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1 e u 3a1a4n M3yYeHUs] TUCHMIITMHBI (MOLYJIsI)

1.1 Mean ocBOeHM ST AN CIUTITIMHBI

- Ha OCHOBAaHMHM TPEOOBAHWI HOPMATHUBHO - TMPABOBBIX AKTOB, CTAHIAPTOB, BEIOMCTBEHHBIX
JIOKYMEHTOB OCBOWUTbH NMPUHIUIBI U CTUIMCTHYECKAE OCOOCHHOCTH COCTABIICHUS U PEAAKTUPOBAHHUS
OpraHU3aIMOHHO-PACTIOPSAIUTEIBHBIX JTOKYMEHTOB.

1.2 3amauyu IMCUUILINHBI

- UCCIIEJIOBaTh TPEOOBAHHUS HOPMATHBHO-TIPABOBOM 0a3bl COCTABJICHHUS OPraHU3alMOHHO-
pacopsIUTEIbHBIX JIOKYMCHTOB;

- BBISIBUTh CTHJIMCTUYECKHUE OCOOCHHOCTH COCTABJICHHS OPTaHH3AIMOHHO-PACTIOPSAUTEIBHBIX

JIOKYMEHTOB;

- IpHOOpPECTH U  3aKPENHUTh NPAKTHYECKHE HABBIKM MOJTOTOBKA  OPraHU3alMOHHO-

pacropsaUTEIbHBIX JOKYMECHTOB.

1.3 MecTo nucuMInHbI (MOYJIsl) B CTPYKTYype 00pa3oBaTe/ibHOM NPOrpaMMbl

HJuctiumumaa  b1.B.02.01 «CTiMcTiKa M pEelaKTUPOBAaHUME  OPraHU3alMOHHO-
pacropsaUTENbHbIX JTOKYMEHTOB» OTHocuTcsi K bioky [ucumniussl (Moaynu), ¢GopMHupyeMoit
YYaCTHHKOM 00pa3oBaTeNbHBIX OTHOmEHUH Monyns 2 «J/lokymeHTanmoHHoe oOecreueHue
yIpaBJIeHUs» y4eOHOTO IJIaHa.

JucuummHa nu3yvaercsi B 7 ceMecTpe Ha 049HOM opMe U Ha 3 Kypce 3a04HOi (GOopMBI 00ydeHus,
0a3upyercss Ha 3HAHUAX, YMEHMSIX M HaBBIKAX, MOJIyY€HHBIX Ha TpeX Kypcax MOArOTOBKH. B cBoro
ouepenb OHa O0OeCHeunBaeT W3Y4YCHHE CIEAYIOMNX JUCHHUIUIMH: «BepcTka JTOKyMEHTOB U
pelakTopckue cucreMbl», «lludpoBble TEXHOIOTMM B JIOKYMEHTOBEJCHMHM M aPXUBOBEICHUNY,
«OCHOBBI HH(POPMALIMOHHOTO MPEANPUHUMATENBCTBA» U JP.

VYuebnass mnporpamma aucuumiauesl  b1.B.02.01  «Crunmuctuka W peJakTHpOBaHHE
OpraHU3alMOHHO- PACTIOPSIUTENBHBIX JOKYMEHTOB) MpeayCcMaTpUBaeT IPOBEACHNE 3aHATUI B (popme
JEeKIHMHA, MpakTHUYecKuX 3aHATHH. OHa TOATOTOBIEHA B  COOTBETCTBUM  TpeOOBAHUSAMM,
npenbspieHHpIMIC TpeboBanusMu OI'OC BO 3++. JlocTmkeHHEe e COPOBOKIACTCS PACKPHITHEM
nepea CTyAeHTaMHM (YHJAMEHTAJIbHBIX 3HAHUM B 00JacCTAX CBA3aHHBIX CO  CTUJIMCTUYECKUMHU
HIOAHCAMU CO3J/1aHUsl OPraHU3AIMOHHO-PACIOPSAUTEIbHBIX TOKYMEHTOB, KOTOPbIE BCOBOKYITHOCTH C
HENpEepPbIBHBIM OOHOBJIEHMEM U HW3MEHEHHMSIMU B almapaTHBIX CPEACTBAaX HAXOJAT BaKHOE MECTO B
dbopMupoBaHUM HMH(POPMAILIMOHHO- TEXHOJOTHYECKOIr0 IMOTEHIMala MPEeANpHUSATHS, 4TO 00ecneduT
IIPOYHOE M CO3HATEJIBHOE OBJIAJCHHUE CTYJEHTAMM OCHOBAMU 3HAaHUN O MpOLECCax IOTy4YEHMs,
XpaHeHus, nepeaadu u npeoOpa3zoBaHus UHPOPMALIUHU.

3HaHus TpeOOBaHNI HOPMATUBHO - IPABOBBIX aKTOB, CTAHAPTOB, BEIOMCTBEHHBIX JOKYMEHTOB,
IPUHILIMIIOB U CTHJIMCTUYECKUX OCOOEHHOCTEH COCTABIIEHUS OPraHU3allMOHHO- PACIOPSIUTENbHbBIX
JIOKYMEHTOB HEO0X0IMMOE yCJIOBHUE IS ycIexa Jr00ro crenuaiucTa B cepe J0KyMEHTOBEACHHS U
apxuBoBefieHus. llepen cTyneHTaMu pacKpbIBalOTCS 3HA4YeHUS MHQOpMalMM B Pa3BUTHU
COBPEMEHHOro obimecTBa. B xome o0ydeHuss CTYJEHTHl JOJDKHBI HAYYUTbCS CO3HATEIbHO U
paloHaIbHO HCIOIb30BaTh BO3MOXKHOCTH, NPEIOCTaBIsieMble KOMIIBIOTEPHOM TEXHUKOM, JUIs
peleHns pa3sHOoOOpa3HbIX YIPaBIEHUYECKUX 3a/1aU.

14 Ilepeyens nJaHMpyeMbIX Ppe3yJabTATOB O0y4YeHHs] MO AUCHHUILVIMHE (MOIYJI0),
COOTHECEHHBIX C MJIAHHPYEMbIMH Pe3yJIbTATAMHU 0CBOEHHsI 00Pa30BaTeIbHON MPOrpaMmMbl

W3ydyenue naHHOM y4yeOHON NMCUMIUIMHBI HANpaBieHO Ha (OpMHUpOBaHHE y OOYyYaroIIMXCs
YHHMBEPCAJIbHBIX U 00IIENPOPECCHOHATBHBIX KOMITETEHIIHIA:



Kox 1 HauMeHOBaHME UHAMKATOPA PesynbraTsl 00y4eHuUs MO JUCHMIIIIMHE
JOCTUKEHUS
KOMIIETEHIIMH
IIK-2. CnocofeH K oOpraHu3anMy AOKYMEHTHPOBAHMS YNPaBJEHYECKOH AeATeIbHOCTH B
OpraHu3anuu

NIIK-2.1. Opranuzyer | 3Haer OCHOBBI OpraHu3anuu JOKYMEHTUPOBAHMS
JOKYMEHTHUPOBAaHUE YIPaBJIEHYECKOM 1€ATEIbHOCTU B OpraHu3aliu
YIPaBICHYECKOM JIEATENBHOCTH | YMeeT OpraHu30BbIBaTh JOKYMEHTHPOBAHHE yIPABICHYESCKOM
B OpraHU3alnu JIESITEIIbHOCTH B OpraHu3auu

Bnageer HaBplkamMM =~ OpraHM3alud  JOKYMEHTHPOBaHUS
yIpaBIEHYECKOH 1 TeIbHOCTH B OpraHU3aluu

NIIK-2.2. [Mpumensier | 3HaeT mnpUHUMIBI pPabOTHl HMH()OPMAIMOHHBIX CHUCTEM B
UH(POPMALIMOHHBIE CHUCTEMBl B | YNPaBJIEHYECKOH ESTeIbHOCTH B OpraHU3aLUuU
YIPABIEHYECKON AEATENBHOCTH | YMeEeT  NPUMEHSITh  MHPOPMALMOHHBIE  CHUCTEMBI B
B OpraHM3aluu YIPaBIEHYECKON JAESITEIbHOCTU B OpraHU3aluu

Bnaneer HaBbikamu pa®oThl ¢ HH(OPMAILIMOHHBIMU CUCTEMAMU
B YIIPABJICHUYECKOH EATEIbHOCTU B OpraHU3aliu

PesynbraThl 00ydeHUs MO JIUCHMIUIMHE JOCTUTAIOTCS B paMKaxX OCYILECTBIEHHS BCEX BHUJIOB
KOHTaKTHOM M CaMOCTOATEIbHOU pabOThl 00yUaONIMXCs B COOTBETCTBUM CYTBEPKIACHHBIM YUeOHBIM
IUTAHOM.

2. CTpyKTYpa U CoiepKaHHe JUCHUILIHHBI

2.1 PacnpenejieHue TPYA0EMKOCTH AUCHHUILIMHBI 0 BHIaM padoT

OO0r11ast Tpy10EMKOCTh AUCIUILIMHBI cocTaBisieT 3 3a4. ea. (108 uacoB), uxpacnpeaeincHue mo BUaaM
paboT npeacTaBiIeHO B TaOIUIE

Bun pabdot Bcero Popma 00yueHUst
4acoB ouHas
7 cemectp 8 cemecTp
(108)
KonrakTHasi paboTa, B TOM 4ncJie: 54,2 54,2
AyAUTOpPHBIE 3aHATHA (BCEro):
3aHATHSA JIEKIIMOHHOT'O THUIIA 16 16
JlaGopaTopHble 3aHATHS
3aHATUS CEMUHAPCKOTO THIMA (CEMUHApHI, 34 34

MPAKTUYECKHUE 3aHATHSA)
Nnas koHTaKTHasA padoTa:

KonTpons camoctositenbHol padotsl (KCP) 4 4
[Tpomexyrounas arrecrauus (MIKP) 0,2 0,2
CamocTosiTesibHass padoTa, B TOM YHCJIE: 53,8 53,8
Kypcosas paboma/npoexm (KP/KII) (noocomosxa)

KonmpoavHas paboma

Peghepam/3cce (noocomoska) 10 10
Camocmosmenvhoe uzyuenue pazoenos,

camono02omoseka (npopabomka u nosmopenue| 23,8 23,8

IeKYUOHHO20 Mamepuana u mamepuana y4yeOHUuKo8 u
VUEOHBbIX NOCOoOUll, NOO2OMOBKA K Ja00pamopHviM U
NPAKMU4ecKUM 3aHAMUAM, KOJIOKGUYMam u m.o.)

[ToAroToBKa K TEKYIIEMY KOHTPOJIIO 20 20
KoHTpoJib:




[ToaroToBKa K 9K3aMeHY (3a4eTy)
O01masi Tpy10€eMKOCTh uac. 108 108
B TOM YHMCJICKOHTAKTHASA 52,2 52,2
abora
3ay. el 3 3

2.2 CTpyKTypa AUCHMIIHHBI
PacnipenencHue BUmOB yueOHOW pabOThI M MX TPYAOEMKOCTH IO pasjesiaM TUCIMILTHHBL. Pa3aens
(TeMbI) TUCHMIUIMHBI, U3y4aeMble B 7/ cemectpe (o4Hasi popma)

KomngectBo yacos
AyautopHas Breay -
No HaumenoBanue paznenos (Tem) TOpHas
Bcero pabora
pabora
JI 13 JIP (CPC
1 2 3 4 5 6 7
1. HopmatusHo- MIPaBOBBIE ocobennoctu | 7,8 2 2 3,8
COCTABJICHUSI M YIPABICHHUS OpPraHU3AlMOHHO-
pacTIOPSANTEILHOM TOKYMEHTAIIUU OpTaHU3AIAH
2. Oobmas XapaKTepUCTHKA cuctemsl | 16 2 4 10
OpraHM3aIOHHO- PACIIOPSIUTEIBHBIX JOKYMEHTOB
3. Crunuctuueckue  ocodbennoctu  cocrasienus | 20 4 6 10
OpraHU3alIOHHON JIOKYMEHTAIIUU: COJACPIKaHUE U
00pasIsl
4, CTUIMCTHYECKHE  OCOOCHHOCTH  COCTaBJICHUS
pacTopsSANTEILHON JOKyMeHTauu: coaepxkanue u | 20 2 8 10
00pasIsl
5. Crunuctuueckue  ocodbennoctu  cocrasinenus | 20 2 8 10
CIPaBOYHO-MH(POPMAITMOHHON JOKYMEHTAIUH:
coJiep’KaHue 1 00pasibl
6. ABTOoMaTH3aIus paboThl ¢ OpraHU3aIMOHHO- 20 4 6 10
PacnopsauTenbHON TOKYMEHTaluen
UTOI'O no pazoenam oucyuniuHul 103,8| 16 34 53,8
KonTpons camocrositenibHol pabotel (KCP) 4
[Tpomexyrounas arrecrauus (MIKP) 0,2
[ToaroToBKa K TEKYIIEMY KOHTPOIIIO
OO0mast TpyA0€MKOCTh MO JUCITUTIIINHE 108

[Mpumeuanmne: JI — nekumm, [13 — mpakrtuueckue 3ansitus / cemuHapsl, JIP — maGopaTtopHbie
3aasaTusi, CPC — camocrositenpHas paboTa CTy1eHTa

2.3 Copaep:xanue pa3aejoB (TeM) THCHUATLTHHBI



2.3.1 3ausaTud JeKIMOHHOr0 THIIA

HaumenoBanuepasaena dopma

No (Tempr) Coneprkanue pasnena (Tembl) TEKYILETro

KOHTPOJISI
1 2 3 4

1. HopmarusHo- I'OCT P 7.0.97-2016. Haunonanbuslii crangapT | Koncnekt
MPaBOBbBIC Poccuiickoit @enepaunu. Cucrema CTaHAAPTOB | JIEKIUU,
0COOCHHOCTH 1o uH(pOpMaInHy, OnOIMOTEYHOMY U | JKCIpecc-
COCTaBJICHUS U | U3JATeNbCKOMY  JIely. Opranu3zalioHHO- | OIMpOC
yIpaBICHUS pacrnopsAnTenbHas JOKyMeHTanus. TpeGoBanws
OpraHu3aIloOHHO- K odopmienuto nqokymeHtoB" (yTB. Ilpukazom
pacniopsiautenbHoit | Poccrannmapra ot 08.12.2016 N 2004-cT) (pen.
JOKYMEHTaIluu or 14.05.2018).

OpraHu3alNH

2. O01as Knaccudukamms JIOKYMEHTOB. ITonsarue | Koncnekr
XapaKTEePUCTHKA KJIacCCU(PHUKALINH. Buner KJIaCCU(PUKALIUU | JICKIUH,
CUCTEMBbI JIOKYMEHTOB. JKCIIpecc-
OpraHU3aIMOHHO- XapakTepucTuka cocTaBa u o0nacte | ompoc
pacHoOpSAUTENbHBIX | TMPUMEHEHHUS PACHOPSATUTENBHBIX JOKYMEHTOB;
JIOKYMEHTOB TpeOOBaHUS K UX COCTABIICHUIO U 0(DOPMIICHUIO.

3. Crunuctuyeckue Haznauennme wu cocraB opranu3anuoHHo- | Koncrekr
0COOEHHOCTHU MpaBOBOM  JOKyMEHTAIlMM. YCTaB, BHJbI | JICKIIHH,
COCTABJICHHS YCTaBOB, npaBuia COCTaBJICHHS. | JKCIIpecc-
OpraHHU3aIlMOHHOM Y4upeautensHblii  OTOBOp, TpebOBaHUA K | OMpPOC
JIOKyMEHTAIU: coctaBieHnio M odopmienuto. Ilomoxkenue,
coJiepKaHue U | OCHOBHBIE BHJBI, TIpaBHJIa COCTABJICHUS.
oOpa3sisl WNHcTpyKnns, OCHOBHBIE BHUABI HMHCTPYKIIUM,

npaBmia coctaBinenus. llltatHoe pacnucanue,
npaBujia coctaBiieHust u opopmienus. [Ipasuna
BHYTPEHHETO TPYJOBOTO pacnopsizika.
Pernamenr, paBwIIa MMOITOTOBKH u
oopmieHus.

4. Crunuctuyeckue Ha3nauenne wu coctaB pacnopaautenbHoil | KoHcnekT
0COOEHHOCTH JIOKyMEHTAIUH. [Ipoueypa W3JIAHUS | JIEKIIHH,
COCTaBJICHHS pacIopsSIIUTENbHBIX JIOKYMEHTOB B YCJIOBHSIX | DKCIIpEcC-
pacTOpSAUTENFHOW | €IUHOIUYHOTO TPUHSITHS pelieHuii. | onpoc
JIOKyMEHTAIH [Mpouenypa  w3maHWsl  pacHOPSIUTEIBHBIX
coJiepKaHue U | JOKYMEHTOB B YCIIOBHUSX
oOpa3s1sl kosuternanbHocTi. CocTaBieHue u opopmiieHne

paciopsANTENbHBIX JOKYMEHTOB.
[TocTanoBnenue, npaBuiia opopmienus. [Ipukas,
TpeOOBaHUS K COCTaBICHUIO U OGOPMIICHHIO.
Pacniopsixkenue, tpeboBaHus K 0GOPMIICHHUIO.
Pemenwue, mpaBuma coctaBneHus U 0(hOpMICHUS.
Vkazanue, npaBmia odopmienus. [Iporokodn,
MIpaBUJIa COCTABJICHHUSI.




5. | Ctunncruueckue Cnyxebnoe mmchmo. JlokmamHas 3amucka. | Koncrmekt
0COOEHHOCTHU OOmbsicHUTENbHAS 3armcKa. TenerpamMma. | nexuuw,
COCTaBJICHUS Teneponorpamma. Tenekc. IIporokon. AKT. | 3Kcmpecc-
CIIPaBOYHO- CrpaBka. DneKTpOHHAas MOYTa. orpoc
uH()OPMAIIMOHHON
JIOKYMEHTaLUU:
coJiep>KaHue U
00pas3iibl

6. | ABToMaruszanus OcnoBHbIe Tanbl aBTomatu3auu OP/I. Koucnekr
paboThI ABToMaTu3zaius pa3pabOTKU OpPraHU3alMOHHO- | JICKIHH,
OpraHU3aIMOHHO- pacnopsAUTEIbHOM JIOKYMEHTalluu C | aKcmpecc-
pacnopsiAuTeIbHON UCIOJIb30BAHUEM MIA0JIOHOB B MPOTPAMMHOM | OMPOC
JIOKyMEHTaIuen obecrieuennun  IBM  NOTES. Ilnardgopma

OpenText.
2.3.2 3aHATHS CEMUHAPCKOr0 THMA
N ®dopma
Ne [HaumenoBanue pa3zzena(TeMsl) Temariia MpakTHECKAX 3aHATHH TEKYIIEeTo
(cemHnHapoB) KoHTpOLS
1 2 3 4

1. | HopmaTuBHO-TIpaBOBBIE Paz6op 'OCT P 7.0.97-2016. Ormpoc,
ocoOeHHOCTH cocTaBieHust 1 | HanmonanpHbIi cTanmapt Poccuiickoit |[muckyccus
yIpaBIeHUS @Oenepannu. CucremMa CTaHAAPTOB IO
OpraHU3alMOHHO- uH(popMaluuy, OuOIMOTEYHOMY "
pacropsIuTeIbHON u3areabckoMy seny. OpraHu3aluoHHO-

JOKYMEHTAIlMU OPTaHu3ally | pacHopsAuTeNbHas JIOKYMEHTaIH.
TpeboBanus K oopmIIeHHIO
JIOKYMEHTOB" (yTB. IIpukazom
Poccranngapra ot 08.12.2016 N 2004-cT)
(pen. ot 14.05.2018).

2. | O6mas XapaKTepucTUKa | XapakTepucTHKa coctaBa M o0nacte [Pedepar
CUCTEMBbl OpPraHU3alMOHHO- | MPUMEHEHUS pacrops AN TETbHBIX
pacmopsiAUTEIbHBIX JOKYMEHTOB;  TpeboBaHMSI K  HUX
JIOKYMEHTOB COCTaBJICHUIO U 0()OPMIIEHUIO.

3. | CtiumcTrueckue IIpakTHueckoe 3a1aHue HA TEMY: Brimonnenue
ocoOeHHOCTH  cocTaBieHus | «CTUIMCTHYECKUE 0COOEHHOCTH | MPAKTHYECKUX
OpraHu3alMOHHOMN COCTaBJICHUS OpraHM3allMOHHOW | 3aJ]aHUi
JOKYMEHTAIlMU: COAEpKAHUE | TOKyMEHTALUU: coJiepyKaHue u
1 o0pa3sisl o0pasup»

4. | Ctunuctuueckue [IpakTuyeckoe 3amaHue Ha TeMmy: | BeimonmHenue
0COOCHHOCTH  cocTaBieHus | «CTUIMcTUYeCKue OCOOCHHOCTH | PAKTHUYECKUX
pacnopsAUTEIbHON COCTaBJICHUS pacropsAUTeNbHON | 3alaHU
JOKYMEHTAIlUH: COJAEpKaHUE | JTIOKyMEHTAalUu: coJiep)kaHue u
1 00pasIsl 00pasibn

5. | Ctuinctuueckue [TpakTHyeckoe 3a1aHue HA TEMY: Brimonnenue
0COOCHHOCTH  cocTaBieHus | «CTuaucTUYecKue OCOOCHHOCTH | MPAKTHUYECKUX
CIIPaBOYHO- COCTaBJICHUS CIIPaBOYHO- | 3aJaHUN
nH(pOpMaAITMOHHON HH(pOpMaAITMOHHOM JIOKYMEHTAIIUH:
JOKYMEHTAIIUH: COJICpP)KaHue | cojepiKaHue u 00pasip»
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1 00pasipl

ABtomatu3zaius pabotel ¢ |[O630p miIathopm, CUCTEM anekTpoHHoroOmnpoc,

OpraHU3aIMOHHO-
pacrnopsIuTeIbHON
JIOKYMEHTalUe

I[OKYMCHTOO60pOTa CMOAYJIEM HNOAACPKKHIAUCKYCCHUA
YHIpaBJICHUA OpTraHHU3allMOHHO
paCHOpHHHTeHBHOﬁ JOKYMCHTAIUU.

2.3.3 JlabopaTopHble 3aHATHS He MPe1yCMOTPeHbI

2.3.4 KypcoBble paGoThl He IPe1yCMOTPeHbI

2.4 TlepeyeHb

Y4eOHO-MeTOAMYeCKOro obecnedeHuss JUIA CaMOCTOSITeIbHOW  padoThI

00y4YaOIIHUXCS 10 JUCHUILINHE (MOIYJIIO)

No

Bug CPC

[lepeueHp yueOHO-METOAMUECKOTO 00ECIeYeHHS JUCLUIUIUHBINO
BBITNIOJTHEHUIO CAaMOCTOSITEIbHONU paboThl

2

3

CaMoCTOSTEIILHOE
COCTaBJICHUE yYEOHOTO
KOHCIICKTa TCMbI
(pa3gena)u HampcaHue
KOHCIICKTA Ha
JIEKIIMOHHOM 3aHATHH

Metoauueckue pEeKOMEHJAIMK IO TMPOBEAECHUI0 CEMHUHAPCKUX
3aHATUH, KPYTJIBIX CTOJIOB, TUCKYCCHIA: MeTO . pekoMeHaalvu / B.B.
Epmonenko, J.B. Jlanckas, M.A. Mupowmnunyenko, M.P. 3akapsis,
M.B. Tonuka, A.Il. CaBuenko, J[.A. Jletkuna. MuHHCTEPCTBO HayKH
u Boeicmiero obpaszoBanust Poccuiickoit ®enepanun, KyOanckwmii
rOoCyAapCTBeHHEIHN yHUBEpcHTeT. - KpacHonap: Kybanckuii roc. yH-T,
-2022. - 87 c.

Metoanieckre peKOMEHIAI|H M0 OJrOTOBKE MMUCbMEHHBIX paboT
CTyJCHTaMH: y4eOHO-MeToaudYeckoe Tmocodne / coct. B.B.
Epmonenko, M.P. 3akapsu, [.B. Jlanckas, M.A. MupouHu4eHko,
A.Il. CaBuenko, J[.A. JletkuHa. MHUHHCTEPCTBO HAYKH U BBICIIETO
obpazoBanus Poccuiickoit ®Deneparnmu, KpacHomap: KyOanckwmii
rocyJapcTBeHHbIN yHUBEpcuTeT, 2022. - 101 c.

[ToaroroBka k ompocy
HBKCIIPECC-OIIPOCY

Mertoanveckue pPEKOMEHIALMU MO MPOBEACHUIO CEMHUHAPCKUX
3aHATUH, KPYTJIBIX CTOJIOB, TUCKYCCHIA: MeTO. pekoMmeHaaluu / B.B.
Epmonenko, JI.B. Jlaackas, M.A. Mupomaunderako, M.P. 3akapsH,
M.B. Tonuka, A.Il. CaBuenko, J[.A. JleTkuna. MUHHCTEPCTBO HAyKH
u Bbicmiero oOpasoBanust Poccuiickoit ®enepanun, KyOanckwii
roCcyJapCTBeHHBIH yHUBEpcUTeT. - KpacHonap: KybaHnckuii roc. yH-T,
-2022. - 87 c.

IToaroroBka K
YYaCTHIO BIPYNIIOBOU
JTUCKYCCUU

MeToaudeckue pEeKOMEHJAMK 10 TMPOBEAECHUI0 CEMHUHAPCKUX
3aHATHH, KPYTJIBIX CTOJIOB, TUCKYCCHI: MeTO. pekoMeHaaruu / B.B.
Epmonenko, JI.B. Jlaackas, M.A. Mupomaunderako, M.P. 3akapsH,
M.B. Tonuka, A.Il. CaBuenko, J[.A. /leTkuna. MuHNCTEPCTBO HAyKN
u Bbiciiero oOpaszoBanusi Poccuiickoit ®enepanun, KyOanckwuii
roCyIapCTBEHHBIN yHUBepcHTeT. - KpacHonap: Kybanckuii roc. yH-T,
-2022. - 87 c.

Pedepar

Metoaudeckue pEeKOMEHJAIMK 10 TPOBEAECHUI0 CEMHUHAPCKUX
3aHATUH, KPYTJIBIX CTOJIOB, TUCKYCCHI: METO. pekoMmeHaaruu / B.B.
Epmonenko, JI.B. Jlaackas, M.A. Mupomaunderako, M.P. 3akapsH,
M.B. Tonuka, A.Il. CaBuenko, J[.A. /leTkuna. MuHMCTEPCTBO HAyKH
u Bbiciiero oOpazoBanusi Poccuiickoit ®enepanun, KyOanckwii
TOCYIapCTBEHHBIN YHUBEPCUTET. - KpacHonap: Kybanckuii roc. yH-T,
-2022. - 87 c.




YueOHO-MEeTOAMYECKNE MaTepHaNIbl I CaMOCTOSITEIIBHOM pabOThl OOydYaloIMUXCs W3 YHUCiIa
WHBAJIHJIOB | JIUIl C OTPAHMYEHHBIMH BO3MOKHOCTSIMH 3710poBbsi (OB3) mpenocraBisiroTcsiB hopMax,
aJaNTUPOBAHHBIX K OTPAaHUYECHUSIM UX 3/10POBbS U BOCIPUATHS HHPOPMALIUU:

Jyist vIn ¢ HapyIIeHUSIMU 3PSHHUS:

— B [I€YaTHOI (popMe yBEIMUEHHBIM HIPUPTOM,

— B (opMe IIeKTPOHHOTO JTOKYMEHTA,

— B (hopme aynuodaiina,

- B Ie4aTHOM opme Ha s3bike bpaiins. {7 uil ¢ HapymeHUus MU CIryXa:

— B ITIe4aTHOU opme,

— B (hopMe DIIEKTPOHHOTO JTOKYMEHTA.

Jlis vl ¢ HapyIIeHUs MU OTIOPHO-/IBUTaTENIBHOTO anmapara:

- B IIEYaTHOH (opme,

— B (hopMe PIIEKTPOHHOT'O IOKYMEHTA,

— B dopme ayanodaiina.

JlanHbIi TIepeYeHb MOXKET OBITh KOHKPETH3UPOBAaH B 3aBUCUMOCTH OT KOHTHHIEHTA
oOyyJarouuxcsi.

3. Oo0pa3oBaTte/ibHbIE TEXHOJIOTUH

B npenogaBanuu Kypca MCHOJIB3YIOTCS COBPEMEHHBIE 00pa30BaTEIbHBIE TEXHOJIOTUH: JICKIIUH,
MPAKTUYECKHE 3aHATHs, MpoOjeMHoe oOydeHHe, MOJIYyJIbHAas TEXHOJOTHUS, JIEKIHUH - TUCKYCCHH,
camMocCTosITeNIbHasl padoTa CTy/IEHTOB.

KoMIeTeHTHOCTHBI MOAXOA B paMKax NPenoJaBaHMs JUCHUUIUIMHBI peanu3yercs B
WCIIOJIb30BAHUN WHTEPAKTUBHBIX TEXHOJOTUM U aKTUBHBIX METOJIOB (MIPOEKTHBIX METOIUK, MO3TOBOTO
mITypma, pa3dopa KOHKPETHBIX CUTYyAallHi, pOJIEBbIE U JIEIOBbIE UTPHI, HHBIX ()OPM) B COUETAHUU C
BHEAyIUTOPHOH paboroii. MHpopManmoHHBIE TEXHOJIOTHH, TPUMEHSIEMbIC TMPU H3YUCHHH
TUCIUIIMHBI: UCIONB30BaHUE WH(OPMAIIMOHHBIX PECYpPCOB, MOCTYMHBIX B HWH(OPMAIMOHHO-
TEJICKOMMYHUKAIMOHHOW  ceTu  MHTepHer. AjanTuBHble  00pa3oBaTelIbHBIE  TEXHOJIOTHH,
IIPUMEHSEMbIE TIPU U3YYEHUN AUCLUHUIUIMHBI — JUIS JIML C OTPAaHUYEHHBIMA BO3MOXHOCTSAMHU 310POBbS
MPEIyCMOTPEHA OPraHU3ALMS KOHCYJIbTAIlMKA C UCTIOJIb30BAHUEM 3JIEKTPOHHOM MOYTHI.

4, OueHoYyHbIEe U METOAUYECKHE MaTepPUAIbI
4.1 OueHoYHBIE CPEACTBA AJISI TEKYLIero KOHTPOJIsSl yCIIeBAeMOCTH MIIPOMEKYTOYHOM
arrecTauMu

OrneHouHBIE Cpe/icTBa MTpeIHAa3HAUEHBI ISl KOHTPOJIS U OLIEHKH 00pa30BaTeIbHBIX TOCTHKEHUN
o0yyaromuxcs, OCBOMBLIMX mporpammy yueOHoil aucuumuuasl b1.B.02.01 «Ctumucruka
OpraHU3aI[MOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOBY

OrneHOUHBIE CPEICTBA BKIKOYAET KOHTPOJIbHBIE MATEPHUAIIBI JIJIs1 IPOBEEHUS TEKYILIETO KOHTPOJISA
B popMe MpaKTHUECKUX, J1a00paTOPHBIX 3a/laHui, pedepaTa U MPOMEKYTOUHON aTTecTaluu B hopme
BOIIPOCOB K DK3aMEHY.

OneHouyHbIe CpeACTBa AJs WHBAJIUAOB U JIMI[ C OIPAaHUYEHHBIMH BO3MOXKHOCTSIMHU 3]I0POBBS
BBIOMPAIOTCS C YUETOM MX MHIMBUAYAIBHBIX MICUXO(PU3NIECKUX OCOOCHHOCTEH.

— pY HEOOXOIMMOCTH UHBAJIMAM U JIUIAM C OTPAHUYEHHBIMU BO3MOXHOCTSIMU 3JI0POBBS
IIPEIOCTABIISAETCS JOMOJHUTENBHOE BPEMS JUIsl IOATOTOBKH OTBETA HA DK3AMEHE;

—IMpU TPOBEJCHUH MPOLEAYpPhl OLEHUBAHUS PpPE3yIbTaTOB OOYy4YE€HHsS HHBAJIUAOB U JIHIl C
OTPaHUYEHHBIMH BO3MOXKHOCTSIMM 3/I0POBbSl IIPEyCMaTpPUBAETCS MHCIIOJIb30BAHME TEXHUYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBS3H C UX UHIUBUAYaTbHBIMU OCOOCHHOCTSIMU;

—IpH HEOOXOTUMOCTH JUIsl OOYYaroIUuXcs C OTPaHUYEHHBIMH BO3MOXKHOCTSIMH 3710POBbS U
MHBAJIUOB IIPOIEypa OLEHUBAHUs PE3yJbTaTOB OOYUYEHHS MO JUCIMILIMHE MOKET MPOBOAUTHCS B
HECKOJIBKO JTaIOB.

[Tponierypa olleHMBaHUS pe3yIbTaTOB 00yUCHHS HHBAIM/IOB U JIUL C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMHU
3I0pOBbsI 10 JAUCHUILIUHE (MOJIYJIIO) MperlycMaTpuBaeT NpeAocTaBieHHe WH(popMmanuu B (popmax,
9



a/IalITUPOBAHHBIX K OTPAaHUYCHUSM X 370POBbsI M BOCIIPUATHS HHOOPMAITIH:
Jlyist muin ¢ HapyIIeHUSIMU 3PSHHUS:

B TICYaTHOM (popMe YBEITHUEHHBIM MIPUDTOM,
B (hopMe MEKTPOHHOTO JOKyMeHTa.JlJIs NI ¢ HapYIICHUIMU CITyXa:
B IIe4aTHOU (opme,
B (pOpMeE AIIEKTPOHHOTO JIOKYMEHTA.

JJist v ¢ HapyIICHUSIMA OTTOPHO-IBUTATEILHOTO arapara:
B Tie4aTHoOU (opme,
B ()OpME DIIEKTPOHHOTO JIOKYMEHTA.
JlaHHBIN MIepevYeHb MOKET ObITh KOHKPETH3UPOBAH B 3aBUCUMOCTH OT KOHTUHIC€HTA00YYarOIIHXCS.

CprKTypa OLICHOYHBIX CPEACTB AJsA TeKyIIIeﬁ H HpOMe)l(yTO‘lHOﬁ aTrTreCcTalum

Ko u HaumeHnoBanue

HaunmMmenoBaHue O1leHOUYHOTO

Ne PesynbraTsl o0yuenus (B CpelcTBa
/T MHIMKATODA (B COOTBETCTBUH ¢ 11. 1.4) Texkymmii | [IpomexyTrounas
COOTBETCTBUH C 1. 1.4)
KOHTPOJIb aTTecTanus
1 NIIK-2.1. 3HaeT OCHOBBI IPOEKTHpOBaHUd U | Onpockl, Bomnpocel  Ha
Opranusyer BHEAPECHUS CUCTEMBI | IUCKYCCHH, 3auere: 30-32
JIOKYMEHTHPOBAHHUE | BJIEKTPOHHOTO IPAKTUYECK
yIpaBleHYeCKON JIOKYMEHT0000pOoTa C | ue 3amaHus,
JeSTEIIbHOCTH B | dJ€MEHTaMu yhOpaBieHusi | pedepar.
OpraHu3aIuu OpraHU3aIMOHHO-
pacrnopsAIuTeIbHON
JIOKYMEHTaIMEN
Ymeer IIPOEKTUPOBATh "
BHEJIPATH CUCTEMBI JJIEKTPOHHOTO
JIOKYMEHTO000pOTa c
AIIEMEHTaMH yIpaBJIeHUs
OpraHu3alMOHHO-
pacnopsiAuTEIbHON
JIOKYMEHTalUen
Bnageer HaBBIKAMU
MPOEKTUPOBAHUSI M BHEJPEHUS
CUCTEMBI JJIEKTPOHHOTO
JIOKYMEHTO000pOTa c
AIIEMEHTaMH yIpaBJIeHUs
OpraHU3aIMOHHO-
pacnopsiAUNTEIbHON
JIOKYMEHTaIUen
HNIIK-2.2. 3HaeT npuHIUIBI paboThl cucteMsl [[IpakTryueckue | Bonpock! Ha
[Tpumensier AJIEKTPOHHOI'O JTOKYMEHTOO0OpOTa | 331aHus, 3ayere: 30-32
UHPOPMALIMOHHBIE | C  3JEMEHTaMH yIpaBJIEHUs | SKCIIpecc-
CUCTEMBI B | OpraHu3alOHHO- OTIPOCHI.
YIPaBIE€HYECKON pacnopsiAuTEIbHON
JeSITEIIbHOCTH B | JOKyMEHTauuen
OpraHu3aluu YMeer  NpPUMEHSTh  CUCTEMBI
AJIEKTPOHHOTI'O JTOKYMEHTO00OpoTa
c 3JIeMEHTaMU yIpaBlIeHUs
OpraHU3alMOHHO-
pacnopsaIuTeIbHON
JIOKYMEHTaLUEN
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Bnageer HaBpikamu paboThl C
CUCTEMaMHU 3JIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa C 3JIeMEHTaMU
YIIPaBJICHUS OpraHu3alMOHHO-
pacnopsIUTEIbHON
JIOKYMEHTalUen

4 [1IK-5.2. [Ipumensier | 3Haer ¢bynkunonansable [[IpakTHueckue [Bompockl  HA
nH(pOpMaIMOHHO- 0COOEHHOCTH 3aJaHMA, 3auere: 1-32
CIIPaBOYHbIE MH(POPMALIMOHHO-CIIPABOYHBIX  [TabopaTOpHbIE
CHUCTEMHI B paboTe ¢ | cucTeM B pabote c [paboThl,
JOKYMEHTaMHU OpraHu3aIMOHHO- DKCIpecc-
OpraHu3aluu pacnopsANTEIbHBIMU OTIPOCHI.
JIOKYMEHTaMHU OpraHU3aluu

Ymeer IPUMEHSITD
MH(}OpPMaLOHHO-

CIIPaBOYHBIE CUCTEMBI B paboTe ¢
OpraHu3aIMOHHO-
pacnopsAUTETbHBIMU

JIOKYMEHTAaMH OpraHu3aluu

Brnazneer HaBbIkaMu paboOTEHI €

UH(POPMALMOHHO-CITPABOYHBIMA

cucteMaMu B pabore ¢
OpraHu3aIMOHHO-

pacropsaAnTeIbHBIMH
JIOKYMEHTaMHU
OpraHu3aIu

TunoBble KOHTPOJbHbIE 3aJaHUS WJIHM HMHbIe MaTepHaJbl, HeOOXOAUMBbIe [JIsl OLEHKH
3HAHMI, YMEHMii, HaBBIKOB M (MJIM) ONBITA [eATEJbHOCTH, XAPAKTePU3YIOIIHMX 3Tanbl
(hopMupoBaHUsI KOMIIETEHIIHII B IIpoLiecce 0CBOEHUs 00pa30BaTeIbHON MPOTrPaMMblI.

Tema 1 IIpumepHble Bompochl M ompoca «HopMaTMBHO-paBoBbIe O0CO0OEHHOCTH
COCTABJICHUS] M YINPABJICHUS  OPraHU3alMOHHO-PACHOPAAUTE]BHON  JOKYMEHTALUH
OpPraHM3anumw»

1. [IpaBoBble aKkThl, H37aBaeMble BBICIIUMHM OpraHaMU TOCYIApCTBEHHOH BIACTH U
YIpaBIIECHUS;

2. [IpaBoBbIe aKThl, H3JaBaeMble (enepaabHbIMH OpraHaMHM MCIOJHUTEIbHON BJIACTH:
MUHUCTEPCTBAMH, KOMHUTETaMH, BEJOMCTBAMHM KakK OOIEOTPaciIeBOro, TaKk U BEIOMCTBEHHOIO
XapakTepa;

3. [IpaBoBbI€ aKThl, M3/1aBaeMbleé OpraHaMy 3aKOHOJIATEIbHON M MCIIOJHUTEIBHON BIIACTH

cyobektoB P® u uX TeppUTOPHAIBHBIX  OOpa30BaHMi, pErJaMEeHTHPYIOIIWE  BOIPOCHI
JeJI0NIPON3BO/ICTBA;

4. IIpaBoBbIE aKTBI HOPMATUBHOI'O U MHCTPYKTHBHOI'O XapakTepa, a TaKKe METOIMYECKHUE
JOKYMEHTbI 10 JIOKyMEHTAllUOHHOMY OOECIEeUeHUI0 YIpaBiICHHs, H3/IaBa€Mble PYKOBOJICTBOM
IPEANPUATUI U OPTaHU3ALUN.

Tema 1 Ilpumepnsbie Bompochl Aasa auckyccuu «HopmaTuBHO-mpaBoBble 0CO0EHHOCTH
COCTaBJICHUA H YHpaBJICHUSA opraHnsauuonno-pacnopﬂmne.nbnoﬁ AOKYMCHTAUUU

OpraHu3anum

1. OdopmiteHre CTaHIaAPTHBIX PEKBU3UTOB JJOKYMEHTOB 10 TPEOOBAHUIM, 3aKPEIJICHHBIM
B 'OCT;

2. OCO0EHHOCTH MOATOTOBKH TEKCTOB JOKYMEHTOB IO TPeOOBaHUSIM, 3aKPEIJICHHBIM B
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I'OCT;

3.

HAMMEHOBAHUWE OPTAHU3AILTUU

TIPUKA3

00.00.0 Ne 00
(MecTO H3JaHHA)

O mpoBeieHHH aTTeCTallHH
Ha ocHOBaHHH

ITPUKA3BIBAIO:
1. Co3gaTh aTTeCTAHOHHYIO KOMHCCHIO B COCTaBe:
TIpeacenaTelb KOMHCCHH
(®.1.0., 10KHOCTB)
CexpeTapb KOMHCCHH
(. 1.0., 10KHOCTD)
YteHBI KOMHCCHH 1.
(®. 1.0., 10KHOCTD)

2.

(®. 1.0., 10KHOCTD)

(®. 1.0., 10DKHOCTD)

2. ATTeCTamHOHHOH KOMHCCHH IIOATOTOBHTH rpatpm( aTTecTallHH H  BCe
He0OXO UMBbIe I aTTeCTallHH AOKYMEHTBI K (CpOK HCHOFIHEHI/UI)

3. ITpoBecTH aTTeCTaOHIO B IEPHOX C o

4. KoHTpomb 3a HCIOJIHEHHeM IIPHKa3a BO3IOKHTh Ha:
(momxHOCTB, @ 1.0))

TIpHIOXeHHe: COHCOK PAOOTHHKOB, MO Ie/KAIMHX aTTecTallHH, Ha JHCTaX.
PyKoBOIHTeIb OpraHH3alHH (moxmimce) H. O. PaMunHg
BH3mI:

KonTtpoms 3a cobmoeHreM npaBuil 0popMIIEHHs JOKYMEHTOB U OTBETCTBEHHOCTh 3a

Hapymenue TpedoBanuii 'OCT.

Tema 2 IlpumepHble Tembl pedepaToB «OO0IIasg XapaKTePUCTHKA CHCTEMbI
OpPraHu3alMOHHO-PACIIOPAAUTEC/IbHBIX TOKYMEHTOB)

CoNoOAEWNE

10.
Tema 3 Ilpumep npakTuueckoro 3agaHusi «CTUWIMCTHYECKHE 0COOEHHOCTH COCTABJIEHUSI

YcTaB: TpeOOBaHUS K UX COCTABICHUIO U O(OPMIICHHUIO.
[Tonoxenus: TpeOOBaHUS K UX COCTABICHUIO U O(OPMIICHHIO.
PernameHnT: TpebOBaHUS K UX COCTABJICHUIO U OPOPMIICHHUIO.
ITatHOe pacnucanue: TpeOOBaHHS K X COCTABICHUIO M OPOPMIICHHIO.
[IpaBuiia BHyTpEeHHETO pacropsiaka: TpeOOBaHMS K HX COCTABICHHUIO i 0(OPMIICHHIO.
[TocTanoBneHue: TpeOOBAHUS K HX COCTABICHHUIO U OPOPMIIEHHUIO.
Pemenwne: TpeboBaHUs K UX COCTABIEHUIO U O(hOPMIICHUIO.
[Tpuka3s: TpeOOBaHUS K MX COCTABJICHHUIO H 0()OPMIICHHIO.
VYkazanue: TpeOOBaHUS K KX COCTABICHHUIO M 0()OPMIICHHIO.
Pacnopsixenue: TpeOOBaHUS K HX COCTABICHHUIO U 0(hOPMIICHHIO.

OPraHU3alMOHHOM JOKYMEHTALMU: COAepKaHue H 00pa3ubD)

[IpoBenuTe ananm3 VYcraBa, pa3MelIEeHHOr0 Ha O(UIMATIBPHOM CaiiTe TpeanpUsITHIA
Kpacuogapckoro kpast (mampumep, [TAO «Poctenekom», [TAO «MarHut» U Ap.) C TOYKHA 3PCHHS

COACPpKaHNA €ro OCHOBHBIX Pa3/ICJIOB. BBII[GJII/ITG JUHTBUCTHYCCKUX OCOOCHHOCTH JOKYMCHTA.

Tema 4 Ilpumep npakTudeckoro 3aganns «CTHIHCTHYECKHE 0COOEHHOCTH COCTABJIECHMSI

pacnopsiiNTebHONH JOKYMEHTAIIUM: COAEPKaHNEe U 00pa3LbDy
CocraBbTe npuKas, onupasch Ha TpadapeT U 3amoaHssS B HEM IMPOIYCKU CaMOCTOSITENIBHO.
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Tema 5 Ilpumep mnpaxkTuyeckoro 3aganusa «CTWIMCTHYECKHE O0COOEHHOCTH
COCTABJICHUSA CIIPABOYHO-MH(POPMALMOHHON JOKYMEHTAIIUN: COleP:KaHue U 00pa31bl»

3ananue 1 CoctaBbTe JOKIAIHYIO 3aIIUCKY O HEKOPPEKTHOM MOBEIEHNUHN KOJIJIETH.

3ananue 2 CocraBbTe CHyXeOHYH 3alUCKy O HEBBIIOJIHEHUH OO0S3aHHOCTEH
COTPYAHUKAMHU CTPYKTYPHOTO MOIpa3AeICHHUS.

3amanne 3 CocTaBbTe OOBSICHUTEIBHYIO O HECBOCBPEMEHHOM sIBKE (OIMO3/1aHUM) HapaboTy.

Tema 6 IIpumepHble BoONpOCHI [JIsi ONpoca «ABTOMATH3amus PadoTBI €
OPraHU3alMOHHO-PACTIOPSIANTEILHON JOKYMEHTAIlH e

1. ba3zpl nannbix OP/I.

2. [Tpunnumner padoter CO/I.

3. Xapaktep UWHGOPMAIMOHHOW YCIYTH B JCIOMPOM3BOJACTBE, HH(POPMAIMOHHO —

CIIPpaBOYHBIC YCIIYT'H, OKa3bIBaACMbIC CJ'Iy>K6aMI/I JACJIOIIPOU3BOACTBA.

Tema 6 IlpuMepHble BONpPOCHI /IS [JUCKYCCMH «ABTOMATH3alHMs pPadoThl ¢
OPraHM3alOHHO-PACTIOPSAAUTEIbHOM JOKYMeHTAIHei»

1. 3aueM Hy»XHa aBTOMaTH3aIUs TOKyMEHTOo000poTa?
2. Kak umenHo aBromaTtu3zanus nomoraet B padore ¢ OP/]?
3. Kak BbIOpaTh cucTEMy aBTOMAaTH3AIMU JJOKYyMEHT0000poTa?

Bonpochl 1151 NOATOTOBKH K 3a4eTy:

1. I'OCT P 7.0.97-2016. Hauuonanwubiii crangapt Poccuiickoit ®eneparuu. Cucrema
CTaHJApTOB MO UHpOpMaLuu, OUOIMOTEYHOMY U U3JareiabckoMy Jeny. OpraHu3anuoHHO-
pacriopsauTenbHas JoKyMeHTanusi. TpeGoBanusi kK odopmienuto nokymentoB" (yTB. IIpukazom
Poccranmapra ot 08.12.2016 N 2004-cT) (pen. ot 14.05.2018).

2. Knaccupukanuss moxkymentoB. Ilonstue knmaccudurammu. Buapl knmaccuduranmum
JIOKYMEHTOB.

3. XapakTepHucTHKa cocTaBa M 00JacTh MPUMEHEHHUS PACTIOPSIUTENILHBIX TOKYMEHTOB.

4. Ha3nauenue u cocTaB opraHu3alMOHHO-IIPABOBON JTOKYMEHTAIIHH.

5. YcraB, BUIBI yCTABOB, ITPAaBHIIa COCTABICHHUS.

6. YupenuTenbHbli 10roBOp, TPeOOBAaHUS K COCTABICHUIO U O()OPMIIEHUIO.

7. [Tonoxenne, OCHOBHBIEC BU/IbI, TPAaBUJIa COCTABIICHUSI.

8. WHCcTpyKIMS, OCHOBHBIE BUBI MHCTPYKIUH, IPaBUiIa COCTaBICHUS.

9. [ITaTHOE pacncanue, MpaBUia COCTABICHUS U O(OPMIICHUS.

10. [IpaBusa BHyTpeHHEr 0 TPYJOBOTO pacropsIKa.

11. PernamenT, npaBuiia moArOTOBKU U O(OPMIICHUS.

12. Ha3nauenue u cocTaB pacnopsAUTEIbHON JOKYMEHTAIUH.

13. [Mpornienypa m3maHWsl PAaCHOPSAUTENBHBIX JOKYMEHTOB B YCIIOBHSX €IMHOIUYHOTO
NPUHATHS PEILICHUH.

14. [Tponerypa u3aanust pacoOpsIIUTENFHBIX TOKYMEHTOB B YCIIOBHSIXKOJUIETHATBHOCTH.

15. CocraBnenue 1 0popMIIEHHE PACTIOPSAUTEIBHBIX IOKYMEHTOB.

16. [TocTanoBnenue, npaBuia 0hOpPMIICHHUS.

17. [Ipukas, TpeboBaHMs K COCTABIEHUIO U OQPOPMIIEHUIO.

18. Pacnopsixenue, Tpe6oBaHUS K 0(OPMIICHHIO.

19. Pemenue, mpaBuia coctaBneHus U 0OPMIICHHUS.

20. VYkazanue, npaBuia opopMIeHHUS.

21. [TpoToKoII, MpaBmIIa COCTABICHUSI.

22. CayxeOHOe MHCHhMO.

23. JlokimamHast 3aIucKa.

24. OObscHUTETbHAS 3aIHCKA.

25. Tenerpamma. Tenedonorpamma. Temnexc.

26. IIporoxkou.
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27. AKT.

28. Crnpagka.

29. DneKTpOHHAs MOYTa.

30. OcHoBHbI¢ 3Tanbl aBTomMatu3anuu OP/].

31. ABToMaTH3aIys Pa3pabOTKU OPraHU3aIMOHHO-PACIIOPSAUTEIBHON JTOKYMEHTAIMH C

UCTIOJIb30BaHUEM 1a0I0HOB B iporpaMMHoM obecrieuernu IBM NOTES.
32. [TnaTdpopma OpenText.

MeTonnyeckue peKOMeH/IaUM, ONPeIe/IsIIoNIie MPoleayphl OlleHNBAHMUS HA 3a4eTe:

«3auTeHO» - BBICTABIISCTCS CTYACHTY, €CIH CTYJCHTOM JaH IOJHBINA, Pa3BEpHYTHIH OTBET,
MOKa3aHO YMEHHE MPOAHAIM3HPOBATH CUTYAIINIO, CAMOCTOSTEIBHO BEIWICHUTD H ONMCATh BO3MOXHbBIE
ee pemlieHHs; yMeHue 0000marh WH(OpMAIHI0, TOMyd4aeMyl0 W3 pPa3HBIX HCTOYHUKOB. B oTBere
MPOCIICKUBACTCSI YETKAasi CTPYKTYpa, JIOTUYECKAas IMOCIEeIOBATEIbHOCTh, OTPAXKAIONIAs CYIHOCTh
PaCKpBIBAEMbIX OHATHI, TEOPHUIA, SIBJICHUM.

«He 3auyTeHO» - BBICTABISACTCS MPH OTCYTCTBHHM YETKOIO W TIOJHOTO OTBeTa. Jlormka wu
M0CJICIOBATEIbHOCTh U3JIOKEHUST HapyiieHbl. OTMedaercs HE3HaHHWE B PACKPBITHU IOHSTHH,
ynoTpedsieHnn TepMuHOB. O0yJaromuiicss He croco0eH CaMOCTOSTEILHO BBIICIHUTh CYIIECTBEHHBIC U
HECYIIIECTBCHHBIC MPHU3HAKM W MPHUYNHHO-CIICACTBEHHBIC CBSI3M. B OTBETE OTCYTCTBYIOT BBIBOJIBI.
YMeHue pacKphITh 3HaUCHHE 000OIIEHHBIX 3HAHUI HE TIOKa3aHO.

4.2 MeTtoauyeckue MaTepHuaJibl, ONpeesiiolNe MpPoueIypbl OLEHUBAHUS 3HAHMIA,
YMeHUii, HABBIKOB U (MJIH) ONbITA JEATEJbHOCTH, XapaKTEePU3YIOIIHUX 3Tanbl GoOpMUPOBAHNS
KOMIIeTeHI M i

MeTtoauyeckue peKOMeHAalMHU, ONpeAe/sIoIue Npoueaypbl oueHnBanus pedepara:

OneHka «OTIMYHO» — BBINOJHEHBl BCE TpPeOOBAHMS K HANMMCAaHUIO W 3amuTe pedeparta:
o0o3HaueHa npobieMa U 000CHOBaHA €€ aKTyallbHOCTh, ClIeJIaH KpaTKUI aHaIu3 pa3InYHbIX TOUYEK
3peHusT Ha paccMaTpuBaeMylo TMpoOjeMy ¢ JIOTUYHO M3JI0XKeHa COOCTBEHHas TMO3MIIMS,
c(hOpMyYIMPOBaHBI BEIBOJIbI, TEMA PACKPBITA MOJHOCTHIO, BBIIEPKaH 00BEM, COOMIOIEHBITPEOOBAHNUS K
BHEIIHEMY O(OPMIIEHHUIO, JaHbl IPABUIIbHBIE OTBETHI HA JOMOJHUTENbHBIE BOTIPOCHI.

OreHka «XOpoIIOo» — OCHOBHBIE TpeOOBaHHUs K pedepary U ero 3aiure BHIIOIHEHbI, HO IIPH 3TOM
JIOTIYIIEHbl HEJ0YeThl. B 4aCTHOCTH, MMEIOTCS HETOYHOCTH B M3JI0KEHUHM MaTepuasa; OTCYTCTBYET
JIOTMYecKast MOCIIe0BAaTEeNIbHOCTh B CYKJIEHUX; HE BbIAEP)KaH 00beM pedepara; UMEIOTCS YITyIICHHS
B 0()OPMIIEHHH; Ha JAOIOJIHUTEIbHBIE BOIPOCHI MPU 3aLUTE JaHbl HEMOJHBIE OTBETHI.

OrneHka «yJOBJIETBOPUTEIBHO» — HUMEIOTCS CYIIECTBEHHBIE OTCTYIUIEHHS OT TpeOOBaHHMM K
nUCchbMEHHOU paboTe. B yacTHOCTH, TeMa OCBEIIeHA JIUIIb YaCTUYHO; TOMYIIEHbI (PaKTHUYECKUE OIINOKU
B coJepkaHuWU pedepara WIM TIpU OTBETE HA JONOJHHUTEIbHBIE BONPOCH; BO BpeMs 3alllUThl
OTCYTCTBYET BBIBO/I.

OneHka «HEYIOBJIETBOPUTEIBLHO — TeMmMa pedepara He packpbiTa, OOHapy>KUBaeTcs
CYILLIECTBEHHOE HEMOHUMaHUE IPOOIJIEMBI.

Meroanuyeckue peKOMEHIALMH, ONpeAe/siolMe Mpoueaypbl OLUEHHMBAHHUA Pe3yJbTATOB
AUCKYCCUM:

OneHka «OTJIMYHO» — CTYACHT SICHO M3JIOKWIJI CYTh OOCYXKIAaeMOH TEeMbl, MPOSBUI JOTHKY
M3JI0KEHUS MaTepHualla, MPeACTaBUi apryMEHTALMI0, OTBETHJI HA BOIIPOCH! YYACTHUKOB JINCKYCCHH;

OneHka «XOpOIIO» — CTYIEHT SICHO HM3JIOXKHJ CYTh OOCYXIAaeMOH TEMbl, MPOSBUI JIOTHKY
M3JI0KEHUS MaTepHUalIa, HO He IPEICTaBUII apryMEHTALINIO, HEBEPHO OTBETHJI HA BOIPOCHI YYaCTHUKOB
JIUCKYCCHH;

OneHka «yIOBJIETBOPUTEIBHO» — CTYAEHT SICHO M3JIOKMI CYTh OOCYXKIaeMOW TeMbl, HOHE
IIPOSIBUJI IOCTATOYHYIO JIOTUKY M3JIOKEHUs Marepuasna, HO He IIPEACTaBUIl apryMEHTAlU0, HEBEPHO
OTBETHJI Ha BOMNPOCHI YYaCTHUKOB IUCKyccHM; OICHKa «HEYIOBIETBOPUTENBHO» —CTYAEHT ILIOXO
IOHUMAeT CyYTh OOCY)XJaeMoil TeMbl, HE CMOI JIOTMYHO M apryMEHTHPOBAHO YYacTBOBAaTb B
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00CyXICHUH.

MeTtoauyeckue peKOMeH/IalMu, ONpe/iesIIoIne Mpoue ypbl OLleHUBAHUSA ONPOCAa:

Onenka «OTIMYHO» — OTBETHl HA IIOCTaBICHHBIC BOIPOCHl M3JIAralOTCsA  JIOTHUYHO,
MIOCJIEIOBATEIbHO U HE TPEOYIOT JAONOJHHUTENbHBIX MOsiCHEHUH. [10JIHO pacKphIBalOTCS MPUYMHHO-
CJIEZICTBEHHBIE CBS3M MEXIY SBIECHUSAMH U COObITUSAMH. J[lenaioTcs OOOCHOBAaHHBIE BBIBOJBI.
CobmronaroTcss HOPMBI IUTEPATYPHOM peuu.

Onenka «XOpomo» — OTBETHI HAa IIOCTABICHHBIE BOIPOCH! M3JIAral0TCsl CUCTEMAaTU3UPOBAHO U
nocieaoBarenbHo. Marepuan wusnaraercss yBEpEHHO. PacKpbIThl NPUYMHHO-CIICIACTBEHHBIE CBS3U
MEX]Y SABJICHUAMHU M COOBITUAMU. JIeMOHCTpUpYeTCs yMEHUE aHAJIU3UPOBaTh MaTepual, OJHAKO HE
BCE BBIBOABI HOCAT apryMEHTHPOBAHHBIM M JOKa3zaTelbHbIA xapaktep. CoOiromaroTcss HOPMBI
JUTEPaTYpHOU peun.

OneHka «yI0BIETBOPUTEIBHO» — B OTBETE JOINYCKAIOTCS HAapyIIEHUs B I1OCIIEJOBATEIbHOCTU
n3J0KeHusA. HenomHo pacKphIBarOTCS IPUYMHHO-CJICACTBEHHBIE CBSI3M MEXKIY SBJICHUAMH H
COOBITUSIMU. JIeMOHCTPUPYIOTCS TIOBEPXHOCTHBIE 3HAHUS BOIIPOCA, C TPYJIOM PELIAIOTCS KOHKPETHBIE
3agaun. Mimerorcs 3aTpyJHEHUS ¢ BbIBOJAaMU. J[OIyCKarOTCsl HapyIEHUsI HOPM JINTEPaTypPHON peyH.

OneHka «HEYJJOBJIETBOPUTEIBHO» — MaTepual U3jaraeTcsi Hemocjaea0BaTeIbHO, COMBUMBO, HE
IIPEJICTABIISIET ONPENCICHHONM CUCTEMbl 3HAHMU IO JucuuiuiMHe. He packpblBaroTCs NPUYHUHHO-
CIIEICTBEHHBIE CBS3M MEXJy SBICHUSIMH M coObiTusiMu. He mnpoBonutTcs aHanu3. BeiBogb
OTCYTCTBYIOT. OTBETHI Ha JONOJHUTEIbHBIE BOIIPOCHl OTCYTCTBYIOT. VIMEIOTCA 3aMETHBIE HAPYILICHUS
HOPM JIMTEPaTypHOU peyu.

5. IlepeyeHb OCHOBHOM U ONOJHHUTEJIbHON Y4eOHOM JIUTEpaTypbl, HEOOXOAMMOM sl
OCBOCHMS AMCUUIJIMHBI (MOXYJIs1)

IleyarHsle u3nanus, BkiroueHHble B PIIJI, oTpaxkeHsl B 3mekTpoHHOM Kartaimore Hayudnou
oubmmorekn Kyol'Y mo aapecy: http://megapro.kubsu.ru/MegaPro/Web u cooTBeTCTBYIOT HOpMam
oOecnieyeHHOCTH TUTepatypoit corsiacHo PI'OC BO 3++.

B nmepeuyeHr BKIIOYEHBI TOJBKO HEOOXOAMMBIC IS HW3ydyeHUs JuciuruinHel  OBC,
npodeccuoHanbHbie 0a3bl JAHHBIX, HH()OPMAIIMOHHBIE CIIPABOYHBIE CHCTEMBI, PECYPCHI CBOOOTHOTO
J0cTyna, COOCTBEHHBIE 3JIEKTPOHHBIE 00pa3oBaTesibHbIE U HH(OpManoHHbIe pecypcbl Kyol'Y.

5.1 YueOnas Juteparypa:

1) Sposast A.C. CoBpeMeHHbIH pyccKuil s3bIK: (hOHETHKA, MOP(OIOTHs, CHHTAKCHUC
CoBpeMeHHbIN pycCKUi A3bIK: (POHETHKA, MOP(OJIOTHs, CHHTAKCHUC: yueOHOe mocobue
Ne(eKTOIOrnYeCcKHX s crieranbHocTel By30B. KyOaHCKnit rocy1apcTBeHHBIH YHUBEPCUTET; T.
Kpacnonap; 2023; 244 c.

2) I'ony6, Y. b. Ctunuctrka pycckoro si3blka : yueOHuk ais By3oB / M. b. ['ony6. - 6-e u3z.,
ucnp. u jgom. - Mocksa : FOpaiit, 2020. - 484 c. - URL: http://biblio-online.ru/bcode/450771 (nara
obpamenus: 25.05.2020). - Pexxum noctyna: uis aBTopus. nosnb3osarenei. - ISBN 978-5-534-07472-
7. - TekcT : 3IeKTPOHHBIN.

3) I'po3oBa, O. C. Jlenonpon3BoacTBo : yueOHoe mocobue mias By3oB / O. C. I'pozoBa. —
Mockga : UznatensctBo FOpaiit, 2021. — 124 ¢. — (Bwicmee obpa3oBanue). — ISBN 978-5-534-
06787. Tekcr : onekrponnsiii // OOpaszoBarenvHas maardpopma [Opaiit [caiit]. — URL:
https://urait.ru/bcode/472841

4) [ysanosa, H. H. OcHOBBI 1€70MPOU3BOACTBA. SI3bIK CITy>KEOHOTO TOKYMEHTa : YYeOHHK
u npaktukyMm Juisi By30B / H. H. IllyBanosa, A. 0. UBanoga ; mox o6mieit penakmueit H. H. [llyBanosoii.
—2-¢ u3n., nepepabd. u non. — Mocksa : M3znarensctBo IOpaiit, 2021. — 428 c¢. — (Beicuiee

obpazoBanue). — ISBN 978-5-534-10848-4. — Tekcr : anexTponHbIii // O0pa3oBarenbHas miardopma
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/468912

I[JIH OCBOCHHA IOUCHUIUIMHBI HWHBAJIWJAMHU W JIMIOAMU C OrPpaHUYCHHBIMU BO3MOXKXHOCTAIMU
300pPOBbA UMCHOTCA U3JJaHUA B DJICKTPOHHOM BUIC B 3HeKTp0HHO'6I/I6HI/IOTe‘IHBIX CUCTEMaAx.
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5.2. Ilepuoauyeckas Jureparypa

[leuaTHble meproOAMUECKUE U3MaHUS BXOIAT B «IlepedeHb MeuaTHBIX MEPUOTUUYCCKUXU3IAHNH,

xpausimuxcs B (oume Hayunoit 6mbamorexkun KyoI'Vy» https://www.kubsu.ru/ru/node/15554,
W/WIN DJIEKTPOHHBIC MEPHOANYCCKHE H3JaHMs, C YKa3aHHEM ajpeca caidTa 3JCKTPOHHOW BEpPCHUU
JKypHaJia, u3 0a3 JaHHBIX, JOCTYI K KOTOphIM uMmeeT KyoIl'V:

1. DBasel nauasix komnanuu « et Beroy» http://dlib.eastview.com

2. Dnexrponnas oubimoreka GREBENNIKON.RU https://grebennikon.ru/

5.4. NHTepHEeT-pecypchl, B TOM 4YHCJIe COBpeMeHHbIe MpodeccuoHaIbHbIe 0a3bIaHHBIX U
HH(poOpPMallMOHHBbIE CIIPABOYHBbIE CHCTEMBI

DeKTPOHHO-0MOMoTedHbIe cucteMbl (IBC):

1. DBC «IOPAUT» https://urait.ru/

2. DBC «YHUBEPCUTETCKA I BUBJIMOTEKA OHJIAVIH» www.biblioclub.ru

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

4. 3BC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com

IIpodeccnonanbubie 6a3bl JaHHBIX:

1. XKypuans! u3narenanpctsa Wiley https://onlinelibrary.wiley.com/

2. Hayunas snektponHas oubnmoreka (HOB) http://www.elibrary.ru/

3. ITomHOTEKCTOBBIE ApXUBbI BCAYIIUX 3allaAHBIX HAYYHBIX JKYPHAJIOB Ha Poccuiickoii
iatdopme HayuHbIX KypHanoB HOMKOH http://archive.neicon.ru

4. HamuonanpHasi »JJEKTpOHHas Oubnuoreka (JocTym K DJEKTPOHHOW Oubmmoreke
nucceprauuit Poceuiickoit rocynapcrsennoit ononmuoreku (PI'B) https://rusneb.ru/

5. Ilpesunenrtckas o6udauorexka um. b.H. Enprmaa https://www.prlib.ru/

6. DneKkTpoHHas KOJUTEKIIHSI Oxkcdopackoro Poccuiickoro donna
https://ebookcentral.proguest.com/lib/kubanstate/home.action

7. Springer Journals https://link.springer.com/

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

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

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

11. zbMath https://zbmath.org/

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

13. Springer eBooks:_https://link.springer.com/

14. "Jlexropuym TB" http://www.lektorium.tv/

15. YuuBepcuretckas uHpopmanmonHas cucrema POCCUS http://uisrussia.msu.ru

HNHpopmManoHHbIE CIPABOYHbIE CHCTEMBbI:
1. Koncynprant Ilmioc - cmpaBouHass mpaBoBas cHUCTeMa (JIOCTyH MO JIOKaJbHOM ceTu ¢
KOMIIBIOTEPOB OMOITUOTEKH )

Pecypcol cBOOOHOTrO fOCTYHIA:

1. AMepuKaHcKas maTeHTHas 6a3a maHHbIX hitp://www.uspto.gov/patft/

2. TlonHbIe TEKCTHI KAaHAJCKUX AuccepTammii hitp://www.nlc-bnc.ca/thesescanada/

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

4. MuHUCTEPCTBO HaykKu U Belcmiero oOpasoBanus Poccuiickoit  ®enepanun
https://www.minobrnauki.gov.ru/;

5. ®denepanbHblii moptan "Poccuiickoe obpazoBanue" http://www.edu.ru/;

6. Madopmarmonnas cucremMa "EnuHoe OKHO JgocTyma K oOpa3oBaTelbHBIM pecypcam”
http://window.edu.ru/;

7. Enunas KoJuteKnus  1HU(GPOBBIX  00pa3oBaTelbHBIX  pecypcoB  http://school-
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collection.edu.ru/ .

8. denepanbHbIN LICHTDP UH(POPMAIMOHHO-00pa30BaTEIbHBIX pecypcoB
(http://fcior.edu.ruf);

9. IIpoektr TocymapcTBeHHOro MHCTUTYTa pycckoro s3pika umeHn A.C. Ilymkuna
"O6pa3oBanue Ha pycckom" https://pushkininstitute.ru/;

10.CnpaBouHo-uHpopmannonHsiii moprai "Pycckuii s3p1k" http://gramota.ru/;

11.Cnyx0a TeMaTHYeCKHX TOJKOBBIX clioBapei http://www.glossary.ru/;

12.CnoBapwu u 3HIMKIONE MK hitp://dic.academic.ru/;

13.00pa3oBatenbHbIi optan "Yueba" http://www.ucheba.com/;

14.3axononpoekt "OO oOpazoBanun B Poccuiickoit ®Penepauuun". Bompockl U OTBETHI
http://xn--273--84d1f.xn--plai/voprosy i_otvety

Co0OcTBeHHBIE 3JIEKTPOHHBIE 00pa3oBaTe/ibHbIe U MH(popManuoHHbIe pecypcbIKyol'Y:

1. Cpena MoaysibHOTO AMHAMUYECKOro o0yuenus http://moodle.kubsu.ru

2. baza yueOHBIX IJIaHOB, Y4eOHO-METOAMYECKUX KOMILJIEKCOB, MyOauKanuii u KoHpepeHuun
http://mschool.kubsu.ru/

3. bubnmoreka MHPOPMAIIMOHHBIX pecypcoB Kadeapsl HH(DOPMAMOHHBIX 00pa30BaTEIbHBIX
texHosorui http://mschool.kubsu.ru; _

4. DnexTpoHHBIN apxuB qokymeHToB KyOoI'Y http://docspace.kubsu.ru/

5. DnekTpoHHBIE 00pa3zoBaTeIbHbBIE pecypchl Kadeapbl HHPOPMAIIMOHHBIX CUCTEM UTEXHOJIOTHIA
B oOpasoBanuun KyOI'Y wu HayuHo-meroauueckoro kypHana  "IIKOJIBHBIE TI'OJIbI"
http://icdau.kubsu.ru/

6. MeTtoauyeckue yKa3aHus 1Jisl 00y4AIOMMXCsl M0 OCBOECHHIOTUCIUTILINHBI (MOTYJIs1)

OcBoenue AUCHUIITIMHBI TPECAYyCMAaTPUBACT IMPOCITYIIMBAHUEC JIGKHI/Iﬁ U BBIITOJIHECHUC 3aI[aHI/II\/’I Ha
MPAKTUYECKHUX 3aHATHUSX.

I[J'ISI FJ'IY6OKOFO HU3YYCHUSA JUCHUIINIMHBI HACTOATCIIBHO PEKOMCHAYCTCA:

— CHCTEMAaTHYEeCKH FOTOBUTHCA K MPAKTUYECKUM 3aHSTHUSIM MO YYEOHBIM MOCOOHSIM, HayYHBIM
CTaThsIM B XKypHaJIax NMPOPEecCUOHANbHON TEMATHUKH, a TaK)Ke MCMOJIb30BaTh O(UILIMATIbHBIE PECYPCHI
Hay4yHOU nH(popmanmu B cetu MHTEpHET;

— CBOCBPEMCHHO BBIINNOJIHATE NTPAKTUYCCKUEC 3a/laHUS U pe(bepaT.

CamocTtosTenbpHas paboTa CTyIeHTa - OJMH U3 BaKHEHIIIUX 3TANOB B OJTOTOBKE CIIEIIUATICTOB.
OHa mnpuoOImaer CTYACHTOB K HCCIEIOBATENIbLCKONH paboTe, oboramaer OIMbITOM | 3HAHUSMH,
HEOOXOUMBIMHU JUIS TATbHEHUIIIEro UX CTAHOBJICHHUS KaK CIEIMATNCTOB, IPUBUBAECT HABBIKH PaOOTHI C
JIUTEPATYPOMl, CTATUCTUYECKUMU JAHHBIMH.

[{enb caMOCTOSTENBHON pabOTHI - CHCTEMAaTU3AalINsA, 3aKPEIJICHUE U PACIIHPEHUETEOPETHIECKIX
H TPAKTHYCCKUX 3HAaHUI ¢ HWCHOJIL30BAaHHUEM COBPEMCHHBIX I/IH(i)OpMaHI/IOHHI)IX TEXHOJIOTUHA U
JTUTEPATypHBIX HCTOYHHKOB. J[IIsi pa3BUTHS HABBIKOB CaMOCTOATEIbHOW pabOTBl CTyIEHTaAaMHU
BBITIOJTHARKOTCA .

— pedepar, CBI3aHHBIN C aHATH30M COBPEMEHHBIX TEHACHIIUN B 00JIaCTH JETOMPOU3BOJICTBA B
coranbpHOM cepe;

— 3ajJaHusl, CBA3aHHBIE C 0030pPOM COBPEMEHHOTO PBIHKA CHCIHATM3MPOBAHHBIX CIPABOYHBIX
CUCTEM U CHUCTEM DJIEKTPOHHOTO IOKyMEHTOO000pOTa;

— JIOMalllHKe 33JaHusl o ToucKy B IHTepHeTe nHpOpMaliK Ha ONPEEIEHHYI0 HAYYHYIO TEMY.

PedepaTr TroTOBUTCS CTYyIEHTOM CaMOCTOSITENIbHO, B HEM 0000OMIAIOTCS TEOpeTHUECKUe
MaTepraibl MO MCCIEAYEMOW TeMe C HMCIIOJIh30BAaHUEM MATEPHAJIOB M3 CICIUAIBHON JINTEPATYPHI,
HOPMAaTHUBHO-TIPABOBBIX JOKYMEHTOB, CTaHAAPTU3UPYIONIUX paccMarpuBaeMyio chepy. B pedepare
JOJDKCH NMPHUCYTCTBOBATH COOCTBEHHBIA aHAIN3 U KpI/ITI/I‘IeCKI/Iﬁ moaxoa K

pEIICHHUI0 TPOOIEMBI 10 BHIOPAHHOW TEME MCCIIEIOBaHUS, TOJKPETICHHBI CTATUCTHYCCKUMHU
JAHHBIMH Y aKTYaJIbHBIMHU TIPUMEPaMHU U3 JCSITeIbHOCTH OPTaHU3aINi COIMATBHOMN C(hephl.

O6yquHe CTYACHTOB C OTI'paHUYCHHBIMHU BO3MOKHOCTAMH OPraHU3yCTCA B COOTBCTCTBHU C
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TpeOoBaHUAMU «METOAMUYECKMX PEKOMEHJAIMI 10 OpraHM3aluu 00pa30BaTEILHOTO IMPOIECcca IS
0o0ydYeHUsT WHBAIUAOB WM JIUI] C OTPAHUYCHHBIMH BO3MOXKHOCTSIMHU 3JI0POBBSI B 00pa30BaTEIIbHBIX
OpraHU3aIMAX BBICIIETO MPOGeCcCHOHATBHOTO 00pa3oBaHuss» oT «8» ampens 2014 r.

B ocBOCHMY TUCTIUTIIMHBI HHBAJTMAMH U JIMI[AMU C OTPAHUYEHHBIMHA BO3MOKHOCTSIMH 3/I0POBbSI
0oJbIIIOE 3HAYCHHE WMEET MHIUBHAyalibHas ydeOHas padora (KOHCYJbTAIlMM) — JOTOJHUTEIHLHOE
pa3bsCHEHHE y4eOHOTO MaTepuaia.

WuauBuayanbHbIe  KOHCYJBTAIlMM 110  TNPEAMETY  SIBISIIOTCS  BaXHBIM  (akTopowm,
CHOCOOCTBYIOLIMM HMHIUBUAYaTU3alMd OOYYCHUS W YCTAHOBJICHHIO BOCIUTATEIBHOTO KOHTAKTa
MEXIy MPEToAaBaTesieM H 00YYaroIUMCs HMHBATUIOM WIIH JIUIIOM C OTPAaHUYCHHBIMUA BO3MO)KHOCTSIMHU
3JI0pOBBSI.

7. IlepeyeHb HHG}OPMAIIMOHHBIX TEXHOJIOTHH, HCIO0JIb3yeMbIX npu
OCYyLIECTBJIEHUH 00PAa30BaTEILHOIO Mpollecca 1Mo AuCuunjanHe (MoayJi0)

7.1 IlepeyeHb HH(POPMALMOHHO-KOMMYHUKAIMOHHBIX TEXHOJIOTHii

— IIpoBepka moManIHMUX 3a/laHUI U KOHCYJIBTHPOBAHUE TIOCPEACTBOM JIMYHOTO KaOMHETA.

- Hcnonp3oBanne OJICKTPOHHBIX HpGBGHTaHI/If/i npu IMPOBCACHNN JICKIOUOHHBIX n
MPAKTUYECKHUX 3aHATUI

7.2 TlepedyeHb JIMIEH3MOHHOTO MW CBOOOJHO PACHPOCTPAHSIEMOIr0 IMPOrPaAaMMHOIO
o0ecrmeueHus

Microsoft Office 365 Professional Plus,Microsoft Office for Mac,

Microsoft Office Professional Plus,Microsoft Windows 8, 10.

7.3 TlepevyeHb COBpeMEHHBIX NPOPECCHOHAIBLHBIX 0a3 JAHHBIX W HHPOPMANHOHHBIX
CNPaBOYHBIX CHCTEM

1. CmpaBouno-npaBoBas cuctema «Koucynsrant [lmtocy (http://www.consultant.ru)

2. DnextponHas oubnmuoreunas cucrema eLIBRARY.RU (http://wwwe.elibrary.ru)/

8. MaTepuajibHO-TeXHHYECKOe o0ecrevueHne Mo JUCIUIInHE (MOITYJII0)

[To BceM BHIaM y4eOHOI JEATEIBHOCTH B paMKaX IUCIMILIHHBI UCTIONB3YIOTCS ayTUTOPHH,
KaOMHEeThl M Jab0paToOpuH, OCHAIIEHHBIE HEOOXOIMMBIM CIEHUaTN3UPOBAHHBIM U J1a0OpaTOPHBIM
000py0OBaHUEM.

HaumenoBanue OcHaleHHOCTh [lepeueHpb MMIIEH3NOHHOTO

CHEeNHATPHBIX IOMEIIEHUH | CHEeMaJIbHBIX MOMENICHUH IPOTPaMMHOTO o0ecrieueHus!
VYuebuble aynutopuu ans | MeGenb: yueOHas mebernb Omnepanmonnast cucrema Microsoft
MPOBEICHUS 3aHaTuil | Texauueckne cpeacrtea | Windows, B cocraBe KOTOpOi
JEeKIUOHHOTO Tuna (ayn. | oOyueHwus: nporpaMMa Ui J€MOHCTpaluu
417A, 415 A) 9KpaH, MPOEKTOp, | BUeo (mpourpsiBatens Windows
KOMIIBIOTEP Media Player). OducHslii naxer

npwioxkeHud  Microsoft  Office:
nporpaMMa Ui CO3JaHUA U
penaKkTHPOBaHUS TEKCTOBBIX
nokymeHnToB (Word), mporpamma Juis
CO3JIaHUs U PEAAKTUPOBAHUS TAOJINIL

(Excel), nporpamMma ISt
JICMOHCTpAIMH u CO3JIaHUS
MpEe3eHTALNM (Power Point),

nporpamma i paboTel ¢ Oa3zamu
JTaHHBIX (Access).
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VYuebnusie ayautopun st | MebOenb: yueOHas MeOelb OmneparmonHasi cuctema Microsoft
MIPOBEICHUS 3aHaTUl | TexHuueckue cpenctBa | Windows, B cocraBe KOTOpOW
CEMHUHAPCKOTO TUNA, | 00yUYCHHUS: nporpaMMa il JEMOHCTpAIuu
IPYTNIOBBIX U | DKpaH, MPOEKTOp, | BuAeo (mpourpeiBarens Windows
WHIUBHTY ATbHBIX KOMITHIOTEP Media Player). OducHpiii mnaker
KOHCYJIbTallMi,  TEKYILEro npuinoxennid  Microsoft  Office:
KOHTPOJISI ¥ IIPOMEKYTOYHOH nporpaMMa  JUis  CO3JaHUA U
aTTecTaluu pPEAaKTHUPOBAHUS TEKCTOBBIX
(aym. 417A,415 A) nokymeHToB (Word), mporpamma ajist
CO3JIaHMSI U PEJAKTHPOBAHUS TaOJIHIL
(Excel), nporpamma JUTS
JIeMOHCTpAIuu u CO3J1aHUs
MIPE3CHTAINH (Power Point),
nporpamMMa Juis paboTel ¢ 0a3aMu

JTaHHBIX (Access).
Jliss  caMOCTOATENBbHOM ~ pabOThl  OOYYAIOMIMXCSA  MPEIyCMOTPEHBI  MOMEIICHUS,

YKOMILJICKTOBAHHBIC CHGIII/IaJII/I?,I/IpOBaHHOﬁ M€6CJII)IO, OCHaAIlICHHBIC KOMHI:IOTGpHOfI TEXHHUKON C
BO3MOXXHOCTBKO IIOAKIKOYCHHA K CCTH ((I/IHTCpHeT)) H oleclieyeHneM AOCTyIla B JJICKTPOHHYIO

UH(pOPMaAIIMOHHO-00Pa30BATEIBHYIO CPEly YHUBEPCHUTETA.

HaunmenoBanne momMeneHui
I CaMOCTOSTEIbHON
paboThI 0OYJAFOIIUXCS

OcHaleHHOCTh TOMEIICHUIA
JUISL CAMOCTOSITEIIbHON
paboThl 00YYAOITUXCSI

[Iepeuenb TMIEH3UOHHOTO
MPOrPaMMHOTO oOecTeueHust

Ilomenienune I
CaMOCTOSITENILHOM ~ paboThI
oOyyaromuxcs  (YUTaIbHBIN
3an HayuyHoii 6nbnuotexu)

Mebens: yueOHast MmeOenb
Kommiekr

CIeLUaIU3UPOBAHHON
Mebenu: KOMITBIOTEpPHBIE
CTOJIBI

O6opynoBanue:
KOMIIBIOTEpHAsE TEXHHKa C
MOJIKITIOYEHUEM K
UH(pOpPMAaIMOHHO-
KOMMYHUKAI[HOHHOH  CETH

«/lHTEpHET» W NIOCTYIIOM B
AJIEKTPOHHYIO
HH(pOpPMaIMOHHO-
o0pa3oBaTenbHyI0
o0pa3oBaTenbHOI
opraHu3amuu, BeO-Kamephl,
KOMMYHHKAI[HOHHOE
obopyoBaHue,
obecrieynBaroniee JI0CTyln K
CeTH HUHTEPHET (MPOBOJHOE
coeIMHEeHUe 1 OeCrpoBOHOE
COCMHEHHUE TI0 TEXHOJIOTUH

cpeny

Omnepanuonnast cuctema Microsoft
Windows, B cocTraBe KOTOpOH
nporpaMMa Ui A€MOHCTpaluu
BUjeo (mpourpsiBatenb Windows
Media Player). Od¢ucHblii maker

npuwioxkeHnid  Microsoft  Office:
nporpaMMa  JAis  CO3JaHus U
PEOAAKTUPOBAHUA TEKCTOBbLIX

nokymentoB (Word), mporpamma
IUISL CO3JIaHUSI W PEJaKTHPOBAHUS
tabmun (Excel), mporpamma s
JIEeMOHCTpAIHA " CO3JIaHUs
Mpe3eHTalNN (Power  Point),
nporpamma st paboTel ¢ 6azamu
naHHBIX (Access).

(ayn. 417A, 415 A)

9KpaH, IPOEKTOP, KOMIIBIOTEP

Wi-Fi)
[Tomemenue g | Me6Genb: yueOHas meOernb Omnepanunonnast cuctema Microsoft
camocTosiTenbHOW  pabothl | TexHuueckue cpeactBa | Windows, B cocTaBe KOTOpOH
oOydJaronuxcs oOyJeHwUsI: mporpaMma  JJisi  JIGMOHCTpAILlUA

Buzieo (mpourpeiBarens Windows
Media Player). OdwucHbiii naker
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npunoxenud  Microsoft  Office:
nporpaMMa s CO3JMAHHS U
pelaKTUPOBAHHMS TEKCTOBBIX
nokymentoB (Word), mporpamma
IV CO3JIAaHUSI W PEIaKTHPOBAHUS
tabimn (Excel), mporpamma mms
JIEMOHCTpAIHH u CO3JIaHUs
IIpe3eHTaluM (Power  Point),
nporpamma Jjisi paboTel ¢ 6azamu
naHHbIX (Access).
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