUCLIUIIIINHBI
«/lenonpou3BoACTBO B COLIMATILHON paboTe».
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OHGHO‘IHBIQ CpCACTBA BKJIIIOYACT KOHTPOJIBHBIC MAaTCpHAJIbl I IMPOBCACHUA TCKYLICTO
KOHTpPOJIA B (popMe MpaKTHUECKUX 3aJaHuid, pedepaTa U MPOMEKYTOUHON aTTecTanuu B hopme
BOTIPOCOB K 3a4€TYy.

OueHo4HbIE CcpeacTBAa Ul WHBAJIWAOB U JIMI] C OTPAaHMYCHHBIMH BO3MOKHOCTSIMU
3JI0pOBbsI BHIOUPAIOTCA C YU€TOM UX MHAMBHUIYaTbHBIX ICHXO(PU3MUECKUX 0COOEHHOCTEH.

— IpU HEOOXOIMMOCTH WHBAIMAAM M JIMIAM C OTPAaHWYCHHBIMH BO3MOKHOCTSIMH
3JI0POBbsI IIPEIOCTABIISIETCS IOTIOTHUTEIBHOE BpeMsl JUIsl OATOTOBKH OTBETA HA HK3aMEHE;

— IpY MIPOBEJICHNUH MIPOLEAYPHI OLCHUBAHUS PE3yIbTaTOB OOYUYCHHS MHBAINIOB U JIHII C
OTPaHUYEHHBIMU BO3MOXKHOCTSIMH 370POBBSI IPEAYCMATPUBACTCS MCIOIB30BAHNE TEXHUYECKUX
CpPEZICTB, HEOOXOMMBIX UM B CBSI3U C X MHIUBHyaIbHBIMU OCOOCHHOCTSMU;

— IpU HEOOXOAUMOCTH JJIs1 00YHAIOIIUXCSI C OTPAHUYCHHBIMH BO3MOXKHOCTSIMHU 3/T0OPOBbS
M WHBAINAOB TMPOIENypa OLEHHBAHUS pE3yIbTaTOB OOYYEHHS 10 JUCHUIUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO ATAIIOB.
[Tpouenypa oreHMBaHMS PE3yIbTATOB OOYYEHUS WHBAJIUIOB U JIUI C OTPAaHUYCHHBIMU
BO3MOXXHOCTSIMH 3JI0POBbsSI 110 JUCHUIUIMHE (MOXYJIO) TPENyCMaTpUBAET IPEIOCTABICHHUE
uHpopManuu B ¢opMax, AJANTHPOBAHHBIX K OrPAHWYEHUSIM HX 3JI0POBbS M BOCIIPHSITHS
uHpOpMaLUu:
JU7st U1 ¢ HapyIICHUSIMH 3PEHUS:

— B [1I€YaTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,
— B (hopMe PIIEKTPOHHOTO JOKYMEHTA.

JUnist a1 ¢ HapyIIEHUsIMH CITyXa:

— B TIeYaTHOM (opme,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA.

Jlnisg Au1 ¢ HapyIIeHUSIMA OIIOPHO-JBUTATEILHOTO amnmnapara:

— B I1e4aTHoO (opme,

— B (hopMe 3JICKTPOHHOTO JIOKYMEHTA.
JIaHHBINA TIepeyeHb MOXET OBbIThb KOHKPETH3HPOBAH B 3aBUCHUMOCTH OT KOHTHHICHTA
oOydJaronuxcs.

CTpyKTypa OlleHOYHBIX CPEICTB IJIsl TEKYIIeld U MPOMEeKYTOYHOI aTTecTalnu

Kon u HanmeHoBanue HaumenoBanue
Ne nHIMKaropa (B PesynbraTbl 00y4yeHus (B COOTBETCTBHHU C II. OLICHOYHOT'O CPEeACTBa
n/n COOTBETCTBUHU C II. 1.4) Texymuii IIpomexyrounas
1.4) KOHTPOJIb aTTecTalus
3HaeT npenMer, coJiepkaHue 1 3a1a4n Ompoc. Bomnpoc Ha 3auer
JIeNIONPOM3BOJICTBA B COLIMAIILHOI cdepe; Pedepar. 1-8, 11, 18,23
NYK-4.1 MECTO U POJIb JOKYMEHTOB B yIIPaBICHUU
CoburoiaeT HOPMBI M | COLIMANIBHOM cepoii Ha COBPEMEHHOM ITalle;
TpeOOBaHMS K yCTHON | HOPMaTUBHO-METOAUYECKYIO Oasy
U INCBMEHHOH JIOKYMEHTAIHOHHOTO 00ECIICUeHHUS
JIeTTOBOM YIIpaBICHUSA
KOMMYHUKAINH, VYMeeT ocymecTBIATh XPaHEHHE U TONUCK
1 MIPUHSTHIC B CTPAaHE | JAOKYMEHTOB; MPABUIIBHO KIACCH(UIMPOBATH
(ax) nzygaemoro nHPOPMAINIO, TOKYMEHTHI B OpTaHU3aINH;
A3bIKa UCIIOJIb30BaTh TEOPETHYECKUE 3HAHMS JUIS
COCTaBJICHUS U 0(OPMIICHHSI JOKYMEHTOB B
OpraHM3alyu
Bnaneer HaBbIKaMK pabOTHI C JOKYMEHTaMHU
(monmydenwue, nepenaya, oopadoTKa, y4er,
perucrpanys, KOHTPOJIb, XpaHEHHE,
cUcTeMaTH3alusl, TOATOTOBKA IOKYMEHTOB sl
Ca4¥ B apXHB, X YHHITOKCHHUE)
NYK-4.3. 3HaeT TeopeTHIeckre U HHPOPMAaIMOHHbIE IIpaktuueckoe | Bompoc Ha 3a4ueT
2 Bribupaer OCHOBBI JIOKYMEHTAIIHOHHOTO 00eCTIeUeHUS 3aIaHne 9,17
KOMMYHHUKATUBHO yIpaBJIeHUs B COLMAIBbHON cepe; TpeOoBaHUA
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MpUEeMJIEMbIE CTUIIb U
cpencTBa
B3aMMOJCHCTBUS B
OOIIIEHHH C
JIeJTIOBBIMU
apTHEpaMH.

K TCKCTY CHy)Ke6HI)IX JAOKYMCHTOB

YMeeT B3aUMOJICHCTBOBATE C KOJUICTAMHU I10
BOIPOCaM JICIONPOU3BOACTBA, COOII0AT
STUYECKUE HOPMbI IOBEJICHUS B
npodeccHoHaBLHOM cpejie

Brnapmeer HaBBIKaMH PaOOTHI C BXOIAIIAMH H
HCXOIAIIMMH JTOKyMEHTaMH, TIONCKA U
pEerucTpanuu JOKyMEHTOB

3HaeT mpaBwiia paboThl, METOIBI U IIpaktuueckoe | Bompoc Ha 3aueT
TEXHUYECKHE CPEJICTBA OpraHU3aI[uU paOOTHI C 3a/1aHne 15, 16, 19, 20
JIOKyMEHTaMHU; crienuduky Gopm J1enoBoro
UYK - 4.4 Bexer oO1ieHus1, mpaBuiia U OPMBI AEITOBOM
JIEJIOBYIO MEPEMUCKY Jepemtcxy
1 HCTIOb3YeT MATOT YMeeT ocyniecTBISATh MUCEMEHHYIO M YCTHYIO
JUI COTpY IHHUCCTBA JIEJIOBYI0O KOMMYHHUKAIIMIO, B T.4. C
B COLHANBHOF 1 HCTIONB30BAHMEM COBPEMEHHBIX
HpodeccHoRaTbHOF nH(OpPMAMOHHBIX TEXHOJIOTUH
chepax Bnaneer HaBBIKaMM COCTABJICHHS
KOPPECIOH/ICHIIUH, PACTIOPSIIUTEIbHBIX U
JIMYHBIX IOKYMEHTOB B COOTBETCTBHUH C
TpeOOBAHUAMH TOKYMEHTOO0O0POTA,
UCTIONIb30BAaHMS YHU(PHUIIMPOBAHHBIX CUCTEM
JTIOKYMEHTAINH
3HaeT TpeOOBaHMSI K TEKCTY OTYETHBIX [Ipaktrueckoe | Bompoc Ha 3ager
WOTIK- 3.1 JIOKYMEHTOB; COCTaB U MpaBua 0(pOpMIICHUS 3a/laHue 6,14,21,22
Cucrematisupyer PEKBH3HMTOB OTYETHBIX TOKYMEHTOB
pe3yIIbTaTHI YMeeT cocTaBisITh 1 0pOPMIIITH Pa3IMIHbIE
npodeccHoHaNbLHON SHAbL AOKYMCHTOB
IEATEIBHOCTH B Bnaneer HaBbIKamMu COCTaBJICHHS OTHETOB MO
chepe commansHoi pe3ynbTaram MnpoQeccHoHaIbHON §
paBOTEL B dopMe JIeSITENIFHOCTH B c(epe colnabHOM paboThl B
OTUCTOB. COOTBETCTBUH C HOPMAaTUBHBIMHU
TpeOOBaHUSIMH U C HCIIOIb30BAaHUEM
COBPEMEHHBIX CHCTEM HJIEKTPOHHOTO
JIOKyMEHTO000pOTa
VIOTIK - 3.2 3HaeT OCHOBHEIE TpeOOBaHUS K 0(OPMIICHHIO Ompoc Bormpoc Ha 3auyeT
I T YIIPABJICHISCKUX TOKYMEHTOB 24, 25
pe3yniiii£?]:;§f}mﬁ YMeieT Ha HAyYHOW OCHOBE OPTraHHU30BBIBAThH
U IPAKTUYECKON CBOM TPyA >
ICATEBHOCTH B Brnaneer HaBbIKAMH paboTHI ¢ HAyYHOH
(bopMe TyGIHTHEX JIUTEPaTypOH, HOPMATUBHBIMHU AKTaMH,
BLICTYTUICHHA W/WTH CTaH/apTaMHM; CIIOCOOHOCTBIO TIOMCKa
e — nHpopManuu ISt COCTaBIICHUS OTYETOB 110
pe3ynbTaTram npoQeccHoHaIbHON
JIeSITEJIFHOCTH B c(epe connatbHOi padoThI
UIIK-2.2. 3Haet npasuia oopMIICHHS TOKYMEHTALUH, IIpaxtuyeckoe | Bompoc Ha 3auer
Odopmiser HEOOXOANMOH ISl TIPEOCTABIICHUS MEp 3a/laHue 9-13
JIOKYMEHTAIHIO, COLMATBHON 3aIIUTHI

HEOOXOTUMYTO IS
MIPEIOCTABIICHUS MEP
COIIMAJIbHOM 3aIlIUTHI.

YMmeer opopMIIATh JOKYMEHTAITHIO,
HEO0OXOIUMYIO JIJISl IPEOCTABICHUS MEP
COLIMAJIbHOM 3aIUThI

Biageetr HaBbIKaMU 0OPMITCHHUS
JIOKyMEHTAIUH, HEOOXOAUMOMN s
TIPEIOCTABJICHUS MEP COITMATLHOMN 3aIUThHI

TunoBbie KOHTPOJBbHBIC 3aJlaHUA WJIH HHbBIC MaTepHabl, HCOﬁXO[H/IMbIe JJISA
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OLICHKM 3HAHWIi, YMEHUil, HABBIKOB H (MJH) ONBITA [EATEJbHOCTH, XapaAKTEePHU3YHIIHX
sTanbl GoOpMHUPOBAHUA KOMIIETEHIUII B MpoLecce 0CBOEHNsI 00pa30BaTeJIbHOM MPOrpaMMbl




Tema 1 IlpumepHbie BONPOCHI s onpoca «OCHOBHbBIE MOHATUS AEIONPOU3BOACTBA.
Pa3zButne npeacraBnenuii o qokymeHTe. JJOkyMeHT B COIMAIbHOM paboTe
1. DBoTIOIMS IETONPOU3BOICTBA B COITMabHOM cepe B Poccun u 3a pydoexom
. I/ICTOpI/IH periraMCHTAllUN JCJIOIPOU3BOJACTBA.
. IIpukasHoe 1enonponu3BoICTBO.
. Konnexckoe nenonponsBoacTBo.
. MuHHCcTEpCKOE AEIONPOU3BOIACTBO.
. Ocobennoctu aenonpousBoactsa B 1917 -1990 rr.
. OcoOeHHOCTH COBPEMEHHOTO JISTIONPOU3BOJICTBA B COLMATBHON paboTe.

~N N L W

Tema 2 IlpumepHblie Tembl pedepaToB «3aKOHOJATEIBHOE M HOPMAaTHBHO-
METOAMYECKOE PETYIUPOBAHUE JJOKYMEHTALMOHHOTO 00€CIIeUEHUs YIIPABICHHUS B OpraHU3alUsaX
COLMAIIbHOM cepbi»

1.HopmatuBHO — mpaBOBas U MeTOANYECKas Oa3a COBPEMEHHOTO JICIONPOU3BO/ICTBA.

2. CoBpeMeHHasi HOpPMaTUBHO-MeToAn4Yeckast 0a3a JOKYMEHTAIlHOHHOTO OOecreYeHus
yIpaBJICHUS] OPraHMU3aLUsSIMHU B COIIMATIBHOM cpepe U ee HeAOCTATKH.

3. Anroput™ pa3zpaboTku mosoxxeHus o cayxoe JJOVY.

4. OcobeHHOCTH pa3pabOTKU UHCTPYKIIUH TI0 JCIOMPON3BOACTBY B OPTaHU3AIIHH.

5. [Mopsaok pa3paboTKH TOJKHOCTHBIX HHCTPYKITUH.

Tema 3 [Ipumep npakTuyeckoro 3agaHuss «CoBpeMEHHBbIC TPEOOBAHUS K COCTaBY M
0(OPMIICHHUIO TOKYMEHTOBY

3ananue 1 «PeKBU3UTHI JOKYMEHTA

Co3maiite  Ha  KOMIBIOTEpe ONaHK MHUCbMa  OTAENa  CONMAIBbHOW  cepbl
agMuHucTpanuu L{eHTpasibHOr0 BHYTPUTOPOACKOTO OKpyra T. KpacHomapa, coOmtonas mpaBuiia
PAcCIIOIOKEHUST HEOOXOIUMBIX PEKBU3UTOB.

Tema 4 Ilpumep npakTuueckoro 3agaHuss «OCHOBBI JTOKYMEHTOOOOPOTA: MPUHITUIIBI
opraHu3zaiuy, cnenrduka JOKyMeHTO000pOTa B COLMANBHOM padoTe»

3amanue 1 «Pabota ¢ obparieHueM rpakKaan»

A) O3HakOMHUTBbCA C TpaBWIAMM COCTaBJIECHMsI TIpakJaHaMH pa3JIMYHBIX BHJOB
obOparneHui

b)  CamocrosTenbHO COCTaBUTH OOpalleHHe B OpraHbl COLMAJIBHON 3aIIWTHI,
co0JTr0/1as1 pacroyIoKeHNE HEOOXOAMMBIX PEKBH3UTOB

B) OOwMmeHsBIIUCH C OAHOKYPCHHKOM OOpAIllCHHUSMH,  HPOBEPUTH MPABUIBHOCTD
o opMIIEHHUS €r0 JOKYMEHTAa U COCTaBUTh OTBET.

Tema 5 Ilpumep mpakTuuyeckoro 3aganusi «OpraHuzanus XpaHeHUs HOKYMEHTOB B
JIETIOTPOU3BOJICTBEY

3amanne 1 «Pa3paboTka u BeJieHUE HOMEHKIIATYPHI 1T

CocTaBbTe HOMEHKJIATYPY JHel JUIsi BBIOPAHHOW OpraHW3alliu COIMAIBHON cdepsl,
pykoBoacTBysch TpeboBanust ['OCT, cranmaptoB u IlepeueHeM THIIOBBIX YIIPaBICHYECKUX
APXUBHBIX JOKYMEHTOB, 00pa3yrOIIUXCs B MPOIIECCe ACITeIbHOCTH TOCYIapCTBEHHBIX OPTaHOB,
OpraHOB MECTHOT'O CaMOYIIPABJICHUS W OpPraHMU3allMil, C YKa3aHHEM CPOKOB MX XpaHEHHs» (YTB.
[Ipukazom Pocapxusa ot 20.12.2019 Ne 236).

Tema 6 IIpumepHbie Bompochbl AJsi ompoca «CoBpeMeHHbIE HH(DOPMAIIMOHHBIC
TEXHOJIOTHH B JIEJIOMPOU3BOJCTBE COLUATBHON PabOTHI»

1. ba3el JaHHBIX B COIMATBHON padoTe.

2. Ipunamuns: padoter CO/I.
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3. Xapakrep WH(GOpPMAIMOHHON YCIYI'M B COLHMaNbHOW pabore, MHYOPMAIMOHHO —
CIIPaBOYHBIC YCITYTH, OKa3bIBaEMbIE COLIMATBHBIMU CITY)KOaMn

Bomnpocsl 11 MOATOTOBKH K 3a4eTy

1. Pa3zButue npencrtaBieHUid O AOKyMeHTE. Poilb JOKyMeHTa B KM3HM YE€IOBEKa U
oOmiecTna.

2. JloKyMeHTalMoOHHOE OOeCIeYeHHe YNpaBICHUS KaK BaXHeHmas QyHKUus
yIpaBJIeHUS, €€ MECTO CpPeiu APYTUX YIPABICHYECKUX (YHKIIHM.

3. TloHsATHS  «IOKYMEHT», «HOCUTENh HWH(POPMALUK»,  «IOKYMEHTHPOBAaHHAs
uHopMaIus.

4. Hcropuyeckuil ONBIT OpraHU3allMM  JOKYMEHTUPOBAaHUS  YIPaBICHUYECKON
JIEATEIIbHOCTH B TOCYIApCTBEHHBIX yupexkaeHusx Poccun 1970-e-2000-¢ .

5. ®@enepanbHblii 3aKk0H Poccuiickoit ®eneparyu ot 27 utong 2006 r. N 149-03 «O6
uHpopMaluy, HHQOPMALMOHHBIX TEXHOJOTUAX U O 3aluTe HH(POpPMALUM»: OCHOBHbBIE
IIOJIO’KEHUSI.

6. OTBETCTBEHHOCTh 3a HENPAaBOMOYHBIE  JICMUCTBHS C  JOKYMEHTaMH B
aJMUHUCTPATUBHOM, YTOJIOBHOM U TPYILOBOM Kozaekcax Poccuiickon denepanuu.

7. OBonouMs AOKYMEHTAIIMOHHOTO O0ECNedYeHUs YIpaBiICHUs] B Pa3IUYHbIC MEPHOIbI
ucropuu Poccun.

8. denepanbHOE 3aKOHOIATENLCTBO 00 opranm3anuu JIOY, TpeboBanus yHUPUKAIHT 1
CTaHJapTU3aALUU.

9. Vaudunuposanusie cucteMbl gokymeHtaruu. ['OCT P 7.0.97-2016 «Cucrema
CTaHJApTOB MO HH(OpMaruy, OUOIMOTEUHOMY M H3JAaTeNbCKOMY aeny. OpraHu3annoHHO-
pacnopsiAUTENbHAST TOKYMEHTALUS.

10. XapakTeprcTuKa OCHOBHBIX BUJIOB JOKYMEHTOB B COLIMANBHOM cdepe.

11. MexnyHapoaHbIE U HallMOHAJIbHbBIE CTAHJIAPTHI B PErYJIUPOBAHUU HH(OPMALIMOHHO -
JIOKYMEHTAITMOHHOTO 00ECTIeUYeHHsI YIIpaBICHUSI.

12. OcHOBHBIC HampaBJICHUS COBEPIICHCTBOBAHHUS cocTaBa M (OPM JOKYMEHTOB B
conuanbHOM cdepe.

13. Bunbl n0OKyMEHTOB (pacmopsiauTeNbHBbIC, OpraHWU3AMOHHBIEC, HH(HOPMAIIMOHHO-
CIIPaBOYHbBIC) U UX XaPAKTEPUCTUKH.

14. IlepeyHu OKYMEHTOB C THUIIOBBIMM CPOKAMHU XpaHEHHS. 3HAYCHHE NEpeYHEH U
NOPSIOK UX IPUMEHEHUS B ACIONPOU3BOICTBE.

15. OpranuzanuoHHbie (GOPMBI JETONPOU3BOACTBA. X 3aBUCHUMOCTH OT CHEIU(UKH U
OpPraHU3aLMOHHOMN CTPYKTYPBI YUPEKIACHUS.

16. /lenoBoe MUChbMO: HIOAHCHI COBPEMEHHOUN MUCbMEHHON KOMMYHUKAIWH.

17. IlpaBuia opranu3anuu JOKYMEHTO000pOTa OpraHnu3aluu COIMATIBHOM chephl.

18. lokyMmeHTO000pOT KaK 3 (PEeKTUBHBIH MHCTPYMEHT ONTHUMH3ALNUH YIPABICHYECKUX
peleHui.

19. TexHomorust paboThI C OOpAIICHUSIMHU TPAXKIaH B JACIOMPOU3BOCTBE OpraHU3AIIIH.

20. TpeGoBaHus 3aKOHOATENBCTBA K OPraHU3AIMK PaOOThI ¢ OOPAIICHUSIMU TPAXKIaH.

21. HomenknaTtypa aen, €€ 3HaueHHe, BUJIbl HOMEHKJIATYpP JIe]l, METOJIMKA COCTaBJICHUS
HOMEHKJIATYp AEJI.

22. llonsATHE «3KCIEpPTU3bl LIEHHOCTW» JOKYMEHTOB B JEJIONPOU3BOJACTBE, 33aJayd U
HOPSIOK MPOBEACHNUS.

23. OcHoBHble modoxkeHus HarmumonansHOW mnporpammsl  «l{udpoBas sxoHOMEKA
2024 r.». TenaeHIUU pa3BUTHUS SJICKTPOHHOTO JOKYMEHTOO00POTA.

24. TlpaBoBOl CTaTyC JJIEKTPOHHBIX JOKYMEHTOB, 3aKOHOJATEIHHOE W HOPMATHUBHOE
peryaupoBaHUe WCHOIb30BAHUS IJIEKTPOHHBIX JOKYMEHTOB. DJEKTPOHHbBIE JOKYMEHTHI M 0a3bl
JAaHHBIX B COLMATILHOM cdepe.

25. XapaKTepuCTHUKA PHIHKA aKTYaJIbHBIX CUCTEM JIEKTPOHHOTO JOKYMEHTO000POTA.
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4.2 Metoanuyeckue MaTepuaibl, onpeaesiiomne Npoueaypbl OLeHUBAHUS 3HAHUIA,
YMeHHil, HaBbIKOB W (WJIH) ONbITA JAeSTEJbHOCTH, XAPAKTEPHU3YIOIIUX IJTalbl
¢dopmupoBaHuss KOMIIETEH U

MeTtoauyeckue peKOMEHJAIMM, OMNpeleJsiloIHe NPOLHeAYPbl OLCHHMBAHUS Ha
3ayere:

«3auTeHO» - BBICTABISETCA CTYIEHTY, €CIIM CTYJCHTOM JaH IOJIHBINA, Pa3BepHYTHIN
OTBET, MI0KAa3aHO YMEHHE MTPOAHATU3UPOBATh CUTYALIUIO, CAMOCTOSITENILHO BBIUJICHUTh U OIUCATh
BO3MOXHBIE €€ pelIeHHUs; yMEHHe 0000marb HHPOpPMALHUIO, MONy4yaeMyl0 W3 pa3HbIX
UCTOYHUKOB. B oTBeTe mpociexkuBaercs yeTkas CTPYKTypa, JOrMuyecKasl Mociae0BaTeNbHOCTbD,
OTpaXKaroIlasl CyLUIHOCTb PACKPBIBAEMBbIX IIOHATHUM, TEOPUH, SIBJICHUMN.

«He 3auTeHo» - BBICTaBJIAETCS MPHU OTCYTCTBMM YETKOTO U IMOJHOro orBeTa. Jlormka n
[IOCJIEI0BATEIbHOCTD M3JIOKEHUSI HapylleHbl. OTMedaeTcsi He3HaHHE B PACKPHITHHM IOHSATHH,
ynorpebnennu  TepMuHOB. OOydwaromuiics HE CIOCOOCH CaMOCTOSATEIBbHO  BBIJCIHTH
CYILIECTBEHHBIE U HECYILECTBEHHBbIE INPU3HAKM M INPUYMHHO-CIICIACTBEHHBIE CBA3M. B oTBeTe
OTCYTCTBYIOT BbIBOJIbl. ¥ MEHHE PACKPBITh 3HaU€HNE 0000IEHHBIX 3HaHUI HE MIOKA3aHO.

MeTtoauyeckue peKOMEHAANMH, ONpeNe/Aole MPoleIypbl  OLEHUBAHHA
pedepara:

OrneHka «OTIMYHO» — BBIMIOJIHEHBI BCe TPeOOBaHUS K HANTMCAHWIO W 3amuTe pedepara:
obo3HaueHa mpobiemMa U 000CHOBaHA €€ aKTyaJbHOCTh, CACIAH KPATKUM aHAIM3 Pa3IMYHBIX
TOYCK 3pCHUSA Ha pacCMaTpuBACMYIO Hp06neMy 1 JIOTUYHO H3JI0KCHA COGCTBCHH&SI IIO3UIINA,
chOpMyNIMpOBaHbl BBIBOJBI, TE€Ma pPAaCKpbITa IOJHOCTBIO, BbIAEpKAH OO0BEM, COOIIOACHBI
Tp€6OBaHI/I$I K BHCIIHCMY O(bOpMJ'IeHI/IIO, AaHbl TIPAaBHUJIBHBIC OTBCTHI Ha [JOIMOJIHUTCIILHBIC
BOIIPOCHI.

OreHKa «X0poII0» — OCHOBHBIE TPpeOOBaHUS K pedepary U ero 3alluTe BBIIOIHEHBI, HO
IIPU ATOM JIOMYIICHBI HE0UEThl. B 4acTHOCTH, UMEIOTCS HETOYHOCTH B M3JIOKEHUU MaTepHana;
OTCYTCTBYET JIOTHUECKasl IOCJIECAOBAaTEILHOCTh B CYXKACHUAX; HE BbLIEpKaH 00beM pedepara;
UMEIOTCSl yINylleHusT B O(QOpPMIIEHHWHU; Ha JOIMOJIHUTENbHbIE BOMPOCHl MpPH 3allUTe JaHbl
HCEIIOJIHBIC OTBECTHI.

OrneHka «yI0BJIETBOPUTEIBHO» — UMEIOTCS CYHIECTBEHHbIE OTCTYIUICHUS OT TpeOoBaHMIA
K MUCbMEHHOH paboTte. B yacTHOCTH, TeMa OCBeleHa JIUITh YaCTUYHO; TOMYIICHBI (DaKTHUECKUE
OIIMOKK B COJAEpP)KaHUU pedepara WIH MPU OTBETE Ha JOMOJHUTENbHBIE BOIMPOCHI; BO BpeMs
3alIUTBI OTCYTCTBYCT BBIBO.

OneHka «HEYIOBJIETBOPUTENLHO — TeMa pedepara HE pacKpbiTa, OOHapyKHUBaeTCs
CYIIIECTBEHHOE HEMOHUMAaHUE TPOOJIEMBI.

MeTtoanyeckue PpeKOMEHIAlUHM, ONpeAesioOlde TNpPoueAypbl  OLEeHUBAHUSA
pe3yJIbTATOB JTHCKYCCHH:

O1eHKa «OTJIIMYHO» — CTYJICHT SICHO U3JI0XKHJII CYTh 00CYKJaeMOi TeMBbI, IPOSIBIII JIOTUKY
U3JIOKEHUS MaTepuayia, MPeJCTAaBMII apryMEHTAalWIo, OTBETHJI Ha BOMPOCH YYAaCTHHUKOB
JTCKYCCHH;

OmeHKa «XOpOIIO» — CTYIEHT SICHO U3JIOKUII CYTh 00CYKIaeMOI TeMBI, IPOSBUII JIOTHKY
U3JI0KEHUsI MaTepuasia, HO HE MPEACTaBWJI apTyMEHTAIMI0, HEBEPHO OTBETHJ Ha BOIPOCHI
YYaCTHHKOB JUCKYCCHH;

O1eHKa «yZOBJIETBOPUTEIBHO» — CTYACHT SCHO M3JIOKMI CYyTh OOCYX/IaeMOW TEeMbI, HO
HE TPOSBUII JTOCTATOYHYIO JIOTUKY HM3JIOKEHHS MaTepHaia, HO HE MPEACTaBHJ apryMEHTAIHIO,
HEBEpHO OTBETWJI Ha BONPOCH YYAaCTHUKOB IUCKyccuH; OLEHKa «HEYJOBJIETBOPUTEIBHO» —
CTYyZIEHT IUIOXO TOHMMAeT CyTh OOCY)XJaeMOW TEeMbl, HE CMOT JIOTUYHO M apryMEHTHPOBAHO
y4acTBOBAaTh B OOCYKICHUU.

MeToauuyecKue PEKOMEHAAIIUH, ONPECACTAAIOIIMEC ITPOUCAYPbI OICHUBAHUA OIIpoca:
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OneHKa «OTIMYHO» — OTBEThl Ha IIOCTABJICHHBIE BOMPOCHI M3JArarOTCs JIOTMYHO,
MOCNIEZ0OBAaTEIbHO M HE TpeOyIOT JOMOJHUTENbHBIX mosicHeHuil. [lomHo packpbiBatoTCs
MPUYUHHO-CJICICTBEHHBIC CBSI3M MEXKIY SBICHUSMHU U COObITUSMH. [lenaiorcs 00OCHOBaHHBIC
BBIBOIBI. COOTIOAI0TCS HOPMBI JTUTEPATYPHOU peyH.

OueHka  «XOpomio» —  OTBEThl Ha  IOCTaBJIEHHBIE  BOIMPOCHI  H3JIArarTCs
CHUCTEMAaTU3UPOBAHO U MOCIEAOBATENbHO. Martepuan wu3maraeTcsi YBEPEHHO. PackphITsl
MPUYUHHO-CJICICTBEHHBIC CBS3M MEXKIY SIBICHUSMU U COOBITHSAMU. JleMOHCTpHUpYeTCsS yMEHUe
AQHAJIM3UpPOBAaTh MaTepuand, OJHAKO HE BCE BBIBOJABI HOCIAT AapryMEHTHUPOBAHHBIA H
JoKa3aTenbHbIi xapakTep. CoOMI01al0TCsl HOPMBI JIUTEPATYPHON PEUH.

OueHka  «yJOBJIETBOPUTEIBHO» — B  OTBETE  JOIYCKAIOTCA  HApPYIICHHUS B
MOCJIEIOBATEIbHOCTH H3J10KeHUsl. HemoaHo packpbIBalOTCS MPUUMHHO-CIIEICTBEHHBIE CBSI3U
MEXy SIBJICHUAMU U COOBITUAMHU. J[eMOHCTpUPYIOTCS MOBEPXHOCTHBIE 3HAHMS BOIPOCA, C
TPYIIOM pemiaroTcs KOHKpeTHble 3anauu. MMmeroTcs 3aTpyaHeHus c BbiBojamu. [lomyckatorcs
HapyILIEHUs HOPM JINTEPAaTypPHOU PEUH.

OueHka «HEYIOBIETBOPUTEIBHO» — MaTepual H3JIaraeTcsi HEemocIeAoBaTeNbHO,
COMBYMBO, HE TMPEICTABISACT OMNPEACICHHOM CHUCTEMBbl 3HAaHWN 10 auciumuHe. He
PAcKpBIBAIOTCST TPUYMHHO-CICACTBCHHBIE CBSI3M MEXKIY SBICHUSMU U CcoObITUsMU. He
INPOBOJAWUTCA aHanu3. BbIBOAbl OTCYTCTBYIOT. OTBETBI Ha JIONOJHUTENIBHBIE BOIPOCHI
OTCYTCTBYIOT. IMEIOTCSl 3aMETHBIE HAPYILICHUS] HOPM JIMTEPATYPHOU PEUH.

5. IlepeyeHb OCHOBHOW M [IONOJIHUTEJBHON Y4eOHOW JMTepaTyphbl,

HEe00X01UMOI1 1JI1 OCBOCHUSA TUCHMILIMHBI (MO1YJIA)

[Teuarnsie n3nanus, BkiaodeHHbie B PIIJI, oTpakensl B 3neKTpoHHOM KaTtajore HayuHoit
oubmuorekn KyOI'Y mo aapecy: http://megapro.kubsu.ru/MegaPro/Web u cooTBeTcTBYIOT
HOpMaM 00€eCIIeueHHOCTH JUTEpaTypou COTJIACHO orocC BO 3++.
B nmepedeHp BKIIOYEHBI TOJIBKO HEOOXOAMMBIE Ml U3y4eHHUs auciuiuimHbl  ObC,
npodeccuoHanbHble 0a3bl JAHHBIX, WH(POPMALMOHHBIC CIPAaBOYHBIC CHCTEMBI, pPECypCHI
CBOOOMHOTO JOCTyma, COOCTBEHHBIC JJIEKTPOHHBIE OOpa3oBaTeNbHbIE W WH()OPMAIMOHHBIC
pecypcnl KyoI'VY.

5.1 YueOHas muTeparypa:

1. lyBanoBa, H. H. Opraauzanust ¥ TEXHOJOTHS ITOKYMEHTAIIHOHHOTO OOCCTICUCHHS
yhpaBiieHUs: Y4eOHMK M mpakTukyMm i By3os/ H. H. IllyBamoBa. — 2-e¢ u3a., mepepal. u
non. — MockBa: MsmarensctBo FOpaiit, 2020. — 265 c.— (Bwicmiee o0OpazoBanue). —
ISBN 978-5-534-12358-6. — Tekctr: »anektponnsni // OBC HOpaiit [caiiT]. —
URL: https://urait.ru/bcode/451066

2. XomoctoBa, E.W. YmpaBnenue B comuanpHOM paboTe: ydeOHUK i BY30B /
E. 1. Xonocrosna, E. U. Komapos, O.T. IlpoxopoBa; OTBETCTBEHHBIN penakTop
E. . XonocroBa, E. U. Komapos, O.I'. IIpoxopoBa. — 2-¢ u3za. — Mocksa : M3narenbcTBO
FOpaiit, 2020. — 319 c. — (Bericmee ob6pazoBanue). — ISBN 978-5-534-01271-2. — Texkcr:
anextporHsii // DbC FOpaiT [caiit]. — URL: https://urait.ru/bcode/449886

3. Jloponmna, JI. A. OpraHm3aiys ¥ TEXHOJIOTHS JOKYMEHTAI[MOHHOTO OOCCIICUCHHS
yOpaBieHHUs: y4eOHWK © mpakTukym st By3oB/ JI. A. Jloponwna, B. C. HputukoBa. —
Mocksa: M3parensctBo FOpaiit, 2020. — 233 c. — (Bricmee oOpa3oBanue). — ISBN 978-5-
534-04568-0. — Tekcr: AJICKTPOHHBIN /! 9BC Opaiit [caiT]. —
URL: https://urait.ru/bcode/450483

I[JBI OCBOCHU JUCHUIUIMHBI MHBAJIMLJAMHA U JIMIAMU C OTPaHUYCHHBIMH BO3MOXKXHOCTAMU
300pPOBbEA UMCIOTCA U3JaHUA B 3JICKTPOHHOM BH/IC B 3HeKTp0HH0-6I/I6J'II/IOTCLIHI)IX CHUCTEMaAXx.
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5.2. llepuoanyeckasi JUTEPATypa
[leyaTHble mepuogMUECKHe HM3MaHHA BXOIAT B «llepedeHp MEYaTHBIX MEPHOIUIECKUX

U3JIaHul, XPaHALMXCS B ¢donne Hayunoit O6ubnuoTeKu KyoI'Y»
https://www.kubsu.ru/ru/node/15554, W/WIW  DJIEKTPOHHBIE TEPUOJAMYECKUE HW3JaHUs, C
yKa3aHHUeM aJipeca caiiTa AJIEKTPOHHOW BEPCHUU KypHaia, U3 0a3 JaHHBIX, JOCTYN K KOTOPBIM
umeet KyoI'Y:

1. bBaser pmanmnbix kommanun «MBUC» https:/eivisou/ 2. DnekTpoHHas OuOIHOTEKa
GREBENNIKON.RU https://erebennikon.ru/
5.3. UHTepHeT-pecypchbl, B TOM YHCJIe COBpeMeHHble NpodeccuoHAIbHbIE 0a3bl
JaHHBIX U HH(POPMALIMOHHBbIE CIIPABOYHbIEC CHCTEMBI
OnekTpoHHO-0ubMoTeunbie cuctemsl (OBC):
1. O6pazosatenshas matdopma «FOPATy https://urait.ru/
2. 9bC «YHUBEPCUTETCKASI BUBJIMOTEKA OHJIAMH» http://www.biblioclub.ru/
3. OBC «BOOK.ru» https://www.book.ru
4. ObC «ZNANIUM.COM» www.znanium.com
5. 9BC «JIAHb» https://e.lanbook.com
[podeccuonanbHblie 6a3bl JAHHBIX
. Bupryanbnblif untansHbii 3an Poccuiickoit rocynapctBenHoi oudmauotexu (PI'B) https://Idiss.rsl.ru/;
. Kypnan «Ycnexu pu3ndeckux HayK» (3JeKTpOHHAs Bepcus) https://ufn.ru/;
. MUAH. [ToHOTEKCTOBAsT KOJUIEKITUS MaTeMaTHIECKUX KypHaoB http://www.mathnet.ru/;
. KXypnan «KBanToBas 3neKTpoHHKa» (3J€KTpoHHAast Bepcus) https://quantumelectron.lebedev.ru/arhiv/
. Hayunas snexrponnas 6ubnuorexka eLIBRARY.RU (HOB) http://www.elibrary.ru/;
. HarnonasnpHas anekTpoHHas oubnroTeka https://rusneb.ru/;
. Ilpe3unentckas oudbnmuoreka uM. b.H. Enpumna https://www.prlib.ru/;
BJ CSD-Enterpris KemOpmmxkckoro 1eHtpa kpucrawwiorpapuyeckux aaHueix (CCDC)
https://www.ccdc.cam.ac.uk/structures/;
9. BA  KkypHaloB 1O  pa3IM4yHBIM  oTpaciusiM  3HaHuii  Wiley  Journals  Database
https://onlinelibrary.wiley.com/;
10. BJ] eBook Collection (SAGE) — https://sk.sagepub.com/books/discipline;
11. TloaHOTEKCTOBas KOJUICKIIMSA JKYPHAJIOB KOMITAHHH AMEPHUKAaHCKOTO (H3UYECKOro o0IecTBa
American Physical Society (APS) https://journals.aps.org/about;
12. BJ] marentHoro noucka Orbit Premium edition (Questel) https:/www.orbit.com/;
13. Pecypcer Springer Nature (KypHaybl, KHUrH): https://link.springer.com/ https://www.nature.com/
https://experiments.springernature.com/sources/springer-protocols http://materials.springer.com/
14. ApxuBBl HaydHBIX JXKypHaJoB Ha Poccuiickoil mmatdopme HaydHbix >xypHamoB HOWKOH
http://archive.neicon.ru/;
15. YuuBepcurerckas uadpopmarponnas cucrema POCCHUS (YUC Poccus) http://uisrussia.msu.ru/;
16. "Jlektopuym TB" - Bugeoneknuu Beaymux jektopos Poccun http:/www.lektorium.tv/;
17. BJ] SciFindern (CAS) (onnaifH-cepBUC JuIsi TIOMCKAa WH(POpPMANMK B OOJIACTH XMMHUHW, OMOXVIMHH,
XUMAYECKOH HHXEHEPUH, MaTepHAaIOBEICHUS, HAHOTEXHOJIOTUH, (DU3NKHU, T€OJIOTUH, METAIUTYPTHA U JIP.)
https://scifinder-n.cas.org/;
18. Freedom Collection — momTHOTEKCTOBas KOJUICKIHS AJIEKTPOHHBIX JKyPHAJIOB MO PAa3IMYHBIM OTPaCIIsiM
3HaHui n3garenscTBa Elsevier https://www.sciencedirect.com/;
19. B/l Academic Reference (CNKI) (emnHas mowckoBas IuiatrgopMa IO HAYIHOMCCIICIOBATCILCKAM
padoram  KHP.  Tematnka  TOKpBIBa€T  BCE  OCHOBHBIC  JUCIUIUIMHAPHBIC  OOJIACTH
https://ar.cnki.net/ ACADREF.
HNudopmannoHHbie cIPaBOYHbIE CHCTEMBI
1. KoncynbranT [lnroc - cnpaBovHas mpaBoBasi cUCTeMa (JIOCTYH IO JIOKATbHOH CETH C KOMITBIOTEPOB
OMOIMOTEKN)
Pecypcel cBOGOIHOTO AOCTYyTIA
1. KubepJlenunka http://cyberleninka.ru/;
2. AMepuKaHCKas MaTeHTHast 0a3a JaHHBIX http://www.uspto.gov/patft/
3. MunucTepcTBO HayKH u BBICIIIETO obpazoBaHus Poccuiickoi ®denepanuu
https://www.minobrnauki.gov.ru/;
4. ®enepanbuelii mopran "Poccuiickoe odpazosanue” http:/ www.edu.ru/;
5. Enunas xomnekius nudpoBeIX o0pa3oBateiabHBIX pecypcoB http://school-collection.edu.ru/ .
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6. Ilpoext I'ocymapcTBeHHOTO WHCTUTYTa pycckoro si3bika mmeHun A.C. Ilymkuna "OOpa3oBanue Ha
pycckom" https://pushkininstitute.ru/;

7. CnpaBouHO-uH(OpMaMOHHBINA TopTan "Pycckwuii si3p1k" http://gramota.ru/;

8. Cnyx0a TeMaTHYECKUX TOJIKOBBIX clioBapeit http:// www.glossary.ru/;

9. CrnoBapu u sHIMKIONeUH http://dic.academic.ru/;

10. O6pazoBaTenbHbIi TopTan "Yuebda" http:// www.ucheba.com/.

CoOcTBeHHBIE JIeKTPOHHBIE 00pa3oBaTeJbHbIe H HH(pOpManHOHHBIe pecypcsl KyoI'yY

1. DnexTponusIi kaTaor Hayunoit 6monnorexkn Kyol'Y http://megapro.kubsu.ru/MegaPro/Web

2. DnexTpoHHas 6nbInoTeKa TpyaoB yuaeHbx Kyol'y

http://megapro.kubsu.ru/MegaPro/UserEntry? Action=ToDb&idb=6

3. OTKpBITas cpeaa MOAYIEHOTO quHamudeckoro ooydenus KyOol'Y https://openedu.kubsu.ru/

4., bBaza y4eOHBIX IUIAHOB, Y4YCOHO-METOAWYECKHMX KOMIUICKCOB, INyOJUKalMi ¥ KOH(EPECHIUH
http://infoneeds.kubsu.ru/

5. OnexTponHbI apxuB qokymeHToB KyoI'Y http://docspace.kubsu.ru/

6. Meroauueckue ykKa3aHusi s O00yYalIIMXCH IO OCBOEHHIO JUCUHUILIMHBI
(Moxyis)

[Ipu ocymecTBiaeHnn y4eOHOI pabOTBI MO OCBOCHHIO Kypca HCIOJIB3YIOTCS
COBpPEMEHHbIE oOpa3oBaTeNbHbIE METOJIUKH (uHpOPMAIIIOHHO-KOMMYHHKAITUOHHbBIE
TEXHOJIOTHH, UCCIIEIOBATEICKHE METO/IbI, MPOOIEMHOE O0yUeHUE H . ).

B yuebGHOM mporiecce MpUMEHSIIOTCSI aKTUBHbIE U MHTEPAKTUBHBIE (POPMBI MPOBEACHUS
3aHATUH (METOJ MPOEKTOB, METOJ MIOMCKA OBICTPBIX PElIeHUH B rpymme u ap.). [Ipennonaraercs
MPOBEICHUE WHTEPAKTUBHBIX JIEKIIMH C MYJIbTUMEAUHHON CHCTEMOW, OOCYXICHHUE CIIOKHBIX
po0JieM U JTUCKYCCHOHHBIX BOIIPOCOB.

Jis riy6oKoro u3y4eHus JUCIUILIMHBI HACTOSITEIbHO PEKOMEHAYETCSI:

— CHCTEMAaTHUYECKH T'OTOBUTHCS K MPAKTUYECKUM 3aHSATHUSAM IO YIEOHBIM MOCOOHUSM, HAyYHBIM
CTaThsIM B KypHanax Mpo(ecCHOHANBbHOM TEMaTHKH, a TaKKe HCIOJIb30BaTh OduUIIMaIbHbIE
pecypchl HayuyHOU HHpOpMaIuu B cetu HTepHeT;

— CBOEBPEMEHHO BBITIOJHATH MPAKTHUECKUE 3aJaHus U pedepar.

CamocTtosTenpHas padoTa CTyJeHTa - OJIUH U3 BOKHEUIINX JTAOB B MOATOTOBKE CIICIIUATUCTOB.
OHa npuoOIIaeT CTYACHTOB K HMCCIIENOBATEILCKOW paboTe, o0oramaeT ONMbITOM U 3HAHUSIMH,
HEOOXOMUMBIMU I JAbHEUIIIET0 WX CTAHOBJICHHS KaK CIEIHATUCTOB, NMPHUBHBACT HABBIKU
paboTHI ¢ TUTEPATYPOM, CTATUCTUYECKUMU TaHHBIMH.

enp camocToATENBHOM PabOTHI - CHCTEMAaTH3AIINS, 3aKPETIJICHUE U PACIIUPEHIE TEOPETUISCKUX
U IPAaKTHUYECKUX 3HAHUHM C HCIONb30BAaHHEM COBPEMEHHBIX MH()OPMALMOHHBIX TEXHOJIOTUH U
JUTEPATypHBIX HCTOYHHUKOB. /[l pa3BUTHS HaBBIKOB CAMOCTOSTEIBHOW PAaOOTHI CTYACHTAMHU
BBITMOJIHSIOTCS:

— pedepart, CBA3aHHBIN C aHAIU30M COBPEMEHHBIX TEHICHIMI B 0OJACTH IEJIOMPOU3BOJICTBA B
corManbpHOM cdepe;

— 3a/laHus, CBSI3aHHBIE C 0030pPOM COBPEMEHHOTO PBIHKA CHEIHATM3HPOBAHHBIX CIPABOYHBIX
CUCTEM U CUCTEM 3JIEKTPOHHOTO IOKYMEHTOO00pOTa;

— JIOMAITHHE 3aJIaHus 10 TOUCKY B MIHTepHEeTe MHPOpMAIIUK Ha ONPEICIICHHYIO HAyYHYIO TEMY.
Pedepar roToBUTCS CTYACHTOM CaMOCTOATEIbHO, B HEM O00OOIIAIOTCA TEOPETHUYECCKUE
MaTepuayibl IO HCCIAEAYyeMOW TEeMe C HCIOIb30BAHUEM MaTepHalloB M3  CIELHAIbHOU
JUTEpaTypbl, HOPMATHBHO-MPABOBLIX JTOKYMEHTOB, CTaHAAPTHU3UPYIOLUIUX pPAacCMaTPUBAEMYIO
chepy. B pedepare momkeH MpUCYTCTBOBATh COOCTBEHHBIM aHAIM3 W KPUTUYECKUH MOAXOM K
pelieHno npo0aeMbl MO BHIOPAaHHOW TeMe WCCIEeNOBaHUS, MOAKPEIICHHBIH CTaTUCTUYECKUMU
JTAHHBIMU U aKTyaJbHBIMU ITPUMEPAMU U3 ACSITEILHOCTA OPTaHU3AIUI COIUAIBHON CQephl.
OOyyeHue CTYACHTOB C OIPAaHUYECHHBIMH BO3MOKHOCTSIMH OpPIaHHM3YeTCS B COOTBETCTBUU C
TpeboBaHUSIMU «METOAMYECKUX PEKOMEHAAINN 10 OpraHu3aluud 00pa30BaTeIHLHOrO MpoIecca
JUisi  O0y4YeHMs] HWHBAJIUAOB U JIMI C OrPAaHUYCHHBIMH BO3MOXKHOCTSMHU 3JI0pOBbS B
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00pa30BaTeNbHBIX OPraHU3alUsAX BBHICIIErO MPOQPECCHOHATBHOTO 00pa30BaHUM» OT «8)» ampens
2014 r.

B ocBoeHnuM AUCHUIUIMHBI HHBAJIMJJAMHU U JIMIIAMU C OTPAHUYCHHBIMU BO3MOXKHOCTAMU 300POBbA
OoypIlIOE  3HAYEHWE HWMEET WHAWBHUAyaldbHas ydyeOHas pabora (KOHCyNbTAallMU) —
AOMOJIHUTCIIBHOC PAa3bsICHCHUC y‘-I€6HOFO Marcpuraia.

WHauBuayanbHbIE  KOHCYJABTAlMM 1O  TMPEIMETY  SBJISIFOTCS ~ B&KHBIM  (DaKTOpOM,
CHOCO6CTBYIOH_II/IM WHAUBUAYaAJIU3allun O6y‘I€HI/I}I N YCTAHOBJICHUIO BOCIIUTATCIIbHOTO KOHTAKTa
MEXIy TMpernojaBaTelieM W OOy4aroIlUMCS HWHBAIUAOM WM JIMIOM C OTPAaHHMYCHHBIMH
BO3MOXHOCTSIMHU 3JI0POBbA.

7. MaTrepuajibHO-TEXHUYECKOe O0ecnevyeHne 1o JUCHUIInHEe (MOAYJII0)
IIo Bcem BUJ1aM y‘-IGGHOﬁ ACATCIIBHOCTH B paMKax JUCHUIIIMHBI HCIIOJIB3YIOTCA

ayAUTOPHUH, KaOMHETH W JIAOOpaTOpUH, OCHAICHHBIE HEOOXOIUMBIM CIICHUATHN3HPOBAHHBIM U
71a00paTOPHBIM 000PYIOBAaHUEM.

HaumenoBanue OcHalieHHOCTh criennanbHbIX | [lepeueHb

CHeIMaIbHBIX TOMEIEHUI MOMeIleHU JUIEH3UOHHOTO
IPOTPaMMHOTO
o0ecrieyeHus

VYuebuple aynutopuu aus | Mebenb: yueOHas MeOenb Microsoft ~ Office:

MIPOBEICHUS 3aHATHH | TeXHUYecKue cpencTBa 00ydeHus: Word; Excel;

JIEKIIMOHHOTO THIIA 9KpaH, MPOEKTOP, KOMITBIOTEP PowerPoint.

Yuebnbie aygutopuu I | MebOenb: yueOHas MeOelb Microsoft  Office:

POBEICHUS 3aHATUH | TexHn4yeckue cpeacTBa 00ydeHUs: Word; Excel;

CEMHHApPCKOT0 THMA, | SKpaH, IPOEKTOP, KOMIIBIOTEP PowerPoint.

IPYNIIOBBIX u | OGopynoBanue:

WHIUBUAYaJIbHBIX

KOHCYJIbTALIUH, TEKYLIETO

KOHTPOJIA U MPOMEKYTOUHOU

aTTeCTalluu

Yuebnbie aygutopuu I | MebOenb: yueOHas MeOelb Microsoft  Office:

NpOBEICHUS  NPAKTUUYECKUX | TeXHU4Yeckue CpeacTBa 00ydeHUS: Word; Excel;

3aHATHI. 3KpaH, IPOEKTOP, KOMITBIOTEP PowerPoint.

O6opynoBaHue:

Jns  camocTosTeNnbHOW — pabOThl  OOYYalOUIMXCS  HPEAYCMOTPEHBI  MOMELICHHMS,
YKOMIUICKTOBAaHHBIE CIIEIHATN3UPOBAHHON MeOEeIbI0, OCHAIIICHHBIC KOMITBIOTEPHOW TEXHUKOU C
BO3MOXKHOCTBIO MOJKIIOUCHUS K ceTu «MHTepHeT» U oOecreueHueM J0CTymna B 3JIEKTPOHHYIO
“H()OPMaAITMOHHO-00Pa30BATENHHYIO CPEly YHUBEPCHUTETA.

Haumenosanue OcHaIlleHHOCTh MOMEIIEHUH ISl caMocTosTeNbHOM | [lepeueHb
MOMEIICHU I st | paboThl 00YyJAIOIIUXCS JULEH3UOHHOTO
CaMOCTOSITEIILHOM IPOTPaAMMHOTO
paboThI obecrnieueHus
00yJaronmxcs

[Tomemenue s | MeGenb: yueOHast Mmebenb Microsoft
CaMOCTOSITEIbHOMN Komrmuiekt CIeNUaTU3UPOBAHHON mebenu: | Office:  Word;
paboThI KOMIIBIOTEPHBIE CTOJIbI Excel;
oOydJaronmxcs Ob6opynoBanue:  KoMIblOTepHas  TexHuka ¢ | PowerPoint.
(YuTANBHBIN 3aJ1 | MOJKIIFOUEHUEM K nH(OPMAIMOHHO-

Hayunoit KOMMYHUKAIIMOHHOU ceTH «HTepHEeT» U 10CTynoM

O61OIMOTEKH) B JIEKTPOHHYIO UH(POPMALIOHHO-
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00pa3oBaTenbHYIO cpeny o0Opa3oBaTenbHON
opraHusanuu, Be6-KaMepr, KOMMYHHKAIITUOHHOC
obopynoBaHue, oOeCrevrBaromee IOCTYN K CETH
WHTEPHET (mpoBoTHOE COeTMHEHUE "
OecrpoBOIHOE coeuHeHre 110 TexHOoIoruu Wi-Fi)

Ilomemenue IS
CaMOCTOSITEIbHOMN
paboThI

obOyvaronuxcst (ay.
413)

Mebens: yueOHast MeOeb

Komruiekt CHIelIMaIN3UPOBAaHHOMN mebenu:
KOMHBIOTepHBIG CTOJIbI

O6opynoBaHue:  KOMIIBIOTEpPHAsT  TEXHHKa  C

MOJIKITIOYEHUEM K nH(OPMAIMOHHO-
KOMMYHUKAIIMOHHOU ceTH «HTepHEeT» U 10CTynoM
B JIEKTPOHHYIO UH(POPMALILOHHO-
00pa3oBaTeIbHYIO cpeny o0Opa3oBaTenbHON

opraHusanuu, Be6-KaMepr, KOMMYHHKAIITUOHHOC
obopynoBaHue, oOeCrevyrBaromee IOCTYyN K CETH
WHTEPHET (mpoBoTHOE COeTMHEHUE u
OecrpoBOHOE coeuHeHre 110 TexHonoruu Wi-Fi)

Microsoft
Office: Word;
Excel,
PowerPoint.
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	1. Базы данных компании «ИВИС» https://eivis.ru/ 2. Электронная библиотека GREBENNIKON.RU https://grebennikon.ru/
	5.3. Интернет-ресурсы, в том числе современные профессиональные базы данных и информационные справочные системы

